NEW ZEALAND
FOREIGN AFFAIRS & TRADE

4 June 2014 195 Lambton Quay
Private Bag 18-901
Wellington 5045
New Zealand

Alex Harris _ T +64 4 439 8000
fyi-request-1641-bdcfcf59@requests.fyi.org.nz F +64 4 472 9596

Dear Alex Harris

Thank you for your Official Information Act request of 2 May, seeking information regarding
the Head of Mission appointment process.

As we noted in our previous response to you, under the provisions of the Foreign Affairs Act
1988 New Zealand Heads of Mission are appointed by the Governor-General on the advice
of the Minister of Foreign Affairs.

In response to your specific requests:

* Are positions advertised?
Head of Mission positions are generally advertised internally within the Ministry.

e Are there position descriptions?
Yes, there are position descriptions for all Ministry positions.

e The application process
If a position is advertised then Ministry employees can apply for the position.

On occasion, Ministry employees or others are nominated directly by the
Minister.

e The interview process
As a position becomes vacant the Ministry may choose to interview suitable

applicants. Interview panels generally include the relevant manager for the
relevant region,

s The decision process

Once a decision is confirmed a written recommendation is submitted to the
Minister for his consideration.

w  www.mfat.govt.nz



Yours sincerely
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* Are Ambassadors/High Commissioners/Consul-Generals employees of MFAT?
Yes, Ambassadors/High Commissioners/Consuls-General and other
New Zealand Heads of Mission are employees of MFAT.

Attached are:
» A generic Head of Mission Position Description

e Advertisement for a recent expressions of interest round in December
2013/January 2014

e A template Ministry of Foreign Affairs and Trade Individual Employment
Agreement (IEA). (Note: staff across the Ministry use agreements of this
nature ~ it is not limited to Heads of Mission.)

You will note that identifying material has been removed from these documents.

Nick Markwell
for Secretary of Foreign Affairs and Trade

Encl,
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[SECURITY CLASSIFICATION].

Expires 10/12/2013

Iy
Title Heads of Mission/Post and Deputy Head/s/ézf//@}s%on : //7 ?

Position

? ! DeputyHead of Mission
V : éAppIications sought
e are seeking applications for a number of Heads of

Mission/Heads of Post (HOM/HOP) and Deputy Heads of Mission

@ (DHOM) positions from suitably qualified people.

These roles are leadership roles which require skills and
experience in people and change management, policy

leadership, advocacy, and public diplomacy. Proven ability to
represent New Zealand at senior levels off-shore is essential.
HOM roles are Ministerial/Governor-General appointments,

whereas DHOM roles are Ministry appointments. Please note,

oedment ID]
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[SECURITY CLASSIFICATION] |
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any Ministry staff member can apply for the % s and all
applications will be considered equally.

Further information

skills, experience, and qualifications
the individual position descriptions
the relevant Post Report and Busifiés
Aka, GDM or from the Post directly.

Unaccompanied, P
send you indica
of the job ba

i S8ome people may be asked to participate in an
‘ interview ssess their competence for the role or complete
, some assessments.
A ts should be aware that once selected there will be an
ation that they will move to the new post in accordance

inistry business needs and Ministrerial expectations. In
e majority of cases, this will be determined by the intended

inishing date of the current incumbent (listed in the attached
document) as well as on the requirement for language
Q training. Most of the changeover dates are in line with MBM

decisions and will be in January 2015.

Please scan your signed EQI application form and email it
together with your current CV to the DM-HOM/HOP/Director EOI
g ; mailbox by midday on Tuesday 10 December 2013.

For more detail on the role, please contact the relevant

[SECURITY CLASSIFICATION]
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Divisional Manager in the first instance. F @@ ns @
reqardina the EOI brocess. nlease con {;\; -
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_ MINISTRY OF | v
&= FOREIGN AFFAIRS & TRADE &
. MANATD AORERE g

Position Description | &
(o=
Position Title Ambassador @ \g
Division/Post :

Group - 7
Reports to Divisional Manager — - g ; ;i; ~

Leadership Leadership Development Frarhe t the’/Midd der level
Last Review December 2012 Q

Date (&=~

About the The Ministry of Fofeli i ‘

Ministry voice heard oversea

being of all New Zeala

i

s at home and internationally that enable us to
we could alone.

itage of iptegrity in foreign affairs.

