
MINISTRY OF SOCIAL 
DEVELOPMENT 
TE MANATU W HAKAH IA TO ORA 

01 AUG 2017 

Ben 
fyi-request-6052-0597b5be@requests. fyi. orq. nz 

Dear Ben 

On 23 June 2017, you emailed the Ministry requesting, under the Official Information 

Act 1982, the following information: 

• Copies of the current policy, procedure, manual or other process document 

that records the Ministry's process or processes for handling and deciding 

requests under the OIA; 

• Any diagram or flowchart of the Ministry's process or processes (if any have 

been created); 
• Copies of any template response letters that form part of the Ministry's 

process or processes (if any have been created). 

The Ministry takes its obligations under the Official Information Act 1982 (the Act) 

very seriously, and is constantly working to ensure the highest possible level of 

performance in this area. Our responsibilities under the Act are included in the 

Ministry's Code of Conduct that all Ministry staff sign. The Act reflects the democratic 

principles of New Zealand government. I have enclosed a copy of the Ministry's Code 

of Conduct for your reference. 

The Ministry has a centralised unit for responding to requests for information where 

the information requested cannot be made readily available. During 2016, the 

Ministry responded to more than 600 Official Information Act requests. 

Please find enclosed copies of the following documents and process manuals you 

have requested: 

1. 'OIA Report CE template' 

2. 'OIA Response Draft CE template' 

3. 'Extension Letter template' 

4. 'OIA Risk Assessment template' 

5. 'Ministerial and Executive Services Official Information Act 1982 Workbook' 

6. 'Ministerial and Executive Services Process Manual' 

7. 'Responding to Official Information Act requests' 

Documents one to four, named above, are templates used when writing a response 

to a request made under the Act. Routinely for each response, an 'OIA Report CE 

template' is used to structure the contents of the report provided to the Chief 

Executive or appropriate Minister. Please note the names in Documents one and two 

indicate the abbreviation 'CE' however the CE has delegated the appropriate DCE to 

sign this on their behalf. The document 'OIA Response Draft CE template' is used for 

consistency when responding to a requestor. The document 'OIA Risk Assessment 
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template' is used for the release of documents as opposed to data. The relevant 

business units that have provided information will complete this assessment, and 
identify any risks relative to responding to this OIA request, such as identifying 
where considerations need to be given for withholding information. 

The 'Ministerial and Executive Services Official Information Act 1982 Workbook' is 

provided to Ministry staff to explain and detail the process of an OIA request. The 
document includes templates used, and training exercises related to withholding 
provisions. Please note, pages 23-34 are superseded by the documents titled 'OIA 

Report CE template' and 'OIA Risk Assessment template,' as the information 
contained within these page numbers is no longer applicable. 

The document 'Responding to Official Information Act requests' details the step by 

step process of responding to an OIA request, and is available to all Ministry staff on 
the Ministry's intranet. 

Ministerial and Executive Services also manages and prepares responses to 

Ombudsmen investigations into decisions made under the Official Information Act 
1982 and the Ombudsmen Act 1975. Documents relating to complaints to the 
Ombudsman are not included in this response as they are out of scope. More 

information about complaints to the Ombudsman can be found at 
www.ombudsman.qovt.nz. 

The principles and purposes of the Official Information Act 1982 under which you 

made your request are: 

• to create greater openness and transparency about the plans, work and 
activities of the Government, 

• to increase the ability of the public to participate in the making and 
administration of our laws and policies and 

• to lead to greater accountability in the conduct of public affairs. 

This Ministry fully supports those principles and purposes. The Ministry therefore 
intends to make the information contained in this letter and any attached documents 

available to the wider public shortly. The Ministry will do this by publishing this letter 
on the Ministry of Social Development's website. Your personal details will be deleted 
and the Ministry will not publish any information that would identify you as the 
person who requested the information. 

If you wish to discuss this response with us, please feel free to contact 
OIA xxxxxxxx@xxx.xxxx.xx. 

If you are not satisfied with this response regarding the Ministry's process in 

responding to an Official Information Act request, you have the right to seek an 
investigation and review by the Ombudsman. Information about how to make a 
complaint is available at www.ombudsman.parliament.nz or 0800 802 602. 

Yours sincerely 

Merv Dacre 
Deputy Chief Executive 
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MINISTRY OF SOCIAL 
DEVELOPMENT 
TE MAN ATU WH A I<AHIATO ORA 

Date: 14 July 2017 Security Level: In Confidence 

To: Deputy Chief Executive 

Official Information Act Request: Req~~itl~~ 
Recommended actions (oL_ ~ ~ 
It is recommended that you: ~~ ~~ 
1 Note the contents of this report. ~ ~ ~~Q Agree I Disagree 

2 Sign the attached letter to name~~"'-~~ Agree I Disagree 

3 Note that the respo~se @ 1 ~"W'V 
be published on the ·~~f ~~ 
Social Devel~~ ~ Q Agree I Disagree 

~~~~~~ 
%g~©J 

©~ 
Elisabeth Brunt 
General Manager 
Ministerial and Executive Services 

Deputy Chief Executive 
Business area 

Date 

Date 

The Aurora Centre, 56 The Terrace, PO Box 1556, Wellington - Telephone 04-916 3300 - Facs imile 04-918 0099 



Due Date 

1 Has the time required to make a decision been extended? A decision is due to the 

requestor on or before due date. 

2 Has a decision been conveyed to the requestor? A copy of this email is attached for 
your reference. 

Background 

3 Provide background information on the requestor, who they are, any previous and/or 

current requests. 

6 This section provides an opp 
response. Do not repeat 

11 Please list all risks relevant to the response (if appropriate, you may wish to 

summarise the full Risk Assessment completed in consultation with the business unit 
that provided the information). You should be considering trends, information 

already in the public domain, report back dates and future work plans. This should 
be formatted as follows: 

12 Risk 

The response shows that .. . this is a risk because ... 

Mitigation 

The Ministry has taken proactive steps to ... 

Official Information Act Request: Requestor - Title 



13 Risk 

14 The signed response will be published on the Ministry's website. This may create 
additional comment from others who view the response. This is regarded as 
high/medium/ low r isk because ... 

15 A full risk assessment has been completed by Business Unit name and approves the 
enclosed documents for proactive release. The risk assessment is attached for your 
reference . 

Consultation 

16 XYZ has been involved in this response, from compiling the relev~information/oZ 
consulting on risks and the proposed response. r?!\~ 

17 The Minister's Office has been provided with the respons~~ the~~ 
" no surprises" approach. ~~V \(" 

18 A sign-off sheet is attached and tagged in the file. £. ~ 
File Reference: OIA/ . ~ -v © ~ 

. ~~ ~~ 
~~~~ 

@J©~ 
~~ ~<?J) ~ 

~<f!) ~~ 
~~ 

©~ 

Official Information Act Request : Requestor -Title 



Record of Decision 

Has the requestor sought urgency? 

No. 

Can the information be identified? Can it be found? What do we think the 
requestor is asking for? 

Will answering the request require substantial collation and res® ~ 

What are the countervailing reasons to withhold the inf~~ ~ 
How do the Public Interest and the reasons to withhold~~'¥ v-

