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Purpose

expected of all NZSIS employees and secondees (collective

This Code of Conduct establishes the stondards of behaviour ?\

referred to s “employees” for the purposes of this Co

including those working on o full time, part time, cn@;
temporary basis. It should be read in conjunctio ur
agreement and organisation policy. él@

The NZSIS is judged by the way we callectively r nt gurselves;
therefore itis necessary for everyone to mamgs a high standard
of personal and professional conduct at all times.

The reputation of the NZSIS is critical \6:«:9.55 therefore
behaviour or actions which have t \gf:tial to bring the agency
into disrepute will be managed éc{.o dance with this Code and
the |CSS Disciplinary Policy B& edures applying to both NZSIS
and GCSB. This obligatiop %n s to NZ5IS employees when
working or representingith® Seérvice overseas. It also extends to
our behaviour outsi @ ork where it has the potential to impact

on the reputation of 5.

This Code sel sic principles and describes minimum
standard d of all staff. It also details good employer
obligatigns - what can be expected of the NZSIS. This Code should

be read in conjunction with the State Services Standards of
annd Conduct issued by the State Services Commissioner,




Good Employer obligations

The NZ5IS will provide employees with fair and proper
treatment in all aspects of their employment.

This includes (but is not limited to):

« Applying this Code in a fair, reasonable and objective manner.

« Behaving in a manner consistent with our values and the
principles set out in this document.

« Operating fair and impartial selection and appointment
procedures.

+ Providing clear job descriptions and setting expectations of staff.

» Appropriate feedback and communication on work performance.

» Rates of remuneration for skill, responsibilities, and performance.

= Safe and healthy working conditions.

= Opportunity for development.

= Aworkplace free from harassment and unlawful discrimination.

= Appropriate performance management, disciplinary and dispute
procedures, and the opportunity to redress unreasonable
treatment.

= Fair management of change.

« Support in times of difficulty including access to Employee
Assistance Programmes.
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va_oAb_m obligations

The p

obligation of all NZSIS employees is to the
s their Employer, the responsible Minister, and also
ir respective manager and their colleagues.

includes (but is not limited to):

Refraining from allowing your personal beliefs to conflict with NZSIS
values and/or your work.

Behaving in a manner consistent with our values and the principles
set out in this document.

Behaving in a manner consistent with the State Services Standards of
Integrity and Conduct.

Obeying lawful and reasonable instructions.

Respecting the rights of colleagues.

Accepting personal responsibility and accountability for your actions.
Complying with organisation policy.

Understanding your compliance obligations and the specific
obligations in your area of responsibility.

Not bringing the NZSIS into disrepute through any professional or
private activities.

Being aware of your security obligations and complying with these at
all times.

Taking all practicable steps in the workplace to prevent injury and
illness.

Reporting workplace hazards and incidents.

Complying with our Health and Safety obligations and the I1CSS
Health and Safety policy applying to both NZSIS and GCSB.

Carrying out duties in an efficient and competent manner,
maintaining required standards of performance.
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« Being present at work as required, unless on an approved absence.

PRINCIPLES PRINC

p:r@zk

HONESTY and INTEGRIT P

Employees are committed and loyal to the mission and values Em have a duty of trust and fidelity. They are committed to
of the NZSIS. They inspire trust and behave honestly, ethically out faithfully the duties and obligations of the role for
and with integrity. they are employed in an efficient, competent and loyal

+ Avoid any activities, either work-related or not, that may in any

way bring the NZSIS or the State Sector into disrepute or may call

anner, and avoid behaviour that might impair their effectiveness.
/ « Exercise sound discretion and judgement when carrying out your

into question suitability to hold a TSS security clearance. 2 duties.

« Where such activities cannot be avoided, they must be declared o//\ + Obey lawful and reasonable instructions.
with a view to managing/mitigating them. d’ + Comply with organisation policy and procedures.

« Declare any change in circumstances in accordance with the PSR // «  Comply with all security requirements as required of you in the
and organisation policy. O PSR and organisation policy.

» Refrain from incurring any liability on part of the Director, without / = Act professionally.

due authorisation. = Maintain a professional image according to the nature of your
« Refrain from accepting gifts or gratuities, or other benefits of any p duties and the pasition held.
kind in respect of services performed in an official capacity, O * Avoid conduct which may, or does, lead to your reporting for
unless with the express agreement of the Director. waork in an impaired state, including the use of alcohol or non-
prescription drugs.
» Conduct all work place communications in good faith.

= Refrain from unauthorised public comment on, or criticism of,
} NZSIS policies or work, during and after ceasing employment with
M the NZSIS.
UNCLASSIFIED O UNCLASSIFIED
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PRINCIPLES

FAIRNESS an

Employees have a responsibility to act with fairness and
impartiality avoiding any potential or perceived conflict of interest.

PEOPLE and PROPE

nplelyees respect the rights of others and treat their colleagues
9 ourtesy and respect.

Employees exercise reasonable care to prevent inappropriate use,
loss or damage to property.

« Maintain political neutrality in the performance of your duties -
respecting the authority of the government of the day.
» Ensure you keep your job out of politics and politics out of your

job. ) / » Avoid behaviour that may cause distress to others in the
« Discharge your duties in an impartial manner. :/\ workplace or otherwise contribute to the disruption of the
+ Avoid situations that might compromise, directly or indirectly, 4’ workplace.

your impartiality or otherwise call into questicn your ability to / s+ Value the contribution of others, respecting differences in

work in a fair and unbiased manner. O opinion, and diversity.
= Notify your manager/PERSEC of any potential conflicts of interest / » Work collaboratively to achieve common goals.

and discuss/agree ways in which they can be managed. « Avoid using official information gained during the course of
A official duties, in your private life for personal benefit.
O .><o_n_:mmoﬂio_,xnaonm_‘qﬁoqnmao:m_ﬁc_.nmem.rﬁ_mmm

reasonable and approved by your Manager
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All employees have a respons

PRINCIPLES

Y CULTURE

ty to keep NZSIS secure.