= Maingaini e highest standards of professional excellence in
diplom rade negotiations, international development, and
consular services.
Ou ues professionalism, leadership, respect, collaboration, and
innov
W }Wssador is responsible for providing people and policy
iti adership, clear direction and expectation of performance for their post,
nsuring the post’s strategic priorities are achieved.
ecifically, this position leads the achievement of the post’s strategic
riorities and high level outcomes as described below.

Dele @ The position is responsible for the management of a team of seconded

direct reports, - other direct reports (- and locally engaged staff (LES).

The position’s full delegations are set out in the Schedule of Delegations.
These include: .

Human Resources
o Recruitment of all staff including LES in compliance with local law
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and Ministry policy.
Financial '

e Operating budget
e Remuneration budget :

Official Development Assistance t/{ﬂ

o Expenditure of available Official Dev nt Assistapce fund
within prescribed limits. 29% K\

Relationships

The position is required to build an tain the follow
Internal (within MFAT)

| tionships:
Divisional Manager — - Divisio ©
Group Deputy Secretary/ ager, %Adviser

Direct reports
Other MFAT staff, both/on e and offsho levant to the delivery
of the post’s strategi \n}s an outcomes.

External (outside M%

e Host country , polj rs, government agencies,
the armed force other hi | pfficials, business (NZ and
local, - ), ja/ regi ernational organisations and

institutions , o diplo:

mempers-ef the New Zéai
° &r

sand cultural representatives active in the New
in -

&

com
AN

Key followin y accountabilities of this role which assist in
Accountabilities-_delivering the"Ministry’s vision and mission.

Post-specific

Lead post's engagement with the - government, civil society, , the
iness/community, relevant international partners, and the

Ne nd business community. Champion strengthening the NZ-

-_ecopomic relationship through two-way goods and services trade

d investment flows.
juence the - government positions on key multilateral and

Deepen cooperation with —in regional forums, including - .
Drive NZ Inc prioritisation and activities. Implement an annual '‘NZ

Week' in consultation with the post network.

e Monitor and report on political developments, particularly their
implications for New Zealand interests.

e Lead management of the aid programme to deliver lasting benefits
for -,

o Build value bilaterally with - through innovative activities.

e Manage post administrationefficiently and in line with Wellington
expectations and delegated responsibilities.
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» Contribute to New Zealanders’ safety and well-being through
rigorous consular oversight, support and thro se liaison
like-mindeds.

Leadership

o Lead the post’s delivery of its planne agreed activi
deliver its strategic priorities and hi vel omes.
Manage the post’s programme of wgrkto ensure thaf resourcés are

appropriately distributed and managed within b
Recruit, retain, and develop

®
)
0
3
o]
-
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ct
)
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)
)
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a
W)
(@]
-t

values, goals, policies, a
Manage staff so they ar
consulting on issues t

°
m
-3
0
c
o}
0]
L
@
0
[l
<
(0]
=h
=]

other tasking di

°
o)
L
o
ja}]
2]
o
=
o
=1

(=]

team contributi
Ensure the

for self teag{\ embers
performa e\}

Using the Learning and Cat

Qperiences and constructively challenging

ing, sh ui
g.
nshi ement
Ensu(e\ﬁ%‘ ost has and uses a clear map of relationships with
decisioWers, policy-makers, thinkers, and influencers that
@? advance the post’s objectives. These may include Ministers,

] Framework is implemented
y’managing both strong and poor

Senatorsyand Congressmen, political advisers, senior officials of
goveriment agencies, and regional and international organisations
nstitutions, other diplomatic missions, influential members of

will be key stakeholders.

