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USING THE COMMUNICATIONS  GUIDE 

The pay and employment equity review process is an open, transparent process. Keeping staff 
informed on progress and encouraging engagement and regular feedback on their experiences 
and perceptions is critical to the success of the review.  
 
The review collects and analyses both statistical payroll data and qualitative information.  
 
This guide aims to assist your organisation and the review committee to develop its 
communications plan and provides examples of different forms of communications to 
encourage staff engagement and organisational buy-in. 
• Text in italics provides guidance and should be removed or replaced in the final 

communications. 
• Shaded text should be replaced with appropriate information. 

Communication objectives 
That all staff, managers, associated unions and any other interested bodies such as boards, 
councils and governing bodies: 
• have a clear understanding about the purpose and scope of the review  
• are kept informed on progress during the review and are provided with the final results 
• have access to information and have the opportunity to complete surveys (either online or 

hard copy) and provide feedback after each committee meeting, regardless of their 
occupation, hours of work, leave status and location 

• have confidence that they can have input into the process and express their views, with 
anonymity being guaranteed  

• as a result of the above, feel comfortable with the process and positive about its 
usefulness. 

A three phased, four step review process  
The review process will proceed in three phases over the period dd/mm/yyyy to dd/mm/yyyy. 
• Preparation phase  
• The four step review process  
• Implementation phase and ongoing embedding of equity into HR practices. 

1. The preparation phase 

The preparation phase involves: 
• Undertaking data analysis, either by using the analytical tool  PEERAT (Pay and 

Employment Equity Review Analysis Tool) or other method, using payroll and HR data to 
create ORGANISATION NAME’s gender profile 

• distributing an online survey to all staff to get their experience and perceptions of working 
at ORGANISATION NAME (hard copies will be available to those employees who don’t have 
access to a computer) 

• sending a joint organisation and union media release, using union publications and 
sector/professional body publications. 

2. The review process 

Staff, managers, governance bodies and any associated unions will be kept up to date with 
what is happening, and the review committee will ask for feedback at two critical points during 
the review – first, to seek staff opinion on the possible causes of the identified gender 
differences, and second, to seek suggested solutions to assist with developing a strategic plan. 
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Finally, the committee will distribute the results of what they found and what they are 
recommending to progress equity. 
• Step 1/Chapter 1: Create a gender profile of the organisation and identify significant 

gender issues. 
• Step 2/Chapter 2: Explain significant gender differences.  
• Step 3/Chapter 3: Plan for moving towards gender equity by addressing the issues 

identified, which includes a strategy for implementation, monitoring and evaluation. 
• Step 4/Chapter 4: Describe and evaluate the review process. 

3. Implementation phase and ongoing embedding of equity into HR practices 

In the implementation phase, the recommendations in the review report are actioned and 
progress is monitored, reported and evaluated against the outcomes sought. Pay and 
employment equity practices are also integrated into HR activities. A communications plan will 
need to be developed to keep all parties up to date with progress. This will assist to build 
confidence and trust that the organisation has a commitment to enhancing and improving the 
position of women. 

Communications for each phase 

1. Preparation phase 

During the preparation phase, three communications are required: 
• Alert staff to the pending review, its scope, purpose, the process, the timeframe and how 

staff will be consulted and kept up to date with progress. Ideally, this communication 
should also demonstrate senior management’s commitment to and support for the review. 

• Invite interest from staff to be members of the review committee. 
• Encourage staff to complete a survey on their experiences and perceptions. 

2. Engagement through the process 

An update is sent to staff after three of the four committee meetings to inform them on 
progress and encourage feedback on the work of the committee, using two staff feedback 
surveys.  
 
Report back to staff, managers, governance bodies and associated unions on the review 
outcomes, including recommendations and the implementation plan. A case study can be used 
for feedback to staff.  

3. Implementation phase 

Report back to staff at defined intervals on progress being made on the implementation of the 
recommendations. To assist with monitoring and evaluation on progress, the survey and data 
analysis could be re-run, and/or an alternative survey that relates directly to the response plan 
could be run. It might be useful to run both types of surveys and data analysis  at different 
times to check that no new gender biases have crept in.  
 
