Your guide to positive employment relationships




Welcome to the DairyNZ HR Toolkit

Congratulations on getting the DairyNZ HR Toolkit!

This toolkit will give you help and solutions that are practical and effective. It will support you to:
e Attract and keep the right staff for your farm
e Make managing your staff easier and less time consuming

e Avoid costly mistakes

Increase the performance and productivity of your people and therefore your farm

e Help you and your staff to achieve your goals.

Leadership, communication and understanding people are three crucial skills to have when employing people. This
toolkit will help you to develop and implement these skills.

A great practical starting point to becoming a better employer is to use the DairyNZ Quickstart Kits. In conjunction
with the HR Toolkit, you will be well on your way to becoming an employer of choice.

The HR Toolkit is divided into seven sections:
1. Where to start
2. Finding the right person

You can find the
3. Getting people started

templates for all the

4. Keeping your team working forms in this document
5. Retaining and motivating staff at dairynz.co.nz/people

6. Skills you need to lead people

7. Ending employment.

The detailed contents pages will help you look for more specific topics.
You will find these at the start of the HR Toolkit.
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The development and revision of the DairyNZ HR Toolkit would not have been possible without the input and
feedback from the following people and organisations:

e Accident Compensation Commission (ACC)

e PrimarylTO

e Ministry of Business, Innovation & Employment — Labour Inspectorate
e Farmer focus groups

e Federated Farmers

e Worksafe NZ

e The Original HR Toolkit reference group:

e Anna Bayly

e Barbara Kuriger

e Euan Reeve

e John Fegan

e Kerry Ryan

e Michelle de Beer
e Mike Wheadon

e Peter Gaul

e Roger Pika.

DairyNZ HR Toolkit © DairyNZ March 2015 2 Dairy F4



i. Welcome to the DairyNZ HR Toolkit 1
ii Acknowledgements 2
ii Contents 3
iv Before you get started - Your HR Strategy 6
1.1 Legal Responsibilities 13
1.2 Employment Agreements 23
1.3 Health and Safety 28
1.3.1 Example: Hazard Management 34
1.3.2 Template: Hazard Management 35
1.4 Accommodation 37
1.5 Job Analysis Part One — Staff Planning 41
1.5.1 Example: Staff Planning 45
1.5.2 Template: Staff Planning 47
1.6 Job Analysis Part Two — Analysising Individual Roles 49
1.6.1 Example: Job Analysis of Farm Assistant Role 55
1.6.2 Example: Job Analysis of Farm Manager Role 61
1.6.3 Template: Job Analysis for Individual Roles 67
1.7 Job Descriptions 73
1.7.1 Example: Job Description for a Farm Assistant 79
1.7.2 Example: Job Description for a Farm Manager 86
1.7.3 Template: Job Description 93
1.8 Person Specification 97
1.8.1 Example: Person Specification for a Farm Assistant 101
1.8.2 Example: Person Specification for a Farm Manager 103
1.8.3 Template: Person Specification 105
2.1 Recruitment and Selection 107
2.1.1 Example: Employment Application Form 117
2.1.2 Example: Acknowledging Receipt of CV 121
2.1.3 Template: CV Screening 123
2.1.4 Example: Phone Screening Questionnaire 125
2.1.5 Example: Interview Rejection 127
2.1.6 Example: Invitation to an Interview 129
2.1.7 Example: Interview Questions 131
2.1.8 Template: Interview 137
2.19 Example: Reference Checking Questionnaire 139
2.1.10  Example: Formal Job Offer 143
2.1.11  Example: Post Interview Rejection 145
2.1.12  Example: Employer CV 147
2.1.13  Template: Employer CV 149

DairyNZ HR Toolkit © DairyNZ March 2015 3 Dairy F4



2.2 Migrant Staff 151

2.3 Job Selection for Farm Staff 155
2.3.1 Template: Employer Screening 159
3.1 Orientation of New Staff 161
3.1.1 Example: Orientation Check List 165
3.2 System Manuals 169
3.2.1 Example: Operations Manual 175
3.2.3 Example: Maintenance Schedule 181
3.2.4 Template: Maintenance Schedule 183
3.2.5 Example: Farm Policy Manual 185
4.1 Performance Management 189
4.1.1 Example: Performance Appraisal for a Farm Assistant 197
4.1.2 Example: Performance Appraisal for a Farm Manager 201
4.2 Effective Teams 205
4.3 Manager’s Reporting 209
4.3.1 Template: Manager's Reporting 211
4.4 Time Management 213
4.4.1 Template: Action Planner 217
4.5 Delegation 219
4.6 Rostering Systems 223
4.7 Remuneration Strategies 227
4.7.1 Template: Multi-Week Individual Time Recording Form 231
4.7.2 Template: Group Time Recording Form 233
4.7.3 Template: Time and Task Recording Form 235
4.8 Training and Development 237
4.8.1 Example: Lameness Training Cycle 243
4.8.2 Template: Employee Training 245
4.8.3 Template: Training Planner 247
4.9 Managing Drugs and Alcohol On-farm 249
5.1 Retention Strategies 253
5.1.1 Template: Questionnaire to Identify what is Important to Employees 259
5.2 Managing Conflict 261

DairyNZ HR Toolkit © DairyNZ March 2015 4 Dairy F4



6.1 Leadership 263

6.2 Communication 267
6.3 Understanding People 271
7.1 Ending Employment 279
7.1.1 Template: Employee Exit Check List 285
7.1.2 Template: Resignation Letter 287
7.1.3 Template: Confirmation of Resignation Letter 289
7.1.4 Template: Exit Plan 291
7.1.5 Example: Certificate of Employment 293
7.1.6 Template: Certificate of Employment 295
7.1.7 Template: Exit Interview 297
7.1.8 Template: Final Pay Confirmation 301
7.1.9 Template: Property Inspection 303
7.2 Disciplinary Procedures 307
Appendix | New Staff Check List 313
Appendix Il Key Contacts 315

DairyNZ HR Toolkit © DairyNZ March 2015 5 Dairy F4



Having a human resource (HR) strategy helps to ensure there is consistency between your image as an employer,
the work environment you provide and the way you support and develop your employees. Inconsistencies
between what you say and what you do are a significant factor in affecting employee motivation, performance
and ultimately retention. People do not like working for employers who say one thing and do another, effectively
breaking promises they make.

Ultimately poor staff retention rates will result in reduced productivity and business performance because staff do
not gain the specific skills and knowledge required to be effective on your farm.
Consistent turnover reinforces the cycle.

e What is an HR strategy?
e HR strategy options
e Developing your own strategy

e Implementing an HR Strategy in the workplace

HR Strategy is essentially about making a statement of intention declaring the type of employer you want to be
and what employees can expect as a result. With the strategy in place you then align resources, systems, policies
and procedures to assist you in achieving your goals for the business and your employees. Once again it is critical
these aspects of the business are all consistent with the stated intention. There are four key areas to align as
described in Figure 1 below.

Consider: Consider:

® Farm system e Skills

® Hours/ time off ® Background

. Pay : The employee R AttitSde

® \Working conditions/safety Work o ® Personal baggage

® Flow of work o e

Do design P ® |ocal Iak?our marl'<et'

ime management 1 ® Reputation of dairy industry

* Systems - © Your HR Strategy

® Growth opportunities : must alien and

® Variety dd iSS
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, address.
: Consider: E

Consider: -

. ‘ e " Your people Attvlt'ude to employees

ocatlgn Farm management e Ability to teach

® Shedsize infrastructure : skills ® Willingness to get involved

® Even paddock sizes ® Willingness to listen
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There are three generic HR strategies available to dairy farm businesses:
High commitment strategy

This is a long term strategy that is adopted by an employer who aims to build employee commitment by
developing and growing people to meet the needs of the business. Typically employees are recruited at a lower
level, then developed and grown within the business. This strategy has the benefit of specifically developing
employees to meet the needs of the business, rather than selecting employees who are ‘ready made’.

This strategy requires HIGH input and HIGH commitment from the employer.

Low cost strategy

This strategy has a short-term focus with the aim of hiring people with the required skills who are able to do the
job now. Future needs will be catered for by purchasing skills when they are required.

This strategy requires LOW input and LOW commitment from the employer, but the cost of purchasing required
skills is often HIGH.

Contracting out HR management

Industry research tells us that a high proportion of employers do not enjoy the people management aspect of
their job. If this is true, their performance in this aspect of the business may be detrimental to the overall business
and the continued growth of their investment in the industry. An alternative option for these people may be the
employment of a manager, sharemilker or HR professional to manage the people aspect of the business on their
behalf. This person will then be responsible for implementing the business’s HR strategy.

No strategy is necessarily better than another, it is how it is implemented and the expectations of both parties
when entering into the employment relationship that most affect the outcomes. However, different employment
environments can call for different approaches.

Full employment

A high commitment strategy is likely to be more appropriate when there’s full employment and it's hard to find
new employees. In this situation potential employees select jobs based on a range of factors not just pay and time
off. Less tangible factors, such as the workplace culture or the training on offer become more important attractants
to a position when there is full employment. Whilst you may get new employees joining your workplace, they will
soon leave if these other factors are not delivered as promised.

Skill shortages

During times of skill shortages a high commitment strategy is likely to be more appropriate as it focuses on building
skills to meet the businesses’s needs. Relying on recruiting talent when you need it can be risky and may mean that
you miss out on the people you need or you are drawn into a bidding war to secure the talent you need. Either of
these outcomes has serious implications for your business bottom line.

High unemployment

Where employees are in plentiful supply your options as an employer are more open. However, even in these
times you should remember that you will build a reputation as an employer in the industry, and positive or not, this
reputation will follow you into times of tight labour supply.
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Employees usually demand equitable treatment. They like to see their colleagues treated fairly and the same way
they are treated. Small businesses such as dairy farms are usually highly transparent, with all staff reporting to one
manager. This makes it difficult to operate different strategies for different levels of employees.

Different generations are motivated by different factors. Generally younger generations have grown up in a
different environment and have different expectations of work. They want more than just fair pay for a fair day’s
work. They want to feel valued, to have the opportunity to grow in their roles and to be offered the opportunity
to do a variety of work. Older generations are likely to accept the fair pay for fair work paradigm, but will also
respond to management aimed at younger people. Different strategies may be required to ensure that each of
your employees are motivated and recognised.

Absolutely, but remember the catch phrase is consistency! You need to make absolutely sure the strategy does not
lead you to say one thing and then act differently. This will lead to people leaving.

Table 1 describes two generic strategies, high commitment and low cost, in more detail. To clarify or develop your
HR strategy, follow this process:

1. Write down your goals for your business with respect to people. Consider:
e Your role in the business and desired workload

e Business goals, the skills required to achieve these goals, who needs these skills and how you will get them into
the business (build or buy)

e Farm infrastructure and equipment and how that helps or hinders your strategy

e Your desire to give back to the industry through growing people and helping them progress in the industry.

2. Work out which strategy best describes current practice on your farm. For each characteristic in Table 1, circle
the descriptor that best describes the current situation in your business. For example:

Characteristic Descriptors

High Commitment Low Cost

People-focused. Believes people are Task-focused. People employed to do
greatest asset to business. the job as directed.

Employer attitude

Employer skill Has good people skills, or is actively Training mainly production-focused.
developing those skills. People are secondary consideration.
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The column where you have most circles describes your current HR strategy, either high commitment or low cost.

e |s this what you would have expected?

¢ [f you have a lot of circles in different columns your strategy may be considered to be confused. Consider the

way in which your current strategy flows. Is it consistent? If so, that's great!

3. Decide if your current strategy is best for your business, or whether you need to change it.

e Will the strategy allow you to meet your longer term business goals?

e What impact is the labour market having within the immediate area? Do you need to change your strategy in

direct response to any specific skills shortage or particular difficulties recruiting for your local region?

e Discuss this with key stakeholders such as your partner, advisors and your staff.

e Consider whether your ideal HR strategy is achievable at present, or is a longer term goal to work towards, and

therefore do you have an interim strategy that can be adopted and is more realistic for immediate use?

4. Look at the staff you have available and your skill to determine how they match with your desired strategy.

e What will have to change?

e Once again this may be planned over a longer time period.

5. Develop an action plan to implement the strategy.

Table 1: Characteristics of workplaces employing one of two generic HR strategies.

