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How to use this workbook
Download the workbook and answer the questions 
to create the foundation of a people strategy to 
support your business. 

Once you have clarity about the direction you need 
to take, you can create policies and procedures, 
set budgets and develop key performance 
indicators (KPIs) that will help to maintain strong 
people practices. 

Read the e-books and watch the videos in the tool 
kit to help you to think about the answers. 

Business strategy at a 
glance
Your business strategy is how you make 
sure you understand your business and 
your market, and respond with a plan for 
success. How will you make the most 
of your strengths? How will you stand 
out from competitors? How will you 
change your business to become more 
successful?

Quick self-assessment tool will help you 
reflect on your understanding of business 
strategy and point you to the right 
content to continue building your skills.

Check out the topics and the interactive 
tools available in this section. Use the 
links or the navigation pane to browse 
through the pages and tools.

www.business.govt.nz/business-
performance/business-strategy/
strategy-at-a-glance/ 

https://www.business.govt.nz/business-performance/business-strategy/strategy-at-a-glance/ 
https://www.business.govt.nz/business-performance/business-strategy/strategy-at-a-glance/ 
https://www.business.govt.nz/business-performance/business-strategy/strategy-at-a-glance/ 


1. Setting the scene – who are we, who do we want to be?  

VISION – MISSION – VALUES 
A vision defines the destiny of an organisation in broad but clear terms. It is generally an overarching 
message - something big, but simple and understandable.  

To determine your vision, think about the “perfect future” – if there were no constraints to your success, 
what would your perfect business look like? 

Your vision for the future 
Write three statements that describe how you would like your business to be in the future.

What are the challenges you will need to overcome to achieve these? 



A mission is your purpose and clearly defines what you do. It is easily understood by all and helps 
to provide focus for strategy and planning.  What is it that you do and how does that set you apart from 
others?



Values are how you wish to operate as a company – they provide a guide for behaviour and how you 
wish to do things. Once agreed, values assist you to make decisions regarding processes and systems. 
They serve as a framework and “conscience” as you build the culture of your business. 

What are the values your organisation must uphold to support the vision? (4-6 behaviours that will guide 
your team)



2. How we do things around here (Culture)

To describe the culture, you need to maintain your vision and live by your values. List 5-6 statements that 
describe what it would be like to work in your organisation or do business with you. 

What is the difference between the culture described above and reality? 



What steps can you take to close the gap between what you would like to create and where you are now? 

What challenges do you need to overcome to close the gap? 

Designing the Employee Experience to Improve 
Workplace Culture and Drive Performance
www.gallup.com/workplace/323573/employee-experience-and-
workplace-culture.aspx

https://www.gallup.com/workplace/323573/employee-experience-and-workplace-culture.aspx
https://www.gallup.com/workplace/323573/employee-experience-and-workplace-culture.aspx


3. Recruitment

Your recruitment strategy will identify challenges you have as an industry, region, or business in attracting 
the people you want to come and work for you. Strategies and plans can be put in place to overcome or 
remove these challenges. 

Firstly, identify why people should come and work for you. What do you offer over and above another 
similar organisation? Are you clear on your value proposition (point of difference) for employees? How do 
people know this about you?

Value proposition (point of difference) – What do we offer that is unique/different/special?

How will we/do we market this to potential employees?  
What do they see on social media? What are the stories that are told about us? Do our current employees 
know and believe this?



What are the challenges you encounter when recruiting new staff?  
Challenges can be things like skill shortages, reputation, or requirement for a specialised skill set.

Solutions may include actions such as partnering with education providers or industry groups, improving 
the image of your business, recruiting from a wider pool of people. 

Overview of the hiring process
www.business.govt.nz/hiring-and-managing/hiring-people/
overview-of-the-hiring-process/

Challenge

Our region

Our industry 

Our business 

Possible Solution 

https://www.business.govt.nz/hiring-and-managing/hiring-people/overview-of-the-hiring-process/
https://www.business.govt.nz/hiring-and-managing/hiring-people/overview-of-the-hiring-process/


4. Becoming part of the team

First impressions are important to your clients and customers, and they are also important to new staff. How 
you set the scene in the early days of their job will determine how they remain engaged and committed to 
your business, or not. 

