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1 Introduction

11 Purpose

This document details the re-engineered Business Process flows that will be introduced
to manage the classification of publications using the new system.

All business process flows are included in this document but a decision will be made at a
later date as to which business flows and which activities within each flow are to be
included in the new system.

1.2 Intended Audience

The intended audience of this document is the:
e Datacom OFLC Project Team
»  Office for Film and Library Censor Project feam

» Equinox Project team

1.3 Overview

The Office of Film and Literature Classification has initiated a project to develop and
implement a| o)) application to replace their existing CLOSET system.

| This new application will be built using Microsoft technologies including an off the shelf
product called K2.Net which will underpin the new 9(2)(K) Fpplication and manage

the Offices workflow processes.

1.4 Project Scope

The scope for this project will be defined in a separate document.

1.5 Outstanding issues and actions

For all project and document issues refer to thg 9(2)(a) Clarification Register.
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2 Business Process Flows

2.1 Introduction
This section details the business process flows for the OFLC. Each process flow has
been allocated a unique identifier and includes both a swim lane diagram and text
describing each activity within the process.

2.2 Method
Workshops with members of the Office, Datacom and Equinox were conducted where
Business processes were identified. For each process, a swim lane diagram was created
capturing all activities and actors used within a process. Where relevant, system
interactions were also identified.
Each workflow has been defined using 'Swim-lane diagrams’ where symbols are used to
define the start and end points of the process, the actors involved in the process and the
activities that are performed.
2.2.1 Swim Lane Diagrams
Swim lane diagrams represent how Activities within a Process are organized by Roles,
systems, and Business Units.
Swim Lane diagrams delineate ownership of all activities and processes within a defined
business process.

2.3 Business Process Flow symbols

The following table outlines the symbols used within the ‘swim lane diagrams”:
Symbol Description

Notes the actor who holds responsibility for performing the activity

User role

Symbolises that an ‘entity’ or physical output is either input info the process or is
created from the system.

£

This symbol has also been used to note the status of a publication during the
process flow,

This symbol is used to identify a time wait or time factor. That is where a process
is paused fo wait on the return of something or to denote a scheduled cccurrence
of the process (E.g End of month efc.)

X

. Defines the starfing point of the business process

OFLC Business Process Flows v1 .O_redacted_détacom..doc
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Symhol

®

Description

Defines the end point of a process.

Details the activity thaf the role/actor undertakes within the business process

Qur System

Identifies the potential interaction with 2 system. The fitle of the system is
defined. Reference to "OUR SYSTEM" indicates an interaction that is to be
included in the scope of the new sysiem.

|dentifies that the logical process flow splits into different sets of activities that
may or may not involve muliiple roles

Indicates a physical output from a process activity (EG report)

|dentifies where the activity will potentially interact with the system

Identifies the logical flow of activities within each process flow. The end arrow
denotes the order in which activities within the process are executed.

Indicates that the timeliness clock at this point in the process, starts

Indicates that the timeliness clock at this pointin the process does not start

Saya

[t

5

lcon indicating Bond Store

|

lcon indicating the physical Title File

OFLC Business Process Flows 7v’1.O_rédéﬁfé&_&éiéé&ﬁ.-.d”o'c '
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24 A0 -Log Publications

2.41 Purpose
The purpose of this process is to log publications into the system. This process is
common across several other process flows.

242 Actors

Registry Officer
Chief Censor
Deputy Chief Censor

2.4.3 Process Trigger
This process is initiated from within the following other Business Process Flows:

A1 —Receive 513 Submission

A2 - Receive Fee Waiver Request

A3 — Receive 513 (1)(c) Submission

A4 — Receive Reconsideration Applicaiton
A5 - Receive 842(c) Submission

AB — Receive 529 Submission

A7 — Receive 512 Submission

A8 — Receive Urgency Request

A9 — Receive Batching Request

A15 — Alternate Method of Affixing Labels/Broadcasting Consents
A32 — Receive Reg 27 Application

2.4.4 Description

1.

The Registry Officer searches the system to see if the publication has already been
logged.

If the publication(s) are not found, the Registry Officer logs the new publication into
the system.

This process then returns to the process step which called it.

If the publication is found, the Registry Officer checks if it is identical to the
publication they have now. If it is not identical, the process goes back to step 2.

Where an identical publication is found, the Registry Officer will retrieve the Original
Title File.

The Registry Officer will identify whether the publication has already been classified
{decision held) or if the publication is currently under examination.

OFLC Business Process Flows v1 .D_redacted_dgtaébm..doc
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7.

10.

11.

12

Where the publication has not been classified and is not under current examination,
the Registry Officer will update the publication details where required and the
process returns to Step 3.

Where the publication is currently under examination or where the publication has
been classified and the submitter was either the Labelling Body or a member of the
Public, the Registry Officer will notify the applicant and the process jumps o Step
13.

Where the publication has been classified and the applicant was either Courts or
Customs then the Registry Officer will generate a Certificate of Existing Decision
and Register Page for the publication.

The Registry Officer will print the documents and forward to the Deputy Chief
Censor or the Chief Censor for signing.

The Certificate of Existing Decision is signed by either the Deputy Chief Censor or
the Chief Censor and the signed copy is returned to the Registry Officer.

The Registry Officer dispatches the documents and publication(s) to the applicant.
The process ends.
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2.5

A1 - Receive S13(1)(a), (1)(ab), (1)(b) Submission Application

2.51 Purpose of process

This process is used to record the receipt of a Submission Application received under
Section 13 of the Act. Section 13 Submission Applications are made by the following
Government Agencies:

s S13(1)a) - NZ Customs Service
e S13(1)(ab) - NZ Police
e S13(1)(b} - Department of internai Affairs

2.5.2 Actors

This process involves the following actors:

» Customs/internal Affairs/Police
* Receptionist

e Registry Officer

s Chief Censor

2.5.3 Process Description

1. This process starts outside of the Office’s jurisdiction with the Government Agency
submitting a $13 Submission Application. The publications associated with the
Section 13 Submissions may or may not accompany the application.

The Application (with or without the relevant publication(s)) is received in the Office.
The Receptionist will log receipt of the items in the Mail Book.

4. The Receptionist will check that the publications listed on the Application form have
heen received and forward the items to the Registry Officer.

5. Where the associated publications (or application criteria has not been met — from
Step 7) have not been received, the Registry Officer will notify the applicant.

6. Where the associated publications have not been received (or application criteria has
not been met — from Step 7), the Registry Officer will file the application in the Bond
Store. The process will stop at this point until the required information is received.
Once received, the process will re-start at step 2. above.

7. Where the associated publications have been received, the Registry Officer will
verify that the application criterion has been met. Where the application criterion has
not been met, the process returns to Step 5 above.

8. Where the application criterion has been met, the Registry Officer will log the
publications (Refer AQ — Log Publications Flow).

9, The Registry Officer will search for any interested parties that may related to the
publication.

10. If there are interested parties found the Registry Officer will check the details of the
interested party or parties.

OFLC Business Process Flows v‘i-.'d_redacté_d;dé{écom..doc
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11. If there are updates required to the interested party details, the Registry Officer will
update the interested party details and the process will continue to step 13.

12. If there are no interested parties found at step 9, then the Registry Officer will add
interested parties to the system.

13. The Registry Officer will then associate the interested parties with the publication.

Process splits:

14. The physical publication is passed to the Technical Unit for copying. Details of this
process are held in A34 — Copy Publication.

from Step 13:

15. The Chief Censor receives notification that the Application and Publications have
been logged.

18. The Chief Censor will review the associated Interested Parties and remove or add
new Interested Party records to the publication.

17. The Chief Censor will make a decision on the application. The Chief Censor may
view details of the associated publications to do this.

18. The Chief Censor will record the decision in the system.

19. The Chief Censor will forward the file to the Registry Officer

20. The Registry Officer will receive notification from the Chief Censor

21. The Registry Officer will generate a Notification to Interested Parties letter.
Process splits:

22. The Publication is queued for examination.

from Step 23:

23. The Registry Officer will print the Notification to Interested Parties letter.

24. The Registry Officer will copy the notification letter and $19 Direction and file these
onto the Publication Title File.

25. The Registry Officer will dispatch letters and the process ends.

OFLC Business Process Flows v1.0_redacted _datacom..doc T ' 29/11/201
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2.6 A2 - Receive Fee Waiver Request

2.6.1 Purpose of process

This process is used to record the receipt of a Request for Fee Waiver.

2.6.2 Process Actors

This process involves the following actors:

Labelling Body/ Commercial Industry / Member of the Public
Receptionist

Registry Officer

Chief Censor

2.6.3 Process Description

1.

i1

12.
13.