Characteristic

Employer attitude

Employer skill
Recruitment
Job Description

Employee autonomy

Age profile of employee
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Descriptors

High Commitment

People-focused. Believes people are
greatest asset to business

Has good people skills, or is actively
developing those skills

Based on attitude and fit with team.
Skills are important but secondary

High degree of multi-skilling allowing
staff to work in variety of areas

High

Any age

Low Cost

Task-focused. People employed to do
job as directed

Training mainly production-focused.
People are secondary consideration

Based on ability to do the job, or to be
trained to do the job in short space of

time

Highly defined, with narrow scope

Low

Tend to be younger as young people
work for less



Characteristic

Salaries

Visibility of business
Workplace culture

Policy and process

Performance management

When things go wrong

Employee training and
development

Promotion

Career planning and
progression

. Retention

. Job security

: Flexibility

. Accommodation

Work design

Descriptors

High Commitment

Above average with performance
incentives linked to business
performance

Team understand the “big picture”

Shared culture common to all. Usually
collegial

Important but at all times relationship
focus is maintained

Critical part of calendar. Development
focused

Employer asks what they could have
done better to avoid the situation

Provided to develop the person,
recognising they may leave. Helps
individual be more flexible & adaptable,
benefiting business

Promote from within where possible

Assists employees to plan career and

provides opportunity for employees

to develop within business. May help
employee to find next job

Aims to retain staff for multiple years to

benefit from investment

High level of job security. Coaching
provided to improve performance

Flexibility demonstrated where possible

to meet the needs of the team

High quality accommodation you would

be happy to live in yourself

Continually review work design to be
efficient and enjoyable for staff
Infrastructure Reviews infrastructure and tools to
make sure they are suited to the job
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Low Cost

Minimised

Staff only told what they need to
know for role

No unique culture. Usually hierarchical

High level of prescription

Only used when things go wrong.
Compliance-focused

Employer usually looks to staff as the source
of the problem

Only provided in relation skills required for
job, often informal & on farm

Low investment in development means new
hires are required to fill senior positions

No progression offered

Low investment so turnover not a problem

Security dependent on performance

Routine goes on regardless
Meets standards

Doing the job the same way it has always
been done

Makes do with inadequate infrastructure
and tools



The people overlay

As small businesses’ dairy farmers generally employ less than five people. The type of person employed becomes

an important consideration in fine-tuning the HR strategy. The table below describes some of the different

requirements that are placed on employers as a result of hiring different types of people.

Table 2: Requirements of different employee types.

Employer

Young Trainee

Rising Star

Career Changer

Immigrant

Experienced
Dairy Worker

People focus People focus People focus People focus People or task
attitude required required required required focus
Hours of work Low Average Average Average Average
Salaries Lower, in line with | Average. May be Average. May Average High

hours offset by training require good
provided quality family
accommodation
Employer Very high with Very high High Very high, Low
commitment degree of parenting to continue language &
required included challenging & cultural issues
growing star
Training required = High. On-farm task = High. Including High. Initially on- High. On-farm Identifying
focused off- farm farm focused then focused career path/
training, wider advancement
discussion
groups,
conferences, etc
Additional Board or Meals Opportunity to Getting through Assistance with Nil
support during peak try things and first spring. transition to

workload periods

sometimes fail

Assimilating family
into community

new culture &
language

Now that you have identified your HR strategy you should review your polices, procedures and processes and

identify any gaps. As you conduct this review it is critical that you look back at the HR strategy you have chosen

and make sure that your systems and practices are consistent with that vision.

The remainder of the HR Toolkit deals with processes and practices that will help you to successfully manage

people on farm. Specific things to focus on for each strategy are discussed below:

The low cost strategy

If you have identified this as your strategy then the key focus for your plan of action should be a review of your
employees’ current skills base/knowledge level. Identify any gaps that need to be addressed immediately and plan
how the gaps will be met. Do you need to re-allocate work to more experienced employees, to get more involved
yourself or hire new skills?
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The high commitment strategy

If you have identified this as your strategy then the key focus is to review your staff-focused procedures and
policies and consider:

e Have training needs been identified and appropriate training scheduled?
e Have performance reviews been planned?
e |s there a clear career path identified for your employees?

e Are you confident that your on-farm practice is a true reflection of this strategy?

e Work through the process of developing your HR plan as described in this fact sheet

e Examine your farm infrastructure, systems and processes to ensure they are consistent with your chosen
strategy

e Get help, if needed, from an HR professional

e Attend HR training on building teams and performance management to gain more insight into these
topics

e Develop and implement the action plan.

When you are clear on what you are trying to achieve you are more likely to be successful as an employer. This
success will lead to:

e Greater commitment and increased productivity from staff
e Reduced turnover and associated costs

e Better business performance

e Reduced stress in dealing with employees

e Building a reputation as a good employer and as a result the ability to attract a greater number of people to any
vacancies you do have.

The PrimaryITO Rural Staff Management Workshops offer the opportunity to find out more about performance
management and building high performing teams, both of which are critical to successfully implementing HR
strategy.

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no liability for any
error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.1 Legal Responsibilities

It’s the Law — Your obligations as an employer

Why this is important

The foundation of being a good employer is knowing and adhering to your legal rights and responsibilities. It is
your best means of protection if an employment dispute occurs.

This fact sheet will cover:

A brief introduction to the employment law relevant to dairy farming including:
e Employment Relations Act

e \Wages Protection Act

e Human Rights Act

e Holidays Act

e Residential Tenancy Act

e Minimum Wage Act

e Equal Pay Act

e Parental Leave and Employment Protection Act
e Health and Safety in Employment Act

e KiwiSaver

e Privacy Act

Please note: This Fact Sheet is a summary only and not an exhaustive legal reference. The law changes frequently
and can be complicated. Should you have any employment-related problems, please seek expert advice.

Employment Relations Act 2000 (ERA)

The ERA took effect from 2 October 2000, replacing the Employment Contracts Act 1991. Any new or
renegotiated employment agreements need to comply with the ERA’s requirements. The main requirements are:

Dealing in “good faith”

The ultimate goal of the ERA is to build productive employment relationships by dealing with one another in good
faith. At the most basic level, good faith is about telling the truth and each party being able to have trust and
confidence in the other. The requirements of good faith recognise that both the employer and the employee have
a role in making the employment relationship work.

Good faith is not about always saying yes and it does not mean the two sides have to agree, but both sides should
get a fair hearing.

DairyNZ HR Toolkit ® DairyNZ March 2015 13 Dairynz F
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Written employment agreements (see Employment Agreements Fact Sheet 1.2)

From 1st July 2011, all new employees must have a written employment agreement. This includes all casual staff
employed on farms, such as relief milkers. All agreements are required to contain:

e The name of the employer and employee

e A description of the work to be performed

e An indication of where the work is to be performed

e An indication of the hours of work

e \Wages or salary to be paid

¢ A plain language explanation of how employment problems will be resolved and the 90-day opportunity the
employee has for raising those grievances once they have become aware of the grievance

e A clause stating the Employee’s right to be paid time and a half if they work on a public holiday, and to be
given a day off in lieu

e An “employee protection provision”. An “employee protection provision” is a clause in an employment agreement
that aims to provide employment protection for employees in sale of property and restructuring situations

e Details of any trial period agreed to between the employer and employee
e The start and end date for fixed term periods of employment (see Fixed Term agreements below)

e From 1st July 2011 employers are required to retain a signed copy of the employment agreement or current
terms and conditions of employment for all employees.

Fixed term agreements

It is assumed that all agreements will run indefinitely unless there is a valid reason for them to be of a fixed term
nature. Such reasons may be where project work finishes, where a temporary worker is filling in for a permanent
employee on leave or where work is seasonal, e.g. calving.

A fixed term agreement may be for a fixed period or until a specific event happens. Either way the employer must
put it in writing and make clear to the employee at the commencement of the agreement when and how the
agreement will be terminated.

The dairy “season” of 1 June to 31 May measures a financial and production year but it does not mean dairy work
is seasonal. Fixed term agreements are not appropriate in this situation.

Opportunity to seek advice

Prior to employment, employees should be presented with a copy of the proposed agreement and allowed a
fair and reasonable time to take the agreement away, study it and to seek advice. They should also be given the
opportunity to negotiate the terms of the agreement.

The Employment Relations Act 2000 contains provision for a trial period for new employees.

A trial period allows you time to see how a new person performs on the job and whether they fit into the team.
The trial period can be for up to 90 calendar days. You can’t put an employee on a trial period if you've previously
employed them and a trial period can only be agreed on once for each employee. During the trial, you can give
notice to dismiss the employee without them being able to take a personal grievance for reasons of unjustified
dismissal against you.

It is important that you record the details of the trial period in an employee’s employment agreement including a
termination of trial clause at the end of the agreement.

For more details see www.dol.govt.nz/er/starting/relationships/agreements/trialperiod.asp
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Probation periods

A probationary employee is a permanent employee who is yet to be confirmed in their position and the probation
period provides time for this to occur. The period should only be long enough for the employee to demonstrate
their suitability for the job.

You can agree to a probation period with a new employee no matter how many employees you have but you must
record, in writing, the duration of the probation period, what you expect from your employee, and what you'll
provide to help your employee achieve these expectations.

Probation periods may be extended if both parties agree.
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What you must do:
¢ Negotiate a trial or probation period in a fair way with your new employee

¢ Follow the minimum employment rights regarding pay, conditions, holidays and leave, and health and safety
during a trial or probation period

e Consider and respond to any issues raised by the new employee during their trial or probation period

e Ensure you clarify your expectations first and give employees the resources, support and training they need
to succeed.

For more information see www.dol.govt.nz/er/starting/relationships/agreements/probation.asp

Minimum Wages Act 1983 (MWA)

The MWA stipulates minimum hourly wage rates for all employees. These rates are regularly updated by the
government and can be found by calling:

* labour Inspectorate contact centre — 0800 20 90 20

e Federated Farmers of New Zealand (members only) — 0800 327 646

HR Toolkit - 1.0 Where to start

Note that there is no longer a minimum wage for youth and that there are provisions for a training wage to be
paid to people who are in recognised industry training.

Employees must be paid at least this minimum rate for every hour they work (even if on a wage or salary). If
employees are provided with board or lodging, a deduction can be made to a point where the effective hourly rate
is up to 15% for board or 5% for lodging below the minimum hourly rate.
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Wages Protection Act 1983

An employer is required to pay wages in cash unless:
e The employee has provided written consent to be paid in another way
e The employee is absent from work at the time wages are normally paid.

The frequency of pay should be by agreement between employer and employee and at reqular intervals. A
midweek pay-day is recommended to ensure that direct credits are less likely to be affected by public holiday
bank closures.
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Unless a deduction is ordered by a court or for statutory purposes (such as income tax, child support or student
loan payment) an employer can only make deductions from an employee’s wages with their written consent.
Typical deductions include rent, telephone and power.

Equal Pay Act 1972

An employer cannot differentiate in pay rates where the only difference between employees is their gender.

Human Rights Act 1993

An employer must not discriminate between people in hiring and firing or training and promotion based on race,
colour, national or ethnic origin, gender or sexual orientation, marital or family status, employment status, age,
religious belief, political opinion or if the employee has a disability.

Parental Leave and Employment Protection Act 1987

It is illegal to either dismiss or discriminate against an employee on grounds of pregnancy or for taking parental leave
under the Act, although there are limited grounds for dismissal where it is unreasonable to hold the job open. (It is
very rare that a job cannot be kept open).

Entitlements

HR Toolkit - 1.0 Where to start

Birth mothers and their partner/spouse are eligible for parental leave on the birth of a child or adoption of a child
under six years of age. To be eligible, the employee must have worked at least an average of 10 hours each week,
including at least one hour per week or 40 hours per month, for the same employer for 6 or 12 months before the
expected date of birth or adoption.

There are four types of unpaid parental leave. These include:
1. Special leave of up to 10 days for a pregnant mother for pregnancy-related reasons

2. Maternity leave of up to 14 continuous weeks for the mother, with up to six weeks available before the birth or
adoption of the child, if employed for greater than six months before the due date of the baby

3. Partner’s parental leave of up to two weeks on the birth or adoption of a child

4. Extended leave of up to 52 weeks, less any maternity leave taken if employed for at least 12 months before the
due date of the baby. This can be shared between the parents, if they are both eligible.

With the exception of the 10 special days during pregnancy, other long term leave entitlements must be applied
for in writing at least three months before the baby is due.
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Statutory paid parental leave scheme

Eligible employees are entitled to paid parental leave. The payment replaces 100% of the employees previous
earnings, up to a predetermined level and is paid by the Government. This paid leave is included in other
entitlements, not in addition. For further information on entitlements contact the Labour Inspectorate contact
centre on 0800 20 90 20 or www.dol.govt.nz.

Holidays Act 2003

Annual leave
At the end of each 12 months of employment with any one employer, the employee is entitled to four week’s of

annual leave. While on leave the employee is paid for the time that they would normally be at work.

Two of those weeks must be allowed as uninterrupted leave if required. Technically the employer is not required to
allow holidays until such time as the 12 months is up, however leave is accumulated on a daily basis and may be
taken in advance if the employer allows. Where possible, the timing of holidays should be by negotiation but the
employer has the final say.

Holiday allowances are accrued on a pro-rata basis throughout the year. At the end of the employment agreement
the employer must pay the employee for any holidays owed to them.

Defining the working week and leave entitlements

The working week varies for different staff depending on their rostered time off. The amount of paid annual leave
they are entitled to is calculated on the average working week of the employee, multiplied by four weeks.

To calculate annual holiday entitlements for staff who work rostered time off use the following process:

STEP 1 STEP 2 STEP 3 Annual paid
Total days in VACEVO RN Days worked per

leave

roster roster period x B entitlement

=A =B =C =Cx4

PROCESS EXAMPLE 1 EXAMPLE 2  YOUR WORK

 Roster every second weekend  Roster 11 days on, 3 days SPACE
~ off (12 days on and 2 days off) ~  off, 5 days on, 1day off

Work out the employee’s roster : Roster period: ‘ Roster period: ‘ .

period (A) : 12 + 2 = 14 days . 11 +3+5+1=20days

Divide 7 days (one week) by . 7 days per week/14 days in roster : 7 days per week/20 days in .

the roster period (B) ‘ period B = 0.5 ‘ roster period B = 0.35 E

Number of days in an average 12 days worked in roster period 16 days worked in roster

working.week Q= I?ays x 0.5 = 6 days in an average period x 0.35 = 5.6 days in C=

worked in roster period x B working week average working week

Number of days of annual paid Leave entitlement: Leave entitlement:

leave entitlement = Days in 6 x 4 = 24 days 5.6 x 4 = 22.4 days Annual paid

average working week (c) x4 : i leave =

weeks annual leave

Note: This formula is only for use with salaried staff on set rosters. Casual employees can receive their holiday entitlement pay
on a ‘pay as you go’ basis. This should be explicitly detailed in their employment agreement and the amount to be paid must be
at least 8% of the employee’s gross earnings and must be shown separately on the employee’s pay slip.

