The sections highlighted in yellow this document indicate where information has been
omitted under Section 9(2)(g)(ii) of the Official information Act 1982 where the withholding of
the information is necessary to maintain the effective conduct of public affairs through the
protection of employees from improper pressure or harassment. This relates to the
identification of staff in Ministerial offices.

The sections highlighted in blue in this document indicate where information has been
omitted under Section 6(a) of the Official Information Act 1982 where the making available of
the information would be likely to endanger the safety of any person. This relates to the
precise location of Ministerial offices.
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Introduction

Political neutrality $ A\ € \
Persons working in the State Services (State servants) dq:x l't.-qul'ﬁbd to act in thc c urw (1f their duties
in a politically neutral manner. This includes the, |v..quucmeul 1o act mlparually and to implement the
Government’s policies. A\ \\'-. \ R G N

The requlrement that State servants_must be dpollm.al whcr; ‘pal nying nut their duties, functions and
powers is an established wnmluﬁéna{ gonvention in-New ZcuLan It is a principle that underpins the
contmumg employment statis “of State” servants xmd m\;bies State servants to provide consistent
services (including pu[u‘y dwc,lopmcn t) tm th' [,qqumnem of the day.

\ | T
What thls means for Sl'ate se(va‘nts

This, maaus esaeﬁt l.iliy, that Sld\u \sepvants must keep their jobs out of their politics and their politics
(mt Ql\[heu‘ Jﬂbb N NNA
Scope of phrs _quidance
. \ l\
DQL 1smﬁ$, gu,uons and advice in regard to political neutrality can be difficult for all concerned ~ for

L,lm{exeu\mveq and managers responsible for providing advice to staff, and also for individual State
‘sbrvanls who may hold personal political opinions together with an equally strong commitment to the
| professionalism of a politically neutral State Services.

It is not feasible for guidance of this kind to cover every possible case, as the circumstances of each
case will be different. This document provides guidance only — a set of operating principles — not a

set of rules.

General principles
Freedom of expression

State servants have the same rights of politica) expression outside the workplace as ordinary members
of the public.

Outside of work will usually include when on lunch and other breaks and for those with flexible
working arrangements, at times when they are able to choose to be absent from work,

State servants, like any other employees, should not act in such a way that would bring their

employers into disrepute.
1



Freedom of association

As a consequence of the statutory right of State servants to join and be active in organisations
(including trade unions) and as members of trade unions, it is likely that there will sometimes be,
within fairly narrowly defined limits, an expression of political views inside the workplace.

State servants have the same rights of association as other members of the public. Political EXpIession
and participation must be undertaken in the individual’s own time.

To the extent that union activity leads to political expression within the workplace, this be should
carried out at times and in places dedicated for union activity. In no case should such activities be

visible to the general public.

Balancing rights and political neutrality

At all times there must be a proper balance between respect for State servants’ freedoms of expression
and association, and the public interest in having a politically neutral and effective State Services.

Seniokstaff and those engaged in direct contact with Ministers

The rights of political expression and association must be balanced .ig:}mhl the well- u:ubl.lshcd
convention that senior State servants who have regular direct contact with Ministers. mwh! ibot-to
publicly express any view cither for or against the policies of tlie (.uwelmmul of lhc day’, lhls may
mean for staff actively engaged in providing advice to Mimisters on.a particular 1SS U Ihfu it is not
appropriate to participate in public protest and pohm.tl aLl wll y tentred on thql lb‘illt.- \

Free, frank and apolitical advice to Mm:s‘ters. ) N X

Ministers are unlikely to be troubled: by Such th.ll‘.j,‘i as the’ q;u’*i@paﬂnn of State servants in the kind of
expression (including reasongble- }arotwr detivity) that i iy n{nal‘qn a democracy. The expression of
political views by individual Shfv '\ervalitb does-not it ll‘i&lf undermine the ability of their agencies to
continue to prov1de free, (ff r':ui und- 'fpohllcft[ .tdwcc ‘mﬁ support to Ministers.

1". S A r .

Political nghts '1 r

For 1116;.{ ‘>tme servants, par llmputmn in party politics is not likely to affect the confidence that the
e o t)r)t.mmoul has in State servants “and is not likely to undermine their ability to work with future
\ governnients, However, State servants must ensure that they do not confuse their political rights with

heir unplpymenl u.\p{ms!b:hlu.s

L .'\

Manage{ﬁent of issues

_ \.St.m. ‘:,:,rvants should feel free to discuss any concerns they have with their managers, but of course

) Jare not required to do so. To avoid any m1sconcept1ons or misunderstanding, staff might choose to

" advise their managers when they are engaging in an activity that could be construed as conflicting
with their obligations of political neutrality.

Resolving differences

If differences arise between managers and staff about particular political activities, the matter is best
addressed by the agency’s chief executive in the first instance. The State Services Commissioner will
always be available to assist chief executives in working through such issues.

For further information see:

) Cabinet Manual. www.dpme.govt.nz/cabinet/manual

. Other SSC guidance. www.ssc.govt.nz/integrityandconduct

NewZealand Government



INTERNAL AFFAIRS

Te Tari Tanwheua

ABOUT THE MINISTERIAL OFFICE TRAINING AND
DEVELOPMENT STRATEGIC PLAN

The Ministerial Office Training and Development Strategic Plan has been developed by
Ministerial Support with the purpose of outlining for Ministerial office staff the training and

development opportunities that are available to them.

As an employer, Ministerial Support is responsible for ensuring that staff feel supported and
empowered to enhance their skill sets by providing the necessary resources for agreed
training and development to take place. \

Ministerial Support offers a variety of training compnucu&_g.- including:
. \h '3

| A\ .- | .‘ « L\ \ \
Induction e Ministerial office staff coaching programme

®

e  Skills-based training ¢ Highen édugation opportimities

e IT training o — Mentoring progmmmca ‘andcollective development
e  Personal development > \ ,w:samns (Sengm‘ vauté Secretaries only)

Training is pmwdu{ umng, a F'lhgt. of lmmmg methoda 1nclud1ng

¢  One-on-one truu‘ung AN\ o Focm. groups

o Classtoomtraining..  \\'¢> Provision of documentation

-_ < :Knowlt.dge cafgs \\_~ e External training courses held off-site
o Me‘n tori ng pr mg,l ammea

N\ |‘| ]
Tr a,wunt‘-' is advcrtm,d by e-mail to Ministerial office staff on a regular basis, via monthly
tiaining schedules and invitations to specific training sessions. All Ministerial office staff are

{ { 'qpu,u.d and encouraged to take an active interest in their own training and development and
\-to'take advantage of training opportunities as they arise.

A copy of the Ministerial Office Training and Development Strategic Plan is available in hard
copy in each Ministerial office. An electronic copy is held on the office ‘O:Drive’.

For further information on training and development opportunities please feel free to talk to
the Ministerial Staffing Team:

Name Designation Extn
Senior Advisor, Ministerial Staffing
Advisor, Ministerial Staffing

Prepared by Ministerial Support
February 2011







Parliamentary Library

PAHLIAME"TA!‘!Y BENWQE
fe Ratanga wnireiFer'emlla

Parliamentary Library

The Library provides research and information to all members of Parliament. and theif-staff The:,
Library can help you with anything from quick facts and book loans ta. detanled research and |

analysis. {y

e The Library can help you learn how to do the work yourself or' flnd mformatuon

for you.
* The Library has subject specaahs!s whc.\ can Jzmr#f. wuth y0u Io answer your

members’ queries
e You will get prompt, accurate |mparl|al and cohfidenhal responses when you ask

for information ;
* The Library will work wi h you to creale per’sonahsed alerts so you can keep up
to date with rnedsa couerage mcludrng any mention of your member, or any

subject areas. T\ %
e The more comem you canﬂrawde on how the information will be used, and the

_ Ionger \you-can give the' Library, the better they can work
s Tne L1brary can prswde trammg in more effective searching and setting up alerts

A\ so that you can\ do, these yourself

To contact the L|bram emaqt ‘reference” or call x9888.

.\.
A\l

Keaplng up f.o date

"qu Parframentary Library also helps members to keep up to date with news and developments
“—in’areas of interest. The Library offers assistance with setting up online access to news
services, and training in the use of online resources.

Desktop support and training

Library staff help new and existing members, parliamentary staff (including out-of-Parliament
staff) to learn about all aspects of the Parliamentary Library service. The Parliamentary Library
also offers group training on specialist resources, such as legal resources.

Contact us by email or phone to organise a training session.

Parliamentary Library
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INFORMATION RESOURCES IN MINISTERIAL OFFICES

All Ministerial offices should have copies of the following publications readily accessible to

all staff.

