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Checklist for hiring migrant workers

Migrant workers play a vital role in many workplaces, but employment comes with a few additional hurdles. This
checklist highlights the key considerations employers should turn their mind to when offering employment to migrant
workers.
Eligibility
[] Do they have a valid work visa?
[J When does that visa expire?
[] Does the business need to be accredited or otherwise approved to hire this worker?
[] Does the visa allow this person to:
O work for your company?
O work in this role?
O work in the necessary location?
O work the necessary hours?

O accept the type of employment on offer (permanent, casual, fixed-term)?

Employment agreement
[] Has a written employment agreement been provided?
[] Do the terms of that employment agreement align with the visa conditions?

[ ] Has the employment agreement and any policies been explained in a way the worker can understand?

Settlement support

[] Does this visa type give rise to settlement support obligations? Is it an AEWV?
[] Has the settlement support information been provided?

[] Has the information been provided in a way the worker can understand?

[] Has a record of the provision of this information been kept?

Record keeping and compliance

Has the business sighted and recorded the workers visa?

Has the visa’s expiry date been recorded?

Has a personnel file been created to store the employment agreement, personal information, wage and
time records, holiday and leave records?

Are these records readily accessible?
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Does the business understand its employment and immigration law obligations?

End of employment

[] Is there an obligation to notify Immigration New Zealand of the end of employment?

[] If deductions from the final pay are being considered, have these been authorised by Immigration New Zealand?
] Are employment records being retained for audit and compliance purposes?

If you are unsure about your obligations when employing migrant workers, or would like assistance reviewing your current
practices, Copeland McAllister can help. Get in touch with our employment and immigration team on 03 211 0153.

Disclaimer: This checklist provides commentary on employment law and immigration, it should not be used as a substitute for legal or professional advice
for specific situations. Please seek legal advice from your lawyer for any questions specific to your workplace.
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