This process starts outside of the Office’s jurisdiction with the one of the following
submitting a Request for a Fee Waiver:

. Labelling Body
. Commercial Industry
. Member of the Public

The Request for Fee Waiver, with or without the relevant publication(s) is received in
the Office.

The Receptionist will log receipt of the items in the Mail Book and forward the items
to the Registry Office.

The Registry Officer will search for the publication and where found, the process
jumps to Step 6

Where the publication(s) are not found, the Registry Officer will log the publications
into the system

The fee waiver request is recorded into the system by the Registry Officer and
linked to the publication(s).

The Registry Officer will pass the original file to the Chief Censor

The Chief Censor receives notification that a Request for Fee Waiver has been
logged. '

The Chief Censor will review the request details.

- Where further details are required, the Chief Censor will request the details from the

Applicant and the process returns to Step 10

Where the details on the request are correct, the Chief Censor will grant or decline
the Request

The Chief Censor will set the fee required

The Chief Censor will record the decision in the system

OFLC Business Process Flows v .O;Fédécted_datacom..doc
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14. The Chief Censor will generate the Fee Waiver Report

15. The Chief Censor will print and sign the Fee Waiver Report and forward to the

Registry Officer

16. The Registry Officer will dispatch the Fee Waiver Report to the applicant

17. The Registry Officer will file the publication to the Bond Store and this process ends.
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Office of Film & Literature Classification

2.7 A3 -Receive $13 (1) (c) Submission Application

2.7.1 Purpose of process

This process is used to record the receipt of a Submission Application received under
Section 13 (1) (c) of the Act. Section 13 Submission Applications are made by a member
of the public.

2.7.2 Process Actors

This process involves the following actors:

¢ Member of the Public
* Receptionist

o Accountant

s Registry Officer

= Chief Censor

2.7.3 Process Description

1. This process starts outside of the Office’s jurisdiction with a member of the public
submitting & S13(1}(c) Submission Application with the associated publications and
fee.

2. The Application with or without the relevant publication(s) and the fee is received in
the Office.

The Receptionist will log receipt of the items in the Mail Book

The Receptionist will create a receipt (regardiess of whether the fee is correct) and
forward the receipt to the Accountant and forward the application to the Registry
Officer

5. The Receptionist will check that the publications listed on the Application form have
been received and forward the items o the Registry Officer. If the publications do
not match, the process will split to steps 6 and 7, otherwise, if the criteria does match,
the process splits to sieps 6 and Step 9.

Process splits

6. The received money is passed to the Accountant by the Registry Officer for
processing and banking (Refer to step A33)

7. Where the associated publications (or application critetia has not been met — from
Step 9) have not been received, the Registry Officer will notify the applicant.

8. Where the associated publications have not been received (or application criteria has
not been met — from Step 8), the Registry Officer will file the application in the Bond
Store. The process will stop at this point until the required information is received.
Once received, the process will re-start at step 2. above.

Process splits

9. Where there is a match, the received money is passed to the Accountant by the
Registry Officer for processing and banking {Refer to step A33) and the Registry

OFLC Business Process Flows v1.0_redacted _datacom..doc - 29M1/201"
Page 18 of 105



Version: V1.0 FINAL

$ Date: 29/11/2019
Office of Film & Literature

OFFEE OF FEal & LITERATURE

CLANGIICATION Classification — Business

IHVER UEIEA A R, TRl

Process Flows

Office of Film & Literature Classification

10.

11

12.

13.

14.

15.
18.

17.

18.

19.

20.

21.

22.

23.

24.

25.
26.
27.
28.
29.

Officer will then check that the application meets the required criteria. If it does not
match, the process returns to step 7.

Where the application meets the required criteria, the Registry Officer will log the
publication (refer to AQ).

The Registry Officer will search for any interested parties that may need to be
associated with the publication.

If there are interested parties found the Registry Officer will check the details of the
interested party or parties.

If there are updates required to the interested party details, the Registry Officer will
update the interested party details and the process will continue to step 15.

If there are no interested parties found at step 11, then the Registry Officer wilt add
interested parties to the system.

The Registry Officer will associate the interested parties to the publication.

The Chief Censor will receive notification that a Section 13 (1)(c) application has
been received.

The Chief Censor will review the application and log the decision and reasons into
the system.

Regardless whether leave is granted or declined, the Chief Censor will review the
associated Interested Parties and remove or add new Interested Party records to the
publication.

The Chief Censor will generate the Notice of Decision document

Where Leave has been Granted, the process splits and the Technical Unit will copy
the publication and create the titie file (Refer to A34).

Where Leave has been Granted, in parallel to Step 20, the Registry Officer will
receive notification

The Registry Officer will generate and print the Notification to Interested Parties
letter

Where the publication has been physically received, the publication is gueued for
examination

The Registry Officer will send the Notification to Interested Parties letter to the
relevant parties

Where Leave has been declined, the Accountant will receive notification
The Accountant will create a refund cheque

The Accountant will record the refund in the system 92K

The Accountant will send the cheque to the Registry Officer

Where the Leave has been Declined, the Registry Officer will attach the refund
cheque to the publication with the Decision notice and send to the applicant.

OFLC Business Process Flows v1.0_redacted_datacom..doc
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2.8 A4 —Receive S42 (1) and 42 (3) Application for
Reconsideration

2.8.1 Purpose of process

This process is used to record the receipt of an Application for Reconsideration under
Section 42 (1) and 42 (3) of the Act. Applications for Reconsideration can be made by a
member of the public or from the Commercial Industry sector.

2.8.2 Process Actors
This process involves the following actors:

Member of the Public / Commercial industry
Receptionist

Accountant

Registry Officer

Chief Censor

2.8.3 Process Description

1. This process starts outside of the Office’s jurisdiction with a member of the public
submitting Application for Reconsideration under Sections 42(1) or 42(2) of the Act.

2. The Application with or without the relevant publication(s) and the fee is received in
the Office.

3. The Receptionist will log receipt of the items in the Mail Book

The Receptionist will create a receipt (regardless of whether the fee is correct) and
forward a copy of the receipt to the Accountant and forward the application to the
Registry Officer

5. The Recepfionist will check that the submission application and attached
publications match. VWhere these do not match, the Receptionist will advise the
Registry Officer and will go to step 6 and step 7. If they do match, the process will
continue to steps 9 and 10. '

Process splits

6. The Registry Officer passes the fee to the Accountant to bank the received money
{Refer to A33)

The Registry Officer will then notify the applicant.

The Registry Officer places the file into the Bond Store. The process then returns to
the start.

Process splits

9. The Registry Officer passes the fee to the Accountant to bank the received money
(Refer to A33)

10. The Registry Officer will then verify that the publication meets the criteria.
11. The Registry Officer will search the system to see if the publication exists.

OFLC Business Process Flows v1.D_redéded_datacom..doc
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12.

13.

14.
15.

186.

17.
18.

19.
20.
21
22,
23.

Where the publications are not held in the system, the Registry Officer will log each
publication in the system.

Where the publications are already in the system, the Registry Officer will link the
existing publications to the application.

The Registry Officer will retrieve the Tiile File.

The Chief Censor receives notification that Application for reconsideration has been
logged.

The Chief Censor will review the application and log the decision and reagons into
the system.

The Chief Censor will generate the Notice of Decision document

The Chief Censor will print and sign the Notice of Decision documents and forward
to the Registry Officer. From here, the process can go to step 19 where leave is
declined or step 24 and 25 where leave has been granted

Where Leave has been declined, the Accountant will receive notification

The Accountant will create a refund cheque

The Accountant will record the refund in the systenieaI(e;
The Accountant will send the cheque to the Registry Officer

Where Leave has been Declined, the Registry Officer will attach the refund cheque
to the publication with the Decision notice and send to the applicant

Process splits

24,

25.
26.
27.
28.

Where [eave has been granted, the publication is passed to the Technical Unitto
copy and create the Title File(Refer to A34).

At the same time, the cover letter is generated by the Registry Officer.
The Registry Officer will print and sign the cover letter.
The publication is queued for examination

At the same time the publication is queued, the Registry Officer dispatch the cover
letter to the applicant,

OFLC Business Process Flows vi.0_redacted_datacom.doc I 29/11/201
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2.9 A5 —Receive S42 (2) Reconsideration Application

2.9.1

Purpose of process

This process is used to record the receipt of a publication received for reconsideration under
542 of the Act

29.2

Process Actors

This process involves the following actors:

2.9.3

1.

Owner/Maker/Publisher/Author/Distributor
Receptionist

Registry Officer

Chief Censor

Process Description

This process starts outside of the Office’s jurisdiction with the Owner, Publisher
or Authorised Distributor submitting an application and publication(s)

The Application with or without the publications(s) and or relevant fee is received
in the Office.

The Receptionist will log receipt of the items in the Mail Book.