Examples of communications that can be used for each of these three phases are provided in 
the following sections. 
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1. PREPARATION PHASE 

The review process recommends that three communications are sent to staff:  
• An early communication from the chief executive or general manager to alert all staff and 

managers to the purpose, scope and outline of the process, ideally before the review 
begins. 

• An invitation to staff to be a committee member. 
• A communication to support the staff survey. 

Media release 
Once staff have received the first communications, the organisation may wish to consider 
sending a media release to its associated union publications, any sector-wide publications or 
through professional bodies 
 
See:  
• Appendix 1: New Zealand Public Service Association Newsletter for PSA members in Local 

Government, May 2008 
• Appendix 9: Examples of graphics. 
 
Staff communications examples include: 
• the first communication from chief executive/general manager providing the purpose and 

scope of the review 
• an invitation to be a committee member 
• a communication to support the staff survey. 

Example of first communication from chief executive 

Message to staff, managers and associated unions 
 
ORGANISATION NAME is preparing for a pay and employment equity review starting on 
dd/mm/yyyy. The purpose of the review is to ensure that ORGANISATION NAME is an 
attractive, innovative, fair and productive workplace. The review enables us to check what we 
are doing well and to identify any unintentional gender inequities. If inequities are found, a 
response plan will be developed and implemented to address them. 
 
Add quote/message from chief executive. Example: When the idea of the Gisborne District 
Council participating in the pay and employment equity project was first mooted, I was a bit 
sceptical I’d have to say. None of us – or, at least, I hope that’s the case – set out to create 
injustices and inequity in our workplaces. Intuitively then, there’s no problem, so why go down 
this track? I’ve realised that’s the point – it’s not enough to rely on intuition. The potential 
issue is such that some hard data is needed. Attracting good people to work for us is 
challenging enough without running the risk that there is something inherent in our pay 
policies, practices and procedures that prejudices a high percentage of our market. I’m looking 
forward to the results and seeing what they might mean for our approach to personnel 
management in the widest sense. (Lindsay McKenzie, Chief Executive Gisborne District Council 
2008) 
About pay and employment equity 
 
Pay and employment equity is about ensuring that pay, conditions, access and experiences in 
the workplace are not affected by gender 
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Any difference in the distribution of organisational rewards, participation levels, and experience 
of respect and fairness should be explainable and justifiable 
 
It’s not just about pay. It’s about opportunities for identifying and addressing barriers to career 
development, working, flexibility and fairness 
  
The review includes the impact and results of organisational policies and practices on men and 
women, not just whether policies are in place or that activities and processes occur 
 
Pay and employment equity contributes to productivity, and social and cultural development, 
which are key to achieving our organisational objectives and New Zealand’s economic growth 
 
It’s about recognising that equity means that employees’ backgrounds, needs and 
circumstances are taken into consideration and that sometimes people need to be treated 
differently. Applying employment equity practices results in all employees having equal 
opportunities to participate at work. 
 
How is this review going to work? 
 
Example: (Wording depends on the way your organisation sets up the structure for the 
review, for example, you may use an external or internal project manager.) 
  
Project manager 
An external/internal project manager has been appointed to lead our pay and employment 
equity review. PROJECT MANAGER’S NAME has had experience in leading SHORT SENTENCE 
ON PROJECT MANAGER’S EXPERIENCE.  
 
If you want more information or want to contact PROJECT MANAGER’S NAME directly with your 
feedback, contact details are PROJECT MANAGER’S CONTACT DETAILS.  
 
Review committee 
A committee of NUMBER OF MEMBERS will represent union members and other employees and 
a range of occupations and levels within ORGANISATION NAME. Nominations for the 
committee will be sought, and information on this will be provided to you within TIME PERIOD.  
 
Participating in the review – how can you have your say? 
 