Due to the flexible nature of dairy farming and changing rosters, it is important that you clearly communicate this
process and entitlements with staff. Employees can ask (in writing) to cash-up up to one week of their annual
holidays each year. Employers can’t pressure employees to cash up annual holidays and requests to cash up can’t
be included in employment agreements.

Holiday records must be kept for six (6) years.
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Public holidays

Employees are also entitled to 11 paid public holidays on pay if they fall on days the
employee would normally work. Those days are:

e New Year's Day
e January 2nd
¢ Provincial Anniversary Day

e \Waitangi Day

3
B
S
@\
c
S
S
x
S
¥
~J

e Good Friday

e Easter Monday
e ANZAC Day

e Queen’s Birthday
e Labour Day

e Christmas Day
e Boxing Day

e The Anniversary Day of the province in which an employee works will also need to be included as a statutory
holiday.

On a public holiday an employee must receive a full day off, not just the time between milkings! If an employee is
required to work on any public holiday they are entitled to an alternative day off, which is a full day off at another
mutually agreed time. They are also entitled to payment at time-and-a-half for the hours actually worked on the
public holiday. Any casual staff employed on a statutory holiday must be paid at time-and-a-half for all the hours
they work. An employer and employee can also agree to transfer a public holiday from the day listed in the Act

to another working day. The purpose of the transfer cannot be to avoid paying the employee time and a half for
working on a public holiday or providing them with an alternative holiday (although this may be the end result).

HR Toolkit - 1.0 Where to start

Sick leave

After six months with an employer, an employee is entitled to five days’ sick leave on pay and a subsequent five
days per 12 month period thereafter. An employee can also take sick leave when they are required to stay at
home to care for a spouse or another dependent person. This group includes the employee’s spouse, parent, child,
sibling, grandparent, grandchild or the spouse’s parent and any other person agreed to be a dependant. Unused
sick leave under the Holidays Act 2003 is carried over with a maximum accumulation of 20 days including the
current entitlement.

Bereavement leave

After six months with an employer, the Holidays Act 2003 allows employees up to three days’ paid leave for the
death of an immediate family member. In the case of a multiple fatality, the employee is entitled to three days’
bereavement leave in respect to each death. Bereavement leave does not have to be taken immediately, nor on
consecutive days. In the event of a death outside the family, an employee is entitled to one day of paid leave if
the employer accepts that the employee has suffered a bereavement. Bereavement leave is not limited to a specific
total number of days.

w
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Health and Safety in Employment Act 1992 (see Health & Safety Fact Sheet 1.3)

Under the Act employers have two specific duties:
1. Duty to warn authorised visitors of hazards

2. Full duty to employees, contractors and people who are paying customers, to provide and maintain a safe
working environment. This includes:
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a. all employees, both permanent and casual

b. all contractors

C all people buying or inspecting goods offered for sale
d. all people in the vicinity of the farm.

It should also be noted that employees have a duty to act in a safe manner and not to place themselves or others
in danger.

Residential Tenancies Act 1986

Where a farm owner or sharemilker provides housing for their staff they also have a dual role as landlord through
a service tenancy (see Accommodation Fact Sheet 1.4). A service tenancy differs from a standard tenancy
arrangement, in that where an employment agreement ends, 14 days’ notice of eviction can be given rather
than 90 days. Where an employment agreement is terminated notice should also be given terminating the rental

agreement. They are not one and the same!

As a landlord an employer must ensure that the dwelling is of a liveable standard and meets the requirements of
the Residential Tenancies Act and the Health and Safety Act. In the case of a sharemilking agreement, it is the
sharemilker who is responsible for meeting the required standards for their employee. Any costs incurred by the
sharemilker in doing so must then be sought from the owner of the dwelling in accordance with their sharemilking
agreement, as the owner has the same obligations to the sharemilker.

HR Toolkit - 1.0 Where to start

Rest and meal breaks

Employers are required to provide workers with paid rest breaks and unpaid meal breaks.

Workers are entitled to the following paid rest breaks:

e One 10-minute paid rest break if their work period is between two and four hours;

e One 10-minute paid rest break and one unpaid 30-minute meal break if their work period is from four to six hours;
e Two 10-minute paid rest breaks and one 30-minute unpaid meal break if their work period is from six to eight hours.

Where employees work for periods longer than eight hours, these provisions automatically re-apply to each
succeeding work period.

For more information see www.dol.govt.nz/er/starting/relationships/mealbreaks/index.asp
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Legal responsibilities and IRD

The IRD has a wide-ranging interest in employment agreements and especially in the way in which staff are
remunerated. Some of the duties of an employer include:

e Registering with IRD as an employer
e Deducting PAYE, child support and student loan payments from employee wages
e Payment of Fringe Benefit Tax on any “perks” to employees

e Charging staff a fair market rental for accommodation.
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For further information or assistance contact the IRD via www.ird.govt.nz or 0800 377 772.

KiwiSaver

An employer’s main roles with regards to KiwiSaver are to:

e Check whether new employees are eligible to join KiwiSaver

e Check whether new employees should be automatically enrolled
¢ Give the KiwiSaver employee information pack (KS3) to:

- new employees who qualify for automatic enrolment, and

- existing employees who want to opt in

e Provide information to the IRD about:
- all new employees who qualify for automatic enrolment, and
- eligible employees who want to opt in to KiwiSaver

e Deduct KiwiSaver contributions and make compulsory employer contributions at the correct rate and forward
them to the IRD by the due date along with your PAYE payments

HR Toolkit - 1.0 Where to start

e Act on opt-out and contributions holiday requests
e Stop or start deductions when the IRD advise you to
e Contact the IRD when you require more KiwiSaver employee information packs (KS3).

More information

The KiwiSaver and IRD websites contain all the information you need to know about your obligations as an
employer and how to go about making payments.

Useful links

www.ird.govt.nz/kiwisaver/employers/

www.kiwisaver.govt.nz

w
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The Privacy Act 1993

Personal information is, by its nature, personal and often sensitive. The Privacy Act sets out principles surrounding
the handling and management of personal information, to avoid upsetting and damaging misuse.

The Privacy Act became law in 1993. It is concerned with the handling and management of personal information
and aims to encourage the development of good practice. Every employer should have a ‘privacy officer’ who is
familiar with the main requirements of the Act. On-farm, this would likely be the owner or manager.

Meeting the requirements of the Privacy Act
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The Privacy Act contains a number of principles which should be followed at all times when dealing with personal
information. In summary, these are:

1. Only collect information you need

2. | Collect in%ormation froh the person concerned unless it is available publicly
3. Tell the person what information is being collected about them and why

4, | Don't puf pressure on beople to pro;/ide you with personal information

5. Store all personal information securely

Give people access to their personal information and allow them to correct it if necessary. If you refuse to

6.
show someone their personal information, tell them why £
: : ) : -
1Y
7. Make sure that personal information is accurate before using it el
Q
s
Q
8. Don't keep information for longer than you realistically need it §
S
9. Don’t use information collected for one purpose for anything else, unless absolutely necessary -
-~
o
10 Don't disclose other people’s personal information without good reason. You wouldn’t want it to A
" happen to you. £

Useful websites

www.ema.co.nz (information for employers - membership required)
www.privacy.org.nz (Office of the Privacy Commissioner)

www.legislation.govt.nz
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Legal responsibilities and ACC

Under the Accident Compensation Act employers must pay a levy from their business to fund ACC for work-
related accidents. In addition, they must also pay a levy for each employee based on the employees earnings to
cover the employee for non-work related accidents.

What are the benefits to me?

e Abiding by the law surrounding the employment relationship means that you will limit your exposure to a
potentially costly action surrounding breach of agreement or a personal grievance.
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e The dairy farm labour market is very competitive and compliance will provide an advantage in attracting staff by
demonstrating that you are a professional employer and provide a safe and healthy work environment.

e Discussing these issues with an employee before they start work with you will help to clarify expectations
around the job, increasing the likelihood that you employ the right person for the role.

What do | do next?

e If you need to know more contact the appropriate group as listed below
e Ensure that all practices on your farm are compliant

e Review compliance annually as the law changes on a regular basis

e Seek legal advice if required.

Useful references

Further information can be obtained from the following sources:

Labour Inspectorate contact centre 0800 20 90 20 (website - www.dol.govt.nz)
The Department of Labour has comprehensive fact sheets on employment relations and health and safety online as well as free phone

and email help desks.

HR Toolkit - 1.0 Where to start

Inland Revenue, 0800 377 772 (www.ird.govt.nz)
The IRD site contains information on compliance with taxation law including access to a wide range of information in the “library”

section. The freephone help line also offers phone-based advice.

Federated Farmers of New Zealand, (members only) 0800 327 646 (www.fedfarm.org.nz)
Federated Farmers provides a range of employment-related services to members, including legal and practical employment advice and

agreements.

Accident Compensation Corporation (ACC) (Www.acc.co.nz)

The ACC site provides contacts and information for employers and employees.

New Zealand Employment Law Guide,
Rudman, R., (2007), CCH New Zealand Ltd, pp408, ISBN: 978-0-86475-698-5.

Useful links

Minimum Employment Rights: www.dol.govt.nz/er/minimumrights

Pay: www.dol.govt.nz/er/pay

Holidays and Leave: www.dol.govt.nz/er/holidaysandleave

Online tool to calculate entitlement and pay for public holidays: www.dol.govt.nz/holidaytool

Parental Leave: www.dol.govt.nz/er/holidaysandleave/parentalleave

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful employment
relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer : DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ
accepts no liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.

w
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1.2 Employment Agreements

Agreeing to work together

Why this is important

It is important to have an employment agreement with all staff, as it clarifies the employee’s rights and
responsibilities. This is one of the important ways in which an employer can clearly communicate expectations to
an employee and is the first step in effective performance management. In addition to this, employers are legally
required to provide all employees with a written employment agreement.
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This fact sheet will cover:

e The information required in an employment agreement
¢ Negotiable terms and conditions

e The duration of an agreement

Background

As of 2 October 2000, the Employment Relations Act 2000 replaced the Employment Contracts Act 1991. As a
result we now talk about agreements rather than contracts, emphasising the cooperative intent of the new Act.

Who has to have an agreement?

HR Toolkit - 1.0 Where to start

Previously employers were required to provide written agreements for all staff who commenced work, or
renegotiated terms and conditions, after 2 October 2000.

From 1st July 2011, all employees must have a written employment agreement. This includes permanent, fixed
terms and casual workers such as relief milkers. Employers are required to retain a signed copy of the employment
agreement or the current terms and conditions of employment.

Independent contractors such as variable order and 50/50 sharemilkers, or agricultural service contractors are not
covered by this act, although written contracts are still advisable.
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The employer must provide a written individual employment agreement that contains the following legal

minimums:

The name of the employer and employee. The name of the employer must be the name of the person or
entity that pays the employee. In most cases this will be the name of the farming partnership, but may also be a
company or trust. The name should not be that of a manager, who has supervisory responsibility; however the
manager could be responsible for the employment of staff.

A description of the work to be performed. As a minimum this should give a clear description of the tasks
and responsibilities the employee is to carry out on the farm. A one-liner to the effect of “general farm duties” is
not enough. This description should also include any special or different tasks that are carried out on the farm.

An indication of where the work is to be performed. This should include the locality and road address of
the property. Also list any other properties that the employee may be required to work on, such as a runoff.

An indication of the hours of work. Hours of work should be as accurate as possible. As good practice, the
farming year should be split into seasons and different hours of work indicated for each season. You should also
indicate when the employee is expected to be at work.

Remuneration. This should include an explanation of how wage payments will be worked out, how often
wages will be paid, when they will be paid and the method for payment e.g. cheque, direct credit. Included in
this section should also be any other allowances that will be paid including non-taxable allowances such as wet
weather gear and taxable allowances such as accommodation, so that a total package value can be determined.

Holidays. From 1 April 2004, the Holidays Act also requires new employment agreements to contain a clause
stating the Employee’s right to be paid time and a half if they work on a public holiday, and to be given a day
off in lieu.

90 day trial period. If employer and employee agree to a ‘trial’ period, this has to be included in the
employment agreement.
You should state:

e The length of the trial period - start and end dates

e That during this trial period, the employee acknowledges that the employer may dismiss the employee by
giving X week'’s notice in writing prior to the end of the trial period

¢ That the employee acknowledges that in the event of dismissal, they are not entitled to bring a personal
grievance or other legal proceedings against the employer, inrespect of that dismissal

e The employer reserves the right to terminate this agreement, without notice, for serious misconduct, and on
notice for other issues of misconduct.

Fixed term agreements. If the employment period is for a fixed term, the agreement must clearly state the
start and finish date of the employment relationship

Employee protection provision. From 1 December 2004, new employment agreements must contain an
“employee protection provision”. An “employee protection provision” is a clause in an employment agreement
that aims to provide employment protection for employees in restructuring situations.