Cabinet Manual (Cabinet Office) available at www.dpmc.govt.nz/cabinet

Current Cabinet Office Circulars available at www.cabinet.govt.nz

Index of Portfolios (Cabinet Office) available at m_yw_.gi_pg_}gg_.gq;lyrl?._gi;g_{cabige‘g o
Legislation and House Procedure Handbook (Ofﬁcg of, thc Clerk) |
Members’ Handbook of Services (Par[mmcntary Service)
\ | | b \ 1

Parliamentary Questions: A Handbook‘ E’ur Mmlbi’u‘S Ofﬁcu; and Departments
(Ministerial Services) <%\ D \ bSO

Y | \ | \@ >
Schedule of Resﬁomihiliticq Dclogﬂtt_d to A\Sb()(.,l ate Ministers available at
WWW. dpmc 1._,0\)[ nxJoai)mt.t A

; Spndkers \Rulmg,s ava!lable at w»vw clc,rk parliament.govt.nz

i | | A

) N\ Sta‘ndm g--Ordcrs m‘f the [-Io use of Representatives available at
W ww.cldrk\pagl idgment.govt.nz

"\

i C,avb(iv uide: is a new website developed by the Cabinet Office.
N 1t replaces the Step by Step Guide: Cabinet and Cabinet Committee Processes.
" It provides authoritative and comprehensive information about Cabinet and

Cabinet committee processes and requirements for papers. Cabinet Office
guidance about how the Cabinet system works is also an important feature of
the site www.cabguide.cabinetoffice.govt.nz

New Zealand Public Service Code of Conduct (State Services Commission).

NZ Government Directory (Published by Network Communications)

Prepared by Ministerial and Secretariat Services
August 2012
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FLOOR / AREA WARDENS FOR MINISTERIAL OFFICES and
EGS 17™ and 18™ FLOORS BOWEN HOUSE - AS AT 12 July 2011

Name

Office Location

Ext

Zone
Responsibility

Office No

Prime Minister

Prime Minister

Prime Minister

Hon S Power

Hon G Brownlee

*| Hon B English

Hon M McCully

Hon T Ryall

Hon Dr N Smith

\ (’/)\\ S

]

Hon J Collins

i< \\ \ \\\V A

"Hon A Tolley

Hon S Joyce

r,g\)\/ 2NN

NN

Hon D Carter

Y

/\\\\}\WV

| Hon P Bennett’ "\ \ |

:)\\\\ax '\\)*-'

Hon Df W-Mapp~

Hon'T Groser

AN O
AN S

Q} Vb

\Hon M- Williamson \

.\?\_\

% J.\\ N

Hon G te Heuh"eu'

e

CHNA?

Hon R\Qeatley

an K Wllk{nson

K> gl
(S

AN

l;lp‘h Dr J Coleman

e
Name

Location

Ext

Zone
Responsibility

Office No

Hon C Finlayson

Hon P Dunne

Hon R Hide

Hon Dr P Sharples

Hon T Turia

Hon H Parata

Hon C Foss

"Hon N Guy

1Tvp Transport

VvCO

9| Ministerial Support

7| Ministerial Support

1

Ministerial Office Wardens List issued by Ministerial Support 12 July 2011







APPENDIX 2

GENERIC SECONDED PRIVATE SECRETARY JOB PROFILE

Key Responsibilities/Tasks

e
; -

Provide policy advice and analysis on portfolio issues

Read, check and quality assess policy advice from the agency and where
appropriate summarise to help facilitate clarity and decision-making

Action, manage and monitor Ministerial requests and directives to the agency to
ensure appropriate and prompt action and/or reply, including arranging
appointments for appropriate officials to attend on the Mlnmal\ as. requested

Promptly present to the Minister all agency reports, sj.l‘bmlss'ions, briefings,
correspondence, oral/fax messages which rcquj re a[ipr'of)ri'ate action or dir'eé‘:tin n

Promptly advise the agency of the Mnm(er S deuqmn ot mformatlon submitted for
consideration or action, together wrth any.associated Minjsterial feedback, and
ensure the Minister is aware of the) agency’s meldn on policy issues

Ensure the prompt processm;, of cort es;aondenee I'CCCIVCd by the Minister to enable
the agency to ‘prépare Mm:ste;:al repl‘l es within required timeframes

l '

Underlake o draf t appropnatc cm'respondcnce as required

: '-~Prowde promptl y fo 1he agency Cabinet/Cabinet Committee decisions and other
: relevam ma‘rerldl received from Cabinet Office

'hnsuze thc Minister's senior staff are kept informed of the major issues relating to
‘5111c Minister's portfolio responsibilities

Attend agency briefings/other relevant portfolio meetings with the Minister to

ensure on-going understanding and management of issues, effective liaison and
relationships development and to record and action any follow-up requirements,

including briefing the agency

Liaise closely with the agency to ensure Parliamentary Questions are actioned
promptly and draft answers meet the agreed standards and specifications, the
Minister’s preferences and the specific timeframes required

Monitor closely with the agency and the Minister’s Press Secretary requests for the
preparation of speech notes and information for media statements to ensure set

timeframes are achieved

As required co-ordinate appointments to the statutory bodies coming under the
Minister's portfolio

Generic Seconded Staff Job Profile
Ministerial Services
January 2010



In consultation with the agency monitor and review the production of draft
legislation in accordance with the Government's annual legislation programme

Provide assistance and support to the Minister at meetings/briefings/ conferences
as required

Establish and maintain good working relationships with all staff in the Minister's
office and with other Ministerial offices and the Cabinet Office

Attend meetings with agency staff to help explain new Ministerial procedures,
activities, requirements and preferences

Liaise with the Senior Advisor and Press Secretary to prepare posb:b!e
Parliamentary Questions \

Assess responses to information relating to 0t‘f‘cial'li1f6r‘inaﬁnh Act (OJA) \
requests pertaining to the relevant porttol:ols it cunsuliallon with the Minister and

Ministerial Advisor \ . \

Be aware of and monitor ponfollo wmk bemg, underldken by MPs on Select

Committees responmblu tur dcalmi)\)zﬁh 1ssue‘= and legislatlon in the relevant
portfolio/s YL o 1 N
¢ AN N .’ ", .' '\ I\'-.

Other duues as dlrcalcd by the Mmist«}( ar ‘Senior Private Secretary

Key Relatlonshlps (external and internal)

\J‘-.Y(Su will need 1o 'e_s(abl_]sh :iu‘d maintain effective working relationships with:

s\
»office staff
» CEO, Managers and relevant staff in government departments

{

Tk
Minister. | l'l
‘acmor anale Secretary, Ministerial Advisor, Press Secretary and other Minister’s

Staff in other Ministers’ offices

Ministerial Services staff

Cabinet Office staff

Electorate Office staff

Government Whips’ office

Members of Parliament

Parliamentary Counsel office

Members of the public/Minister’s constituents

Generic Seconded Staff Job Profile 2
Ministerial Services
January 2010
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RESPONSIBILITIES AND PROCEDURES FOR
SECONDED STAFF IN MINISTERIAL OFFICES

This document contains the following information for the parent organisation, Ministerial
Office Senior Private Secretary and secondee regarding seconded staff in Ministerial Offices:

e operational matters such as placement, agreement, generic job profile, induction and
training for new secondees

e division of responsibility between Ministerial Services, the parent orgamSatlon

Ministerial Office Senior Private Secretaries and the sccondac N AN\ 1)
, \ N

e operational requirements for relieving secondees <"

e cessation requirements for departing secondees N\ ))

Placement ASTYY AN ot

Portfolio staff from a parent orgamaatlon are seéohde(f to a Minister’s Office by agreement
between the Mlm,‘;ter and the parent ar gadlsat ibn.

The Semor Pr wate Secretary wﬂl notlfy Ministerial Services of new or changed secondment
requtrements by comploh ng the Ministerial Office secondee information form (appendix 1).

i-l-
.55'

Secondment agrbement

A secondmcm to a Minister’s Office is usually for one to two years but the duration of the
secondment will be agreed by the Minister’s Senior Private Secretary and the parent

. organisation at the time of secondee placement.

All parent organisations are expected to sign a secondment agreement, which outlines the
terms and conditions of the secondment. Ministerial Services will facilitate this process with

the parent organisation, the secondee and the Minister’s Office.

Usually the terms and conditions of the generic secondment agreement are sufficient and
meet the needs of both the Minister and parent organisation. If either party want changes
made for a particular secondment, Ministerial Services will make changes agreed to in
consultation with the Minister’s Office and parent department.

Ministerial Support 1

2011
EGS- 1599-1




Job Profile

Ministerial Services provides a generic seconded private secretary job profile for Ministerial
Offices to use or adapt to their individual requirements (appendix 2).

Induction

Ministerial Services will meet with all new secondees to provide them with site and health
and safety information. In addition, Ministerial Services facilitates regular ulducuon sessions
to welcome secondees. DN\ C2

The Minister’s Senior Private Secretary will give secondees an. induction into ofﬁce prdchces
of the Minister’s Office and return the “New Staff Member lnduction Check L| 9t” to i
Ministerial Services by the end of the first fortmght \" 2 " _ i ¥

\ )N A\ ) )

Ongoing training % 00N N
) ) (0

Ministerial Services runs a regular. trauung prograrnmb ﬁ‘n Mimstcnal Office staff. Senior

Private Secretaries will encou; age all staft m-:.ludmg s:.,condces, to attend these sessions.

