STATE SERVICES COMMISSION

ar| Kawanatanga

6 July 2017

Dear

Official information request for information relating to Official Information Act 1982
policies and processes

Our ref: 2017/0071
| refer to your official information request received on 23 June 2017 for:

B Copies of the current policy, procedure, manual or other process document that
records the State Services Commission's (SSC) process or processes for handling
and deciding requests under the Official Information Act 1982 (OIA)

- Any diagram or flowchart of SSC's process or processes (if any have been created)

= Copies of any template response letters that form part of SSC's process or
processes (if any have been created),

You may be interested to know that prior to July 2016, SSC followed a decentralised
model for Ministerial Services, which relied on a Ministerial Co-ordinator logging official
correspondence for response by other SSC staff, and a Senior Advisor, Ministerial
Servicing, reviewing selected responses and providing advice as required.

In July 2016, SSC established a fully centralised Ministerial Services unit located within
Corporate Services. By February 2017, Ministerial Services had its full capacity of staff,
which is a Managing Principal, a Senior Advisor, an Advisor, and a Ministerial
Co-ordinator.

Under this model, incoming SSC and Ministerial OlAs are logged by Ministerial Services
(using an electronic workflow tool called Moto). In most cases, Ministerial Services
prepares the draft response in consultation with relevant teams in SSC, manages any
necessary consultation, and prepares documents for release. SSC's OIA responses are,
howaver, signed out by the relevant subject matter manager. In the case of Ministerial
OlAs, the relevant manager approves the draft response before it is sent to the Minister's
office.

As part of their induction, staff are made aware of SSC’'s OIA processes and
responsibilities, SSC's own QIA guidance, as well as the material available from the Office
of the Ombudsman's website and the Public Service Intranet. Staff who are seeking to
learn more about the OIA, or to undertake a refresher course, for example, are invited to
come to Ministerial Services to find the appropriate course. SSC also encourages staff to
attend the OIA Introductory Workshop held by the Treasury for central agencies several

times per year.
The change to a fully centralised Ministerial Services Unit has meant that, for OlAs:
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We are developing a centre of expertise in SSC, with staff who have an in-depth
understanding of the OIA and SSC's obligations in relation to that Act, and who can
effectively manage the response process, including ensuring that there is adequate
consultation

There is a single place for OlAs to be logged and tracked, and to obtain statistics,
particularly for external (e.g. select committee purposes). OIA templates can easily
be added and maintained, and are based on the Office of the Ombudsman's guides
where possible

SSC's standards are being raised relating to process, the quality of responses,
timeliness, and the way that SSC contacts and consults requestors — and this can
be monitored

There is a consistency of approach being applied in responding to OlAs, particularly
in tone and style

SSC staff know where to go for advice and who can answer their questions about
the OIA and related processes.

Ministerial Services also co-ordinates the public release of OlAs, and other proactive
releases of information as required. SSC's public releases of OlAs are located on a
separate page on its website, which also provides information to requestors on making a

request (hitp:/mww.ssc.govt.nz/official-information-act-requests).

other

This page links to two
pages on SSC's website that provide tips on how to request official information, and

guidance on how agencies will respond: http://www.ssc.govt.nz/tips-requesting-official-
information, http://www.ssc.govt.nz/how-agencies-will-respond-information-requests).

Information being released
Please find enclosed the most recent versions of the following documents:

ltnm Document Description Decision
1 | 8SC Guidelines: Official Information Act 1982 Release in ful

2 Publishing Responses to Official Information Act 1982 Requests on | Release in full

the State Services Commission's Website

8 Hé_SC Moto Process Overview: SSC OlAs Release in full

4 S5C Moto Process Qverview; MIN OlAs Release in full

5 S5C Moto Template SSC OIA Acknowledgement Release in full

6 | SSC Moto Template SSC OIA Transfer to Department Release in full |
7 SSC Meto Template SSC OIA Transfer to Minister Release in full

8 SS5C Mato Template SSC OIA Substantial Collation and Research Release in full

g SSC Mcto Template SSC OlA Extension Release in full

10 S5C Meto Template SSC OIA Progress Update Release in full

11 | SSC Moto Template SSC OIA Consultation Text 'Release in full
12| SSC Moto Template SSC OIA Consuit Report Release in ful
H | s8¢ Moto Template SSC OIA Text for Moto When Minister's Office | Release in full

| Inforrned of SSG s Dem'fl?n 10n _Feequest

2271828 _1.docx






STATE SLRVICES COMMISSON

Te Komibamg 0 Hia Tard Kowanalang s

SSC Guidelines
Official Information Act 1982

Office of the Ombudsmen. a1 -

Purpose

2% = W U
Purpose of These guidelines assist the State Services. Commission (SSC) in
these responding to requests for information Under the Official Informa @i@ Act
guidelines 1982 (the OIA), and to any subsequent inquiries that may be made by the

.

y
\

Scope of these It is not feasible for guidelines of this kind to cover every pc)sslble case, as
guidelines the circumstances of each case ilLbe different. This document provides
guidelines only — a set of operating principles, nota sét of rules.

L -

Requests for The requirements "df'j the OIA. ap\b!‘ftn\\sal! SSC employees. These

information, guidelines set down the processes to'\bé followed when a request for
formal and information is received, and shopld be referred to in every instance.
Informal Howa\(eﬁlhfon‘fnél a request fordnformation may appear, and regardless of

who receives it At mus(t'Pa tgétjiteﬂ as an OIA request to SSC.

(s
Context )/
~ A\ W '
TS "\\\"_ OO
Core SSC < " One of the purposes of the OIA is to promote the accountability of
business anistfars -of the Crown and officials. With greater accountability comes
2 ek ( greatertrust in government.

W e o
. \The State Services Commissioner (the Commissioner) sets standards of
ll@ie'grliy and conduct which "contribute to a high performing, trusted and
r\ \ ~accessible State sector,” Therefore, complying with the requirements of
AN ),,) the OIA is core business for the SSC, reinforcing SSC employees’ othar
~ obligations as public servants.

' 'Safctidﬁ 4 of the Section 4 states that the purposes of the OIA are;

( \ \ "P'A (a) toincrease progressively the availability of official infarmation to the
"Nt/ people of New Zealand in order —

()  to enable their mare effective participation in the making and
administration of laws and policies; and

(i)  to promote the accountability of Ministers of the Crown and
officials, -




< Information
S . \lts ordinary meaning, so that in addition to written material it includes:
AN video or audio tapes, information stored in computers;

and thershy to enhance respect far the law and to promote the good
government of New Zealand:

(b) to provide for proper access by each person to official information
relating to that person: (this now only applies to incorporated
bodies).

(c) to protect official information to the extent consistent with the public .

interest and the preservation of personal privacy. < <~
e {

T
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Who can make  OIA requests may be made by: NS e

an OIA request?

Definitions

Official
information

OIA request |

New Zealand citizens or parmanent residanta. g & )
. people who are in New Zealand, - P,
. a body corporate Incnrpnrated In New Zealanc{ (;, 0N

. a body corporate mcorporatqd dvel'naas with a plaéd of business in
New Zealand. ~ LN

— <))

Section 2 defmas "ofﬂclal l‘r'nl‘o\'matinn as any information held by a
dapartrﬂent on rganisation, or by-& Minister of the Crown in his or her
official ¢abamty (It dcfa nol include information provided to a Minister as
a éo atlt(.mnt’s Memper: of H‘arllaMant)

._Ir - )} ,
% Any requast fclr lﬁfarn‘latlon held by a department or organisation, or by a
Minister: of the Crown in his or her official capacity, is an OIA request.

LD ¢
\ 'I'he requemer, does not need to say that the request is under the OIA.

\ "'Informatlon is not defined in the OIA. Courts have held that the word has

. information unrecorded but "held” in the memory of an officer of the
department;

. information in existence prior to the passage of the OIA; and

. information generated within the department or obtained from
outside sources.
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“Held” —when  The information must be “held” by the department or a Minister. If raw
is information data needs to be put together to provide the information requested, it is
held not “held” and is therefore not subject to the OIA.

Example: if data that is "held” needs to be researched to generate fresh

information in a different form from that in the database, the department is

not required to comply with a request.

‘ (C §
Personal "Personal information” is information about an. ldehtiﬂabla peraun A
information request for persanal information about another parsnn 1s an OlA r qyest

Requests by individuals for information about thamsalvss rnust be ‘dealt
with under the Privacy Act 1993. ) ‘

Working days "Working days” are defined in the CHA as any day (q$ the \)Jeak other than

Saturday, Sunday, Good Friday, Easter Monday, ANZAC Day, Labour
Day, the Sovereign's Btrthday) Waitarigi. Day,or any day from

25 December to 15 January inclusive. \ ‘
L ‘ : ; \\ . —
oy \\ ‘\ \\\
Principles behind the DIA oo I e L
Availability The rrlam PYE)TI)IEB of the. GIA is the principle of availability, set out in

seetion 5, This principle re 1Eulres information to be made avallable unless
/ thera is gciod rqaaon for withiholding it.

; "Goma reasons” fbr withholding information are those set out in sections 6,

;\ 7,9 and 1B
\‘\ N
Erring on thp All dacls]pné bn whether to release information must be made bearing the
side of prlnmple .of availabllity in mind.

,“g-‘f.alllﬁf\llmy o \ . The Court of Appeal has held that if a decision-maker is uncertain whether

)

\
)

\tq release information, he or she should come down on the side of
“availability.

If a document contains a piece of information (e.g., a word, sentence, or
paragraph) that should be withheld, that fact is not a ground for
withholding the whole document. Only the particular piece of Informallon
should be withheld — and only if one of the statutory "good reasons” for
withholding applies to it.

Lkl ]

Duty to assist Section 13 imposes a duty to give reasonable assistance to anyone
making a request for information.

