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SUPPORT  WORKER  NEWSLETTER 

April 2021 

A warm welcome to all our Support Workers. The best news we have had in a while for a lot of people is 

the Trans Tasman travel bubble being declared this month, long may it last. In  this newsletter you will 

find items about: Covid-19 vaccinations, high annual & alternative leave balances and new office staff.  

From the Management Team 
Welcome to the first newsletter of the year. Apologies for the 

delay in getting this newsletter to you. We had the usual busy 

Christmas period and since then we have had a number of 

challenges including Covid-19.  

At the start of the year we were experiencing low Support 

Worker numbers in many areas and a shortage of Co-

ordination staff. This led to us having to contact you at short 

notice about relief for your scheduled Client visits. 

Unfortunately, this put everyone under pressure and in some instances a few errors crept in such as 

“double ups”, missed Client visits and limited travel time. For this we are sorry. 

We really appreciate your perseverance, understanding and support during this difficult period. Since then 

we have filled some of the Co-ordination vacancies and we have had a slight increase in Support Worker 

numbers. This has led to an improvement in our “service”. 

We are still trying to fill a couple of office vacancies as well as hiring more Support Workers. We have had 

to increase our efforts to hire more Support Workers in certain areas. Unfortunately, our Support Worker 

numbers have been falling slowly for over a year now and we are going to need to rebuild our numbers 

over time. It is not everywhere that we need more Support Workers, it is certain areas, days and times. 

The exception being weekends where we always seem to need more Support Workers. Please let us know 

if you want more hours and we will check to see if work is available in your area and matches your 

availability, especially weekends! 

If you know someone who you think will make a great Support Worker then get them to go to our website 

and apply on-line.    

Although we are still under pressure, things are definitely improving and this will mean everything running 

more smoothly for you. The improved situation means that we can accommodate more requests for 

annual leave.  

This year will be an interesting one and there will be a number of changes that we will work through 

together. Thank you for your support through these challenging times. 
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Mid & Far North Co-ordinators 

WHANGAREI 

(09) 430  2090 - 0800 832 383 

Whangarei Co-ordinators 

Co-ordinator Supports 

Employee Support Team (EST) 

MID & FAR NORTH (09) 401 6657  

0800 729 787  Fax (09) 401 6658 

Payroll Team 

 

 

hsnwageskk@homesupport.co.nz  

MFN Office hrs:  8:00am-4:00pm 

 

 
Sharon (Manager)   Renee     Karen  
Julie   Gloria    Lisa 

 

 

Lynn  & Kay 

 

 

officewhg@homesupport.co.nz  

Whangarei Office hrs: 7:00am-5:00pm 

 
JoAnn (Team Leader)    -     Extn: 205 

Leanne                            -       Extn: 204 

 

Sue                               Extn: 216 

Melena                     Extn: 202 

Siobhan                   Extn: 218  

Donna                      Extn: 206 

Jamie/Amy                Extn: 207 

Megan                 TBC 

Jackie                 WFH 

Lettica                 WFH 

WFH =  

Working from home, ask to be called back 

 

 

Managing all  Support Workers using 

alpha split by SW Surname: 

Robert  (Team Leader)      Extn: 214 

Liz      -   A to L            Extn: 201 

Lee     -   M to Z         Extn: 221 

Yvonne    (Reception)           Extn: 211 
 

Erna    -   QSR Admin     Extn: 210 

Liz J    -  WHG Trainer    027 358 4216  

Fiona    -  MFN Trainer     09 401 6657 

Marie   -  Accounts      Extn: 213 

OFFICE CONTACT DETAILS Office staff updates 

Leanne McLiver                       CE 

Sam Romeyn                 I T Manager 

Debra Peters                  Operations Manager 

Sharon Lyne                       Payroll Manager 

Hannah Crane            Financial Accountant 

Paul Emmerson  Quality, Safety & Risk Manager 

Management Team 

wwww.homesupport.co.nz 

You will have noticed a few different names when 

contacting the office over the last few months. We 

have had some fixed term staff members for short 

contracts to help out over busy periods. Other 

permanent staff have taken on different roles outside 

the office. So a few changes happening as we tweak 

things to ultimately provide a consistent service to 

both Clients and Support Workers alike. 