The Senior Private Qecrct’ary w1ll also provide guidelines on policies, procedures and

rcgulatmns rciazmg to! Mimsteria! Selmcs

Resﬁonsibilities |1

Ministerial Ser Vic‘es, on behalf of the Minister’s Office, will:

"\ prepare the secondment agreement and facilitate the process with the parent
vOrganisation, the secondee and Minister’s Office

e arrange for a parliamentary complex security ID
arrange and facilitate a SIS clearance
advise the parent organisation, secondee and Minister’s Senior Private Secretary
when the SIS clearance has been granted by the Assistant General Manager,
Ministerial Services

e arrange a Ministerial Office MINIT IT profile and deliver new user ICT training

e arrange a Ministerial Office workstation assessment for the secondee and provide
ergonomic equipment and other health and safety requirements as needed

e Dbe the point of contact for any health and safety issue and work with the Senior
Private Secretary to ensure compliance is met

e advise the parent organisation of any health and safety concerns
provide an induction ‘starter pack’ to the secondee which includes parliamentary
complex and health and safety information

¢ on an annual basis, advise the parent organisation, secondee and Minister’s Office
Senior Private Secretary of training provided by Ministerial Services and undertaken
by the secondee

Ministerial Support 2

2011
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o advise the parent organisation on a monthly basis of leave taken by the secondee

The parent organisation will:
e nominate suitable candidates for secondment to the Minister’s Senior Private

Secretary
e advise the Senior Private Secretary if the secondee has any individual requirements

that would require Ministerial Services to provide special equipment and support, for

example OOS
e sign a secondment agreement for each staff member seconded to a Minister’s Office

consult with the Minister’s Senior Private Secretary and Ministerial Services for
changes they wish to include in the generic secondment agreuncnt 1f r_eqmrt.d

The secondee continues to be the employee of the parent orgamsation As wc“h the pz.frent .
organisation will continue to: Al NN LIS
o pay the seconded staff member’s salary AT RS
e prepare the secondee’s annual perfomlance plan ins cemultatlon w1th thc. Mlmster
and Senior Private Secretary \ O
e undertake the secondee’s annual pcrformahce appralsal in consultauon with the
Minister and Senior Private Secretary “ R \ > N\
e undertake the secondee’s annual remunerfmqn pqocéss

L
The Senior Private Secretary wills <
*  provide] Ieatiershl p, support, and day to day allocation of tasks during the secondee
placement in the Minister’s office
o mform Ministetial Services of any new or changed secondments
o provide M‘.llglstmal Services with contact details for the secondee’s Manager or
: po; nt uR C(mtacf at the parent organisation
K27 undt:rtakt. an induction in the Minister’s office practice and procedures including
2N key parliamentary agency information
W\ <@ ““encourage the secondee to attend the regular training sessions offered by Ministerial
) ) Services relating to parliamentary and executive practices included in the Ministerial
Office annual training and development programme provided by Ministerial
Services
e inform Ministerial Services of any health and safety issues involving the secondee
complete a fortnightly leave record form for the secondee and send it to Ministerial
Services as agreed to between the parent department and Ministerial Services in the
secondment staff agreement
e encourage the secondee to maintain regular contact with the parent organisation to
develop working and social relationships

The seconded staff member will:
e undertake the duties outlined in the secondment agreement and job profile
e  work the hours to meet the Minister’s office requirements in agreement with the

Senior Private Secretary
o take direction from the Minister and through the Senior Private Secretary

Ministerial Support 3
2011
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¢ consult with the Senior Private Secretary regarding the Minister’s diary
appointments

e become familiar with Cabinet and parliamentary procedures

e take leave at the convenience of the Minister

¢ inform the Senior Private Secretary or Ministerial Services of any health and safety

issues

Relieving Portfolio Seconded Staff

When it is determined that a relieving portfolio secondee will fill in while the portfolio
secondee is on leave the Senior Private Secretary will notify Ministerial Services fo arrz ange a '
temporary security ID for the period required. The secondee will be‘required to complete a
Ministerial Services MINIT IT user code of conduct form aml\lermn 1t to Mlmsttmal- PN
Services. A\ < SN

If the relieving period is for longer than a month-the becohélee may-be Yf;QLured to complete
other documentation including an SIS check: This will be deterfined by the Senior Private

Secretary and Ministerial Services i in conaultauon with the parem organisation.
. \ ' \\}

Departing Seconded-Staff <

(€ Ao

Senior Private Sec;:eta‘nes w&ll ad\usc Mrmstena! Services of the date of departing seconded
staff so all. alrangcments relating, to t‘ne c¢essation of a Ministerial Office staff member are
completed > A \ O\

Ministerial Support 4

2011
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CONDITIONS OF SECONDMENT AS AGREED BETWEEN
THE DEPARTMENT OF INTERNAL AFFAIRS (MINISTERIAL SUPPORT)
AND
THE «PARENT_ORG»

The «Parent_Org» and the Department of Internal Affairs (Ministerial Support) have agreed to the
following conditions during the secondment of «Secondee_First_Name» «Secondee_Last_Name»
as «Designation» to the «Minister» («Ministerial_Responsibility»).

1.

10.

11.

The secondment commences on «Start_Date» to the position of «Designation». The
secondment can be terminated at any time by agreement between the «Parent_Org»

and the Minister.

«Secondee_First_Name» «Secondee_Last_Name» remains the employee of the
«Parent_Org» for the duration and retums to the «Parent. Org» at the conclusion of the
secondment at terms and conditions agreed between «Secondee First:Name»
«Secondee_Last_Name» and the «Parent Org» \ '

The secondment will be subject to «Secondee.. FlfSt Name» «Secondee Last_Name»
having and maintaining a Security lntellrgence Service clearance to CONFIDENTIAL

level, organised by the secondee s patent departmant

Subject to clause 3 abom, «Parent Org» will' adwse Ministerial Support of the SIS
security clearance.received for «Secondee First_Name» «Secondee_Last_Name» as
soon as possnbre after notlflcahon from the Security Intelligence Service.

«Secondee Flrst Name= «secondee Last_Name» is responsible to and takes

_dlrectlon from the «Mrmster» In practice the Senior Private Secretary as the

_manageme_nt agent of Ministerial Support has responsibility for the day to day allocation

S\ of tasks to the secaondee and it would be inappropriate for the «Parent_Org» to allocate
“ any tasks'to «Setondee_First_Name» «Secondee_Last_Name» during this

sedondmen’t except by mutual agreement by all parties.

o '.The «Parent_Org» will continue to pay «Secondee_First_Name»
«Secondee_Last_Name»'s remuneration and any agreed allowances. Annual

remunerations will be decided by the «Parent_Org».

«Secondee_First_Name» «Secondee_Last_Name»'s annual performance plan should
be prepared by the «Parent_QOrg» in consultation with the Minister and the Senior

Private Secretary.

«Secondee_First_Name» «Secondee_Last_Name»'s annual performance appraisal
should be undertaken by the «Parent_Org» in consultation with the Minister and Senior

Private Secretary.

The «Parent_Org» retains the accountability for «Secondee_First_Name»
«Secondee_Last_Name»'s long term development.

For the duration of the secondment, «Secondee_First_Name»
«Secondee_Last_Name» is bound by the «Parent_Org»'s code of conduct including the

provisions relating to political neutrality.

«Secondee_First_Name» «Secondee_Last_Name» will be required to comply with the
policies, procedures and regulations covered in the Ministerial Support’s Ministerial






Office Intranet including the Security Requirements for Handling Sensitive Material in
Ministerial Offices.

12. In the event there are any issues relating to the secondment it is important that the
Senior Private Secretary and the «Parent_Org» consult with each other with a view to

resolving the issue.

13.  The Senior Private Secretary and Ministerial Support will undertake induction and
relevant training sessions relating to the Minister's office and the parliamentary
environment, this will include the handling of sensitive documents.

14, «Secondee_First_Name» «Secondee_Last_Name» will seek approval of the Senior
Private Secretary before taking any leave. The Senior Private Secretary in conjunction
with «Secondee_First_ Name» «Secondee_Last_Name» will advise «Parent_Org» of
leave taken each month during the secondment period in order for the «Parent_Org» to
maintain accurate leave records.

15. Ministerial Support will provide «Secondee_First_Name» «Secondee._Last_Name» with
information and support relating to health and safety in the work place and the
procedure for reporting accidents while working in the Minister’s office and \ |
parliamentary complex. Ministerial Support will keep-the «Parent_Org». advided of any
accident involving «Secondee_First_Name» «Secondes_Last_Name»,. Similarly the
«Parent_Org» will keep Ministerial Support.informed of any relevant health and safety
issue pertaining to «Secondee_ F:rst Namen «Secondee_ Last_. Name».

