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You are required to consider any changes they wish to negotiate, and respond to their suggestions. 

You are not required to agree to any or all of their proposals. 

Flow chart of the hiring process 

Define job needs

Seek applicants

Shortlist

Interview

Check references

Selection

Seek proof of citizenship or  

work permits

Written job offer

including additional matters 

such as casual or fixed-term 

employment or probationary or 

trial period

Establish wage and time record

Collective agreement and not  

a union member

Employed on terms of collective 

agreement for 30 days

Additional conditions may be  

agreed to

Given a copy of collective 

agreement

Union may be advised with 

employee’s consent

Employee may join union and 

collective at any time

If the employee does not join  

the union, conditions continue 

to apply after 30 days unless 

renegotiated

Collective agreement and 

union member

Covered by collective 

agreement

Additional conditions may  

be agreed to

Individual agreement

Written agreement offered 

including the terms required 

under the Employment 

Relations Act 2000 and 

Holidays Act 2003

Opportunity to consider  

terms offered

Consider/respond  

to matters raised by  

employee

Agreement signed or 

renegotiated then signed

Copy given to employee




