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Introduction
Welcome to ESR!
This handbook gives you information
about working at ESR such as
pay procedures, leave provisions,
performance, development and staff
benefits, information about who we are
as an organisation, as well as other
important policies and procedures that
all staff need to know. If you are a new
employee, please read it to help you get
the best possible start at ESR.
Actual terms and conditions of
employment are covered by your
employment agreement.

c. Enhancing the protection of New
Zealand’s food-based economy through
the management of food safety risks
associated with traded goods.

This handbook is updated regularly by
Human Resources in consultation with
the PSA.

d. Improving the safety of fresh water and
groundwater resources for human use
and the safer use of biowastes.

Who we are
Our official title is the Institute of
Environmental Science and Research
Limited, but we are generally referred to
as ESR.
ESR is a Crown Research Institute (CRI)
that specialises in science relating to
people and communities, employing over
400 employees across four main sites.
Our science, technology and clinical
services, and innovative products help
safeguard people’s health, protect foodbased economies, improve the safety
of our fresh water and ground water,
reduce land waste and contributes expert
forensic science to justice systems.
Our world-class knowledge, research
and laboratory services help our partners
and clients solve complex problems
and protect people in New Zealand and
around the world.
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You can find out more about ESR on the
Connect homepage under ‘About ESR’.

Our purpose
Our purpose is to deliver enhanced
scientific and research services to the
public health, food safety, security and
justice systems and the environmental
sector and to contribute to the economic,
environmental and social well-being of
people and communities.

ESR translates its core purpose outcomes
directly into four science areas: public
health, forensic science, food safety and
fresh water.

Our mission
Keeping people and communities safe,
healthy and prosperous through smart
and sustainable science.

Our vision
ESR is a world leader in the science
that keeps people safe, healthy and
prosperous. Our customers regard us
as a critical partner for their work and
we are known for our service ethic. They
seek us out for our innovation and highquality science solutions and leadingedge research. We are a magnet for
talented people.

Our values
Our values ensure we are trusted
advisors, delivering leading-edge science
solutions and quality services for the
greater good of our organisation and
beyond.

Our work focuses on:
a. Safeguarding the health of New
Zealanders through improvements
in the management of human
biosecurity and threats to public
health.
b. Increasing the effectiveness of
forensic science services applied
to safety, security and justice
investigations and processes.
3

Corporate publications

Our business groups

Statement of Corporate Intent
(SCI)

Forensic

G.37

The purpose of the Forensic business
group is to provide research, analytical
and consultancy services in forensic and
related sciences to law enforcement,
regulatory, commercial and research
organisations. The Forensic business
group undertakes independent and
impartial forensic case work and
investigation.

Statement of
Corporate Intent

The SCI is our five-year plan to meet
the Government’s objectives regarding
Science in New Zealand. It sets out our
direction and areas of focus, particularly
on core business areas, as well as
financial and non-financial performance
measures and targets for the year
ahead. The SCI is prepared by the Board
in consultation with senior management
and is tabled in Parliament at the
beginning of September each year. The
latest Statement of Corporate Intent can
be found on the ESR website.

2020 – 2025

Health and environment
The purpose of the Health and
Environment business group is
to provide health services to key
government health and biosecurity
agencies, district health boards and
local government. Services include
the national reference services for
medical microbiology, rapid response to
emerging health issues, public health
management of infectious diseases,
scientific advice and expertise relating
to food safety, the management of
drinking, recreational and wastewater,
social systems, ionising and non-ionising
radiation and human biosecurity.

Annual and half yearly reports
G.37

The Annual Report is published at
the end of the financial year as part
of our obligations under the Crown
Research Institutes Act 1992. The report
contains the financial statements and
a review of activities for the year. The
Half Yearly report is prepared at the
end of the calendar year and tabled in
Parliament at the beginning of March.
The reports detail the performance
against SCI targets for the six months
ended 31 December. Annual and Half
Yearly Reports can be found on the ESR
website.

Science for Communities

SAFER FOOD

People, culture and
communications
ANNUAL REPORT 2019

OUR IMPACTS

G.37

Science for Communities
Safer communities

HALF-YEARLY REPORT

We increase the effectiveness of forensic science services applied to safety, security and justice
investigations and processes.

for the six months ending 31 December 2019

ESR has a vital role in providing trusted, independent
forensic evidence to inform criminal investigations and
court proceedings.

2018/19 forensic statistics

We provide world-class forensic science services and
research to our strategic partner New Zealand Police, and
other government agencies.
Our expert scientists undertake crime scene analysis, drug
analysis and intelligence, toxicology, and human biology in
forensic laboratories accredited to the highest international
standards.

10,904

Our crime scene investigators work with Police and
international law enforcement on physical evidence analysis,
blood pattern analysis, clandestine laboratories and DNA
profiling. We work closely with the New Zealand Customs
Service on illicit substance screening and detection.

total exhibits

71%

intelligence, toxicology and human

5,000
0

BLOOD ALCOHOL
– CASEWORK

Number of cases

15,000
10,000

TOXICOLOGY – CASEWORK

25,000
20,000

BIOLOGY – CASEWORK

scene analysis, drug analysis and

DRUGS/CLAN LAB – CASEWORK

35,000
30,000

Our scientists undertake crime

PHYSICAL EVIDENCE
– CASEWORK

crime-to-person link rate
against DNA database

total samples
analysed

SAFER FOOD

ESR, in collaboration with external agencies, rapidly sourced
and analysed drug samples from throughout the country,
identifying distinctive geographical and temporal distribution
patterns and providing information on trends in the synthetic
drugs market.

202,140

118,337

67

homicide cases

508
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This project resulted in the rapid identification of the
synthetic cannabinoids implicated in the initial mass event
of emergency department admissions and deaths beginning
in May 2017. From this time until May 2019, ESR detected
synthetic cannabinoids in 90 deaths referred to the Coroner
in New Zealand that may be linked to the use of these
substances, predominantly AMB-FUBINACA, followed by
5F-ADB.

This data was used by ESR to inform and assist
enforcement and health agencies in New
Zealand in tackling the harm being caused
by these dangerous drugs.

Southern region

Southern region

Central region

5F-ADB+ ADB-FUBINACA
1 of 8
5F-ADB +5FMDMB-PICA
Central region
Central
Region
14 cases

Wellington

AMB-FUBINACA
56
AMB-FUBINACA +5F-ADB 5
5F-ADB
5
AMB-FUBINACA+5F-MDMB-PICA
5F-MDMB-PICA
1

AMB-FUBINACA +5F-ADB
2of 8
AMB-FUBINACA
56
5F-ADB
1 of 8
AMB-FUBINACA
+5F-ADB 5
5F-ADB+ ADB-FUBINACA
1 of 8
5F-ADB
5
5F-ADB +5FMDMB-PICA
1 of 8
AMB-FUBINACA+5F-MDMB-PICA
1
5F-MDMB-PICA
1 of 8
5F-MDMB-PICA
1
AMB-FUBINACA+5F-MDMB-PICA
1 of 8
AMB-FUBINACA+5F-ADB+ADB-FUBINACA
1 of 8
AMB-FUBINACA +5F-ADB
2of 8
5F-ADB
1 of 8
5F-ADB+ ADB-FUBINACA
1 of 8
5F-ADB +5FMDMB-PICA
1 of 8
5F-MDMB-PICA
1 of 8
AMB-FUBINACA+5F-MDMB-PICA
1 of 8
AMB-FUBINACA+5F-ADB+ADB-FUBINACA
1 of 8

5F-ADB+ ADB-FUBINACA
1 of 8
5F-ADB +5FMDMB-PICA

During the same two-year period the United Nations Office on
Drugs and Crime (UNODC) reported that these were the most
common substances seized in Asia, Europe, Oceania and
the Americas.
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Christchurch

Northern region

biology

sexual assault cases

Northern region
Northern
Region
68 cases

Auckland
Northern region

A two-year ESR research project identified new psychoactive
substances crossing our border, tracking their real-time use in
our population and identifying which substances are causing
harm in New Zealand communities.

total DNA profiles held in database

Our research and development team continually seeks out
new ways to use the latest technology to solve crime. We are
currently experimenting with machine learning and portable
sensors to develop practical solutions that analyse drugs
rapidly.

New psychoactive substances are making their way onto
our shores. These dangerous drugs are not only causing
significant harm, but leading to an increasing number of
fatalities.
ESR’s work in this field helps to identify and detect how to
treat people who have severe reactions to drugs. We work
closely with Police, the New Zealand Customs Service, the
Ministry of Health and medical experts to help mitigate and
reduce the harm of these substances.

50,776

total cases

The tragic impacts of synthetic
cannabinoids

The purpose of the People, Culture &
Communications business group is to
design and deliver people strategies
that will help raise leadership capability,
culture and performance across
ESR, and develop and implement
communication and marketing strategies
that improve engagement with
employees, customers and stakeholders.