ORGANISATION NAME is committed to an open and transparent process, and your 
participation is crucial to the success of the pay and employment equity review. 
 
You can participate in the review in three ways: 
• By completing a staff survey either online or in hard copy. 
• By responding to feedback requests after the first two committee meetings. 
• By approaching a committee member or the project manager to provide further information 

or feedback on what the committee is looking at.  
 
What’s in this for me? 
 
Overall, pay and employment equity is to everyone’s advantage. It’s about everyone having 
access to the same opportunities. It has benefits for an organisation and for an organisation’s 
employees. 
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Your participation/input is important. The more information the review committee has, the 
more we can be sure of identifying the right issues to progress gender equity. You can do this 
by completing the initial survey and two feedback surveys, as the committee looks at both 
quantitative and qualitative information  
 
We want to involve you because this is about you – about identifying opportunities we 
currently have, what processes are working well and barriers that need to be addressed 
Information will only be used in aggregate form. Information will not be presented in a way 
that individuals can be identified. 
 
What will happen as a result of the project? 
 
A review report will show what the committee looked at, how it analysed this information, what 
it found – what is working well and any unjustified gender equity issues that need to be 
addressed to progress gender equity within ORGANISATION NAME. The review report includes 
an implementation strategy that will be presented to the chief executive and associated unions 
for consideration.  
 
The project will not fix any identified issues. That is the work of ORGANISATION NAME 
management after the review has been completed.  
 
See Appendix 2: Towards a Fairer Workplace – Review gets underway. 
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Example of an invitation to be a committee member 
If the committee hasn’t been selected, here is some suggested wording to accompany the first 
message. 
 
Nominations for committee membership 
 
If you are interested in being considered for a role on the pay and employment equity review 
committee, please contact NAME (PROJECT MANAGER/CO-COORDINATOR/OR OTHER TITLE) 
with your details (name, workgroup, position), your manager’s name, your union affiliation (if 
any) and an outline of the contribution you would make to the work of the committee. 
 
The strength of the review committee will be in its diversity. We are looking for people across 
ORGANISATION NAME from different occupations and levels who can contribute one or more 
of: 
• understanding or interest in pay and employment equity 
• knowledge of the history of the organisation  
• staff members recently appointed that have ‘fresh eyes’ and bring different perspectives 
• knowledge base of organisation and culture 
• research and/or evaluation skills  
• ability and appreciation of participating in a team consensus environment, with an open 

curious attitude 
• ability to take an overview approach and to consider the needs of the organisation as a 

whole, as well as specific issues within parts of or groups within the organisation 
• ability and confidence to promote and encourage engagement in the review and receiving 

people’s ideas and feedback. 
 
The role of the committee 
 
The committee: 
• considers the information that is available and decides if more information is required 
• decides on what’s working well  
• decide on the significant gender differences 
• investigates if gender differences are explainable and justifiable  
• records any other non-gendered equity issues  
• decides on the recommendations and strategies to progress gender equity 
• uses consensus decision-making on information being presented to ensure a strategic focus 

is maintained  
• champions the project and encourages consultation.  
 
Time involvement 
 
The committee is likely to meet about four or five times over a 2–3 month period (all these 
times are approximate): 
• Preparation: 14 hours 
• Process: 4 committee meetings (16 hours), pre-meeting reading and possible staff 

engagement such as briefing teams (8–10 hrs) or the project manager, HR staff or team 
leaders may take this role. 

• Total time over 9 weeks – 40 hours. 
• Department of Corrections example of promoting a survey 
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This review is about gathering and analysing both statistical information and staff experiences 
and perceptions.  A survey has been developed to assist the review committee to decide on 
what is working well in ORGANISATION NAME and to identify gender issues to look into. This 
survey accompanies a payroll data analysis tool to produce your organisation’s gender profile. 
 
The survey is divided into three sections – rewards, participation and respect and fairness.  
 