. ~ ~ 
®<?f;J ~~© 

~~~~ 
~©~ 
~~ <?bv- ~ 

!?~ ~ 
~v~v-

>fg~ 
©~ 

Official Information Act Request : Requestor - Title 



Sign Off Sheet 

Quality Assurance 
Name: 
Date: 

The response meets the criteria set out on the 

QA Sheet 

Communications (if app) 

Name: 
Date: 

0 No media strategy is required 

0 A media strategy is attached, or noted below 

Business Unit One: 

General Manager 
Name: 
Date: 

s 9(2)(a) OIA 

Manager, MaES 
Date: 
The response is in accordance with the 

requirements of the Act, addresses the scope of 

the request, is of good general quality, and has 

been properly consulted on. 

Elisabeth Brunt 
General Manager, 
Date: 

Deputy Chief Executive 
Name: 
Date: 

LNc""''.iV..,e of this official information request has been identified by my 

I, properly documented in this response, approved for release to the 

's website or withholdin in art or in full and is factual/ correct. 

Official Information Act Request: Requestor- Title 



No. 

Document Table 

The following documentation has been scoped and identified in consultation with ... 

* If no documentation is to be released, please note under this section: "No documents 

fall within the scope of this request". 

Date Title 

Insert title (please specify 

the type of document e.g. 

Decision 

Specify whether 

the document is 

OIA Section(s) 
Previously 

Released? 

1. Insert date email, Report to the Minister, to be released in: 

2. 

Cabinet paper [provide a 

relevant reference number]) 

Official Information Act Request: Requestor -Title 



Official Parliamentary Team - Checklists 

Chief Executive's Response 

Report tagged to file 

Original request placed directly behind report to Chief Executive and tagged 

with a yellow "letter to CE" tag 

Response and any information proposed for release is placed in a coloured 

plastic file 

All documentation proposed for release is marked with the 'Released Und r 

the Official Information Act' stamp 

All documentation proposed to be withheld is printed on pink pa 

Duplicate set of documents recommended for release (th 

previously been released) is to be retained by OPI for f · 

Minister's Response 

ITEM ONE: Response placed in plasti 

letterhead has been used 

that correct 

D all documentation 

request is placed directly behind report to the Minister 

range 'letter to Minister' tag 

t of original documents recommended to be withheld is placed 

lease duplicate a set of the first five items for the Minister's office and stamp 

MINISTER'S FILE COPY 

Duplicate set of documents recommended for release (that have not previously been 

released) is to be retained by OPI for filing 

Official Information Act Request: Requestor - Title 



Official Parliamentary Team - Peer Review 

I have consulted the Official and Parliamentary Team Quality Assurance checklist and am 

confident that the response and the report are of a high standard and in accordance with 

the Official Information Act 1982. 

Name 

Ministerial and Executive Services Advisor 

Official and Parliamentary Information Team 

Comments: 

Official Information Act Request: Requestor -Title 

Date 



Mr I Ms Name of Requestor 
Address 1 
Address 2 
ADDRESS 3 POSTCODE 

Dear Mr I Ms Requestor Last Name <0 ~ 
On date you emailed the Ministry requesting, under ~~~~~~~ct 
1982, the following information: ~ ~ ~@ ~'0'' 
The principles and purposes of the Official In~~- ct 1~d\} :hich you 

made your request are: ~~~ r0~ 
• to create greater openness a~~renc4~~e plans, work and 

activities of the Government~ ~ 
• to increase the ability of e bli~ · 'pate in the making and 

administration of our l~n i~ie 
• to lead to great~r a ~ility in o ct of public affairs. 

This Ministry fully su os~ey and purposes. The Ministry therefore 
intends to make t · f ~ion ~n this letter and any attached documents 
available to t blic . he Ministry will do this by publishing this letter 
and attach e y if re n the Ministry of Social Development's website. 

Your p~~l lis w~~7 9 ed and the Ministry will not publish any information 

tha~oW ify ~~person who requested the information . 

If ish ~~ this response with us, please feel free to contact 
OIA e u . ovt.nz. 

Yours sincerely 

(Name) 
Deputy Chief Executive 

Page 1 of 1 



Mr I Ms Name of Requestor 
Address 1 
Address 2 
ADDRESS 3 POSTCODE 

Dear Mr I Ms Requestor Last Name 

On date you emailed the Ministry requesting , u~~icia 
1982, the following information : W 
This letter is to advise you that the Minist Wr ceive4~uest, however 

requires more time to respond to this req e . fh..~cord~e 't section 15(1) and 

lSA of the Official Information Act, the decisi ~~ e with you no later 

than date. ~~ 

The reason for the extension i~s... ~~v 

.•• your request is for a far~~ of in5J ' nd it will take longer than the 

20 working day time limit I the m en y u have requested and assess 

whether any interestfilit ejud~· · release. [Please explain in the 

Extension Memo w q:;:____~ ld unreasonably interfere with the 

::rations ofth!? ] ~ 
· t:1:iJ,d( s th time to consult with other parties on the release of 

you sted. These other parties may be affected by the 

info m 1Y:p d I need to provide them with an opportunity to identify 

1ce tha arise from its release before I make a final decision. 

~'~'~ exp Extension Memo who needs to be consulted and why] 

~h~@ ~the extension is that consultations necessery to make a decision on 

th ~~ are such that a proper response to the request cannot reasonably be 

~ thin the original time limit. 

You have the right to seek an investigation and review by the Ombudsman of this 

decision. Information about how to make a complaint is available at 

www.ombudsman.parliament.nz or 0800 802 602. 

If you wish to discuss any aspect of your request with us, including this decision, 

please feel free to contact OIA xxxxxxxx@xxx.xxxx.xx 
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I will respond to you sooner if I 

Yours sincerely am able to 

Elisabet h B 
G 

runt 
eneral M OR anager Ministerial and E . ® ~ xecut•ve S . erv•ces A~ 

~~~i~;;eTolley ~~V ~ 
r for Social Development ~ ~ \..)~ 

~ ~~~ 
. d/)~ ~v 
~w dJtJ 

d/)~ ~ ~w ~ 
~«i)~~ 
~~~ 

© 
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To: 

From: 

Date: 

emo 
Co-ordinator name, business unit 

MINISTRY OF SOCIAL 
DEVELOPMENT 
TE MANATU WHAKAHIATO ORA 

::::or name, Official and Parliamentary Informati~/) , ~ 

Security level: Sensitive ~~ V ~ 

OIA Request: Name - Subject ~ 

We have received an Official Information request () e of;:~r. Please provide 

me with a completed risk assessment for this~ o~~· 

Please sign and return the attached mem~ ~om~k assessment no later 

than date. A~~ ~. 
Please take time to consider the foll~uestio,{;N,~ addressing this request: 

• Are you clear about ·s being ~~nd is it reasonable? 

• How much time w· ed ~ e e information? · 

• Do any other the ~ or any other Departments hold 

information ~ ic?~ 
• Are Cabinet e= ed in the scope of the request? If so, the 

request ~ to ~ rred to the Minister's office. 

Your Ma~~wlll · cus~ scope of your request with you and clarify any 

quest" ay h ve. ther with your MaES Advisor you will agree on what 

inf ill ~\C\lj 1n the response. 

IQ ve qfFi~ out completing the risk assessment, or require assistance to deal 

· t is r~~ease contact me on number. Thank you. 

Regar~~ 

@~and Parliamentary Information 

File ref: [OIA/] 

MSD people: put people fi rst- team up to make a bigger difference- act with courage and respect­

empower others to act- create new solutions - are 'can do', and deliver- honour achievement 



Background I nformation 

1 Provide background information on the requestor, who they are, any previous and/or 

current requests. 

2 Details of request 

3 Provide any information that led to this request being made eg this request fl 
made as a result of the recent announcement of the shoelace initia · e ~ 

4 Provide information on similar previous requests, and the nee PF1h!J!r 

release, e.g. the last quarterly report was released to X~~~ in ~a 

number of publications, these are attached and tagged f~ terence ~ 

~~ 
w<®~~© 

~~~~ 
~©~ 

~@jj~ 
~~~ 

~<®~~ 
(fg~~ 

© 

I Name - Request 



List of Information Relevant to Request 

• Please provide a full list of all documents which fall within the scope of the request 

regardless of whether they are to be released or not. 

• Clearly mark with post-it flags any sections of the information you consider contain 

risks. Also clearly identify information that you want withheld. 

• Follow the format in the following table: 

Date Title 

Already released? 

(where? To 

whom?) 

~ttach unmarked full paper copie~~oc~ 
hst. ~~ "~ 

~@;jj ~ 
&~~ 