This duty requires SSC employees to give the requester reasonable
assistance to help him or her refine a request, so that the information may
be readily identified.
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A request should not be interpreted so narrowly as to deny the requester
the information he or she is looking for, when the requester's intention is
reasonably discernible,

Process for OIA requests

Receipt of OIA  An OIA request may be made directly to SSC, orto the Minister of Sklate
request Services, who will forward the request to SSC far preparation of a-draft
response. | -‘ o \S

A request to SSC can be made in a number of ways. Areguastmay be a
letter to the Commissioner, an emalil to-a 8SC employee, or a seemingly
informal request by way of a phone ¢all transferred r{bg reﬁg ion. However
informal a request may be, it must be treated as-an OIA request. There is
na requirement for a requester to-state that the request is being made
under the OIA. AN 3 ] AN N

3
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Recording and  Most requests for information are r‘qcaive}q‘lnilially by Ministerial Services
respondingto  or through the. 8SC) Enquiries emall “account. If an SSC employee
an OlA request  receives a formal request, they must'send the hard copy or email to
Ministerial -Seryices so that the-request can be logged in Moto and
allocatéd for résponse, -Mato can be viewed on Doris.

Inmost cases, Miu_iq’teﬁrialf\?r“bices will prepare the draft response to the

request in-consultation with/relevant teams in SSC. Ministerial Services

[ (will_also co-ordinaté any necessary external consultation, including with

. the Minister’s office. The relevant subject matter Manager will sigh ot the
\ \» _response; which will be sent to the requestor by Ministerial Services.

Format of .~ ~ The OIA request will be logged in Moto. This means that a workflow will
response . be._generated, giving you options to transfer (in full or in part), extend,
AP { . prepare a response, and create a report to go to the Minister's office when
\ ‘consulting on a response. Onoe you select each workflow, a template
,‘ \ Word document will automatically be created — you da not have to choose
& “a template yourself. Amend the template as required. Ministerial Services
A J’) can provide help on formatting and on using Moto.

:Wﬁﬁhakes the SSC must make decisions about requests made to it,

_“.decision to

SSC employees must not invite a Minister to approve a release of

. releaselwithhold . o 00 by SSC. However, SSC may consult a Minister on some (not

'}j Iriformation? all) proposed responses. Please consult Ministerial Services If you nead

further guidance. You should also refer to the Ombudsman's guidance for
dealing with OIA requests Involving Ministers.

If an SSC employee considers that the request is more properly one far
the Minister, then the request should be ftransferred formally to the
Minister (under section 14).
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Decisions on Responses to OIA requests made directly to the Minister are drafted by
requests tothe SSC. The Minister must make the decision whether to release the
Minister information or not.

Time limits P

Respondingto  SSC must respond to a request as soon as practicabls, and in no case -

a request later than 20 working days after the day on which the reqh\e@t was
received (Section 15). R )

[ d -) \' X 3 \ 2 I ""‘
Transferringa  Under section 14 of the OIA, a transfér. must be gg da-w"tﬁlh 10 working
request days after the day on which the request was received. )_.

(See Release of Official Information: Guideliries fc

",

: ‘-urdi

Requests to the A draft response to an OIA réquest to.the Minister must be processed by
Minister SSC and referred back o' the Mini ter's.bifice within 16 working days of
receipt, ol e\ Y

” %
,'\]‘
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Consulting the  Where -a- request ig likely to>lead to public comment, or where the
Minister infarmation 'doulq,m#éanab!)\r be expected to be of concern to the Minister
{"bacauﬁ,"for example, they supplied the information, it is about their
functions or activities, or release could affect their functions or activities or
\ - legitimate interests, S8SC must consult the Minister, preferably before the
A \\ 300 to 15" working day. The Ombudsman's guidance sets out when to
~ \ { consider cansulting a Minister, how to undertake ministerial consultation
~~ " and how to.deal with ministerial input. Please consult Ministerial Services

if you need further guidance.

\ Undet section 15A, the time for responding to an OIA request or to
time f‘( : .--j"-_;"‘transfara request may be extended for a reasonable period of time if:

‘)_, ’ the request is for a large quantity of information or a large quantity of

information must be searched and the original time limit would
unreasonably interfere with other work, or

. consultation is necessary to make a decision on the request, and a
decision cannot reasonably be made within the original time limit.

Nothing in the OIA prevents multiple extensions being made, providing
any extensions are made within the original 20 working day time period
after receiving the request.
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Note: any decision to transfer a request to another agency for response
must be made promptly and no later than 10 working days after the
agency received the request (unless a valid extension of that time limit is
made within 20 working days of the original request).

Written notice  The requester must be advised of an extension of time within 20 working”
of extension days after the request was received. The advice must:. < -~ (.,

‘ state the reasons for the extension; and M \\\,.
«  advise the requester of the right to compléin to an Ombudsman

. specify the length of the extension;

about the extension. £y L - ;
For all OlAs where the time is exiended, Ministerial Services expects that
the requestor will be kept updated as the response mpves through the
process (e.g. upon the commensement and completion. f consultation).
Contact Ministerial Services.if ycxu)nma‘d fu;ﬁth’gf\gﬂl;{apce.

i |

- . \ 4 ] .\\\\\‘_;:‘ g
Transferring requests — section 14 .~ \\ "
Transferring chgldﬁ ‘1‘4«-rgﬁg|res thata i:eﬁt&ast must be transferred, in whole or in part,
requests if the irformation _._is/t’ielcmﬁff another department or Minister, or if the
. Inf_anrha(tiun‘-*reqqaﬁ,t‘ahis. iore closely related to the functions of another

( (department or Minister.

¢ Eafc):'l)e Initiating a transfer, it is goad practice to contact the department or
. \\»_Minister to.confirm that they are better placed to respond.

A

Cabinet Mingtes Rﬁqqagtg. fer Cabinet Minutes should be transferred to the department or
A N N €3 Minister most directly responsible for the relevant topic.
\\:‘.' o

\\ =

\

--Cﬁblne(ﬁahaﬁ-:"’ﬁ\ Cabinet paper belongs to the relevant Minister. Any request for a
_<\// Cabinet paper must be transferred to the relevant Minister.
ﬂrdﬁ_h Law Requests for Crown Law opinions must be transferred to the Solicitor-
) _-_opinions General, as these opinions belong to the Crown.
( ( 'j) The Solicitor-General, with the Attorney-General, should make the

decision whether to release. In transferring, It is helpful to provide
information to the Solicitor-General to assist in making the decision.




Providing information that is in a document - section 16

Providing
information that
isina
document

Duty to provide
information in

form requested
and exceptions

Where
providing
information _
other than in\
the form -

requested ..3\‘

¢

—

Section 16(1) provides that information may be provided in a number of

giving a reasonable opportunity to inspect the document;
providing a copy of the document;

enabling a person to see or hear information that is in-a visual(or -

auditory form; SV AND ¢
providing a written transcript of recorded formation; \\W~2
giving an excerpt or summary of the information; or < \}

glving oral information about l_hg”f:jgé;dment.

« ,}-:)-. N

Under section 16(2), SSC is*raq,ulife,c'l'-.t't‘:f"malgaliﬁfq'rfqaﬁnn’avai!able in the

way requested unless to dé so would:

impair aﬂiciant,admlnlatmﬁdn; A% ~
be contrary to alegal duty relg"'cgd_.t\!g\thé document; or
: N ; )

" :

prejudice. interests protected-by gections 6, 7 or 9 (and In the case

of seclion 9 there is no countervailing public interest in the
information requiring its release).
L '\i | P "

L

7

ﬁectipnf,_'l-qm raqtllir'e.%\tha r'}a&ueater ta he given:
L5 ) ')fhé rea_sdn."fdr hot providing the information in the way requested;
and — SO0\

the- r'gu‘nds' in support of the reasan unless giving the grounds
would~;i‘:ré]udica ihe interests protected by sections 6, 7 or 9.

Note: even if section 16 may be relied upon, the requester should be

approached to see if there is some other way to meet the request.
A5y X

| / !'Wlfhh?ldlﬁ%“ information

‘Legal team

1))

L%, '/ Advice to the
requaster when
information
withheld

Any proposal to withhold information requested under the OIA must be
discussed with SSC Legal before the decision is implemented.

If material relevant to a request is withheld, the requester must be advised
of the section of the OIA relied upon, the reasons for withholding, and the
right to complain to the Office of the Ombudsmen under section 28,
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Section 6:
conclusive
reasons for
withholding
information

Section 7:
special reasons
far withholding
information

Section 9:
other reasons
for withholding
information

Saction 6 sets out "conclusive reasons” for withholding information, if (as
paraphrased below) making the information available would be likely to:

«  prejudice the security or defence of New Zealand or the international
relations of the Government of New Zealand

. prejudice the entrusting of information to the Govemment of New
Zealand on the basis of confidence by other guyﬁrﬁmenif',ur-'

international organisations ., ‘
. prejudice the maintenance of law and the fight o a fair trial {
«  endanger the safety of any person, or / )

. ¢ .1
. seriously damage the economy of) New Zealand by disaosing
prematurely decisions to changé or continue certain government
economic of financial policies.” -~ "~ ( ( .}"\
AT A, j ‘ |

Section 7 contains "‘speoi'élfrqa‘é’qhs"" for Witl'ibu,ld‘ihg' certain information
relating to the Cook Islands, Tokelau, Nit_ee}, or the Ross Dependency.
e b \ :
r iy = \ Vs

: VRN
y ) . AN

Section 9.sets out “other reas,qlﬁs’? for withholding official information.

If q.c[eéjs}lun-\lé made Under-gection 9 to withhold information, a two-stage
publio nterest test must also be applied:

{‘r . f[rét chﬁdk"ﬁvhelhat’ there is a reason to withhold the information (a

LY

-
5> \V
P R T
A\

: {,) whole document/page/paragraph); then

. consider Whether there is, nevertheless, a public interest in that
information that outweighs the reasons for withholding.

If. SSC decides that the public interest outweighs the reasons for

~ withholding, the information must be released.

AN D))

_ \\"\Sabtldﬁ 9 is most commonly used for withholding information in SSC.
. Section @ applies if it is necessary to withhold information (amongst other

- things) to:
. protect the privacy of natural persons
¢ protect information where making it available would be likely to

unreasonably prejudice a person's commercial position
. protect infermation that is subject to an obligation of confidence
. avoid prejudice to health and safety

s maintain the constitutional conventions that protect ... the
confidentiality of advice tendered by Ministers of the Crown and
officials

. maintain the effective conduct of public affairs through the free and
frank expression of opinions




)~

~ Duty to consult

. maintain legal professional privilage, or

. enable a Minister or department to carry on negotiations without
prejudice or disadvantage.