3,316

blood alcohol cases
under the LTA

1,993

coronial cases
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ESR is part of a global response
Southern
Region
Southern region
to the synthetic substance crisis
8 cases
and a major contributor to an
international collaboration
with UNODC to prioritise the
most harmful, persistent
and prevalent new
KEY
psychoactive substances
for international action.
AMB-FUBINACA
Timely data-sharing
5F-ADB
within New Zealand and
AMB-FUBINACA +5F-ADB
internationally is assisting
our
5F-ADB+5F-MDMB-PICA
Central region
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partners to predict, prevent and
5F-MDMB-PICA AMB-FUBINACA
AMB-FUBINACA +5F-ADB 5
protect New Zealand communities
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substances available on the world market.
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1
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ESR site locations and services
Business services

He Pūtaiao Māori impact group

The purpose of the Business Support
group is to deliver support services
to ESR that keep the business ticking
such as facilities management,
financial services, procurement,
information management, business risk
management and strategic planning
and performance as well as business
analysis, business intelligence and
reporting, application development
and support, knowledge management,
technology infrastructure support and
project management.

The purpose of the Māori impact group
is to support a wide research portfolio
delivering desired outcomes with Māori
through research both in partnership
with and led by Māori, and to support
the wider organisation as ESR grows to
achieve its aspiration of Māori Impact
becoming part of ESR’s identity.

Chief Scientist and research
The purpose of the Science and
Research group is to provide research,
library, data science, commercialisation,
business development and intellectual
property support services to ESR staff,
and stakeholder strategic liaison with
government and private organisations.
The Science and Research group
coordinates the submission of grant
funding applications (including the
ESR SSIF funding process), ethics,
scientific publishing, intellectual
property disclosure and management,
literature sourcing and searching.
The group also helps develop
organisational strategic direction in
Science disciplines, Commercialisation,
Intellectual Property. Prior to applying
for any research funding, research
collaborations, publishing or ethics you
must contact the research office.

Governance, legal and assurance
We support ESR’s leaders make
informed decisions for a trusted and
confident ESR. We do this through
delivering expert strategic advice and
support to the Board, Chief Executive,
Senior Leadership and wider ESR in the
areas of governance, legal and risk and
assurance.

Mount Albert Science Centre (MASC)
Employees at our Mt Albert Science Centre
are specialists in:
•
•
•
•

forensic service centre
forensic biology
forensic chemistry
radiation science

Physical address: 120 Mt Albert Road
Sandringham, Auckland, 1025
(A site in Dominion Road, Auckland oversees the Alcohol and
Other Drug Treatment Court group.)

Kenepuru Science Centre (KSC)
Employees at our Kenepuru Science Centre
are specialists in:
•
•
•
•
•
•
•
•
•
•

analytical services
communicable disease
forensic toxicology
information management
pharmaceuticals
population and environmental health
public health surveillance
workplace drug & alcohol testing
forensic service centre
corporate support

Physical address:
34 Kenepuru Drive,
Porirua,
Wellington, 5028
Christchurch Science
Centre (CSC)
Employees at our
Christchurch Science Centre are specialists in:
•
•
•
•
•
•

action research
food safety
forensic service centre
social and systems science
water management
radiation science

National Centre
for Biosecurity and
Infectious Disease
(NCBID) – Wallaceville
NCBID provides
centralised coordination
and emergency response
for disease outbreaks,
biosecurity investigations,
chemical and biological
threats and events.

Physical address:
66 Ward Street,
Wallaceville, Upper
Hutt, 5018

Physical address: 27 Creyke Road, Ilam, Christchurch 8041
6
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What we offer
We are committed to being a
good employer
ESR has an obligation to be a
good employer. This carries many
responsibilities, but above all a
commitment to treat employees fairly.
Under Section 5(1)(e) of the Crown
Research Institutes Act 1992, ESR is
required to be a good employer, which
is linked to the definitions described by
section 118 of the Crown Entities Act
2004.
Section 118(2)(a-h) defines what this
means:
“For the purposes of this section, a ‘good
employer’ is an employer who operates
a personnel policy containing provisions
generally accepted as necessary for fair
and proper treatment of all employees
in all aspects of their employment,
including provisions requiring:
(a) good and safe working conditions;
and
(b) an equal employment opportunities
programme; and
(c) the impartial selection of suitably
qualified persons for appointment;
and
(d) recognition of the —
i.

aims and aspirations of Māori;
and

ii. employment requirements of
Māori; and
iii. need for involvement of Māori as
employees of the entity; and
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(e) opportunities for the enhancement of
the abilities of individual employees;
and
(f) recognition of the aims and
aspirations and employment
requirements, and the cultural
differences, of ethnic or minority
groups; and
(g) recognition of the employment
requirements of women; and
(h) recognition of the employment
requirements of persons with
disabilities.
ESR abides by equal employment
opportunity (EEO) principles, and
therefore these concepts are included
in all ESR policies, systems and
values. EEO principles oppose unfair
discrimination on the basis of gender,
race, disability, marital status, age,
sexual orientation and other grounds.
This handbook outlines in more detail
what we are doing to ensure that we are
a good employer.

Partnership forum
ESR is committed to employee
involvement in the facilitation of sound
employee relations and involvement
in the development of ESR. One of the
mechanisms it uses to achieve this is
the partnership forum it has with the
PSA. Both ESR and the PSA agree their
partnership relationship is based on a
commitment to work to promote the
following shared outcomes:
•

Co-operative and open relationships,
where the needs of both employees
and management are better
understood and met

•

A culture of respect, mutual trust
and quality communication

•

Increased collective participation of
employees, through the union, adding
value to the work of the parties

•

Skilled, valued, challenged and
fulfilled employees.

The overall aim of this involvement
is to promote co-operative and open
relationships where the mutual and
differing interests of each party are
respected.
A Partnership for Quality (PfQ) meeting is
held with PSA delegates and the People
and Communications team several times
throughout the year. It is a method
whereby employees can communicate,
through the PSA and where
recommendations and suggestions can
be made to ESR management for their
consideration prior to making a final
decision.

Infant feeding breaks
The employer will provide appropriate
facilities and unpaid breaks for
employees who wish to breast feed
(including expressing breast milk). These
breaks are provided in addition to rest
and meal breaks. Where agreed upon
by the employer and employee the rest
and meal breaks can also be used as
breastfeeding breaks.

Workplace flexibility
Our aim is to utilise the full potential of
employees by providing a flexible and
supportive work environment where
possible. This may be achieved by
initiatives including:
•

Job sharing

•

Part time work

•

Flexibility when returning from
parental leave

•

Flexibility of working hours for
attendance at significant family
events e.g. school sports days

Operating hours
At ESR, facilities may be open seven days
a week. For client related operations
ESR’s work sites are staffed between
8.00am and 5.00pm, Monday to Friday.

Standard hours
Expected hours of work are detailed in
your relevant employment agreement.
Full-time employees whose employment
agreement is the Collective Employment
Agreement (CEA) are expected to work
standard hours, unless they have agreed
in writing some other arrangement with
their Business Group General Manager
and Manager.

A positive work environment will be
provided for all employees including:
•

Appropriate facilities will be
available as required for employees
with disabilities

•

Procedures for dealing with
unacceptable behaviour are in place

•

Use of non-sexist language

•

Sensitivity to cultural and religious
needs/requirements
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Pay and benefits
Dynamic working
ESR recognises the need for employees
to have flexibility in their working hours.
As above, sites are open between
8.00am and 5.00pm; however individual
start and end times may vary and will be
accommodated wherever practicable.

•

•

Extended flexitime
Principles and Guidelines:
•

•
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Extended flexitime is a privilege
and not a right. The privilege will
be reviewed at least once a year
during the Te Kāpehu process, and
at any other time if requested by the
employee or the employee’s team or
manager.
With extended flexitime, there is
no requirement to work core hours
(9.30am – 3.30pm) but work sites
are still expected to be staffed
from 8.00a.m. to 5.00p.m, Monday
to Friday. Extended flexitime will
generally be worked on a Monday to
Friday basis.

•

An fulltime employee should work
not less than four days per week and
not less than 75 hours per fortnight.

•

The work of the employee’s team
or group must not be adversely
affected. Employees wishing to
work extended flexitime must obtain
agreement from their team or
immediate manager before obtaining
approval from their business group
general manager.

•

The health and welfare of the
employee must not suffer, and all
Health and Safety regulations must
be observed.
If required to work overtime, the
employee and his/her manager will
negotiate overtime conditions no
less favourable to the employee than
those stated in the CEA.
If the employee has an accident, ACC
will be paid as if they had worked
standard hours prior to the accident.

Other flexible working
arrangements
Flexible working arrangements including
periods of working from home where
practicable may be possible and may
be negotiated between the employee,
manager and team, on a case by case
basis as the situation arises.