REWARDS 
 
 
 
 
 
 
 
 
PARTICIPATION 
 
 
 
 
 
 
 
 
FAIRNESS 
 
 
 
 
 
 
 
 
 
 
 
This survey is anonymous and results will be aggregated by the project manager.  To ensure 
that individuals are not identified the committee will only see the summarised results. 
 
 
 
See: 
Appendix 3: Pay and employment equity review survey 
Appendix 4: Department of Corrections’ example of promoting a survey 

• Are pay rates affected by gender? 
• Do women and men have a fair share of the rewards other than base pay? 
• Do women and men advance at same or similar rates to higher levels and 

pay? 
• Are women and men appropriately represented at senior levels? 

 

• Do women and men have equitable access to key training and development 
opportunities that will enable them to advance their careers? 

• Are women and men appropriately represented across all occupations and work 
areas? 

• Do women and men actively contribute influence and advice to all important areas in 
the organisation? 

• Is there support for work-life balance for women and men at all levels? 
 

• Do women and men have equal confidence the organisation: 
o taking active steps to minimise the risk of discrimination, all forms of 

harassment and other inappropriate behaviours? 
o Will respond appropriately if this occurs?  

• Is the performance management system fair for both women and men? 
• Do women and men have equal confidence in the fairness of key HR policies and 

systems? 
• Do women and men have equal confidence they are treated fairly and equitable by 

their managers? 
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2. ENGAGEMENT THROUGH THE FOUR STEP REVIEW PROCESS 

After the first and second review committee meetings, it is recommended that a 
communication is sent to all staff to: 
• update them on what areas /issues the committee is currently looking at  
• seek feedback on their experiences, perceptions, whether anything is missing and ideas for 

solutions to address inequities.  
 
See: 
• Appendix 5: Pay and employment equity review staff feedback surveys 
• Appendix 6: Towards A Fairer Workplace – Thanks for giving us your opinions 
• Appendix 7: Towards a Fairer Workplace – Developing our responses. 

Staff communication initiatives and timetable for each step 

STEP 1 
Chapter 1: Create a gender 
profile of the organisation 
and identifies significant 
gender issues. 
 
Week 1 
First review committee 
meeting: dd/mm/yyyy 
 
 

As a result of the committee analysing the gender profile 
summary and deciding on what gender issues to look at, the first 
committee communication is to ask staff, managers and 
associated unions for feedback on what the committee is looking 
at and to identify any other areas the committee could also 
consider. For each area the committee is looking at, ask: 
• Does this area/issue match your experiences or perceptions? 
• How do you think that this gender difference came about, and 

do you think it’s reasonable that this difference exists? 
 
For general feedback on what the committee is looking at so far, 
ask: 
• Has the committee missed anything significant out in the 

experiences of women and men in the organisation? 
• Is there any further information you would like to make the 

committee aware of? 
 
Date request for feedback sent:  dd/mm/yyyy 
Final date for responses:   dd/mm/yyyy 
 

STEP 2 
Chapter 2: Explain 
significant gender 
differences.  
 
Week 3 
Second review committee 
meeting:  
dd/mm/yyyy 
 

As a result of the committee deciding on the unjustifiable gender 
inequities, the second committee communication is to ask staff, 
managers and associated unions for suggested solutions to 
address the inequities and to prioritise the issues. Emphasise that 
this feedback will inform the committee’s decisions. 
• Can you think of any ways in which this issue can be 

addressed? 
• Please prioritise the following issues in order of importance. 

o ADD 
 
Note sources of further information to check if diagnoses are 
correct. 
 
Date request for feedback sent:  dd/mm/yyyy 
Final date for responses:   dd/mm/yyyy 
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STEP 3 
Chapter 3: Plan for moving 
towards gender equity by 
addressing the issues 
identified, which includes a 
strategy for 
implementation, monitoring 
and evaluation. 
 
Week 5 
Third review committee 
meeting:  
dd/mm/yyyy 
 

No general communication required. The committee may wish to 
consult specific individuals or groups who can feed back on the 
strategic approach and the likely impact of the approach. 
 