Because of the significance of these withholding grounds, they are
discussed more fully in Annex 1 at the end of these OIA guidelines,

Note that SSC releases its officials names and work émail addresses”

unless there is good reason not to. Cellphone nuimbers afe gan%rally' A
\.

withheld as they are often used for both personal and ,wdrk"‘purposgs.

The grounds for refusing a request under section 18 include: A

+  the information requested is or will-soon be publicly available.
(Note: this reason should only be’ used w?a‘n tha"g'ef' are practical
difficulties in providing the information at theltime of jconsidering the
request. “Soon” means, for example, that a speech is about to be
delivered or a report is being printed-and it would be impractical to
provide a copy. Good-practice is 1o advise of a release date or

explain the difficultyin giving the i‘(\ffr{nati'pn' now.)

the document does not exist or ¢aﬁn63 be found

the information ig not held by-&‘{:;-and §8C does not know that it

is held by another department-or Minister, or it is more closely

connected with thefuﬁ_;{i ns of another department ar a Minister (if
~the SSC) knows- that_dnother department or Minister holds the
~information, the red é'ft should be transferred)

the Informatian. eannot be made available without substantial

-

L )‘udfiatiqn or résearch; or

" the. req'ué'gt{.}a:"ﬂ[volous or vexatious, or the information requested is
trivial,

Section 18:
refusal of
requests
(‘ {
- A%
I_,.’ \\ #
Section 18A:

~._response

“~ ) requires .
-~ ~substantial ) '

~ collation or J
research.

Section 18A requires SSC to consider whether information could be

“ duty where “\\'syphﬂad if:
7~

¢ " afee were charged, and/or
the time limit for responding to the request wers extended.

SSC may treat as a single request two or more requests from the same
person if:

. the same or similar subject matter is involved, and
. the requests are received simultaneously or in short succession.

under section
18B

If a request is likely to be refused on the basis that the document does not
exist/cannot be found, or cannot be made available without substantial
collation or research, section 18B imposes a duty to consult the requester
first to see if the requester can make the reguest in a way that removes
the reason for refusal.

i)
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Advising of right to complain

Bases for A requester must b advised of his or her right to make a complaint to the
complaints to Office of the Ombudsmen where:

an Ombudsman the request to provide informatlon is refused;

. the information is made available in a form othar than that requestad;- j

(section 16); e G B (

«  deletions have been made in acc:nrdance wlth grm,lhds undar‘tha
OlA; , . \ \\ .

«  acharge is made for the release of lnformatlc‘-n AN \$

. conditions are imposed on the use o; relaasad Informalmm
= the time limit for making a demsiun an theé req zst is ﬁxtanded or

«  notice is given under section 10 neﬂther canfirming/or denying the
existence of the information requamed s

A standard paragraph fpr udvish) a reqmaétﬁr of tha right to make a
complaint to an Ombudsman s. éonta:ng\ In the Moto templates that are

also saved in lManage (SSC-AG&BA@
) ) . 4 \\\‘
Charging for release g.f infﬁrmafiop- .,) YN

q ) | - . Ir.'
Generally no Génaraliy, the SSO c(phs ncbt)charga for release of official information.

f::ﬂ;iifgfr /Afad cﬂsion is r‘nad& to charge, reference must be made to the
(ifarmation / - Justi idelines.on Charging on the Ministry of Justice website, and the
\\ decision should-be discussed with SSC Legal and the HoSS Office. The
Dmbugﬁmgg also provides guidance on charging.

%

\\

,Advlea tn tha P Tha requester should be advised of any proposed charge as early as
'.,requastar ifa \ possibla and before proceeding further with the request.

g cl:avgd;;; . \The |etter to the requester should spec!fy that his or her agreement to the
p A v:harga is sought befare further action is taken to implement the request.

(C s ’)'

10
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Itemised If a charge for releasing information is Imposed, the following cost
charges guidelines apply (inclusive of GST):

. staff time in responding to the request — the first hour Is free, then
$38 per half hour thereafter

. photocapying — the first 20 A4 pages are free, then 20 cenis per.~ < "

page ‘ .
«  other costs actually incurred may be passed Inn-l."‘ N {

«+  Members of Parliament and their Staff-‘-i,(iﬁ'd[udlngfpollthl p‘arty

parliamentary research units) may ‘b'é“ ‘exempt from charges if
provision of information is necessary to assist members' reasahable
exercise of their democratic respgns_n;?iliﬂes ' N,

. the liability of the requester to. pay &an be Waiﬂyg'dpl 'd.ép_ehdihg on his
or her circumstances or th.'?" ‘F,Sl-lblii:-‘l["lteraait. ( ( b Y
: i , A 4 S

Record of costs Under the Ministry of Jps'lléé-.‘gﬂiﬁﬂliﬂﬂsﬁ a‘record should be kept of all
costs Incurred in releasing information. ﬂ'\'\\ﬂ LV

A RO \ S
Process for releasing information - '\

\ N

Who to contact A Minister." ‘faéc may eithar-consult a Minister on a proposed release of
before releasing _information (at least five working days before the information is due to be
information f“" released), may.inform the Minister of the receipt of a request (e.g. through
“the weekly reéport),‘or may notify the Minister of the decision made on a
(e request at the same fime it is sent to the requestor.

2% XV ¥ N
‘\ | Other organigations or individuals: SSC wil consult or advise, as
7" necessary, affected organisations or individuals of a release. For
' éxample, If a release of Information on spending on a particular
~—consultancy is planned, consideration should be given fo notifying the
\\"..,j,opngu&ani, ideally providing five working days' notice before the release.

_~..\Cabinet Office: Cabinet committee papers are covered by the OIA,

(‘( . Departments or Ministers handling requests for release of Cabinet
h )) committee papers must make the decision on release themselves, after
i b consulting other departments that may have contributed to the papers.
L7 The Cabinet Office is available for general guidance.

Cabinet papers: The convention is that Cabinet papers belong to the
Minister. Requests for Cabinet papers should be transferred to the
Minister. Other departments that have contributed to the Cabinet papers
must be consulted.

Papers of a previous government: The conventions governing the
release of such information are set out in the Cabinet Manual, paragraphs
8.83 and 8.84.

11
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Public release, q
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requests
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.
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“he Minister
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. %

12

Generally, information that has previously been released cannot be
withheld, and should be released as soon as possible in respanse to the
request. If the material was previously released by the Minister's office,
the enquiry should be referred there.

If an SSC employee believes an exception to this rule ialraquired, they >

should consult SSC Legal.

4
or Ministers, it is good practice to consult the dspartment or Ministér most
responsible for the Information. It may be appropriate for a reply Em-
ordinated so that another department or Minister shauld respohd on behalf
of the rest. All partles should be given at least five working days" notice of
any release. Pk o e ST O

If a similar or identical OIA request has been mqi:i;a-t& Othﬂr da%zrtmérita
7

LYY

he—]

All material released under -the' g"lﬁ"ri‘luﬁbfa 'cfg:ﬁla:éi‘;:unto. paper with the
Released under the Official. Information. Act watermark, which can be
created by Ministerial Services. There ‘IQ'\a[so-a template under the Moto
templates that are also-saved in [Maﬁégg {S;S'C-AG 5-3-1-9-1).

Original documents or, gt‘aﬁdard‘ -'cnpib\}i"qf;hﬁiginal documents must not be

released. If a response is q,mal&&ﬁ;'.an)b attachments must be copied onto
the watermark paper and then s annad to attach them to the email.

.
i

:.‘J : I.-' ..‘-I ‘, 7 ( ‘: : .\l‘ .I"I:
Redactions’ should’ b& m]alla with SSC's redaction software, Adobe

;A;rqlasat'ﬂc. Ministerial Services can prepare the redactions for you.

-

§sC hé'é,\.éﬁ',,néw_ policy for the public release of certain responses to SSC
OIA requests.” It is document 2266043 in iManage. Please talk to
Ministerial Services if you have any queries.

%

\ 4
A copy of the original request, the response, and any attached material

) must be sent to the Ministerial Services to put in Moto.

If the Minister accepts the SSC's advice, the response will be sent out by
the Minister's office, and a copy of the signed response to the OIA request
will be returned to Ministerial Services. If the Minister does not accept the
SSC's advice, the Minister may return the response with a request for
amendments.

12
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Section 23 — Requests for Decisions affecting an individual

Section 23: Section 23 gives a person the right to request reasons for a decision or
right of access  recommendation made about that person. The usual requirements to
to reasons for assist the requester to make a request apply.

:ﬁiﬁ:ﬁ"ﬂa The request must be made within a reasonable time nf tha dacision nr
g recommendation being made. ANY S S P
person N v ((
The reasons the requester can access are: 0 2 ST (.
. findings on material issues of fact e \ s
. a reference to the information on which th‘a flndlnga wara haaecl
(subject ta limitations set out balaw). qnd!or : .
. the reasons for the decision OoF M:*er‘nmendation
Refusal of Reference to the lnfnm'uatiah nn whft:.h ﬂndlngs arh based may be refused
reference to on the basis that: e

wlfn?c:r;::?l?nu: . the informationis F.Naluativa mater I (e.g; ‘about the suitability of the
S B g person for émployment, or gwar q a contract), and giving the
informatian- wnuld\}braach a pror{ﬂse gf confidentiality

. after consulting the requester’s }r\adical practitioner, releasing the
lnfarmatmn would be ﬂkély to-prejudice the requester's physical or

; mantal haalth

K "-'Ithe raquaster s(un z 1‘6 years of age, and disclosure would be
> '-.‘c:nnirary to the requester’s interests, or

L ) the rquestqr has been convicted or is in custody, and releasing the

(= < Information would be likely to prejudice the requester's safe custody
. \\ “~7  orrehabilitation.
Advlslng the lf some of the infnrmatmn covered by section 23 is refused, the requester

: Gmbudéaman \\ muat b,ﬂ advised of the right to make a complaint to an Ombudaman

, 3 ‘| ! - "’ \ ‘.
_ WOrk-rﬂﬁeuada ) “A person may ask for reasons about a decision that affected him or her
W rafusals when his or her application for a position has been unsuccessful.