Contact in the «Parent_Org»: «Parent 0rgHContact Flrst Name» '
«Parent_Org_Contact_Last_| Name» AN

A

SIGNED for and on behalf of THE «PARENT OHG» by '
its duly authorised representahvg [ \

A8 A «Parent_Org_Contact_First_Name»
LR «Parent_Org_Contact_Last_Name»

. \b Date:

N 2
SIGNEDR 1or and on behalf of THE CHIEF EXECUTIVE
OF THE DEPARTMENT OF INTERNAL AFFAIRS,
by- huls duly-authorised representative
( \ p
Manager

Ministerial Staffing

Date:

Read and understood by the secondee

«Secondee_First_Name»
«Secondee_Last_Name»

Date:

SIGNED as the management agent of Ministerial Support
in the Ministerial Office.

«Senior_Private_Secretary»






Senior Private Secretary
Office of «Minister»

Date:







THE DEPARTMENT QOF INTERMAL AFFAIRS

Te Tari Taiwhenua

MINISTERIAL OFFICE
SECONDEE INFORMATION FORM

Please complete this form prior to the start date of the secondee

1. Ofﬁce ...................................................................................
2. Name of Secondee e
3. Position Name Private Secretary; or other
4. Parent Department /Ministry . e < -j;.-'.- P P
5. Portfolio
6. Fulltime; or parttime %I"TE \

7. Start Date
8. Estimated Finish Date

9. This secondee replaces

Department/Ministry 6n- \2Y

\ 4 . F ¢ LY 1N\
P PR oy dabaaatel dodmcacssnnnanmmen
¥1-% Yeioe

10. Is this a neywly establisled secondee position?” Y/N
11 If4his is a new position, has it beep approved by the Chief of Staff in the PM’s office? YN
YN

1”2 Doﬂbﬂle secqnd’?e l_mbé,:_"a current SIS clearance?
AT Y I's,_ Security Clearance Level ~ Please attach a copy of the clearance approval.
NN&ExpiryDater e
If No, Please confirm that your department has the SIS clearance in progress

13. Name, address, designation and phone number for contact person in Department/Ministry:

{Minister or Senior Private Secretary)

If this is a new position the Minister is required to sign this form

Please forward to , Advisor, Ministerial Staffing, Level 17, Bowen House.

For Ministerial Services Use Only
Group notification sent Agreement drafied Entered in ARS DMS folder set up

2012







INTERNAL AFFAIRS
Te Tari Talwhenua

MINISTERIAL OFFICE EMPLOYEE PARTICIPATION
HEALTH AND SAFETY REFERENCE GROUP

Purpose

To provide a forum for Ministerial Office employees to work together in good faith with the
H&S Representatives to support the ongoing management and improvement of health and
safety within Ministerial Offices.

Not all members of the Ministerial Offices” H&S Reference Group d[L H&S chrc.aenmllch
but they play an essential role in supporting the H&S chicsenlttl:vc by providing input'into, |
the issues that directly affect the health, safety and wellbeing of staff within Mmlslcrul

Offices.

Members §

V) .
The members on the Health & ‘idf‘ety Ru,ferencc Group a{c a m:xlure of Ministerial Office
and Ministerial Support sldtL / Lo\

The Ministerial Suppprl repmizcnuun«cb Oﬂ thc reference group are:

: Mum!crlal Slatﬁng Manager
T \ o\ ' Adv:so:.Mlmsterlal Staffing

F_orifl.lirt‘ﬁ'ér information

Contact your Health and Safety Representative:

ext.

! Health and Safety Representative

Prepared by Ministerial Support
2011







PARKING WITHIN THE PARLIAMENTARY PRECINCTS
APPLICATION FORM AND INFORMATION

CONDITIONS

Staff must apply for approval to park in the precincts.

Parking permits should be displayed so that all details can be verified by
Security, Safety and Emergency Services staff (SS & ES) who regularly
undertake checks of the car parking areas.

Staff must display the correct parking permit for the parking area that they
have approval to park in.

Staff are not to park in areas reserved for Ministers, Members contractors;
buses, public parking, reserved private parking spaces\ in Bowen House,
where ‘no parking’ areas are noted, or the paved areas around Parhaments
buildings.

Only one vehicle per person may be parked in fhe precincts-at any one ttme
Staff who car pool with non-Parliamentary staff. including family, 'may apply
for a parking permit showing the non-staff members vehicle details. However,
in these circumstances parking is oniy permltted when the vehicle is used to
bring the staff member te-and'from work. | \ \

It is the vehicle owner’s responsibility-t0, nonf‘y Skcurity Administration of any
temporary or permianent changes relating ta their vehicle(s).

Unauthorised' vehicles, or those acked in an unauthorised area, must be
moved fmmedlately upon bemg reQuested to do so by SS&ES staff or they
run the risk of being towed away.

\On’ ceas\‘ng work\in. the Cornplex the car parking permit must be returned to

» Security Administration.

Failure (to abide by these conditions may lead to parking privileges being
wuhdrawn

: l\iARK_I_NG CARD APPLICATION DETAILS

To be forwarded to Security Administration, room 1.003 Parliament House.

Name Office or Room no. Phone no
Rego. 1 Rego. 2 Rego. 3

Make Make ~ Make

Model Model Model

Colour Colour Colour

| acknowledge that | have read the conditions above and agree to abide by

them:

Signature

(e-mailing Date
implies

acceptance

of the

above

conditions)

See Page 2 for information on internal parking and general information.






Parliament exercise room and swimming pool
Application form

PARLIAMENTARY SERVICE
Te Ralonga Whare PBremata

The Speaker has authorised the use of the exercise room and swimming poal to personnel regularly
employed within the Parliamentary Complex. This does not extend to family members and/or friends.

Access to the facility may be restricted at certain times as determined by The Speaker.

Authorisation to use these facilities will only be granted after completing this application form

Conditions of use, availability and access changes will be communicated from time to time.

Compliance to the conditions documented here and to any future changes to those conditions is required
Failure to comply with these conditions or any actions that may adversely impact on the faclhty or other users

may result in access privileges being revoked.

General Conditions of use !
o |If you have any medical conditions that may be adversely |mpacled by exercise, consult a health
professional prior to exercising. o
Use your personal access card to gain entry — DO NOT! tailgate
Food and alcohol are NOT to be consumed within'the fadilities.
Be considerate of other users and keep the faclhhes and changing rooms tldy at all times.
Report any non-functioning equipment ot damage to the Security Control Room on 9459.
Notify the Security Control Room of any injlry or accidentthat oceurs as soon as practicable
In the event of an emergency, actwate one of the duressﬂﬁ\uttons or phone 7777.

Conditions of using the pool and’ exermse equipment -
For safety reasons| avmd usmg the facilities. alcne
Use a towel when A.&gsmg exercrse equipment.
Shower before u§ing the pool.\ %
Pool equ:pmenl such as boogre boards and flotation toys are not permitted in the pool.
~Diving is not recommended duefo the depth of the pool. Depths are clearly marked.
\The towels provided in the-swimming pool are for the use of Members of Parliament only.
The rescug equ}pmgnt is for emergency use only.
Please: ,t;o:_lnp!y wnh any instructions that may be displayed on the exercise equipment and ensure
that.the equipment is used in accordance with manufacturer instructions.
o _Ummediate family members of members of Parliament may use the pool at weekends and on
publlc holidays. They must, however, be accompanied either by the member or spouse.
'V|S|tors are not permitted to accompany authorised users. This includes personal trainers,

Locker use
Lockers are not assigned to individuals but are available for use by all authorised persons while

they are using the facilities.
Please follow the instructions in the changing rooms for accessing the lockers and when leaving

ensure all personal property is removed.

Liabilities

o |f you do not use the exercise room and swimming poal in accordance with these conditions,
Parliamentary Service accepts no liability for personal injury.

o Parliamentary Service accepts no liability for any loss or damage to personal property.

| hereby certify that | am regularly employed within the Parliamentary complex. | have read this
document and fully understand it and agree to abide by it. | acknowledge that my privilege to use the
exercise room and swimming pool may be revoked if | fail to comply with the above conditions.

Full Name: Signature:
Room No: Phone number: Date:

Return completed form to: Security Administration, 1.003, Parliament House T:[04] 817 9387

Last Updated 01/02/2011 A557915 1
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PARLIAMENTARY COMPLEX

EVACUATION ASSEMBLY AREAS

In emergencies, the assembly areas are situated as follows:

Bowen House: Cenotaph, Corner Lambton Quay and Bowen Street

Executive Wing: Front lawn east of Seddon Statue- (

Executive Wing Annex: Front lawn, cast of._;l_h(_-_:, Seddbn S‘l‘e_ittic;

Parliament House: Front 1aw;1,=-W¢$f-61"'iiic Sg:c;ldm‘i'-_St-a'mé.
Parliamentary Libra;_-:y::';_[f;}vn, front of Parlianentary Library
Parliamentary Library (_peai_‘*_]ﬁ’laxﬁfi; rear of Parliamentary Library

C_'l_'é'ché':-.. Lawn, top éat park

1‘,--.\\
\

Prepared by Ministerial Support
2011
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HEALTH AND SAFETY

For all internal emergencies (Fire, Violence, First Aid) call ext 7777.