Be assured there is always someone available to assist 

you, as all members of the Operations team can 

access your schedule, or get messages through if you 

need a call-back.  

Kay Grant—Co-ordinator 
We are pleased to welcome Kay as our new Co-

ordinator, based in the Russell area. Kay is a 

registered nurse and we’re sure our Clients and 

Support Workers will look forward to her friendly 

manner and vibrant outfits. 

Siobhan Hotere—Co-ordinator Support 
Siobhan joins us as one of  the new recruits to the 

hard working Co-ordinator Support team. Some of 

you will have already spoken with Siobhan over the 

past few weeks, even at this early stage she is proving 

to be an efficient and motivated team member.  

Megan Bennett—Co-ordinator Support 
Meagan joined the Co-coordinator Support team late 

in April and is still in training. We look forward to 

working with Megan and are sure she will prove to be 

a great asset to Home Support North. 

 

(More to follow in the next newsletter about Kay, 

Siobhan & Megan) 
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Denise MacDonald—Quality, Safety & Risk Manager and Financial Accountant 
Denise will be moving into the role of Quality Safety & Risk Manager and Financial 
Accountant in the near future. Denise has been gaining invaluable insight into the 
nuts and bolts running of the organisation by covering one of the Co-ordinator 
Support roles over the last 10 weeks. Thank you Denise – you have been efficient, 
thoughtful and committed - we all have appreciated your willingness to pitch in 
where needed. 

For the past 10 years I have been working as a Business Manager in the health 

industry. Recently I had been working in Auckland and returning to Whangarei on 

weekends so it’s nice to be back working in Whangarei.  I have one adult daughter 

who lives/works/studies in Wellington. I’m pleased to be proud of the very hard 

working team that HSN is built on. 

Leanne Peachey—Co-ordinator 
We are pleased to welcome Leanne to Home Support North, she joins us as our 
newest Co-ordinator based in the Whangarei office. We look forward to working with 
Leanne and benefiting from her nursing experience. 

I live in Whangarei with my 2 teenage children and 3 year old grand daughter, I have 

 lived up here since age 8 after spending a few of my childhood years in Auckland.  

Over my years of being an RN I have worked in a dementia unit, medical centre, rehab 

ward and now here as a Co-ordinator. I am very much looking forward to getting into 

this role and bringing my experience with me as well as gaining new skills. 

 

Yvonne Cross—Receptionist 
Yvonne has become the new “voice” of Home Support North, taking on 

the Receptionist role now that Liz has moved into Employee Support, 

replacing Leonie. Yvonne has been with us since February and is fitting 

well into our busy  environment.  

Yvonne is a Whangarei local, born and bred, and can be found 

supporting various family members from the safety of the hockey side-

lines. Yvonne has a background in both the travel and finance industries 

and brings solid administration skills to HSN, coupled with a cheerful & 

helpful demeanour making her a valuable team member! 

Chrissy Yearbury—Farewell (kind of!) 
Chrissy is now semi retired after almost 8 years as  Co-ordinator with us in 

the Whangarei office. We are still able to call on her at times, which is 

great as Chrissy has many years of valuable experience in aged care and 

disability to draw on. We wish Chrissy well and are sure the caravan will 

be well utilised.  

Thanks Chrissy, we really appreciate working with you. 

Introducing... 
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Health & Safety 
All accident and incident reports are monitored. We also look at the numbers recorded by category to 

spot trends. In the last 3 months of 2020 (October to December) the Top 5, by numbers reported were:  

Top 5 Incident Trends 
Client Fall unwitnessed                                    = 10 

Client unwell ambulance called                      = 8 

Support Worker Injury – Leg/Ankle/Foot     = 7 

Support Worker Injury – Arm/wrist/hand    = 3 

Medication error by Client                              = 3 

Any Support Worker injuries are concerning; 
please take care and stay safe. 

At Covid Alert Level 1 you are no longer required to wear masks during close 

contact with your Clients. The exception to this is for Clients with severe 

respiratory problems. If you are unsure please check with the Coordination team. 

Regular handwashing is one of the best defences against cross contamination; as is 

making sure you do not go to work if you have any potentially contagious 

conditions such as a cold or gastro bug. 