An example is a consultant who tenders for work, asking for reasons why
his or her tender was unsuccessful.

S\
\ \ -)..») Ombudsman investigations

Ombudsman’s In dealing with an Ombudsman’s investigation, advice should be
queries sought from SSC Legal and Ministerial Services.

13
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e —

Ombudsman’s right The Office of the Ombudsmen has the right to full access fo any

of access

Time limits for

material covered by an OIA request, including :any material withheld
from the requester, as well as any material showing why and how a
decision was made to withhold information.

Ombudsman inquiries must be answered within 20:working days after .

replying to the day his ot her inquiry was received. This tima-limiit carf ga
Ombudsman extended in the same way and for the same feasons as. for ),.J
responding to OIA requests. T RA Y '\ Ve
Failure to meet the deadiines for replying ta an Ombudsman\inguiry
may result in a report to Parliament, 1 = S
Logging All correspondence with an‘bmtjﬂdémén re\laﬂ%b to a }e'vliew must be
correspondence logged with Ministerial -Services, @s a new Moto workflow will be

Ombudsman's
preliminary report

[ (

created (or added to for éngoing investigations). -

e

The Office of the Ombuidsmen u ual%p}mvldea a preliminary opinion,
if it is contrary to the decision made by SSC or by the Minister. SSC
(or the Minister) is’provided with an opportunity to comment on the
preliminary. opinion. ~Thisisan oppartunity to clarify points the
Ombudsman may_not. have -fully understood, or to re-emphasise

~points.to which tr(? Omhbtdsman has, in our view, not given sufficient
Saweights” 4 AN )

: -\’Yhﬁh the ‘Ombudsman's preliminary view is persuasive, it is good
P

htactice ta release the information on the basis of the preliminary view

; \\ ~ rather than waifing for a formal recommendation.
;__,:- > \§ 5
ﬂm-huﬂshigﬁlﬁ' . There is a public duty to comply with a formal recommendation of the
formal - ’ - Ombtdsman within 20 working days, unless before that date the
4 --radbmmanda.tlo\n\'\ ~-Governor-General by Order in Council otherwise directs.

~\\ s -If an Ombudsman’s formal recommendation Is to be disputed, the
© 88C Legal and the HoSS Office must be consulted as soon as

']- (section 32)
AN )} | possible after recelving the recommendation.

il

"i_)l).ﬂiﬂl'l,:aquasts during an election period

{‘.I I. ‘\.. 3 ‘i
(C )

. _
: ] Election periods Generally, requests for information made by political parties during an
' definad election period should be treated the same as any other request for official
infarmaticn.

14
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The Gabinet Manual describes an election period as beginning “three
months before the general elaction is due, or (if the period betwsen the
announcement of the election and polling day is less than three months)
fram the announcement of the election.”

e The Commissioner must be informed of any OIA request‘réc,awad from ,an'ff-j ;

Commissioner  MP or a political party (including party research unltﬁ‘)\xﬁlu;iﬂgj"ﬁh alaitlan' é ) R4

of OlA requests  period.

A

gg’gggf"m od The Commissioner may wish to consult with thie Minister about ai{qqu?ét.
P but this must not be a justification for delaying a response. Ll
Political The Ombudsman has commented on thé importance of a. well-informed
neutrality slectorate at the time of a general‘election.’ 559~.5£'°{(.f sholild not become
involved in assessing the political consequences of releasing information,
but should make OIA decisions ih\a politically neutral manner.
Further information o OGS ARNAY
Related .
Legislation
Related . \' v+ CabinetManual
Guidance” . \ ( ,  pg Qig.li_auldﬂ'nce
o .' N . s of the Omb an Guidslines and Case s
N g . Ministry of Justice Guidelines on Charging
A~ \\*"--" “ standards of Integrity & Conduct for the State Services
>I {— \-\ elease of O | Infermation: Guide a-ordinati

" o,
. Lo
e W

'S Q(

S
s

_Contaet

For help with any OIA matters, please contact Ministerial Services in the
first instance.

15
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Annex 1 — Section 9(2) “Other reasons for withholding information”

Reasons for Set out below are the reasons most commonly used by the SSC to
withholding withhold information.
information

Note: these grounds are subject to the ‘public interest” test. ..

§

Section 9(2)(a): To “protect the privacy of natural person, {nc?bdmg rh.‘ai of c{acaas«ad :

protect the natural persons.”

privacy of Cotislda . . bl L4 \
r what effect disclosure might have, and whether it is necessary to
natural persons \unoid the information to protect the person’s privacy. <~

Note: generally the S5C's practice is Aot to withhold the-name of an

official who has participated in giving advice. That i given in their official

capadity, not a personal one requiring protection. of their privacy.
Before making a decision fa withhold consult the person.

= .
Section 9(2)(b):  To "protect fnfqrmétidn. where the rﬁf{ ffr‘g\ q'.t‘{ai!abla of the information
::II:‘ST:IEV r;i:ial ()  would disclose &/frade sécrat; or,

y (i)  would be likely unreasenably-to prejudice the commercial position

of the person who supplied oris the subject of the information.”

Th]ea_"'i‘é;,'af:&rj~f51"withhqlding is-maost commonly used in relation to requests
for-information abqul_cnnsh%kants e.g. hourly charge out rates, However,
("' there-ls a public interest-in knowing how much departments spend on

F

consultancy, .e. fotal figures that do not expose competitive rates.

oS =
‘ \\\\"‘ i

Section 9(&2)'(135)3 To "protect information which is subject to an obligation of confidence...
informationthat where the making available of the infarmation

Isﬁ's.ilhjteql-ltd an iy would be likely to prejudice the supply of similar information from

e

“obligation of ( ™. 4 : .
¢ cpﬁﬂﬁénca. \\\ . . "the same source and it is in the public interest that such information

Y should continue to be supplied; or
. _\(ﬁl) would be likely otherwise to damage the publlc interest.”

-,'\ . ) This reason for withholding is used reasonably often. All elements must

" exist, i.e., disclosure would be |ikely to prejudice the future supply of
similar information, and it is In the public interest that the supply of similar
infermation continue.

| F e An example of a situation where this would apply is the Chlef Executive

remuneration survey. SSC gathers information about chief executive
remuneration from Crown eritities, local government, and SOEs to provide
advice to the Commissioner for the purpose of sefting remuneration
ranges for his or her statutory role in relation to Public Service Chief
Executives and other chief executives.

If SSC released information that was gathered in confidence, SSC would
be unlikely to be able to collect such information in future, and it is in the
public interest that SSC continue to do so.

16
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Section 9(2)(f):  To “maintain the constitutional conventions for the time being which
maintain the protect: . . .

:gggglt:tu:;ﬂ;a:m (iv) the confidentiality of advice tendered by Ministets of the Crown and
officials.”

the time being
This reason for withholding is commonly used. It will be used, for .~

example, for Cabinet papers, before Cabinet has considered them, on the :

basis that release will undermine the ability of Cabinet-to.properly con 'El::r' ,
the advice. The papers can usually be protected until-a decision has baen )
mada. A e ) ; )

Yol R, W, 8 \ fme
Another example: when a request for a draft-answer to a Parliamentary
Question (PQ) Is received the Minister makes the Ultimate‘decision about
content and is accountable to Parlia,m_fan‘nfpr the answer. To release a
draft PQ would make Ministers less. likely-to-seek departmental advice,

which would diminish the quality of advice to Parlla{i’lent; )) >

Section 9(2)(g):  To “maintain the effective canduat of public.affairs through -

maintain the ) NN i, .

effective () the free and frank expression of opinions by or between or to
conduct of Ministers_of-the- Grown . .\ » or\officers and employee of any
public affairs Department, inthe course of thelr duty; or

(i) the pm;ecfion of such M}m’#ﬂrs}. . . officers and employees from
{rproper pressure o harassment."

Section “9(2)(9)(7) is[ commeonly used, often in conjunction with section
_{(f)iv) (confidentigiity. of advice tendered by Ministers of Crown and
( Cofficigle). 5 577

} W

(- These of 9(2)(gig{i)-=must Involve opinions and the information must be

-\ " ~needed-for the effective conduct of public affairs. SSC must be able to

.\ show that if there were no protection the opinions would not have been
" expressed, and it is important for good government that they were.

o use 9(2)(g)(i)), SSC will need to show that there is a reasonable
\’\ _likelihoad of improper pressure or harassment that would adversely affect
\the effective conduct of public affairs.

b

£
i v
s

o : ( ( ¢ ‘\\ b
Eqp;]jQin,‘a(z},(-ﬁ)f: To “maintain legal professional privilege.”
malatainiegal This reason for withholding will only apply to legal advice from a lawyer

.-qufaasibﬁal that is given as legal advice — not policy input to a policy paper by a

~ privilege

)

lawyer.

Note: the requirement to transfer requests for Crown Law Office advice to
the Solicitor-General.

17
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18

To "enable a Minister of the Crown or any department . . . holding the
information to carry on, without prejudice or dtsadvanrags negotiations
(including commaercial and industrial negotiations).”

Note: under the Employment Relations Act 2000 an employer cannot

withhold information from a union that is reasonably requirgd to support or -~

substantiate a claim in collective bargaining for a collective agreement. <~

d

((

rations

interest test i.e. are the reasons outwaiqhad by other consi
maﬂnn

which render it desirable, in the public interest, tnaméka that in
avallable,” as per subsection 9(1) of the. DIA v

An example of an overriding publfc; 'interest: Faymenta th senlor
employees, particularly on leaving. emp!oymant /l&l rgt\glanca section
9(2)(a) — protect the privacy of natural persons.— seem to apply.
The Ombudsman has said that accauﬁtablllty fﬁ:r tha expendllurs of public
money requires added transparenc)r -

Note: the "public Interest" xn‘at the san\a as "uf intarest to the public”.

All section 9 grounds for withholding information. am nuhjact tc: g public

18
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CIATD STRVIUVES U ISAMSY 0NN

Publishing Responses to Official Information Act 1982 Requests on
the State Services Commission’s Website

Proactive release
of information

x\

Respnnsas to\ﬂlA
requ ests should
ba puhlishud

Where passible, information of public interest that the State Serv!nau :
Commission (SSC) holds should be proacllvely publlshbd on $8C's) )
website (proactive release). This includns ¢ \ .