Parliamentary Service - Security, Safety and Emergency Services will
respond, assess the situation and take appropriate action.

Parliamentary Complex Emergency Procedures

The emergency evacuation signal is a high-pitched continuous siren ant -1pplu,<:‘tu unc,r;,cnues ') .
whether for fire, earthquake or bomb threats. In the event of a qub threat; the evacuation signal will
be given and authorised security and police teams will conduet the search. ‘stalf shuuld not attempt to

carry out the search themselves. \& '\ i\ YK

.L\ \'.

Please note: while the House is in session, e!eetrumc bclls will rlng at al]ocu!ul times summoning
Members to the Debating Chamber Thcee bell‘i ﬂwuld not he confused with the emergency

sirens. € .-l TN ‘.‘ ,

\

Your floor warden will cxplam q\r'u.uallml proccdulcs dﬂd outside assembly points to you. A copy
of the procedures is uinmmed on the Ministerial Ojfu e Intranet and can also be found on the back
cover of the Par hdmoni Telephone Dn‘cctory Copies of the directory are held in every Ministerial

office. ILis) esacntl‘lt that you iarmhm ise‘yourself with these procedures.

Wai'rden”s" =y

A \ L
There ate; Mnmtcrtal office floor wardens on each floor of the Executive Wing and Bowen House
that, I'm mMmIslea ial office. The floor wardens are identified on the emergency evacuation board
( ,sttuatc_d near the core in the Executive Wing and near the lifts on each floor in Bowen House.

Workplace Accidents

All workplace accidents should be reported to the relevant Senior Private Secretary and Ministerial
Support (. , ext. ) as soon as an accident has occurred to ensure that:

e the accident is reported and recorded in accordance with departmental procedure
¢ the most appropriate assistance can be given immediately

e measures can be put in place to prevent the accident occurring again.

Issued by Ministerial Support in conjunction with Parliamentary Service
2011
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First Aid

There is a first aid cabinet in every Ministerial office for staff use, and on each floor of the
Executive Wing and Bowen House there is a civil defence cabinet for use in emergency situations.

There are three Automated External Defibrillator (AED) units held on site within the parliamentary
buildings and security staff are trained in their use. All security staff are fully trained in operational
first aid and there are also several former ambulance officers within their ranks contributing to a

high level of competency.

Workstation Assessment and OOS Prevention

Ministerial Support will arrange for the Parliamentary Service Health: S;lfdv and Wclltﬁ,mg

Advisor to complete a workstation assessment within a new sla " nient ber’s lmt weck in
Ministerial office. 2\ f X L
,I | I- '.‘. \

If there is any ongoing discomfort or concern, pl(,:lsc (.Qm'nu MlnlblCllfli '\l,lpport ( ,
ext. and the necessary follow up will he ary; *u‘lgcd

I\ . fr
'H e . ) \
[ e < Ak
A . ”
. Y% £

For further mfofmatlon

(unleu.l fh?. Mlmstcrml bldlfmg tcd\m

¢ |l‘._-,
\ Ié‘x'l. , ext.

Issued by Ministerial Support in conjunction with Parliamentary Service
2011
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Summary

Purpose
All public service employees are expected to act with integrity and a spirit of service. This
Code of Conduct details the minimum standards of behaviour Internal Affairs require of each

employee.

These standards guide us when making decisions and taking actions.

Responsibilities
All Internal Affairs employees are to:

) behave in a way that is consistent with the Code of Conduct
. encourage others to also do what the Code of Conduct requires: ‘ '._\' WO (f

e report any behaviour that is inconsistent with this Cod_e‘-pf.-cpn_dt:ic{. A\ AP
Internal Affairs managers are to: " .'.‘-, a2V e ‘ |

W W\

. act as a good employer and deal wsth emgloyees in good faith

. model the standards of behaviour detaiied in thls Qode of Conduct
2l ~ '|

] apply this Code of Genduct ‘n an objectlve mann‘er and deal professionally with any
behaviour that appears mcdnsrstenE W|th ghls Code of Conduct.

Standards < B S\
Our Cade adopts and reflects\the four standards from the State Services Commissioner's

Standards ofIntegrity and Condubr which Internal Affairs and its employees must observe
lmdel‘ Section 57A| of. thé State Sector Act 1988. The four standards are that as public
sevants Wf will be'\ " i
.V. \ '_\ , j
\ngl1

-~ \ \ "-_ \ )

e \\ Impartla[

. Responsible

° Trustworthy.

Behaviour inconsistent with this Code of Conduct
Behaviour inconsistent with this Code of Conduct will be addressed and could result in
disciplinary action under Internal Affairs’ disciplinary policy and procedures.

If you see something that you are not comfortable with or don't think is okay — speak up.

Department of Internal Affairs
DMS Library: BSB Document ID: 769636DB
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If in doubt, check it out!
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1. Foreword
Our Code of Conduct and the standards of behaviour we maintain are important to us and to
the people we serve.

We are accountable to Ministers, to parliament and ultimately to the people of New Zealand
who we are employed to serve. In our jobs, we spend public money and we may exercise
power. We therefore need to ensure that we behave with the highest levels of integrity.

Our Code provides the framework which enables us to make informed judgements in our
day-to-day work and when faced with potential conflicts of interest. It explains what we must
do as individuals and as a Department to meet the high standards that we are rlghtly

expected to uphold. LR -~ (L A

An ethical public service makes us trusted both here in New Zealand and mternahona!ly and
supports our trade and prosperity. We are all respon3|bie for keepang our Code alive

Through our high standards of behaviour and _pgactlice.\wé can strengthen trust in our work.
Please take time to read this document eéref_ﬁ!ly.
| \ RN

)

Brendan Boyle
Chief Executive > | T <

Department of Internal Affairs
DMS Library: BSB Document ID: 759636DB



2. Introduction

New Zealand prides itself on having a public service that has an excellent reputation for
integrity and trust and being free of corruption. We all need to remain vigilant at all times and

strive to uphold our high reputation.

As a public servant, you must work to serve and safeguard the interests of all New
Zealanders. This is a key position of trust. In your work, you will represent both Internal
Affairs and the Government. What you do and how you perform your work can affect the
reputation of Internal Affairs and the entire public service. Our success depends on our
individual and collective commitment and behaviour we demonstrate in all aspects of our

work.

Our work affects the lives of many people through our actions. Accordlng{y we - must meet '
the highest standards of integrity and good judgement. \

This Code of Conduct is tailored for our environment and -é‘li_:gnéd- with the State 'Services

Standards of Integrity and Conduct (which is the foundation and minimum for all public
servants) and sets out the minimum standards of behéviour and ‘integrity Internal Affairs

expects us to uphold.

The intention of this Code fs to: .~ =/~ [}

e set out behavioural standérﬂs;'e}(pectations _a_!nd'féfs.bohsibilities;
. ensure no one s sgrpriéed to find the 'Cd_dl'e épplies to them;

. provide a.,_de%:iéiOn-maki_ng‘fr_arhework;

&) 'deﬂﬁe the sorts. of actions and behaviours that breach our standards of conduct and
the conseque'n‘r’:es-of doing so;

o en*s__ure' that employees are treated fairly and equitably.

This Code does not set out every possible requirement or situation that could arise during
employment. Rather, it defines principles to guide us. Our policies provide more detail and
should be read in conjunction with this Code.

If you have any questions about the Code, please speak to your manager.

3. Coverage

This Code applies to all Internal Affairs’ employees who are working on a full time, part time,
temporary, voluntary or casual basis and covers locally engaged employees working

overseas.

It forms an important part of your employment and should be read in conjunction with your
employment agreement.

This applies equally to consultants and contractors to the Department and will, to the extent
specified in the contract between that person and Internal Affairs, form part of their
contractual arrangements. This Code also applies to temporary staff engaged through a third

party (for example, a recruitment agency).

Department of Internal Affairs
DMS Library: BSB Document [D: 759636DB



Professional codes
Compliance with any professional standards such as those that apply to the accounting, legal

and other professions are seen as a key requirement and sit alongside this Code. However,
there may be rare occasions when this Code and the professional codes appear to conflict. If
this occurs, you should discuss this with your manager so the matter can be resolved.

In the absence of raising this with your manager, the Internal Affairs Code will apply.

Department of Internal Affairs
DMS Library: BSB Document ID: 759636DB



Standards

INTEGRITY
& CONDUCT &

A code of conduct issued by the State Services Commissioner
under the State Sector Act 1988, section 57

WMWWW&X%M

WE MUST BE
FAIR, IMPARTIAL,
RESPONSIBLE &

TRUSTWORTHY _

N A

IMPARTIALY
_' .,We\rrlus: g

The State Services is. mﬂde .
up of mapy drga lsations with

povsers to'catry dut The work of .

New' Zealand's dﬂnocralicalfy

-_ .,_'tieded governments. \
1\ Whiether we wolk,_?n.q department

ot in a Crown ently, Wwemust act
with a ma}t observice to the

_ommunity and thieet the same

(< high ‘stancfa?ds of integrity and

. conduct in everything we do.

