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Client:  ______________________________
New Employee Information Form

Employee Name:



Employee Address:



Job description:



Start date:


Date of Birth (if under 19)…….........
IRD Number:


Tax code:
.………….
Bank account number:



Email address for payslip:
....................................................................................................
Wage rate:


Type:
Full time / Part time / Casual
Pay Frequency:
Monthly / 4 weekly / Fortnightly / Weekly / Casual

Normal hours worked per day:



Normal days worked per pay period:


Annual leave entitlement per year:



  For a casual employee, holiday pay is 
Included in rate/added to rate

Sick leave entitlement per year: 



Sick leave starting from:



Any allowances paid:



Taxable/Non Taxable




Taxable/Non Taxable
Deductions:




IR330 Tax Code Declaration:
Included / Previously Supplied

KiwiSaver
KS2 included / Employee not eligible for KiwiSaver auto enrolment.
NOTES FOR EMPLOYERS – PLEASE REFER TO BACK OF THIS PAGE
IR330 Tax Declaration Form.

All employees must complete an IR 330 Tax Code Declaration form when they commence employment or change their tax code.
KiwiSaver

All new employees who are eligible for KiwiSaver must be given a KS3 KiwiSaver Employee Information Pack.  These employees must complete the KS2 form in the back of the KS3 booklet.  They must be automatically enrolled in KiwiSaver.
Who is eligible for KiwiSaver?  All employees who are:

· A New Zealand citizen, or entitled to live in New Zealand indefinitely, and
· Personally present, or normally present in New Zealand, and
· Under the age of eligibility for NZ Super (currently 65).
Note: employees on temporary, visitor or student permits are not eligible for KiwiSaver.
Exemptions to KiwiSaver Automatic Enrolment

· Employees under the age of 18.

· Temporary employees whose period of employment is less than 29 days.
· Casual agricultural workers whose period of employment is less than three months.

Note:  Employees who you have employed previously must still complete a KS2 form if they are eligible for KiwiSaver and are not exempt from Automatic Enrolment each time they restart employment with you.  
Please refer to the KS2 KiwiSaver Employer Guide for further information on employers KiwiSaver obligations.

Financial Advice
Employers must not give their employees financial advice regarding KiwiSaver.
Please write your business name on the top of all documents
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