Uphold NZSIS security principles and practices as set in
arganisation policy.

Proactively report any security concerns relating to yourself or
your colleagues.

Avoid talking about NZSIS employees, or the business of the
NZSIS, with non NZSIS staff, including ex-employees, unless for
official purposes.

Maintain cover as necessary.

Avoid situations that might compromise, directly or indirectly,
your security clearance.

Proactively manage your security clearance through the regular
reporting of any change in circumstances.
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gained in the course of your duties must be treated in
ehce and used only for official purposes. The sharing or use
rmation must always be in accordance with our legal

obligations, agreements with partners, and organisation policy.

Maintain the security of protectively marked information and
ensure that it is produced, handled and protected in accordance
with the PSR and organisation policy.

Adhere to the principles of need to know and need to share.
Protectively marked information is only shared as necessary with
individuals who have the appropriate security clearance, requisite
briefings, and a clear need to know.

Any instances of inappropriate sharing, loss or misuse of
information must be reported immediately.

Avoid the unauthorised release of official information.

Refrain from commenting on your employment with, or the work
of, the NZSIS on social media, unless you have the proper
authorisation and it is for work related purposes.
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13. Criticising or undermining the work of the NZSIS in an O
unprofessional and/or unconstructive manner. /
Serious \A_vno:n_ uct
The followin, some specific examples of unsatisfactory
behavi may be considered serious misconduct and which
could ismissal.

re will be other behaviours/conduct that are contrary to the

es or principles set out in this document which may constitute
serious misconduct; the fact that they are not listed does not mean
they are condoned or acceptable

%mm not exhaustive and is to be used as an indicative guide.
e

o/\ _‘Qm:o:mms_o:_.m:n__:n_:n::mE_m_:ﬁmﬂ_o:oﬂ_j.mcwmo;:«.
/4’ document or record
O 2. Unlawful taking of any property belonging to the NZSIS or a
/ colleague.
Actual or threatened physical violence, abusive communications
A or unwelcome behaviour against another person including
harassment, unlawful discrimination, bullying, duress or
O intimidation.
4, Being present for duty/work in an unfit state, including being
under the influence of drugs or alcohol.
5. Serious and/or repetitive breach of security requirements, policy

\p or protocols.
6.

Unauthorised removal, downloading, copying, falsification,

w

&l’ destruction or disclosure of software, data, records or
information.

A\ 7. Allowing unauthorised access to information.

O m.mm_._.u_._mm:n___o_.Eumﬁzzmqm,_c_m_,.onoau_«.s.:jm:_.mmm..ZNm_m

policy, procedure or guideline.
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Breaches of the Code

NZSIS will consider the following factors to determine whether
an employee’s behaviour constitutes a breach of this Code:

« The nature and circumstances of the activity.

« The position, duties, and responsibility of the employee.

» The consequences of the activity on the ability of the employee to
fulfil their duties and responsibilities.

« The effects of the activity or its consequences on internal or
external relationships, including other agencies, Ministers, or the
general public.

« The manner in which similar behaviour has been treated under
this Code of Conduct.

« The effect of the behaviour on the Employer’s trust and
confidence in the employee.

« The effects of the activity or its consequences on the security of
the NZSIS, its information, people and/or assets.

The seriousness and consequence of any breach depends on the
circumstances in which it occurs. For example, it is possible for
behaviour listed as misconduct below to amount to serious
misconduct, and vice versa. It will depend on the degree of the
breach and the circumstances in which it occurred.

Conduct which results in an irreparable loss of trust and
confidence in the employee, will result in a finding of serious
misconduct and can result in dismissal following a fair process.
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Miscon

The following
which
outco

ome examples of unsatisfactory behaviour
titute misconduct and could lead to a disciplinary

jr s not exhaustive and is to be used as an indicative guide.
re will be other behaviours/conduct that are contrary to the
es or principles set out in this document which may constitute
misconduct; the fact that they are not listed does not mean they
are condoned or acceptable.

1. Acting in a negligent, inefficient, incompetent or careless manner

in carrying out your duties.

Failure to maintain an acceptable level of work performance.

lgnoring or refusing to carry out reasonable and lawful

instruction.

Breaching security requirements, policy or protocols.

5. Absence from work without proper reason or authorisation.

6. Repeated lateness for work, or repeated absenteeism without
just cause.

7. Failure to comply with a lawfully given warning.

8. Failure to comply with an ICSS/NZSIS policy, procedure or
guideline.

9. Undertaking secondary employment without approval.

10. Misuse, mistreatment or otherwise not taking reasonable care of
information and/or assets of the NZSIS (including people).

11. Using abusive or offensive language in the workplace.

12. Failure to promptly report a work related accident or incident in
accordance with policy.

F\J

w

&
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15.

Undertaking secondary employment when approval to do so was
declined.

Repeated refusal to perform work assigned or carry out a
reasonable and lawful instruction.

Unauthorised, irresponsible, or improper use of safety systems or
equipment.

Misrepresenting, misleading, or withholding information.
Praviding false information or failing to declare information that
is requested when applying for employment.

Providing false information or failing to declare information that
is lawfully requested during employment.

Being convicted or charged with a criminal or traffic offence which
brings into question suitability for continued employment.
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AA@i_ou\mm Acknowledgement

| have received a copy of the NZSIS Code of Conduct, and
understand that this sets out the values and expected
standards of behaviour of all NZSIS employees.

Signature:

Name:

Date: / /

Please complete this form, then detach the page and give to your manager
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Introduction

1.

Principles O

4,

The GCSB and NZSIS (“the agencies”, “we”, "our”) value and support our employees who are
welcoming a new child or children to their family. This is an exciting phase in your life. If you
intend to take parental leave, we want you to be well informed of your entitlements and
responsibilities before, during and after taking this leave, and to feel this is a positive
experience for you and your family.