STEP 4  
Chapter 4: Describe and 
evaluate the review 
process. 
 
Week 8 
Fourth review committee 
meeting:  
dd/mm/yyyy 
 

Write final executive summary and seek sign off from Chief 
Executive 
 
The committee’s final communication is to agree to the case 
study. This case study can be used as the executive summary and 
include quotes from the evaluations from committee members. 
 
Results will be communicated to managers, staff and associated 
unions. This could be via the case study and/or the Report and 
Response Plan  
 
Date final executive summary and response plan sent: 
dd/mm/yyyy  

Reporting back on findings 
The committee is to decide on how it will present its outcomes to the senior leadership team 
and recommend a communications plan to inform staff and associated unions on these. The 
review case study could be used as an executive summary.  
 
See Appendix 8: Towards a Fairer Workplace – Review successfully completed. 
 
See Appendix 10: Example of a Summary Case study. 
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3. IMPLEMENTATION PHASE 

The committee’s final communication activity is to recommend in the response plan an 
implementation strategy to keep staff informed and engaged in monitoring and evaluating the 
progress and outcomes on each recommendation.  
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Appendix 2: Towards a Fairer Workplace – Review gets underway 
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Appendix 3: Pay and employment equity review survey 
Note: The survey question numbers in the gender profile section of Chapter 1 in the review 
report template relate to the standard survey questions. 
 
PAY AND EMPLOYMENT EQUITY REVIEW SURVEY 
 
ORGANISATION NAME has decided to carry out a pay and employment equity review. 
 
Pay and employment equity is about ensuring that pay, conditions access and experiences in 
the workplace, are not affected by gender. 
 
This pay and employment equity review survey will consider the work experiences of women 
and men according to three key equity factors:  
• Rewards including pay and other benefits such as superannuation and bonuses. 
• Participation at all levels including opportunities for staff development, career progression 

and having the opportunity to influence the development of the organisation. 
• Respect and fairness, for example, your ideas being taken seriously, feeling included in 

meetings and other staff events, being encouraged to undertake staff development and 
training and feeling confident that undesirable behaviour will not be tolerated. 

 
The results of this survey will assist the review committee to decide on what is working well in 
your organisation and what gender inequities need addressing. 
 
This survey is anonymous and results will be aggregated. Individuals will not be identified 
 
PART A – ABOUT YOUR JOB 
 
On appointment 
 
We’d like to begin by asking about the time when you were first appointed. 
 
1. Did you agree that your salary and salary range accurately reflected your skills, 

qualifications and experience?  
 
Strongly agree Agree Unsure/Don’t recall Disagree Strongly disagree 

     
 
2. Did you negotiate your starting rate? 
 
Yes No Unsure/Don’t recall 

   
 
Rewards 
 
Now we’d like to ask about rewards for good performance in your current job. 
 
3. In your current job, can you be considered for performance pay? 
 
Yes No 
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4. If yes, what criteria do you believe your manager uses when making decisions about who 

should get performance pay? (Choose as many as apply.) If you chose no in question 3, 
please go to question 5. 

 
 Yes No 

Performance indicators   
Gut feeling   
Anecdotal information   
Feedback from others   
Affordability   
Length of service   
Other (please specify) 
 
 
 
 
Higher and special duties payments and other rewards 
 
5. In the past 12 months, have you had opportunities to do the work of a more senior 

position? 
 
Yes Yes, but I declined  No 

   
 
6. If yes, have you received a special responsibilities/higher duties allowance? 
 
Yes No 

  
 
7. In the past 12 months, did you receive other allowances?  
 
 Yes No 

Overtime   
Shift work   
Working conditions   
Equipment or clothing (please specify) 
 
 
 

  

Other allowances, bonuses or premiums (please specify) 
 
 
 
 
8. Do you have access to other rewards such as personal use of a work cell phone or car? If 

yes, please list in the space provided. 
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Yes No 

  
Other rewards (please specify) 
 
 
 
 
Opportunities for development 
 
Now we’d like to ask you about your opportunities for staff development. 
 