The Receptionist will create a receipt (regardless of whether the fee is correct)
and forward a copy of the receipt to the Accountant and forward the application
to the Registry Officer

Process splits

5.
B.
7.

Simultaneously to the following steps, process A33 is invoked (Banking of fee)
The Registry Officer will verify that the application criterion has been met.

Where the application criterion has not been met, the Registry Officer will notify
the applicant

Where the application criterion has not been met, the Registry Officer will file
the application in the Bond Store and the process retumns to the start.

Where the application criterion has been met, the Registry Officer will log
details of the application into the system.

10. The Registry Officer will search the system and associate the publications to

the original publications.

Process splits

11. Simultaneously to the following steps, process A34 is invoked (Copy Publication

and Create Title File).

12. The Publication(s) are queued for Examination and included in the Timeliness

Count.

OFLC Business Process Flows v1.0_redacted_datacom.doc
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210 A6 — Receive $S29 Submission Application

2.10.1 Purpose of process

This process is used to record the receipt of publications submitted under section 29 of the

Act

2.10.2 Process Actor

This process involves the following actors:

District Court
Recepftionist
Registry Officer
Chief Censor

2.10.3 Process Description

1.

This process starts outside of the Office's jurisdiction with the Courts submitting a
Section 29 Court Order and relevant publications

The Section 28 Court Order (with or without the relevant publication(s)) is received in
the Office.

The Receptionist will log receipt of the items in the Mail Book and forward the items
to the Registry Officer or to the Deputy Chief Censor.

The Registry Officer/Deputy Chief Censor will check the paperwork against the
publications

Where the paperwork is incorrect, the Registry Officer/Deputy Chief Censor will
contact the submitter

Where the paperwork is incorrect, the Registry Officet/Deputy Chief Censor will file
the application in the Bond Store and the process returns to the start

Where the paperwoark is correct, the Registry Officer will log the application into the
system (Refer to AD)

Process splits

8.

11.

i2.

OFLC Business Process Flows v1 .b_redabt'ed__datééorri.". doc

Simultaneously to the following steps, process A34 is invoked (Copy publication and
create Title File)

The Registry Officer will search for interested parties

. If the interested party or parties are found, the Registry Officer will check the details

of the interested parties

If there are updates required, the Registry Officer will make these updates into the
System,

If there are no interested parties found, the Registry Officer adds a new interested
party and counsel where required, into the system.

Page 26 of 105
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13. After the adding and/or updating is complete, the Registry Officer will associate
interested parties and counsel, where required, for any interested party

14. The Registry Officer will generate the Acknowledgment of Receipt and Cover letters
15. The Registry Officer will generate the Notification of Interested Parties
16. The Registry Officer will issue the documents

17. The Publication is queued for examination and the process ends. NOTE that these
publications are not included in the count time.

OFLC Business Process Flows v':I'.O_redacted_dataoom.Ldoc - S 29/11/201:
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Office of Film & Literature Classification

211 A7 - Receive Section 12 (Labelling Body) Submission

2.11.1 Purpose of process

This process is used to record the receipt of a publication under Section 12 of the Act, from
the Labelling Body.

2.11.2 Process Actor

This process involves the following actors:

Labelling Body/ Commercial Industry / Member of the Public
Receptionist
Registry Officer

2.11.3 Process Description

1. This process starts outside of the Office’s jurisdiction with the Labelling Body
submitting a Section 12 Submission Application and relevant publications

2. The Submission Application {with or without the relevant publication(s)) is received in
the Office.

3. The Receptionist will log receipt of the items in the Mail Book,

The Receptionist will check if the publications have been received and forward the
items to the Registry Officer

5. The Registry Officer will verify that the application criterion has been met and that
the publications have been received.

6. Where the applicaticn criterion has not been met or where the publications have not
yet been received, the Registry Officer will notify the applicant

7. Where the application criterion has not been met or where the publications have not
yet been received, the Registry Officer will file the application in the Bond Store and
the returns to the start

8. Where the application criterion has been met AND the publications have been
received, the Registry Officer will log details of the application and ihe associated
publications into the system (see AQ)

Process splits

9. Simultaneously to the following steps, process A34 is invoked (Copy publication and
create Title File)

10. The publication(s) are queued for examination and the process ends.

OFLC Business Process Flows v1 .Oifedacted_datacom..doc
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2.12 A8 - Receive Urgency Request

2121 Purpose

This process is used to record that a request for urgency for a publication has been
received.

2.12.2 Process Actor

This process involves the following actors:

Labelling Body/ Commercial Industry / Member of the Public
Receptionist

Registry Officer

Chief Censor

2.12.3 Process Description

1.

10.

11.

This process starts outside of the Office’s jurisdiction with the Labelling Body,
member of the public or Industry submitting an Urgency Request

The Submission Application (with or without the relevant publication(s)) is received in
the Office.

The Receptionist will log receipt of the items in the Mail Book
The Deputy Chief Censor will review the Urgency Request

Where further details are required, the Deputy Chief Censor will contact the
Applicant and the process returns to step 4

Where no further details are required, the Deputy Chief Censor enter the details into
the system (refer to AD)

The Deputy Chief Censor will then make a decision.

Where the request is refused, the Deputy Chief Censor will record the declined
request onto the publication in the system.

Where the request is refused, the Deputy Chief Censor then notify the applicant and
the process skips to step 11.

Where the request is granted, the Deputy Chief Censor will set the publication
status to urgent.

The request is then filed by the Deputy Chief Censor into the Urgency File and the
process ends.
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2.13 A9 - Receive Batching Request
2.13.1 Purpose

This process is used to record requests for Batching of publications. Requests for
batching can be raised by the Labelling Body or internally within the Office by staff.

2.13.2 Process Actor

This process involves the following actors:

e Labelling Body
e Receptionist

+« Registry Officer
+ Chief Censor

2.13.3 Process Description

1. This process starts from two separate sources. The Labelling Body can submit a
request for batching, or a Registry Officer can submit a request for Batching.

If the request is submitted by the labelling body, it is received by the Receptionist.
The Receptionist will log the received items into the mail book.

If the request is internal, the Registry Officer will request to batch publications.
The Registry Officer will search for the relevant publications in the system.

The Registry Officer will record the publications which are to be batched.

N ook W

The Chief Censor will receive notification that a Request for Batching has been
received

The Chief Censor will review the Batch Request
The Chief Censor will make a decision on the Batch Request

10. Where the Request is granted, the Chief Censor will record the relevant publications
as Batched

11. If required, the Chief Censor will recalculate the fee for the batched publications.
12. Where the Request is declined, the Chief Censor will record the decline decision

13. After the decision has been made, the Chief Censor will generate the Decision
Letter

14. The Chief Censor will print and sign the Decision Letter

15. The Chief Censor will dispatch the Decision letter to the Labelling Body and the
process ends.

OFLC Business Process Flows -\}‘_Iﬁjedacted_datacom..doc - o S 289M11/201
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2.14 A10 - Schedule Publication for Examination

2.14.1 Purpose

This process is used to assign new publications for examination to Classification Officers
or to reassign publications.

2.14.2 Process Actor
This process involves the following actors:

Senior Classification Officer
Registry Cfficer

Deputy Chief Censor
Classification Officer
Technical Unit

2.14.3 Process Description

1. This process starts when the Senior Classification Officer generates the Queue
List. This will be generated from the system by selecting the report and entering the
relevant parameters.

The Senior Classification Officer will print the Queue List

The Senior Classification Officer together with the Registry Officer and Deputy
Chief Censor will meet and assign publications to Classification Officers using a
manual list.

The Registry Officer will enter the assignees into the system

Technical Unit Receive Notification which alerts them to prepare the publications
and related Title Files from the bond store.

6. The Classification Officer who the work is assigned to receives notification of the
new task assigned to them.

7. The Senior Classification Officer who the Classification Officer reports to
receives notification that there has been a new work item assigned to a member of
their team.

8. The Deputy Chief Censor receives notification to inform them of which publications
have been assigned.

9. The Registry Officer will generate the Scheduled Report
10. The Registry Officer will print the Scheduled Report.

11. The Registry Officer will dispatch the scheduled report to external agencies to inform
them of their publication’s status.
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2.15 A11 - Examine Publication

2.15.1 Purpose

This process is used to examine a publication and record the findings.

2.15.2 Process Actor

This process involves the following actors:

Classification Officer
Senior Classification Officer
Technical Unit

2.15.3 Process Description

1.

11.
12.

13.
14.

15.

Based on the scheduling repori, the Technical Unit sort the different publications, so
that they are easily accessible for examination.

The Classification Officer collects the title file and publication or publications that
they will be examining. ,

The Classification Officer then manually changes the status of the publication or
publications in the System to "EXAMINING”.

The Classification Officer then examines the publication. This maybe either in one
of the viewing rooms, the theatre or the game room.