Design your orientation programme for new employees to cover the following: 

• All compliance and critical safety policies covered on day one.

• Meet staff in a planned way to give time for the new employee to get to know people and feel 
comfortable with them. 

• Introduce key policies and procedures so that they can remember and retain the information – do not 
bombard them with everything in the first few days. 

• Check in with them regularly in the first 6-12 months of employment and beyond.

Note:

Employment 101
www.gallup.com/workplace/323573/employee-experience-and-
workplace-culture.aspx

https://www.gallup.com/workplace/323573/employee-experience-and-workplace-culture.aspx
https://www.gallup.com/workplace/323573/employee-experience-and-workplace-culture.aspx


Day one: What is the timetable for the first day?  
Below is an example of a day one checklist

Prior to starting at work:

Employment Contract

Job Description

Code of Conduct

KiwiSaver

Tax Declaration Form

On arrival at work - Getting started:
Leave, Annual Leave, Sickness, 
Bereavement
Key policies such as smoking, social 
media, 

Training/Development requirements

OTHER:

On arrival at work - Keeping safe:

Emergency Procedures/Hazards

Hygiene

PPE

Accident/incident Reporting

Wellbeing 

On arrival at work - On Day one:

Introduction to staff

Site familiarisation

Complete Payroll Forms/Contract

Sight Work Permit/Residency Permits

Timesheet Familiarisation

Sight Drivers Licence

Arrange Uniform

Emergency Procedures

Security Access

Toilets/locker/First Aid box

Computer systems - log on/set up/
training required

Communication processes

Professional Standards

What else do you need to do on the first day to provide a good experience? 



Plan for the first three months of employment

Timing

First week Example: Meet with all key people to find out more about each other, expectations 
and working relationships

First month
Example:
• Develop a personalised training plan 
• Have a coffee catch-up to check in with how things are going

Second month

Third month

Example: Review progress, ensure they are comfortable with their role and 
understand expectations 

Example: Provide feedback on performance to form the base for ongoing review. 
Confirm training plan

Plan



5. Learning and development 

Establishing clear learning and development policies and processes is key to being consistent and proactive 
in growing people to meet the needs of your business (and their employee needs).

Think about the following questions to clarify your policy. 

1. How will people access the training they need? 



Companywide, departmental, or per person budget

Training will be determined as part of an annual review

Each programme on its individual merit and return on investment

Employees will be able to source and request training themselves

Will we pay for professional association membership? If so, which ones?

2. How will training be budgeted and approved? 

3. What are the recommended training programmes and/or providers for the business?



Cross training (i.e. people know how others do their jobs) 

Each key role has an understudy

Well documented training/operation manuals

4. How do we ensure key skills are always covered? 

5. How often will we review roles, job descriptions and required attributes and skills? 



6. Engagement strategies 

There are many things you can do to engage your team. The list below covers the foundations of good 
people management – you may wish to add more to the list. 

Communication processes

How do we share our strategic goals and values with the team? 

How do we communicate progress towards goals, results, and challenges to the team?  
E.g. regular team meetings, toolbox meetings, written communication



How do we check in with each team member?  Who is responsible for doing that?  
E.g. one on ones, coffee catch-ups, formal review sessions 

What channels do we use to communicate outside of meetings and face to face? What is the frequency? 
What are the protocols? E.g. – newsletter, intranet, apps such as Teams, Slack or Yammer. 



Rewarding good results 
Rewarding and recognising employees, efforts, achievements and successes is important. Organisations 
that do this well have greater employee engagement, which increases retention and also helps a more 
positive overall workplace and culture.

Organisational success

Individual success

What is our remuneration policy (how do we determine pay rates, bonuses, pay rises)?

Team success

What processes do we use to review performance, career aspirations, learning needs? 

What non-monetary extras can we provide? E.g. gym memberships, time off, birthday off, recognition 
through awards

Think about how you celebrate success 



Note:



Contact details
Email: talentandskills@ceda.nz 
Phone: 06 350 1830 
Website: ceda.nz/employer-and-workplace-hub/

mailto:talentandskills%40ceda.nz?subject=
https://ceda.nz/employer-and-workplace-hub/