9. Have you had the opportunity to participate in any projects, committees and/or working 

groups in the past 12 months? 
 
 Yes No 

Projects   
Committees   
Working groups   
Other (please specify) 
 
 
 
 
10. Do you agree that you are provided with good opportunities for training and development?  
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
11. In the past 12 months, have you been provided with the following development 

opportunities?   
 
 Yes No 

Training and development opportunities   
Training courses   
Further tertiary education   
Representing this organisation externally   
Conferences within New Zealand   
Overseas conferences    
Secondment   
Acting up opportunities   
Other (please specify) 
 
 
 
 
12. Do you believe that training and/or development opportunities are allocated fairly to both 

men and women in this organisation?   
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No, men get more 

opportunities 

No, women get more 

opportunities 

Yes, men and women 

get equal opportunities 

Don’t know/unsure 

    
 
13. What, if anything, has hindered your ability to access any/other developmental 

opportunities? (Tick all those that apply.) 
 
I didn't know about available developmental opportunities  
I didn't ask for/apply for any developmental opportunities  
I don’t have time to undertake training or development  
I wasn't offered any developmental opportunities  
I have never had a discussion with my supervisor about developmental opportunities 
suitable for my position 

 

My work hours restrict my ability to participate in developmental opportunities  
I don't know how to register for/request a developmental opportunity  
There is no scope for career progression in my job so there is no point in undertaking 
training and development 

 

Nothing has hindered my ability to access developmental opportunities  
Other (please specify) 
 
 
 
 
Performance management 
 
Now we’d like to ask you about your experience of performance management. 
 
14. Have you had a performance review/appraisal in the past 12 months? 
 
Yes No 

  
 
15. Please comment on your experience and perceptions of the performance management 

system. 
 
 
 
 
 
 
16. Do you consider that the performance management system is equally fair for both men and 

women? 
 
Yes No, it favours men No, it favours women Don’t know/Unsure 

    
 
17. If no, in what ways have you observed the performance management system to be unfair 

to women or men? 
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18. Do you have delegated responsibility for managing the performance of staff? 
 
Yes No 

  
 
Career development 
 
We would now like to ask you about your opportunities for promotion and career progression. 
 
19. Do you agree that there are career opportunities for you within this organisation? 
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
20. Do you believe that the career development process within this organisation is equally fair 

to both men and women? 
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
21. In the last 12 months, have you applied for a more senior position in this organisation? 
 
Yes No Not eligible to apply 

   
 
22. If yes, did your supervisor encourage and/or support your application? 
 
Yes No Don’t know 

   
 
23. Were you short listed and interviewed? 
 
Yes No 

  
 
24. Were you successful in your application? 
 
Yes No 

  
 
25. If you did not apply for a more senior position in the last 12 months, what influenced your 

decision? (Tick all those that apply.) 
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A suitable position was not available  
There are no positions to which I could be promoted  
I don't feel sufficiently skilled/qualified  
I am happy in my current position  
No encouragement from management  
The required hours of work are different to what I want to do  
The position is full-time and I only want to work part-time  
The position requires greater responsibility than I would like  
I wouldn't have the flexibility to accommodate other commitments   
Family commitments  
Other (please specify) 
 
 
 
 
Workplace flexibility 
 
Now we’d like to hear your perceptions about workplace flexibility in this organisation. 
 
26. Do you know what flexible work options are available at this organisation?  
 
Yes No Unsure 

   
 
27. Do you agree that the flexibility of work arrangements in your current job is satisfactory? 
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
28. If you don’t agree that the flexibility of working arrangements in your current job is 

satisfactory, what would allow you to have the flexibility you need? (Tick all that apply.) 
 
Completing some work from home  
Job sharing  
Leave with or without pay  
Reduced hours for a period of time  
Flexible working hours  
Support for childcare  
Support for care of other dependents  
Other (please specify) 
 
 
 
 
29. Have you ever requested a flexible working arrangement from your manager and been 

refused?  
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Yes No I have never requested a more 

flexible working arrangement 

   
 
30. Do you agree that your immediate supervisor is committed to assisting employees achieve 

a good work-life balance? 
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
31. If you are currently a part-time employee, would you like to regularly work more hours? 
 