Ensure that the post’s network is regularly reviewed and refreshed
in light of developments in strategic priorities and political and -
economic context.

@ e Design and carry out representational activities to maximise

development and maintenance of networks and contacts.

Policy Delivery

 Deliver and/or lead the delivery of policy on issues relevant to the
post’s planned and agreed activity stream to achieve its strategic
priorities and high-level outcomes, identifying problems and leading
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processes for resolving them.

* Proactively search out and pursue opportunitiesfgr New Zealan
within the scope of the post’s agreed work prn@\d
*  Work to ensure a seamless NZ Inc. delivery i als taki

close account of the interests of key stak %
\'a:(; approprigte) wi

e Identify and pursue trade policy goals, v

relevant post staff in the negotiation of tfadé~access; facilitate
support New Zealand firms’ take-up gf/trade and inv

opportunities.

thinking and introduce ne
* Lead the effective gatheri
on issues relevant tq

alysis, and reporting
eed activity stream

to deliver its strat gu:\ joriti i outcomes.

e Complete rigorous r and ensure quality of
input. WO

s Represent N in bilateralregional, and international

meetings and/o

Advocacy

ment and implementation of an effective,
of activities to strategically promote New
fncluding with agencies or organisations

%
W and Eve
@ Manage the post’s visits and events, working with the Visits and

ent Logistics Unit and outsourced providers as required.

high level visitors and ensure accurate reporting and
tiye follow-up.

ad and take overall responsibility for the effective and efficient
[ operation of the post, including staff management, financial
: oversight and post security.
, % Lead the preparation and reporting requirements of the Ministry’s
accountability documents.
e Actively input into and support the Ministry’s Strategic Framework.
o Lead the post’s activity streams to achieve its strategic priorities and
high level outcomes.

e Understand and apply the strategic context in which the post

operates, including priorities and perspectives of the New Zealand
Government, Ministers, partner agencies, and external stakeholders
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operating in - .
* Support emergency response situations inv
* Understand tikanga and Treaty of Waitan
sufficient appreciation of Te Reo Maori to
Ministry Maori dimension, underpinne
that is relevant to the context of our

and underpinned by Ministry .
e Oversee the post’s input to
Servicing Unit.
¢ Foster strong working refatignshj 49 Wi
tasking divisions, and wﬁhg%p t po
notafial.responsibilities and provide
to New Zea ers in all countries of
accreditation inclading i any consular

emergencies.
Identify, pursi

@?@portuni%g 7

Qualifications; mus \\fe\t%following qualifications, skills, and experience:

skills, and \\/ x .

. e Relevan -graduate degree or conjoint/double under-graduate

Experie d
egree.

ders

ding at a strategic level, the political, economic and social
s - countries and the ability to apply this to high quality

rstanding at a strategic level, the key opportunities and risks

r New Zealand in its bilateral and regional relationships.

high level of leadership and management acumen. This includes:

o Ability to bring out the best performance in others, including
setting expectations, providing feedback, encouraging high
performance, and addressing underperformance.

o Ability to coach and develop people, to ensure that staff have
the right skills to do their jobs well and progress in their careers.

o Show the drive and resilience to lead proactively and deliver
sustainable high performance.

o Demonstrate the drive and ability to improve own capability -
includes self-awareness and self-improvement focus.

o Ability to lead, implement, and champion organisational change.
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Additional
Comments

@
N4
&

&

o Ability to think strategically and contribute to group decision-
making. v

o  Ability to build, maintain, and leverage reldti i ith k
internal and external contacts.

issues and concepts clearly, succinctly, a
Demonstrated ability to build, maintai
with key contacts and peers to secur
Experience working with others to deVelop
Well-developed planning and organi

nd

range of people. , ‘

Demonstrated understanding gf tikanga an f Waitangi

principles and an appreciation\&;‘/!Reo orr\iwding being able
i@

Demonstrated commy “to)continuoUs im ement, including
adaptability and o
Ability to anticipate ? d think of and implement

Strong pe

Outlogk;

I\:/Lna %

nd maintain an appropriate New Zealand
overnmg rity clearance.