This policy outlines all the different types of parental leave and any payments you may be
eligible for under the Parental Leave and Employment Protection Act 1987 (“the Act”). Also,
to better support our people, the agencies provide a number of parental leave entitlements
that exceed the provisions in the Act. All entitlements are detailed further in this policy.

(o 1/

In support of this policy we have developed two parental leave guides - for employees, ahé) ™~
managers. These provide useful additional information, checklists and guidance around
parental leave, and are available on the— ™

Any employee intending to take parental leave is fully informed of Qheii’ employment rights,

entitlements and responsibilities under the Act. The mformanrt prowded by the agencies is
comprehensive, accurate and easy to access. \

Employees are protected against discrimination on the grelmds of sex (including pregnancy
and childbirth) in employment under the Human Rigbts\‘ﬂd 1993 and the Employment
Relations Act 2000.

Managers know the processes to follow when aﬁ@am member applies for parental leave.
They treat their team members fairly and lQ\&!CﬁOI’danCE with this policy, the guides, and the
Act - before, during and after taking pqréﬂtat leave.

The agencies provide a number of ehha}xced or additional entitlements to employees taking
parental leave, We believe it's i ;artant to support our employees who take time away from
work to care for their chlldrep@re fha way that assists in eliminating systemic barriers to

career ]JTOgl’ESSIOFI

Where there.dre differences between parental leave entitlements in your employment
agreediegtand this policy, the most favourable provisions will apply.

SCOPE

10.

13

This policy applies to all employees of the GCSB and NZSIS who are eligible for parental
leave, as per the criteria outlined in this policy.

This policy does not apply to casual employees, contractors and secondees to the GCSB or
NZSIS.
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Definitions

The Act means the Parental Leave and Employment Protection Act 1987 and its amendments.

Assume care of a child refers to you becoming primarily and permanently responsible for the
care, development and upbringing of a child under six years old through a formal arrangement
such as adoption, whangai or “"home for life”. It does not include foster care or any other type of
temporary care.

Child/children refers to a child under the age of 6 years old (including a baby/babies under 12
months old).

Date you start childbirth refers to the earlier of either the date you go into labour, or the dat‘?
your child is born (e.g. if having a c-section). In the Act this is referred to as “the date of O)
confinement”,

Ex-gratia payment refers to a specific benefit offered by the agencies that is condltignai on
completing 6 months service after returning from parental leave. Strict ehglblht)(crlteha apply.
This benefit is also outlined in all employment agreements.

Estimated due date (EDD) refers to the date your midwife or doctor expei’:ts your child to be
born. vs,;.,__

Parental leave is a generic term that refers to types of paid or unpma leave you may be eligible
for under the Act. The sub-types of parental leave are detal!ed JRWS policy.

Parental Leave Payments (PLP) are government-funded ments available to eligible primary
carers. The payments are processed and administered bg . A number of conditions apply.

Partner means the spouse, civil union or de-facto ?mer of the person who is/will be the primary
carer of the child/children. The partner does not, ha\\% to be a biological parent of the child.

Primary Carer is defined in the Act, and camnclude any of the following:
¢ Apregnant person or newmplheu

e The partner of a pregﬂant porson or new moather, if the biological mother has
formally transferre‘d*‘.wme or all of their primary carer entitlements under the Act
to their partner \ '

e Aperson, gth‘ér than the biological mother or her partner, who takes permanent
prlmary I’e:gponmblllty for the care, development and upbringing of a child under
6 yea(«.f."ald Examples may include:

*«of An adoptive parent
\:\\ o Whangai parent

o Agrandparent with full-time care

o A permanent guardian assigned by the Family Court (e.g. “Home for Life")

.«‘iSl“lﬁé Ifyou and your partner are jointly assuming care of a child under 6 years old, you must
“decide which of you will be the “primary carer”. Only the primary carer is entitled to Primary Carer
Leave (PCL) and Parental Leave Payments (PLP).
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—STAFF N CONFDENCE

Overview of parental leave entitlements

Entitlement thresholds - 6 month test or 12 month test

12.  Under the Act, your entitlements to some types of parental leave may differ depending on
your length of service (i.e. 6 months or 12 months) with your current employer. When
calculating such entitlements, the agencies will recognise your current, continuous service
within the agencies of the NZIC - the GCSB, NZSIS and DPMC.

13.  Your applicahle length of service is calculated:

» From: The latter of your start date with an agency of the NZIC, or the date you
returned to work from your most recent period of parental leave for another Chi%

e To:Your baby's EDD, or the date you expect to assume care of a child. I\Q)
14.  For either the 6 month test or 12 month test, you must have been employed with@\g NZIC
for at least an average of 10 hours per week during this time. \7\
Parental leave types and provisions T\

15. Table 1 summarises the different types of parental leave and key det&@that apply to each.
L

Note: As per the most recent amendments to the Act, the length of P | Leave Payments (PLP)
and Primary Carer Leave (PCL) will increase from 22 weeks to 26 w rom 1 July 2020,

AW

Parental leave and payments - types and provisions

Parental « Government-funded taxable payments@;l D) available to the primary carer of the

Leave child while they are not working {e‘{.?n CL, NCL or employment has ended). PLP

Payments are paid for a maximum of 22 w@

(PLP) «  PLP will only be paid if you Q\he criteria set out by IRD and the Act, as per the
application form on IRD’&SHE that you will need to complete. The maximum

weekly payment (befare is set by IRD.
¢ Youcan choose v&du want your PLP to start. For example, you may want to take
annual leave im(q iately after your baby is born, then start your PLP.

+« Youcann PLP and any type of paid leave at the same time, or you will be liable
to pay ary tax on the lesser amount.

¢ M aken continuously, including if you transfer some of this entitlement to your

@Ele) partner.