Payroll and authority for payment
Payroll is located centrally in Wellington
and is administered by a Payroll

Manager. Employees are paid fortnightly
and pay day is a Wednesday.
All salary and total remuneration
changes must be approved by the
Chief Executive or delegated authority.
Employees will be advised of any
approved revision to remuneration. It is
recognised that employees are paid a
per annum remuneration and that this
reconciles over a twelve-month period.

Method of payment
Salaries are paid fortnightly by direct
credit to a bank account when ESR
receives appropriate written authority
from an employee. Casual Wages are
also paid by direct credit. ESR provides
employees with a written advice of gross
pay and deductions by email each pay.

Deductions from salaries and
wages
The Chief Executive or delegated
authority is entitled to make deductions
from an employee’s total remuneration:
•

in accordance with the Wages
Protection Act 1983 and with notice
given to the employee;

•

at the employee’s written request;

•

subject to the provisions of ESR’s
Collective Employment Agreement,
for time lost through the employee’s
sickness, accident or default

Payment of salary on resignation
or retirement
An employee who resigns receives final
total remuneration on the last day of
duty, if reasonable notice has been given.

Health insurance
Employees are able to join the ESR
Southern Cross Insurance Group
Scheme. Being part of a group decreases
the level of the fortnightly payment
compared to an individual membership.
The responsibility for the arrangement
for payment of contributions lies with
the employee.

Life insurance, income protection
and critical illness cover
ESR provides life insurancefor all
permanent employees working more
than 15 hours per week. This life
insurance benefit is equal to one times
your base salary (subject to a limit).
Understanding that the amount of cover
provided by ESR may not meet all of
your financial risk requirements, ESR
has set the programme up to allow
employees to increase their level of
life cover and to also include critical
illness and income protection cover on
a voluntary basis, where employees pay
for any additional cover wanted. Spouses
are also able to apply for life cover under
the programme and benefit from the
heavily discounted premium rates. Use
the premium calculatoron Connect
(ESR’s intranet) to see how much the
additional voluntary cover would cost.
A funeral advancement benefit of
$15,000 will be paid immediately
following notification of your death with
the remaining benefit payable to your
estate following receipt of all claim
requirements.
The Terminal Illness benefit is payable
directly to you. If you are diagnosed
with a terminal illness, the insurer
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will consider early payment of the life
insurance benefit if medical evidence
indicates that your life expectancy is
less than 12 months, regardless of any
treatment being undertaken. These
benefits are paid as a tax-free lump
sum. It is recommended that you have a
Will in place so that any Life Insurance
benefit will be used as you intended.
This benefit ceases when you turn 70.

Allowances and expenses
In certain circumstances it may be
appropriate for employees to be
provided an allowance for different or
additional work expectations or for their
expenses to be covered.
Further information on the Higher
Duties, Special Duties and Standby
Allowances are contained in the ESR
Collective Employment Agreement
or relevant Individual Employment
Agreement.

Transfer expenses
A new appointee, or an employee being
transferred at ESR’s convenience, may
have their costs actually and reasonably
incurred, met by ESR in full or in part,
depending on the circumstances. Any
agreement by ESR to meet transfer
costs will be set out in writing prior to
relocation and signed off by the relevant
business group General Manager. An
expense claim for reimbursement of
relocation costs must be provided within
six months of starting the new position.
Such costs may include:

a. Removal of furniture and effects
Expenses, including insurance and
storage, incurred in transferring
household effects to new locations
(including household pets, freezer
contents, telephone installation and
television aerials).

Domestic and international
travelling expenses

b. Travel expense
Payment of expenses during travel
and on arrival. These may include
meals, travel and accommodation for
up to seven days after arrival.

Details of what constitutes acceptable
use and the applicable procedures can
be found in the Travel Policy, ESR Travel
Manual, Purchasing Card Policy and
Expense Reimbursement Policy.

c. Board and lodging for an employee
with a family
Actual and reasonable expenses for
board and lodging to an employee
who is maintaining a home at the
previous location.

‘Actual and reasonable’ means that
actual costs of a reasonable amount will
be reimbursed by ESR. Those employees
travelling regularly are encouraged to
get an ESR P-card to ensure that they
are not out of pocket. Cash advances
may be requested from the finance
team, in consultation with your direct
line manager.

d. Accommodation allowance for
employees without a family
If an employee without dependents
has difficulty finding suitable
accommodation at the new
location, they may be granted an
accommodation allowance for up to
one month as well as for the period
mentioned in (b) above.

All actual and reasonable expenses
incurred while away on ESR business
will be covered or reimbursed by ESR,
on receipt of appropriate proof of the
expense.

Footwear allowance
ESR will reimburse employees up to
$100 per year or $200 over two years for
footwear, upon presentation of a receipt,
for the purchase of the appropriate
footwear for laboratory use. Further
information about what constitutes
appropriate footwear and how
employees can submit an expense claim
for reimbursement can be found on the
Health and Safety pages on Connect.

Eyewear
Employees who normally wear
prescription spectacles will be
reimbursed for the reasonable cost of
obtaining prescription safety glasses.
Further information on eyewear and how
employees can submit an expense claim
for reimbursement can be found on the
Health and Safety pages on Connect.

e. When an employee on transfer
buys or sells land, a refund of the
following expenses may be made:
(i) estate agent’s commission;
(ii) legal fees; and
(iii) penalty mortgage repayment
charges.
Purchases and sales of land must be
completed within two years of transfer
to the new location.
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Leave
Leave provisions

What is entitlement leave?

What is accrued leave?

Leave entitlements are outlined in the
employee’s employment agreement and
granted in accordance with the Holidays
Act 2003.

After your first 12 months of
employment and at each subsequent
anniversary, ESR provides an annual
leave entitlement in accordance with
the leave provisions specified in the
relevant employment agreement – this
is usually calculated on a pro rata
basis for part time workers. All annual
leave entitlement should be used in the
coming 12-month period; however, ESR
allows employees to carry over five days
from one entitlement period to the next.

The accrued leave balance is a running
total to illustrate the leave which is being
accrued and will become the employee’s
entitlement on the first and subsequent
anniversary of the employee’s
commencement date.

How is annual leave earned?
The Act requires that employees are
given an entitlement of not less than
four weeks paid annual holidays after 12
months’ continuous service with ESR.
This means that there is no actual leave
entitlement for an employee in their first
year of employment with ESR. However,
with their manager’s approval, it is
possible for employees to use annual
leave in anticipation of this entitlement.
Employees are able to view their leave
balances using the ESR SAP Portal on
Connect. However, it should be noted
that there are two columns representing
an employee’s leave balance – namely
Accrual hours and Entitlement hours,
the difference between which can often
be confusing. Below are the definitions
and some examples:

On an employee’s anniversary the hours
formerly attributed to accrued leave
are transferred to entitlement hours
(less any leave in advance). The cycle of
accrual then commences again for the
next 12 months.
It is important to note that the leave
information reported on the payslip only
refers to the employee’s entitlement
leave.

Example 1: Leave balance with entitlement and accrual hours
Entitlement (Hours)
Leave earned on your anniversary minus
leave taken during the previous 12 months.

Accrual (Hours)
Running total of hours accrued since last
anniversary (15.06.2012). This will become
entitlement at the anniversary date.

In many organisations employees only
see their entitlement balance and the
accrual is not shown as part of total
hours. ESR’s balances show both.
If you are in your first year of
employment or have exhausted your
current entitlement and anticipate
leave, no hours are deducted from the
accrued balance – instead a negative
entry is made against entitlement hours.
This is because you are taking “leave
in advance” of entitlement and the
negative hours will be deducted from
your next entitlement when it falls due
(As opposed to Example 1 see Example
2 below).

ESR provides annual leave for rest and
recreation purposes. To that end we
encourage employees to take at least
two weeks’ continuous leave as a block
of time.
The taking of annual leave must be
agreed between the manager and the
employee. It is always advisable to
discuss leave plans with the manager in
advance to avoid disappointment at set
plans needing to be changed if not at a
suitable time for ESR. The wishes of the
employee as to the timing of leave will
be met as far as possible. If agreement
cannot be reached the manager must
give 14 days’ notice for the employee to
take leave.
Employees must give reasonable notice
to their manager of their intention
to take annual leave. For business
continuity purposes, if an employee
wishes to take a block of leave i.e. two
weeks or more, it is appreciated that at
least one month’s notice is provided to
their manager.

Example 2 – Negative accrual balance
Entitlement (Hours)
Leave earned on your anniversary minus
leave taken during the previous 12 months.
Entitlement shows negative 16 hours,
anticipated from next entitlement.

Accrual (Hours)
Running total of hours accrued since last
anniversary (05.01.2021). This will become
entitlement at the anniversary date.

Accrual (Hours)
Next anniversary date, at which time accrued leave will have reached
176 hours and will transfer to entitlement less any anticipated leave.
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Anticipation of annual leave

ESR days

An employee may anticipate up to
10 days leave over the amount accrued
at any time. The Holidays Act provides
the ability to cash up annual leave for
‘one week’. Negative leave balances will
be debited from any employee’s final pay
on termination of employment.