\

a) information published at S5C’s dlscretion. walhq’ut any\r&aquest

from the public %

b) information published in rasponae tn public demsmd, including
information that is regularly raquesta frnn") ’SSC under the
Official Information Act 1982'(OIA}

c) information lhat has pi‘BVIGL{\ g baan relaased by S8C to an
individual. requeatarundar the [

Proactive ralease bﬁ infarmatian ﬁri:\motes good government, openness

and transparency and fastqrs publlc trust and confidence in agencies.

No‘w: Oth Minlaters may appruve the proactive release of Cabinet

'materla[ Fur’thar(lnfornja\:lon on the processes and responsibilities that
: follbw a Mlnlsters decls(cn to proactively release Cabinet material and

fo it to be ‘pub,.ljs,had online can be found in Cabinet Office Notice (15)3.

¥ ™

All féspnhé’ias to OIA requests must be considered for publication

(either in full or in part) on SSC's website.

S"Sfﬁ""will exercise caution and due diligence before making official

* information available and will consider any potential liability, whether

civil or eriminal, that might result from the publication of an OIA
response. This includes privacy considerations (for example, where
the nature of the response is likely to reveal the identity of the requestor
despite the requestor's identity being withheld), defamation, copyright,
or breach of contract).

Internal consultation on a proposed response to a request that SSC
intends to publish will include discussions with relevant SSC staff,
including the Legal Team and the Office of the Head of State Services,
to confirm that the risk assessment that has been undertaken by
Ministerial Services is adequate and thorough.

SSC may decide to ralease information in addition to what has been

requested, so that the information can be placed in the proper context,
and to mitigate any potential harm from its release.

IN-CONFIDENGE 1
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SSC may also, when considering publishing OIA responses, reconsider
information previously released to & requester under the OIA and
reassess whether the information is suitable for publication mare

generally.

In situations where a response is likely to be of no or very limited public”
interest (for example letters declining requests where'the information is
publicly available), SSC may decide not to publish the rasfponse ((

.
L
))
)
/

All parties W ; \ §
SSC will let all parties being conauttgd; on its DIA reaponsa know ifit
intends to publish its response to-an OlA raquest (as part of best
practice, SSC consults, where poambb, all inﬁiytdu “mamed in any
documents proposed for release under the' D[)ﬂ. ave where it is not
proposed that their nama ba raleased) ' '

/ I
Officials 5\
If 88C is g:r;:nsidar g bpubhshin énal information about officials
(e.g. their nar[m!em il addr‘ess[ ona ‘number), we will conduct a risk
assessment that lncluda,a t;aaklng confirmation from officials that they
are <¢dmfurﬁbla with the. publluatuon of their personal information.

D

.'."erristol“s office . - /)

- T e Mmlatar aOﬁice should be given an opportunity to comment on the
A 'pub}icaﬂon of résponses in accordance with the “no surprises” principle
' (paragraph 3,16, Cabinet Manual). Ministerial Services will co-ordinate

this, and WIII also consult any other individuals/teams in SSC as

b ,.required on responses that are proposed for release.

E : ..-".

The following text is included in all acknowledgements:

"Our letter nolifying you of our decision on your request will confirm if
we intend to publish the letter (with your personal details removed) and
any related documents oh the State Setvices Commission's website. i

All consultation correspondence will include the following (amended
depending on whether the response Is intended to be published or not):

“Blease note that we intend to publish our response to this official
information request (with the requestor’s personal details removed) on
the State Services Commission’s website.” / OR “Flease note that we
do not intend to publish our response to this request.”

IN-CONFIDENCE 2
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All response letters will include the following (amended depending on

whether the response is intended to be published or not):

“Please note that we intend to publish this letter (with your personal
datalls removed) [and enclosed documents] on the State Services

Commission’s website."/ OR “Please note that we dﬂ not intend to- 7

publish our response to your request.”

/

. Y 5 L {
OIA responses will be released on its webalie on 680‘3 OlA page with
links to relevant work areas if possible (i.e: [f a member of th uhlic is
looking at a page about the structure of Chief: ExecutiVe remurie atmn
they can also see link(s) on that pﬂgai to any relaled DIA responses
about remuneration that SSC has pl.ibllshed)

s \' ',

The information on this page WIII [np1uda the: ﬁQE|IGE21|)On date (of both
the response to the request 5r and the- date of-online publication), a
description of the OIA msbmngd and a link to the response.

Where the erwn hnlds ac'pyrlght }\}'armattan will be made available
on open Ilcanﬁ]ng ta{rnh (whara p\dgsh 5}

SSG‘S Olﬁﬁ sponses will ’m‘:lcally be released on its website quarterly,
of as otherwise d E.arm{rigd ‘This will be reviewed once SSC's practice

"_nf ;valaaﬂng OIA responses has become business as usual. The

ba[te will” r(ot nutlfy the public if there are no responses to be

- blished ona particular day. SSC may (to be determined on a case
~by case baena) slgnal in advance whether a particular response will be

publlshad

- Pubﬂcat['n'n of OIA responses will accur no sooner than one day after
‘ .ﬂl\hq.‘-rl’éis;mn.?.a has been provided to the requestor (where the response
g gent through email, with more time to be determined for responses

sent through the mail) to provide the requestor time to consider the

' response.

SSC may, Iin the future, set up an RSS feed to allow people who
frequently request information to be alerted to new releases.

If S5C’s decision on release is changed or overturned on complaint to
the Ombudsman, we will update the related information published on
our website.

IN-CONFIDENCE ]
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[ENTER DATE SENT]
{{prop:SubitterFullAddress}) (/'
Dear Mi/Ns/Ir&TTitle LAST NAME P '\\'\

Official information request for [brief detail of subject matterwbﬁnquﬂsft']'f'x._ \
g . %

“{{prop:QuestionSummary}}". <, ) )

We will endeavour to respond to your request as soon‘as possible.and in any event no
later than [date], being 20 working days after the day your fetiuest was received. If we
are Unable to respond to your request by then, we will nqﬁfy your-of an extension of that
timeframe. R Tl i R

if you have any queries, please \fgel frea';n\é‘;mtkct Ministerial Services at

| am writing to acknowledge receipt of .yqﬁr KBIA -"raqLFst ,-‘:{é"t:acj X for
-.‘ 'I I'I-I ) ‘ ( E N

ices z- If ‘any additional factors come to light which are
relevant to your request, please do not hesiate te contact us so that these can be
taken into account. % %)) NI

Our letter nutlfylnd.\s';bﬁ}pf:jbﬁt‘ dac]{i&n oh yfidr request will confirm if we intend to
publish the Iﬁ}lér (with your personal details removed) and any related documents on
the State Services Coimission's website.

Ny

Youi'sstnca\dy

#

1"‘
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[ENTER DATE SENT]
Mr/Mrs{{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Mre/Titls LAST NAME L&L0n (

Official information request relating to [brief detail of subject: matfnr of raquast]
Our ref: {{prop:ReportNumber}} &%

| refer to your official information request dated [date] for "{{pmp Qmatinnﬁummar}]
[Nme has thie request been revised by the: raquastarﬂ

We have transferred [part of] your request to the ({pmp TransferDapartment as [part of
the / the] information to which your request relates [jnramely - detail of 5p pec fin aspect of
request to be transferred if a partial fransfer] [is-not held by us but'is belleved to be held by
the {{prop:TransferDepartment}} / is believed o Qbe more c[osaly connected with the
functions of the {{prop: TransferDepartmenf}}. “In these circumstances, we are required by
section 14 of the Official Information Act 1982 to transfef Kﬂur reqdeat

You will hear further from the {{prqp Transferl:lapa rnq \concarnlng [that part of] your
request. [Provide other agency's-co nt%metalls if avail “[The other parts of the request

will remain with the State Services C ission]
% ‘\l \|
Yours sincerely 7~/ [\
4 .
v K p %
{{prop: Mﬂfbﬁgﬂf}]

..{{pmp :Nlauagar[display=]nh'1‘itle]}}

 ‘>.)



30

[ENTER DATE SENT]

{{prop:TransferDepartment}}
{{prop:TransferDepartment([display=Address]}}

N (i
Dear ANVADT =D

ﬂ" o T ; ‘-J V

Transfer of request for official information o A ; \

| write concerning an official information request received by the State Sarvicea Cammhsmn
on [date] from {{prop:SubmitterFullName}} for {{prop: QuasﬂqﬂSummary)}

As discussed between [name] and [name] on [date], and*far'tha reasor] et D%Il]ih the attached
letter to {{prop:SubmitterFullName}}, this request is balﬂg transferrad ln full /in part] to your
agency for response.

Please freat this |etter as a formal tranafer n} [ﬂ‘IIE aspect nf] ‘the request under
section 14 of the Official Information Act1982:. You'should be aware that a response must be
provided to the requestor as soon as reascnahly prargtioabii dnd ho later than 20 working
days after the day this transfer is. recewbd by your agén\gy l)nless an extension of time is
required and duly notified to the requ&stor

Yours sincerely /5 [ )\J

j{{Pf EP*MB"‘QQBF}
& {(propeManana éllpplayﬂlobTitlﬁ]}}

..\\

SO 4

Encl cn})y of correspondenca from {{prop:SubmitterFullName}} of [date]

Y

o

cupy of correspondence to {{prop:SubmitterFullName}} of [date]

)

bt

)
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(ENTER DATE SENT]
Mr/Mrs{{Prop:SubmiiterFullAddress}}

Dear Mr/Ms/Mrs/Title LAST NAME

Official information request for [brief detail of suhjact maltar af raqlfaﬁt] )
Our ref: {{prop:ReportNumber}} \ \ \

| refer to your official information request dated [date] for “{{pra::p QuestlonSummar;}}{'
[Note: has the reguest been revised by the raqueatqr?] )

We have transferred [part of] - your request | ~ to the
{{prop: TransferPortfolioMinister[display= ponfuliufmtatlsl}} [Part of the /' The] information
to which your request related [namely — detail, of ‘spacific aapect of request to be
fransferred If a partial transfer] [is not-held by us but is believed to be held by the
{{prop: TransferF'urtfnlinMInlstar[dlsplay pmnfnliul:letalls]}é}( is baliaved to be more closely
connected with the— > fun jons- of the
{{pmpTranaferPnrtfﬂlioMinist&r[display pnrtrcllonei\ {In these circumstances, we
are required by section 14 of the l’:')fflclg Information 1982 to transfer your requast