‘We must comply with the
standards of integrity and conduct
set out in this code. As part of
complying with this code, our
organisations must maintain
policies and procedures that
are consistent with i,

For further information see
www.s5¢.govt.nzicode

new zealand govt nz

Department of Internal Affairs
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= work'to Take govemmary seryices sccessible and effective

* - carry out the functions of our organisation, unaffected by our

A LIS IAASTA T |

STATR SERVKSS LUMMILJIUN

Liswiam b Aot dlais s

FAIR
We must: '

- treat e\rerypne fauly 'and with ﬂ?épet:l
- be: profes::cmal ‘and re:ptmsm‘eq

Isfrive to make 3 dgﬂérenté to'the well-being of New Zealand
~and all its. pedplé

= mmhtaln the political neutrality required to enable us to work with
‘current and future governments

personal beliefs
— support our organisation to provide robust and unbiased advice

- respect the authority of the government of the day.

RESPONSIBLE

We must:

act lawfully and objectively

- use our organisation’s resources carefully and only for

intended purposes

treat information with care and vse it anly for proper purposes

- work to improve the performance and efficiency of our organisation,

TRUSTWORTHY

We must:

— be honest

work to the best of our abilities

ensure our actions are not affected by our personal

interests or relationships

— never misuse our position for personal gain

- decline gifts or benefits that place us under any
obligation or perceived influence

- avoid any activities, work or non-work, that may
harm the reputatlon of our organisation or of
the State Services.

1
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5. Responsibilities and expectations

Together we must maintain the highest level of professionalism and ethical behaviour. This
means we must use good judgement and think about whether our conduct or actions are
appropriate to the situation. The following sections set out what we are all responsible for,
what you can expect from Internal Affairs, and Internal Affairs’ expectations of you.

As individuals, we must:

) act in a professional manner at all times and accept personal responsibility and
accountability for our own actions;

o work within the law and any professional rules and ethics that appty Wlth honesty,
integrity, impartiality, and concern for the public interest; \

. maintain standards of dress, language, and behaviour that, are appmpr:ate to o\ur
workplace and uphold a professional image of Intemal Affarrs.

. carry out our duties as public servants competently and efﬂcnentiy an;:huse our skills
and resources to the best of our ability: This includes being present at work as required
and giving our full commitment to the performance of our duhes

o respect and observe the nghts ahd pr:vacy of cheﬂtg oolleagues and the public and
ensure that our act;ons are non—threatemqg eind considerate of individual differences;

. maintain the pnvacy and conﬁdenhahty of information and use it only for intended

purposes

» _fensure that we mour no Ilabmty on the part of Internal Affairs without proper
authorssatron

o« mamtam appropriate records and documentation,;

’ contnbufe to maintaining a healthy and safe working environment for ourselves and
.""others and take all practicable steps to prevent personal injury or iliness;

o comply with all lawful and reasonable instructions relating to our employment;

o uphold the lawful status of the Treaty of Waitangi and its principles;

. keep ourselves informed and perform our duties in accordance with all Internal Affairs
policies and procedures;

. consult Internal Affairs before undertaking secondary employment, and do not
undertake secondary paid or unpaid employment which might conflict with official

duties;

° be absent during your working hours from the workplace only for genuine reasons and
with proper authorisation;

. refrain from actions (such as the use of drugs or alcohol) and behaviour which might
impair work performance;

Department of Internal Affairs
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disclose any convictions, charges or pending charges (not covered by the Criminal
Records (Clean Slate) Act 2004);

report any breaches of the Code by others to your team leader or manager.

Internal Affairs will work together with you to:

develop and maintain a relationship that is based on mutual respect, trust and loyalty;

improve performance through effective and efficient work practices, and a commitment
to continuous improvement;

maintain open and effective communication and harmonious working relationships that
encourage partnership, openness, involvement, and accountability;

create a climate where ideas, creativity, and mnovatlon are fosfered and the (s
contribution of each employee is valued; N\ LN o 1%

promote and demonstrate a commitment to the. Crovlvn 8 respons;tpllltles under the
articles and principles of the Treaty of Waﬂangf : AN |-

not discriminate against or in favoir of departmental cilents or colteagues because of
their sex or sexual orientatjen, colour, race, age; ethmq or hational origins, religious or
absence of religious belief disabmty rnantal statué or-family responsibilities;

maintain open communlcatton and. the shanng of information within the limits set by
Internal Aﬂ’azrs policy, the anacy Act 1993, Protected Disclosures Act 2000 and the

Offu:lal Infon‘nanon Act 1982,

Internal Aﬁalrs w:ll work to

Department of internal Affairs

prowde clear Ieadershlp and direction;

s mamtam open communication and the sharing of information with you through
"bnefmgs consultation and regular updates on 1840 (the intranet) and other written

. communication:

invite input into decision-making wherever appropriate and possible;
respect the right to privacy and to be treated with respect;

value diversity and provide equal employment opportunities for all employees and
those seeking employment;

provide clear descriptions of duties and performance standards;

provide regular and appropriate feedback and communications on performance, and
reasonable access to and support for training and career development;

provide a safe and healthy work environment, promote healthy work practices, and
provide a supportive and confidential Employee Assistance Programme.

10
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6. Specific responsibilities
Behaviour and personal responsibilities

6.1 Media (including social media) and public comment

All media enquiries should be directed to a media advisor who will identify and work with the
appropriate spokesperson. Only authorised employees may speak with the media, or
publish material in any media, about matters relating to Internal Affairs.

Examples of media include:
. newspapers, magazines, radio and television

o the Internet — including private websites, chat rooms, chat groups blogs News groups’
and social networking sites (e.g. Facebook, Twitter, etc) e - ()

o community and/or hobby group newsletters
anything that is being published or broadsast ' -i. |

Social media brings about new opportumtues fan mteractlon and collaborat»on It also means
added responsibilities for employees who' confnbute to blogs wikis, social networks, virtual
worlds, or any other klnd of sociai media platform AN

If you post on behalf of the Department for prrk reasons (commenting on someone else's
site or interacting oh'a Department-mmated site) you must be authorised by the Department

to act as a spekesperson »_ -

If you pnst |n a personal capaclty, think about whether it is appropriate to include the name
o_f the Department or.associating yourself with the Department. Specifically:

e yaughould reéfrain from comment on, or criticism of, the Government or Department, its
" policies-and procedures, particutarly where you might be associated in an official
*gapacity or where the news media might imply some such association

o you should avoid associating yourself with Internal Affairs or the work of Internal Affairs
if your social media site includes language or images that may be considered offensive
or may damage your reputation personally and/or professionally. Note that if you
mention Internal Affairs then your comments are no longer personal.

. if your job involves security or money (e.g. passports, citizenship) you should NOT
identify your job specifically.

If you are unsure of whether you can or should post specific information, get approval from
your direct manager. Or, simply don't post it.

Refer to 1840 (the intranet) for more information on the Internal Affairs Media Policy and
Social Networking/Media Guidelines.

6.2 Political neutrality

You are entitled to your own political views and can be a member of a political party. For
most State servants, participation in party politics is not likely to affect the confidence of the
Government and the ability to work with future governments. However, you must ensure that
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your activities and contribution to any public discussion are consistent with the need to
maintain a politically neutral Public Service, irrespective of what your personal views may be.

Being a public servant means that your ability to comment on or participate in political
activities may be limited. Constraints may be placed on very senior staff or on those working

directly with Ministers.

If you find that your personal views or beliefs on an issue are in conflict with government
policy to the extent that you are unable to perform your duties in a politically neutral way then
you should immediately raise this with your team leader or manager.

This requirement applies to all employees of the Department apart from staff in Ministerial
offices engaged on an events based employment agreement who have specmc reference to

Y,

political neutrality included in their employment documentation. 3 N\ r

Additional information on the topic of political neutrality is availabie on the Sta!e Services
Commission website: www.ssc.govt.nz. \ 3\ W

6.3 Communication with Ministers and mefh?be"ré of parliament) ,

(These guidelines apply to all staff, but are of colrse modified by the particular
circumstances of those staff working dlrectly far Mimste(s Talk to-your manager if you need
clarification.) S . % _-4 VW

AN N

Generally, you have the same, r:ghts of access to y0ur polltlcal representatives as other
members of the put?hc _r

As a pubhc servani however you have a respon3|b|||ty to behave in a politically neutral
manner.in your role with Interna! Affalrs As such, these rights and responsibilities should be

carefully baianced

\'

As a general gulde

° You. may cornmunlcate privately with Ministers or members of parliament about any
‘matters outside your role with Internal Affairs, but if you occupy a senior position or
work closely with Ministers, you should exercise particular care with such

communications.