ESR provides three days holiday each
year between the Public Holidays
observed for Christmas Day and New
Year’s Day. Where the employee is not
required to work between Christmas
and New Year then these holidays shall
be taken during that period. Where
the employer requires the employee
to work or be on call on the ESR Days,
the employee will be entitled to an
alternative day(s) off, which shall
be taken on a day or days mutually
agreed between the employer and
the employee. In the case of part time
employees, Statutory and ESR days
will be granted only when the day
concerned is a day normally worked by
the employee.

Public holidays
ESR recognises, and employees are
entitled to the public holidays outlined in
the Holidays Act 2003:
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•

Christmas Day

•

Boxing Day

•

New Year’s Day

•

the Day after New Year’s Day

•

Waitangi Day (observed on
Monday if falls on weekend)

Sick leave

Under the terms of the Holidays Act
2003, an employee may negotiate to
replace these days with other holidays of
religious or cultural significance to them.

Sick leave is made available to
employees who become sick or injured
to allow them time off to recuperate.
Sick leave may be granted when the
employee must be absent from work
to attend to a child, family, partner
or member of the household who,
through illness, becomes dependent on
the employee. When an employee is
absent on sick leave for three or more
consecutive days the employer may
require the employee to produce proof
of sickness for sick leave taken if the
sickness that gave rise to the leave is for
a period of three or more consecutive
calendar days.

Further information regarding the
entitlement to and application of Public
Holidays can be found in an employee’s
employment agreement.

An employee may anticipate up to
five days’ sick leave over the amount
owing at any specific time. In special
circumstances, additional paid

•

Good Friday

•

Easter Monday

•

Anzac Day (observed on
Monday if falls on weekend)

•

Sovereign’s Birthday observance

•

Labour Day

•

Anniversary Day (as regionally
observed)

Parental leave
sick leave may be granted with the
authorisation of the GM People, Culture
and Communication. Approval will be
determined on a case by case basis. The
appropriate application must be made
in accordance with current guidelines
available on Connect.
When sickness occurs during annual or
service leave and disrupts that leave,
the Employer may permit the period
of sickness to be debited against sick
leave entitlement except where the
sickness occurs during leave following
termination of employment.
Further information regarding the
entitlement to and application of sick
leave can be found in an employee’s
employment agreement.

Service leave
The intention of service leave is to
make time available and/or provide
financial support for employees to focus
on their own personal development in
recognition of service to the company
over a defined period.
Service leave is given to employees to
enable them to undertake an extra paid
break from work in a block of time. It
also provides a mechanism to allow
employees to realise the cash value if
used in conjunction with annual leave.
Further information regarding the
entitlement to and application of service
leave can be found in an employee’s
employment agreement.

Parental Leave is available in
accordance with the Parental Leave and
Employment Protection Act 1987.
More information on Parental Leave
this can be found in an employee’s
employment agreement and on the
MBIE Website. Information on the
process to be followed and forms to be
completed are contained in the Parental
Leave Guide on Connect. Employees
should consult a member of the Human
Resources team for the full range of
provisions.

Community responsibility
ESR recognises the importance of
community activities and will grant
paid leave for jury service and witness
leave. Employees may also receive paid
leave for military training, civil defence,
search and rescue, firefighting and for
attendance at Local Authority Board
meetings, Councils, Committees and
other bodies as long as the employee
can be released from work and there is
no conflict of interest.
Any payment (less any expenses)
received for the period that paid leave
was granted will be refunded to ESR.
ESR has responsibilities under the
Treaty of Waitangi to grant leave for
attendance at Land Court hearings
or when an employee needs to be
a member of a support group i.e.
attendance at an interview in support of
an interviewee. The amount of paid leave
that is provided would depend on each
situation and should be discussed with
the manager. Managers should be aware
of the cultural needs of their employees.
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Wellness
ESR volunteer day

Wellness programme

ESR supports staff who wish to
contribute to the wider community
through volunteer work by providing up
to one day’s paid volunteer leave each
year. All permanent and fixed term staff
with more than 12 months’ service are
eligible for the Volunteer day. You can
apply for your volunteer day through the
self service portal on Connect.

ESR is committed to ensuring that its
employees get appropriate support and
advice to help them get and stay healthy
and to mitigate any possible adverse
impacts of their employment on their
overall health and well-being.
The Wellness Programme includes:
•

Bereavement/Tangihanga leave
Bereavement leave is granted in
accordance with the Holidays Act 2003
and ESR will administer these provisions
in a culturally sensitive manner, on a
case by case basis.
An employee shall be granted
bereavement leave on full pay to
discharge their obligation and/or to pay
their respects to a deceased person
with whom they had a close association.
Such obligations may exist because
of blood or family ties or because of a
particular cultural requirement such as
attendance at all or part of a Tangihanga
(or equivalent). Such bereavement leave
would normally be up to three working
days, however in the event of the death
of the employee’s partner; parent;
child; brother or sister; grandparent; or
partner’s parent, the employee shall be
entitled to at least three working days’
bereavement leave.
Further information regarding your
entitlement to and the application of
bereavement leave can be found in your
employment agreement.
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Special leave, with or without pay
From time to time, the CE or delegated
authority may grant an employee
special leave, with or without pay. This
leave is additional to the entitlements
specified above and will be considered in
exceptional circumstances where other
leave options have been exhausted.
Employment conditions may be
impacted by the taking of extended
periods of special leave, with or without
pay. Therefore, it is important to
understand the clauses set out in your
employment agreement. Employees
should also consult a Human Resource
Advisor or PSA delegate prior to the
application of special leave, with or
without pay, to discuss your options.

Access to an Employee Assistance
Programme for counselling services
and support (refer to the information
below)

•

Access to the Tracksuit.Inc wellness
programme

•

Free influenza vaccinations for
permanent employees

•

Opportunity to join Southern Cross
as a corporate member and at a
discounted rate

•

Strong work/life policies

•

Support for team participation in
community and sports events

•

Support in situations of family
violence and abuse (refer to page 20)

•

Critical incident counselling

•

Workstation assessment for correct
computer use and education to
assist employees in the prevention of
Discomfort pain injury (DPI).

Employee Assistance Programme
(EAP) – Benestar 0800 360 364
ESR is committed to a continuing
employee assistance programme on the
principle that it is in the best interests of
our employees and ESR that anyone with
impaired work performance should be
helped as soon as possible. Employees
should at the same time be assured
that receiving help will in no way be
detrimental to their careers.
This service may be accessed directly by
the employee on a strictly confidential
basis (self-referral) or the employee
may be referred by their manager. The
scheme is available for help on any
personal issues that are affecting the
employee’s ability to carry out work
effectively e.g. relationship breakdown,
family difficulties, personal addiction
etc. Details about the scheme and
the counsellors can be found under
the Wellness programme section on
Connect.
EAP services are available to all
employees on a 24 hour, seven days
a week basis on 0800360 364. All
discussions and records are confidential
and the information which comes to ESR
from the EAP provider is aggregated
data only, provided on a quarterly basis.
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Performance and development experience
Family violence support
ESR recognises that employees
sometimes face situations of violence
or abuse in their personal life that may
affect their attendance, performance
and/or their safety at work. ESR is
committed to supporting staff that
experience family violence and staff
seeking to deal with their own violence.
Family violence includes physical,
sexual, financial, verbal or emotional
abuse by family members. Proof of the
family violence may be required and can
be in the form of an agreed document
issued by police, a court, a doctor, a
nurse, a domestic violence support
service, a counselling professional
or a lawyer. All personal information
concerning family violence will be kept
confidential and no information will
be kept on personal files without the
employee being notified.

Individual support
In general, no adverse action will be
taken against an employee if their
attendance or performance at work
suffers as a result of being a victim of
family violence.

ESR will consider any reasonable
request from an employee experiencing
family violence for:
a. Changes to their hours or pattern
of hours (refer to the Workplace
Flexibility section of the Handbook)
b. Change of duties or location
c. A change to their work telephone
number or work email to avoid
harassing contact
d. Changes that improve the safety
of the employee and/or their
co-workers
e. Any other reasonable measure to
assist the employee.
An employee experiencing family
violence can seek special leave (refer
to the leave provisions section in this
handbook) if they require time away from
work to attend medical appointments,
legal proceedings, counselling sessions
and/or other matters related to the
family violence.
An employee who supports a person
experiencing family violence may take
sick leave to accompany them to court,
hospital or to mind children.

You can find more information on Connect.
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Kāpehu Management and Progression
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Education assistance

Our expectations

Study assistance

The way we work

ESR encourages employees to manage
their further education requirements. It
is intended that study assistance may
be provided so that employees can
study to complete qualifications, attend
courses and seminars, or undertake
research programmes relevant to ESR,
which foster the employee’s growth and
development.

We work with a range of clients in
central and local government, industry
organisations and the private sector,
with the majority of our current work
supporting government agencies to
improve their services and operations.
We work in partnership with our
government clients to ensure that the
science they purchase is meeting their
needs and addressing the Government’s
priorities.