Where the has been assessed as requiring self-driving, you will

als\o be required to hold a current New Zealand driver licence.

V4

v

Page6of6



NEW ZEALAND

FOREIGN AFFAIRS & TRADE

STAFF-IN-CONFIDENCE .
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The Ministry of Foreign Affairs rade
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STAFF-IN-CONFIDENCE

INDIVIDUAL EMPLOYMENT AGREEMENT
FIXED TERM EMPLOYMENT

1. NATURE OF EMPLOYMENT

1.1 This is an individual fixed term employment agréement (Agreem\wt) between
you and the Ministry. The effective commencemeht_jand ex ates of

employment are specified in the First Sche son(s)

for your employment being fixed term in n
i @ t out in the

e4n accordance

obli n either party to
is Ai% pon the stated
1.1.2  The parties agree th i

this case are genuine a5 ble grounds, and justify

1.1.1  Your employment will continu
First Schedule, unless it is termj
with this Agreement. There
give notice of the terminati
expiry date.

1.1.3 Nothing in this Ag tekpreted or understood to give
the Employee ed or additional employment
after the expiry no assurance or agreement for
a further term will bind eith unless it is recorded in writing

1.2 Continued employ i for the duration of the agreed fixed
1 A i £ i &

n yod attaining and maintaining all security
ou hold. In the event that you are unable to
xed term employment, your employment may
ct and without payment of notice.

clearances
do so at

2.

. Amehd ents may be made to the position description, following
; you.

De n the length of your fixed term employment, you may be

requited tb Jagree and/or comply with specific performance objectives. If this.

» you will be required to maintain the standards of performance
%in any performance management plan (PMP), and to comply with the
principlés and policies set out in the Ministry’s performance management

mework. Failure to do so may ultimately result in disciplinary action,

ding the termination of your employment prior to the agreed expiry date.
Page 2 of 16
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STAFF-IN-CONFIDENCE

3. HOURS AND PLACE OF WORK

However, in order to perform your duties effectively, e required to
work in excess of and outside of the hours and location(s fied, from™&i

to time. Your Total Fixed Remuneration p FR) <{cans s
consideration for all hours required to be work hout the fi érm

period of your employment, and you have no to overtim
off in lieu.

3.1 Your hours of work and work location(s) are set out tnlg/l:v t Schedule
0

3.2 Travel both within New Zealand and oversea:
home for extended periods, may be reqy
time.

4. REMUNERATION AND EXPENSES

4.1. Total Fixed Remuneration

4.1.1. Your Total Fixed Re

Schedule.

4.1.2. Your Base Salaryi e ncekt een the total value of your TFR
package an e tothl of all empldoyer contributions to KiwiSaver
and/or super on A iding” tax paid on the employer
contributi to 3 and the value of all other
employ, nefits prowvi as part of your TFR package.

assisting employees to save for their
ontributions (including any associated

ccordance with relevant Ministry policy. You will need to produce
appropriate GST receipts and complete all required forms.

Payment of Remuneration

@ A@U will be reimbursed for authorised work-related expenses .in

.3.1 Remuneration, less any deductions made under clause 5, will be paid
by direct credit to your nominated New Zealand bank account. The
frequency of payment may be varied following written notice to you.

Page 3 of 16
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STAFF-IN-CONFIDENCE

5 DEDUCTIONS ‘
5.1 Deductions that are required by law or agreed betwéen~th rties will\
made from your remuneration. In signing this Agreement, also agrege
the Ministry may also make deductions from muhneratio W
following circumstances:

5.1.1 For absences due to illness or injury beyend
entitlement, or leave without pay.

5.1.2 For the payment of any anticipat ual leave an prior to the
termination of your employme

5.1.3  For unauthorised absences. i %%
5.1.4 For any other unintenti verpayment e to you by the
Ministry. , v

5.1.5 For any debt owi Minisgt imbursement owing for

unreturned or d inistr, on termination of your
employment, @

5.2 The Ministry will discuss edugtio o your salary with you prior to
making any deductiens, If your employment terminates prior to the Ministry’s
¢ i ~of the overpayment will be deducted
pay), with the remainder (if any)
overable in the District Court.