If there is a problem with the publication which prevents the Classification Officer
from examining the publication, the process goes to A11.5.

Once the examination is complete, the Classification Officer changes the
publication status to EXAMINED.

The Classification Officer enters the publication details into the System.

The Classification Officer will consider whether consultation on the publication is
requried

Where consultation may be required, the process goes to A11.4

. Where consultation is not to be considered, the Classification will consider whether

cuts are required
if there are cuts required, the process goes to A11.2.

If no cuts are required, the Classification Officer enters the Consideration details
into the System. At this time, the status of the publication is then changed to
DRAFTING decision.

The Consideration details are then prined

The printed Consideration Details are placed on the Title File. If the publication is a
poster or slick, the process skips to step 20, otherwise it continues.

If the publication is not a poster or slick, the draft recommendation is entered into the
system.

OFLC Business Process Flows v1 .O;féda'ciéd;aaéé_o?n_:abc
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16.
17.
18.

19.

20.
21,

22

23.

24.

The draft recommendation is printed from the system.
The draft recommendation is placed onto the Title File.

The Classification Officer then assigns the publication to a Senior Classification
Officer to review.

The Senior Classification Officer is notified that the publication has been assigned
for review

The Senior Classification Officer reviews the recommended decision.

If edits are required, either the Senior Classification Officer or the Classification
Officer will make the changes into the System. '

Atfter the edits have been made, or if there were no edits to begin with, then the
Senior Classification Officer reviews the draft recommendation. If the Senior
Classification Officer decides not to affirm the decision, it returns to step 21.

If the Senior Classification Officer decides to affirm the decision, the Senior
Classification Officer changes the publication status to AFFIRMED.

The process continues to A11.1

OFLC Business Process Flows v1.0_redacted_datacom..doc
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2.16 A11.1 - Affirm Classification Decision

2.16.1 Purpose

This process is used to affirm a Classification recommendation

2.16.2 Process Actor

This process involves the following actors:

Classification Officer
Senior Classification Officer
Technical Unit

2.16.3 Process Description

1.

o o o~ w

~

10.
11.
12.

13.

14.
15.

'OFLC Business Process Flows v1 .O_redacted_datécdnﬁ: :'6_66 -

After the decision has been affirmed (A11 step 18), the Classification Officer then
generates the documentation required from the system.

The documentation is printed by the Classification Officer and passed to the Senjor
Classification Officer

The printed documentation is peér reviewed.
The Senior Classification Officer reviews the decision.
If the Decision is not OK, the process returns to A11 step 12.

If the Decision is OK, the Senior Classification Officer may need to consider a Serial
Pubilication Order

Where an SPO may be required the process calls the A11.6 process

Where no SPO is to be considered, the Senior Classification Officer signs the
documents and passes it back to the Classification Officer.

After all documentation has been signed, the Classification Officer changes the
publication status to CLOSED.

The Title file is sent to the Registry Officer by the Classification Officer
See A12 for Registration process

At the same time the A12 process is occurring, the Technical Officer receives
notification from the Classification Officer.

The Technical Officer dispatches the signed documents to the customer (Labelling
bhody or Public).

They also dispatch the publication back to them.
The publication status is updated to DISPATCHED and the process ends.
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217 A11.2 - Recommend Cuts

2.17.1 Purpose

This process is used when excisions are recommendad for a publication and starts from
within Process flow A11.

2.17.2 Process Actor

This process involves the following actors:

Classification Officer
Senior Classification Officer
Deputy Chief Censor

Chief Censor

2.17.3 Process Description

1.

R

® N o o

10.
1.
12.

13.
14.

15.

OFLC Business Process Flows v1.0_redacted_datacom.doc

The Classification Officer indicates that excisions are to be considered on the
publication they are currently examining. At this point the timeliness clock stops on
the publication and associated advertising pubiications

The Classification Officer, Chief Censor, Deputy Chief Censor and Senior
Classification Officer discuss options for cuiting.

If no cuts are required, the process returns to A11 step 12.

If cuts are required then the Classification Officer enters the consideration details
into the system.

The consideration details are printed by the Classification Officer.
The Classification Officer then drafis the recommendation
The Classification Officer prints the decisions.

The Senior Classification Officer reviews the decision with cuts. Where the
decision is Not Affirmed, the process returns to step 6

Where the decision is Affirmed, the Classification Officer receives notification
The Classification Officer generates the excision notice and cover letier.
The Classification Officer prints the excision notice and cover letter.

A peer review takes place, if no changes need to be made, then the process
continues to step 13, otherwise, it returns to step 6.

The Senior Classification Officer signs the printed excision notices and forwards to
the Technical Unit

Technical Unit dispatch notice to the submitier. At this time, the ¢lock stops on
related slicks and posters.

The process moves to A11.3
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2.18 A11.3 - Receive Cut publication

2.18.1 Purpose

This process is used once a revised publication (where excisions have been made), is
received

2.18.2 Process Actor

This process involves the following actors:

Labelling Body
Receptionist

Deputy Chief Censor
Registry Officer
Classification Officer

2.18.3 Process Description

1.

= © ® N o ok

The submitter has 20 days to respond to a notice for excisions (Refer Process flow
11.2). If after 15 days, the publication has not been updated, the Deputy Chief
Censor receives a reminder notification that a response is due.

The Deputy Chief Censor then contacts the submitter and gives them a reminder
that their response is due.

The Labelling Body responds to suggested cuts and may send a new version of the
publication or a letter of refusal.

These are receivad by the Receptionist.

The Recepfionist log the received items into the mail book

If cuts have been rejected, the Receptionist will inform the Deputy Chief Censor.
The Deputy Chief Censor searches for the publication.

The Deputy Chief Censor updates the publication status to Cuts Declined.

The process then returns to A11 step 10.

. If cuts have been approved the Receptionist informs the Registry Officer who will

record a new version of the publication (NOTE once a new version has been
recorded, the timeliness count for Processing time restarts)

Process splits

11.

12.
13.
14.

Simultaneously to the following steps, process A34 is invoked (Copy publication and
create Title File)

The Classification Office will be notified that a new version of the publication exists
The Classification Officer reviews the cut publication(s).

If the cuts are not fine then the process returns to A11.2 Step 1 for further excisions

OFLC Business Process Flows v1.0_redacted_datacom.doc 29111201
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15. If the cuts are ok, the publication details are updated in the system. Status = CUTS

CLEARED

16. The process returns to A11 step 12

OFLC éﬁéihé_s_s Process Flows v1 .6}édacted_datacom..d?¢ T
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2.19 A11.4 - Consultation on Publication

2.19.1 Purpose

This process is used where consultation is to be considered for a publication examination
and starts from within Process Flow A11.

2.19.2 Process Actor

This process involves the following actors:

Third Party

Classification Officer
Information Unit Manager
Senior Classification Officer
Deputy Chief Censor

Chief Censor

2.19.3 Process Description

1.

N e oo b

The Classification Officer meets with the Senior Classification Officer, Deputy
Chief Censor and Chief Censor, to consider whether consultation is required on the
publication they are examining.

If consultation is not needed, the process returns to A11 Step 10

If consultation is required, the Classification Officer records a $21 consultation into
the system

If consultation is required, the consultation is arranged
The consultation takes place with the Classification Officer and the Third Party
The Classification Officer records the outcome of the consultation into the system

The process returns to A11 Step 10.

OFLC Business Process Flows V‘I.O_redacted_datacom..doc
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Office of Film & Literature Classification

2.20 A11.5 - Damaged Publications
2.20.1 Purpose

This process is used where publications have been damaged and are unable to be
examined. .

2.20.2 Process Actor
This process involves the following actors:

Reception

Registry Officer

Technical Unit
Classification Officer
Senior Classification Officer
Deputy Chief Censor

.20.3 Process Description
The Classification Officer updates the publication status to “DAMAGED”,
The System notifies the Senior Classification Officer of this status change.

2
1
2
3. The System notifies the Deputy Chief Censor of this status change,
4. The Registry Officer dispatchs the publication back to the applicant.

5. After a wait pericd the Receptionist receives a new copy of the publication.
6. The Receptionist logs the items into the Mail Book.

Process splits

7. The Technical Unit copies the publication (Refer process flow A34).

8. Atthe same time, the Registry Officer updates the publication status to "FIXED".

8. The System notifies the Classification QOfficer of this status change.
10. The System notifies the Senior Classification Officer of this status change.
11. The System notifies the Deputy Chief Censor of this status change.

12. The process then returns to A10 where the correct publication is scheduled for
classification
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Ofiice of Film & Literature Classification

2.21 A11.6 — Serial Publication Orders
2.21.1 Purpose

This process is used where a Serial Publication Order is to be considered on a
publication(s). This process starts from with A11.

