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Hiring an employee
If you’re a sole trader, contractor, in a partnership or own a
small business — or you advise any of these people — here’s
where you’ll find tips, tools and visual guides to help with
hiring, eg:

who to hire and when
how to interview
what it really costs to take people on.

Use our tools to build legally safe employment agreements
and workplace policies, and test your knowledge with our quiz.

Deciding to hire
Tips and tools for when you're thinking about taking on staff

When to hire staff

Taking on staff is a big decision. Here’s some advice and a great tool to help you decide when to do
it.

Read more
(/hiring-and-managing/deciding-to-hire/when-to-hire-staff/)

Test yourself

Think you know about hiring and managing employees? Take the test, then follow links from the
answers to find out more.

Get started
(/hiring-and-managing/deciding-to-hire/becoming-an-employer/#e2665)

Is a trial period right for you?

Strict rules apply to using a trial period to try someone out in a role. Make sure you know what to
do.

Check out dos and don'ts
(/hiring-and-managing/hiring-people/trial-periods-and-probations/)

Employee Cost Calculator

Add up the true costs of hiring staff — salary, recruitment and training — before you take the next
step.

Get started
(http://employeecostcalculator.business.govt.nz/employeecostcalculator/)
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News
Get the latest updates from across government on employment law changes, tools and more.

News, Read all about it (/news/)

Hiring people
Tips and tools to help you hire with confidence

Setting up a new employee

You’ve hired someone — now follow these steps to set them up in your systems and settled in their
new role.

Read more
(/hiring-and-managing/managing-people-day-to-day/how-to-set-up-a-new-employee/)

Hiring the right staff types

Employee, contractor or intern — which is right for your business and the tasks you need doing?
Here's an overview of staff types so you can choose the right kind of help.

See the difference
(/hiring-and-managing/deciding-to-hire/hiring-the-right-staff-types/#e1326)

Employment Agreement Builder

Our DIY tool helps you create contracts tailored to your business and to each person you employ —
and it won distinction in the Plain English awards.

Get started
(https://eab.business.govt.nz/)

Test yourself on staff types

Know the difference between a casual worker and a part-timer? Test yourself on all staff types with
our quiz.

When you're done, follow links from the answers to pick up tips and find out more.

Start the quiz
(/hiring-and-managing/deciding-to-hire/hiring-the-right-staff-types/#e1313)

Common things for new employees

Download this list of what to get ready before your new employee's first day on the job — you can
customise it to suit your business.

Download the free checklist [DOCX, 54 KB]
(/assets/Uploads/Documents/New-employee-equipment-checklist.docx)
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Employers agree

Our plain English Employment Agreement Builder tool has an approval rating of 95%.

Learn more
(/news/build-easy-legal-staff-contracts/)

How to do a job interview
Hiring the right person will help your business grow. Get tips on what to ask and how to ask it.

How to do a job interview, Watch the video (/hiring-and-managing/hiring-people/advertising-and-
interviewing/#e5414)

Case study

Nipping problems in the bud

Jon, a science teacher, is offered a permanent job at an area school near Cromwell. He tells the
acting principal he’d like to look over the collective agreement before signing his letter of offer. The
principal agrees.

Jon asks his union, the Post Primary Teachers’ Association, to go through the collective agreement
and letter of offer with him. They immediately notice it’s out of date — a new collective agreement
is in place. Jon tells the principal why he won’t sign the letter of offer and points out the salary
increments have gone up.

The principal apologises and gives Jon the correct agreement. Jon signs the letter of offer and both
Jon and the principal are happy that the union helped spot the mistake and avoid future problems.

Managing people day-to-day
Guides and tools to make sure you get employment right

How to pay employees for leave

Whether you’re paying staff for holiday, parental or sick leave, our guide helps you get it right.

Read more
(/hiring-and-managing/handling-holidays-and-leave/paying-employees-for-leave/)

It's not all about paperwork

It's about creating a work environment where everyone behaves in a safe and healthy way. Here's
how to get everyone involved in H&S.

See how with our visual guide
(/risks-and-operations/health-and-safety/what-is-reasonably-practicable/#e1460)

What records you need to keep

Employers must keep specific information on file about each employee. Download this list to make
sure you're getting all the required information in your personnel files.

Download the free checklist
(/hiring-and-managing/managing-people-day-to-day/personnel-files-and-record-keeping/)
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Forecast your cash flow

Cash flow is an indicator of your business’s financial health. Forecasting your cash flow helps you
have better conversations with your bank or advisor.

Get started
(https://www.tools.business.govt.nz/cashflow-forecaster)

Take advice

Three out of four small businesses use outside experts to help make key decisions. These include
advisors — like accountants or lawyers — business colleagues, industry groups and banks.

Learn more
(/getting-started/advice-and-governance/how-business-advisors-can-help/)

Case study

Weighing options

For five years, Ben’s Gardening Service has mown and weeded suburban gardens. Ben, the owner
and only gardener, has found it easy to keep on top of the work and the invoicing. His accountant
handles his GST and tax responsibilities.

Having won a contract to maintain the grounds of two retirement villages, Ben considers hiring
another gardener. After discussing it with his accountant — and using the Employee Cost Calculator
(external link) (http://www.business.govt.nz/employeecostcalculator/) to check if he can afford help
— Ben decides on a permanent employee working three days a week.

Ben’s plan is for his new employee to take over the existing clients, while he concentrates on the
retirement grounds, the paperwork, and winning new work. Ben’s happy his business is growing and
that he took the time to figure out what kind of employee he needs.

Subscribe to our newsletter

Sign up to the business.govt.nz monthly newsletter to stay up to date with law changes and other
news for business from across government.

Subscribe form
Email required Enter your email address

You must enable JavaScript to submit this form

Sign up now

Rating form

How useful was this information?

Rate this

 1 Star
 2 Star
 3 Star
 4 Star
 5 Star

Additional comments
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