The PPE shortage created by flow-on effects of the COVID-19 pandemic is likely to continue for the 

foreseeable future.  You have probably noticed that we are having to supply gloves of a different type 

than we used to before Covid-19. Until our supply returns to normal (which could take up to 18 months), 

we would appreciate your understanding and we will continue to source good quality products at the best 

price. All gloves we provide are suited to all tasks performed including food preparation. 

Collection points are  - Whangarei & Kerikeri offices, Broadway Medical Centre—Kaikohe, & People’s 
Centre—Kaitaia. 

Personal Protective Equipment (PPE) 

Covid-19 Immunisations 
We are currently working with the Ministry of Health and the local DHB to 

determine the process and the timing of these immunisations. They have yet to 

give us a final decision on this, but please be assured, progress is being made 

and we will let you all know as soon as we have confirmation of the process. In 

the meantime, please refer to the table on page 5 of this newsletter and visit 

our website for more information. 

Some of our Support Workers have already been able to access the immunisation which is great, please 

let Lee or Liz from EST know so they can update your file. 

Visit the Unite against Covid-19 Government website www.covid19.govt.nz for current information 

Below is the website address for Covid-19 immunisation, visit our website and follow the links 

https://www.northlanddhb.org.nz/home/covid-19/covid-19-northland-hub/vaccine-programme-information/  

NEWSFLASH!! 
We now have the option available for 

Support Workers to purchase their 

own gloves and get subsidised by HSN 

up to $20 per box of no less than 100 

per box (proof of purchase required) 

https://www.northlanddhb.org.nz/home/covid-19/covid-19-northland-hub/vaccine-programme-information/
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Covid-19 Vaccination rollout plan 
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Payroll  

Leave forms 
Please send leave forms for sickness/medical and bereavement into payroll as soon as you can for early 

processing. There is a high volume of leave coming through each pay period and it helps if the forms are 

received as early as possible (no need to wait until the end of the pay period).  

Emailing the form directly to hsnwageskk@homesupport.co.nz or completing the form online via our 

website www.homesupport.co.nz are also good options to streamline the process. 

.Cashing up Annual & Alternative Leave 
We are currently reviewing Support Worker’s leave balances; thank you to the Support Workers who 

have thought ahead and have already applied for leave or cash ups. 

If you are aware you have overdue / unused leave, please consider a time in the very near future to take 

some of this leave. Please avoid us having to make this plan and decide on a time for you. Some of this 

leave may be available for cash up, if you think this is something you would like to do. If you would like to 

know what leave you have due, please contact Payroll 0800 729 787. 

Excerpt from Individual Employment Agreement (IEA) 

Every industry has its share of acronyms and abbreviations and as most of our communication to Support 

Workers is by text/SMS messaging, abbreviation is unavoidable. For our newer Support Workers and as a 

reminder for the more experienced we have compiled a list to help increase everyone’s understanding.  

Let us know about any other abbreviations that you feel we should add to this list: 

EST Employee Support Team PPE Personal Protective Equipment 

FE Fortnight Ending QSR Quality Safety & Risk  

GH Guaranteed Hours PERM Permanent Client/Shift 

HC Home Care (Household Management) RWA Remote Worker App 

HSN Home Support North SMS Short Message Service 

IBT In Between Travel SNC Short Notice Cancellation 

NOK Next of Kin SW Support Worker 

PC Personal Care UFN Until Further Notice 

    

Common Abbreviations 

7. ANNUAL HOLIDAYS 

a) Annual Leave must be taken within 12 months of you becoming entitled to it. Failure to do so could 
result in the Employer requiring you to take the leave and will give two weeks notice as per 7 c). 

Pay slips 
Following current business practices we are moving away from posting out pay slips 

and using email only. If you have not already supplied us with an email address, please 

do so by simply emailing est@homesupport.co.nz with your name so we can update 

our system. Thank  you. 
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Public Holidays 

Excerpt from Support Worker Handbook 

Timesheets—Leave section pg 18 of 30 

If a Public Holiday falls on your normal day of work you are required to work all 

scheduled Personal Care shifts AND Household Management shifts you have on 

that day. You will receive time and a half and an alternative day off. 