2.21.2 Process Actor

This process involves the following actors:

s Classification Officer

* Senior Classification Officer
o Deputy Chief Censor

o Chief Censor

2.21.3 Process Description

1. The Classification Officer, Senior Classification Officer, Deputy Chief Censor
and the Chief Censor will meet to discuss whether an SPO is required,

Where an SPO is not required, the process returns to A11.1 step 8.

Where an SPO is required, the Classification Officer will record the SPO onto the
publication

4. The Classification Officer will generate the SPO document.

The process then returns to A11.1 Step 8

OFLC Business Process Flows v1.0_redacted datacom..doc T 29/11/201
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2.22 A12 - Register Decision
2.22 1 Purpose

This process is used to formally register the classification decision for a publication by
confirming the Register Page

2.22.2 Process Actor

This process inveolves the following aciors:

Registry Officer
Classification Officer

2.22.3 Process Description

1.
2.

10.

11.

The Closed file is received by the Registry Officer.

The Registry Officer will Register the decision by generating the Register Page for
the publication(s)

The Registry Officer will generate and print the Register Page. (NOTE the system
will extract details of the Register Page and relevant decision documents and load
these into the Decisions Database)

The Registry Officer will view the Written Reasons for Decision under Section 12
document where required.

Where required, the Registry Officer will print the Written Reasons document

The Registry Officer will attach the Register Page and all other documentation to
the Title File.

The Registry Officer and Classification Officer will review the printed Register
Page

Where amendments are required, the Registry Officer will update the information in
the system

Once updated, the Registry Officer will re-generate the Register Page and
documents where required. (NOTE the system will extract details of the Register
Page and relevant decision documents and load these into the Decisions Database.
This process will overwrite documents already held in the Decisions Database.)

The Registry Officer will print the amended Register Page and the process returns
to Step 7.

Where the printed Register Page is correct, the Registry Officer will file the Register
page in The Register and the process ends.

OFLC Business Process Flows v1 .0_redacted_datacom - final OFLC redaction.doc

2911172019
Page 53 of 105




G0L J0 v obed

610/ LI6E J0p°UoREPS) 37140 [Bul - Egﬂmblvwﬁmum_lo. LA SMO|] S8800Id SSBuUISng 37140

Zisiepun
uois{oR( 10j SUASEAY UAHIM

ssEqEIEQ SUCISIPR] afiey Joys|Bay
sseqeleg 10} 5HURUIND0Q JO J9ERNT walsds d‘ ——_

P .

walsis suoispeg m M ing st

wsis
P uoIs|Poq :smms uoeating A ng

no . ! '
- \.\\l B _,x.. m u ; .

WsAg

180140
uoNEOYISSE|D)

JuBLInoep
pue abeq Jajsiiay
e Manay "L
ol i
N 031100
WBWNIoP
pue afied
saisibay ald 1L
ay
B[} 0} JUBWINITR
painbal seyepdn s abed
Jgisibal yoepy
% A
1]
@«
i o
] —
JUBWNIna Juug ‘g !
| o
LoRRULION| juawnacy Jo YBWINSep 10 paliinbe) alaym Juawnzop @
aendn - pue abed saisiboy pue abed Jasifiay Z1E Japun uoIsIss(
i s ajeaUabay 6 Julld 84 "0} 10 SUDSBIY USHIUAA MBIA ¥
i 4
afed
P uoisioag a4
sonsibay uud - yab 1msifey 'z pesolD aAeday L

P 3JRIDUIL) ‘€

uols1d9(] 18)s16ay — v Mold ss8d01d ¥'ZZ°C

LOREOYISSE|D SNjElS) B Wi 10 30O

SMO|H
$5900.d $SOLISNY — UOJBOIISSE|D e YD

aunjels)ry g Wil 40 SO
6102/} L/6T 9led %

TYNIJ 0'LA - CUOISIBA




Version: V1.0 FINAL

& Date: 29/11/2018

s OF FILM. & LITERATIEE Office of Film & Literature
CLASHFICASIOS Classification — Business
Ta TEN WEIIARI1A Tabiaid. Talilie i PI’OCE.‘SS FlOWS

Office of Film & Literature Classification

2.23 A13 - Print LOD with associated Corrigenda and BOR
Decisions

2.23.1 Purpose

This process is used to print the List of Decisions which will include any associated
Corrigendum and Board of Review decisions.

2.23.2 Actors

This process involves the following actors:

+ Registry Officer
= Senior Classification Officer

2.23.3 Description

1. The Registry Officer will start this process by requesting the LOD, associated
Corrigenda and BOR Decisions. This will be done by selecting the LOD report and
entering in a selected month.

2. The Registry Officer will print the generated LOD..
3. The Senior Classification Officer will review the LOD
4. Ii there are errors found in the LOD, the process will go to A14.
5. If there are no errors found, the Registry Officer will dispatch the LOD to interested
parties and the process ends.
OFLC Business Process Flows v1.0_redacted_datacom..doc - 20/11/207

Page 55 of 105




GO Jo 95 shied
6102/ 162 - . - o Q0P WGOEIEP” PROEPaIT (LA SMO| $5800.d SSUIsNg D740

suoisiaag
HOg Bupuedsauon

epuabwonwnpuabioen
Buipuodsauog

d.| ........

suolsIed oIS - -

q ............ 31TI4NOD
shels ucljedlldnda -

welsAg NG

5101 pUno

2 007 MelnRY ¢

©A aon unedsiq 'S e————————puno} siols oN 1 aqotwudz

yuowl
2] p=1o9pes o) "UoD
| ® Qo7 isenbey ')

SUOIS|29(Q YOF PUE EPUBBLIOY PAJeIJOSSE LYIM O Ulid — SLY MO SS820.d $'€Z'Z

UOJEOISSE|D) BINjEIalT 8 Wil JO BP0

SMO|
$88901d SSOLISNg — LUOIEIISSE|D
amjelay] 9 Wil JO 800 TS g

BLOT/LLI6E ‘@ked
TYNIJ O3A UOISISA




Version: V1.0 FINAL

& Date: 20/11/2019

Chrrae OF i & LITERATIRE

Office of Film & Literature

CLASICATON .| Classification — Business

S# T WRIEAAA Fideald, Teditabing

Process Flows

Ofiice of Film & Literature Classification

2.24 A14 - Correct Publication After Completion

2.24.1 Purpose

This process is used to correct errors in a decision. This process may or may not require
a Corrigendum to be created.

2.24.2 Process Actor

This process involves the following actors:

Labelling Body

Registrar

Senior Classification Officer
Technical Unit

2.24.3 Process Description

1.

The process starts by either the Labelling Body or a Registry Officer identifying an
error in the decision on a closed publication.

Where a Corrigendum is required, the Registry Officer will create the Corrigendum
in the system.

The Registry Officer will correct the error in the system

Where a Corrigendum has been created, the Registry Officer will print the amended
Register Page

The Registry Officer will print all associated documents as required

A peer review takes place for the printed documents. If the peer review is not ok, the
process returns to step 3. Otherwise, it continues to step 7.

Where the peer review is ok, the Senior Classification Officer will sign the
documents and forward these to the Technical Unit

The Technical Unit will dispatch the documents and the process ends
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2.25 A15 — Affix Alternative Labels and Broadcasting Consents
2.25.1 Purpose

This process is used where a Broadcasting Consent is requested or where a Request to

affix an alternative label has been received.

2.25.2 Process Actor

This process involves the following actors:

Industry
Receptionist
Registry Officer
Chief Censor

2.25.3 Process Description

1.

10.
11.
12.
13.
14.

15.
16.

The process starts with the Industry requesting an alternative label or Broadcasting
consent.

The Receptionist receives the request

The Receptionist records the item(s) in the Mail Book and passes the request onto
the Registry Officer

The Registry Officer will search to see if the publication is already held in the
systemn

Where the publication is not found, the Registry Officer will log the publication

Where the publication is found, or where the publication has been logged, the
Reglstry Officer will record details of the request.

The Chief Censor will be notified by the system that the request has been logged
The Chief Censor will review the request

Where further details are required, the Chief Censor will contact the applicant and
the process returns to Step 6.

Where the details are correct, the Chief Censor will make a decision on the request
The Chief Censor will record their decision into the system

The Chief Censor will generate the required letter

The Chief Censor will print and sign the letter

A peer review takes place for the printed ietter. If there are corrections required, the
process goes to step 13, otherwise, the process continues to step 14.

Corrections are made by the Chief Censor and the process returns to step 10.

The Chief Censor will dispatch the letter to the applicant and the process ends.
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2.26 A16 — BOR Request for Submissions on Interim Restrictions
2.26.1 Purpose

This process is used to record a BOR submission on an interim restriction order.

