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Cellar Door Human Resources

Templates

CELLAR DOOR HUMAN RESOURCES TEMPLATES


Take the time to consider your policies for recruiting and communicating with your staff, how you intend to develop their technical and professional skills and how you will monitor and record their ongoing performance.

This section includes some of the templates to enable you to develop your own Human Resources Policies and Procedures.

Position Descriptions should accurately reflect the roles, responsibilities, personal attributes, qualifications and reporting lines for each staff member.  You will need to have a Position Description for each staff member in your Cellar Door.
Personnel Records are vital to capture all relevant information about your employees and retain on file.  This will be especially important in the case of an emergency.
Induction Programs for casual and fulltime staff are essential in managing your cellar door operation effectively.  The process ensures that employees are familiar with company procedures and expectations.  Depending on the size of the operation, induction kits can comprise checklists, copies of relevant procedures, leave forms, incident reports, training opportunities and more. 

Rostering Staff can be a challenge. If you have a mix of full time, part time and casual staff, rostering can become quite complicated.  Rosters should be prepared as far in advance as practical (monthly works well) to allow staff to arrange their personal schedules appropriately.  You can use a simple template if you only have a few people to cater for, or a more complicated spreadsheet version that also enables you to input wage costs.  This then becomes an effective planning tool that you can integrate into your overall financial plan.

Employee Development and Performance Appraisal should form part of an ongoing review process that provides both you and your staff with the opportunity to improve working conditions and business outcomes.  

· The information provided in italics represents examples of Cellar Door responses.
· You can use these templates as a guide, or feel free to adapt the existing information in italics to suit your own business.
The following pages are intended as a guide only - all information contained within this document is believed to be accurate at the time of writing. The authors have taken all reasonable care in the preparation of the templates, however, they are not comprehensive. It is the responsibility of the individual businesses to tailor the documents to reflect their circumstances. 

For further information and assistance contact Wine Food Tourism Strategies Pty Ltd at admin@winefoodtourism.com.au 

CELLAR DOOR STAFF RECRUITMENT POLICY
	· When new staff are required for Cellar Door, our policy is that we recruit from within the business as a first priority.

· Available positions are placed on the Staff noticeboard, and are announced in staff meetings.

· A position description for the job is created and available on request.

· If a suitable candidate is not found internally, an advertisement will be placed in the local paper, and / or wine industry publications in our region.

· Applicants are required to submit their resumes in writing to the Manager.

· The successful applicant will receive a letter of offer, and all unsuccessful applicants will receive a letter informing that the position has been filled, and thanking them for their application.

· We check all credentials and speak to at least two referees before appointing staff.

 


SAMPLE POSITION DESCRIPTION – CELLAR DOOR SALES
	Title
	Cellar Door Sales Assistant

	Position Objective
	To create a positive environment for customers at cellar door and to convey the brand image as described in the business plan.  

Wine Sales are the primary function of this role.


	Remuneration
	A casual rate of $    per hour.


	Hours
	As rostered


	Qualifications


	Essential:

· Responsible Service of Alcohol certificate

· Basic computing skills

· Wine Appreciation certificate or equivalent

Desirable: 

· Certificate in Food Processing (Wine) in units relevant to cellar door (or equivalent) or

· Certificate in Hospitality or Tourism

· Current first aid certificate

	Experience


	Essential:

· Previous experience in a liquor, hospitality, retail or tourism environment

Desirable:

· Previous or current experience in a cellar door sales environment 


	Personal attributes
	· A demonstrated commitment to customer service excellence

· Ability to sell effectively

· Ability to work under limited supervision according to work instructions

· Ability to evaluate wine quality, identify wine varieties and styles and communicate wine knowledge

· Ability to prioritise work requirements

· Competent in the use of word processing, email and internet technology

· Demonstrated literacy, numeracy and communication skills

· Willingness to work cooperatively in a team environment

 


	Job Specifications
	Customer Service & Sales

· Deliver prompt and courteous service to visitors

· Conduct individual and group tastings

· Assist with creating merchandise promotions and displays

· Promote the sale of wine, accessories and merchandise

· Convey local tourism information to visitors

· Conduct winery tours and give presentations

Stock Control

· Ensure adequate sales and tasting stock levels are maintained

· Assist in stock take activities as directed

· Complete stock control records accurately

· Follow standard operating procedures for managing stock

Administration

· Complete administration records clearly and accurately in accordance with work instructions

· Respond to customer queries promptly and in a professional manner

· Competent use of cash register and electronic banking facilities

· Complete dispatch paperwork clearly and accurately

General

· Comply with company policies and legislation relating to OH&S, Equal Opportunity, Liquor Licensing Laws and Food Safety.