Yes No Unsure 

   
 
32. Have you had a break in your employment over the last five years with this employer? 
 
 Yes No 

Parental leave   
Secondment to another employer   
Rehabilitation   
Study leave   
Other (please state) 
 
 
 
 
If yes, what flexibility and support was available during your break and to assist you with 
transition? 
 
 
 
 
 
 
33. Please list any other ways in which the organisation could assist you further to manage 

your work and your whānau/family care responsibilities? 
 
 
 
 
 
 
34. Do you agree that this organisation is committed to assisting employees to achieve a good 

work-life balance?  
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 
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Impact of part-time employment 
 
Now we would like to know whether you think that part-time employment impacts on careers 
in this organisation. 
 
35. In your work area, is it possible to hold a management position and work part-time?  
 
Yes No Don’t know/Unsure 

   
 
36. Do you believe that part-timers are at a disadvantage compared to those who work full-

time?  
 
Yes No Unsure/Don’t know 

   
 
37. If yes, in what ways? (Tick all that apply.) 
 
Advancement/promotion  
Training and development  
Workplace participation (e.g. staff meetings, committee membership)  
Other ways (please specify) 
 
 
 
 
Respect and fairness 
 
Now we’d like to ask whether you feel treated fairly and with respect in this organisation 
 
38. Do you think your organisation generally does well with regard to gender related issues? 
 
Yes No Don’t know/Unsure 

   
(Please specify) 
 
 
 
 
39. Do you feel that your opinion matters to your supervisor?.  
 
Yes No Don’t know/Unsure 

   
 
40. Do you feel that you are treated with respect by your supervisor?   
 
Always Most of the time Occasionally Never Unsure 
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41. In exercising discretion (e.g. allocation of work, accommodating personal needs), is your 
supervisor fair to both men and women? 

 
Yes No, favours women No, favours men Unsure/Don’t know 

    
 
42. Please comment on how your manager exercises their discretion fairly or unfairly. 
 
 
 
 
 
 
43. Are you aware of the formal processes and procedures for making a complaint about 

harassment, bullying, discrimination and other inappropriate behaviours? 
 
Yes No Not fully 

   
 
44. Do you agree your organisation takes active steps to minimise the risk of discrimination, 

sexual and other forms of harassment, bullying and other inappropriate behaviours?   
 
Strongly agree Agree Unsure/don’t recall Disagree Strongly disagree 

     
 
45. Are you confident that this organisation would address and resolve any complaints of 

discrimination, sexual and other forms of harassment, bullying and other inappropriate 
behaviours if they occur? 

 
Very confident Confident Unsure Not confident 

    
 
46. Do you consider that you have been bullied, harassed or discriminated against? 
 
 Yes No 

Bullied   
Harassed   
Discriminated against   
 
47. If yes, what was the nature of the behaviour?  
 
 
 
 
 
 
48. If yes, did you use the in-house procedures to resolve any problems of inappropriate 

behaviour? 
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Yes No 

  
 
49. If yes, was a satisfactory solution obtained? 
 
Yes No 

  
 
50.  If no, why not?  
 
 
 
 
 
 
Other gender-related pay and employment issues 
 
Finally, we would like to ask if you have any other comments on gender-related issues relevant 
to pay and employment equity. 
 
51. Do you have confidence in the fairness of the organisation’s human resources policies and 

procedures? 
 
Yes No 

  
 
If no, what could be improved? 
 
 
 
 
 
 
52.  Have you any further comments about what other areas the pay and employment equity 

committee could look into? 
 
Yes No 

  
 
If yes, please add your comments here 
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PART B - ABOUT YOU 
 
Now we would like to find out some information about you. Note: this information is for 
statistical purposes only – you will not be identified. 
 