~~~~ 
~~~ 

© 

Name - Request 

entified in this 



Risk Assessment 

• Your risk assessment must cover each of the documents you have listed above that 

were prepared, or contributed to, by the Ministry. 

• If appropriate, you may wish to fill this part in separately for each of the documents 

you have compiled in response to the request. 

1 Is the information already publicly available? Ifso, where or to whom has this been 

made available? If applicable, provide MAES with a copy of the ~;:sessment ~ 

was completed at the time the document was published. w )~ 

2 What story does the information tell? ~~ ~ 
3 

5 

6 

hould o leased. (see notes in appendix 1 for factors to be considered when 

~- rmation) 

~here any other information that could be provided in the spirit of being helpful, or 

~o help the requestor understand the information we have provided them? 

j L _N_a_m_e_-_R_e_q~u_e_s_t------------------------------------------------------~~~-·1111 



APPENDIX 1 - Important notes about withholding information 

When considering withholding all or part of the information that is requested you must 

have legitimate grounds under the Official Information Act for doing so. 

You can discuss this with MaES, however take into account the following: 

• Will releasing the information affect the people who provided the advice? 

• Will it affect the provision of similar advice in the future? ~ ~ 
• Is there any personal information included in the _d~ Are~~ 

references to staff members, clients and other people~ V . \;> 

• Have final decisions been reached with reg~the wo~s hat the 

information refers to? If not, is a release li~e t t~ inlsters to 

reach final decisions effectively? QJ 
• Is any of the information commercial! s 1 . ~~ 
• Does any of the information i~ · i~~'v1ce? 

®~©~ 
~@8) jj 

&~~ 
~~~~ 
~~~ 

© 

uest 



e 
To: insert MaES Adviser name 

MINISTRY OF SOCIAL 
DEVELOPMENT 
TE MANATO WHAKAHIATO ORA 

From: insert GM name 

Date: Date /0 ~ A 
Security level: Sensitive ~ ~ ©~ 

OIA Request: Name- Subject £ ~~ ~ 
I confirm the accuracy of the attached risk analysi;,(>M~ ~r t~ request. I have 

identified any possible risks around release of~~t~·o ~ded options for 

mitigating these risks (where possible). ~ 

These risks are detailed in the attach~~~ ave al~ ted with other parties 

about the release of this information if ~~· are that upon release of this 

information to the requestor, the inf a · n will I e proactively released on the 

Ministry's website. () 

If there are any additional t at n considered as risks, or ought to be 

[insert GM 

Fil~~~] 
©~ 

Date 

Not Approved D 

Ll _N_am __ e_-_R_e~q~u_es_t ____________________________________________________ Ji .. •llll 



Ministerial and E, 0 xecut1ve S 0 erv1ces 
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Spirit of the Act 

In keeping with the spirit of the Act, the information requested shall be 
made available unless there is good reason for it to be withheld 



Definition of 'information' under the OIA 

Official information is any information that is held by a governmentwe artment or /'( 
a Minister of the Crown in his or her official capacity, on any subje . pplies to )~ 

all organisations that are subject to either the OIA or the ~~ nmerP !\ 

Official Information and Meetings Act 1987. ~~~~ V~~ 

For the Ministry, official information means: 

• emails d/) ~ ~ 
• electronic documents 0 W P'-Q 
• reports ~~ ./iitrt ~ 
• documents from other organisati~n~ . [ . -rr 
• handwritten and Post-it notes ~ )~ { 

• internal memos ~ () !!JJ 
• financiallnformati~n S) ~ r"?r~,q-- · 
• information stored in /(/> Q ~-
• draft documents. S:SS 

The Ombu /)' ~ppoi~e New Zealand Parliament. Their primary 

purpose~·s ~n~ com la1nts raised against New Zealand central, regional 
and~ a rnm o · ations or agencies. They are independent review 
aut s d are ~ able to Parliament, not the Government of the day. 

~ · of the~ sman is further explained later in this workbook. 

~ci:l'rre~~~smen have said the definition of official information extends to 
the kn~ ~ fact or a state of affairs held by government officers in their 

off~· ci ~ci . 

~ · such information has not been written down, it does not mean it does not 
~ hat it is not "held" for the purposes of the Act. 

2 



Requests for personal information are covered by the Privacy Act 19~. ~ 

Often these requests involve a client asking for a copy of th~· r Wt file f? !\ 
some information held about them by a ministry or depart . ey a ~ 
provided with the information that they have requested, th~~ mplain ~ 
Privacy Commissioner. ""'\S 'V 

Who makes requests and 

~ 
Anyone can make a request for i~fo ~r~vi · g~are a New Zealand 
citizen, New Zealand Resident or t a=y · 1 ~~~Zealand . A request 

may be made verbally or in writing a~ specific reference to the 

OIA. . ~ () . 

However, to ensure that ~~m cl~ ecific, Ministerial and Executive 
Services (MaES) as,~ eswl . riting, to which we respond with an 
acknowledgement le~i eiR \SS'ri y what is being asked for. 

3 

Requests can be made to: 

• Ministers of the Crown acting in their 
official capacity 

government departments 

• other organisations as specified in 
the Act including Public Trust, 
Armed Forces Canteen Council and 
Winston Churchill Memorial Trust 
Board 

• Local Authorities. 



Examples: 

The Minister for Social Development and Employment receives a letter 
requesting 11 

... all evaluation reports pertaining to the Socialising 
Programme." 

o Is this a request under the OIA? Yes/~/)~ 

The Chief Executive is asked by Mr Sensible at a confere~W 
" ... everything you've got about me". ~~: 

A Child, Y:u:: 

1

::d°F::~::::~a~::::e~:A:ske 9, re~s ~ 
information received by CYF that her child e· neg~~ 

o Is this a request under the 0~ /Z ~ 
Our Call Centre receives a telepho~~ M~~udent who 

asks for II ••• everything you've g)(~~~d 1~\f~· 
o Is this a request un~ OIA. Yes/No 
o Has it been m witli due · rity'? Yes/No 

4 
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Administration of the Request 

MaES co-ordinates the OIA response. 

Prompt action is essential to meet operational requirements, becaua;~sponse ~ 
must be provided to the requestor within 20 working days. W ~~ 

You will be required to: /(_~ ~ 
• identify, locate, and provide MaES with the information\n~efr~arov~d'"" 

(usually about nine working days) ~ 

• complete a risk assessment within the same ti~J5~ 'V ~ 

• work with MaES to refine the request if n~ ~ ~\:::::l) 

~a~:g::llco-ordinatewith: A~/'-_~~ 
• Communications ~ ~v 
• Parliamentary Offices!?~ ~ ~ v 

~imo~~.~~nistrie~~ 'o/ ~ QJ 
Requests ~~ M ~nswe~on as practicable. Legally we have 20 
working day spo d to' ;~quest, taken from the date that the request is 

receiv d08o~ er, d t ur thorough peer review and sign-off process 

(so Aj~ to t read the file), you are usually asked to provide the 
i · soo~~ at. As the person who understands the content of the 

1~ · n, ifrES~ s on you for advice and guidance. 

In d~~~esponse, a report to the Chief Executive or Minister will be 
produ ~ 'MaEs which will include your contribution and identified issues. 

~tor can ask that their request be treated as urgent. Under the Act it is 
necessary that the requestor states the reasons for urgency. With an urgent 

request, 20 working days is still the legal requirement but all efforts should be 

made to respond earlier. 

6 



Possible Actions 

There are options available to the Ministry that need to be considered early on, 

once the request has been analysed. ~ 

• Extensions: requestors must be notified within 20 w~o~ of ttf.? A 

letter being received however, you may extend fpr '~'a e per.~~ 
time having regard to the circumstances". \> 

• Transfers: must be made with 10 days and t~st mu~oti · d 

of the transfer. ~ -v ~ 

If the Ministry gets a request that is more ~~e~t ~unctions of 
another agency, we have ten working da tr sfer i a ther agency. It 

might be appropriate to split the request~ a nsf~ ·on of it. Transfers 

being received. If a Minister recei est · re closely aligned with 
are made under section 14 of the~ At oj1c ·fr,n n days of the letter 

the operational activities of the m· 1 , it is at the request will be 

transferred to the Chief Exec~ ~ 

Extending . the time limit£~ring r~s; is possible if the process of 

meeting the request ~~aso · ere with the daily operations of the 
Ministry. For examp · he ~e IS for a large number of documents or 
requires a leng ltati to establish if any parties would be 
prejudiced by · r I , the~ sian may be appropriate. We must specify 
the length nsion to questor and let them know that they have the 

right toM the~s an about the extension. 

~<?i} ~~ . 
=---... ~ .... ..., the options available to you with an OIA advisor at MaES. 

er are procedural requirements we must follow if exercising 
of these options. Most importantly, ensure that there is written 

documentation of the decision. 

7 



Draft Documents 
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Good Reasons to Withhold or Refuse 

Information must be made available unless there is a good reason, 
under the Act, for withholding it ~ 

In keeping with the spirit of the Act, we try to be helpful and prov~d h of ti? t'\ 
information requested as we can . However, if there are obviou~ r refu~· ~ 
request then we do so. Withholding information is a balancin t, the majo ·ty;> 
information withheld by the Ministry is done so under section 9 the~ln t e 
instances the public interest must be considered to see ~eighs t 'sion to 

withhold. ~ 'V 

Common reasons for refusing a request @; ~ © 
Some common reasons for refusing a request r · S) /Z ~ 
• the information does not exist or cannot ~ 
• the information is, or will soon be, p}>l!:>~ ilable "-.....\) 'V 

• the information cannot be made av~itho 1al collation or research . 

Note that there is a high thres~meet if IS going to be refused on the 

extending our time limit mi propria ~ ircumstances. It is also possible to 
grounds of substantial co~l · n "-orJ~ earc . u t consider whether charging or 

release summaries of ~t r s~/)'rEt~;:t into two or more, if this would help in 

responding to the requ~ ~ 

Common r~~ith~ormation 
:
0

~ ~~~~~~:,::i::~~a::::~s, information that is subject to 
~ie~~·is~) 

:ote~ ~ f and frank expressions of opinions by, or between, Ministers and 

ffi I 0"'0 
• t asing the information would unreasonably prejudice the commercial position 

son who supplied, or who is the subject, of that information 

@ eleasing the information would prejudice the supply of similar information . It is in 
e public interest that the information continue to be supplied (for example, 

omplaints from the public) 

• to maintain constitutional conventions (which protect confidentiality of 
communications. e.g. in some cases the release of advice may mean that Ministers 
are unable to make effective decisions) 

• that releasing the information would prejudice the security or economy of New 
Zealand. 
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Personal Privacy vs Public Interest 

Will releasing the information better serve public interest r privacy /'( 

considerations? )~ 

The balance between personal privacy and a legitimate public i eds~~ 
carefully weighed up. However, if the two interests are d~1 d o be , 

then the information at issue will be withheld. () v'-0 ~ 

When considering~ic 1nterM~ction 
~~·" must be drawn m~t at are of 

~ I legitim~te con~ ~~ se that are 
merely 1nter ~a hu~ 

Priva~c· ust b~dered even if the 
pers i tion~s ~d\).itis common practice 
that t es a · of staff (minor officials) 

lhneld f~~ ents as there is no public 

1 
t in~1 Jdf · . However, there is a public 

t::::==:=::::::::::;::=::::==::::;:~ t i ~ ountability of more senior staff 
~ chmktl'i fExecutive. 

There are cases ~~rm~d reveal something about an identifiable 

individual b~~no rea~~ hold it, for example: 

• when tha~ual~ns~~o disclosure 

• w ~orm~Q___~ady publicly available 

• · is ab~a~ 1vidual, but is of a nature that no protection of privacy is 

()r ed ©"0 
~~ 

©~ 
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Case Studies 

CaseOne @> ~ 
Ms Curious requests, under the Official Information Act 1982, ~ ~ 
"the individual sa/aries of all Manage!S currently empl~y t~he MiniSirj''-: 

become public knowledge, when it comes to in t1 abou ~ es at a 
While some individual Managers at the Ministry ish~ es to 

public sector agency, greater weight may~· ~ tlccd1 ntability of 
activities than is given to individual privacy. w , in t · c a compromise 

might be reached, in which salary band~ ed ~ rious, rather than 
individual salary figures. ~ \) 

Note that the salaries of Chief ...../'-'-. ~es a~ eads of public sector 
agencies are usually releas~~t~ , and are often publicly 
available through State Servi&. missio~ "V I reports anyway. . 

Case Two ~1:!} ~© 
Mr Annoyed di c~tails~~Istry about a charity trust he believes to be 
acting fraud ly\6f~r the ~~uestioned about this matter, the charity's 
Director req , nd~the Of· al Information Act, that the Ministry provide her 
with "d "Is a e co in nd the full name and address of the person who 

maw· · ale~· 

(('-1,formation requested and what it might reveal about the person 
~ircumstances in which the information came to be held by the agency 

hether the person to whom the information relates would consent to its 
disclosure 

• the extent to which the information is already in the public domain. 

11 



1. 

2. Identify any considerations favouring disclos 

3. fie information requested? 

4. 

12 



What would MaES have done? 

MaES would not have released Mr Annoyed's name and address to the 
Director, pursuant to section 9(2)(a) of the Official Information Act, in 
order to protect his personal privacy. 

Further, section 9(2)(ba)(i) of the Act might have been inv:~ .. .,_-...., 
the grounds that to release Mr Annoyed's name wo ely to 
prejudice the supply of similar information .. . and~· i e 
interest that this kind of information continue to be s · . In fact, 
this case it is in the public interest NOT to giv~info at~·o 
requestor. Were the Ministry to release the de ~ those e 
allegations into the public domain, it is n~ t at ~ ould 

repercussiOns. N ~~ 
continue ~o provide the Ministry wit~· rm~~ fear of 

In these circumstances, the reas~ ithh~~ ~e information 
clearly outweigh any publicA ~V 1 releasing the 
information. ~ 

However, MaES would 
in Mr Annoyed's 
identifying 
complainant, Mr .m.¥J. ~.J.'=7"1(""-'¥· 

uu.lH"Cl"vf ""'~·"uJL'-- accusations outlined 

13 
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Exercises 

The following examples highlight when we should and shouldn't withhold ~ 
information. It is important to have a reasoned argument that~orts the 
withholding of any information. It is also important to consider if · publ)? A 

interest in releasing the information in each case. /(__~ ~~ 

Exercise 1 v~ ~\)~ 
£ mitt uest for 
~~: r , in I ing their 

ice Centre 

3 years 
1 year 

9 months Seamus O'Toole 

DA 6 months Seamus O'Toole 
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Exercise 2 

Company A has requested "a// information the Ministry holds about Company B". 

The following information has been identified as falling within the scope of the 
request. What aspects of this information would you release to Com A? 

Memo 

By: Chan Tripp of Legal Services National Office ~~ ~ "V 
To: Contracts team v 
Date: 18 August 2005 /?/) ": rfJ\ 
RE: Negotiations with Company B ~ W /<.~'0 
In regards to your specific questions o~~e ~~auld enter into 
an agreement with "Company B". A~~ ~~ 

It is my opinion that we should ent~n~~ith this company. 

This company's offer o~$ ~n is~r ompetitive. In fact, it is the 
best deal that could ev ~ed. I ~l w how they can even do this 
for this price! ((/~ v 
As the Ministry~ ne~ with this company, please keep this 

figure conwf·de t~ ~ ~ 

While I thi 1 ompany i~t, I met the boss the other night and he is a 

realt~ 'v~ 
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Exercise 3 

The Associate Minister for Social Development and Employment received a 
request for: 

" ... all information prepared by her office or Department regarcp?/J~vice on A 
youth justice options for young offenders. " W r?A~ 

The request specifically referred to five documents that wn~~ a~ 
parliamentary question. ~~CIVIl \;-

The requester has also stated: £, ~ 
"Please take this request to include, buf. )~i~ite~:t and 
Cabinet Committee papers and minut , ~,., ~~n advice, 
aide memoirs, briefings, mem~oa , cor, tp~ce (including 
emails) that may be caught by the . " ~ 

At this stage, work on some specifi.0-_y~ · stic~~~;s been underway for 
three years, with a number of ex~s for · mmendations. No final 

decisions have been reache~ugh sam~· have been made by the 

other work and the fundi · . (()\ 
Minister regarding cons~lt · t e unde aligning the final report with 

A very large body of~ · entifiUAS ~n scope. Some of these documents 

contain informat~· Yedthe~~Some contain specific details of the 
consultation~;;\~ Oth~ u ents contain information on possible 
recommenw eluding "~ I costs of policy changes. 

~~ 
©~ 
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Exercise 4 

Journalist Betty Fire has asked for the "names of all contractors and consultants 
engaged by the Ministry since January 2005, the costs to the Ministry incurred by M 
their appointments, and the duration of those appointments". ~f~llowing 

information has been identified as falling within the scope of her reqW © 
~\) Consultants engaged by MSD since Janu 

Name 

Jane Doe Consultants 

High Flyers Limited 

The Huckleberry Finns 

Duration 

3 Jan 2005-
2 Mar 2005 

Budgeted 
and I o 
actual 
Cost 

$5,000 

17 
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Issues Management 

As you are the people "in the know", it's important you have the opportunity to 
highlight potential issues and how these issues might be mitigated. You will ~ 
always be asked to complete a template that makes an asses~of the 
material your business unit provides to MaES. A copy of the ~~ be~rp !\ 

attached for your information. ~ V B 
The purpose of the assessment is to: ~ ~ 
• show that the Ministry has met legislative requ~, e.g. ~at all 

relevant information has been identified ~ :;s v- r(J\~ 
• list what is being released ~ ~ '-0 
• identify issues and mitigations for ~~e dor~~hat are being 

released ~ ~ 
• provide contextual information fo~t~ ons~ ~ \j ~ 
• provide background information ~eque~ v 

The template should be ~@ by ~~al Manager and will then be 

attached to the file whic0 ~ini@~~:off 

data is being released, what 
trends/story does it show? 

• Is the requestor likely to come back 
with further requests? 

Suggestions to mitigate issues 

• Provide context in the response letter­
clarifying points of note. 

• Provide a full answer, provide 
information over and above what is 
requested if it explains and is useful 
background to the information 
requested. 

• If information is being withheld - give a 
full explanation of why and note that 
the public interest in release does not 
outweigh the reasons for withholding . 

• Provide an open and friendly response. 

• Ensure that all relevant parts of the 
Ministry are aware of what is being 
released. 

18 



Report to Chief Executive or Minister 

An OIA advisor from MaES will draft a report to the Chief Executive or Minister, 
using the information you have provided in the assessment. A c~;:f an OIA A 
report template has been included in this workbook for your informa~ ';;"~ 

The purpose of the OIA report is to succinctly provide ~~xecut~ 
Ministerwith: v~ \)~ 

• why the request has been made £ ~ 
• background to the draft response, i.e. the "full~~ v ~ ~ 
• an understanding of what is proposed for~~ A~ '-0 
• an understanding of what is propose~~eld, ~~ic?'ns why 

• any issues associated with the r~e~ ~ele s~rmation 
• an assurance that issues are be ·11 ated ~si·~~e 
• an assurance that all rel~pa 1es ~ consulted with during the 

process U~~ ~ 'V 

• evidence that legislat~ e~~ been met 

!?:M ~ 
~~~v-
~~ 