Special Q/ Unpaid leave of up to 10 days for non-medical absences or appointments related to
Leave % your pregnancy (e.g. attending childbirth education, visiting prospective childcare)
which you choose not to take paid leave (e.g. annual leave) for.

Q/ e Must be applied for i_ Available to pregnant employees only.

% o The agencies offer an enhanced entitlement for medically required appointments i
Q associated with your pregnancy - see further details in this policy.

« No service threshold for entitlement.
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Parental leave and payments - types and provisions

Primary
Carer Leave
(PCL)

¢ Unpaid leave of up to 22 weeks if you have at least 6 months’ service with the NZIC,
Available to the primary carer of the child immediately before/after they are born or
you assume care.

e Pregnant employees can start PCL from up to 6 weeks before your baby's EDD or
earlier if agreed with your employer (e.g. for medical reasens or if your baby is
premature). The latest date PCL can start is the date you start childbirth or the date
you assume care of a child.

e Ifyou need to start your PCL early, you can still take a minimum of 16 weeks PCL ‘
after your baby is born. In this circumstance the Act allows you to take more than22 |-
weeks PCL. {

o Forexample, if you need to start PCL 10 weeks before your EDD and then also
take 16 weeks PCL after the EDD, you will have taken 26 weeks PQL m total.

e PCL must be taken as a continuous period. PCL can (but does not hav,e“t‘o) coincide
with the period you're receiving PLP.

«  PCL can be partially transferred (once) from the primary carer m~*the1r partner, as
long as the partner is assuming the responsibilities of a pr”lnga“ry carer. If you are also
transferring your PLP to your partner, a specific procaﬁsﬁnust be followed and
notified to IRD via the required form.

Partner’s
Leave

e The agencies provide the non-primary carg,gwe}wmh partner’s leave of:
o Oneweek (paid)* if you have Iassﬁ‘?an 12 months’ service.

o Two weeks (first week paid, second week unpaid) if you have more than 12
months' service, 2

e Thisis an enhanced enuﬂemet\t as the Act only provides unpaid partner's leave.

*Note: The one week of paid partneﬂs leave is not available to Bureau Service
Association (BSA) members Who opt to take their enhanced ex-gratia provision for non-

primary caregivers (for up td' 6 weeks) under BSA CEA clause 8.8.05.

¢ Youmay take par*cner‘s leave any time before or after (within 12 months of) your
partner’s EDD: \or date they assume care of a child, by agreement with your manager.
The agchies allow this to be taken in one continuous period or as separate days if

. L(Q‘Q'_cénnot take partner's leave if you are also receiving/have received PCL or PLP.

N\ _Tpf"“)’rour partner is unwell, injured or unable to care for themselves after childbirth (e.g.

due to a c-section) you can use your entitled sick leave or your partner’s leave to care
for them. You must provide a medical certificate for any sick leave,

Extep&ed"'
Lgave

e Your entitlement to unpaid extended leave depends on your length of current
continuous service with the agencies of the NZIC:

o Upto 26 weeks (6 months) if you have at least 6 months' service,
o Upto 52 weeks (12 months) if you have at least 12 months' service.

¢ Extended leave excludes any special leave, partner’s leave or PCL above 22 weeks
taken by either parent.
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Parental leave and payments - types and provisions

Note: All references to your partner's entitlements to extended leave are as per the
provisions of the act. Your partner may have different or more generous extended leave
provisions available from their own employer.

e The amount of extended leave you can take (either 26 or 52 weeks) for your child is
reduced by the length of any PCL taken (by you or your partner).

Eg. 52 weeks maximum extended leave minus 22 weeks PCL = 30 weeks’ extendeq leave.

« Extended leave can be shared between you and your partner (taken either
consecutively or concurrently), so long as you each have at least 6 months’ service
with your respective employers. You can take a combined total of:

o 26 weeks - if you both meet the 6 month test. O_)Q:

o 52 weeks - if you both meet the 12 month test, OR if one of you muithe 6

month test and one of you meets the 12 month test. However, t on
who meets the 6 month test can still only take up to 26 weeks

Note: If you and your partner take extended leave at the same time, th )}affect your
eligibility for an ex-gratia payment. You should talk to your agency\ Advisor if you
have any questions about this.

e You canstart extended leave: ?‘

o From the date your baby is born or you tﬁw care of the child, or

o Any time after you take PCL (if you arQH mary carer), or once your
partner has started PCL, or

o Onany dates agreed with y anager (so long as it's within your
entitlement period), includj %fng extended leave multiple times.

¢ Extended leave must end anqé:gjust return to work:
o Ifyounolongerh re of the child, or
o Bythe date ym@:ld is 6 months old / 6 months after the date you

assumed\z\ fyou met the 6 month service threshold), or

o Byth your child is 12 months old / 12 months after the date you
asawle care (if you met the 12 month service threshold).

Negotiated
Carer Leave
(NCL)

&
N/
&

A

e Can @Wed for if you meet the relevant criteria for PLP, but have less than 6
% ervice with the NZIC. The length of NCL will be agreed between you and

gency.

If approved by your agency, NCL will enable you to stop work to be the primary carer
of your child while holding your position open to return to. You will be eligible to
receive up to 22 weeks of Parental Leave Payments (PLP) during this time.

e Agency may decline to approve NCL in some specific circumstances, i.e.:
o Cannot reorganise your work among existing staff, or recruit additional staff

o Believes there would be detrimental effect on the quality of work,
performance of the team or ability to meet customer demand

o Is planning structural changes to your role

o Would incur a burden of additional costs.
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Pre-term baby payments

16.  If your baby is born prematurely (defined as before 37 weeks gestation) you may be entitled
to specific government-funded “pre-term baby payments” which are paid at the same rate as
Parental Leave Payments (PLP). These are arranged through IRD.

