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EMPLOYEE INFORMATION FORM

Note:  Please complete this form return, or email as soon as possible so we can get your payroll set up.  
Employer:  Canoe & Kayak 

 _______________________
Shop or Primary Centre Employed
 ______________________
	First Name:
	
	Surname:
	

	Address:



	Home Phone Number:
	
	Mobile Number:
	

	Email (for wages information):



	Date of Birth (In case of emergency):


	Start Date (with Employer):
	

	Medical conditions:


	

	Emergency Contact Person:

Name:                                                                                                        Relationship:

Address:

Phone numbers (Primary & alternate):




	BANK ACCOUNT DETAILS

	BANK

BRANCH

ACCOUNT

SUFFIX

*Please attach a deposit slip for verification of account


	


	TAX INFORMATION

	IRD Number:
	
	Tax Code:

IR 330 Tax code declaration included   (

	Child Support 

(Done through IRD, not personal arrangements):
	Amount:
	$


	APPOINTMENT INFORMATION

	Position:
	
	Tenure (tick one):

( Full Time   (  Part Time    

(  Casual       ( Commission




	WAGE DETAILS

	Wage (rate):    $



	Normal days worked per pay period:
	
	Normal Hours worked per day:
	  
	No standard hours (tick)
	 (  


	KIWISAVER 

	Do you want to contribute to KiwiSaver? 
Yes (
         No (    

If yes, what percentage :       3% (
4% (    8% (
IR KS2 included   (


	All new employees (based on start date above) should automatically be opted in to KiwiSaver for 2 weeks, unless they are exempt –Refer to the IRD website and KS3 for more information and for list of exemptions.
 Is your employee / are you  exempt?
 Yes (
             No (    




	ANNUAL /  LEAVE ENTITLEMENT PER YEAR 

	( 20 Days
	(  Average hours Accrued
	  ( 8% included with pay 

    (Applies to casual employees only)


	Sick leave entitlement per year: 



Sick leave starting from:




	Any allowances paid:



Taxable/Non Taxable





Taxable/Non Taxable

Deductions:





	Employee Signature:  ……………………………….                                                

Employer Signature:…………………………………              Date:…………………………                                   




Employer / Employee Information
NB - All these forms can be printout out from the IRD website.  http://www.ird.govt.nz/
IR330 - Tax Declaration Form

KS2 - Kiwi Saver Deduction Form

KS 3 - Kiwi Saver Employee Information Form

KS 10 -  Kiwi Saver Opt Out Form
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  KS2, KS3, KS10
All new employees who are eligible for KiwiSaver - please refer to KS3 KiwiSaver Employee Information.  Employees must be automatically enrolled in KiwiSaver.  Employees have the option to opt-out of Kiwi Saver but need to fill out KS 10.
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 to Employers:  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.  

Financial Advice

Employers must not give their employees financial advice regarding KiwiSaver.