©~ 
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Office of the Ombudsmen 

Ombudsmen are appointed by Parliament but they are independent of the 
Government of the day. They impartially investigate complaints, including /( 
responses to Official Information Act requests that requestors are u~y~with. )~ 

The term 'Ombudsman' is taken from the Swedish/Norse wo~~~ad ', 
which literally means "a grievance person". There are curre~~ e bu 
in New Zealand. One is a woman. ~ 

The types of decisions an Ombudsman can inves~ig ~ ~ 
• a refusal to provide the infonnation requested ~"v © 
• a delay in responding to a request for inf~ /"Z ~ 
• an extension of time limits for a reply ~~t ~ 
• deletion of part(s) of the informa~~~d ""-\f ~ 
• a release of information on cond~ 

• a release of information i~ner oth ~ 
• an inadequate state~_p) ~eas~ decision or recommendation 

affecting the requfrS~ ((/> ~ 

An investigation ~~n O~n to express an independent view as to 

Act. The M. 1 y decide ~ ase the information to a requestor during the 
whether or~o a · n w~~ accordance with the requirements of the 

course of an · gati~ /\ 

Wh ~ti~n ~~en released and an Ombudsman thinks it should 
, the b an may recommend that it be released. Generally an 

~ anrgli comes binding on the 21st day after it has been made, 
s th= been an Order in Council from Cabinet against it. A 

rec m~ · a Minister of the Crown or to a central government department 
or or ~io ay only be overcome by Order in Council. 

st respond to an Ombudsman Review as soon as possible and no 
r than 20 working days. It is important the Ministry co-operates fully 
with the Ombudsman and provides a comprehensive response. 

20 



CIA Process 
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~\\f~©® ~@~ 

Transfer request- notify 
requestor and agency 

responsible 

NO 

Consider relevant 
withholding 
provisions 

Draft response and 
report to Minister or CE 
submitted for approval 



MaES: Official Informal' IOn Act 1982 . - Traming 

• Report to CE/M' . lnlster Template 

• Assessment T ool Template 

• Editorials by th e Ombudsman 
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Universal OIA Report Template 

Date: DO Month YYYY 

MINISTRY OF 

SOCIAL DEVELOPMENT 
Te Manatii Whakahiato Ora 

Soo"'~" Con~ 
Report to: (Minister for Social Development and Employmen~~ive) ~ 

Recommended Actions 

Werecommendthatyou: A~ /:--_~~ 
1 note the contents of this report~ w v 

2 sign the attached letter~ ~ w © AGREEIDISAG~ ~ 

or 

· Benson-Pope 
r for Social Development and 

I yment 

!Peter Hughes 
Chief Executive 

23 
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Date 

Date 



Due Date 

1 A response is due to the requestor on or before <due date>. 

Background 

2 

3 

4 

Suggested Response 

5 

6 

·s ~ary of the full Risk Assessment competed in consultation 
· -#·~;ovided the information for response. This should be 

ow, in order for us to assure the person signing that we have 
drtfsS.etJ...tne issues identified. 

formation on report back dates/ future work here. 

full risk assessment is in the file and tagged for reference. 

13 Advise what areas of the Ministry or other parties have been involved in this 
response, from compiling the relevant information to consulting on risks and 
responses 

14 Advise if the Minister's Office has been provided with the response as part of 
the Ministry's "no surprises" approach. 

15 A sign-off sheet is attached and tagged in the file . 
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Assessment Template 

MINISTRY OF . 
SOCIAL DEVELOPMENT 

Te Manntii Whnknhinto Ora 

To [Insert General Manager or co- Date 
ordinator name] 

From 

Security Level Sensitive 

1 

[MAES to complete] 

[MAES to complete] 

25 



Factors that you must consider when assessing the OIA you have received: 

Are you clear about If the request is too broad i.e. covers a large number of 
what is being documents or you are not clear about what the requestor 
requested and is it wants, tell MAES as we can contact requestor to narrow the 
reasonable? request or clarify their requirements. 

Do you or someone 
in your team have 
this information? 

How much time will 
you need to collate 
the information? 

Do any other areas of 
the Ministry hold 
information on this 
topic? 

Were any other 
agencies involved in 
developing the 
information? 

If the requestor does not want to narrow their request you 
will need to assess the cost of answering it. Please see note 
(2) below. 