For example: You are pregnant and had applied to start PLP from your EDD. However,
your baby was born prematurely at 32 weeks gestation.

e You can apply to IRD to receive 5 weeks of pre-term baby payments {i.e. from
32 weeks to 37 weeks gestation).

e After your pre-term baby payments end, you will immediately start recenvmg 2
your 22 weeks of PLP. N

* In total, you will receive 27 weeks of payments - 5 weeks of pre- term h’a@y
payments plus 22 weeks PLP.

T \-'7»'

Medically required appointments (pregnant employees only) "

17.  For the purpose of this policy, medically required appointments rﬁé{n appomtments with
your doctor, midwife or obstetrician for pregnancy-related mag@é{@ and any scans or tests
ordered by them in relation to your pregnancy. AN

18.  You are responsible for arranging medically required a@%ﬁtments outside your working
hours where possible, or with minimal disruption toyelr working day.

19.  However, if an appointment cannot be arranged Sﬁlxzde of working hours, the agency will
allow you to treat this the same as sick leavei,8.you do not have to make this time up if
taking less than two hours out of the officé\(including travelling time). This is an enhanced
provision that is more generous than thei‘soxd

20.  If the medically required appomtmé@t\f‘ﬂkos more than 2 hours out of the office, this time
should be taken as paid sick leavg oj‘ unpaid special leave.

21.  Partners are not able to Lakeﬁkk leave to support their pregnant partner at such
appointments. If you wish toattend an appointment, you will need to arrange with your
manager to make thegtmje up or apply for another type of leave.

/" 'f\

NS
Applying for p%%ntal leave

22.  There afe’ number of specific timeframes and criteria you need to meet when applying for
par ave, e.g. when you need to advise your manager by and the information you need
i’fﬁhde Details of these timeframes and processes are set out in the guides for
Zeriployees and managers, and are also available on the Employment New Zealand website.

%‘3, \/Ifyou require help in deciding which type/s of parental leave apply to your situation, please
£ }L 7 talk to your manager or your agency's HR Advisor.
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Working while pregnant

Health and safety for you and your baby

24. The agencies are committed to providing a safe and healthy working environment for all
people on our sites. You and your manager should promptly discuss any concerns about
your working environment or duties that may impact on your health, safety and comfort in
the workplace during your pregnancy.

25.  Where practicable, the agencies will support you to continue carrying out your normal
duties, as long as this remains safe for you, your baby and your colleagues. A workstation
assessment or more detailed risk assessment can be arranged through the Senior Health q/
and Safety Advisor (in consultation with your manager) to look more closely at any healt%cb
and safety risks and how these might be mitigated. N

A

Alternative duties or transfer to another position C)
26. Your manager may discuss with you alternative duties or transfer to anoth@&ion if:

e the results of a risk assessment and/or advice from your do idwife or
obstetrician indicates your current position and duties po, ith and safety risks
(to you and/or others), OR %‘

» you are no longer able to perform your current ro e required standard.

27. The types of alternative duties offered by the agency wi into account several factors,
including health and safety risks, specific medical adyi our preferences, and the
availability of suitable alternative work or vacant positlons.

28. If you and your manager cannot arrange or a ?Bn suitable alternative duties, under the
Act your agency may temporarily transfer another position or may direct you to start
your parental leave early.

29, |If you take up alternative duties or émporarily transferred to another position, you will
continue to receive your same r@f pay.

Finishing work early ’&

30. Pregnancies and babié‘w‘be unpredictable, and in some cases you may need to finish
work earlier than @ d planned. Reasons for this may include:

« You argBirected to finish work early by your doctor or midwife due to health
concerrs (as per a medical certificate).
.O_)QS? baby is born earlier than the date you intended to finish work.

If, as per the previous section of this policy, there are no suitable alternative duties
Q/ available within the agency.

3 Q)\\ﬂ/alf cases, you and your manager must discuss (if possible) how finishing early may impact
on the dates you have applied for parental leave. If you are eligible for PCL, or your agency
has already approved negotiated carer leave, the start date for this leave can be brought
forward. If you also wish to start your PLP early (as provided for in the Act) early you will
need to contact IRD directly to arrange this.
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Miscarriage or stillbirth

32.  Ifyou or your partner are pregnant but suffer a miscarriage or stillbirth, your agency will
support you through the provision of paid bereavement leave, for a period of time to be
agreed with your manager.

33.  Insome circumstances the Act allows a pregnant person who has suffered a miscarriage or
stillbirth to still receive parental leave payments from IRD. Your HR Advisor can provide you
with further information on this process if needed.

Keeping your position open to return to

34. Your agency will hold your substantive position open for you to return to while yau are on
parental leave, unless it is considered a "key position” by the agency or is disestablished. You
will continue to receive parental leave payments (PLP) if the disestablishmenit:eccurs before
these payments are due to end.

35.  A“key position” is defined as one which is critical to the agency and,needs special skills that
are not easily trainable or able to be covered for the time you arg Oh,|€ave. Your agency will
discuss with you if they believe you are in a "key position” and what this might mean for your
employment.

36.  If your position is disestablished or not held open, you,Will be given preference over other
applicants for any vacancies substantially similar to yodr position for a period of 26 weeks,
beginning on the day your parental leave would haye ended.

Obligations to maintain a secutity clearance

3,
38.

38,

Effecté 6T'parenta| leave on employment provisions

40.% A'he agencies believe that, where possible, you should not be disadvantaged by your
decision to take parental leave. This section sets out the effects of parental leave on other
terms and conditions of your employment, including some areas where the agency offers
enhanced provisions that are more generous than the Act.

41.  Although you are not “at work” during parental leave, you remain an employee of your
agency and are still subject to security requirements and the applicable Code of Conduct.
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Annual leave (enhanced provision)

42. The agencies offer an enhanced annual leave provision for people returning from parental
leave. Annual leave that has accrued while you are parental leave will be available for you to
use at its full value (i.e. at your normal rate of pay) upon your return to work.