2.26.2 Process Actor
This process involves the following actors:

Board of Review President/ Secretary of the BOR
Receptionist

Registry Officer

Chief Censor

2.26.3 Process Description

1. The process starts by the President of the BOR sending notification of an interim
request or the Secretary of the BOR sending notification of a Submission request

The Receptionist receives the request

The Receptionist enters the request into the Mail Book and passes the request onto
the Registry Officer

The Registry Officer will search for the publication.

The Registry Officer will record the receipt of an interim submission request against
the publication.

6. The Registry Officer will copy the request
7. The Registry Officer files the original.

The Chief Censor will receive notification that a request for an interim submission
has been logged.

9. The Chief Censor reviews the decision.
10. The Chief Censor enters the decision details into the system.
11. The Chief Censor will generate a letter

12. The Chief Censor sends the letter to the President of the BOR and the process
ends.
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2.27 A17 — Register BOR Decision
2.27.1 Purpose

This process is used to record the Board of Review decision(s).

2.27.2 Process Actor
This process involves the following actors:

Secretary for the Board of Review
Receptionist

Registry Officer

Technical Unit

Chief Censor

2.27.3 Process Description
1. The BOR Secretary issues the decision

2. The decision is received by the Receptionist who logs it in the mail book and
forwards to the Registry Officer.

The Registry Officer takes copies of the decision and files the decision.

Copies of the Decision are distributed internally by the Registry Officer. At the same

time, there is a wait period when the office waits for the Abstract/Direction to Issue a
label from the BOR.

The wait period ends when the BOR Secretary sends the abstract to OFLC.
The Receptionist logs this into the mail book and forwards to the Registry Officer

Once the abstract has been received, the Registry Officer will search for the
publicaticn

The Registry Officer logs the BOR decision into the System.

The Registry Officer generates the new Register Page for the new decision (NOTE

that an extract of the BOR Register page is extracted and ivaded onto the Decisions
Database)

10. The Register Page is printed by the Registry Officer.
Process splits
11. If required, the Registry Officer will generate a Direction to Issue a label

12. The generated Direction to Issue a label is printed by the Registry Officer and
forwarded to the Chief Censor.

13. The Direction to Issue a label is then signed by the Chief Censor.

14. The Direction to Issue a label is then dispatched by Technical Unit and the process
jumps to Step 18

Simultaneously to Step 11:
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15. Regardless of whether a Direction to Issue a label is required, once the register page

is printed, it is reviewed by the Registry Officer.

16. If any errors are found in the new register page, the Registry Officer will fix the

errors and return to step 9.

17. If there are no errors found, then the new register page is filed by the Registry

Officer.

18. The Registry Officer then stamps the old register page to reference the new
Register Page. The process ends.
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2.28 A18 - View Decisions on Internet

2.28.1 Purpose

This process is used by a member of the public to view classification decisions via the
Internet.

2.28.2 Process Actor

This process involves the foliowing actors:

Member of the Public

2.28.3 Process Description

1.

OFLC Business Process Flows v1 .O_réﬁéétéd_détéc}ﬁrﬁ..doc

A Member of the Public goes to the pubiic facing Decision Database, which is
accessed via the OFLC website and requests to view a decision

A Member of the Public searches for the publication which they want to view the
decision for.

The System returns the publication the Member of the Public wishes to view and
displays it to them. At this point, the Member of the Public may wish to contact
OFLC. Otherwise the process ends here.

If the Member of the Public wishes fo contact OFLC, they do so through one of the
different contact methods listed on the public facing website.
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Process Flows

Office of Film & Literature Classification

2.29 A19 - Call in of Publication by Chief Censor
2.29.1 Purpose

This process is used by the Chief Censor to, under Section 13(3) call in any publication
for examination.

2.29.2 Process Actor

This process involves the following actors:

Chief Censor
Registry Officer
Secretary of Department of Customs/Department of Internal Affairs

2.29.3 Process Description

1.

©® N O oA W N

©

'OFLC Business Process Flows v1.0_redacted_datacom..doc

The Chief Censor notifies the Registry Officer to call in a publication under Section
13(3).

The Registry Officer creates a Section 13(3) publication in the system.
The Chief Censor is nofified

The Chief Censor records details and reasons for the call in

The Chief Censor generates a lefter of notification.

The Chief Censor prints the Letter of notification

The Chief Censor signs the letter

The Chief Censor makes a copy of the signed letter and forwards the copy to the
Registry Officer

The Registry Officer files the copy of the letter in the Bond Store

. The Chief Censor sends the original letter to the Secretary of either the Department

of internal Affairs or to the Customs Department and the process stops
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2.30 A20 — Re-Assign Activities

2.30.1 Purpose of process

This process is used to reassign publications or classification activities to different staff in
the Office. This may be due to a staff member being ill or where work has bottlenecked.

2.30.2 Actors

All staff

Receptionist .

Senior Classification Officer / Deputy Chief Censor
Classification Officer

Gamer/Projectionist

2.30.3 Description
This process can start in two ways (as Step 1, or as Step 3):
1. A staff member advises the office they will be absent

2. The Receptionist emails all present staff members to advise them of the absence,
giving them all a heads up that there maybe some extra work that day.

3. A Senior Classification Officer or Deputy Chief Censor identifies a potential
bottleneck in the workflow:

4. Either a Senior Classification Officer or the Deputy Chief Censor will view the
current schedule

5. Based on the schedule, either the Senior Classification Officer or the Deputy
Chief Censor will reassign activities in the System

8. The Senior Classification Officer and/or the Deputy Chief Censor will print the
amended Schedule Report

7. The affected Classification Officer will receive a notification about their new task
and notes the change to their schedule.

8. If the publication is a 35mm film, the Senior Classification Officer and/or the
Deputy Chief Censor will reassign the theatre and advise the Projectionist and the
process ends

9. If the publication is a game, the Senior Classification Officer and/or the Deputy
Chief Censor will notify the Gamer and the process ends

OFLC Business Process Flows v1.0_redacted_datacom.doc T 29/11/201:
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2.31

A21 - Generate Reports

2.31.1 Purpose of process

This process is used to generate any one of the following standard reports:

Publications Assigned

Publications Received — Section / Medium / Against Estimates

Publications Examined — Section / Medium / Against Estimates
Publications Classified / Registered — Section / Medium / Against Estimates
Queue Time, Processing Time and Combined Total

Classifications by Section of Act

Classifications by Media Type

Publications Withdrawn

Consultations

Subject matter of Objectionable Publications
Fee Waivers received/declined

Publications verified

Broadcasting consents

Alternative Method for Affixing Labels
Monthly Billing data

Meoney received in Advance

2.31.2 Actors

2
1.
2.
3
4

Registry Officer
Classification Officer
Senior Classification Officer
Accountant

Deputy Chief Censor

Chief Censor

Systems Administrator

.31.3 Description

Any one of the above Actors will select the Report they wish to generate
They will enter the relevant report parameters into the system
They will select to generate the report

They will print the report and or export the report details into Excel

OFLC Business Process Flows v1.0_redacted_datacom.fdbb-- R
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2.32 A22 - Bill Labelling Body

2.32.1 Purpose of process

This process is used to create a billing invoice to the Labelling Body at the end of each
month.

2.32.2 Actors

« Accountant

2.32.3 Description
The Accountant will generate Billing information from the system
The Acecountant will print the Billing information

The Account will generate the invoice from thefi eIl system

1
2
3
4. The Accountant will print the invoice
5 The Accountant will attach the Billing infermation to the Invoice
6

A review then takes place for the invoice. If everything is ok, then the process
continues to step 9. Otherwise it may go to either step 7 or 8.

7. If the Fee Details are incorrect, the Accountant updates the Fee Information in

m:and the process returns to step 3
) If the Publication Details are incorrect, process flow A14 is calted and once

processed, returns to step 1.

8

Q. The Accountant then dispatches the invoice to the Labelling body and the process
ends.

OFLC Business Process Flows v1.0_redacted_datacom.doc 29/11/201
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2.33 A24 —View Publication History

2.33.1 Purpose

This process allows users to view the history of a publication. This will be where a
publication has had more than one decision or more than one version of the publication
associated. This view will include the original decision, associated corrigenda and any
Non OFLC decisions {(Board of Review, High Court etc).

2.33.2 Actors

Classification Officer
Accountant

Registry Officer
Deputy Chief Censor
Chief Censor

2.33.3 Description

Information Unit Manager
Senior Classification Officer

Systemns Administrator

1. An actor as listed above will select to view the history of a publication

2. The actor as listed above can view all versions held for the publication, or

3. The actor as listed above can view all decisions held for the publication,

OFLC Business Process Flows v1.0_redacted_datacom..doc
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2.34 A27 - Withdraw Urgency/Leave/Publication

2.34.1 Purpose

This process is used to record the withdrawal of an urgency request, a leave request or a
publication.