If you don't have the information- return 
immediately and tell us who you think 1 

26 

e can ensure that they are 
fn,no~f;ru-r..;s released. We can also check 
"'n~nf-cN.BCeived a similar request. 



2 List Information Relevant to Request 

Provide a full list of all documents which fall within the scope of the request 
regardless of whether they are to be released or not. Follow the format in the 
following table: 

Date Title Reference Location Already To be released? 
released? 

18/2/2004 Lower North Island Flood [POL Min (04) Information Y 
Relief 

What is the requestor 
likely to use the 
information for? 

2111 

(think about who the requestor is, are they personally 
involved, is it a story with significant public interest?) 

27 



Does the information 
tell the whole story? If 
not, what information 
could we provide to 
clarify the situation? 

Does the information 
contain any report­
back dates or 
references to other 
reports, work areas, 
evaluation, or 
outcomes? 

Is there any 
information that 
should be withheld? 
Tell us why you think it 
should not be 
released? 

28 



4 Context 

Contextual information is important because it allows the requester to understand the 

information we have provided to them. It gives MSD the opportunity to provide our 

side of the story. 

Is there any other 
information that could 
be provided in the 
spirit of being helpful? 

Is there any 
information that may 
be relevant to the 
requester's general 
line of enquiry even if 
outside of the scope of 
the request? 

File ref: 
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To [insert MAES Adviser name] Date 

From [insert GM name] 

Security Level SENSITIVE 

I confirm the accuracy of the attached risk analysis provided ,/.?, ""; ~e uest~ 
have identified any possible risks around release of this~· :~nd r · e~ \(( ~ 
options for mitigating these risks (where possible). () 

These risks are detailed in the attached table. I ha~:::> nsu~@ther 
parties about the release of this information, if ~W~~ ~ 
If there are any additional matters that ne~~sid as 1 ks, or ought to be 

considered at the time this informati': ~ e:~~ ise MAES 

immediately. ~ ~'V 

~©J~ 
[insert GM name] ~ ~ 
[Insert GM ~/) ~ ~ 
Appro~ CiY ~ ~ot Approved D 

~lA/~~ 
~~({Jj 

©~ 
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Volumt• 7, Is w e 4. D.·c-~mb.-r 1001 
fO:.\VIUJ· I~-u 

Edito1'ial 

Requests for Draft Docmnents 
Inrecelll year>, th.eJe has bEell an i.ucn;.~sing t~ndenc:y 
foneques iers, when ~ekiug access to copi~ of 
docuwrnisntch;;s1eyotis,con'l!:;_poudemeorpolicy 
advice also to requ~si copi~s of any "dnrftr<-port.s, 
corrE:Sr'x>lld61JC'6 or adrice." We are oftfll asked if 
t..\ere is any ~l>2cial protection Wlder the Official 
Infonuatiou Act (OL"i\) that allows my1-equ~sts for 
~ch draft; to be refused. 

The shon mm-er is: "Drqft" doctllllents a~-e official 
infonuation and can lli"Ojlerly be the subject of 
t~uasts tmdet·fhe OIA. Th;, Act dOi!s notpmt~ct 
draft docmueuts as a special exempt "clru.s" or 
''c-atcl£OIY" of iuforw.1tion. Each case wust be 
e.".2lllllledon its !W!lifs . 

Hotnvar, ou ~ bl!.i.s of otu· expe1ience iu re, ·iews 
under the 01<\, the:r-e is oftengoodre~u nuder the 
Act to refuse l'equesi:; for di·Jft doclllllent~ . Th e 
di.fficultviu !t-ying to app.; any g~ mle ~n whi!u 
draft s sllould or should not be di~do;ed 1s ~I a 
request for "dmfl r<JX111:;, rorrcsrxmds:noe or to d. i C<J " 
em co-.-era wiJe an·ay of diffei-ent circlllnstmces. 
Forex;;.wple, ihell! is a ~guifk;;nt distl.'l.<tion between 
r~qu~stsfor:-

• Eu-lyd!~aa><.t-edbylhe:l'.fraofa rortirubr 
doc~nt l'oi their own ttse as _pai-t of~ 
proces5 of jo!tine do\\11 initial idea.s aud 
working thioueh lhew, to ~velOP. !he fu1.1l 
shape a..ud content of the aavice or 

documemt (boe ii a speciftc individual, an 
inten;st !Orouo or t..l!e eeu~r~l public as a 
who~). - · -

lu each ca..se the fuudament31 que:.tiollS io boe 
addressed are • whether disdosm-e of the draft ~ 
doctUlleuf~ rE<J:uest~wouldprejudice ~11. wierest ® 
p1·otected \Wder the Act, and whethe1· there i~ a 
cotmte:rvailint; public interest iu disclostu-e that 
outw2iehs tiE wlerest in withholding? f acton to~be © 
cousid~-ed will inc tde the nahn-e alld conteut of the 
draftdc...'tumlli, the_c.:m~'CI inwhie:hit tv-.s !iE;tetat 
the )?TC>Cess to which 1t reh!es and ~ow 11 1s ~o . ~ 
u;ed,. au9 the ext~ut to whi!=h the tpforw.1h 1 . "'-
collia.ms 1s already m the pub he dow.~llL V 
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J olume l, Issue 2. Jr111e 1996 
!SSN 11 73-4736 

Editorial 

Legal Pt•ofessional Privilege ami 
Official Information 

The Offic ~ 1 Iofo=tioo Act J9S2 hns :t.lw:~ys reco~ml, 

legal professio:wl privilege as ;; pos5ible ground fo r 
withholding official iofoiD13tlou. 'Ibis shows Parlhlll~Ut 
has ~ccepted th~ colll!UOll Jaw \'iew that them is a mong 
public i.ntues1 in ensurin~ people lll.l}' obtain confid(<llti3. 
legal mice \\ithom fm:i.ng th3t tllli will lat~be disd o;ed 
w ithout compelling reasoo.. 

What is the pri\'ilege? In esseuce, it is that of the d if!lt 
to };eep COW.WIIllk3tiOD.S retweeu lawy& i!Ud client 
relating to ilie sE.:>.kiug or gi~~ of JegJ. advice confid(<ll­
lial. It warre-; not wh~ther rlif Jawye• is. a sal11.'ied 
eruploy~ or in pri\"ate practice. Ill :tddition, wilere legal 
proceedi11gs are iovolnd, either already collllllenced, or 
rf!Jso~ably appr~hend~d, th~ prhri ege e.xt~ud; to com­
m;wkai ou; \lith tilird p,mies, blit only wh'"re th~ 
dollli!!.,nt purpose underlying sud1 collllll\lllic~t iom i;; to 
assist tb.~ lawyer to conduct or ad\;se ontb.e proceedinl;~. 

'Ib.e recent ca ;e of Tua v 
Wqi/J):gron CP. JS/9 5, • i/2.196 Uc 
example of iutpli~d wainr, 
expecmioru. me sr:lt~men; of d t 

Leg~ I professiollll prhri eg,e ciU!Ilol be im•oked for 
COUllll\tnicalions th:Jt :!!enol iu the coute-xt of '·Jega. ~mice", 
from a pratfuing bwyer. Mo:~o\"er, if proft:;;iooal leg.>! 
ad\•ice is merged into advice from a uon- lawyer, the 
privilege llll}" be !o>t throu~h th3t ut~u. 

Sir Brian Elwood 
ChiefOmbudmtan 
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6. Official Information Act - Ministerial 

6.1 Purpose 

The process for a Ministerial Official Information Act (OIA) request is set out below. 

Please note that this process differs considerably from the process for OIA requests 

made with the Chief Executive of the Ministry. While that process works to a 20 working 

day timeframe to provide a decision 1 the process for ministerial OIA requests works to a 

20 working day timeframe to provide a response. This distinction is not a legislative 

requirement; however/ it is the Minister's preference that a fulsome response/ rath~ 

than a decision, is provided within 20 working days. ~ )"'\;, 

6.2 Stages /(~ ~© 
AnOIA request is a five-part process that is broken down into m~~~ ge\5-

6.2.1Receipt ~~~~ 
All OIA requests received are logge 1 RMS 1 electronic and paper file 

established (Red for OIAs). Th~ o rece~ e respond by date are also 

entered/ and a workflow set up. & ~ --v 

Day 1: OIA Request received((;;,') © 
• Via email 1 letter/~~o her agency or business unit within MSD. 

Requests are ~ved the website 1 www.fyi.org.nz and although 

rare/ can ,~·~e or 

Requests r nerally mad y members of the public1 media 1 opposition MP's 1 

inter or y gro~ private sector1 students and researchers. 

Da~y@n to ~~er 
() llocat n ~')rlng is held daily at 4pm with OIA advisors. At this stage it may 

e e · that the request needs to be transferred to the Ministry to 

her than the Minister. [Document 1: Transfer letter to requestor; 

t 2: Transfer letter to other agency]. 

administrator creates an OIA file in EDRMS and allocates a unique OIA 

ference number to the request. A physical file is also created at this time. 

The administrator will also send acknowledgment of the request to the requestor. 

6.2.2 Commission and scope 

The advisor will contact and meet with the appropriate business unit(s) for information 

to prepare the response. 

17 
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Days 2 to 5: 

The request is commissioned with the relevant business units, using centralised 

issues team email addresses where appropriate. [Document 3: 'Commissioning 

emai/1. Commissioning is complete by day 2 at the latest. 

In the commissioning email, the advisor will provide the business unit with 

information about the requestor, the likely reason for the request (including 

media attention, or previous media queries), and provides copies of previous 

relevant requests. 

The following business units have centralised issues email addresses: Servic~ 

Delivery, Community Investment, Child, Youth and Family and ~hts for dat . 