•

Applications should be made to your
Group’s General Manager.

•

The CEO or delegated authority
may, for approved study, grant
leave with or without pay, travelling
time between ESR’s premises
and the learning institution,
and/or reimbursement of study
related costs, such as tuition and
examination fees, after the course of
study is successfully completed.

•

•

•

22

The CEO or delegated authority may
grant leave to sit examinations and
study leave prior to them.
The CEO or delegated authority may
grant study awards so employees
can undertake full-time university
study for development purposes.
These awards may include payment
of full or part total remuneration,
study related expenses, transfer
expenses and/or standard leave
entitlement.
Up to one day’s paid leave is granted
to employees to attend their own
formal graduation ceremonies from
an approved institution.

In the first instance employees seeking
study assistance from ESR should apply
to their manager stating the course
of study they wish to undertake, and
the cost, time and resources required.
Explanation should be provided as to
how the proposed course of study will
add to the individual’s competencies and
how this will benefit ESR.

Secondment
Where an occasion arises, ESR will
consider providing internal secondment
opportunities to employees to provide
challenge and skill development in areas
of interest and within the scope of their
area of expertise.
ESR will favourably consider
secondment with or without pay to other
organisations if the employee will gain
or impart knowledge or skills that will
benefit ESR. Secondment will generally
not be for longer than a year.

We operate a project-based business
model, which enables us to bring
together the best team to tackle
any given task we undertake, be it
research, stakeholder engagement,
service delivery or evidence for policy.
We lead and participate in teams
drawn from across ESR, and from
external collaborator and stakeholder
organisations in New Zealand and
overseas.

Employee conduct and ethics
ESR aims to contribute positively to
the well-being and development of
the community and the environment.
With this in mind, the activities of all
employees at ESR will adhere to the
principles of conduct and ethics below
and should be read in conjunction with
the Ethics Policy, ESR’s Code of Conduct
and ESR Values which combined set the
expectations for how employees should
behave.

Honesty
Employees are expected to act honestly.
This obligation is not only work-related
but arises at any time when the
consequences of dishonest conduct may

have an impact on public trust or on the
confidence that Ministers, Parliament, or
others in the State Services, can have in
our organisation.
Employees are expected to:
•

act as ESR reasonably directs, and

•

act only as ESR directs, within
professional, ethical and legal limits.

Professionalism, integrity and
competence
ESR is committed to conducting
its business with professionalism,
integrity and competence. To that end,
employees are expected to exercise
their professional skills diligently and
in a manner that will uphold ESR’s
reputation. This includes being honest
and trustworthy in the discharge of
their duties, maintaining professional
competence, including timeliness
and paying attention to detail, and not
accepting tasks beyond their limits. No
employee shall be authorised or required
to carry out work which they are not
qualified or competent to do.
ESR is committed to the maintenance
of the highest appropriate scientific
standards with respect to both the work
of ESR and the scientific community at
large. ESR will endeavour to ensure that
its employees have the opportunity to
maintain their own scientific expertise
and employees will ensure their
expertise and knowledge is maintained
and improved to an appropriate level.
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Commercial activities, accuracy
and good faith
ESR is committed to operating as a
successful and efficient business where
professional duties are discharged
in an efficient and cost effective
manner having regard to the needs
of clients, suppliers, tangata whenua,
the community, the interests of ESR
and accepted principles of scientific
procedure.
Confidence in the accuracy and good
faith of statements and reports prepared
by ESR is regarded as one of our most
valuable assets. Recommendations or
opinions given by ESR shall be honest,
objective and not designed to please any
particular client, person or interest. All
professional opinions offered must be
arrived at and supported by procedures
accepted by ESR and the scientific
community and ESR respects the
confidentiality of information supplied by
clients and the privacy of individuals.

Conflict of interest
ESR avoids as far as possible
circumstances which may compromise
the independent exercise of professional
judgment. Employees must avoid
potential and actual conflicts of interests
which may threaten their judgement and
compromise this independence.
All employees must immediately
disclose at the time of becoming aware,
or when reasonably expected to be
aware, any actual, potential or perceived
conflicts of interest and accept the
directions of their manager in dealing
with the matter.
24

Employees shall not, within the term of
their employment, set themselves up or
engage in private business, undertake
other employment or activities in direct
competition with ESR, or use knowledge
or materials gained in their employment
with ESR for other purposes.
ESR is entitled to independence and
objectivity of judgement from its
employees. This could be threatened
by any connection with third parties.
Employees must not directly recruit,
supervise or contract the services of
anyone to whom they are related or
live with. Exceptions to this rule may be
authorised only by the Chief Executive
(CE) or delegated authority.
With the prior written approval of
their General Manager, employees
may undertake other employment
or activities so long as it is in their
own time and does not conflict with
their employment with ESR or with
ESR’s client relationships. Employees
shall seek written approval of such
employment from their General
Manager, prior to engaging in the
employment activity and a response to
the employee’s request will be provided
within seven working days.

General Manager. No ESR owned or
controlled property is to be removed
from its premises without authorisation.
On termination of employment or when
requested, any ESR owned or controlled
property is to be immediately returned.
All work produced by the employee
in the performance of their duties is
the property of ESR. On leaving ESR
employees may use publicly available
material or general information or skills
obtained during their employment.

Behaviour at functions
ESR takes a responsible approach to
managing social events and situations
where alcohol is served in an ESR
workplace and expects employees to
behave professionally at these events.
The responsibilities of management,
employees, contractors, visitors and
guests are set out in the ESR Host
Responsibility Policy. The requirements
set out in the policy apply throughout
ESR from boardroom functions and
business lunches to employee social
events both on and off company sites.
It is the responsibility of all applicable
ESR employees, contractors, visitors and
guests to follow this policy.

Use of ESR property

Gifts

Employees are expected to use ESR
property with care and consideration.
ESR vehicles or hired vehicles should not
be used for any unauthorised purpose.
Employees should not carry passengers
unless they have agreement from their
manager. This is important for insurance
purposes. If an accident occurs a report
must be made to the Business Group

The giving of gifts must be appropriate,
transparent and reasonable. No
authorisation is required for any gift
given from the range of promotional
items provided by marketing. General
Manager approval must be obtained for
any other gift to a maximum value of
$100 and Chief Executive approval for
any other gift of value above $100.

The receiving of a gift is not strictly
sensitive expenditure but it is a sensitive
issue. Gifts include, but are not limited
to, any product or benefit a supplier
offers as an incentive or reward for
purchasing their product.
Employees must be selective about
accepting gifts or hospitality which
may affect, or be seen to affect, their
independent judgment.
Anyone receiving a gift or a promotional
offer valued above $10 must declare it to
their immediate line manager who will
then determine if the gift is of use to ESR
and how it will be dealt with. The line
manager must report details of the gift
and their decision to the Procurement
Manager for review and inclusion in the
ESR Gift Register. The Procurement
Manager shall report any gift or decision
they deem inappropriate to General
Manager Business Services for possible
further action.
ESR retains ownership of any gift,
regardless of its nominal value.
Gifts of no use to ESR to a maximum
value of $50 may be kept by the
individuals who received them. Where
appropriate, gifts worth more than $50
will be accumulated and shared fairly
amongst staff.

Royalties
Unless otherwise agreed, royalties or
payments in kind resulting from work
undertaken using the time or resources
of the Company shall be conceded to
ESR.
Where there has been no significant
use of ESR resources, for example time
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or equipment, royalties would usually
remain with the employee. Agreement
must be reached with the Business
Group General Manager prior to
commencement of such work.

Patents
If the patent is related to work the
employee performs for ESR, then the
patent and any reward belongs to ESR.

Protected disclosures and ethics
committee
The Protected Disclosure policy can
be found in the policies section of
Connect and informs ESR employees
about how to make a protected
disclosure in line with ESR’s obligations
under the Protected Disclosures Act
2000. The purpose of the Act is to
protect people who raise allegations
of serious wrongdoing within their
organisation and when the employee has
reasonable grounds to believe that the
information is likely to be true and the
employee wishes the wrongdoing to be
investigated and wishes the disclosure to
be protected.
ESR has a Protected Disclosures and
Ethics Committee, which meets as and
when required. If an employee wishes to
have an issue raised at this Committee,
they should use the referral form on
Connect.
More broadly, employees who are
aware of possible misconduct or
unethical behaviour within ESR have a
responsibility to disclose confidentially
this information to appropriate parties
within ESR following which a fair and
impartial investigative procedure will
take place.
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Speak up – 0508 227 325
To ensure we live up to the standards of
our code of conduct, every one of us has
a duty to report a real or potential breach
– whether it be to our code of conduct,
ESR’s policies, or the law. You can do so
by speaking with a manager or anyone in
the HR team. If you are not comfortable
with approaching your manager or a
member of management, or they may
be involved in the breach, you can also
contact a PSA delegate or EAP to discuss
options before making a decision.