6 ORGANISAT %ELL-BEING

6.1

al obligations to ensure the safety and health
ts a shared approach with you to identify and
rkplace, and to develop effective strategies for
includes your obligation to ensure that you comply

the Minjstry’s health and safety policies and ensuring that your action
Y ifaction Wm the health and safety of others at risk, throughout

oUr/period of fi erm employment.
@ %i
# I H

ays

An@
% titlements in this regard are dependant on the length of your fixed

term employment, and are detailed in the First Schedule.

.2 If you are employed to work in a part of the Ministry that operates a
customary closedown over the Christmas/New Year period, you
understand and agree that you will be required to take annual

holidays (including holidays in advance of your entitlement if
@ necessary) or unpaid leave to cover the period during which the

Page 4 of 16
STAFF-IN-CONFIDENCE
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STAFF-IN-CONFIDENCE

7.2 Public holidays

7.2.1

7.2.2

7.2.3

7.3.1

2. Alternative holidays
the parties.
7.3 Sick Leave

business is closed. The Ministry will confirm closedown dates as e&
as practicable each year.
ach

You are entitled to observe any of the i¢/holid v
calendar year which may fall within thg term perio your
employment, on pay where these fall/ondays~that would &S}Qrwise
be working days for you. However,

the Ministry may require you to work on
occurs during the fixed term perio your employ

Where you are required to w will be [p

times the applicable rate for,
receive an alternative holi
that would otherwise have

You will only receive/the title
specifically requests a -@’ jses youto w

ne and a half
k, and you will
orked is a day
king day for you.

Unless clause 73,141 app oty are entitled to 10 days of sick
leave fr of employment, and if applicable, on
completigh went 12-month period of continuous
servi period of employment less than 12
months i ck leave will be pro-rated accordingly.
73.J0. loyed on a part-time basis, your entitlement to
ill be pro-rated accordingly, provided that your

f untaken sick leave may be carried over into
following vye whilst you are employed by the Ministry, to a
maximum of 20 days (including the current year’s entitlement). Sick

lea ot faken at the termination of your employment with the
Ministry_caphot be cashed up.

ave may be used when you require time off to care for a sick
red spouse, partner or someone who depends on you for care.
dical certificate may be required to support your absence from

V&B
N
7.
ork on sick leave, in accordance with the Holidays Act 2003.

s
Q‘Ll
9

Page 5 of 16

ment/ Tangihanga Leave

Bereavement leave of up to five working days may be taken in the
event of the death of an immediate family member (as defined in the
Holidays Act 2003). If you have special responsibilities or need to
travel an unusually long distance to and from a funeral or tangi,
additional paid leave may be granted by the Ministry at its discretion.

STAFF-IN-CONFIDENCE
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STAFF-IN-CONFIDENCE

7.4.2 One day of bereavement leave may be available on the death of a
other person where the Ministry accepts (taking into account
factors set out in the Holidays Act 2003) that ve, suffe a
bereavement.

nd 7@%,\9&5

istry’s discret
have had lose

7.4.3 In addition to the entitlements under clauses
day’s paid leave may be provided, at t
attend an unveiling for a person with
association.