If you ONLY have Household Management shifts you are not required to work 

the Public Holiday. Please work any unworked hours on another day, agreeable 

to both yourself and your Client, within the same pay period. Please notify the office 

of the agreed change in day & time so we can make sure you get paid. 

If this is not possible - please phone the Coordination Team.  

If a Client wishes to continue to receive Household Management on a Public 

Holiday and you are not working any personal care shifts on that day, please phone 

the  Coordination Team. 

If you wish to have the time off, you need to apply for leave with a minimum of two 

weeks notice. A leave request form needs to be completed.  

If you only work a small number of hours on a Public Holiday (3 and under) 

– you may be asked by the office to NOT work and a relief SW will cover the 

shift/s for you. (see your Individual Employment Agreement—IEA). In this 

instance you will not need a leave form – you will however need to note this 

on your timesheet. You will receive payment based on what you were 

“rostered” to work. 

Medication 
Blister packed medications only are to be prompted or supervised, (which ever is on the support plan), 

by Support Workers who hold medication competency. You are not to dispense from bottles or packets. 

Medication sign sheets need to be returned to the office each 

fortnight. Please do not let these build up at the Client’s house, we 

need them back on a regular basis. Also, please keep a good supply 

of blank med sign sheets with you so there is no risk of running 

out.  

EST can post these out if necessary if you are unable to get to the 

office  
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Flu Vaccination 

Home Support North 
Charitable Trust 

 FLU VACCINATIONS APRIL 2021 

Your Name …….…………………...……..….……………...Area WHG/MID NORTH/FAR NORTH  

Doctor/Health Professional from whom vaccination was received: 

………………………………..……………………………..……………………… 

Please reimburse me $ ___________ for flu vaccination. 

        ( up to $45.00)    PLEASE FIND RECEIPT FOR VACCINATION ATTACHED 

We are pleased to offer you the opportunity to receive a refund towards the 

cost of a flu vaccination. We strongly recommend you get this vaccination.  

We will reimburse you up to $45.00 with your next pay 
 

You can get your vaccination now. Just tell the Pharmacy or other provider that 

you are an aged / disability care worker. Please forward your receipt with the 

slip below, to the office, (or email hsnwageskk@homesupport.co.nz) 

Please be aware of any timeframe required between the  

HEALTH AND SAFETY TIPS 

 To minimize cross infection we require you not to attend work when suffering from colds or   

influenza. Contact the office as soon as you are aware you are unable to work. If you     

provide weekend care, please leave an urgent message with the after hours service on 

0800 11 22 10 with your name and Client shifts affected. 

 Always wash hands — 

 between Clients 

 before preparing food 

 after doing any Personal Cares 

 after changing beds, cleaning bathrooms or doing laundry 

 after sneezing or coughing 

 after handling body waste & fluids 

 before putting on gloves and after removing gloves 

 Avoid touching your face. 

 If you arrive at your Client’s and they are unwell and you feel your own health is at risk, 

leave and phone the office as soon as you can. 

 Where possible please use tissues instead of a handkerchief. 

 Use gloves when cleaning toilets, doing personal care, etc.- these are supplied by the office. 

 Ensure you are symptom free for 24 hours before returning to Clients. 
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Remote Worker APP & Website 

Remote Worker APP 
Background work on the new Remote Worker App (RW2) has been done 

and is in test phase.  Once testing is complete we will move current 

remote worker staff over to RW2.  We will then work with remaining staff 

to transition from paper timesheets to the RWA in groups.  

With this new version we want to make better use of the Remote Worker 

messaging service to contact you instead of SMS (which costs us and 

you!). For this to work we will need you to let us know as soon as you 

receive a message and respond (if needed) or type “read” and click on 

the button to mark as read so that we get a notification back.   

Accessing the SW Area of our Website 

The website has been added to with lots of information and online forms to help you as well as COVID-19 

alert levels and other documents that will help you with your work and to keep up with what’s 

happening.   

The link is https://www.homesupport.co.nz/   Then click on the “SW Area” menu item at the top.  If you 

do not have a password you can use the “forgotten password” with your email address (which should be 

in our system).  If this doesn’t work please email me: sam@homesupport.co.nz to reset your password 

and send you a link to get you in. Please let me know if there is anything else that you would find helpful. 