· Follow Company Standard Operating Procedures

· Attend meetings as required

· Complete general housekeeping tasks as necessary

Special Conditions

· Current drivers license is essential

· Ability to work across a flexible seven day roster


	Reports To
	Winemaker / proprietor  



SAMPLE CELLAR DOOR PERSONNEL RECORD
	PERSONNEL RECORD
	

	NAME
	

	POSITION
	Sands Place Williamstown Vic 30156

	HOME PHONE
	

	MOBILE
	

	OTHER PHONE
	

	FACSIMILE
	

	EMAIL
	

	
	

	DATE OF BIRTH
	

	NATIONALITY
	

	
	

	BANK DETAILS
	

	
	

	
	

	TAX FILE NUMBER
	

	SUPERANUATION FUND
	

	EMERGENCY CONTACTS
	

	
	

	FAMILY DOCTOR
	

	FAMILY DENTIST
	

	PRIVATE HEALTH COVER
	

	AMBULANCE COVER
	

	HEALTH & ILLNESS
	

	DIETARY REQUIREMENTS
	


SAMPLE CELLAR DOOR STAFF INDUCTION
	Induction procedure
	Responsible person
	Date completed

	General overview and background to organisation.
	Proprietor/Manager (insert names)
	

	Organisation structure, lines of communication
	Proprietor/Manager
	

	Organisation policies e.g. Smoking, alcohol consumption, conduct, holidays, illness etc.
	Proprietor/Manager
	

	Details of payroll, superannuation etc.
	Proprietor/Manager
	

	Provide material covering history, vision, mission, structure etc
	Proprietor/Manager
	

	Induction Training: 

· Product familiarisation/wine tasting

· Product presentation training e.g. Opening and checking wine, sample pouring size etc.

· Introduction to customer service standards, complaints handling procedures etc. 

· Equipment training e.g. Tills, glass washer, espresso machine
	Cellar Door Manager/Winemaker
	

	Vineyard inspection/information
	Vineyard Manager
	

	General industry information
	Proprietor/Manager
	

	Regional overview
	Visitor Information Centre visit
	

	Amenities and staff facilities
	Cellar Door Manager
	


SAMPLE CELLAR DOOR ROSTER
	Date
	Hours
	Person
	Standby contacts

	WED  1ST FEB
	9AM - 5PM
	
	

	
	11AM -2PM
	
	

	THURS 2ND FEB
	8AM – 3 PM
	
	

	
	11AM – 5 PM
	
	

	FRI 3RD FEB
	9AM - 5PM
	
	

	
	9AM - 5PM
	
	

	SAT 4H FEB
	11AM -2PM
	
	

	
	8AM – 3 PM
	
	

	SUN 5TH FEB
	11AM – 5 PM
	
	

	
	9AM - 5PM
	
	

	MON 6TH FEB
	9AM - 5PM
	
	

	
	11AM -2PM
	
	

	TUES 7TH FEB
	8AM – 3 PM
	
	

	
	11AM – 5 PM
	
	

	WED 8TH FEB
	9AM - 5PM
	
	

	
	11AM -2PM
	
	

	THURS 9TH FEB
	9AM - 5PM
	
	

	
	11AM -2PM
	
	

	FRI 10TH FEB
	8AM – 3 PM
	
	

	
	11AM – 5 PM
	
	

	SAT 11TH FEB
	9AM - 5PM
	
	

	
	11AM -2PM
	
	

	
	8AM – 3 PM
	
	

	SUN 12TH FEB
	11AM – 5 PM
	
	


CELLAR DOOR STAFF APPRAISAL
Staff appraisals are a formal review process to evaluate and support employee performance. They integrate with a program of performance management that is designed to achieve the goals you and your employees agree on. 