7.5 Holidays Act 2003

7.5.1 The entitlements set out in clause jnistered and
amending or

paid in accordance with the Holida ct 200
substituting legislation. They &, o ¥nclusi ot additional
to, the entitlements under ¢ 4

7.5.2  Further information ab our~stat

u@e entitlements is
available from the Ministy and Employment.
7.6 Other Leave Entitlements
7.6.1  Other leave entit i ing_Parental Leave, Jury Service/
Witness Leave, Lea ithout Pay m; pply to you and are outlined
in relevant Mi Ry poligy.
7.7 Notifying Absenc @

7.7.1  If you tob Ft work for any reason, you must notify your
man r abse as/soon as practicable on the first day of
tha cg, (and pre prior to your usual start time), and,

wh ssiblg’ advise the expected date of return to work.

ncefrem war out prior notice or without a valid reason is a
fth% and may result in the termination of your
ent.

istry remains at all times entitled to introduce, vary or cancel
licies and procedures at its sole discretion. You are required
iliarise yourself and comply with all rules, policies and
edures, and with any variations to them, at all times during your
ixed term employment. '

tual Property

y 8.2 t
;; 21 Any trade mark, goodwill, patent, design or copyright work,

procedure, process, formula, method of production, invention or
other discovery created by you during your fixed term employment

relating to the business of the Ministry or capable of being used or
adapted for use by the Ministry (‘intellectual property’), must be

Page 6 of 16
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8.2.2

8.3.1

8.3.2

8.3.3

N4
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disclosed to the Ministry as soon as you become gware of it and
be the absolute property of the Ministry.

Signature of this Agreement confirms that: automaticall
transfer your rights in all intellectual proper inistry wi
the need for further documentation, and rrevoga

all moral and other rights in relation t
you, you agree to promptly complete
take such other steps, as may

The Ministry has exclusive c#lp ohyou S ervices for the
duration of your fixed termy &niploy . ~must not undertake
any other paid work out y £ ithout prior written
consent.

Minystr in the absence of prior
t be dixeeity indirectly interested in

While you are empl
written consent, yo
any business or agti

8.3.2.1 Affec
ment; or

8.3.2.2 i nflict of interest, or have the

inistry of any actual, potential or possible
, or business or activity described above
OW any subsequent requirements issued by the
to the matter.

identiality

8l4 %f

information’ means all confidential information which is
public domain and which is reasonably regarded by the
s confidential to it, and of which you become aware in the
of your fixed term employment.

O,W
8. thér than to the extent necessary to carry out your duties or as

quired by law, you agree that you will hold all confidential
information belonging to, or in the possession of, or otherwise held or
used by the Ministry, in strict confidence and within the limitations
placed on you by your level of security clearance and/or the security
classification of the confidential information itself.

Other than to the extent necessary to carry out your duties or as
required by law, you will not, without the prior written consent of the
Ministry, directly or indirectly and at any time during your fixed term

STAFF-IN-CONFIDENCE
TNTTTALL FD



STAFF-IN-CONFIDENCE

employment or following its termination for any reason (for so lo
as the information continues to be confidential informiation):

8.4.3.1 Use any confidential information.

8.4.3.2 Disclose any confidential inform
company or organisation. '

8.4.3.3 Copy, store or forward any n
information for personal use, or
unauthorised person, firm

containi fidential
or use-lfﬁa other

8.5 Use of internet an_d email

8.5.1  You will have access to emai

course of your
I times your use

of the email and internet faciljtie the requirements of
Use Policy, .and all

1l
-‘4. i to time. Whilst a

try fr
[1s€ is acce E% . this must not interfere
¥s, an st\not be illegal or contrary to

instructions issued by
reasonable level of persqf
with your duties orobliga

8.6 Failure to Comply

8.6.1

Ministry. |
9 EMPLOYMEN NS %LEMS
9.1 Employmén tionship s will be resolved using the process set out
int e% hedu

10 REST NG AND SURPLUS STAFFING PROVISIONS

10.1 be adwhe Ministry of any proposal which is likely to result in
signjficant/changes_fo either the organisational structure, staffing or work
tices a Wi g”you or the fixed term role you hold at the time. The
nistry"w(ll ‘grqvide you with an opportunity to consider and respond to the
ropo our responses will be taken into account by the Ministry in

m i cisions.
affing situation exists when the Ministry requires a reduction in
er of employees; or when employees can no longer be employed in
rent or a similar position, at their current remuneration and terms

d conditions, including work location(s) (i.e. the terms of appointment to
fixed term position are altered).