Centralised Issues email addresses to ~ fF'-A 

DCE Office xxxxxxxxxxxxxxx@xxx.xxxx.xx; ~ 

Community Investment xxxxxx@xxx.xxxx.xx; /(""- ~ 
Issues corporate support@cyf:govt.nz v~ \)~ 

MSD Data xxxxxxxx@xxx.xxxx.xx ~ ~ 
These issues teams inform the OIA advisor~~tvma~t~ to liaise 

directly with, regarding the request. The isor ~ul and holds a 

scoping meeting with relevant busine~, nc~u 1 subject matter 

experts, to determine the informati~n ~ withi e f the request and 

any complications that may exist in i the re~ formation. 

At the scoping meeting, the ~'~ ill ~~\>t~e timeframe for the 

business unit to provide inform~h~·s · will depend on the amount 

of information in scope~ reque t he complications involved in 

providing the informat~l .')~ (F\\ 
At this stage it m~ lear ~inistry and Minister will not be able to 

meet the 20 wo · ti e. In these cases an extension may be 

necessary. [D~ 21-: ' LetterT Under section lSA of the Act, the 

agency m~ e ti~~ o make a decision on the request where: 

o T t is for a~ e amount of information, or a search through a 

~r~ oun~n~mation is necessary; or 

f?/> ~ultat~~cessary to make a decision on the request and cannot 

~ason~~~~de within the 20 working day timeframe. 

~ exte~~ould be discussed with the relevant Minister's office, as 

~: M·~ponsible will be required to sign the extension letter to the 

the seeping meeting, contact should be made with the requestor if the 

needs to be refined or if the advisor needs to clarify the request. For 

n1sterial OIA's the OIA advisor should not make contact with the requestor prior 

discussion with the Minister's office. It may be the Office's preference for the 

Private Secretary to contact the requestor. 

Please note, under section 15(1AB) of the Act, if the original request is amended or 

clarified by the agency within seven working days, the timeframe is reset. 
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Please also note, that under section 15(1AA) of the Act, if the requestor amends or 

clarifies the request themselves at any time after their original request, then the 

amended or clarified request is treated as a new request and the timeframe is reset. 

6.2.3 Collation 

The Advisor checks to ensure that all required information has been provided. 

Days 6 to 10: MaES works with the business unit to establish what is going to be 

provided to requestor, and in what manner this will be provided. 

• Where the information requested involves documents, MaES provides busines~ 

unit(s) with a risk assessment template, with the front page ~omplete . 

The completed risk assessment is provided to MaES in the ~i goti~.i\ 

Generally, negotiated timeframes will be dependent upon docu~ 

that need to be reviewed. [Document 5: 'Risk Assessme~ ~ ~ 

• The timeframe for receiving the information in s~cQ ~~eque will ~;nd 
on what was agreed upon in the scoping meeting i the col t ge, this 

timeframe may change due to further co~))~ s bei r~ N"ered with 

providing data or relating to documents that a~pe o~~ est. 

6.2.4 Response ~ ~ ~ 
Once all the required information has b~~~' th ~rprepares the response. 

Days 6 to 10: MaES compiles the res~and th information provided by 

business unit. [Do M 6: '01 ~ draft for Minister'; Document 

7: 'OIA report fo ·Q."/sJ) ials~ 

Day 7: Last day to refi~~ it~~stor for the timeframe to respond to 

reset to 20 worki~. ~ 

Day 10: Last d~o~er t~quest to another agency, including from the 

Minist ~~i;;stry. ""0 
• Duri~h~ age i~ay;,become clear that documents proposed for release 

~
. · rmat~her agencies, or that documents proposed for release 

, · · tly ~o~-~Y the Ministry and other agencies. In these cases, these 

ies @~consulted with by the advisor. Generally, two working days 

req~he consultation .. 

6.2.5 ~~ . 

Th~cludes quality assurance and sign-out. 

Da~ 15: Once the advisor has completed the response and report, this information, 

as well as all other relevant information should be placed into the OIA file 

[the red folder]. The information should be placed in the folder in the 

following order (from front to back of folder): 

a Response (in plastic folder) 
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o · Redacted copies of any documents proposed for release, stamped with 

'Released under the Official Information Act' (in plastic folder). 

o Clean copies (on pink paper) of all documents in scope of the request 

(in plastic folder), including documents to be withheld in full. 

o Report, with first page printed on grey paper and clipped until the sign 

out page, which is secured into the folder. 

o Request (tagged with Letter to Minister sticker) 

o Any extension letters provided 

o Email correspondence with the business units 

o Excel spread sheets with raw data provided 

o Relevant media articles !(/) ~ /( 
. o Relevant previous OIA responses (not the rep~rts W r?A~ 

• The response is then put through the QA process in MaES: ~ 
o Peer review QA ~o be completed within ~oif by an ~t 

member. v~ ~ 
o MaES Manager sign out within 24 h~ 
o MaES General Manager sign out · 0~"h'ou~ . 

• The response is then put into wider Minist · . Eac~~ business unit 

has two working days to sign out the r s o . his~~ 
o Communications- please t in~ses communications 

any media attenti e a o result of the response. 
will not need to revi p~ns , it is very unlikely that 

o All business units in o ~·n t se. 

• During the sign out ~ta , it ay be Q y to amend the response. Any 

amendments should in )~· n with MaES and MaES should 

maintain version c{;5~ do ~. 

Day 15: Once the re~~e~· by all the relevant business units, it is sent 

to the Mi · t ~ 1ce f · · out. A memo is drafted and is stapled to the 

front o t older [Do nt 8: 'Minister's office Ministerial OIA memo1. 

• The · ist ' office~i~n five working days to sign out the response, and 

tW~~ he r~~ the requestor. The file is provided back to MaES for 

~ce th~~S'e has been signed out and sent. 

Ministfr?s ~rting Key Performance Indicator for Ministerial OIA responses 

~on time.Piease note that for reporting, a Ministerial response is 

con n time if it is provided to the Minister's office by day 15 of the 20 

~~ timeframe. Sending the response is then the responsibility of the 

©~ter's office. 
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7. Official Information Act - Chief Executive 

7.1 Purpose 

The process for an Official Information Act (OIA) to the Ministryis outlined below. This 

process is for requests for information which are the responsibility of the Chief Executive. 

Under section 15 of the Official Information Act 1982 (the Act), agencies must provide a 

decision to the requestor no later than 20 working days after the request is received by 

the agency. The decision must convey if the request will be granted in full, in part, or 

refused, and an outline of what information will be · released. If information will be 

withheld, the decision must include any Official Information Act withhol~in grounds~ha 
will apply. FQIIowing the decision, a response should be provided to e~uestor 

soon as is practicably possible. A~ 

7.2 Stages . ~~ V ~ 
Responding to an OIA request is a five-part process~ broke~. into the 

following stages: ~ -v ~ 

All OIA requests received a~e ~\n ED () an electronic and paper file is 

created (Red for OIAs). The ~ceip ~ respond by date are also entered 

into EDRMS, and a workf~ p. ~ 

Day 1: OIA Req~us r~ ~ 
• Via ema· ~~o; trans~---::another agency or business unit within MSD. 

~~eq~ma~lso'\>~ through the website, www.fyi.org.nz and although 

~ s are~~ ly made by members of the public, media, opposition MP's, "'%.;, st o~"W> ups, the private sector, students and researchers . 

• ~tion meeting is held daily at 4pm with OIA advisors. 

Day 1 :~1 ~~ staff member 

~ administrator will create a OIA file in EDRMS and allocate a uniqueOIA 

~ference number. A physical file is also created at this time. 

• The administrator will also send an acknowledgment of the request to requestor. 
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7 .2.2 Commission and scope 

The advisor will contact the appropriate business unit(s) for information to prepare the 

response . 

Days 2 to 5: . 

• During the commissioning and scoping stage, it may be established that the 

request needs to be transferred to another agency. Under section 14 of the Act, 

the agency has ten working days to transfer requests to another agency. 

Following transferral, the timeframe is reset. [Document 2: Transfer letter to 

requestor; Document 3: Transfer letter to other agency]. 
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7.2.3 Decision and collate 

The Advisor checks to ensure that all required information has been provided. 

Days 6 to 15: MaES works with the business unit to establish what information is going 

to be provided to requestor, and in what manner this will be provided. 

• Where the information requested involves documents, MaES provides business 

unit(s) with a risk assessment template, with the front page memo completed. 

The complete risk assessment is provided back to MaES in the timeframe 

negotiated. Generally, the negotiated timeframe is dependent~p n the numb~ 

of documents that need to be reviewed. [Document 4: 'Risk Ass nt1 )""0 
• The ti~eframe for receiving the information in scope of th~ ill d~!\ 

on what was agreed upon in the scoping meeting. Duri~ I ·on s~ 
timeframe may change due .to further complicatio in discover th 

providing data or relating to documents that a~e in () e of e r~ 

Day 7: Last day to refine request with the request time@to respond to 

reset to 20 working days. ~ /Z~~ 

Day 10: Last day to transfer OIA request to~~nc~ 
Days 11 to 15: MaES works with the b-~~ unit(sXffi~\Je the decision on how the 

Ministry will respon~t~e~~~or drafts a decision letter or 

email, and sends a ~ o the bu · nit(s) for electronic GM sign out. 

[Document 5: '!€f)l)~~n of~'. 
• Please note that ~on~~sk, it may not be necessary to get GM 

sign out on the d le~tt s may also be the case where the response 

has been com ~ , d is n · n t already. In these cases, the advisor only 

requires&~~ sign ou~ decision email or letter. 

• If at his~ M~ h~ been unable to establish what the decision on the 

re · , n= en · ay be necessary. [Document 6: 'Extension Letter1. 

. ... . ~ion ~f e Act, the agency may extend the time limit to make a 

· on st where: 

o Th re is for a large amount of information, or a search through a 

ount of information is necessary; or 

ltations are necessary to make a decision on the request and cannot 

nably be made within the 20 working day timeframe. 

7.~ onse 

On~he required information has been received, the Advisor prepares the response. 