43. However, if you leave your employment (excluding due to disestablishment) in the 12
months following your return to work, any accrued annual leave not taken will be paid out
as per the Act (i.e. based on your average weekly earnings over the last 12 months). This
may result in your accrued annual leave being paid out at less than your normal rate of pay.

Other types of leave

44,  Sick Leave: Your annual sick leave entitlement will be added to your balance on your qéb
anniversary date with your agency. You can use this immediately upon your return to wQrk.
Sick leave is payable at your normal rate of pay. ’&

45. Long Service Leave: Time spent on approved parental leave will count as conﬁ?gobs
service towards your long service leave entitlement. This entitlement is se@ in your
employment agreement. O

46. Agency holidays: As per your employment agreement, these are noﬂq\aﬂy added to your
leave balance on 1 January each year, to be used by 31 Decembe u are on parental
leave as at 1 January, the agency holidays will be credited up@ return to work.

<<O
Keeping in Touch days (KIT) \$

Keeping in Touch days (KIT). The purpose of¢RITNS to enable to you to complete up to 52
hours (64 hours from 1 July 2020) paid agreed with your agency during the 22
weeks you are receiving PLP, without ing your entitlement to these payments. Under
the Act, some additional KIT hours age Bvailable if your baby is born pre-term.

47. Under the Act, if you are receiving Parentaé@(yments (PLP) you are also eligible for

48. KIT is optional. You do not hqggfuse KIT during your parental leave if you do not want to.

49.  KIT can start to be used fro days after your baby is born. If you have not used any/all
of your KIT entitlemen e time your PLP ends, the agencies will allow you to use the
remainder of your ing any subsequent period of unpaid extended leave you take.

50. KIT can be use ments of less than one day. The number of hours and type of work on
each occasion'must be agreed between you and your manager, who will then submit the

relevant @and hours to payroll for payment. You and your manager are jointly
respo or keeping track of the total amount of KIT used, and ensuring this does not

exc ur entitlement.
51. {)%greed between you and your manager, KIT could be used for:
Q_g/ e Team planning days
e Attending important announcements or team events
e Career Board applications and presentations

e Transitioning back to work, including completing training in new systems
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o Completing security requirements GG

e Any other work as agreed with your manager.

52.  Further details on KIT are set out in the guides for managers and employees.

Returning to work after parental leave

23.  You must write to your manager at least 21 days' before your parental leave is due to end,
advising them whether or not you will return to work as planned.

'R

|

v

54.  If you decide not to return to work at the end of your parental leave, your employment (%ﬁ
considered to have ended on the date you started parental leave. Your annual 1eav$ il
calculated and paid out accordingly.

55.  If you advise you will return to work as planned, you agency will write back to y@u to confirm
your return to work date, any agreed changes to your working hours and/or t}éys and the
position and team you will be returning to.

Changing your return date (earlier or later)

56.  You have the right to return from parental leave earlier thanﬁﬁu\hed if:
» Ifyou and/or your partner are no longer the prmq&ﬂi"“)fcarer of the baby/child.

,a‘
| :'

o If your baby is miscarried, stillborn or dies..

57. You may also request to return to work earlier or l’a@r than planned by writing to your
manager, preferably with as much notice as gﬁg%sjble.
' N\
For example WU

e

e Return earlier: You plannedﬁ{gﬁ”ﬁéké a total of 12 months parental leave, but now
want to return after 9 mé’h‘tﬁs due to your childcare arrangements changing.

e Return later: You planﬁa@d to take 6 months parental leave, but now want to
extend this to 124?1{51115 to spend more time at home with your baby/child.

58.  Your manager will cqu‘i%ét you to discuss your request and advise whether or not the agency
will approve the ne séturn date. Your agency’s approval may also be conditional on a
medical certnﬂ@l:e ating that you are fit to return to work.

59.  Ifyourre uésﬂs confirmed/approved, your agency will write back to you confirming your
new regdgn to work date.

Flexib (ﬁark arrangements (temporary or permanent)

60. \:”éammg back to work after parental leave can be a big step, and you may want to explore

. ng ‘thanges to your normal hours of work to make the transition easier on you and your family.

(;{1_:_ The agencies’ Flexible Working Arrangements policy provides details on relevant options,

) processes, timeframes and forms you need to complete if you want to request changes to
your hours and/or days of work.
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61. Aflexible working arrangement is normally trialled on a temporary basis before making a
decision on whether or not this may be made permanent. You should discuss options with
your manager as early as possible so the trial hours are in place for your start date.

Specific facilities, rights and allowances for new parents in the workplace

62.  Your workplace will have suitable private facilities for you to breastfeed your baby or
express and store breastmilk. If this is something you think you will need, you should advise

your manager so that this space is set up for you when you return to work.

63. You are entitled to unpaid breaks from work to breastfeed and/or express breastmilk, as per
the Employment Relations Act 2000.

64. The agencies offer a taxable childcare allowance to working parents to help alleviate the (bq/
financial burden of paying for childcare. The allowance and relevant eligibility criteria aré)_)
detailed further in PS 1.128 - Joint Pelicy: Childcare Allowance. &

£

Ex gratia payment \;

65. The agencies provide an ex-gratia payment as an incentive to return k after taking
parental leave (primary carer leave and/or extended leave). You ar igible for an ex-gratia

payment if:

* You had at least 12 months’ service with the NZI&e your child arrived, and
were entitled to take up to 52 weeks' parental Q , and;

e For some or all of your parental leave you W& primarily responsible for the care
of your child during working hours (i.e. your partner was working for some or all of
this period), and; \

¢ You have been back at work fo:ége'ﬂths following your parental leave, and;

e Your partner is not employedy a state sector agency, OR if they are, they are not
applying for an ex-grati} payment from their agency.