A plain language explanation of how employment problems will be resolved. This should outline the
employee’s right to take up a grievance up to 90 days after becoming aware of the issue they wish to raise a
grievance for, and the steps the employer will take to ensure that any employment problems are dealt with in
a timely and efficient manner. Employment problems may include, but are not limited to, personal grievances.
It should also explain what options are available to both parties should internal procedures fail to deliver a
satisfactory solution.
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Other employment agreement issues

While the Employment Relations Act 2000 only specifies the above minimums, additional information should be
included either in the agreement or as an attached policy manual that more clearly defines expectations. Some of
this information may include:

e |eave entitlements

e Accommodation provisions and how rent will be deducted

e Health & safety obligations

e Performance review policies

e Workplace policies

e Security and confidentiality agreement

e Processes for dealing with termination of employment

e Processes for dealing with misconduct and serious misconduct
e Harassment policy

e Disciplinary process

e Serious misconduct.

Negotiable terms and conditions of employment

A number of terms and conditions may be negotiated or bargained about in employment agreements. Bargaining
and negotiation mean the same thing. Some of the things that may be negotiated include:

e Remuneration

e Frequency and method of payment

e Timing and frequency of pay reviews

e Hours of work and time off (including annual and special leave above the minimums)
e Training required or desired by the employee and how time and cost is dealt with

e How much notice is required when leaving

What, if any, redundancy provisions are included.

Negotiating agreements with new employees

The employer must supply a draft employment agreement to the prospective employee and allow them the
opportunity to seek advice about it prior to commencing work. Once advice has been received, the employee may
seek to negotiate further changes to the agreement subject to final acceptance. The employer is obliged to enter into
these negotiations in accordance with the principles of good faith (see Legal Responsibilities Fact Sheet 1.1).

Allowing time to seek advice

A potential employee must be provided with an appropriate amount of time to allow them to take a draft
agreement away and get independent advice on its content. For a permanent employee this may be a period of
one to two weeks, while for a casual employee this may be overnight, provided they have a reasonable opportunity
to access advice.
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Duration of the agreement

In the absence of written direction the duration of an agreement is open-ended, which is to say there is no end
date. There is no such thing as a one-year agreement unless there is a genuine reason for it to be a fixed term
agreement. In general, it is assumed that the employer is engaged in a sustainable long-term business and that it is
in the best interests of both the employer and employee for this to continue. Therefore, the employee can expect
to have a job until such time as they are made redundant, retire, decide to change jobs or are dismissed.

Fixed term employment agreements

There are situations where it is appropriate to hire an employee for a fixed term. An employer may offer fixed term
employment where there are genuine reasons for doing so such as:

&)
<
(]
&
o
Ny
Y]
<
e
<
g
)
Q.
=
i}

e Seasonal work, project work or work that will come to an end at a specified point
e Where an employee on a fixed term agreement is filling in for a permanent employee on leave.

The dairy “season” is a financial and production benchmark and is not sufficient reason for a fixed term
agreement. Fixed term agreements cannot be used as a precautionary measure or to resolve any performance or
personality issues.

The employer must advise the prospective employee prior to signing an agreement that the agreement is of a
fixed term, the reasons for this and how or when the agreement will end. These terms must be included in the
agreement.

What must NOT be in an employment agreement

Employment agreements must not include anything that goes against any law whether civil or criminal. An
example of this may be an attempt to contract an employee out of statutory holidays. Unlawful provisions in an
employment agreement cannot be enforced.

Drafting an employment agreement

HR Toolkit - 1.0 Where to start

For some businesses, drafting their own employment agreement may be appropriate. This can be a very
technical exercise. Care must be taken to ensure that it is a legal agreement. There are numerous draft
agreements in the marketplace that have a “fill in the gaps” type format that can be used to overcome
problems with drafting an agreement.

Employment agreements for casual staff

Casual staff members also require employment agreements. In the majority of cases a simplified agreement is
acceptable. Federated Farmers provide a good example and template.
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What are the benefits to me?

e A written agreement helps to more clearly explain the position to the potential employee in terms of the type of
work they will be doing, where they will be doing it and when

e An agreement provides a description of the terms and conditions agreed between employer and employee and
provides a legal safeguard for both parties.

Access to employment agreements

e Federated Farmers of New Zealand 0800 327 646: Federated Farmers provides a “fill in the gaps” type
written agreement for both permanent and casual employees. These are available at a small fee to members
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and at cost to non-members. Members are also able to receive advice from Federated Farmers’ employment
experts, a service not available to non-members.

e Labour Inspectorate contact centre, 0800 20 90 20, www.dol.govt.nz: The ERS has example employment
agreements as well as a wealth of information on fact sheets that may provide the basis for a business to draw
up their own agreement.

® Rural Professionals: A wide range of rural professionals including lawyers, accountants, farm and HR
consultants have draft agreements available.

What do | do next?

e Ensure that you have written employment agreements for all staff and that these have been signed by
both parties

e Check that any fixed term agreements are for a valid reason

e Ensure that agreements used are legal and binding
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e Review policies to allow staff to consult with others before signing the agreement.

Useful links

Employment Agreement Builder: www.dol.govt.nz/er/starting/relationships/agreements/builder.asp

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful
employment relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.3 Health and Safety

A brief guide to working safely on farms

Why this is important

There are approximately 7000 reported accidents on dairy farms in New Zealand each year. A good health and
safety process on-farm will prevent accidents that cost money and open people up to legal action.
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This fact sheet will cover:

e The Health and Safety in Employment Act

e Whatis a hazard?

e Hazard identification

e Meeting the requirements of the Health and Safety Act

e Hazard management examples and templates

The Health and Safety in Employment Act

The Health and Safety in Employment Act became law in 1992. The Department of Labour’s Health and Safety
Inspectorate (previously known as OSH) was established to provide advice in administering the Act. The Act is
updated from time to time so please go to www.business.govt.nz/worksafe to check for the most up to date
information.

Preventing harm
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The Act’s main focus is to prevent harm at work. A workplace is any place where a person works for any form of
gain or reward. This includes places where employees come to eat, rest or get paid, or any place they may have to
pass through to reach a place of work. Domestic accommodation provided for employees is not considered a place
of work, although there are Health and Safety requirements for accommodation provided by an employer.

Duty to warn

People who control workplaces only have to verbally warn visitors, who have permission to be on their property,

of work-related and out-of-the-ordinary hazards. The warning needs to be given at the time the person asks for
permission to be on the property. There is no responsibility for people who are unauthorised to be in the workplace.

What does it mean?

e The Act imposes duties, primarily on the employer and owner, to provide and maintain a safe and healthy
working environment

e The person who is in control of the workplace must take all practicable steps to ensure that while at work,
people in the place of work, themselves and people in the vicinity, are not harmed by an action, inaction or
hazard in the workplace

e The person in charge of the workplace must also manage people acting dangerously in the workplace

e Employers and employees must have an active role in the management of health and safety in their workplace.
To achieve this, everyone in a workplace must be involved in identifying and actively managing hazards at work.
It is a requirement under the Act that employees have reasonable opportunities to participate in the health and
safety systems in their workplace.

w
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Self-employed people

Self-employed people have to take all reasonable and practical steps to ensure that nothing they do while at work
harms themselves.

Contractors

If you hire contractors you are considered to be a “principal” under the Act. Principals have to engage competent
and safe contractors and provide contractors with health and safety information that concerns them while they
are working, to ensure no one is harmed. Principals also have to monitor a contractor’s performance in regard to
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health and safety while they are working and bring any unsafe work practices to the attention of the contractor.
Any serious harm accidents must be recorded and reported by the principal.

What is a hazard?

A hazard is anything that is an actual or potential cause of harm. A hazard may be an activity, process, situation or
a circumstance. There are two classes of hazards:

1. Hazards
2. Significant hazards

Hazards are those likely to cause harm, where harm means illness or injury. Significant hazards are likely
to cause serious harm. Serious harm is classed as anything that causes amputation, loss of consciousness,

hospitalisation, serious burns and any temporary or permanent loss of bodily function.

A significant hazard may also cause harm, where the severity will depend on how long or often the person is
exposed to the hazard e.g. noise or chemicals. Some forms of harm may not be detected until some time after
exposure, such as diseases (e.g. leptospirosis) caused by exposure to animals or hearing loss from use of machinery.

The Act talks about taking all practicable steps to control a hazard. This applies to the duties that the employer,
employee, self-employed person or person in control of a workplace must fulfil. It means that all reasonable and
practical steps must be taken to eliminate, isolate or minimise a hazard. Whether a step is reasonable takes
into account the potential severity of injury that may occur, the probability of an injury occurring and the cost and
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availability of safequards.

Hazard identification

The employer, with help from employees, needs to look around the workplace and identify all hazards. Each
hazard must be classified as either a hazard or a significant hazard. The law says you must have a systematic
approach for dealing with hazards. There are three steps to this:

1. Identify the hazards in your workplace (update this list regularly — think beyond the obvious — involve staff)
2. ldentify significant hazards, then work out which need immediate attention and which are of a lesser concern
3. Take action to deal with the hazards — remove or at least reduce their impact.

Once hazards have been identified and classified, steps need to be taken to eliminate, isolate or minimise each
significant hazard.

It is also important to set up a Hazard Register to document your findings and to record the measures you have put
in place to manage or mitigate these hazards (Templates 1.3.1 & 1.3.2).
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Eliminate

Where it is practical, a hazard must be eliminated. This involves removing the hazard or the hazardous work
practice from the workplace. For example, this may mean removing the use of a hazardous chemical on the farm.
Isolate

If the hazard cannot be eliminated then it must be isolated. Isolation involves separating the hazard or hazardous

work practice from the employee. This can be achieved by guarding machinery or fencing off hazardous areas.

Minimise
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If it is impractical to eliminate or isolate the hazard then it must be minimised. This means doing everything else
that is practical to make the place of work safe. Minimising a hazard involves providing guidelines for safe use,
providing and ensuring the use of protective equipment and clothing, training people in the safe operation of
machinery and monitoring the exposure of employees to hazards.

Take some time to walk around the farm and identify hazards (develop a hazard record), then look at ways to
eliminate, isolate or minimise them. Remember hazards can be activities too, so take the time to look at how work
is being done, observe tasks being performed to identify any hazardous activities or processes. Make sure the
information on hazards is recorded, with all significant hazards clearly identified. A copy of this information must
be made available to staff so they can update the list of hazards as needed.

The identification of hazards is ongoing, not something that is done once and never changes. Make hazard
identification a regular occurrence on the farm.

Stress and fatigue

Farming can be a stressful and dangerous occupation. Recognising this is the first step towards making the farm
a safer place for you and your employees. Stress and fatigue are hazards. They increase the risk of accidents and
errors occurring on the farm, which can be costly and harmful.

It is important to manage factors that can increase the risk of stress and fatigue. Good rosters will ensure that long
hours are kept to a minimum and regular leave is taken. Stress can be managed by:
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¢ Providing appropriate training

e Providing support (including Employee Assistance Programmes)

e Modifying the job to minimise the stressful parts

e Reduce long hours

e Employ more staff

e Use a good roster.

Stress can also arise from changes in an employee’s personal situation, so an understanding of what is happening
outside of the workplace can also be helpful. Fatigue can be mental or physical and can be caused by a number of
things including:

e Alcohol

e Drugs

e Excessive or sustained effort (e.g. during calving).

Fatigue can be managed by removing the employee from potential sources of danger until they have had time to
recover. Recovery options could include:

e Sending them home to rest

® Giving them less demanding tasks on the farm until they've recovered

¢ Developing a plan for recovery that will allow them to manage their fatigue

e Referring them to a doctor for a check-up.
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Planning ahead can help reduce the impact of stress and fatigue on your farm business. Managing flashpoints
such as calving, by providing a hot meal for staff at the end of the day, or by giving them time off before and after
the busy period can be extremely good ways of minimising stress and fatigue.

Training is also important, as the right knowledge and skills to do the job are essential to avoiding stress and harm.
Training also demonstrates that you place value in your employees and is likely to help foster trust and a good

working environment.
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Health and Safety training

e Make sure all staff members know and can identify the hazards on the farm. Employers should spend time with
new staff during the orientation process (see Orientation of New Staff Fact Sheet), so that they are familiar with
the hazards on the farm and the procedures in place for reporting new hazards and any accidents.

e Evaluate the current skills of everyone on the farm; if someone needs training in a specific area then make sure
it is done. Training needs to include correct work methods, limitations of the machinery or process, emergency
procedures and the correct use and purpose of safety guards. All employees must be either properly trained in
the operation of equipment, experienced in the operation of equipment, or work under supervision.

e Record all training that is given to employees. Informal training by the employer, such as learning how to
operate the chainsaw, can be recorded in a diary and signed by the trainer and trainee. Ideally all training
should be recorded and attached to the employee’s personal file. Information recorded should include the
hazard, e.g. chainsaws and be dated and countersigned by both employer and employee. More formal training
may provide a certificate to acknowledge the training but it still pays to keep a record of this training.

e An important period of safety training for staff comes during the orientation process, when they should be
introduced to the farm'’s health and safety programme including safety rules, emergency procedures and
accident/incident reporting. They should also understand how they can participate in keeping the programme

up-to-date.

HR Toolkit - 1.0 Where to start
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Record keeping/accident analysis

Record all accidents that occur in the workplace. Remember that accidents that cause serious harm must be
reported to Worksafe NZ as soon as possible after the accident (See Hazard Management Record example and
template).