2.34.2 Actors

Applicant
Receptionist

Deputy Chief Censor
Registry Officer
Classification Officer
Accountant
Technical

2.34.3 Description

1.

10.
11.

12.

13.
14.

OFLC Business Process Flows v1.0_redacted_datacom..doc

An Applicant requests to withdraw an urgency request/a leave request/a publication
either through the mail or as an email/phone call to OFLC. For the latter cases, the
request goes straight to the Deputy Chief Censor (step 4):

If the request is sent through the mail, the Receptionist receives the request.

The Receptionist will log the request into the Mail Book and notify the Deputy Chief
Censor

The Deputy Chief Censor receives notification of the request (either an email from
the Receptionist or an email/phone call from the applicant as stated in step 1).

The Deputy Chief Censor then reviews the request for Withdrawal
The decision on the withdrawal is then made by the Deputy Chief Censor

If the withdrawal request has been declined, the Deputy Chief Censor will notify the
applicant and provide reasons and the process ends.

If the withdrawal request has been approved, the Deputy Chief Censor will view the
schedule to see the impacts it may have.

If the withdrawal is for a publication and it is a film or a video game, the process goes
into A20 to notify support staff of changes (gamer, projectionist and theatre booking)

The Registry Officer receives a notification of the withdrawal request

If the withdrawal is for publication or for a leave request, the Title File is closed by
Registry.

The withdrawal is recorded into the System by the Registry Officer. This includes
removing Urgency, changing publication or application status to withdrawn. There are
three parallel processes from here, 13, 14 ~ 17 and 18 — 20.

The Classification Officer who is affected by the withdrawal receives a notification

The Accountant receives a notification.

Page 78 of 105
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15. After a small time delay, the Accountant generates a withdrawn publications report
from the System. If no Credit payments/refunds are needed, the process ends.

" 18. If credit payments/ref uired, the Accountant creates the credit payments
and records them int

17. The credit payments/refunds are dispafched by the Accountant
18. The Technical Unit also receive notification of the withdrawal.
18. The Technical Unit refrieve the publication from the Bond Store

20. The Technical Unit dispatch the publication back to the applicant and the process
ends.

OFLC Business Process Flows V‘I.O_redaded_datacom..doc
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2.35 A29 — Receive Application for Exemption under Section 44

2.35.1 Purpose

The purpose of this process is to receive Section 44 requests for exemption, from members of the
public.

2.35.2 Actors

Member of Public
Receptionist
Registry Officer
Chief Censor

2.35.3 Description

1.

2.
3.
4.

A Member of the Public submits a request for an exemption under Section 44 on an existing
publication and the relevant fee.

The Receptionist receives the application and fee in the mail
All received items are logged in the mail book by the Receptionist

The Receptionist creates a receipt for the received payment.

Process Splits

5.
6.

10.
11.

12.
13.
14.
15.
186.
17.

Refer to A33 for banking process.

In parallel with step 5 the Registry Officer will check if the fee is correct. If the fee is incorrect, the
process continues to step 7, otherwise, it will continue to step 9.

The Registry Officer will notify the Applicant that the fee is incorrect

The file will then be put in the bond store by the Registry Officer and the process waits until the
correct fee is supplied and then starts at step 1.

If the fee is correct, the Registry Officer will search for the publication.
If it is not found, OFLC will go through a manual process which occurs outside the system.

If the publication is found, the Registry Officer logs the exemption application against the
publication.

The Chief Censor receives notification that a Section 44 Application has been received.
The Chief Censor reviews the application

The Chief Censor records his decision onto the application in the System,

The Exemption letter is generated by the system

The Chief Censor prints and signs the letter.

The Registry Office dispatches the signed notification to the applicant and the process ends.

OFLC Business Process Flows v1.0_redacted_datacom..doc
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2.36 A31 — Delete Records
2.36.1 Purpose

This process wil! allow the System Administrator to (physically) delete records from the
System. Only the System Administrator has the power to delete records.

Records may require deleting where they have been created in error {duplicates etc).

The only records that can be deleted from the system are as follows:

. * & 5 & 8

Fee Waiver Requests

Leave Requests

Urgency Requests
Publications

Addressee records
Addressee Address records)

2.36.2 Actors

System Administrator
Registry Officers / Classification Officer / Senior Classification Officer

2.36.3 Description

1.

One of the following users (Registry Officer / Classification Officer / Senior
Classification Officer) informs the System Administrator that there is a record
which needs to be deleted.

The System Administrator then goes into the system and views the record which
needs to be deleted, from here, the process can go to either step 3 or 4.

If the System Administrator confirms that the record does not need to be deleted, a
notification is sent to the requester advising them that no record has been deleted.
The process then skips to step 6.

If the System Administrator confirms that the record needs to be deleted, then the
record is deleted from the system.

The System Administrator gives the requester a notification that the record has now
been deleted.

The requester (Registry Officer / Classification Officer / Senior Classification
Officer) receives notification of the System Administrator’s action.

OFLC Business Process Flows v1 .U_réaa&éd_défacom..doc )
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2.37 A32 - Receive Reg 27 Application (Posters and Slicks)

2.37.1 Purpose of process

This process is used to record the receipt of a film poster and of slick received under
Regulation 27 of the Act. In most cases after a publication has already been received,
either without the associated poster and/or slick or OFLC have asked the distributor to
make changes to the poster or slick

2.37.2 Process Actors

This process involves the following actors:

Applicant
Receptionist
Registry Officer

2.37.3 Process Description

1.

3.
4,

The Applicant submits the poster or slick (publication} with all associated paper work
and relevant fee.

The Recepftionist receives all the items that the Applicant has sent through the
mail.

All received items are logged by the Receptionist into the mail book.

A receipt for the money received is created by the Recepfionist.

Process Splits

5.

© ® N &

10.

11.
12,

See A34 for copying of publication

See A33 for banking of money

Where an invoice needs to be created, refer to A22

The Receptionist checks that the submission application and publications match.

If they do not match, a Registry Officer then notifies the applicant to send the
missing infermation and/or publications.

The received files are then put into the Bond Store by the Registry Officer and the
process returns to Step 1 once all details are received.

If there is a match, the Registry Officer checks the fee that has been received.

If the fee is incorrect, the Registry Officer notifies the applicant to send the
remaining fee and the process skips to Step 9

Process Splits

13.

14.

If the fee is correct, the Registry Officer logs a new publication into the system
(Refer to AD)

The publication is queued for examination and the process ends.
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Office of Film & Literature Classification

2.38 A33 —Bank Publication Fee

2.38.1 Purpose of process

This process is used to bank the publication fee and create the invoice for this fee.

2.38.2 Process Actors
This process involves the following actors;

e Accountant

2.38.3 Process Trigger

This process is initiated from within the following other Business Process Flows:
* A3 -—Receive 513 (1}{c) Submission

* A4 - Receive Reconsideration Application

= A5 - Receive $42(c) Submission

e A29 — Receive Application for Exemption (s44)

2.38.4 Process Description
A copy of the receipt and the publication fee is received by the Accountant
The Accountant banks the money into the OFLC account
%2)(k)

The Accountant records details of the fee inta

The Accountant creates an invoice for the fee
The Accountant prints a copy of the invoice

The Accountant attaches the receipt to the invoice

L T

The Accountant posts the invoicefreceipt to the applicant and this process ends

OFLC Business Process Flows v1 .O_redécted_datacom..doc
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2.38.5 Process Flow A33 — Bank Publication Fee

1. Receive copy of
receipt and fee

2. Bank money into
QOFLC account

Ivoice Y, | system

3. Record fee details in :

HERN N
I N

N S

s .

N, 4 5. PrintInvoice

Accountant

\
\
\
\

| 6. Attach receipt to
Invoice

7. Send
eceipt/invoice to
applicant

System
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2.39 A34 Copy Publication and create Title File

2.39.1 Purpose of process

This process is used to create a copy of the received publication and to create the Title
File.

2.39.2 Process Actors

This process involves the following actors:

e Technical Unit

2.39.3 Process Trigger

This process is initiated from within the following other Business Process Flows:
* A1~ Receive 513 Submission

e A3 - Receive 513 (1)(c) Submission

e A4 — Receive Reconsideration Application

* Ab5 - Receive 542(c) Submission

* A6 — Receive 829 Submission

+ A7 — Receive S12 Submission

s A11.3 = Cuts Continued

» A32 — Receive Reg 27 Application

2.39.4 Process Description

1. The coriginal publication is received by the Technical Unit
2. The Technical Unit make a copy of the publication

3. The Technical Unit create a Title file for the Publication
4

The Technical Unit record the system generated publication number onto the
physical publications

The Publications (copy and original) are filed in the Bond Store

8. This process ends

OFLC Business Process Flows v .0_redacted_datacom..doc
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2.39.5 Process Flow A34 Copy Publication and create Title File

?

