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[bookmark: _Toc230677399]Staff Recruitment and Employment
Abbeyfield seeks to employ experienced, suitably qualified and trained staff who can achieve the organisation’s expectations and objectives in a professional and timely manner. The success of Abbeyfield relies on its ability to attract the best staff and volunteers available. Recruitment methods must be fair, lawful, efficient, and effective.
Abbeyfield is an equal opportunity employer and is committed to providing a work environment that is free from harassment and discrimination. 
All recruitment and selection procedures and decisions will reflect Abbeyfield’s commitment to providing equal opportunity by assessing all potential candidates according to their skills, knowledge, qualifications and capabilities. No regard will be given to factors such as age, gender, marital status, race, religion, physical impairment or political opinions.
[bookmark: _Toc230677400]Procedures
It is the responsibility of local Society House Committees to ensure that:
1. They are familiar with Abbeyfield’s recruitment policies and procedures, and that they follow them accordingly.
2. All roles have current position descriptions that specify role requirements and selection criteria (see job descriptions in Manual 3)
3. New or replacement positions are approved by the House Committee.
4. A clear, accurate job description with quantifiable key tasks and expected results or performance standards is used and endorsed before advertising the position. (See Manual 3 for job descriptions)
5. The position is advertised appropriately. (See Man 3/Doc 4 – Finding a housekeeper)
6. For step-by-step information on the interview process see Man3/ Doc 8 Housekeeper Selection and Interview.
7. The employee is supplied with an IR330 ‘Tax Code Declaration’ and Kiwi Saver deduction form K2 to complete and return (both from www.ird.govt.nz.)
8. The employee must supply bank deposit details for receipt of wages- use the New Employee Information Sheet to gather all the necessary details.
9. Induction: ensure the new employee has a comprehensive induction, including where possible a handover from the previous position holder, and regular contact during the first few weeks from their direct report. 
10. If the employee has been engaged under a 90-day trial period, any issues of concern must be raised well in advance of the end of the 90 days. Please contact the national office for support.  
11. The employee must have a single direct report, with regular meetings to ensure any issues can be discussed, good performance is maintained, and appropriate support provided as needed. 
[bookmark: _Toc230677401]Job applications
It is good practice to contact all job applicants to advise the next step in the process (e.g. shortlisting those for interview). This includes advising those who have been unsuccessful.
Once you have drawn up a shortlist of suitable candidate you would like to interview – usually 3-5 people – you can send out an application form for them to fill out. See the relevant application forms for housekeepers and relief housekeepers in Manual 3. 
When the application forms are returned, they should be forwarded on to the interview panel.
Here are a few tips for assessing applications:
· Be aware of a potential applicant’s accident history, including any ‘gradual process injury’. 
· Check out a candidate’s background thoroughly. For example, if you find that someone was prosecuted for theft as an employee, but you failed to ask about their criminal convictions at the pre-employment stage, you may find you have few options but to continue employing them.
· All material provided by applicants should be kept confidential.
[bookmark: _Toc230677402]Selecting the best applicant
Selecting the best applicant for the job entails comparing each applicant to the job requirements. Use Man 3/Doc 9 Housekeeper Selection Form to rate the applicants against the most important tasks, skills and characteristics for the job.
After each interview the interview panel should have a discussion and then at the conclusion of the interviews make a decision. If the panel fails to agree unanimously then either a majority decision will be upheld, the applicants reinterviewed or the position readvertised.
You should do three referee checks before offering a person a job. See Man 3/Doc 10 Telephone Reference Check for sample questions. Check that the referee has a similar feeling for the applicant’s strengths and weaknesses, and probe more deeply in areas where you’re uncertain.
[bookmark: _Toc230677403]Making an appointment
Once you have chosen the person you want to employ, you need to make an offer of employment.
Give them a draft written employment agreement – see the employment agreements in Manual 3. Tell them that they have the right to independent advice on the agreement and suggest that they take time to consider your offer. Let them know when the deadline for their decision is (generally 3 to 5 working days). You must consider and respond to any issues that they raise.
The applicant must sign the agreement if they accept the offer of employment. No one should start work without a signed employment agreement. 
Once the appointment is made police vetting should be carried out. The applicant will need to complete the police vetting consent form (Man 3/Doc 38.1)
[bookmark: _Toc230677404]Recruitment and appointment process



[bookmark: _Toc230677405]Employment Overview
[bookmark: _Hlk512517807]While the Society is the Housekeeper’s employer and her/his salary is set by the Executive Committee, it is the House Committee Chairperson who should be broadly familiar with current employment legislation. Seek advice from the Abbeyfield national office if there is any doubt or problem. 