You will hear further from the {{prop: Transf&r#’nnfdliuM[mstar[d]splay-purtfol1oDetal|s )
concerning [that part of] yaur Esguast [The uthar parts of the request will remain with the
State Services Commisslc.n] ( £ %

(¢

D h
Yours sin&el:\é,{y i

F

ro(p’Manﬂ}ar}}
prop Managar[dlsplayﬂjuletla]]}
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Reference: {{prop:IntReference}}

Date: [ENTER DATE SENT]

{{prop: TransferPortfolioMinister[display=porfalioName]}}
{{prop: TransferPortfolioMinister[display=ministerAddress]}}

O

{{prop: TransferPortfolioMinister[display=ministerFullName]}} V) .' e S \

o,
W

Dear Minister ‘ > ( ( }"\b

Transfer of request for official information . )
X ) e L

| write concerning an official information raqmast I‘E{:ewad frnm {{prap SubmlttarFullNama}}

on [date] for {{prop: Quest?on&ummary}] > N

As discussed between [name] and- Rnam ] on [data]\ Elpd fDr the reason set out in the
attached letter to {{prop:SubmitterFullNai a}} thm‘ request is being transferred [in full / in

part] to you for response.
\ )

Please treat this lettef 'as. a- fﬁrmal transf . Df [thIs aspect of] the request under
section 14 of the Officlal. Informafinn Ap 19 E;L You should be aware that a response must
he provided to the requester as soori as reascnably practicable, and no later than 20 working
days after the da‘ this, transfer is" recgived by your office, unless an extension of time is
required and duly thlflé to tha rEquastor
_‘\\,;-," .
y K
4 IJ"‘.}_, 3
Yours siricerely ¢ 2

iy % ¢
\
X
T T
X,
>

{{prqb:,[\lﬂaniﬂg'ﬁ’{}
{{prop:Managerldisplay=jobTitie]}

"'-"'-Elnc:l copy of correspondence from {{prop:SubmitterFullName}} of [date]

copy of correspondence to {{prop:SubmitterFullName}} of [date]
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1. Written Consultation with Requestor

[ENTER DATE SENT]
{{Prop:SubmitterFullAddress}}

Dear MriMs/Mrs/Title LAST NAME Oy
Official information request for [brief detail of subject mat"tar‘\'uf: mﬁuasq \\‘- g
Our ref: {{prop:ReportNumber}} o

| refer to your official information request dated [date] :-fdr,u"j{{ﬁrup,:Quastio’hSurhfhéW}}".

Your request as currently framed will be very difficult to meet withqlt ng" tantial collation
or research. [Describe the difficulty involved in meeting the request,including details about
the valume of information involved, the estimated time required to find and bring it together,

and the impact on the agency's other operations].) | - :

Unless your request is amended, we may haue to fefuse {t under settion 18(f) of the Official
Information Act 1982 (OIA), which applies whete tha.inf.orqgallon cannot be made available
without substantial collation or [.‘ﬁge“ardhg‘- B J g

T ) 3 e
Please |st us know before [insert date/that will-enable the agency to meet its statutory
obligation to make and communicate its dpéi?m on the request no later than 20 working
days after it was recelved] .whqt\lper you are prepared to amend or clarify your request and,
if so, how. [Set out-any options that may address the agency's difficulty in meeting the
request, including charging and axtes_rtsLon. and provide contact details of a member of staff

ot

who can asslsa DN A
[Uge only wher "tl’;_fg'[ajtér, is aamiguiiiﬂg}y séven Working days of recelpt of the-original request]
Please noté, if you do amend or "E:‘I}ifi'fy your request, this will be considered to be a new
request for the purpose of calculating the maximum statutory timeframe for response—see
section 15(1AA) of the OIA.
75 '--S"uws‘sincarégly\. N

¥ p IL‘- " \\ A 3

w A

il 3

{{'}é;ap:Managar}} |
" {{prop: Manager[display=jobTitle]}}

@)
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2. Confirmation of outcome of consultation with requester

[ENTER DATE SENT]

[{Prop:SubmitterFullAddress)) AN (’lc" 0 h
’ 4 "‘--\ 4 , \ — 2

Dear Mr/Ms/Mrs/Title LAST NAME FA N, \>

Official information request for [brief detail ofsubjant mattar of raquaai]
Our ref: {{prop:ReportNumber}}

| refer to [provide details of written or verbal cansultatlon with req Lﬁamr] ﬁcmcarning your
request for official information.

In light of the difficulty involved in meeting. ymur r§1 uast. I undsrstand you are prepared to
[provide details of agreement reached, for example, amend your request to A, wait to
recelve the information until B, pay a raascnable charg-B\a el

We will proceed to process your mguest on that bqs]s, d ndfify you of our decision as
soon as reasonably practicable. and no-later- thar\\ ina rt relavant date],1 unless an
extension of that timeframe is nane};szfrj

- P 1 \ 'I "
L) =52
Yours sincerely 77 (r A N
YIRS
S - //
( 3
: \\.-f".
\\\. :
\{{pronwfarfagar}}
__‘:'\[{pmp,\Managui'[dlaplay=johTitIa]}}
=y e
F - .I‘ ‘I‘I,\I
NS
¢
! Nota, If the requester has amended or clariflad thelr raquest at the bahest of tho agancy within seven working days of

recelving the original request, then the relevant date will be 20 working days after tha amended or clarified request was
racelved {(see 8 15(1A) OIA).



|
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3. Releasing the information in an alternative form

[ENTER DATE SENT]
{{Prop:SubmitterFullAddress}} AN\ {

Dear Mr/Ms/Mrs/Title LAST NAME

Official information request for [brief detall of suhjact !nattur of requant]
Our ref: {{prop:ReportNumber}}

| refer to your official information request dated [data] fur "{{pmp QL(eistmnSymmary}}"

Your request is an administratively challenging one to deal with. [Dascnbe the difficulty
involved in meeting the request, including details bout the. volime of information involved,
the eshmatnad time required to make the: |hfnrr:atmn availabie. and the impact on the
agency's other operations].

In light of this, we have decided to ‘meet your rgqua i\by [specify manner in which
information will be made available ag; mspacﬁun gxcer it or summary, oral briefing] in
preference to providing copies of the full Inform%nﬁ you'have requested. We are permitted
to do this under section 16(2) of the Official Information Act 1982 because otherwise it would
impair the efficient ac;rrﬁnrstra{ oh of the Stata SEwtceps Commission.

If you wish to: d?atmg this _c(ei:ismp) with us, please feel free to contact
Minister 1 Z, ovt.nz.

You have the .lght to }seek an’ rnvestigation and review by the Ombudsman of this decision.

Informatian about how to make & cnmplamt is available at www.ombudsman.parliament.nz
or fraenhdnh 0BOO 802 662 )

X \
N

'3"‘Youra aincerely : , >

\ \‘,

{[ rop :Manager}}
{ rop: Manager|display=johTitle]}}



chahge or refl
Nou h:;vetha hght to seek an investigation and review by the Ombudsman of this decision.

Infor ation jhout how to make a complaint is available at www.ombudsman,parliament.nz
‘,or frehphon
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4. Refusal of a request under section 18(f)

(ENTER DATE SENT]
{Prop:SubmitterFullAddress}} ] : I. ((

Dear Mr/Ms/Mrs/Title LAST NAME NN \\

Official information request for [brief detail of suh]et:t mﬂttar of raqu.rest]
Our ref: {{prop:ReportNumber}}

I refer to your official information request dated [date] fnr "{{brop Ch.l{ahtlnnﬁpmmary}}"

Due to the substantial amount of work that would-be raqu;red Io resaarch and collate the
information you have requested, we are rafuaing olir request-under section 18(f) of the
Official Information Act 1982 (OIA). [Desatibe the, dlﬁicugy involved in meeting the request,
including details about the volume of information involved; the- estimated time required to
find and bring it together, and the impaat on the agenqys %I'\uer operations].

We have considered whether chargmg r axtenﬂing\ timeframe for responding to your
request would help, as required hy‘sectl n 18A bf the DI . However, [explain why charging
or extending would not ha]p] ~

We have consulted [or’ cbnaidarad cor sulting] hith ynu. as required by section 18B of the
OlIA. However, [detall aﬁempt’s at co a”ultat; n and why this has not resolved the difficulty,

or explain why constiltation wnul;:i nnt help]
[Use if maatlnss ‘ther Wﬁuaat in*another way]

While we annnt meet yuur axact rb;:iUEst we are able to [detail other way in which you are
endaaﬂmu g to meet the requast]

1ua§ il d,ﬁsas]

‘If you wtsh to dlscuss this decision with us, please feel free to contact Ministerial

~and we can provide further assistance should you be willing to

il ;
a;mur request.

0800 802 802.

‘.l’-'

'fﬂ{lrﬂ sincerely

{{prop:Manager}}
{{prop: Manager[display=jobTitle]}}
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[ENTER DATE SENT]
{{Prop:SubmitterFullAddress}}

Dear MiiNs/Mis/Titie LAST NAME B

Official information request for [brief detail of subject matter of yéqu&ﬁtj' '
Our ref: {{prop:ReportNumber}} AR N \

| refer to your official information request dated [date] for "{{ph’b:@ugsﬁﬂnﬁqmmarb}j"%'

[Usé if extending time limit'tomake & decision] /) A NN v

The Official Information Act 1982 requires that waf’adylse you of our Hﬂ;}lajon' on your

request no later than 20 working days after the day that we q’e@elvzdé'you'r request.
20

Unfortunately, it will not be possible to meet that time limit and we-are; therefore, writing to
notify you of an extension of the time to mgﬁea--uurﬁd\ad{,ﬂlbn, to[date].