Analyse any accidents that occur on-farm. This is mandatory under the Act, so whenever there is an accident or
a ‘near miss’ the employer must take all practical steps to determine the cause of the accident, whether it was
caused by a significant hazard and if that hazard had already been identified and documented.

Document emergency procedures for the farm. This is as simple as providing emergency phone numbers, the
physical location of the property and location of first aid kit, fire extinguishers and the nearest phone. Put
copies of emergency procedures by phones, in the farm dairy and workshop and provide them to all employees.

Employing contractors

When employing contractors, ask them about their health and safety policies, and their experience in the job
they are doing, so you can be certain you are employing safe and competent contractors.

Provide contractors with information they need on the hazards they may encounter on the farm and ask them
to provide everyone who works on the farm with information regarding hazards that may result from the work
they are carrying out on the farm. The “principal” (person who has engaged the contractor) has a responsibility
to bring any unsafe work practices of the contractor to their attention.

To help protect yourself, you may wish to have the contractor sign a contractor’s agreement. Examples of this
can be found on the Department of Labour’s website, www.business.govt.nz/worksafe.

Personal protective equipment

Provide first aid kits and personal protective equipment. Make sure they are kept in good working order.
Employers have a duty to provide protective equipment and clothing. Paying an allowance instead of providing
the clothing or equipment is not satisfactory, nor can the employer require an employee to provide their own
equipment or clothing as a condition of the employment agreement. It is the employer’s responsibility to make
sure the employee uses and wears protective equipment but the employee also has a responsibility to use and
wear the protective equipment provided.

Look at the safety aspects of equipment prior to purchase.

Employers should set a good example to their employees. Staff members are less likely to wear personal
protective equipment if their employer never uses it.

What are the benefits to me?

There are many direct and indirect costs of having an accident on the farm. Some of those costs include:
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Lost time from work (cost of training and paying someone to relieve)
Legal and compliance costs

Travel costs (to hospital, for physiotherapy and after-treatment care)
Repair of equipment and machinery

Production changes, milk quality grades

Poor management decisions

Stress on you and the rest of the team.

Prosectution fines and penalties - serious harm accidents can result in a maximum fine of $500,000 and/or two
years in prison.
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What do | do next?

e Prepare a Health and Safety manual for the farm. Manuals are available from Federated Farmers and
many farm consultants

e Attend a local FarmSafe course. Phone 0800 545 747 for more information

e Walk around the farm with everyone who works there and identify the hazards
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e Ensure all employees are familiar with the Health and Safety manual and how to use it
e Review the Health and Safety policy on the farm annually (e.g. a set day each year)

e Think about how the requirements of the Act can help make the farm workplace a safer and better place

to work!

Useful references

Emergency Procedures — instructions for farm staff. Forms provided to streamline your emergency procedures
on farm. Available free of charge from www.business.govt.nz/worksafe/information-guidance/all-
guidance-items/hsno/hsno-guidance-pages/emergency-management

Guidelines for the Provision of Safety, Health and Accommodation in Agriculture, OSH 1996

An Introduction to Employers’ Rights and Responsibilities under the Health and Safety in Employment Act,
Department of Labour 2003.

Useful websites

www.workandincome.govt.nz
WWW.acc.co.nz

www.business.govt.nz/worksafe

HR Toolkit - 1.0 Where to start

Useful links

Guidelines for the Provision of Safety, Health and Accommodation in Agriculture:
www.business.govt.nz/worksafe/information-guidance/all-guidance-items/farmers-managing-health-
and-safety-a-guide-for-farmers

Guide to the Health and Safety in Employment Act:
www.dol.govt.nz/hs/law/quickguide/index.shtml

Preventing injuries - on the farm: www.acc.co.nz/preventing-injuries/on-the-farm/index.htm

Health and Safety in Employment Act - A Guide to Second Edition revised to include the Health and Safety in
Employment Amendment Act 2002: www.legislation.govt.nz/act/public/1992/0096/latest/versions.aspx

Other Agriculture Publications: www.business.govt.nz/worksafe/#ag
Health and Safety forms (available to download and use): www.business.govt.nz/worksafe/#ag

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful employment
relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no liability
for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.3.1 Example - Hazard Management
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Hazard register. 1: Identify all hazards. 2: Classify as serious/critical and identify whether they can be mitigated,
isolated or eliminated. 3: Outline what steps will be in place to manage the risk. 4: Review and update regularly.

Reviewed/
comments

Training or
information
required?
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Injury Prevention Action

Potential
Harm

Isolate/
Minimise

Possible
Action
Eliminate/

Hazard or
Significant
Hazard

Date:

Location:
Identify
Hazard
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1.4 Accommodation

Why this is important

When you provide accommodation to staff you are bound by the same laws as anyone who owns a house and
rents it. You need to make sure you are aware of these laws and abide by them.
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Employer’s responsibilities
There are two main Acts associated with providing accommodation to farm employees:

1. The Residential Tenancies Act 1986

2. The Health and Safety in Employment Act 1995

The Residential Tenancies Act 1986

This Act applies if you are providing staff with a house on your farm — this includes if they are sharing the house
with other employees.

The Act requires all tenancy agreements to be in writing and sets out the minimum information that should be
included in the agreement. The agreement must include the following minimum information:

e The full names and contact addresses of the landlord and tenant

e The date of the tenancy agreement and the date the tenancy starts (if that is different from the date of the
tenancy agreement)

e The address of the rental house

e The addresses for service of the landlord and tenant (that is, the addresses where they can be served with
formal documents such as notice to terminate the tenancy or applications to the Tenancy Tribunal)

HR Toolkit - 1.0 Where to start

e \Whether the tenant is under 18 years of age

e The amount of any bond

e The rent and the frequency of payments, and the place or bank account where it is to be paid
e Any lawyer’s or real estate agent fees payable by the tenant

e Any metered water charges to be paid by the tenant

e A list of any chattels (such as furniture) provided by the landlord

¢ |f the tenancy is for a fixed term, the date on which it ends

Other things may be included that are specific to the particular tenancy, for example:

e How many people are allowed to live in the house or flat

e Whether the tenants may sublet or assign (transfer) the tenancy to anyone else (but does not preclude the
tenant from having flatmates or boarders provided that the number of occupants does not exceed any
maximum occupancy rate specified in the tenancy agreement)

e \Where cars may be parked.
The agreement can provide for other matters, but any term of the agreement that contravenes the Act will be invalid.

Before a tenant moves in, the landlord and tenant need to complete a tenancy agreement, which sets out the key
things the landlord and tenant agree to do. The landlord must give the tenant a copy before the tenancy begins.
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Giving notice

Providing accommodation to staff is called service tenancy and it has the same rules as renting the house out

to people you do not employ with one exception — there is a shorter notice period for vacation of the property

if the accommodation is linked to employment. The notice on the service tenancy when employment has been
terminated is 14 days, compared to 90 days for a standard residential tenancy. If the accommodation is needed
for another employee and no other suitable alternative is available, then this notice can be shortened. It can also
be shortened if there is threat of damage to the accommodation.

The employee can only be removed from the accommodation during their employment with the standard 90 days
notice, or 42 days if the accommodation is required for a member of the employer’s family, in some situations
where another employee needs it or if the house has been sold.

Employers must give written notice for the vacation of accommodation, as well as notice for termination of
employment. Make sure that the employee’s termination letter or letter acknowledging their resignation, notes
when notice was given and when the property is to be vacated.

If an employee will not vacate the accommodation, and has been given adequate notice under the Act, then the
employer should apply to the Tenancy Tribunal for a possession order.

Apart from the notice period, the nature of the relationship is essentially the same as a ‘standard tenancy’- for
instance the employer must give 48 hours’ notice before conducting an inspection and the employee is expected to
keep the premises reasonably clean and tidy.

Payment for accommodation

The IRD requires that a fair market rental is charged for accommodation provided to staff — staff must be charged
something for the accommodation you provide. This is often worked into the Total Package Value (TPV) you offer
for the role.

To fulfil IRD requirements you can either:

a) Take the rent out of the person’s wages after tax has been paid. Note the provision of accommodation
is a taxable benefit so it is liable for PAYE. It is also important that you get written permission from the
employee before you can make deductions from wages.

b) Pay an accommodation allowance which covers the value of the accommodation, within their wages
and then deduct the rent back once tax has been paid on the total wages; or,

) Pay Fringe Benefit tax on the value of the accommodation.

Options a) and b) are essentially the same, there is just more paperwork in option b). However, option ¢) is the
only method that can be called offering free rental.

The amount of rent paid for accommodation must be clearly written into the employment agreement and the
employee must agree in writing to the deduction of the rent from their wages. If they do not agree no deduction
can occur. \




Bonds

As a landlord you do not have to take a bond. However, if you do you are entitled to ask for up to the equivalent of
four weeks’ rent as the bond. You must lodge each bond, or any part of a bond, with the Department of Building
and Housing within 23 working days of receiving it from the tenant. It is also important for both you and the tenant
to complete a bond lodgement form and send this with the bond to the Department of Building and Housing.

Rent in advance
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As a landlord you can ask for up to a maximum of two weeks’ rent in advance. In doing so you are asking for
rent to be paid fortnightly and at the beginning of each fortnightly period that the rent should cover. If you
ask the tenant to pay one week’s rent in advance, the tenant must pay the rent weekly and at the beginning
of each weekly period that the rent should cover. You cannot ask the tenant to pay any more rent before all
the rent paid to the landlord is used up, nor can you hold rent from the start of the tenancy to be used at the
end of the tenancy.

Rent increases

For most tenancies, the rent cannot be increased within 180 days of the beginning of the tenancy, nor within 180
days of the last rent increase. In addition to a period giving the tenant notice, you must give the tenant at least 60

days’ written notice to increase the rent. There is no limit as to how much you may increase the rent by, as long as
the rent is not increased excessively above market rate.

Accommodation and sharemilkers

Complications can arise when sharemilkers (as employers) are landlords for properties they do not own. In most
instances the sharemilking contract between the farm owner and the sharemilker will have a clause whereby the
farm owner has an obligation to ensure that the accommodation is suitable for employees to live in. However, as
the employer, the sharemilker is responsible for dealing with any complaints from the employee.

HR Toolkit - 1.0 Where to start

Where the sharemilker’s own accommodation is concerned (where it is supplied by the farm owner), the
sharemilker is not covered by the Residential Tenancies Act nor is there any obligation to pay a rent.

Health and Safety in Employment Act 1995

The Health and Safety in Employment Act also has regulations relating to accommodation provided to farm
employees. These regulations include a basic list of conditions that should apply to all rural staff accommodation.
Under these conditions the property must:

e Be maintained in good order and condition

e Contain or have access to suitable toilets, washing facilities and sleeping facilities
e Lighting in all rooms

e \entilation in all rooms

e Heating facilities

e Refrigeration facilities

e Rubbish disposal facilities

e Furniture.

e Sufficient and wholesome drinking water.
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The Department of Building and Housing has an extensive range of details on tenancy agreements, requirements
and sorting out problems. The landlord pack has a range of forms and information booklets aimed at helping
landlords learn about their rights and responsibilities.

The pack has information about bond, rent records, sorting out problems and more. It also contains helpful
resources like the pre-letting checklist, pre-tenancy application form, tenancy agreement and bond lodgment form.
See: www.dbh.govt.nz for more details.

The IRD provide details on Fringe Benefit tax and payment of accommodation allowances. See www.ird.govt.nz
for more details.

Federated Farmers provides information and advice on specific accommodation issues.

www.dbh.govt.nz or 0800 TENANCY (0800 83 62 62)
www.fedfarm.org.nz or 0800 FARMING (0800 327 646)

www.ird.govt.nz

Note: This information should not be relied upon in lieu of legal advice. If you require specialised legal advice, you
should contact your own lawyer.
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Disclaimer

DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.5 Job Analysis Part One - Staff Planning

Using a simple job analysis to plan how work will get done

Why this is important
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Staff planning is the process of determining the work that has to be completed on the whole farm, deciding how
many people it will take to do it and how the work will be divided between those people.

This process feeds back into the farm budget and business plan by way of optimising labour inputs and identifying
the skills that need to be hired to meet business goals. This process also has implications for the personal goals of
the farm owner if they are the employer. It is perhaps the one chance they will have to assess what they do and
don’t want to do with their time, and assert their commitment to a change in role or responsibilities.

In managing employees, staff planning helps communicate the work required to a potential employee during
recruitment and selection, and is the first step in managing the performance of an employee.

This fact sheet will cover:

e What is staff planning?
e How to write a staff plan
e Uses for staff planning
e Staff Planning example

e Staff Planning template

HR Toolkit - 1.0 Where to start

What is staff planning?

Staff planning is the process of deciding what has to be done on the farm and who is going to do it. The process
will identify the number and type of jobs, and then give an overview of the responsibilities of each staff member;
these are detailed in Job Analysis Part Two as tasks, duties and responsibilities.

Job Analysis Job
Part Two Description
& Person

Job Analysis
Part One

Performance
| & Management
& Coaching

Recruitment

) o & Selection
Staff Planning Individual Specification

Roles

} }
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How to write a staff plan

Use the following procedure to develop a simple staffing plan:

1. Brainstorm all the major work carried out on the farm and write it up in a list. Include the whole team in the
brainstorming process to ensure all ideas are captured. Use the example provided as a starting point and cross
off or add tasks to the list so it reflects your farm.
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2. Start with the owner column. In the example the owner or primary manager on the farm has taken the
opportunity to decide what it is they want to be doing. This is closely linked with the business planning process
in terms of managing the work-life balance and meeting lifestyle goals. The owner ticks off the parts of the
work load they want to take responsibility for.