of this clause may result in
inst you, up to and including the
fixed term employment with the

Page 8 of 16
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STAFF-IN-CONFIDENCE

10.3 Notice of Termination of Employment

10.3.1 One calendar months’ notice of termination o e
redundancy will be provided, or payment in
will be made at the Ministry’s election. This~notic
and is not additional to, the notice pgni
Schedule.

n

o

10.3.2 No compensation of any kind is paya i e event
employment terminates prior to the agreed™expiry
redundancy under clauses 10 or 1 this Agreem

t.

11 EMPLOYMENT PROTECTION IN CERTAI}

11.1 The Employment Relations Act 2000
would happen in the event that he.M

11.2 In these circumstances t
any proposal to sell all
work before a final decisi

11.3 If the Ministry decides r
in your fixed te
negotiate with
endeavouring £o%h
or similar t d /condi

employme r gnise?y
r

yg—surplus to is requirements, it will
ew ¢Q service provider with a view to

loymért fo
otice io

y~eason of

i cluding the fixed term nature of your
ouremployment service as continuous. You will

be advised.gFtimgframe ch negotiation, and for the acceptance of any
offer of emp t or ofany application and interview processes, as soon as
possib@

e

11.4 Yo ed to.g whether or not to accept employment with the new
co%ft?servicg% , should any offer be made.
i

11 be entitled to one calendar month’s notice of termination of
ment or.payAr? lieu of notice (this is not in addition to any other notice
erigd specifiedwwithin this Agreement).
MG %'ISTRY
1 ice

nless specified elsewhere in this Agreement or otherwise agreed
between the parties, your employment may be terminated at any
time prior to the agreed expiry date by either party giving the written

period.

Q notice period set out in the First Schedule. The Ministry may, at its
Q discretion, make payment in lieu of any or all of the required notice

Page 9 of 16
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STAFF-IN-CONFIDENCE

12.1.2 In any situation where notice is given, the Ministr
discretion, direct you to undertake only some or n
duties, or direct you to undertake reasonable
require you to remain away from the workpl
duties of any kind while remaining in employ
the notice period or any part of it. '

may, at its s

12.1.3 If you terminate your employment without
amount of notice, the Ministry may m uction
pay in lieu of the period of notice not given.

12.1.4 The Ministry may summarily dis
of serious misconduct, including

ithout rioti the event
reach ¢f th greement.

12.2 Abandonment of Employment \

12.2.1 If you are absent from work ore ive ‘consecutive days
without notification to th yol wi deemed to have
abandoned your emp i i) ill make reasonable
attempts to contact y ring/the peri m sence but the onus is

on you to make
absence.

12.3 Termination on Medical G ds

12.3.1 You understand and-#gree
prior to the

%

agreed expiry datedby giving the notice specified in the

equest that you undergo a medical or
examination or assessment by a registered
inated and paid for by the Ministry, in any of

12.3.2.2  Where we are in the process of determining or assessing
whiether you are capable of the full, proper and/or ongoing
formance of your duties

12: ~Where, following the provision of an initial report, the
Ministry requires an additional assessment or examination
by way of a ‘second opinion’

12.3.2.4 Where the Ministry considers that your physical and/or.

mental health may be affecting your ability to perform
é\ your duties safely and/or effectively.

3.3 You agree that the results of any examination or assessment will be
copied promptly to us. You also understand and agree that in the

event that you refuse to comply with any request for an examination
or assessment, or you refuse to allow the results to be copied to us,

@ we may make decisions regarding your fitness to perform your duties

Page 10 of 16
STAFF-IN-CONFIDENCE

INITIALLED



STAFF-IN-CONFIDENCE

on the basis of the other information that is available to us at
time.