Advice on current employment legislation and rights can also be found from:
· Employment Relations Info line		0800 20 90 20 
· Employment New Zealand website	https://www.employment.govt.nz/
The Individual Employment Agreement (IEA) for the full-time Housekeeper and relieving Housekeeper are in Man3/Doc14 and Man3/Doc16 respectively. Do not change the IEA without checking on the consequences. 
There are separate job descriptions for the full-time Housekeeper (Man3/Doc06) and for the relieving Housekeeper (Man3/Doc11).
There are guidelines for dealing with employment issues and problems in Man3/Doc26 and Doc28. However, in all cases please contact the national office for advice. The risks and penalties of not following an acceptable process are significant. 
The Housekeeper Occupancy Agreement forms part of the employment agreement for live-in housekeepers. This is critically important to make clear the position of the Housekeeper and anyone who lives with them, and to ensure that the Housekeeper leaves when their employment comes to an end. If the Housekeeper’s partner also lives in the house, a separate Occupancy Agreement is required.
[bookmark: _Toc230677406]Establishing an Employment Agreement
All agreements must be in writing and must include wage and leave provisions no less favourable than the minimum wage set in the annual Government review and the leave provisions covered in the Holidays Act 2003 and Parental Leave and Employment Protection Act.
[bookmark: _Toc230677407]Working with Unions
The law provides for several processes and arrangements between employers, employees and unions. These minimum provisions are in place to recognise the employee’s right to join a union and for that union subsequently to represent them in the workplace. The principle of good faith applies to all these relationships, but particularly to collective bargaining. If your employees wish to join a union, please refer to the Abbeyfield national office for advice and information.
· Unions have a legal right to enter a workplace.  This can be either for purposes related to the employment of its members or for legitimate union purposes such as seeking to recruit employees as union members.
· Your employees have an absolute right to join or establish a union.  No one can discriminate against them based on their membership, or non-membership, of a union.
· Once your employees have joined a union you must, if requested, enter into bargaining for a collective agreement with that union.
· Employers are required to allow union members to attend two union meetings per calendar year, of no longer than two hours each, on pay if they would otherwise be working.
[bookmark: _Toc230677408]Minimum employment conditions established in law
Several provisions are established by legislation. These form the foundation of all employment agreements, and an employer and employee cannot agree to waive them.
These conditions have been included in the Individual Employment Agreement.  In brief:
· Annual Leave – 4 weeks annual leave on pay each year. Refer Man3/Doc22. Your payroll software will keep track of leave.
· Public Holidays – All employees, including casual employees, part-timers and employees on fixed-term agreements, are entitled to public holidays with pay and a day in lieu if they fall on days the employee would normally work.  If they work on a public holiday they must be paid at time and a half, and if the public holiday falls on a day they would normally work, they must also be given an alternative holiday.
· Sick Leave– After 6 months’ service your employee is entitled to 10 days paid sick leave each year. Thereafter an additional 10 days entitlement accrues each 12 months, accumulating to a maximum 20 days. Sick leave can be taken when the employee is sick or injured, or the employee’s spouse or someone who depends on the employee for care, is sick or injured. Your payroll software will keep track of sick leave allowances.
· Bereavement Leave – After 6 months’ service your employee is entitled to 3 days’ bereavement leave for the death of an immediate family member, and one day’s leave if someone else they had a close association with dies. You can allow them to take annual leave if they need more time off for a bereavement.
· Parental Leave – Parental leave is time off work available by law to new parents (mother or father) for a newborn baby or adopted child under five years of age. Please note, it is a breach of the Parental Leave and Employment Relations Act, and the Human Rights Act, to discriminate against a woman on the grounds of pregnancy. You are required to provide unpaid time off work for an employee. Refer Man3/Doc23.
For advice or further information contact Abbeyfield’s national office (03 564 6459) or the Employment NZ helpline on 0800 20 90 20 
[bookmark: _Toc230677409]Meal Breaks
· An employee is entitled to a 30-minute unpaid break after five hours of continuous work.
· An interval of ten minutes shall be allowed to each employee within each period of four hours of work to partake, on the premises, a refreshment break.
[bookmark: _Toc230677410]Hours of work
In recognition of the operations of Abbeyfield, the ordinary hours of work shall not exceed 10 days per pay fortnight, with a minimum of four days off per pay fortnight.
For live-in staff, the employer should also acknowledge that a residential position carries with it a level of on-call service and on-going commitment above and beyond those responsibilities in a standard non-residential, 40 hour per week position. In consideration of this, flexibility in the negotiation of weekly leave, annual leave and lieu time should be given.  
[bookmark: _Hlk495392553][bookmark: _Toc230677411]Lieu days 
Lieu days are earned when an employee works on a statutory holiday that falls on a day normally worked (in addition to the entitlement to pay at one and one-half times the regular rate), or when an employee works to cover for another employee who has called in sick. 
