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When you have to be right

CCH Small Business Workforce

and HR Toolkit

Do you have to juggle time-consuming HR
tasks with all your other jobs?

Are you familiar with employment law, but
not always sure how to apply it?

When you have a delicate staff situation, do
you know the best way to respond?

Many small businesses don't have the luxury
of a dedicated HR person, and even for those
that do, access to practical tools that save
time and ensure the correct processes are
being followed is invaluable.

The CCH Small Business Workforce and HR
Toolkit is designed to provide businesses
with the resources required to help manage
day-to-day HR operations efficiently and deal
with any delicate situations that may arise
with confidence.

Equip your business with the right tools. CCH
Small Business Workforce and HR Toolkit is a
practical online workflow toolkit consisting of
four modules: Employment Agreements, HR
Policies, HR Forms and Letters, and Discipline,
Disputes and Grievances.

Each module contains clear explanations
and guidance on the procedures required
to comply with current employment law and
includes time-saving templates, forms and
letters that can be customised to suit any
business.

Stay right up to date

The Small Business Workforce and HR Toolkit
is regularly updated to ensure you have the
information required to comply with current
employment law and follow best professional
practice.

Key benefits

m Successfully draw up and negotiate
employment contracts for employees and
contractors

B Save time and ensure a consistent
approach with model forms and
templates that can be easily adapted to
suit the needs of your business

B Avoid unnecessary disputes and minimise
the risk of employment grievances with
correct policies and procedures in place

®m Know how to respond to difficult
situations or manage poor
performance with expert guidance and
information at hand

m Work with confidence, knowing that you
comply with current employment
legislation and follow best
professional practice

B Reduce overheads incurred from
external consultants and lawyers.
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Modules
Employment Agreements

Everything you need to help draw up legally
compliant individual and collective
employment agreements, including examples,
templates and expert information.

HR Policies

An extensive library of policy statements
covering most aspects of HR management
that can be easily adapted to suit the needs
of any business. It provides information and
guidance on how to implement policies and
the appropriate way to respond to a wide
range of situations.

HR Forms & Letters

Over 100 forms and letters that enable
employers to quickly identify the correct
documentation for any given situation. Each
document includes a clear explanation about
how and when it should be used.

Discipline, Disputes and Grievances

The tools you need to deal with a wide range
of workplace problems to help prevent
issues from escalating or resulting in costly
employment disputes.

BULLETIN: Included in the service is the New Zealand Employers Bulletin, a comprehensive

E newsletter covering relevant news and developments in the area of employment law and

providing expert commentary on major court decisions and other interesting cases.

A NEWS: Included in the service is New Zealand Employment and HR Tracker, a regular alerting
" service from CCH analysts that keeps you up-to-date with news and developments as they
happen. Tracker alerts can be received daily or weekly, by RSS feed or email — the choice is

yours.

ONLINE: This 12-month subscription can be accessed through IntelliConnect®, CCH's online
subscription content with powerful search functions to speed up research.

For more information visit Wolters Kluwer New Zealand | www.wolterskluwer.co.nz | 0800 500 224 or to
subscribe, contact our Account Managers for your area:

Grant Cartwright | Call 021 430 712 | Email: grant.cartwright@wolterskluwer.com | National Major Accounts
Sunshine Metro | Call 021 860 206 | Email: sunshine.metro@wolterskluwer.com | Auckland CBD
Trish Glover | Call 021 430 716] Email: trish.glover@wolterskluwer.com | Auckland West & South, Waikato,

Taranaki, Taupo & Hawkes Bay

Ben Haarmann | Call 029 201 2520 | Email: ben.haarmann@wolterskluwer.com | Auckland North, East &

South East, Northland, Tauranga, Gisborne

Jodi Percy | Call 021 430 719 | Email: jodi.percy@wolterskluwer.com | Wellington, Lower North Island, Nelson/

Marlborough

Sarah Innes | Call 021 430 715 | Email: sarah.innes@wolterskluwer.com | South Island excl. Nelson/

Marlborough
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