12.4 Return of Ministry Property

12.4.1 On the expiry or earlier termination of yop
or at the direction of the Ministry ,a
employment, you agree to immediately 4

within your possession or control relating to the af
of, or belonging to, the Ministry. O

13 SUSPENSION

13.1 The Ministry reserves the right to-s
at its discretion:

13.1.1 While investigating
the performance
breach of this ag

13.1.2 or injury, the Ministry believes

hazard to yourself or to others; or

13.1.3 in the workplace could cause

e to the Ministry’'s image and

)

tion of an investigation into your conduct is
%on that you have failed, for any reason, to
t, in the investigation process, or where the
plete its investigation is frustrated by some
y's/ control, the Ministry may give one days’ notice

utther -k@ spension will be unpaid.
14 co@ss WATION
4.1 T Agr ent-sets out the general terms applicable to your fixed term
ployme erms which are specific to you, or to the role you are
erfofmning\of_will perform, are contained in the First Schedule or in your
letter of Offer. Together, these documents constitute the full and entire
, agh t~between the parties,

and supersede all other contracts or
) agreements (whether oral or written) that may previously have been in place.
, 14 %\égreement may be varied or updated at any time prior to the agreed
piry’ date by written agreement between the parties.
. the event you become covered by a collective agreement, this Agreement

will cease to apply in its entirety. The relevant terms contained in the
collective agreement will instead apply to you, to the extent that they relate

@Q to fixed term employees.
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DECLARATION AND SIGNATURE

In signing this Agreement, I declare that:

1.

SIGNED FOR AND

employment, and have been provided with
conditions.

I acknowledge that there is a legitimate b
ending on the stated expiry date or e
continued employment beyond that date
I was provided with a reasonable opp
and/or explanations of any term orCondit
to signing the Agreement. / Q
I do not have any physical and
ability to carry out my dutie

independent legal advice
not understand, prior

s which could affect my
r this Agreement.

The information that hat ided. Py n€ t0 the Ministry to date is true
and correct to the best of*n . dg€)and_bélief, and I have not omitted to
disclose any informati
employ me.

I understand
information
employm

Date

Date
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FIRST SCHEDULE @
INDIVIDUAL TERMS OF FIXED TERM EM@

Position: enter here
Commencement Date: enter here
Expiry Date or Event: enter here

Reason(s) for Fixed Term: enter here
Reporting To: ente@
Work Location(s): enter he
Hours and Days of WorI§§

; ,~ofhe in the morning and one in the afternoon, and one
, lunch break of one hour, where a full day is worked (and
amended as appropriate where part time hours are worked).
Total Fixe

neration

g

If paw
se Sa $XX, XXX
Kiwi $XX, XXX
Total\Fixe SXXX, XXX

contributions will only be made to one scheme at any time.

O:
Ann??%y Entitlement: The agreed period of your fixed term employment is 12 months or

4

more. For this reason, you will begin to accrue annual holidays at
4 weeks from commencement of employment, and from

commencement of any subsequent 12-month period of continuous
service under this Agreement.
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Annual holidays will be taken by agreement bétween the parti

Notice Period:
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THIRD SCHEDULE

RESOLVING EMPLOYMENT RELATIONSHIP PR @

1. The Ministry is committed to resolving employment réldtion problems a
arise and coming to a speedy and equitable solution partie
is an employment relationship problem, you and the Ministry’agree to}

1.1 Take reasonable steps to advise the o@ t the
1.2 First seek to resolve the mattey dire throu @ lon with the

person(s) involved;

1.3 If this is not possible or p
resolving the matter, foll
resolution procedures.

ion Is unsuccessful in
ry internal problem

3. The Ministry of Business, mployment will be the preferred
s confidential and aims to assist
the Ministry and empl employment relationship problem.

4, If agreement can i istance of mediation, you may submit
a personal griev i { '
2000 to the E
Authority is fi

thority for a decision. The decision of the
it is appealed to the Employment Court.

5. You are req

of 90 days-froy that gave rise to the personal grievance or when
the actio 0 otice. A personal grievance can only be raised out
of this.ti ement of the Ministry or through application to the
Emplay
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