3. Divide the remainder of the work between other farm staff by ticking off tasks in one column per person on the
farm. This may include unpaid family labour.

Be sure the responsibilities being assigned to each individual role are realistic. In the case of existing employees,
this means they must have the skill sets necessary to complete the assigned responsibilities. In the case of a new
job, there is more freedom to assign responsibilities as it is possible to go out and recruit someone to fill that role.
Be careful to ensure a realistic mix of responsibilities. A further consideration is whether the job can be done in a
reasonable number of hours.

Initially it may not be possible to assign all vacant responsibility areas to staff because of lack of skill or experience.

This means the manager will have to do them until the appropriate skills can be hired or trained.

Optional extra

To clarify the role, responsibility levels can be added to the work plan. In the column labelled “Responsibility
Level”, mark in one of the following for each tick against a work task:
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"R" “Responsible” ensures the work is carried out
“A" “Assists” in carrying out the required work
Owner Responsibility Manager  Responsibility Farm Responsibility
: : level level - Assistant level ‘
Milking v R
Cleaning up after milking v R
Milking plant maintenance v R v A
Feeding out
Machinery maintenance v A v R

Feeding calves

Recording calvings i v R v A
Administration v R

Planning - feed management v R v A

Plaﬁﬁing - finrarncial ) ] v . R . .

management

Planning - work management v A v R

Making supplements v R v A
Etc.........
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What is the difference between
reporting lines and responsibility levels?

Reporting lines denote who a person reports
to or who is a person’s line manager,

e.g. Farm Assistant reports to the Farm
Manager. Responsibility levels refer to who
is responsible for ensuring that a range of
tasks and duties is completed.

In the previous example, the Farm Assistant
is primarily responsible for cleaning up after
milking and therefore must make sure the
task is completed. The Farm Manager,
through reporting structures, is responsible
for making sure that the Farm Assistant is

performing the task to the required standard.

Business Planning

Staff planning links to business planning by optimising staffing levels on a farm and identifying the skills required
within the work team to carry out the business plan, thus exercising cost control over wages and salaries.

Splitting work within the team

The completed staffing plan can be shown to all the team and they can use that to indicate areas they would prefer
to work in. This will help the manager to better understand their staff and help employees better understand

the expectations of their manager. It will also give them a feeling of control over their work and a sense that
management is communicating with them, both key motivators for staff. Obviously not all wishes can be satisfied,
but it will help to identify what motivates staff.

Wall chart

The staffing plan template can be used by itself on the wall of the farm dairy office to communicate responsibility
areas and to provide reminders of what each duty or responsibility area requires.

Orientation processes

The staffing plan can be used as part of the orientation process to help describe where people fit in the business
and how they interact to carry out tasks.

Rostering jobs on farm

Use the staffing plan to rotate people through tasks — this increases their experience and skills in a range of areas
on-farm. It also has the benefits of keeping their roles interesting and varied. This may also help to identify
training requirements or areas of progression.

Restructuring the workforce

The tick box template can be used to experiment with other job structures and to think outside the square in how
to manage the work on the farm. For example, a full-time and a two-time worker might be hired rather than two
full-time workers. Experimenting with different structures may also highlight opportunities to streamline roles and
improve labour efficiency. This use of a staff plan may be particularly useful in situations where there is a shortage
of quality applicants for a job. The selection process will identify a mismatch between the applicant’s skills and the
requirements of the job. At this point the employer may opt to restructure the job to suit the applicants available.
Seek the advice of an employment law specialist before radical restructuring involving redundancy occurs.
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Identifying future needs

The employer can use the staff planning template to plan how to structure their workforce as they step back from
daily hands-on involvement in the farm. This may identify training needs for current staff, or the need to hire new
skills to cover the deficit. This is also referred to as succession planning.

Identifying training needs

Where an employer identifies a shortfall in the ability of their staff to carry out a task, either immediately or in the
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future, this skill shortage can be developed in the workplace through appropriate training.

What are the benefits to me?

Taking time to work through the staff planning process will increase the likelihood of:
e Achieving optimal staffing levels

e Operating successful teams

e Operating successful performance management

e A successful recruitment and selection process

e Retaining staff

e Clearly communicating peoples roles and responsibilities.

What do | do next?

Try using the templates provided to work out a staff plan that will meet personal and business goals. This
can then be discussed with all farm staff to see how it matches their current expectations and what they
would like to be doing.

HR Toolkit - 1.0 Where to start

Useful references

Human Resources Kit for Dummies, Max Messmer

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful
employment relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.5.1 Example - Staff Planning

Farm: Old McDonald’s
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Milking R A
Plant hygiene 4 R v A
Farm dairy cleanliness v R

Effluent management 4 R A

|

Management policies v R

Feed budgeting 4 R

Pasture allocation v R v A
Conserve supplement 4 R v A
Feed crops

Purchase of supplementary feed v R 4 A

Culling & drying off cows as required 4 4 v A

Nitrogen programme v R v

Fertiliser programme : R
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Regrassing R 4 A

AR N
>

Stock policies v R

Plan & implement animal health v R v A v A
programme

Record animal health treatments v R v

Treat cows as required v R v A
Plan & implement mating programme v R 4 A

Calf rearing v R v A
Manage sale of surplus stock v R

Maintain stock records v R

|

Maintenance of all plant & machinery R
Order annual machine check v R
Daily checks on motorbikes v R
Building maintenance v R
Fences/gates v R
Races/tracks v R
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<\
el

\Water system

Weeds v A v R

Contract management v R

Scheduleirrigation

Shift irrigators

Budgeting v R
Monitor budgets v R
Monthly reporting v R
Approve purchase orders v R
Account payments v R
Invoicing v R
Liaise with accountant v R
GST returns v R

<
=

AN
=

Work recording

\
=

Monthly reporting

Recruit & select staff 4 R

Plan & allocate work within the team v R

Manage staff performance v R
Administration v R
Relief staff v R v A
T
Health & Safety 7 i v R v v Y 7

Environmental management v R

& consent compliance

Maintain a tidy workplace v A v R

Liaise with contractors where necessary v R

Liaise with farm advisor v R

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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Farm:

Responsibility level:

Indicate if the person is responsible

for the task or will just assist by making an
RoranA

Person 2: Farm Manager

Responsibility level
Responsibility level
Responsibility level
Responsibility level

Person 1:
Person 3:
Person 4:

Milking

00
S
C
c
S
a
&
S
\
&
S
Q.
5
I~

Milking

Plant hygiene

Farm dairy cleanliness
Effluent management
Feed management
Management policies

Feed budgeting

Pasture allocation

Conserve supplement

Feed crops

Purchase of supplementary feed
Culling & drying off cows as required
Nitrogen programme

Fertiliser programme

Regrassing

Stock

Stock policies

Plan & implement animal health
programme

Record animal health treatments
Treat cows as required

Plan & implement mating programme
Calf rearing

Manage sale of surplus stock
Maintain stock records

Asset management

Maintenance of all plant & machinery
Order annual machine check

Daily checks on motorbikes

Building maintenance

Fences/gates
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Responsibility level
Responsibility level
Responsibility level
Responsibility level

Person 1:
Person 2:
Person 3:
Person 4:

Water system

Weeds
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5
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Contract management
Irrigation

Schedule irrigation

Shift irrigators

Financial management
Budgeting

Monitor budgets

Monthly reporting
Approve purchase orders
Account payments
Invoicing

Liaise with accountant
GST returns

Reporting

Work recording

Monthly reporting

Staff

Recruit & select staff

Plan & allocate work within the team
Manage staff performance
Administration

Relief staff

General

Health & safety

Environmental management
& consent compliance

Maintain a tidy workplace
Liaise with contractors where necessary

Liaise with farm advisor

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.6 Job Analysis Part Two - Analysing Individual Roles

Using job analysis to identify tasks, duties and responsibilities involved in a job
and the knowledge, skills and abilities required to perform that job

Why this is important

This fact sheet uses the information gathered in the Staff Planning Fact Sheet 1.5, to further define an individual
job in the farm system, and the requirements of the person who will fill that role.
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Analysing an individual role in more depth will mean that the job can be more clearly explained to a potential
employee during recruitment and selection. Research shows that the more clearly a job can be defined, the more
likely it is that an employer will select an employee that is suited to the job.

Analysing individual roles is also a great tool for communicating expectations to staff and a good starting point for
performance management.

Please note that this part of the staff management toolkit is optional. The Staff Planning Fact Sheet provides an
overall picture of staffing on the farm and working through the staff planning process gives enough information to

be able to implement other parts of the staff management toolkit.

This fact sheet will cover:

e Where the analysis of individual job roles fits
e How to analyse an individual job role
e Differentiating between an element, task, duty and responsibility area

e Uses for job analysis at an individual level

HR Toolkit - 1.0 Where to start

e Reviewing current job descriptions
¢ Job Analysis examples

e Job Analysis templates

Where the analysis of individual job roles fits

Once a staffing plan has been completed, the employer will have an outline of each role and the responsibilities of
that role. Using a more detailed job analysis expands on each role to look in more detail at the tasks involved and
the attributes of the person who will be most suited to that role. This detail can then be used to make up a job
description and person specification and is useful in performance management.

Job

Description Recruitment

& Ffe_l'SOfl & Selection
Specification

Job Analysis Job Analysis

Part One Part Two Performance

| & Management
& Coaching

Staff Planning Individual

Roles
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The process is a systematic study of the tasks, duties and
responsibilities that an employee would be required to perform
in an individual job and the knowledge, skills and abilities they
will require to carry out those duties. This description of the
work and person is then used to make a job description and
person specification.

To complete a job analysis use the following procedure:

1. Brainstorm all the tasks that the person in the role will have
to carry out. This can be done in the following ways:

e Get the current employee to help in the brainstorm

e Get the current employee to keep a diary of work tasks
e Spend time doing the job yourself

e Use the manager of the position to brainstorm the role.

2. Use a form like the template/example provided and list all
the tasks required in the role. Group them into duties and
then responsibility areas. To reduce the amount of time
it takes, you may only want to list duties or responsibility
areas. However, the more detailed you are at this point the
better, because it is important for an individual staff member
to know what is expected. Personal attributes should be
grouped together for use in the Person Specification 1.8.

3. Be sure that the responsibilities being assigned to each
individual role are realistic in terms of time requirements and
skill level required. This can be done in the following way:

Hours

Pick a week and assign the total time that will be spent on each
task or group of tasks during that week. There will be areas
that have no time against them because of seasonal issues.

If the total hours add up to more than what is considered a
reasonable week’s work then some of the tasks or duties have
to be reallocated to other staff members or reprioritised.

Note: Some form of basic record keeping around allocation of
time to different tasks will help to refine time estimation.

Skill level

Assign a skill level required to each task or group of tasks by
labelling each with “High”, “Medium” or “Low" skill level
required. If there is too much variation or too much “High”
skill requirement for a junior position or vice versa for a senior
role then the mix of tasks will have to be reassigned.
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Optional extra

To clarify the role, responsibility levels can be added to the job analysis. In the column labelled “Responsibility
Level”, mark in one of the following for each tick against a work task:

v
Q
“R" “Responsible” ensures the work is carried out l:‘0:
“A" “Assists” in carrying out the required work S
S
£
Responsibilit -g
Job Analysis - Farm Assistant Hours/week P y Skill Level =
Level &o
...................... s S
Assist with Milking : \.;*
........................................................................ . — S
Set the farm dairy for milking ‘ 0.5 : A : Low <
Get the cows in ‘ 3 : R : Low
C t milking including d hi
arry out milking |n§ uding drenching 27 A o
cows and teat spraying
Identify, treat & d titis i
entify, lrea . record mastitis in 0.1 A Medium
consultation with farm manager
Hose down yards and bail area ‘ 3.0 : R : Low
Shut cows away ‘ 1.0 : A : Medium
Weed control
Control weeds in pasture ‘ 3 : R : Low

Differentiating between an element, task, duty and responsibility area

An element is the most basic component of work carried out on the farm. Elements are then grouped into tasks,

HR Toolkit - 1.0 Where to start

which in turn can be grouped together to form duties and duties are grouped together to form responsibility areas.

In the example below the elements listed describe the task of getting the cows in. This is one of a group of tasks
that describe the duty of assisting with milking. All the elements, tasks and duties relate to the responsibility area
of milk harvesting.

Element - Task Duty b Responsibility area
e Open the gate e Set farm dairy for milking * Supervise milking o Milk harvesting
e Get cows out of the paddock * Get the cows in * Assist with
milking
e Check the water trough e Carry out milking
e Close the gate e Check mastitis
e Follow the cows up e Drench
e Shutthe cowsintheyard —! ¢ Wash down plant

e Wash down yard

e Shut cows away —
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Elements

Elements are the most basic
components of work. When going
through job analysis some elements
will be identified, but they are of
limited value because of the high
level of detail and should be grouped
up into tasks.

Elements are very procedure
oriented and are useful in training
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and managing performance and
developing procedure manuals.
They should not be used in job
descriptions unless it is to further

clarify a task for a junior employee.