Days 15 - : MaES compiles the response and report, with information provided by 

business unit. [Document 7: 'OIA response draft for CE'; Document 8: 

'OIA report for CE1. 
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• Please note that where a response is very low risk1 for example in cases where 

the information has been released previously1 or if the request is being refused in 

full 1 it may be appropriate to 'fast track/ the response. [Document 9: 'Fast track 

memo']. 

• During this stage it may become clear that documents proposed for release 

contains information from other agencies 1 or that documents proposed for release 

were jointly authored by the Ministry and other agencies. In these cases1 these 

agencies should be consulted with by the advisor. Generallytwo working days 

are required for consultation. 

Day 20: Day-20 is the last day to provide the requestor with the ~e <0 ~equ@~ 
to extend the time available to make a decision. Plea~s ~r~~ 
extended 1 this extends the time available to make e · · n. Folio n 

as is practicably possible1 and before the extend~ate. 
extension letter/ the advisor should provide a decision to r~etor soon 

• The Advisor should continue to communicate~~;{que~ if possible, 

should also be aware that providing ~ e 4% will be with the 
advise the requestor when they can ex~ onse.~~' the advisor 

requestor creates an expectation and~Y.-risk~ 

7.2.ss;gnout ~ ~~V~ 
This stage includes quality assura~d sign-a ~v 
Day 20 - : Once the advisor ~~ted nse and report1 this information, as 

red folder]. T atio I e placed in the folder in the following 
well as all oth~r m~or t ould be placed into the OIA file [the 

order (fro on ack~ ): 
o · lasti~ 

o opies of~ cuments proposed for release (in plastic folder). 

o~Cie pies~n ~nk paper) of all documents in scope of the request, 

port \;> 
ing ~ ~·ents proposed to be withheld in full (in plastic folder). 

e~· ~ ed with Letter to CE sticker) 
o De 1;~request 

nsion letters provided 

correspondence with the business units 

t?~ spread sheets with raw data provided 

~ Relevant media articles © o Relevant previous OIA responses (not the reports). 

• The response is then put through the QA process in MaES: 

o Peer review QA to be completed within 8 hours by anOIA team member. 

• MaES Manager signs out draft replies within 24 hours. 

• MaES General Manager sign out draft replies within 24 hours. 
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• The response is then put into wider Ministry sign out. Each involved business unit 

has two working days to sign out the response. This includes: 

o Communications- please note that in some cases communications will not 

need to see the response, where it is very unlikely that any media 

attention will come about as a result of the response. 

o All business units involved in the response. 

• The final stage in sign out is the business unit that is responsible for signing out 

the letter. As above, the final signatory is given two working days. 

• During the sign out stage, it may be necessary to amend the response. Any 

amendments should be done in consultation with MaES, ~n MaES sho~ 

maintain version control of the documents. )'\0 
• Once the response has been signed out by all the releva~· s unit£?t ~ 

sent to the Minister's office for consultation. A memon~ e nd i~ 
the front of the red folder [Document 10 : 'Minister's o~ ultation ~crJ. 

• The Minister's office is given five working day~vide a~ack to the 

advisor on the response. 0~ 'V ~ ~ 

• Following consultation with the Minister's · res~n.Q;eturned to the 

advisor and can be provided to the requ ~ ~~ 

• The MaES administrator manages ~ spon~ ~uestors, will strip the 

file and save a copy of the respA~~~~OVO'EDRMS. 

• The Ministry's reporting ~~n~Wfor CE OIA responses is 100 

per cent on time. ~ ~ 'V 

~~~© 
<?:b~ ~ 

t?M ~ 
~~~\f~ 

~~ 
©~ 
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11. Naming conventions 

Ministerial and Executive Services follows similar naming conventions across all teams to 

ensure consistency and to make it easy for anyone to navigate any one of the MaES' files 

to find the correct documents for audit purposes. 

The naming conventions for files and workflows are as follows: 

Out of Scope 

11.4 Official Informati~ ni~_}; D 
Conventio.n: Surnam ~m~( ~tion) - MIN[Minister's name]: Summary of 
request or 1ssue \> 

. Example: Doe 1 dia) - MI nett]: Any reports or official advice received by 

the Hon Pau~ , M:~ Social Housing on the Accommodation Supplement 

ll~~nf~~t- Chief Executive 

Con~t't6n: ~~First name (Organisation) -Summary of request or issue- CE 

Example:P?Y'i>~- The number of people in the South Island that have received an 

Advanc ~nt of Benefit to purchase a laptop or tablet- CE 
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Out of Scope 1 

11.8 For documents contained within files 

Convention: YYYYMMDD What the document is SURNAME 

YYYYMMDD What the document is 

Example: 20161212 Request SMITH 

20161201 info requested from Service Delivery 

11.9 Quick Reference Guide 

All advisors and administrators have access to the followin 

yyyymmdd request SURNAME 

yyyymmdd acknowledgement letter SUR 

yyyymmdd OIA report SURNAME 

yyyymmdd response SURNAME 

Other documents: 
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.. j" . Responding to Official Information Act 
requests 
The Official Information Act 1982 allows 20 working days to respond to a request for 
information. This is not a guideline, it is a legislative requirement. To ensure that the Ministry 
is able to meet this timeframe, the Official and Parliamentary Information team (OPI) works 
to specific deadlines. If you are contributing to an OIA response and are having trouble 
meeting your deadline, talk to us - we will be able to help you. 

The below time-frames are in working days . 

Stage 

Day 1 - Request 
with OPl 

. • . ~ ~ 

• 
• provide a dge 1 r o the 

reque@~~ · 

~r to see ues nistry has previously 
~~ed ~ · and to see what other 

Units ~ info~ u hold, we will then work with you to make a 
~ d~rout whether it should be released. 

<0 ~~ing this time if you feel that it will take longer than five <0 ~ working-days to put the information together, talk to your © \S advisor as we will. be able to help. 

Day 6 to 12 -
Request with OPI 

If you feel that other Ministries need to be involved, we can 
help with this too. 

3. We take this time to write a response to the requestor. The 
Ministry is dedicated to ensuring that people asking for 
information get "the full picture". This may mean that we 
come back to you for further information to help with our 
draft reply. 

With every response letter we write, we also provide a full 
report outlining the information we are proposing to provide 
and an explanation about any infmmation we wish to 
withhold. 



Stage 

Day 15-20-
Request with the 
Minister's office 

Day 20 - Request 
with the Chief 
Executive's office 
and returned to 
MaES 

Steps 

During this time, the advisor responsible will also arrange 
for a thorough Quality Assurance check from one of their 
peers. 

5. When the Minister is responsible for responding to the 
request, the draft response must be provided to the Minister's 
office for approval and release on Day 16. 

The response is provided to the Minister's office as part of 
the 'no surprises' approach. 

6. The request is provided to the Chief Executive for 
approval and sign off. 

MaES sends final response to requester. 

Tools . 
& 
Forms 
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Introduction 

As public servants we have a privileged role. Each of~s 
the opportunity to make a positive difference in the · 

of New Zealanders through the work we do. ~ ~ 

So we can do our work, the taxpayers of New Zealand£"") with th~@ip 
of their money, they trust us to protect their pers~~~ a· ~ 
they trust us to be responsible for the care and ~f their · n. 

This is a big responsibility. It is import~nt h~~ we cond~ s reflects the 

trust New Zealand citizens place in us. ~ ~~ \) ~ 
That's why we have a Code of Conduc . · ode Rr · ith guidelines on how 

to go about your work and~ hest serve the ~r of the day. It is important 

you are familiar with th~C ~ read it re tfi{r.k . act, it is a requirement if you 

work here. () 

The Ministry of So~ ent hr.fy:) ns ility to you to be a good employer. 

You have the righ~ate~fa· ~spects of your job. 

In return, the e~e s e thi~ nt ry expects from you. The Code of Conduct 
includ r ectations a viour and conduct we cannot and will not tolerate, 

and t s ences of not m t g these expectations. The Code clearly outlines the 

c of sta~d, e deliberate release of sensitive information to third parties 

pie th ~i as a professional relationship with . 
thoris&f· n, ual contact with, or abuse in any way of, children or 

Co~~ is a guide for you. It won't cover every situation or requirement 

~ ~" yo"' mle. If yoo a<e em ""'"" a boot what to do, "' foe help. 

Code of Conduct 
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About the 
Code of Conduct 

The Code of Conduct tells you about the way we wo~k A~ 
It outlines how we should deal with the people we ~ V 

alongside and the people we work for, to help ~re e a~ 

• work with honesty, integrity and respect ~0$~ ~~ 
provide the best possible service and advice to the v r t, pub~~t , . 

and gain the1r trust and confidence 1n what w~ « ~ 
• do the best we can do and be the best w~~ry da~~~ 

to work from and g1ves others a basi o 1 to JUd e e are working 
This Code doesn't cover every possib~e r 1 ri11tua n. ~ sa benchmark 

We have polic1es and procedur at gi u m~· e way we work. 

You should understand and c on pol icies a d~ s that apply 1n the 

Minist ry. You can find~ to1 ~ ranet~ li nge we' lllet you know-

meanwhile, read the G erstand itet nt . 

Please note, if yo~ these s conduct your behaviour may 

result in disci ·na~which · de termination of employment. 

It is i~man ~ y und~ ode. If you have questions about parts 

of th ao ow they app u in your role, or you are uncertain as to 

what s e in~ me ns, ask your manager to explain. 

(/b~r@~ 
(jg~ 
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Zero tolerance 
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Fair 

Conflicts of interest ./(""- ~ 

At the Ministry we need to make sure'we are always fair in the way w~~th pe~pl \)""' 
no matter who they are, what their backgrounds are or what th~<Je ds are. 