We will keep you updated on the progress -d’f--i;}pr t"taspanse ‘tr;h'yngl.r ,raq'uast.
[Use if extending time limit to transfertequest]> ~ A
This Istter s to advise you that it may-‘ba..:nacegsm‘y\t&;\t\r@hsfer [part of] your request to

[agency/Minister], and that we are '.hx.ta_hdlng the t'en.workl‘ng day time limit available to make
this transfer, to [date]. )-}‘ el

[Use in all cases] «\ ) \"J ‘ M i

This extension is hecessary because éygurné uest is for a large quantity of information and
meeting the original time Jimit would, nrezaEunably interfere with our operations / your
request necessitates a_search thiotgh a large quantity of information and meeting the
original time limit would unreasonably interfere with our operations / consultations [provide

details if Oiﬂib'ﬂ] needed to make-a decision on your request are such that a proper
response cahnot réaaoh\al'bl\y.balmaﬂa within the original time limit].

If ydu'vﬂah,.t@éﬂscusa any aspect of your request with us, including this decision, please feel

Aree to contact Ministerial Services at Ministerial. Services@ssc.govt.nz.

7 Yquhava the fight to ,éﬁ'ﬂkhan investigation and review by the Ombudsman of this decision.

< < Anformation :B %t--how"’to make a complaint is available at www.ombudsman parliament.nz

_Yours sincerely

" “arfreephone 0800 802 602.

8
3

{ A
sk 3

{{prop:Manager}}
{{prop: Manager[display=jobTitle]}}

(L )
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Dear Mr/Ms/Mra/Title LAST NAME

Official information request for [brief detail of subject matter of request]
Our ref: {{prop:ReportNumber}} g

| fefer to your official information request dated [date] for "{{prnp:Queaﬂéhéiiﬁirﬁhw}}".( rl-
On x date we advised you of an extension of the time to make our decision on your\-'rit;qu&.i?t.
to [x date]. At the time, we also let you know that we would keep you updated on the
progress of our response to your request. We are letting you Rn‘ow,;ﬂ;uerefcrq:,: that we tave

just [commenced/concliided departmental/Ministerial cansultation]. -

s
{87

A o
i Tl g

Kind regards

Ministerial Services N \\

N

f)
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Please note that we intend to publish our response to this official information request (with
the requestor's personal details removed) on the State Services Commission’s website, /
OR Please rote that we do not intend to publish our response to this request.

RS
& \&f

& O

2266014_1
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STATL S I!HM s COMMISSION
:

IN CONFIDENCE

SSC Report:  Official Information Request {{prop:Summa rvh

Date: [Date Sent] Report No: {{prop:ReportNumber}}
Contact: {{prop:Manager}} Telephone: {{prop:Manager A~
[ﬂiapiﬁwphﬂpeNumbar}}} NS
Ao KN 7)
Actlon Sought nd‘adllnn \\_\‘-',.J-
{{prop:portfolios}} Any comment on the State Servic-es | (before due date).”
Commission's (SSC) prapusad re,aponsa TN
to the official information. request for
information regarding {{prop sqmmarv}} oA
2 '\. J |
2, 8 k 4 .,-’

7

Key points A ) )

e B

. On {{prop: RecewedByDaparlmantData[dlsplay-l]}], S\S(‘S‘, reneived an official information
request from {{prop: SubmutterFuthamQ}l forr 3

. The proposed letter of reply ahd tha‘lp%formatiun mr\ré\easa are attached for consultation.
»  Aresponse to the request s due by {{prap Wn}*kilawduadate}}

0 Anything else th tfwéuld béyhelpful fo know eg has this informatien been previously
released? Who«hashaan conau!te(d'? )) -

F " Ay

F =l ot " " "\‘
g ’ R T W
\ Y, X F
\

2236137_1.doex IN CONFIDENCE 1



[Insert draft OIA response here]

{{prop:DocNumber}}

41

DRAFT ONLY




42

Text: Moto File Note — Minister's Office Informed of SSC’s Decision on OIA Request
To add to the “Additional Notes” box In Mato — Minister's office informed of decision on OIA

request on x day” [nate this should be the day that the response was released to the requestor,
not earlier]. “A copy of the response was/was not provided to the Minister's office”.

OR

"Minister's office was not informed of decision on OIA request.”
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[ENTER DATE SENT]

Mr/M&fVirs {{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Mrs/Title LAST NAME

Official information request for [brief detail of the subject matg:a; n‘f,lhd* réq uost] (
Our ref: {{prop:ReportNumber}} ; a’ \ e f
| refer to your official information request dated [x] for {{prop: Queét[onSummgry}} S

[Check: Was the request clarified/revised by raquasmr’ﬁ ;. )
[Check: Was any part of the request transferred?] - .
[Check: Was the time limit extended?] " i

Information heing released \ b g FENS
Please find enclosed the following docurribn"t& ) ,
ltem | Date Documpq}pqgur]ptlun \\' Fpéfululnn

1 NN N
Y ‘\\ . \ o

\
'-.1 ‘“., "‘-\ -._ 2] =
” = S

[I have decided to releaae {th :Prelavgnt pa“mfp\f] fhe documents listed above, subject to
information being yft eld un er o of the following sections of the OIA, as

mr
applicable:

[Gheck: Do s tlbp }é)yrp'unQar aﬁmj’? Cammaﬂ grourids for withhelding information are
provided belaw: -

. ,smt _H?(E}(a} nta”nmfai‘;t'thdtpriuacynf natural persons, including deceased people

. $§ ion-9(2)(B)(il) — to; prpt’ect the commercial position of the pérson who supplied the
Information or who Is the subject of the information

.“_f\ v ﬁﬁctiﬂﬂ F‘iﬂ}(ﬂ[ )-‘-' to maintain the current constitutional conventions protecting the
mnpd\a advice tendered by Ministers and officials
7 ; 3 a)(i) — to maintain the efféctive canduct of public affairs thiough the free
Xy S:nﬁf nk’ axprnssinn of apiniens]
b ,[In a iﬂun some Information has been deleted where It is not within the scope of your

f"ﬂqu

>' 8 (_‘

< ', > lnformallun publicly available

/.~ The follawing information is also covered by your request and is publicly available on the
(€ )) [85C, Beehive or other] website:

i ltem | Date Document Description Website Address
K

2212282_2.dacx



,invesﬂgatah and review by th

~ 'make. agt:ompjamt is ayé]léble at www.ombudsman.parliament.nz or freephone 0800 802
(B0 \\ :
: [Please | nota t[‘l we mtend to publish this letter (with your personal details removed) [and
ancchE quou nts] on the State Services Commission's website./ OR Please note that
we.d

44

| 2

Accordingly, | have refused your raquest for the documents listed in the abave table under
section 18(d) of the OIA - the information requested is or will soon be publicly available.

[Ghnok has relevant infermation been removed from puhlished documents? If so, inclutle
tha ‘following paragraph:

Some relevant. information has been remaved from documints listed in tpe(al;ae,ve table and<
should continue to be withheld under the QIA, on the grounds descnbed in tﬁa ;lg,cumant? 37

Information being withheld

There are additional documents covered by your request that [ ha\@ dac:lded to Wl\ﬂ'l}'tﬂld in
full under [6he or more of] the following sections of the OIA, as appﬂcable \\K

[Check: Do section 6 grounds apply? Comrmien qrou(;:ds tp}' sy]thhnlﬁmg’dbpumﬁms in full
are provided below, with complete list of withholding g qunds here:

«  ssction 9(2)(b)(il) —to protect the comma‘mlal pdnTt)aJYuf thpqg t‘eun W)m Buppllad the
information, or who |s the subject of thgzlnfw tiﬂﬁ /N

*  saction 9(2)(f)(iv) — to maintain the- c“urﬁant P nstutuudnnl bonvaﬁllons protecting the
confidentiallty of advice tendered by- Miniaiéré and ﬂ‘lﬂlﬂlﬁ]

[If there are withholdings under sacﬂbn 9, {ha fo’lldwlq “la Jaﬂréa In making my decision,
| have considered the public Intarasb cmgns daratlnna on 9(1) of the OIA.] [Expand
more on this if possible.]

[Chieck: delete the above if no| fmrmalion has bhah&vlthheld under section 9.]
[Use if imposing cunt;llttﬁhg“qh,wleasa/] NS

The information is. reléased-to you \nn c@n Iﬂcm that [specify any relevant conditions,
including any )evaﬁt t‘fmﬂframaq a,a) [describe relevant harm the condition is intended to

protect.] ¢
If ynu Ql'h to - Iscuss thia dec:ismn with us, please feel free to contact

gl‘anlad in full immediately: You have the right to seek an

e qu"
Ombudsman of this decision. Information about how to

's unless réiq (eﬁt

of ht}and to publish our response to your request.]

Y:pqrs sincarﬂly

{{prop:Manager}}
{{prop:Manager([display=jobTitle]}}

2212282 2.dock s

T N N,
N " .
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Wsé if granting the request in full and releasing information at a later date

We have decided to grant your request. It will, however, take us some time to prepare the
information for release. We will send you the information by [date].

Isé if granting the request in part and releasing infermation at a later date

We have decided to grant your request in part, namely information whichkﬁéféré# to [describe"j.'

information to be released]. It will, however, take us some time to prépaﬁé..ﬂ'lié].‘infurma;ilgn
for release. We will send you that information by [date]. We haveé-also decided to refuse
your request for information which relates to [describe information withheld] under section
[detail relevant section(s) of the OIA. [Describe relevant harm, and ednsideratio ‘'of the
public interest in release, if applicable.] £ K

P et
Use if réleasing infofmation in 4 différent form to th‘gt@gkﬁﬁ-mh- SO
You asked for the information to be released to.yeu F‘&pﬁcjfy form “P(.rele'ﬁé ‘asked for by
requestor]. However, we cannot release the informa ion-in that form as [this would impair
efficient administration/be contrary to our legal 'du't?i-te’"[spanlfy] lagal duty / prejudice the
interests protected by section [detail relevant section(s) of the QIA]. [Describe relevant
harm, and consideration of the public interest.in release, if Eppllcabla.] We have, therefore,
decided to release the infarmation te you [specify the farm'in-which the information will be
released.] b R oS B

b
N N J."' -~ \\ .
Use If refusing the request in full ~. ./ ,) % \

We have decided to refuse your request undef aljal;tioﬁ-ldétail relevant section(s) of the OIA].
[Describe relevant harr}ji}‘,anq ;';oSwsldergtionjqf 'eha public interest in release, if applicable.]