. You should not attempt to lobby or influence Ministers or members of parliament about
decisions that are part of Internal Affairs management role, such as priority of work,
allocation of resources or your own employment issues.

o If approached in your official capacity by a member of parliament (MP), or someone
acting for them (such as the Parliamentary Library or an electorate office) you may
provide them only with information which would be provided routinely to any member of
the public, such as pamphlets, forms, or Departmental publications. Requests for
anything outside this should be made through the office of the relevant Minister, and
the requesting MP should be politely invited to do so.

e If approached by an MP or someone acting for them in your private capacity (for
example for assistance in a campaign, or to join in a fund-raising event for a worthy
cause) you should consider any impact the contact itself, or the action, could have on
your responsibilities. The more senior you are, and the more contact with Ministers you
have, the greater the chances of a perceived or real conflict of interest. Social, family,
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whanau hapl and iwi contact with MPs (not in their MP capacity) will raise similar
issues and result in the need to manage any conflicts of interest or perception of

conflicts of interest. Talk to your manager.

) There are particular issues round standing for, or taking part in campaigns around
elections. Advice is issued by the State Services Commission each election, and
supported by specific Departmental advice. You are responsible for understanding this

advice and acting on it.

Each of these situations requires the exercise of good judgement on your part. If you are in
any doubt, seek advice from your manager.

6.4 Standing as a Member of Parliament

There are comprehensive rules set out in the Electoral Act 1993 that apply when a public,
servant decides to seek election to Parliament. If you are cons:denng putting your name.,
forward for nomination as a constituency candidate or for inclusion.on a party list, you rnust
immediately discuss this with your manager, for referral to the Chief Executwe '

Further information can be found in the Sranda(ds of!htegnfy and Conduct or on the website
of the State Services Commission: www:§s6 t;ovt nz: (" .
6.5 Criminal charges and .\ba_nk_ruptcy R\ :{”u _"1 )

Criminal offending by emplayees will be treated’ ver}y setiously. Offences against the law
which involve a breach 'of trust or that may. dlscredu Internal Affairs, may be seen as a
breach of the Coﬁe:(refer Section ? Breaches)

Dlscapllnary acuon--Up to and-lncmdmg ‘dismissal, may be taken if you:

@ are conwcteql of. a\crlmlnal offence which you have committed in the course of your
U\ Nem ployment lp Internal Affairs;

* < have used your role as an employee of Internal Affairs to commit a criminal offence; or

o < are found to have defrauded Internal Affairs. In the instance of fraud, Internal Affairs
) )" would also support prosecution and seek full recovery.

Criminal offending outside your role as an employee could affect your fitness for continued
employment. Each case will be looked at according to the facts.

You must inform your manager immediately of any charges laid against you, and any
conviction you receive.

If you are declared bankrupt, or enter into a No Asset Procedure, you must inform your
manager immediately. In many circumstances, such personal financial matters may not
directly affect your employment, but they may create a risk that needs to be managed.

6.6 Other work or services

If you are thinking of working in another job, engaging in another business activity or
undertaking a voluntary activity, standing for public office or are already doing any of these

things, consider whether this could in any way:

. conflict with your duties in Internal Affairs;
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. compromise your gduties in Internal Affairs;
o impair your performance as an employee of Internal Affairs;
o compromise your integrity as an employee of Internal Affairs.

If a potential conflict exists, you should discuss the matter with your manager to discuss the
risks before seeking or accepting such appointments. If a conflict is seen to exist, you may
be asked not to stand for the office or to resign a position already held.

If you are considering other paid work, a business activity or service, you must discuss the
matter with your manager before commencing work and not undertake such work or service
which, in the opinion of your manager, might conflict with your duties in Internal Affairs,

6.7 Use of drugs and alcohol etc _
) As an employee, you have a responsibility to carry out, your dutles as effxclenﬂy and
safely as possible. \ -

) You must not work while you are affected-by. aféahdf 'drugs of.other infoxicants or while
your ability to work competently and safe!y IS ‘affected by the use of medication.

o You may not consume alcohol on Internal Affa:rs premlses except for official or other
functions as authonsed by your manager. ) N

. You must not drive WOrk vehtcles if you have consumed alcohol, drugs or other
intoxicants:,

o You must not smoke in any lnternal Affairs building or vehicles at any time.

if you are taklng pres*cnptron medication that has the potential to impair your performance,
you should advise your manager, This will help make sure that any side-effects or
complication“a that, arise can be dealt with promptly and safely.

Conﬂlcts of interest

6 8 Conflicts of interest
The impartiality and integrity of employees is central to ensuring that the public, our clients
and the government have confidence in Internal Affairs and in the work we do.

You must perform your duties honestly and impartially, avoiding any personal, financial or
professional situations that might compromise, or be seen to compromise, your integrity or

ctherwise lead to a conflict of interest.

There are three types of conflicts of interest.

Type of conflict Description

Actual You have an actual conflict of interest

Perceived Others reasonably think, or may reasonably think, you may have a
conflict of interest
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Type of conflict Description

Potential Something that has not yet occurred but there is a reasonable risk it will
happen and, if it did, would create a conflict of interest, or perceived

conflict of interest.

If you become aware that you have an actual, perceived or potential conflict of interest, you
must disclose it to your manager as soon as possible. This is to safeguard both you and
Internal Affairs. Even if you believe that you have dealt with the situation in the appropriate
manner, you must advise your manager because with conflicts, perception (how it looks or
may look to others outside Internal Affairs) is as important as reality (what actually happens).

Failure to disclose a conflict of interest may be perceived as an attempt to cohcéal it, and,
may lead to your integrity being called into question. To safeguard yourseif against '
allegations of improper behaviour, you need to recognise when-an-actual, percewed or
potential conflict of interest arises. If in doubt ask and disclqse itto your manager ;

Conflicts of interest usually fall into one of tha categorles below

R

Area Confilict = \ :f',) e Ly ~‘*

Personal When you could galn a beneflt or advanf‘agé or H’ave your actions interpreted as
getting a- personal gainor beneﬁt For example an employee has knowledge of a
chalnge to’legistation and p(owdqs]thls information to an interested stakeholder
_befqre, itis- a\rautab_le\_to\qthers s

Sittiations in Which:you (or your family or close associates) own or become the

\ &\ - owner of, or have\any material interest in, any contractor providing products or
N7 | sepvices to Internal Affairs, e.g. you have a financial interest in a cleaning company

_\.that wms & contract with Internal Affairs,
N\ AL

Fgmi[y;arl_'_r}i\: /<Nhere you have an opportunity or pressure to assist or provide an advantage or
friends, \ benefit to your family or friends.
)3, W For example, a family member, friend or associate asks you to process or monitor
progress of an application for a passport.

Community Where you have an opportunity or pressure to assist or provide an advantage or
benefit to a stakeholder or people in a community with which you are identified.

For example, you might be asked to advise on a grant application to benefit people
in your suburb.

Secondary Where your employment outside Internal Affairs may conflict with your employment
employment at Internal Affairs.

For example, your secondary employer might be regulated by Department staff (a
casino, an adult video shop, a firm that uses spam emait to promote itself).
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Area Conflict

Voluntary Where your voluntary interests may conflict with your employment at Internal Affairs.
interests

For example you might join an organisation pressing for a change in a law
administered by the Department.

Gifts and Where receiving gifts and benefits may create conflicts of interest for employees.

benefits
You might sign a contract for services with a company that had bought you tickets to

a big game or show.

Gifts and favours

6.9 Gifts and favours _
We must be very careful as Internal Affairs staff, about accéptlng any form of Qiﬂ or beneflt
that is not provided by our organisation, A\ QL)

Accepting gifts, prizes, fees, entertainment, hospltallty or any other form of reward may be
perceived to put you under an obligation ‘toa third party: Thls includes any discount or gift
received or reward offered as a- result of Internal Affalrs ekpendlture There will be certain
occasions, for example with wsmng overseas VIPs ‘Where differing cultural traditions require
an exchange of gifts..Internal: Affairs is commmed to meeting the needs of different cultures
and if a gift is offerediin !hese situations; you should accept the gift and then inform your

manager. 0 | AR \ !
Itis never acceptable to solncut g|ffs hospltallty or favours.

Intemar Affalrs has guideilnes on 1840 (the intranet) which detail the requirements for
distlosure. and di§p0é3| of gifts as well as a koha policy. There will be times when there is a
need to make an exception to our policy — your manager will make this judgement. However,
any glfts that are accepted must be declared in the gift register. Except for minor items or
hospitallty, no Internal Affairs staff member should expect to obtain personal benefit from any

gift.
Knowledge, property and business tools

6.10 Use of Internal Affairs property and business tools

Business tools are any resources or equipment made available by Internal Affairs to assist
you in carrying out your duties. Examples include telephones (including mobile phones and
personal digital assistants), photocopiers, stationery, taxi-cards, credit cards, office vehicles
and personal computers (which can provide access to computer facilities such as email and

the Internet).

You are responsible for the security of Internal Affairs systems and information, including
locking or logging off equipment at the end of each day to protect the Department’s
information. For more detailed information on security, refer to 1840 (the intranet).