1.Receive Original
Publication

I 2.Copy publication

FRET KM

3. Creale Title File

4. Record publication number on f:
physical publication %

5. File publication in Bond ¥ 1] @
Store ‘

” s e

Technical Unit
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2.40 A35 - Maintain Lookup Tables

2.40.1 Purpose of process

This process is used to create new lookup table records or to update existing lookup
table records

2.40.2 Process Actors

This process involves the following actors:

Classification Officer
Senior Classification Officer
Registry Officer

Deputy Chief Censor

Chief Censor

Systems Administrator

2.40.3 Process Description

1.

This process starts with one of the following actors, requesting an addition or change
to a lookup table:

e Classification Officer

s Senior Classification Officer

*  Registry Officer

s Deputy Chief Censor

s Chief Censor

» Systems Administrator

The Systems Administrator will select the relevant lookup table

Where a new record is required, the Systems Administrator will add the new value
and the process ends

Where an update to an existing record is required, the System Administrator will
select the relevant record

The System Administrator will update the record and the process ends
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Office of Film & Literature Classification

2.41 A36 - Assign User to User Role

2.41.1 Purpose of process

This process is used to assign a user to a system User Role

2.41.2 Process Actors

This process involves the following actors:

Classification Officer
Senior Classification Officer
Registry Officer

Deputy Chief Censor

Chief Censor

Systems Administrator

2.41.3 Process Description

1.

This process starts with one of the following actors, advises of a new user or where

-an existing user is to have their role changed/removed

+ Classification Officer

e Senior Classification Officer

e Registry Officer

s Deputy Chief Censor

s  Chief Censor

s Systems Administrator

The Systenmis Administrator will select receive the notification

The Systems Administrator will select the user role

Where the user needs to be removed from a role, the System Administrator will
remove the user from the selected role. Where the user is to be assigned to a
different role, the process returns to Step 3. Where the user does not require a new
role, the process ends.

Where the user needs toc be assigned to a role, the System Administrator will
assign the user to the selected role and the process ends

OFLC Business Process Flows vi .O_reda&gd_datacom..da:”
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2.42 A37 - Create/Update User Role

2.42.1 Purpose of process

This process is used to create or update a User Role

2.42.2 Process Actors
This process involves the following actors:

s  Deputy Chief Censor
» Chief Censor
e Systems Administrator

2.42.3 Process Description

1. This process starts where one of the following actors, advises that a new role is
required, or a change to an existing role is needed

e Deputy Chief Censor
+ Chief Censor
Where a new role is required, the Systems Administrator will create the new role

Once created, Process flow A38 is used to assign permissions to the new role

Where an existing role needs to be updated, the Sysfems Administrator will select
the user role

5. Once selected, the Systems Administrator will update the details and the process
ends.
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2.43 A38 - Assign Permissions to User Role

2.43.1 Purpose of process

This process is used to assign or remove permissions from a user Role

2.43.2 Process Actors
This process involves the following actors:

e Deputy Chief Censor
¢ Chief Censor
e Sysfems Administrator

2.43.3 Process Description

1. This process starts where one of the following actors, advises that permissions for an
existing role need to be updated (added/removed)

+ Deputy Chief Censor
s Chief Censor

2. This process can also start from A37 when a new User role has been created.
The Systems Administrator will view the user role

4. The Systems Administrator will update permissions associated with the User Role
and this process ends.
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2.44 A39 - Revoke an SPO

2.44.1 Purpose of process

This process is used to revoke a Serial Publication Order

2.44.2 Process Actors

This process involves the following actors:

Registry Officer
Deputy Chief Censor
Chief Censor

2.44.3 Process Description

1.

© o N ® e A

This process starts when the Deputy Chief Censor or the Chief Censor receives
notification that an SPO may need to be revoked

.The Deputy Chief Censor and or Chief Censor will consider the existing SPO.
Where the SPO is to remain in force, this process ends.

Where the Deputy Chief Censor or Chief Censor decide that the SPO is to be
revoked, they will notify the Registry Cfficer

The Registry Officer will search for the relevant publications that the SPO relates to.
The Registry Officer will record that the SPO has been revoked

The Registry Officer will generate the Revocation Notice

The notice is printed by the Registry Officer.

The Chief Censor or Deputy Chief Censor will sign the notice.

The Registry Officer then dispatches the notice to the relevant interested parties
and the process ends.

OFLC Business Process Flows V‘I.O_redacted_datacom..aéé '

Page 99 of 105




01 40 001 abed

BLOZ/LLIBT 20p"WOOBJEp PSOEpSI )'LA SMOJ4 §88001d Ssauisng OO

O3[30N UCTIEIHARY OdS

d’ ——  wasig NG WASAS IO wejsAs NG

i

g T x T
! I I I
! L ) L
! i ] [
! ! ) i
/ I ) ! -
[ I |
¥ L L L %
o
920U UOHEI0AG suogeangnd uoneayyou =3
sojot gL e ..EEE.MU ‘g e OdS oy S 14 10 w__w:mww ¥ + o:wmumﬁ € ,M
=5
o0y
@
@
palnbey
h 4
odg eqone | e
OdS Bupjosal o Lofeaymal

sanou ubis ‘g \ IapIsuos T oAt |

palinbal Joh

@-\

105UEA JaI S Andaq

OdS 9OASY LY MO]d SS320.d TPb'T

UOEDYISSEID BINJEISYT '8 Wi 4O SO

SMO|H sS8d0.d e

ssauIsSNg — UOEDIISSE T ROV
1Sng eol! 1o FUITANERLE] T BTN, 0 THEE

aInjelelr 8 Wil JO 200
610Z/1LI6Z ajeq %

IYNIZ O'LA CUOISISA




Versicn: V1.0 FINAL

& Date: 29/11/2019
EEEIEL: (% BELM & TITSaAT VRS Office of Film & Literature

O Ctasireenos Classification — Business
AL RIS Taded, kT Process Flows

Office of Film & Literature Classification

2.45 A40 - Request for Submission from Interested Parties

2.45.1 Purpose of process

This process is used to record the receipt of an Interested Party submission or to record
whether a reminder letter to the interested party is required

2.45.2 Process Actors
This process involves the following actors:

Interested Party
Receptionist
Registry Officer
Deputy Chief Censor
Classification Officer

2.45.3 Process Description

1. This process starts from two separate points. Firstly when the Interested Party
submits a submission in response to a Notification to Interested Party letter (refer A1,
A3)

The Receptionist will receive the Submission

The Receptionist will log receipt of the submission in the mail book

The Receptionist will notify the Registry Officer of the submission

The Registry Officer will receive notification of the submission being received
The Registry Officer will search for and view details of the related publication

No ook 0N

The Registry Officer will record that the submission has been received from the
Interested party on the publication

Process splits
8. The Registry Officer will copy the submission and file it onto the Title File

9. Simultaneously to Step 7, where a Classification has not been assigned to the
publication, (E.G. Publication is queued), the process continues to A10 where the
publication will be assigned to a Classification Officer

10. Simultaneously to Step 7, where a Classification Officer has been assigned to the
publication, the assigned Classification Officer will receive notification that a
submission has been received and the process ends

11. This process can also start where the Expiry date for the receipt of a submission from
an Interested Party expires. Where this occurs, the Deputy Chief Censor will
receive notification.

12. The Deputy Chief Censor will search for and view the relevant publication.

13. The Deputy Chief Censor will record whether a reminder letter is to be sent or not,
on the publication. Where a reminder letter is not to be sent, the process ends.

OFLC Business Process Flows v1.0_redacted_détacom..doc
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14.

15.
18.
17.

OFLC Business Process Flows v1 .0_redacted_datacom..doc

Where a reminder letter is to be sent, the Registry Officer will receive notification of
this.

The Registry Officer will search for an view the relevant publication
The Registry Officer will generate the Reminder letter

The Registry Officer will dispatch the letier to the Interested party and the process
returns to the beginning.
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2.46 A41 —Record Claw Back

2.46.1 Purpose of process

This process is used to record that a claw back is to be considered for a publication

2.46.2 Process Actors
This process invoives the following actors:

» Labelling Body

s Receptionist

» Registry Officer

2.46.3 Process Description

1. This process staris when the Labelling Body submits a letter requesting that a
classified publication be released commercially

2. The Receptionist will receive the letter

The Receptionist will log receipt of the letter in the mail book and pass the letter
onto a Registry Officer

The Registry Officer will receive the lefter
The Registry Officer will search for and view details of the relevant publication
The Registry Officer will record that the publication is now subject to ‘claw back’

N ok

The Registry Officer will copy the letier and file the original into the Central Filing
system

8. An invoice is then created using process flow A22.
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