Reporting a serious wrongdoing
If you know or suspect serious
wrongdoing has occurred, you can follow
the procedures outlined in the Protected
Disclosures Policy which includes details
on how to recognise what constitutes
serious wrongdoing.
You can speak in confidence with ESR’s
internal disclosures officer – the GM for
People, Culture & Communications – or
you can use ‘Speak Up’. ‘Speak Up’ is
an external channel provided by ESR to
report serious wrongdoing if you’re not
comfortable using internal channels.
This service is supported by Benestar
our EAP provider who can maintain your
anonymity if requested.

Employee disclosure of criminal
proceedings, charges, convictions
It is imperative to ESR that the activities
of ESR employees and associates do
not bring ESR into disrepute; damage
the relationship of trust and confidence
between ESR, its employees, and
its clients; or impact on ESR or its
employees’ ability to carry out their
duties.

In order to achieve this, ESR needs to
operate in a “no surprises” environment.
This includes being aware of, and
managing situations where ESR
employees are either involved in criminal
proceedings, and/or are charged with
or are being investigated in relation
to offences and/or incur criminal
convictions either prior to or during
their employment, or engagement with
ESR. ESR also needs to be made aware
of changes in its employees’ personal
circumstances which may affect ESR
security or may alter information
previously provided to ESR.
This section applies to all permanent,
fixed term casual and volunteer
employees of ESR and ESR associates
(students, contractors, and visitors
engaged in research and/or work
directly involved with ESR or its clients,
employees, systems, sites and/or
information).

Pre-employment disclosure
It is expected that all job applicants
applying for work will disclose any
criminal convictions whether past
or pending (other than those exempt
under the Criminal Records (Clean
Slate) Act 2004), prior to commencing
employment. On appointment, ESR will
request a criminal convictions report
from the Ministry of Justice, however
appointees should provide ESR with an
equivalent report from their most recent
country/ies of residence from which a
conviction report can be obtained. A
failure to do so may impact their future
employment with the Institute.
The declaration of criminal proceedings,

charges or conviction relating to a minor
offence does not mean that employment
will not be granted, and the information
will be assessed on a case-by-case basis
in terms of relevance to the post.
The non-declaration of information that
you are required to disclose will be seen
as a misrepresentation of a criminal
record and treated accordingly.
If information, related to a current
employee / student / volunteer etc., is
received from the Ministry of Justice (or
equivalent) which indicates a criminal
conviction record, employment will be
reviewed.

During employment
Investigations/questioning
ESR asks that employees advise
the direct line manager and Human
Resources immediately if they become
aware that they are under investigation
or are being questioned in relation to
a criminal offence investigation. This
is so that ESR can proactively manage
the situation as early as possible.
This advice will be escalated to the
appropriate Business Group General
Manager where necessary.
Disclosure of proceedings/charges/
convictions
Where any criminal proceedings or
charges are laid against an employee
and/or convictions ordered, the
employee or associate of ESR must
inform the direct line manager and
Human Resources at the earliest
opportunity, usually by the next day at
work. But this shall be no later than
three working days in the case of an
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employee or associate of ESR who
is away from work. The Process for
Disclosure below shall apply.
Any disclosed criminal proceedings/
charges or convictions for a criminal
offence will be assessed on a caseby-case basis. The “Pre-employment”
procedures will also apply to all existing
employees who become candidates for
future vacancies, transfers, promotions
or alternative positions within ESR.
Expert witnesses
Employees who are, or who may in
the future be required to act as expert
witnesses should be aware of the
Criminal Disclosures Act 2008. In
particular Section 13(7)(b) requires a
prosecutor to disclose, where required
in accordance with the Act, “any
convictions of a prosecution witness
that are known to the prosecutor and
that may affect the credibility of that
witness”.
Process for disclosure
1. At any stage employees or
associates of ESR may seek PSA/
Legal representation, support or
advice
2. Disclosure should be made in person,
by telephone or in writing
3. Disclosure should be made to the
direct line manager and Human
Resources and should include the
nature of the offence, details of
the proceedings underway, and
timeframes if known
4. Employees will be advised of the
next steps, and expected timeframes
where possible
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5. Employees will be offered access to
EAP on disclosure
6. The appropriate General Manager (or
delegated authority) will be advised
as soon as practicable. Where
possible and practicable the name of
the employee will be withheld until
such a time as it is required
7. Human Resources and the General
Manager (or delegated authority)
will discuss the relevance of the
information provided and consider
appropriate action
8. Employees will be advised on the
proposed next steps, including any
proposed action (e.g. meeting for
further discussion, disciplinary
meeting).
Conviction/proceedings or charges
deemed to be relevant may result in
suspension of employment, temporary
or permanent redeployment, and/
or disciplinary proceedings up to and
including dismissal. ESR’s disciplinary
process will be followed under these
circumstances.

Timesheets (SAP)
Because of the unique work that is
carried out at ESR an accurate timesheet
is crucial to ensure the correct billing
of clients and to maintain correct leave
records.
If you are required to fill out a timesheet
it should be completed on a weekly basis
to ensure accuracy. Unless detailed
notes have been kept of work completed
during the month it is best not to leave
this task until the end of the month as
you may end up over/underestimating
the actual time spent on client work.
Even if the work you do is fairly
consistent, accurate timesheet data
should be entered each week to reflect
the actual hours worked.
It is important all timesheets are filled
out for the whole calendar month i.e.
if the last two days of the month are a
Monday and Tuesday you must fill out
the hours for these two days as well to

ensure ESR captures all time within the
calendar month for financial reporting
purposes. Timesheets must be fully
and accurately completed on a weekly
basis. If an employee is going to be away
from work, it is their responsibility to fill
out their timesheet prior to being away.
If this is not possible e.g. an employee
is on sick leave, then the employee’s
manager/supervisor/person with
responsibility should notify Payroll.
Failure to accurately complete
timesheets on time or falsifying a time
sheet by:
•

failing to add time worked,

•

adding time worked when such work
was never performed, or

•

failing to subtract time from the
timesheet when not present at work
is not acceptable and disciplinary
action may be taken.

Failure to disclose
If an employee fails to advise ESR
of an investigation, or that criminal
proceedings/charges have been laid
and/or convictions incurred that arise
during employment, or they fail to
disclose relevant/accurate details,
trust and confidence may be impacted.
It may be considered misconduct or
serious misconduct in its own right. In
such circumstances ESR’s disciplinary
process (which may include suspension,
warnings or even dismissal) will apply.
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Organisational process
Recruitment and selection
Our employees are our most valuable
assets. ESR is committed to taking time
and effort in recruiting and selecting
the most appropriate person for every
position, using competency-based
recruitment and selection processes.
Recruitment and selection procedures
will be equitable and EEO principles
must be understood by all people
involved in the recruiting process.
All employees can expect that
recruitment processes will be
undertaken in a clear and transparent
manner which ensures that the best
candidate is selected and the most
appropriate method for recruitment is
used.
If you wish to stay up to date with
the positions advertised at ESR we
recommend that you register on the
Science New Zealand Careers website
https://careers.sciencenewzealand.org/
esr/esr-jobs and select to be notified
when jobs matching your criteria are
advertised – this ensures you won’t miss
out on any opportunities offered by ESR.
Our recruitment and selection processes
are guided by the Recruitment and
Selection Policy and can be found on the
policies pages of Connect.

Remuneration
ESR operates a contribution-based pay
approach which rewards employees
based on their performance. The
amount of budget available annually for
contribution-based pay will vary from
year to year depending on ESR’s ability
to pay, financial performance, continuity
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of the contribution-based pay and
negotiation with the PSA who represent
employees covered by the CEA.

Wellbeing, health and safety
ESR recognises the importance of a
secure, safe and supportive working
environment where employees are
treated with respect, dignity, fairness
and equity. Employees shall perform
their professional duties in such a
manner as to minimise risk of harm to
themselves, other employees of ESR and
to any other person who may be affected
by those duties.
We are committed to continual
improvement and excellence in the
management of wellness, health and
safety in the workplace. Our aim is to
provide and maintain a healthy and safe
working environment for all employees,
contractors, and visitors. We will strive
to conform to relevant laws, codes of
practice and safe operating procedures.
ESR has a Health and Safety Manual
which outlines the responsibilities of
the employer and employees under the
relevant acts of parliament, associated
codes of practice and associated
regulations.
For the full range of health and safety
provisions refer to the Health and Safety
page on Connect. It is the employee’s
responsibility to become familiar with
and follow the policies and procedures
contained in ESR’s Wellbeing, Health &
Safety Policy

Equipment and protective
clothing
ESR shall make available to employees
for their use, when the nature of their
duties requires them, appropriate safety
and protective equipment, including
safety glasses (prescription lenses
where appropriate) and protective
footwear.
All items of protective clothing shall
remain the property of ESR and shall be
replaced on a fair wear and tear basis.

