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Do:

o treat staff honestly, fairly, with respect and
consideration. Make them feel an important part
of the team, rather than just a worker

e pay proper award wages, including overtime.
Pay on time, and include a pay slip. Record
hours of work each week

e give each person a clear outline of their duties
and what is expected of them. Ensure the tasks
they are given suit their level of competence. Be
prepared to delegate more responsibility when
they are ready for it

e establish from an early stage the lines of
communication and responsibility. It can be very
frustrating for a worker to receive instructions
from more than one boss, and it can also cause
conflict and confusion

¢ have meetings with staff, and keep notes.
Outline the work that needs to be done over the
next week or fortnight — this can be written in a
book or on a whiteboard, and staff can cross off
the jobs on the list as they get them done. This
can give a great sense of achievement and
satisfaction! Explain why things are done the
way they are. Encourage ideas from everyone

e give acknowledgment and praise for jobs done
well. Acknowledge when extra effort has been
put in, or a particularly hard job has been
completed

e empathise with staff regarding their personal
lives, and show an interest in their lives outside
work. Understand that it is hard not to let events
in our personal lives affect the way we perform
at work. Be flexible (when required) with time off
for staff to attend to personal matters. They will
appreciate you for understanding

e provide a safe, well-maintained workplace,
especially where machinery is concerned.
Emphasise the importance of safe work
practices, and demonstrate them yourself

Do (cont):

prepare a staff roster, preferably for at least a
month ahead, so people can plan their time.
Roster in holidays well in advance. Once you
have made the roster, stick to it

provide staff with opportunities to improve their
skills and knowledge, such as attending field
days, workshops and short courses, and
encourage them to attend. Talk to them
afterwards about what they have learned

give your staff variety in their workday, to avoid
boredom. Some people like doing repetitive jobs,
some do not. Try to share the jobs around,
particularly the repetitive or distasteful ones.
Think of ways to make these tasks easier or
more enjoyable. Be prepared to pitch in yourself
at times

when an employee’s work requires correction,
criticise the work or the outcome, not the person.
Clearly explain how you expect the job to be
done next time. Encourage staff to tell their
supervisor about mistakes or problems straight
away, and deal with it calmly and rationally. If
staff are yelled at or abused for making a
mistake, they will be loath to tell you about it
next time, and may try to cover it up or ignore
the problem

take the time to listen to your staff members.
Encourage their ideas and input.

Don’t:

assume that staff want to work as many hours
as the owner or manager. Paying overtime does
not always compensate for long hours. Enjoying
your job and having a life outside work are very
important to most people

use put-downs or personal criticism or other
forms of abuse with staff. Don’t give false praise
or gloss over poor performance at work

ignore conflicts or personality clashes at work.
Deal with the issues, get things out in the open
and talk about them. Try to be impartial and
listen to both sides of any argument

ignore or fob off staff when they come to you
with ideas, requests or problems. If you are busy
at that time, arrange a time with them when you
can listen and talk about the matter
compromise on safety, and never put staff in a
dangerous situation.



Consider the following questions

Yes Sometimes No

Do you manage your employees well?

Do you believe labour management is an important
skill?

Do you find it difficult to attract and keep good
employees?

How can you improve in this area of labour management?

© State of New South Wales through NSW Department of Primary Industries 2007. You may copy, distribute and otherwise
freely deal with this publication for any purpose, provided that you attribute NSW Department of Primary Industries as the owner.

Disclaimer: The information contained in this publication is based on knowledge and understanding at the time of writing
(September 2007). However, because of advances in knowledge, users are reminded of the need to ensure that information
upon which they rely is up to date and to check currency of the information with the appropriate officer of New South Wales
Department of Primary Industries or the user’s independent adviser.

File reference 06/4096




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (None)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Off
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket true
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.1000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts false
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Remove
  /UCRandBGInfo /Preserve
  /UsePrologue true
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
    /ArialUnicodeMS
    /TimesNewRomanMT-ExtraBold
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 115
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.29565
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 115
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.29565
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 115
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.29565
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects true
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /SyntheticBoldness 1.000000
  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f300130d330b830cd30b9658766f8306e8868793a304a3088307353705237306b90693057305f00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /FRA <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [125 125]
  /PageSize [612.000 792.000]
>> setpagedevice