Tasks

Tasks are groups of elements that describe a part of a job on farm. Job analysis is likely to come up with a list of
tasks which should be categorised together as duties.

Like elements, tasks are useful in performance management and coaching because of their high level of
description. Tasks can also be used in job descriptions either on their own for junior employees, or to breakdown
and further clarify duties or responsibility areas for more senior employees.

Duties

Duties are groups of tasks. Duties are commonly used in job descriptions to describe the work of junior staff or to
breakdown and clarify responsibility areas for senior staff.

Responsibility areas

Responsibility areas are groups of duties that describe the different parts of the role. Job analysis is unlikely to
identify responsibility areas but an effort should be made to group tasks and duties into responsibility areas so that

HR Toolkit - 1.0 Where to start

the process can be used to check that all the responsibilities are covered between staff on farm.

Responsibility areas are used in the job descriptions of managers where it is prohibitive to list all the duties involved.
However, it is appropriate to expand and list the duties under some responsibility areas in order to clarify the role.

Uses for job analysis at an individual level

Wall chart

The job analysis tables can be used by themselves on the wall of the farm office to communicate responsibility
areas and to provide reminders of what each duty or responsibility area requires.

Procedures manuals

Where job analysis is taken down to the task level this can be easily converted into a procedures manual.
Identifying training needs

Where an employer identifies a shortfall in the ability of their staff to carry out a task either immediately or in
the future, this identifies a need to gain the skill. This skill can then be brought into the workplace through

appropriate training. Remember too, that for many jobs it is desirable to have a person who can fill about 60% of
the role and plan to meet the other 40% with training over time.
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Reviewing current job descriptions

It is recognised that generally an employer and employee have a 25% mismatch of their understanding of the
responsibilities of a job because the role changes over time as people’s confidence grows and they are given more
responsibility. Repeating the job analysis process and reviewing the job description on an annual basis can be a
valuable tool for managers to better understand their employee’s roles. This review can help to motivate staff

as managers recognise the employee’s growing input into the business. It may also identify a need, such as for
employees to be refocused on what is important in the role.
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Employer View

Mismatched Expectations

Employee View

Common Expectations

What are the benefits to me?

Taking time to analyse each role will allow a more accurate job description and person specification to be written,
enabling more accurate communication of the job content and the desired outcomes to an employee. This will
increase the likelihood of:

HR Toolkit - 1.0 Where to start

e Getting the right person into the job
e Getting the job done in line with expectations
e Operating successful performance management

e Retaining staff.

What do | do next?

¢ Evaluate the necessity of completing a job analysis process with your current staff. Indicators that this is
needed are:

- staff not doing what you expect of them
- jobs not completed to a satisfactory standard

- staff confused as to who is responsible for certain tasks

e Complete a job analysis for all positions as vacancies occur and positions are re-advertised.
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Human Resources Kit for Dummies, Max Messmer

There are a number of rural professionals who specialise in the area of recruitment and selection of farm staff.
They will be able to assist in this process or carry out the process on your behalf.

e
L, T i A S T,

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no

liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.6.1 Example - Job Analysis of Farm Assistant Role

Job Title: Farm Assistant Person in Position : Jim
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Approve purchase of milking supplies

Set up plant and yard A M
Get cows in A M
Check drench A M
Check teatspray A M
Milking A M
Drenching A M
Teatspraying A L

Identify, treat and record mastitis A M .

A

S

Wash down yards R L ‘g

: : S

Wash down milking plant R M g

Shut cows away A M 5

Order milking supplies =

<

8

=

<

e

Pasture cover assessment

Feed budgeting

Pasture allocation A H
Identify surplus for silage A H
Conserve supplement A H

Book contractors

Direct contractors

Cover stacks A

Fence off stacks A

Plan feed crops

Order supplementary feed

Approve purchase of supplementary feed

Cull cows as required

Dry off cows as required

Set up break fences

Feed out supplement as required A
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Order nitrogen

Apply nitrogen

Identify paddocks for regrassing

Approve regrassing

Oversee regrassing process

Plan animal health programme. Issues to consider include:

e (Calf scours

e Rotavirus

e BVD

e Blackleg

e |eptospirosis

e Bloat

o Milk fever

e Parasites eg worm & lice

e Lameness

Order animal health products

Approve administration of drugs

Inject metabolic solutions into vein

Inject metabolic solutions under skin

Inject antibiotics

Record animal health treatment

Administer anthelmintic drenches

Record animal health treatments through in-line dispenser

Calve cows in difficulty

Treat lame cows

= IE IR IR

Dust pasture with magnesium

> > > > > >

Nominate calving date

Plan mating programme

Implement mating programme A L
Select nominated semen for Al A M
Tail paint cows A M
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Identify cows for mating

Draft out cows for mating

Assist Al technician

Record matings

> > > >

L:2:Z2:Z

Order bulls for mating

Rotate bulls

Organise scheduled maintenance for all machinery

Carry out monthly checks on milking plant A M
Order annual machine check

Carry out daily checks on motorbikes R M
General building maintenance A M

Record daily actions on time sheet

=

—

Record calvings

Record mating details

Record mastitis treatments

Record animal health treatments

Record stock weights

> > > > >

L Z2:2:Z2: L

Carry out checks on tractor before use A M
Cultivation

Pasture topping

Pasture spraying A

Feeding out

Regrassing/undersowing

Carry out all stock work, taking into account animal health guidelines

Identify calves and mothers

Separate calved cows from others

Administer drenches as required

> > > >

L . Z: 2T

Weigh stock

Move young stock

Organise off-farm grazing for heifers

DairyNZ HR Toolkit @ DairyNZ March 2015
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Organise off farm grazing for calves

Organise winter grazing for cows

Identify culls

Organise sales of surplus stock

Maintain stock records

Nominate numbers reared

Prepare calf rearing plan

Prepare calf rearing facilities

Order calf feed

Feed calves

Weigh calves

Treat calves for scours

Organise sale of surplus calves as the gate

Organise bobby calf collection

Place bobby calves in pen ready for collection

Maintain clean calf gear

Clean calf sheds

Schedule irrigation

Maintain irrigation plant

Shift irrigators

Prepare annual budget

Prepare cashflow budget

Monitor budget against actual income and expenditure

Provide monthly expenses

Sign off purchase orders

Pay accounts

Generate invoices of sales

Bank payments of invoices

Prepare GST returns
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Prepare IRD wage returns

Liaise with accountant in preparation of financial accounts

Determine and implement farm management policies

Determine and implement mating policies

Monitor progress against action plans

Complete daily diary of work carried out

Complete monthly report for owner

Recruit and select appropriate staff

Orient new staff at beginning of employment. Consider:

e Health & Safety

e Work policies

Set appropriate salaries

Plan work within the team

Update job descriptions for all staff annually

Conduct performance reviews

Train staff as needed

Roster staff time off

Maintain health and safety programme

Allocate daily work to staff

Organise relief staff

Fill out own timesheet weekly

Collect timesheets

Maintain staff records

Complete PAYE returns

Spot spray weeds

Maintain fences

Patch holes in races

Clean wintering pad annually

Maintain water supply

> > > > >
< Z:Z2:Z:Z

Organise hedge cutting
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Ensure farm operates within the bounds of the RMA

HR Toolkit - 1.0 Where to start

Move effluent irrigator A M

Record irrigator movements

Carry out soil test

Determine fertiliser programme

Order fertiliser

Apply fertiliser

Maintain a tidy workplace R M

Liaise with contractors where necessary

Liaise with farm advisor

Maintain health and safety plan in workplace

Identify hazards and report them to coordinator A M

Report injuries to coordinator A L

Report near misses to coordinator

Provide personal protective equipment (PPE)

Wear PPE

Total 8.5

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful
employment relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.6.2 Example - Job Analysis of a Farm Manager Role

Job Title: General Manager Person in Position : Margaret
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Set up plant and yard R M

Get cows in R M

Check drench R M

Check teatspray R M

Milking R M

Drenching R M

Teatspraying R M

Identify, treat and record mastitis A M E

Wash down yards R L g

Wash down milking plant R M _§

Shut cows away R M §

Order milking supplies R M é’
Approve purchase of milking supplies R M é
Cfedmanagemenc os I

Pasture cover assessment R H

Feed budgeting R H

Pasture allocation R H

Identify surplus for silage R H

Conserve supplement R H

Book contractors

Direct contractors

Cover stacks R

Fence off stacks R

Plan feed crops R

Order supplementary feed

Approve purchase of supplementary feed

Cull cows as required A M

Dry off cows as required R H

Set up break fences R M

Feed out supplement as required R H
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Plan animal health programme. Issues to consider include

Order Nitrogen
Apply Nitrogen
Identify paddocks for regrassing H
Approve regrassing H
Oversee regrassing process H

Nominate calving date

e Calf scours H
e Rotavirus H
e BVD H
e Blackleg H
e |eptospirosis H
e Bloat H
e Milk fever H
e Parasites eg worm & lice H
* Lameness H
Order animal health products H
Approve purchase of animal health products

Approve administration of drugs H
Inject metabolic solutions into vein H
Inject metabolic solutions under skin M
Inject antibiotics M
Record animal health treatment M
Administer anthelmintic drenches H
Record animal health treatments through in-line dispenser M
Calve cows in difficulty H
Treat lame cows H
Dust pasture with magnesium M

Plan mating programme

Implement mating programme

Select nominated semen for Al

Tail paint cows
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Identify cows for mating H
Draft out cows for mating M
Assist Al technician M
Record matings M
Order bulls for mating

Rotate bulls M

Organise scheduled maintenance for all machinery

Carry out monthly checks on milking plant

Order annual machine check

Carry out daily checks on motorbikes

General building maintenance

Record daily actions on time sheet

Record calvings

Record mating details

Record mastitis treatments

Record animal health treatments

Record stock weights

Carry out checks on tractor before use

ziziziziziz

Cultivation

Pasture topping

Pasture spraying

Feeding out

Regrassing/undersowing

Carry out all stock work, taking into account animal health guidelines

L Z2:2:2:x:Z

Identify calves and mothers

Separate calved cows from others

Administer drenches as required

Weigh stock

Move young stock

Organise off-farm grazing for heifers

DairyNZ HR Toolkit @ DairyNZ March 2015
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Nominate numbers reared

Organise off-farm grazing for calves A M
Organise winter grazing for cows A M
Identify culls A M
Organise sales of surplus stock A M
Maintain stock records R M

Prepare calf rearing plan

Prepare calf rearing facilities A L
Order calf feed

Feed calves A M
Weigh calves

Treat calves for scours A M
Organise sale of surplus calves as the gate

Organise bobby calf collection

Place bobby calves in pen ready for collection A L
Maintain clean calf gear R L
Clean calf sheds R L

Schedule irrigation

Maintain irrigation plant

Shift irrigators

Prepare annual budget

Prepare cashflow budget

Monitor budget against actual income and expenditure

Provide monthly expenses

Sign off purchase orders

Pay accounts

Generate invoices of sales

Bank payments of invoices

Prepare GST returns

Prepare IRD wage returns

Liaise with accountant in preparation of financial accounts
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Determine and implement farm management policies M
Determine and implement mating policies
Monitor progress against action plans H

Complete daily diary of work carried out

Complete monthly report for owner

Recruit and select appropriate staff

Orient new staff at beginning of employment. Consider:

e Health & Safety

e Work policies

Set appropriate salaries

Plan work within the team

Update job descriptions for all staff annually

Conduct performance reviews

Train staff as needed

Roster staff time off

Maintain health and safety programme

Allocate daily work to staff

Organise relief staff

Fill out own timesheet weekly

Collect timesheets

& & |3 @8 B iEimwmimxmimxw® ;B X 3 3 ;a8 D

Maintain staff records

Complete PAYE returns

Spot spray weeds

Maintain fences

Patch holes in races

Clean wintering pad annually

Maintain water supply

L. 2:2:2: L

Organise hedge cutting

DairyNZ HR Toolkit @ DairyNZ March 2015
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Move effluent irrigator R

Record irrigator movements R

Carry out soil test

< £ . £ Z

Determine fertiliser programme

Order fertiliser

A
A
A
A

Apply fertiliser

Ensure farm operates within the bounds of the RMA A H
Maintain a tidy workplace A M
Liaise with contractors where necessary A M
Liaise with farm advisor A M

|

Maintain health and safety plan in workplace R
Identify hazards and report them to coordinator R
Report injuries to coordinator R M

Report near misses to coordinator

Provide personal protective equipment (PPE) R M

Wear PPE

Total

|

This fact sheet is part of DairyNZ’s HR Toolkit - a guide to the fundamentals in establishing successful
employment relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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Job Title: Person in Position :

Key 3

Responsibility level: Indicate if the person is responsible (R) for the task or will just assist (A) i; S

Skill level: Indicate whether a high (H), medium (M) or low (L) level of skill is required for task % - §
i) o 9]

Hours required: Indicate how much time would be devoted to this task in a typical day to S 3 -

ascertain if the job is of reasonable size = = S
(] ~ [e]
o [%2) ac

Milking
Set up plant and yard

Get cows in

)
-
Q
x
S
S
S
=
©
5
o
L
-2
)
>
S
c
<
Q
(e}
o
&
S
Q
5
~

Check drench
Check teatspray
Milking

Drenching

Teatspraying

Identify, treat and record mastitis
Wash down yards

Wash down milking plant

Shut cows away

Order milking supplies

Approve purchase of milking supplies
Feed management

Pasture cover assessment

Feed budgeting

Pasture allocation

Identify surplus for silage
Conserve supplement

Book contractors

Direct contractors

Cover stacks

Fence off stacks

Plan feed crops

Order supplementary feed
Approve purchase of supplementary feed
Cull cows as required

Dry off cows as required

Set up break fences

Feed out supplement as required
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Responsibility level
Hours Required:

Skill Level:

Feed management cont..
Order Nitrogen

Apply Nitrogen

Identify paddocks for regrassing
Approve regrassing

Oversee regrassing process

[
B
Q
x
S
S
S
=
T
=
o
L
4]
[
=
S
C
<
Q
(o]
P
&
S
Q
§
~

Animal health

Plan animal health programme. Issues to consider include:
e Calf scours

e Rotavirus

e BVD

e Blackleg

e |eptospirosis

e Bloat

e Milk fever

e Parasites eg worm & lice

® lameness

Order animal health products
Approve purchase of animal health products
Approve administration of drugs
Inject metabolic solutions into vein
Inject metabolic solutions under skin
Inject antibiotics

Record animal health treatment
Administer anthelmintic drenches
Record animal health treatments through in-line dispenser
Calve cows in difficulty

Treat lame cows

Dust pasture with magnesium
Mating

Nominate calving date

Plan mating programme

Implement mating programme
Select nominated semen for Al

Tail paint cows

DairyNZ HR Toolkit @ DairyNZ March 2015 68 Dair Yy =



Responsibility
Skill level
Hours required

level

Mating cont..