You must ensure that all Internal Affairs property, business tools, resources and money:
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. are used for Internal Affairs business purposes only, unless prior approval has been
granted for limited personal use, e.g. Internet access;

] are not removed from the workplace without proper authorisation, and if granted, are
protected to the best of your ability;

. are treated with care and used sensibly and economically, being aware that any use of
Internal Affairs property and business tools is a use of public funds;

° are stored, retained and disposed of correctly under the Public Records Act if the
resources are information such as papers, files, or electronic records.

In particular, you must not;

. connect any unauthorised or personal hardware to Departmental compul‘ers or
networks;

. install any software onto Departmental computers,’ uniess |t hds been authorlsed

o download or access sexually explicit or other lnappfopnate materral mcIUdmg copyright
material being made available by someone who does not hold the copyright;

) use the Department’s computers to'store Iarge per*sonsl fi Ies such as your photo or

music collection; FAWD e I )

. make any more than ocsasfonal social and personal use of email and the Internet, let
any personal uge incur S|gn|ﬁcant cost to'the Department, or let personal use interfere

with your work |
>~ -grve ypur password to anyone (even Service Desk or other ICT staff),

o'\ ‘Use any lmerné{ service which is likely to use significant network capacity (e.g.
anythlng mwohnng music or video) unless there is a legitimate business reason,;

€< ',j"s_o_ltcn for personal gain or profit or use the Department’s resources to manage or
A\, advertise business ventures;

. pass confidential information on to others;

. make proposals or remarks or other words that could be constitute harassment;
] use another user’s login details to access any Internal Affairs ICT system;

° take part in any activity that violates New Zealand law.

Limited personal (and appropriate) use of business tools is a privilege and you are expected
to use good judgement about what is permissible and what is not. If you are in any doubt
refer to the Decision-Making Framework (page 4), or ask your manager.

Your Internet and email activity may be monitored and reviewed and Internal Affairs has the
full right to access, retrieve and disclose all information on its technology and communication
systems. If you are concerned about whether a particular use of the network is appropriate

you should speak to your manager.

Refer to Internal Affairs’ IT policies on 1840 (the intranet) for more information.
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Inappropriate emails
Inappropriate emails are a common breach of the Code. Therefore it is important that you are
clear on what is expected of you if someone sends you inappropriate material.

Inappropriate material may include (but is not limited to):

) sending, downloading or storing information that is discourteous, vexatious,
objectionable (defined under the Films, Videos and Publications Classification Act
1993), defamatory, fraudulent, pornographic, offensive or which unlawfully discloses
personal information about others;

o sending chain emails;

o sending messages on behalf of another person or reading and/or deletrng their
messages without their permission. _ (;

If someone sends you an email containing written or visual material of a sexual or. oiherw:se
offensive or inappropriate nature, from inside or outsn:ie Internal Aﬁalrs and you know the

sender you should: ) | NS JA

email them back lmmedlately and tell them not to send emalls Irke that again;

—_

2. print off their message and' ycur reply o ‘.: WO ;

3. give the messages to- your super\nser! leam I:-:-adewr manager so that the matter can be
raised with. the ﬁender where appropnate

4, delete the eman‘

1} less serigus cases it will be appropnate to simply delete the email. Ask your manager if

you arg-unsure \

If you receive unsshcned emails containing written or visual material of a sexual or offensive
or- mapprop__r_late nature, and you don’t know the sender you should:

e\, delete the email (you may print it for reference);

) if you receive similar emails over a short period of time, send an example to the
Service Desk (type “Service Desk” into the email address field and hit enter) if you
receive similar emails over a short period of time, and ask them to block similar emails.

For guidance on what is deemed inappropriate within Internal Affairs, refer to the IT policies
on 1840 (the intranet).

A good rule to follow is: if you wouldn’t send it on letterhead, don’t send it by email.

6.11 Use of knowledge and influence
As an employee of Internal Affairs, you have access to information, procedures, activities
and systems that may personally benefit you and others.

Examples of inappropriate use of knowledge and influence include:
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o using knowledge gained as an Internal Affairs employee for your own or any other
person’s financial or other advantage, e.g. passing on or selling a client’s personal
information details to a third party;

. using your position as an employee of Internal Affairs to obtain information not normally
available to you except as required in the course of your employment, e.g. accessing
records of well-known members of the public for reasons not connected with your work;

J using information other than for the purpose(s) for which it is collected, e.g. accessing a
client’s details for personal reasons.

6.12 Protection of private or confidential information

It is the nature of Internal Affairs business that you may get access to inforritation of a
personal, sensitive or confidential nature in the course of your work..- -\~ .~ .

In creating, accessing and using information in the workplace; you should comply with-your
obligations under the following information related legislation; Public Records Aet\2005,
Privacy Act 1993, Copyright Act 1994, Official Informatlon Act 1982 and Electmmc

Transactions Act 2002. '

You may only make this information (whether electromq or hard co;:y) available to others,
including other employees of Interna{ Affairs, for official’ purposes and in accordance with the
relevant legislation and Intemal Aﬁa:rs polames ARRE

These requirements contlnue aven when you have Ieft the employment of Internal Affairs.
Examples of how prlvate or confldenhal lnformatlon must be treated:
. I_Do. ngg access_ f|Ies\relat|ng to famlly members, friends or acquaintances.

o\ “Take all reasonable Care to ensure that Internal Affairs’ information is not available to
' un_gqthofised-.béople, This includes information held on computer systems.

o'~ Respect the privacy of individuals when dealing with personal information,

» /' Ensure that any comments or file notes you make are professional and respectful of
the individual.

J Treat any work you do for Internal Affairs with care and confidentiality both within and
outside Internal Affairs, e.g. ensure that all confidential and personal information you
are working on is secure at the end of each day and that you are logged off your

computer.

6.13 Official information

The key principle of the Official Information Act 1982 is that of availability; specifically that
official information should be made available unless there is good reason for it to be withheld.
Internal Affairs has detailed policies on how to deal with Official Information Act requests
which you must follow. These guidelines are on the Internal Affairs intranet (1840). Only
authorised people may make information available. The principle of availability applies to

agencies, not each employee.

The Privacy Act 1993 regulates the way in which personal information about identifiable
natural persons (that is, human beings, not things like companies) can be collected, used
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and disclosed. “Personal information” can be viewed as a subset of the greater group called
“official information”. Any requests for personal information that fall within the provisions of
the Privacy Act need to be dealt with in accordance with Internal Affairs’ policies.

6.14 Intellectual property and copyright

The intellectual property associated with the work we do as part of our duties belongs to the
Crown. The Department is entitled to any copyright or merchandising rights in or arising from
such work. However, we recognise that some staff are members of professions and may be
required to publish papers, conduct seminars or undertake similar activities to maintain

standing within their profession.
You must apply to your manager (in writing):

o for approval to prepare papers for seminars for professional or public: préé'e’htation or ”
debate. This is required for the protection of unpubllshed or conﬁdenhal Depak‘tmental

information.

o for approval to license publication of any workure!ated papers lncludrng those which
may have been presented in a profess:onal forum. .

In all cases care must be taken to ensure that the Depart[nent is not brought into disrepute
and that confidentiality and prlvat:y are malntalned N

7. Breaches

7.1 Breaches of tour Code -

If you breach lhe standards sef out in thls Code or the State Services Commissioner’s
Stardards.of !n!egnty and Conduct and if your conduct is considered unacceptable by
lnternat Affairs, itis| possible that disciplinary action will be taken. In considering any breach
of bur Code; we _\gwII \be fair, impartial and prompt, in line with relevant employment

legislation, . .1 )

7.2 Reporting breaches of our Code
If you are aware of a breach or possible breach by someone else, you have a responsibility

to raise this with your manager. If you feel you cannot approach your manager about a
particular issue, you should discuss your concern with another manager, or someone from

Human Resources.

7.3 Reporting serious wrongdoing

In some cases, a breach of the Code or evidence of illegal activity may also be serious
wrongdoing under the Protected Disclosures Act 2000 (also referred to as the “Whistle-
blowing Act’). In such cases, you can use Internal Affairs’ Protected Disclosures Policy to
report the incident or action, and receive the protections of the Act (i.e. protecting your

identity).

If you have become aware of actual or possible serious wrongdoing and wish to disclose that
information, you are encouraged to use these procedures and make a protected disclosure.

8. Related policies and further information
. Fraud Policy (Finance)
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® IT policies

. Protected Disclosures Policy (HR)

» Media Policy (Communications)

. Sensitive Expenditure Policy (Finance)

o HR and Finance Delegated Authorities

Department of Internal Affairs
DMS Library: BSB Document ID: 759636DB

21



Version 1.0

Code of Conduct Declaration
Please complete and return this acknowledgement to your manager.

| have read the Department of Internal Affairs Code of Conduct | understand rt | agree to
comply with it. - \

| understand that behaviour inconsistent with this Code oflconduct is.not ar;ceptable and
that any such behaviour could result in disciplinary actton undar lnternal Affairs’ disciplinary
policy and procedures. VYD \ \

Name (please print cfear';yy_

i d

1
|}
|

Signature: .\~ R e Date:

L ) A ’ |

Managers: please forward completed declaration to Human Resources,
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