Appreciate your help with this, 

Sam Romeyn 
IT Manager 

10 year Support Worker Anniversaries 

We are happy to acknowledge the following Support Workers who have reached  or 
will be reaching the 10 year mark with Home Support North this year. 

Kaitaia 
Heather K & Mack A 

Kerikeri 
Cath M   

Kaikohe 
Sharon C  

Whangarei 
Shara M  & Robin L 

 

 

Thank you all for your dedication to your Clients and HSN 
over the years, you are all  very much appreciated! 

https://www.homesupport.co.nz/
mailto:sam@homesupport.co.nz


 

Home Support North Charitable Trust    ~    Support Worker Newsletter April 2021   ~   www.homesupport.co.nz Page 10 

  

PUBLIC HOLIDAYS – If you usually work Personal Care you are required to work all shifts  

(including HC), unless requested not to by the office.  

If you wish to take the day off – please apply for leave with at least two weeks’ notice. 

Timesheets need to be in the office by Tuesday mid-day after the pay period end 

KAITAIA TIMESHEET COURIER  -  TIMESHEETS NEED TO BE IN BOX BY 12 NOON MONDAY 
EMAIL:  hsnwageskk@homesupport.co.nz    FAX:  (09) 401 6658 

Fortnightly Pay Period  

Ending Sunday 
Public Holidays Within Pay Period 

Newsletter/Payslip Post/

Collection Dates 

Sunday, 10 January 2021 

Friday 1 January - New Years Day 
Saturday 2 January – New Years holiday 

Monday 4  January – (New Years Holiday observed) 
15 January 

Sunday, 24 January 2021 
School Holidays – 18 December to 31 January or latest  

8 February (contact your school to check) 
  

Sunday, 7 February 2021 Monday 1 February - Northland Anniversary    

Sunday, 21 February 2021 Monday 8 February - Waitangi Day   

Sunday, 7 March 2021   12 March 

Sunday, 21 March 2021    

Sunday, 4 April 2021 
Sunday 4 April – Daylight saving ends 

Friday 2 April – Good Friday 
  

Sunday, 18 April 2021 
Monday  5 April – Easter Monday 

 School Holidays – Sat 17 April to Sun 2 May 
 

Sunday, 2 May 2021 
School Holidays – Sat 17 April to Sun 2 May 

Monday 26 April -  ANZAC Day Observed 
7 May 

Sunday, 16 May 2021    

Sunday, 30 May 2021    

Sunday, 13 June 2021 Monday 7  June - Queens Birthday    

Sunday, 27 June 2021  2 July 

Sunday, 11 July 2021 School Holidays – Sat 10 July to Sun 25 July  

Sunday, 25 July 2021 School Holidays – Sat 10 July to Sun 25 July   

Sunday, 8 August 2021     

Sunday, 22 August 2021  27 August 

Sunday, 5 September 2021   

Sunday, 19 September 2021   

Sunday, 3 October 2021 
Sunday 26 September – Daylight saving starts 
School Holidays – Sat 2 October to Sun 17 Oct 

 

Sunday, 17 October 2021 School Holidays – Sat 2 October to Sun 17 Oct 22 October 

SEND IN CHRISTMAS LEAVE REQUESTS NOW 

Sunday, 31October  2021 Monday 25 October - Labour Day  

Sunday, 14 November 2021    

Sunday, 28 November  2021   

Sunday, 12 December 2021   17 December 

Sunday, 26 December 2021 

Schools close no later than Monday 20 December 
Saturday 25 December – Christmas day 

Monday 27 December (Christmas day observed) 
Sunday 26 December – Boxing day 

(Boxing day observed Tuesday 28 December) 

  

Sunday, 9 January 2022 
Tuesday 28 Dec (Boxing day observed) 

Schools start earliest Mon 31 Jan & latest Tue 8 Feb 

(contact your school to check) 

10 January  

(To be confirmed) 

PAID INTO YOUR BANK - FRIDAY FOLLOWING THE END OF PAY PERIOD 

mailto:hsnwageskk@homesupport.co.nz