Lieu days (also called alternative holidays) should be taken within four weeks of being earned, and in no case should the entitlement be allowed to accumulate for more than 12 weeks. The Abbeyfield employer should also recognise the risk of employee burnout in and endeavour to monitor the work and stress levels of employees.
[bookmark: _Toc230677412]Requirements for paying remuneration
The law sets requirements for both the way remuneration is paid and how you maintain wage records. A good payroll system or software will prompt most of this. 
· Payment of wages – this should be covered in the employment agreement. If you wish to make deductions from your employee’s remuneration, you must ensure either that you have your employee’s written agreement or that the matter is covered by their employment agreement.
· Wage records – You are required to maintain records that contain:
· Employee’s name
· Employee’s age if under 20 years
· Employee’s postal address
· Type of work the employee does
· Type of employment agreement (collective or individual)
· Title, expiry date and employee classification in any applicable collective agreement
· Where payment is calculated by the hour, the hours and days of employment in each pay period
· The wages paid each pay day
· Details of employment relations leave taken
· Details of annual leave taken
· Details of statutory holidays worked and alternative days provided
· Details of salary deductions, such as PAYE and agreed superannuation contributions.
· Details of lieu days earned and taken
An employee or their representative is entitled to see their wage and time records on request.  A Labour Inspector can also request these records.
We strongly recommend that a reputable payroll service or software is used to ensure that leave is calculated and paid correctly. Please contact the office for more information. 
[bookmark: _Toc230677413]Other legal obligations
As an employer you should also be aware, in addition to the Employment Relations Act, Holidays Act 2003 and Parental Leave and Employment Protection Act, other legislation impacts on your relationships with your employees.  For example, the anti-discrimination provisions of the Human Rights Act, the Privacy Act and the Equal Pay Act.
Another significant employer responsibility flows from the Health and Safety at Work Act 2015. This requires employers and others to take all reasonable steps to create a healthy and safe workplace.  Successful management of health and safety requires that hazards in the workplace are identified and where possible removed.  Where the hazard cannot be removed all reasonable steps should be taken to minimise the risks remaining.  Employees should be aware of the hazards in the workplace and be provided with training, equipment and supervision to ensure their safety.
Worksafe’s website www.worksafe.co.nz can assist you with advice and information.
Other legislation such as the Privacy Act and the Injury Prevention Rehabilitation and Compensation Act may also impact on your obligations as an employer.  The Employment NZ helpline 0800 20 90 20 can direct you to the appropriate source of advice on these legal obligations, or in the first instance please call Abbeyfield’s national office.


[bookmark: _Toc230677414]Good Faith
Good faith means trust, confidence and fair dealing in all aspects of the employment relationship. The parties to an employment relationship must be active and constructive in establishing and maintaining a productive employment relationship in which the parties are, among other things, responsive and communicative.
Broadly good faith requires employers, employees and unions to:
· act honestly, openly and without hidden motives
· raise issues in a fair and timely way
· work constructively and positively together
· give each other relevant information ahead of when it is needed and as soon as possible, all information given should be carefully considered
· keep and open mind, listen to each other and be prepared to change opinion about a particular situation or behaviour
Treat each other with respect
If an employer does not follow the rules of good faith an employee may take a personal grievance. If the Employment Relations Authority or the Employment Court finds the employer has not followed good faith rules, they may award a penalty.
[bookmark: _Toc230677415]Informing employees of a decision
The duty of good faith requires that if an employer is proposing to make a decision that’s likely to have an adverse effect on the continued employment of one or more employees, they must:
· give the employees access to information about the decision, insofar as it’s relevant to their continued employment; and
· give the employees the opportunity to comment to the employer before the decision is made.
The employer is not required to give employees access to information if there is good reason to maintain confidentiality, protect someone’s privacy, or protect the employer’s commercial position from being “unreasonably prejudiced”.



[bookmark: _Toc230677416]Putting Employment Agreements in Place for Job Candidates
1. Decide whether you wish to have a 90 Day Trial Period.
2. The intending employer should negotiate all the terms and conditions of employment BEFORE a job offer is made. Once an offer has been accepted the candidate becomes an employee and the intended employer has lost the advantage in negotiating i.e. as the candidate has become an employee, the employer may be forced to accept terms they may not have included in a job offer. And in this case, a 90 day trial period would not be legal.
3. Intending employers should use the letter of offer which states any offer is conditional on the parties agreeing to the terms and conditions of employment before the position is offered.  Intending employers must obtain an ‘agreed to and signed employment agreement’ before offering the job – or the offer must be at least subject to and conditional on agreeing on the terms.  All intending employers are required to negotiate and bargain with candidates in good faith.  
4. Regardless of the 90 Day Trial Period, there are obligations placed on intending employers when recruiting candidates.
5. Candidates must be advised that they have the right to seek independent advice regarding the employment agreement and they must be told they can negotiate any of the terms and conditions in the employment agreement.