We must avoid any appearance or suggestion of prefere~ni ea tor favo~ . 

towards any individual or organisation which we or you v i est in. ~ 

Because we live and work in our communities, it is ~s ard t~o1~\;cts of 

interest. whether real or perceived . That mak~ei ~imp~oa t ~~cts 
of interest are identified and managed when e, and av · e they cannot. 

The Ministry has a policy and a proced~o e u an~o r identify 

and manage conflicts of interest that aris i course . You can find 

the policy and procedure for m~1 con 1cts of~ e intranet. 

You must inform your m~n r 1 ve a ~~ ~~)h someone you deal 

with in your role or som with ~~ try that could cause or be 

seen to cause a 1 . 
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Impartial 

Political neutrality /("' ~ 
While we work with the government of the day, we must also be able f6'_~ ~ \) ~ 
work with future governments. This means we need to maintai~c nfidence 

of our current Minister and make sure the same relationsh~· p 'shed 

with future Ministers. We do this by keeping politics out o o nd our ~((5\ · 
work out of politics. ~ ~ 

As public servants, we have the same rights a~ot ~landers-4~ 
publicly express our own political or personal v· ~at t ~~ 
we need to maintain our political neutralitY. o us mo to 1\lt t , 

this isn't difficult For some of us, such se · agers w r osely 

with Ministers, we have to keep a balan d it is not a r. publicly 

express views about governme~t · . ~ 

The State Services Comm~·ssi ·~ ce a~o Yal utrality is ava ilable 

at www.ssc.govt.nz or yo I our m rAAI y have any quest1ons 

oboot whot th~> me~ . & '0 

Comment1~over ~1cy 
You sh~?p~l; commen ernment policies. The Ministry may 

view staf rs wh~ake stron public statements or repeated criticisms 

of~rn~ policies in nable to impartially implement, administer 

dh~gover~ es. 

~o~le ~ ~h-;;-rised by the Chief Executive or who have permission 

part of 1 ~~ make public statements. This applies to responses to 

any~ · . 

(k~ 
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Private communications with Ministers A'\~ 
or Members of Parliament v~~ V 

You have the same right to approach political representativesmther ~ 
person, but you must remain politically neutral. Remem~er h to 

a political representative about something that is not to · Ministr~ · 

work should be made with some sensitivity to yo~ c serv~ ~ 

Aoy mette" coocemiog tho Mioi"cy mu" go t ~"''''' ~~''' 

Standing as a Member of t ~~ 
Public servants can seek election to Parli e butt e I s about this 

set out in the Electoral Ad 1~. u are think· ~ ting your name 

forward for nominatio~as ~ ncy c~n · o fo ·nclusion on a party list, 

or if you have already t I ur ge e a a r, regional commissioner or 

the General Mana~ ourc~. h i scuss this with the Chief Executive. 

You can find mor · tion ~ e Services Commission website 

WWW5Kg~ d i~ '" St'"d"d' of lotogcity '"d CoodO<t 

~~~~ 
~~~~ 
~~~ 

© 
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Responsible 
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Information and confidentiality /.Z ~ 
We need to keep all Ministry information secure, including personal'lnf~on ~ 
about our clients, their families or their organisations. ~ 

How we treat this information - collect it, store it, shar~e· d it- affec©t. . 

how the public trusts us and whether they are wil ling t · share t ~ 

information with us so we can do our jobs prope~l ~~ ~ 

The Ministry has a number of policies and~ro $J ace to~t'NJ~ation 
and to help us manage information appro 1a \/ 

This includes complying with the: A~ ~ 
• Official Information Act 1982 ~ 
• PrivacyAct1993 ~ ~ 
• Public Records Act~ 2~~~~ '/ 
You can find mor~~·o out t · Q T policies on our int ranet, 

particularly the M~ ser S · o 1 . 



Accessing information 

to authorised people for authorised use. ~ 

Make su re you always observe people's right to privacy wh~Y d 1ng w~. . 

their personal information. Q . 
• You must only access client information or recor~r ·t te w~~ . 

You must not access your own record or t~hr ~ iend, re~~ 
colleague or acquaintance for any reason, v · t erson a ~ o. 

Accessing information also includes ~ro s · tions~n ~ust 
not undertake any processing action in If ur own ~~~;rd of 

any current or former client~in ding y wn~e r a current or 
former client of the Ministr · a legitima ~n ason- even if 

you're just interested~ oi . ~ 

Th is applies to any= e oi~~QI you are not sure whether it 

is appropriate for y ~ · form~ check with your manager first. 

~~~"u'~~~~ Mlcl<t'Y lcfmm,tloc, fmm'l "'"'""'' "~~c, w:_ V dode dl'm'"'' 
~~ ha a ~ance policy for the misuse of personal information. 

ff mem ~~.t~ have sold or given client information to someone without 

p a · y · I e dismissed and the matter will be referred to police. 
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associated with any type of fraud . ~ 

The Ministry has a zero tolerance policy for fraud. In every c w r a aff m 

is found to have defrauded the Ministry, they will be dism'd~~ matter~ ' 

be referred to police. In addition to any penalty the~r ~o~e, ~ 
fraudulently obtained will have to be repaid in full. ;::::) 

If you know, or think you know, that someon~ n fraud~ Ministry, 

tell your manager, the Internal Fraud Unit ~r~ices ""-\) ~ 

If you are a social worker and you believ some with professionally 

(including any of their relatives~r iates · getti rom the Ministry they 

are not entitled to, you must t ~ on they ne know about any change 

of circumstances that cou~c'N\J, ayme ~ · k by doing this you might be 

placing a child, young pe o , · m~ ;;~k you've been doing with the family 

ot d<k. tolk to yoc' ~ ~ 

Prior~r e~onv~ 
If you h e ~~; ~e didn'~w about before we hired you, or you weren't 

tr~ a~ e ma~ d~linary action which could result in dismissal. 

4Wat appl~~overed by section 7 of the Criminal Records 

~late) A~~~ 

. u must~~nager if you have any convictions or criminal charges 'F"' yoc wack fo' the Moi<t<y. 

~ 
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Gifts and rewards /'(__ ~ 
Any form of gift or reward for doing your role could be seen as a bribe~a wa~ 

of making you obligated to another person or organisation. ~ 

(such as a hui) may require an exchange of gifts Wear 1 to meet n th · 
As a general rule you should not ask for or accept a g1ft~r So e oc~ 

needs of different cultures and 1f a g1ft 1s offered 1n~s · s, ~t sh a ted 

on behalf of the Ministry. If you are 1n this s1tuati .~ 1 w1th u ma r. 

Foe mace deto,, "'"to the M;o;""':"~ /'-.. ~ ~ 
Other work or services "'0 \:?:§) v 

If you take on other work or ~ htle you ~f'V11n1stry, you'll need 

to consider how it cou~lc0v'dd ork ~:~;~;~ doesn't conflict with 

hours or affect th~' utati . 
your duties, negatively f r e~for n e, i tr de on your normal working 

If you are pi~ on ~ services, you must talk to your manager. 

Yoo w;ll oee) \f~ eeme~efme "'rt;og. 

~f~re ~ c~nts 
a/>~ staff ~Mell as a client of the Ministry, you must make sure anything 

~o as a ~~nest and lawfu l. 

~It is yo~~ity to give us full details about your circumstances or any changes 

'\S, ~ ~'"'" to '"'"" yoo ""';" o cooect eomlemeot 

©~ 
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Breaches of the 
Code of Conduct 

We need to identify breaches or potential breaches of~h A~ ~ 
Code as soon as possible. We yvill always make sure th · ~~~ '\> 
process is impartial, fair, prompt and consistent. We "II co er~a 

case on its merits, including reviewing the reason fGI breach 

taking into account the individual circumstan rey· . 
each case before deciding on the action~- ~ ~ 

Yoc ''" flod moce '"''''of the di"IPII'"Y p~ ~t<ooet~ ~ 

Reporting breaches of the Cod~~d~~ ~ 
If you find out about a breach~ oi~ o~f· ~"Services Standards 

of Integrity and Conduct or thi o Conduct, o~ u : 

• th ink carefu lly about ~ ea l wr~ n responsibly 

drscuss the rssue o a o you ~qurckly as possrble- they may 

have add rtrona l r~n o~m· ~now, so trust them to know the best 

way to deal ~ ~~ 

Also use~ro }> to report ~~ h of any other Minrstry polrcy, procedure, 

standar r e, unless ano~ ocess rs provrded. 

If on' rnk you ~l lvfu your manager, or if the situation remains 

s v , then y~~nother Ministry manager or the General Manager 

Resour~\)....-

you ne a c?e~onfidentia l counsel li ng, the Ministry's Employee Assistance 

) s voluntary, private, confidentia l and avai lable to al l Ministry staff. 

ore details on EAP on our intranet. 
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Reporting serious wrongdoing ~~ 
In some cases, a breach of the Code of Conduct may also be serious r oing 

under the Protected Disclosures Act 2000. If this is the case, yo c use th Mini~' 
Protected Disclosures procedures to report the incident or ac oO ceive the 

pmt&bo"' of tho Act. Thoco ;, iofmm<tioo 'boot pcot'W '" oo ~ t, 

If you think the Ministry has n~t ~bliga4~ 
under the Code ~ ~ 
If you think the Ministry has not met JR ~!"o s, fol~ow h sa\/ process as 

the one to report breaches of the Co~duct (as e ). 

Once you have told us abou~cerns, we ~ 

• treat your concerns~· ~nvest~· ~~~ptly and appropriately, 
and take act1on as \_) 

• where appropr.· ne aff~~ egation know about it and ask 

fortheirex Ia · ~ 
• consider t ~ a neutr t a y to resolve the issue, if appropriate 

• le~t an investi~ ction has started and stay in regular contact, 
if r." J~v 

~ y~ ow abo~ome, where appropriate. 

i?h~try~~ry effort to maintain the confidentiality of an individual 

~Wog~~do'""· Thi' ;, "'' oot io o"' Pmtoctod Di"lo'"'" policy. 

~~ 
©~ 
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