Note: You will still be eligible (%é(ex—gratia payment if your partner receives a similar
|

payment from a private se oyer.
66. You and your agency eed to verify that you meet the abave criteria. Payroll will initiate
this process befor ave been back at work for 6 months.

67. The ex-gratia %nt will be paid as a lump sum once you have been back at work for 6
months. Trq) ent is equal to the lesser of either a) or b) below:
ays (six weeks) at your rate of pay in the 30 days immediately before you
V‘ ook parental leave.
However, if you worked reduced hours during this time due to pregnancy-related
Q/\/ medical reasons (verified by a medical certificate) your normal rate of pay will
apply.
b) A pro-rata payment based on the actual number of working days of parental leave
you took, during which you were primarily responsible for your child (i.e. if less
than 30 days).
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Related Information and Policies

68. The following information and policies provide further relevant information:
* The Parental Leave and Employment Protection Act 1987
e The Holidays Act 2003
e The Employment Relations Act 2000
* Individual and Collective Employment Agreements (IEAs and CEAs)

* Internal parental leave guides for employees and managers

* PS51.105- Flexible Working Arrangements policy
e PS51.117-Workplace Anti-Bullying and Undesirable Behaviour policy "\

e PS1.128-Joint Policy: Childcare Allowance
e NZSIS Code of Conduct and GCSB Code of Conduct

* NZIC Guide to Personnel Security
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Introduction

i’ The GCSB and NZSIS (“the agencies”, “we”, “our”) are committed to supporting our people to
maintain a healthy work/family balance. One way in which we do this is to provide a childcare
allowance to employees who have to pay for their pre-school child(ren) to attend childcare in
order for the employee to be able to work.

2 The childcare allowance is intended to be a contribution towards the cost of registered
childcare for our employees’ pre-school children (i.e. up to the age of 5 years old or the ﬁrst
available date they can start primary school). OV

3 This policy outlines the strict eligibility criteria that apply to the childcare allowance, 1nclggdfng
factors that affect the maximum amount you may be entitled to. A

4, The childcare allowance is a taxable employment benefit, and so is a type of S@nsu:w.e

expenditure that is subject to financial oversight. You must provide proof of cI‘?ﬂdcare fees and
payment if asked by your agency.

Scope N\

AN ﬂ} .
5. This policy applies to all permanent and fixed-term employees ‘of the GCSB and NZSIS who
meet the relevant criteria outlined in this policy. l N i

6. This policy does not apply to casual employees, cont{ahtbrs or secondees from other
government agencies.

7 You remain eligible for the childcare allowancesf'you are seconded to another New Zealand
government agency (based in New szans{ \yhue still employed by your agency.

e’

If you are
agreement, and are accompanied pyyour pre-school age children, you will only be eligible for

the childcare allowance while your'effild(ren) are aged 2 or under. Children aged 3 to 5 years
old are eligible for a separateﬁ?&}y childcare contribution under the‘

Definitions

Childcare means any fqpmal paid arrangement with a carer (who is not a parent of the child) for
them to be respons stale for the care of your child while you and your partner are working or studying.
For the purposgg‘f s policy, the carer must be GST-registered and able to provide invoices for fees.

Childcare m{}:ﬂp‘ftude

q; - _uA registered daycare centre

» Kindergarten or créche

"« In-home childcare, either at your home or the carer’s home (e.g. PORSE, nanny, au pair).
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Fees refers to any amount charged to parents by the childcare provider for the care of the child,
including attendance fees, excursion fees and food fees (if applicable). This excludes any fees
subsidy paid directly to the childcare by the New Zealand Government, such as under the 20 hours
free ECE scheme.

Parent means a person who has permanent responsibility for the care and upbringing of a child,
including in shared custody situations.

Partner means your recognised spouse or de-facto partner. Your partner does not have to be a
biological parent of your child/children.

References to “partner” in this policy only apply if relevant to your personal circumstances,

Pre-school age means a child under the age of 5 years old, the age when a child can legally start
schoal in New Zealand. For the purpose of this policy, a child will continue to be considergd a¥pre-
schooler” until the first available date their primary school will allow them to start schogl whether or
not they actually start attending from this date. :

Study refers to enrolment and attendance in a training course with a registeredfterfiary education
provider, such as a university or polytechnic institute. ‘

Calculating the childcare allowance

9, The childcare allowance is taxable, and is paid as follows‘.‘ !

One/oldest pre-school
child:

Each additional pre-
school child:

}

10.  Ifyou are eligible for the childcare alI,dWénce, the amount you receive may vary depending on:

a. Your (or your partner’s’) Wbl‘king hours. The allowance is pro-rated (on an FTE basis) if
either of you wark/stirdy part-time.

b. The actual chldcare costs you personally pay, i.e. if you pay less than the maximum
allowanceyou would be entitled to under this policy.

11, The examples {n Appendix 1 provide more information on how different working hours and
care scenafios affect the allowance.
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Eligibility Criteria
12.  You are eligible for the childcare allowance if you meet the following criteria:
Table 1

PRTTRE e

DA TR Ty B W RR I R R Y Y RN . L ;. T ol e

a.  You are a permanent or fixed-term employee of either the GCSB or NZSIS and are
currently working for your agency on either a part-time or full-time basis (includin
while you are on approved paid leave) and; '\O_)

b.  You have a pre-school aged child(ren) who attends childcare (as per the dé!j{\tion in
this policy) in order for you to be able to work, and;

€ You (and your partner, if applicable) are personally paying for ch@ fees, and;

d. (If applicable) Your partner is also: &;\
i. Working part-time or full-time (including self—en@%d), or;

ii. Studying part-time or full-time (enrolment rse-load must be verified by
tertiary provider), or;

ili. otherwise unable to care for your chiﬁi&) while you are at work due to a
disability, illness or injury (verified by'ah appropriate registered health
professional), and; A\

X

e (If applicable) Your partner is n iving a similar childcare allowance or subsidy
through their employer or an er arganisation.