6. Candidates must also be provided with sufficient time (a minimum of several days) to seek independent advice on the proposed draft employment agreement. 
7. Employers must be in a position where they can demonstrate that they have advised the candidates of their entitlements, or that the employment agreement – and certainly any 90 Day Trial Period clauses – may be invalid, even if the agreements are signed.
8. Where a Trial Period is included, it is critical that the employment agreement is entered into before the start of employment.  This means the agreement must be signed before the time candidates are expected to start on their first day.  So if for example, someone starts their employment at 8.30 am and they do not sign their agreement until 9 am, the Trial Period will be void.  The Courts are extremely strict on this point. 
[bookmark: _Toc230677417]Conditional Offer of Employment
A formal offer of employment can be made dependent on the candidate fulfilling certain requirements or passing certain tests e.g. satisfactory Ministry of Justice background check, obtaining a full license within 30 days of commencing employment.  This is called a conditional offer. 
If a conditional offer is used, the employment will only be formalised after all the requirements are successfully met.  If the candidate does not fulfill the requirements, an employer can revoke or rescind the job offer.   
The requirements directly relevant to the responsibilities of the job e.g. a full licence may be a mandatory requirement for a truck driver position.  The requirements should also be included in the position’s job description.  
If you intend on making a conditional offer, please insert the following statements in the ‘offer of employment to candidate’ letter and ‘acknowledgment’ form.   You should be as specific as possible and where appropriate include a deadline for the requirement to be met.
If employers are in any doubt regarding the procedures required they should phone Employers Assistance Ltd 0800 15 8000.


[bookmark: _Toc230677418]Accessing the Vetting Service of the Ministry of Justice (MOJ): new employees
It is essential that all prospective employees, and advisable that all prospective volunteers, who will work at an Abbeyfield Society have a security clearance via the Ministry of Justice Vetting Service.  The difference between a MOJ criminal record check and Police vetting is that the MOJ criminal record check only covers convictions.  As well as a criminal record, police vetting can also include information on any contact you’ve had with the police. Organizations providing services to vulnerable people can ask the NZ Police to vet check people who want to work or volunteer for them
[bookmark: _Toc230677419]Procedure for accessing the Vetting Service of the MOJ
Roles
Abbeyfield NZ Inc (ABNZ) is a registered third party with the MOJ as the Approved Agency. The Executive Officer of Abbeyfield New Zealand interfaces the MOJ Service on behalf of all local affiliates and is registered as the ‘Approved Agency Authorised Representative’. ABNZ will enter details electronically and submit the Vetting Request online on behalf of the local society.
The Abbeyfield local society committee member is the “Trusted Referee” and you must sight the two forms of identification (ID) as set out on the form. Copies of the ID should be endorsed and attached.
To have someone vetted
1. Obtain the signed consent of the individual you wish to vet using the Vetting Service’s  Authority to Release Information  Form (saved in this section under templates) and verify the applicant’s identity. The Vetting Service will accept requests for individuals aged 10 years or older. 
2. Vetting can only be carried out with the signed consent of the person to be vetted. That person must complete the Request Your Own Criminal Conviction History form and you must make sure they are aware of the vetting process. Direct them to the Ministry of Justice website for more information (https://www.justice.govt.nz/assets/Request-your-own-criminal-conviction-history-v0.4-30Sept21.pdf).
3. The Request Your Own Criminal Conviction History form is divided into two sections: Personal details and Identification:
Section 1: To be completed by the applicant and contains the applicant’s details that are required to process the vetting request.
Section 2: You MUST sight their Primary ID (eg Passport, birth certificate, AND driver licence, etc, to confirm identity, and one of these must be photographic.
4. Send the 2 forms to Abbeyfield New Zealand (comms@abbeyfield.org.nz)  with copies of the endorsed ID documents.
5. Abbeyfield New Zealand will complete the online submission as the Authorised Third Party Agency and send you the result as soon as it is received. A response can take up to six weeks but is usually only a few days, so any appointment must be made subject to satisfactory response being received from the Vetting Service.
6. Payment is via credit card from national office at $13.00 per request and is a ‘pay as you go system’. Finance will issue an invoice to your house on receipt of the report from MOJ. 
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The position is approved by the House Committee and a job description is endorsed.
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The position is advertised.
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The interview panel shortlists applicants for interview and these applicants are sent application forms. Completed forms are passed on to the interview panel 
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Interviews are conducted.
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 Interview panel selects preferred candidate and carries out referee and MOJ checks.


6


Preferred candidate offered employment and given written employment agreement to sign. Once they have accepted position the unsuccessful shortlisted candidates can be notified.
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Employee given tax code declaration and Kiwisaver forms and employee provides bank deposit details.
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Induction of new employee arranged.
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