Periodic informal reviews should be conducted to provide the opportunity to see how employees are performing relative to their goals and to facilitate early intervention if problems exist. 

Formal performance appraisals should be conducted at least once a year. This process helps the employee and the manager focus on the formal goals and performance expectations that can impact salary, merit promotions or provide rewards/benefits. 

	· All staff, including casual and part timers will be required to partake in a 3 month probationary appraisal, followed by annual appraisals thereafter.

· The appraisals will be conducted by the person responsible for managing that staff member.

· Staff will be informed in advance of the date, time and content of the appraisal meeting.

· The Manager will discuss the employees’ progress over the past year, and suggest ideas for professional development during the following year.

· The staff member will have an opportunity to comment on how they feel they have progressed, and to discuss any issues that concern them.

· The staff member will have an opportunity to request extra training or development to further their development within the organisation.

· A pay review may or may not be linked to the appraisal process dependant on the financial position of the company at the time




PERFORMANCE APPRAISAL CHECKLIST
	Complete this checklist to make sure you properly prepare for an appraisal meeting.

	Have You?
	Yes
	No

	1.  Scheduled the meeting at a time that is suitable to both you and the employee?
	
	

	2.  Given the employee notice and a copy of the appraisal form for a self-appraisal?
	
	

	3.  Reviewed the job requirements?
	
	

	4.  Reviewed the employee’s performance goals as well as your criteria?
	
	

	5.  Reviewed the employee’s history, including skills, past training, and past job performance?
	
	

	6.  Carefully looked for “gaps” between stated goals and actual performance?
	
	

	7.  Identified the cause and effect links between the employee’s attitudes and behavior and his or her performance?
	
	

	8.  Completed the performance appraisal form?
	
	

	9.  Rated the job performance?
	
	

	10.  Noted problems that need to be discussed and listed specific examples?
	
	

	11.  Noted specific strengths and how they can be enhanced or sustained during more challenging times or work assignments?
	
	

	12.  Created a draft of a development plan?
	
	


POLICY FOR STAFF TRAINING AND PROFESSIONAL DEVELOPMENT
	· This company recognises that informed and happy staff are the lifeblood of the organisation and its success.  

· We are committed to the ongoing professional development of staff so that they may grow within the organisation, and acquire more skills which will assist in the day to day management or operation of Cellar Door.  

· We recognise our commitment to improving the skills of people working within the broader tourism industry, and as such will endeavour to ensure our staff are given every opportunity to develop their skills.

· A thorough induction training program is delivered accompanied by on the job training for each staff member.

· We operate two main training sessions per year with compulsory attendance for all staff.  These sessions cover things such as customer service training, new polices and procedures, tasting notes and an update of wine knowledge.

· Familiarisation tours/visits are conducted once a month to ensure that available staff have an opportunity to increase their knowledge first hand of other Cellar Door operations in our region.
· In addition to these, the annual appraisal process will identify other areas requiring development for each staff member.  Training programs will therefore be provided on an as needs basis and may include such things as: computer program training, administration skills, environmental management, management skills etc.

 


POLICY FOR COMMUNICATION WITH CELLAR DOOR STAFF
	· Weekly staff meetings are held to discuss issues and ideas arising from previous week’s activities, and to plan for following weeks activities.

· Staff newsletters are issued monthly informing staff of the business progress, new products, new information, social gatherings, business plans, etc.
· Staff tearoom notice-board – staff can leave messages for each other on the notice-board, or use the message book provided in the tearoom.  Please make sure you read the message book at the commencement of each shift.  Write your response or action taken and date actioned next to the message.

· Annual appraisals foster communication between staff and their managers.  Staff will receive 2 weeks notice of an impending appraisal.

· Weekly afternoon tea – a social gathering is held once a week on Friday afternoon for all available staff to attend and catch up with each other in an informal setting.

· An “open door” policy exists in this company whereby staff are encouraged to communicate any issues or concerns to their manager at the time they occur in order that they be addressed as soon as possible.

· Familiarisation trips are held regularly to enable increased product knowledge whilst fostering staff interaction.
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