O

13.  The childcare allowance will cease:
a. Ifyou oryour pa,%jgﬂonger meet the eligibility criteria outlined in this policy, or
b. Atyour chlld% rthday or the first available date your child can start school.

14.  Failure to provide c@ te and accurate details as required by the agency may lead to delays
in approving yog@ care allowance, or could lead to your application being declined or

ceased,
15.  This poli Qs that you are providing true and accurate information in your childcare
allow plication form, and so we do not require you to regularly provide the agency with
pro our payment of the childcare fees you've declared. However, if asked by your agency,
st provide such invoices and proof of payment in a timely way. Failure to do so may
It in the childcare allowance being ceased and you being required to repay the allowance

@/you have received to date,

Policy Procedure/Statement - 1.128 Page:40of 9

Version: 1.0

Joint Palicy: Childcare Allowance Date: 1 February 2020




16.

~SHaF--CoNHDENEE

The childcare allowance will not be paid in the following circumstances. You must notify the
agency (in advance if possible) if any of these arise.

Table 2

a) Ifyou are not paying childcare fees for any length of time.

b) During periods you are on approved unpaid leave, such as parental leave, receiving A(Zq/

compensation® or on leave without pay (LWOP). Cb
* |f you are receiving ACC compensation you can apply for childcare assistance directly from ACC f&q e
period you are unable to work. O

¢) Ifyou are nolonger employed by either of the agencies. ?‘

d) (If applicable) While your partner is on parental leave, even ifyou@er pre-school
child(ren) continue attending childcare during this time.

e) (If applicable) If your partner ceases work for more than months (e.g. they are
between jobs due to resignation or redundancy). In thi v the childcare allowance will
continue to be paid for a maximum of three months your partner stops work, on
the proviso that: Q

i. You advise your agency as soon as this @ extends beyond 3 months so the
allowance can be ceased, and;

ii. Your child(ren) remain in childcariqying this time and the rest of the eligibility
criteria remain met.

You must complete an update %care allowance application form to re-start the
allowance when your partngfétarts working again.

2

Submitting applican(;Qrfor childcare allowance

Tt

18.

the childcare al ce by completing the Childcare Allowance Application form available
on the intrapet'and submitting this, along with any required supporting information, to your
agency’s visor.

If you believe you @the eligibility requirements as set out in this policy, you can apply for
If%

You s@ complete and submit the form within one month of when:

<</ . You started paid work for either the GCSB or NZSIS (for new employees);

Q/\/ b. You returned to work for your agency following a period of parental leave, or;

¢ Your child(ren) started childcare (for existing employees).
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19.  People and Capability will then advise you whether or not you have met the eligibility criteria.

20.  If approved, the childcare allowance will be backdated from the later of your date of eligibility
(i.e. if you have submitted the application form within one month of this date) or the date you
submitted your application. It will then be paid fortnightly with your salary.

Notification of changes to childcare or hours

C
21, You must submit an updated Childcare Allowance Application form if there are any char}gﬁ%ﬁg’
the details you have previously provided to the agency. Y~

| N
LY
22.  Where possible, you must notify the agency prior to a change occurring to reducetﬁg risk of
under/overpayment. The allowance will then be recalculated (if necessary) and p@q

accordingly.
gly \
seq e e N\
Types of changes requiring notification: r (‘/)
o You change childcare providers. ‘&

s You are seeking the allowance for an additional child Earting childcare.

e Your (or your partner’'s) working/study hours incg:%‘o'r decrease, including if you
start a period of unpaid leave or if your partng‘f< es to work or study.

« Your partner stops paid work but is unabl@are for your child(ren) due to injury,
iliness or disability. o
y

you are currently receiving fro agency (refer to Appendix 1 for an example).

e The childcare fees you pay per ye;ﬁr\h\ come less than the annual childcare allowance

23.  Anyoverpayments of the childcarcﬁ\.ﬁnce to you for any reason are recoverable by the
agency, including as a deduclio&f/ your final pay (as per your employment agreement).

o

Extending childcar@iﬁbwance beyond a child’s 5th birthday

24.  The childcare allo is intended to support our working parents until the first available
date their chil art primary school (i.e. after they turn 5 years old).

25.  Anumber of\@tors may influence when your child can start primary school, including when
their 5t hday falls during the school year/term and their school's enrolment policy. Under
this ? iCy, the childcare allowance will cease from either:

"%

(;\/;\f b. The first available date after your child's fifth birthday that your child's primary school
(?* will allow them to start, e.g. if the school operates a cohort entry system with only
two start dates per term

The date of their fifth birthday, if your child's primary school allows your child to start
school from this date.

Policy Procedure/Statement - 1.128 Page: 6 of 9

Version: 1.0

Joint Policy: Childcare Allowance Date: 1 February 2020




SHAFHH-CORHBENEE

26. Inthe case of b) above, you can apply for an extension to the childcare allowance by:

a. Writing to the Chief People Officer (CPO) explaining why you believe an extension
should be granted.

b. Attaching written confirmation from your child's school of the first available
enrolment date after your child's 5™ birthday.

27. The CPO will decide whether or not to grant the extension, and if so, the date the extension
will expire and the childcare aillowance will cease. This will be advised to you in writing.

Y

28. The agency will not extend the childcare allowance if you choose to delay your child's prima_q,; {/-‘

~

school start date beyond the first available enrolment date offered by their school. O
oy
Related information and policies o
29. The following information and policies provide further relevant informatiogi:%:ik
a. Joint Policy: Parental Leave \Sw*’

Previous policy revoked N
30.  This policy revokes and replaces the GCSB's PG-5002 C\N'(iétare Allowance Policy and
Procedures. " L
X
N
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Appendix 1 - Examples of childcare allowance calculations

The following table provides examples of how different working and childcare scenarios could affect
the maximum taxable childcare allowance you may be entitled to under this policy.
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