Vaccinations
Under ESR’s Wellness Programme all
employees at a potentially increased
risk of contracting an infectious disease
because of a job-related exposure to a
pathogenic micro-organism are entitled
to preventative vaccinations for the

most common diseases that they may
encounter in the execution of their
normal duties.
For new employees at such risk, this
is not optional, but is a condition of
employment. It is also recommended
that employees who may from time
to time be required to work in such an
environment also undergo appropriate
vaccinations. The programme may be
varied for individual circumstances.
Refer to the Immunisation Policy and
Bloodborne Viruses Policies and the
Health & Safety programme page on
Connect.

First aid
Each site shall have a minimum number
of employees who are holders of a first
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Pre-employment drugs screening
ESR is committed to the protection of
the health and safety of its employees.
As part of our health and safety
requirements for working in a laboratory
environment, we require all new
employees and students working under
supervision in our labs to undergo a
pre-employment drugs test to establish
that you are not using specified illicit
substances. You will be required to
sign a consent for drug testing form
and undertake a urine test at an ESRapproved service provider. The test,
paid for by ESR, is designed to detect
the use of drugs such as cannabinoids,
opiates, benzodiazepines, cocaine and
amphetamines. A positive result on the
drug test may mean that an offer of
employment would be withdrawn.

Employees DNA elimination
sample

aid certificate and these employees shall
be known as designated first aiders. This
minimum number is to be determined
by the First Aid for Work Places Good
Practice Guide available for the Worksafe
NZ website.
Employees who are designated first
aiders will be granted paid leave to
attend first aid courses and will have
their course fees paid for by ESR.
Other employees who wish to attend
first aid training courses but are not a
designated first aider may be granted
paid leave and may have their course
fees paid by ESR at the company’s
discretion.
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Where there is a possibility that Forensic
employees, and some non-forensic
employees, may need to have access
to areas where DNA samples may be
collected or held, in order to carry out
their duties, they will be asked to provide
a DNA sample that may be used to
ensure that their DNA profiles are not
mistaken for a casework profile. At no
time will employee’s DNA profiles given
for this purpose be included on either the
Crime Sample Database or the National
DNA Databank.

Health and safety committees
There is a Health and Safety Committee
at each site set up to monitor
compliance with the Act and deal with
any other Health and Safety issues on

site as they arise. Representatives on
the Health and Safety committee will be
determined in accordance with relevant
legislation.
The Committees shall be adequately
resourced to perform their duties and are
responsible to the National Health and
Safety Coordinator for the performance
of these duties.

Health risks and pregnancy
Where, under normal work conditions,
there is evidence of health risks
associated with pregnancy ESR will
make every effort to provide alternative
duties or environment.

Smoking
ESR is committed to protecting the
health of its employees, students,
visitors, contractors and subcontractors. Therefore, to enable
non-smokers to work in and occupy a
completely smoke-free atmosphere,
all ESR buildings and motor vehicles
are designated as smoke-free areas.
Smoking is only permitted outside
the buildings in designated locations.
Smokers must use ash trays and
avoid using areas directly in front of or
adjacent to building entrances.

Sustainability
ESR’s vision is to help make New
Zealand’s people and communities
healthier and safer and to improve the
environment.
Some of the key areas where we can
have an impact include:
•

reducing waste;

•

saving energy;

•

minimising unnecessary transportrelated emissions;

•

procurement that takes account of
environmental performance; and

•

saving water.

Security
ESR needs to maintain the security
of its sites, systems and information
and to be seen to do so by its clients,
employees and members of the public.
For this reason, access to secure
premises, ESR computer systems and
secure information will not be granted
to new employees until all security
requirements have been met.

As employees of ESR we expect that
you will take responsibility for your own
working environment and be aware of
the impact you have as an individual.
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Personal files
Personal files are confidential and
by their very nature are sensitive
documents.
Access to personal files and personal
information held on the Human
Resources Information System (HRIS)
shall be limited to:
i.

The Chief Executive or his designated
nominees

ii. The supervising business group
general manager
iii. Human resources and payroll staff
iv. The employee’s immediate manager
v. The employee themselves.
Access by the above Institute employees
and their use of the information is solely
for the discharge of their legitimate
personnel management function.
An employee wishing to inspect their
own personal file shall have unrestricted
access to the information contained
on that file subject to the employer
protecting the personal information
relating to any other person that may be
contained on that file as required by the
Privacy Act 1993. Personal files may be
viewed by employees under supervision.
This can be arranged through Human
Resources.
ESR will not divulge personal
information about an employee to a third
party without the employee’s authority.
The individual employee concerned is
also entitled to request correction of
the information held on their personal
file and the HRIS, and, if that correction
is not made, to request that there be
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Police
attached to the information a statement
of the correction sought but not made.
Items may not be removed from the file
except with agreement of the employer
and employee.

Prevention of unacceptable
behaviour in the workplace
ESR is committed to preventing the
occurrence of unacceptable behaviour in
the workplace by:
•

Having a clear policy on acceptable
behaviour

•

Ongoing education of employees
with regard to what is expected
of employees at ESR, and periodic
provision of information relating to
acceptable behaviour

•

Providing “Speak Up”, a channel for
ESR employees to report serious
wrongdoing in the workplace. It
helps us to contribute to a safe and
lawful workplace that reflects our
organisation’s values. For further
details refer to the Protected
Disclosures Policy on Connect

•

Requiring management and
employees to take corrective action
as soon as possible with regard to
instances of unacceptable behaviour
and to contact human resources in
any instances of concern.

If you experience or observe
unacceptable behaviour, please read
the Acceptable Behaviour Policy
and Procedures on Connect so you
understand your options and seek to
resolve the situation as soon as possible.
Worksafe New Zealand has also

published guidelines for prevention and
responding to workplace bullying, which
can be viewed on their website.

If there are criminal implications i.e. in
terms of sexual assault, you can also go
to the Police under the Crimes Act.

You should seek advice and support from
someone who is in a position to help;
this may be a manager, a PSA delegate,
Human Resources team member, or
EAP. It is not appropriate to engage in
discussion with several people about the
issue but not take responsibility/steps to
resolve it.

Corrective action procedures

PSA delegates have agreed to provide
support to any employees, irrespective
of PSA membership, should they
experience unacceptable behaviour,
or become involved in an incident of
unacceptable behaviour.

Personal grievance
Employees have the right to lodge
a personal grievance under the
Employment Relations Act 2001 for
unjustifiable action, discrimination,
sexual or racial harassment. The
procedures for lodging a personal
grievance are included in employment
agreements. Employees wishing to use
this option are advised to seek advice
from a PSA delegate, Human Resources
or an independent expert.

Complaint to the Human Rights
Commission
Employees can lodge a complaint of
discrimination or harassment with the
Human Rights Commission. The process
to follow is at www.hrc.co.nz.

ESR aims for positive and mutually
rewarding employment relationships and
adheres to the principles of good faith
and operating in a fair and transparent
manner, as set out in relevant legislation
and case law.
Appropriate corrective action procedures
will be undertaken in instances where
performance and/or conduct standards
are not being met and will follow the
principles and processes set out in ESR’s
Corrective Action policy. NOTE: Policy
is under development – current process
detailed below.

Performance improvement
Where an employee’s performance
does not meet the expectations set by
ESR, formal corrective action may be
undertaken in the form of a Performance
Improvement Plan (PIP). The intention
of the PIP process is to assist and
support ESR employees to succeed in
meeting the performance standards
of their role, not punishment. Where
a PIP is implemented, a timeframe
for improvement will be set and an
employee’s inability or unwillingness to
improve within the agreed timeframe
may result in further disciplinary action
being undertaken.
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Misconduct and serious
misconduct

Employment relations problems

The following are examples of behaviour
which may constitute unacceptable
performance, misconduct or serious
misconduct. This list is not exhaustive
and ESR will determine the seriousness
of proven misconduct on a case by case
basis:

These include:

Mediation is the primary problem-solving
mechanism for employment relations
problems.
•

A personal grievance

•

A breach of the employment
agreement

•

iii. harassment of a work colleague or
customer;

A dispute over the interpretation,
application or operation of the
agreement

•

iv. serious or repeated failure to follow a
reasonable instruction;

Any unfair bargaining which leads to
the agreement

•

v. deliberate destruction of any
property belonging to ESR;

A question about the contractual
status of the employee

•

Arrears of wages or holiday pay

i.

theft;

ii. dishonesty;
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vi. actions which seriously damage the
reputation of ESR.

•

Wrongful suspension of a nonstriking employee.

Any investigation into assertions of
misconduct, serious misconduct or
poor performance will follow a fair and
robust process. Options for corrective
action following the investigation may
range from a first warning, a final
warning or dismissal either on notice
(in instances of misconduct or ongoing
poor performance) or without notice (for
serious misconduct). ESR reserves the
right to proceed directly to final warning
or dismissal in appropriate cases.