Identify cows for mating
Draft out cows for mating
Assist Al technician
Record matings

Order bulls for mating

Rotate bulls

)
-
Q
<
S
S
S
=
©
5
o
L
-2
)
>
S
c
<
Q
(e}
o
&
S
Q
5
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Plant and machinery maintenance
Organise scheduled maintenance for all machinery
Carry out monthly checks on milking plant

Order annual machine check

Carry out daily checks on motorbikes
General building maintenance
Record keeping

Record daily actions on time sheet
Record calvings

Record mating details

Record mastitis treatments

Record animal health treatments
Record stock weights

Tractor work

Carry out checks on tractor before use
Cultivation

Pasture topping

Pasture spraying

Feeding out

Regrassing/undersowing

Stock work

Carry out all stock work, taking into account animal health guidelines
Identify calves and mothers

Separate calved cows from others
Administer drenches as required
Weigh stock

Move young stock

Organise off-farm grazing for heifers
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Responsibility level
Hours required

Skill level

Stock work cont...

Organise off-farm grazing for calves
Organise winter grazing for cows
Identify culls

Organise sales of surplus stock

Maintain stock records

[
B
Q
x
S
S
S
=
S
=
o
L
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=
S
C
<
Q
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R
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Q
§
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Calf rearing

Nominate numbers reared
Prepare calf rearing plan
Prepare calf rearing facilities

Order calf feed

Feed calves

Weigh calves

Treat calves for scours

Organise sale of surplus calves as the gate
Organise bobby calf collection

Place bobby calves in pen ready for collection
Maintain clean calf gear

Clean calf sheds

Irrigation

Schedule irrigation

Maintain irrigation plant

Shift irrigators

Financial management

Prepare annual budget

Prepare cashflow budget

Monitor budget against actual income and expenditure
Provide monthly expenses

Sign off purchase orders

Pay accounts

Generate invoices of sales

Bank payments of invoices

Prepare GST returns

Prepare IRD wage returns

Liaise with accountant in preparation of financial accounts
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Responsibility level
Hours required

Skill level

Planning

Determine and implement farm management policies
Determine and implement mating policies

Monitor progress against action plans

Reporting

Complete daily diary of work carried out

§
Q
o<
S
S
RS
=
<
£
S
L
82
)
>
S
C
<
)
o
P
S
S
Q
§
~

Complete monthly report for owner

Staff

Recruit and select appropriate staff

Orient new staff at beginning of employment. Consider

Health & Safety

Work policies

Set appropriate salaries

Plan work within the team

Update job descriptions for all staff annually
Conduct performance reviews

Train staff as needed

Roster staff time off

Maintain health and safety programme
Allocate daily work to staff

Organise relief staff

Fill out own timesheet weekly

Collect timesheets

Maintain staff records

Complete PAYE returns

Farm maintenance

Spot spray weeds

Maintain fences

Patch holes in races

Clean wintering pad annually
Maintain water supply

Organise hedge cutting
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Responsibility level
Hours required

Skill level

Nutrient management
Move effluent irrigator

Record irrigator movements
Carry out soil test

Determine fertiliser programme

Order fertiliser

[
B
Q
o<
S
S
S
=
©
£
o
L
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Apply fertiliser
General
Ensure farm operates within the bounds of the RMA

Maintain a tidy workplace

Liaise with contractors where necessary

Liaise with farm advisor

Health and Safety

Maintain health and safety plan in workplace
Identify hazards and report them to coordinator
Report injuries to coordinator

Report near misses to coordinator

Provide personal protective equipment (PPE)

Wear PPE

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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1.7 Job Descriptions

Communicating responsibilities, duties and tasks to employees

Why this is important

wvy
c
o
=

2
3
QO
Q
Q
o

\

Under the Employment Relations Act (2000) ERA, every employer must provide the employee with an outline of
the duties to be performed. A job description therefore enables the employer to fulfil this legal obligation.

It is important to clearly communicate to potential and current employees the tasks, duties and responsibilities
their job encompasses and the standard to which the work must be completed. The advantages of providing a job
description include:

e More appropriate applicants for a job

Knowing what is expected of them is likely to help employees perform well

Employees are easier to manage, resulting in less stress

e Employees tend to be more contented, because they are able to choose a job that suits them.

This fact sheet will cover:

e What is a job description?
e Uses of a job description
e How to write a job description

e How the job description links to performance management

HR Toolkit - 1.0 Where to start

e Job Description examples

¢ Job Description template

What is a job description?

The job description is a summary of the key responsibilities identified in the job analysis. Its aim is to communicate
to applicants and existing staff members, as clearly as possible, the expectations of the employer in the job. The
job description is not going to be exact, but should cover all main points and any differences to other similar jobs.

A job description links to the employment process as illustrated in the diagram below.

Job Analysis Job Analysis Job

Recruitment Performance
& Selection ' Management &

Coaching

Part One Part Two Description

' - & Person
Staff Planning Individual Specification

Roles
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Job descriptions are a means of communicating
the requirements of the role to job applicants and
existing staff. A job description should be given
to applicants prior to an interview, or during the
interview at the latest. This is important because
it gives applicants the opportunity to decide for
themselves if they are really suited to the job
being offered. This self-selection helps ensure a
more successful employment outcome. The job
description is also used in the ongoing management
of employees.

A job description can also be useful for:

e \Writing job advertisements

e Developing competency-based interview questions

e Orientating the new employee to the job

¢ |dentifying performance objectives and training requirements

e Terminating employment.

There are many different ways to write a job description, provided the outcome allows quality communication
between employer and employee. For this reason there are no “stock standard” job descriptions, because every
role is different depending on the level of responsibilities. The good news is that they don’t have to be perfect to
have value as a communication tool in employment relationships.

The basis for drawing up a job description is a job analysis (see Job Analysis 1.5 & 1.6 Fact Sheets ) where the job
is broken down into tasks, duties and responsibilities that the potential employee will need to be able to perform
to carry out the role effectively. A job description is a factual statement that covers the following:

e Job title

e Purpose of the job

e Reporting lines

e Tasks, duties and responsibility areas
e Performance standards.

Including performance standards in a job description is a good idea (see Performance Management Fact Sheet
4.1), but the starting point of performance management is to write the job description itself.

Some people prefer to separate the job description from performance issues and have separate performance
management documentation. The advantage of communicating performance standards in the job description is
that it helps to further clarify expectations to the applicant. However, to help give the employee ownership of the
performance objectives, they should be discussed and negotiated (particularly for higher level positions) once the
employee is on board.
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A suggested example job description template is outlined below. The first part is self-explanatory and the section
on responsibility areas is explained further below.

Job title: e.g. Herd Manager

Strategic business focus: This should be a short statement reflecting farm goals. The required
accountabilities will in part reflect this focus. For example:

“\We operate a values-based team that emphasises fairness, trust, mutual

“
c
2
=
2
3
Q
Q
9
o
\

respect, teamwork and continuous improvement. Our goal is to produce
1,000 kgMS/ha in a self-contained grass only system from 350 cows. This
will allow us to expand our business to the target of 500 cows by

June 2009.”

Purpose of position: A three-to-four sentence summary of the role. For example:

“To manage the feeding and milking of the herd in consultation with the
Farm Manager, to carry out farm maintenance and to deputise
for the Farm Manager in their absence.”

Reporting lines: Who does the person report to and who reports to them? For example:

“This position reports to the Farm Manager. The position has no reports

but is responsible for relief milking staff when working with them.”
Hours of work: It is good practice to break this down on a seasonal basis. For example:

Calving - 1 August to 1 October: 60 hours/week

Mating - 1 October to 1 January: 55 hours/week

Balance of milking season: 50 hours/week

Dry season: 35 hours/week

HR Toolkit - 1.0 Where to start

Special requirements: Any unigue requirements of the position should be detailed here. Examples:
boarding another employee, providing a motorbike or attending a
specialist course.

Responsibility areas, tasks and duties: (see below)

Accountabilities ‘Responsible’ or ‘Assist’ Performance Measure
Accountabilities are the duties and = Are they responsible for ensuring How does the person know they
responsibilities of the person in the  the work is carried out, or do they : have been successful?
job assist in carrying out the required

work.

Completing responsibility areas, tasks and duties:

1. List seven to ten duties or responsibilities as identified in the job analysis that will be key to success in the role.
Each duty or responsibility may be expanded to improve understanding of the role (see Job Analysis 1.5 & 1.6
Fact Sheets). For example it is dangerous to assume that everyone in the dairy industry knows what is meant by
“doing a farm walk”. For one person it may mean just having a look to see what'’s going on, while for another
it will mean assessing pasture cover and completing a feed budget, so it is necessary to clarify what is meant in
the accountability area.
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More or less detail?

The level of detail to include in a job description is often debated. Job descriptions need to be comprehensive to
have value in communicating expectations to an employee.

wv
<
'%_ For a junior position a higher level of detail can be provided, as they will not have as many responsibilities so tasks
S or duties can be listed which are quite detailed.
v
o
Q Duty: Assist with milking
3 ........ ; T
Accountabilities ‘Responsible’ or ‘Assist’ Performance Measure
e Set the farm dairy for milking R
Y Get the cows in R Cows are allowed to walk at own
: speed
e Carry out milking, including
. drenching cows and teat A
spraying
e |dentify, treat and record masisti :
©in consultation with Farm A Records completed
Manager
+ Hose down yards and bail area - . Bail and yards receive an ‘A" on the
: d dairy inspection E
e Shut cows away R

For a more senior person less breakdown of each responsibility is required, although key points should still be
expanded where appropriate such as in the example below.

HR Toolkit - 1.0 Where to start

Responsibility area: Milk harvesting

Accountabilities ‘Responsible’ or ‘Assist’ Performance measure

* |n consultation with staff, create
a milking roster so that they get
3 days off in every 14 including 2
weekend days

: , - Staff contented with support as
e Supervise and support milking

R . evidenced by staff satisfaction
staff

survey

e Be on-call to assist with plant :
. or machinery breakdowns on : A

rostered days off

e Maintain milking equipment :
and farm dairy surrounds as per R
maintenance schedule

e Maintain 100% finest milk § . 100% finest milk quality certificate
quality achieved

w
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How a job description links to performance management

Job descriptions fit into the start of the performance management process because they are the first step in
describing expectations to employees, whether or not they have performance measures in them. Because of this
job descriptions should be reviewed annually with all staff.

Bear in mind that the job description deals with responsibilities, duties and tasks. There may be other measures
stemming from the person specification (see Person Specification Fact Sheet 1.8) regarding attitudes and

[
c
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=
Q
3
Q
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Q
o
\

behaviours, which need to be incorporated in the performance management system.

What are the benefits to me?

Communicating the content of the job and the desired outcomes to an employee:
e Clarifies the employer’s expectations of the job to employees
e |eads to better relationships between employers and employees

e |s the first step in managing employee performance.

What do | do next?

e Think about completing a job description with current staff. Indicators that this is needed are:
- staff not doing what you expect of them
- jobs not completed to a satisfactory standard

- staff are confused as to who is responsible for certain tasks
e Remember, having a job description is a legal requirement as well as best practice
e Complete a job description for all positions as vacancies occur and the position is re-advertised

® Review existing job descriptions on an annual basis to ensure they reflect expectations or changes in

HR Toolkit - 1.0 Where to start

responsibility.

Useful references

There are a number of rural professionals who specialise in the area of recruitment and selection of farm staff.
They will be able to assist in this process or carry out the process on your behalf.

This fact sheet is part of DairyNZ's HR Toolkit - a guide to the fundamentals in establishing successful
employment relationships. To access the full HR Toolkit please visit the DairyNZ website at www.dairynz.co.nz

Disclaimer
DairyNZ Limited endeavours to ensure that the information in this publication is accurate and current. However, DairyNZ accepts no
liability for any error or omission in fact or the consequences of any actions taken pertaining to the content of this publication.
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