53. Are you: 
 
Male  
Female  
 
54. Which age group do you belong to? 
 
15 – 29  
30 – 45  
46 – 54  
55 years and over  
 
55. Which ethnic group do you belong to? (Tick all those that apply.) Note: the response 

categories are from the 2006 Statistics New Zealand Census.  
 
New Zealand European  Tongan  
Non-New Zealand European  Niuean  

Māori  Chinese  

Samoan  Indian  

Cook Island Māori    
Other (please specify) 
 
 
 
 
56 Have you taken a break in your employment during the last five years? If so, how long did 
you take your break in months? 
 
 
Type of leave Months 
Parental leave  
Study leave  
Other  
 
 
57 How long have you worked for your current employer overall? Include total number of 

years even if you have had time out - e.g. parental leave, leave without pay. 
 
Less than 3 years  
Less than 10 years  
Less than 15 years  
15 years or more  
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58 How long have you been in your current job? 
 
Less than 3 years  
Less than 10 years  
Less than 15 years  
15 years or more  
 
59 Which best describes your current position?  
 
Team member  

Team leader  

Manager  

Senior manager (2nd & 3rd tier)  
 
Other (please specify) 
 

60 What is your current occupation? 
 
 
61 Do you have caring responsibilities? Select those that apply. 
 
 Yes No 

Children   
Elderly dependants   
Other dependants (disability or sickness)   
No dependants   
 
Other (please specify) 
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61 Is your employment full or part time, permanent or casual? 
 
 Yes No 

Full time   
Part time   
Permanent   
Casual   
 
62 Have you returned from parental leave in the last 24 months? 
 

Yes No 

  
 
63 If yes, did you take up your previous position under the same conditions on your return 

from parental leave? 
 

Yes No 

  
 
64 If no, what changed? 
 
 
 
 
 
Thank you for taking the time to complete this survey 
 
If you have any further questions or would like to provide additional feedback about any of the 
issues raised in this survey please contact the Project via email or, if you would prefer, by 
anonymous feedback. 
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Appendix 4: Department of Corrections example of promoting a survey 
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Appendix 5: Pay and employment equity review staff feedback surveys 
These surveys seek feedback from staff on issues the committee is considering. We 
recommend that, after the committee’s first and second meetings, the survey is distributed to 
managers, staff and associated unions. The survey questions for the first and the second 
committee meetings are provided below and reflect the activities of the committee at these 
times. It is recommended that online and hard copy survey(s) are emailed or given to each 
staff member, manager and associated unions to get their feedback, with a specified deadline. 
 
After Meeting 1 
 
For each issue the committee is looking at, we suggest the following questions are asked:  
 
Does this issue match your experiences or perceptions?   
Please give an example:  
 
 

 Yes  
 No 
 
 

How do you think that this gender difference came about, and do you think that it’s 
reasonable that this difference exists? 
Please comment:  
 
 

 Yes  
 No 
 
 

 
To get general feedback on what the committee is looking at so far, we suggest the following 
questions are asked: 
 
Has the committee missed anything significant in the experiences of women and 
men in the organisation? 
Please comment:  
 
 

 Yes  
 No 
 
 

Is there any further information you would like to make the committee aware of? 
Please comment:  
 
 

 Yes  
 No 
 
 

 
After Meeting 2 
 
For each issue the committee is looking at, we suggest the following questions are asked:  
 
Can you think of any ways in which this issue can be addressed?  

Please give an example:  
 

 Yes  
 No 
 

Please prioritise the following issues in order of importance 1(most) to 10 (least).  RANK 

• LIST  
• LIST  
• LIST  
• LIST  
• LIST  
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Appendix 6: Towards a Fairer Workplace – Thanks for giving us your 
opinions  
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Appendix 7: Towards a Fairer Workplace – Developing our responses 
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Appendix 8: Towards a Fairer Workplace – Review successfully 
completed 
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Appendix 9: Examples of graphics 
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Appendix 10: Example of a Summary Case Study 
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