If the employee thinks they have an
employment relationship problem, they
should advise the employer immediately
of the existence and nature of the
problem and let the employer know that
they want something done about it. If
the problem is a personal grievance the
employee must do this within 90 days
of the action causing the grievance. In
some cases, this time can be extended
and in some cases the employee may
wish to proceed under the Human Rights
Act 1993 instead of the Employment
Relations Act 2000. Once the employee
has alerted the employer to the
existence of an employment relationship
problem, they may, if necessary, clarify
the nature of the problem and the
outcomes they are seeking.

The employer and the employee will
then attempt to resolve the matter
themselves. If they are unable to do so
either of them may request assistance
from the mediation services provided
by the Ministry of Business, Innovation
and Employment (MBIE). If they are still
not able to resolve it, either of them is
entitled to apply to the Employment
Relations Authority (or in certain
circumstances the Employment Court)
to make a decision on the matter. If
either of them is not happy with a
decision of the Employment Relations
Authority, they are entitled to apply to
the Employment Court within 28 days of
that decision to have the matter heard
there.

Change management
ESR is committed to openly engaging
with employees throughout the change
management process. In instances
where organisational change may
significantly impact the employee,
potentially affected employees will be
consulted as part of the process and
their feedback sought on the proposal
for change before any final decisions are
made.
ESR recognises that change of any kind
can be an unsettling and challenging
time for affected people, therefore it is
expected that all employees respect the
privacy of the people involved.
After following an appropriate change
management process, ESR will notify
affected employees of the outcome and
will work with employee(s) to determine
the most appropriate options available
to them.

Further information regarding
management of change is contained in
the relevant employment agreement and
the change management policy. NOTE:
policy is under construction – current
process detailed below.

Redundancy
Loss of permanent employment has
serious consequences for both ESR
and its employees and where possible
redundancy will be avoided. If a
redundancy situation does occur, ESR
will provide notice as is practicable
to allow for consultation with the
potentially affected employees and their
representatives.
Redundancy payments will be available
and clearly understood by all employees
as a mechanism of last resort. The
details will be negotiated and are
covered by the appropriate employment
contract.
The calculation of redundancy
payment is outlined in the employee’s
employment agreement/grandparented
provisions contained on their personal
file.

Ending of employment
The notice period required by either
party, through resignation or notice
of termination is set out in your
employment agreement. This may be
varied by mutual agreement between
the employee and the Chief Executive or
delegated authority.

37

Termination for medical
incapacity
The employer may terminate the
employment of the employee on medical
grounds by giving at least four weeks
written notice to the employee. Before
taking any action under this clause the
employer shall (unless otherwise agreed
by the employer and the employee)
at its expense, require the employee
to undergo a medical examination
by a registered medical practitioner
nominated by the employer. In assessing
the employee’s fitness for work, the
employer shall take into account any
report provided as a result of that
examination, and any other medical
report provided by the employee within a
reasonable timeframe.
Termination for medical incapacity may
occur if:
•

as the result of mental or physical
illness the employee is, in the opinion
of the employer, rendered incapable
of the proper performance of their
duties and responsibilities

•

where an employee retires on
medical grounds, ESR will pay an
amount equal to three months’
salary.

Retirement
In accordance with the Government
Superannuation Fund Act 1956, if the
employee is a member, three months’
notice of retirement shall be given by
the employee. Where applicable, the
grandparented conditions of the CEA
regarding retiring leave shall apply.
ESR shall provide pre-retirement
counselling for employees
contemplating retirement, should this be
requested.

Exit interviews
Employees who leave ESR will be
offered the opportunity to complete
an on-line exit interview questionnaire
and/or participate in a face to face exit
interview.
Information gathered will be confidential
to the employees leaving and the Human
Resources team unless the employee
wishes the information to be seen by
other stated employees. Feedback will
be objectively analysed to enable ESR
to explore, address and build on areas
of strength, as well as address areas
identified for development. General
aggregated comments will be reported
to the management team six-monthly
and be used as a basis to review relevant
ESR policy. Where appropriate the PSA
representatives may also be included in
these discussions.

References
ESR will provide a certificate of service
for an employee who is leaving.
Managers may also agree to act as
referees via telephone.
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Pacific water supply
and sanitation
services

Preserving iwi assets
using 3D laser scanning

Forensic science

Toxicology

Food authenticity, food
adulteration, nutritional
and additive testing

STEC confirmation
testing of E.coli isolates
from export meat
in accordance with
the US Federal Meat
Inspection Act 1994

Research and
development

Firearms scene
investigation

Blood alcohol
analysis

Manage national
DNA databank

Luminol
testing

Service innovation –
research and co-design

Clandestine laboratory
investigation

Low-level radioactivity
measurement in food and
environmental samples

Forensic biology including
DNA and mRNA expertise
Forensic training

Systems methods
for research and
consultancy

Biological control
treatments using
microphages for
protection against
specific bacterial agents

Protective
garment testing

Instrument
calibration

Enteric and Legionella
testing and reference
laboratories

Systems thinking,
problem structuring,
tailored research and
consultancy to solve
wicked problems

Health
laboratories

Health science
Te Mātai Hauora

Human disease and
risk factor surveillance
National population
health surveillance,
trend analysis, reporting
and management
Communicable
disease research
and response

Social systems

Molecular microbiology
testing and identification

Radiation safety
compliance auditing
Analytical
chemistry
testing

Te Mātai Pāpori

Bacteriology and
virology testing

Identify the
meat species
in foods

Water science
Pharmaceuticals

Te Mātai Kai

Food science

ESR has expertise in genomics and bioinformatics, particularly in the areas of microbiology, human forensic
science, and some human non-communicable diseases. ESR’s genomic science encompasses metagenomics,
RNA, epigenetics, microbiomics and others.

Human
genomic
research

Stability
storage

Full range microbiological
testing services

Non-ionising
radiation
measurement

Radiation
safety training

HEALTH L ABORATORIES

Testing to pharmacopoeial
standards (BP, PhEur, USP)

Te Mātai Hihi

Radiation incident and
emergency response

Te Whakamātau Kaimahi

Urine testing for drugs and alcohol

Bloodstain pattern
analysis

Te Mātai Matū Rongoā

Radiation science

Radiation-free
food export
certification

Workplace Drug Testing

Faecal
source
tracking

Serious
crime scene
investigation

Illicit drug
analysis

Molecular typing of food
pathogens, including
rapid Campylobacter
genotyping

3D laser scanning and
visualisation capability
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Te Mātai Pūtaiao ā-Ture
Food forensic
investigations to
identify the source
of an outbreak of
foodborne disease, or
the origin of a foreign
object in food

Pharmaceutical
testing
STRmix™
forensic
software

Soil and biowaste science
Te Mātai Para

Environmental impact
analysis of biowaste

Antibiotic reference

Foodborne illness
investigation and
outbreak response

Training and skill development in
microbiological research and testing,
and human genomic research

Physical evidence
analysis

Arbovirus

Identification and
characterisation
of chemical
and microbial
contaminants in food

Natural health
products
(including
herbals and
complementary
medicines)

Forensic science

Te Mātai Pūtaiao ā-Ture

Bloodborne virus

Te Mātai Para

Facilitation and
advice around socially
complex issues
involving multiple
perspectives and
conflict between
stakeholders

IS

Enteric reference

Human pathogen
outbreak
investigation and
management
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www.esr.cri.nz

Environmental and
food virology

Soil and biowaste science

Enabling constructive
engagement between
government/
services, iwi hāpu and
communities

Methods to
Risks of new
work with
and emerging
socially
contaminants
complex
Mitigation
issues
technologies
for recycling
biowaste to land

AN

Behaviours of
pathogenic bacteria
and viruses

Drinking
water challenges

Drinking water
compliance and
treatment (investigation,
data collection and
analysis)
Method
development
and validation

Te Mātai Pāpori

E

Invasive pathogens

Developmental
evaluation of
policies/programmes

Social systems
Research to
support social,
environmental
and health policy
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Cultural and
community
research and
advice on
water

Recreational waters and
human health impacts

Mapping our services

Fib
res

Risk profiling and
exposure assessments
of risk to human health
from hazards in food
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Sustainable
biowaste
solutions
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Management of the
New Zealand Culture
Collection

Impacts of on-site
wastewater discharges –
investigation, research
and analysis

Tyre
mark
s

Te Mātai Hauora

Toolmarks

Local government
consultancy on water

Groundwater
research and
advice

Glass

Te Mātai Kai

Health science

Te Mātai Matū Rongoā

Firearms

Food science

Quality control
testing of raw
materials and
finished products

Pharmaceuticals

Substance
identification

Te Mātai Wai

Water microbiology
testing and research

Hydrocarbon
fuels

Water science

Te Mātai Wai

Consultancy
services for
central and local
government

Environmental risk
assessments

Norovirus, adenovirus,
rotavirus and other
virus testing

Supply and technical support of
personal radiation monitors

Radiation science
Te Mātai Hihi

www.esr.cri.nz