7 o g ’ : .3
iy : >
& N £ 3
-, I R e i |
; £ Fk S W /
. o P .
f o A .
. . A :
~ T
I'i

2212282 _2.docx 3

s o
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STATE SERVICTS COMMIASION

§SC Report: {{prop:Summary}}

Date: [DateSent] Report No: {{prop:ReportNumber}} s
Contact: {{prop:Manager}} Telephone: Eplﬁj} Managar[dispiay phphaNum
' er :
A Ve U )
Action Sought bad[ ne . J
rop: portfolios Sign the attached letter o | {tprop: &\
HEASES B y {{prap:SubmitterName}} resbondlng DurrentDqu BL‘dlspmy-ﬂ}}

to their cormspnndance ab\out

{{pPDPSummawl} =
Enclosure: Yes (altached) < H U
Recommended Action NGRS
o N A s
It is recommended that you: < k ._,.“\ ¢
- s . L e \ 2

a sign the attached Ietter to {{proﬁ SuhmttterFullN\ame}} informing them that you
have transferred [paﬂ; ﬂf] thalr OlA req’uast in tha {prop: TransferDepartment}}; and

b  sign the attaehed 1etter té the {{ pmp 'P«ansferﬂapanmant}} transferting [part of]

the QIA requast tﬂ thgm
- \ ‘\ - A s J < ]
5 RN .
b J"II ,-"-. ;‘p \

{{mmp topqrtfbtolrht}}

‘.i"' )
.'."\\‘ e :
3 G
9
3
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SSC Report:  {{prop:Summary}}

[Delete sections:of report that-are not required or relevant]

On {{prop:ReceivedByDepartmentDate[display=[]}} you received an Official Information
Act 1982  (QlA) request from {{prop:SubmitterFullName}} of
{{prop:SubmitterOrganisation}}. The request was for: LA

{{prop: QuestionSummary}}. Q N ; C (
[Check: has the request been revised by the requestor?] AEMAST e K
A response to the request is due by XXX 7 \\\.-',
[Option 1 - No informiation Held] : o R W
(Fal) O \ :

7

From our recards, and following consultation with. your Office, it quear ‘Lﬁgt you are
unlikely to hold the requested Information- and - believe it is ?1 Id by the
{{prop: TransferDepartment}}. Accordingly, we recommend that under section 14(b)(i) of
the OIA you transfer the request to the'{mcbpfrrahﬁfernepanmgnt}}‘.' 5,

.8 ' _-‘l \'
[Par A

',

From our records, and following. cohsultation with your Cﬂﬁioe. it appears that you are
unlikely to hold the requested |nfur_'mgtu:} relating to [c ’lgh‘a*aub}e;t] and believe it is held
by the {{prop:TransferDepartment}}. Accordingly; we ecommend that under section
14(b)()) of the OIA 'Iyw\ transfer: "-.t_t‘luia ~part of the request to the

{{prop:TransferDepartment}}. ' | -

[Sgtien:2 - Oy Sdnfeatacl ' )
fFull = ) R v

We believe that the requested information is more closely connected to the functions of
the {{prop:TransferDepariment}}. Accordingly, we recommend that under section
14(b)(ii) of t OIA you transfer the request to the {{prop:TransferDepartment}}.

TR 'y

7 [Rar]” e o

7\ believé tha part of your request for information about [define subject] is more closely

51 _connected “to- the functions of the {{prop:TransferDepartment}}.  Accordingly, we
" recommendthat under section 14(b)(ii) of the OIA you transfer this part of the request to
the {{prop:T/ansferDepartment}}.

£ The transfer of the OIA request is due by XXX.

. ﬁtfﬁchad for your consideration are a letter transferring [part of] the request to the
. {{prop:TransferDepartmenit}} and a letter informing the requestor of the transfer.



Yours sincerely .

{{prdpitoportfoliolis
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Ref: {{prop:ExtReference}}

AN AV

{{Prop:SubmitterFull Address}} e N QW
) : 3
Dear Mr/Ms/Minister/Mrs: LAST NAME DD (¢ )

Official information request for [brief detail ofl"silﬁlﬁé'.t m ﬂt’ﬁér‘o\lf rgqués't]
| refer to your official information request dated [d?gtjal for {{pfop:QuestionSummary}}.
[Check: has the:request been revigql;ﬂ"pg lh'errequaatqr"'? '

>
| have transfeired [part of] your request ta the {{prop: TransferDepartment)}. [Part of the
/ The] Information to which your request related [,namely — detail of specific aspect of
request to be transferred if a partial transfer} {is ot held by me but is believed to be held
by the {{prop:Transfer aparh’q‘_ nt}} / is believed to be more closely connected with the
functions of the {{prop:Transfe epartment}}. 'ftj these circumstances, | am required by
section 14 of the Official Information Act 1982 to transfer your request,

You will hear further front the {{prop: TransfefDepartment}} concerning [that part of] jaur
request, [Provide ofher agency's contact details if available]. [The other parts of the
request v{l‘--iremajn with me for response.]

o \ 7 &
o "I

; { R U, Ol
Pl 0%

\ A
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{{prop: TransferDepartment[display=ceFullName]}}
{{prop: TransferDepartment[display=ceTitle]}}
{{prop:TransferDepartment}}

{{prop: TransferDepartment[display=Address]}}

Dear {{prop: TransferDepartment[display=ceSalutation]}} ((

LN

-]

Transfer of request for official information

| write concerning an official information reguest —received \(fq’m 3

{{prop:SubmitterFullName}} on [date] for {{prop:QuestionSummary}}; S,

As discussed between [name] and [name] on [date]; g‘nd.ffur' the reason set out'in the
attached letter to {{prop:SubmitterFullName}}, this request is being ﬁ\nsl‘qrmdfli" full /in
part] to your agency for response. NV A ALY, .,)

Please treat this letter as a formal transfer of Jthis aspect off the request under
saction 14 of the Official Information Act.1982.'You should be aware that a response
must be provided to the requestor as sqon as reasonably practicable, and no later than
20 working days after the day this-fransfer is re%ei’\tg by your agency, unless an
extension of time is required and-duly I;icfﬂfibd to the _g'qqa, or,

o .- N d
T T o S ¢

Yours sincerely AN ‘}) e

{{prop;tpp%é&;ﬁjlio“st}} =l §

~Enel ‘Ic;_c':;py of c:t:hregpqndeﬁoe from {{prop:SubmitterFullName}} of [date]

7 ,‘ Vi copy B(\qagmﬁﬁbndama to {{prop:SubmitterFullName}} of [date]

‘I\.I\”‘



50

§5C Report: {{prop:Summary}}

{(propRegoriNamberl)

Data: [Date Sent] Report No:
5 3
File Number; ,{{prgpFiranumbar}} “ »)
anact: rop:Manager[display=jobTit | Telephone: {[prop;Managar \\ >
E:F]j}] Idlsplay phonaNuv‘qbar]}}
Action Sought ) | Daa::illna- '

Sign the atlached Je‘t;er 16,
{{prop:SubmitterNarhe}}. responcllngj {
to their cnrraqun:lénca ahuut

{{prop: portfalios}}

“|Htprop:.
C.‘.uryqninuanata[dlaplayf-ll}}

e

{prop: Sx,u'nrrumyl}hr

Enclosura: Yes (altached)

o
= T
-

Recommended Action

It Is recommended that: YDLI ) \
I

sign the aitachﬂd Iettar to {!p{ap Su}:)‘nlt’terFullNama}} informing them that you
request

to  the

=
have tranaferrad [past their ~ OIA
{{prop: TfansfﬂerortfnlloM mtér[display- porfolioNamel]}};
b slgn “the attachee{ lattar to the {{prop:TransferPortfolioMinister[display=

meo\l{wamel}}, tfaﬁsfar‘ring [part of] the OIA request to them.

{prop: F'rot'nF‘ortfohoMinistar[dlsplay—mmlstarFu!lNar‘neGhackTitla]}}
{tprop :FromPortfolioMinister[display=portfolioName]}}
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SSC Report: {prop:Summary}}

~ ANe b

" the  functions” of the {prop: TransferPortfalioMinister{display=porfolioNamel[}}.

~_Accordingly; we recommend that under section 14(b)(ii) of the OIA you transfer the

: raquéﬂq:_ H¢o {prop:TransferPortfolioMinister{display=ministerFullName[}}, as
rar

Jprop:
< A

/. “\ife believe that the part of the request for information about {{prop:Summary}} is more

[Delete sections of report that are not required or relevant)

On {{prop:ReceivedByDeparimentDate[display=I]}} you received an Official Information
Act 1982  (OlA)  request  from  {{prop:SubmitterFullName}}  of

{{prop:SubmitterOrganisation}}. The request was for: £ “
{prop:QuestionSummary}}. ¢ _' ) : | ( | (
[Check: has the request been revised by the requestar?] < NN S \\-\\-.-_;.
[@ption 1 - No Information Held) =3, N/ e N
[Full] AN

From our records, and following consultation wfth'ypu.r,f(;.‘;ifﬁce, ft--ghﬁegr_ﬁ )hat you are
unlikely to hold any information covered by the request.-We believe that the information
to which the request  “rélates ) is. - held> by the
{{p'rop:Trans-.ferPorlfoIioMinIster[display=ﬁ1dﬁ¢iligwaﬁla]}} ~Accordingly, we recommend
that under section 14(b)(i) of the OIA- ~ you transfer-the request to the
{prop: TransferPortfolioMinister[display=ministerFullName]}}, ' as
{{prop:TrangfarParlfolioMinistar[ﬂIalplhx=fioﬁollo!ﬂam;hj}{. NV
oy, b 8 ‘\'

[Part ., AN
From our records, and followin consultatiqh.-\r)ulth your Office, it appears that you are
unlikely to hold any--;‘infpr{natfp covered hy the part of the request that relates to
{{prop:Summary}}.. We believe that (the lhﬁ#ﬁ’iaﬁon to which this part of the request
relates Is held by ‘the {{p[ﬂ?ﬁ ansferPortfolioMinister| display=porfolioName]}}.
Accordingly, Wwé recommend that-under section 14(b)(i) of the OIA you transfer the
request to { p/rop:Trahaj‘&fﬂbr,tfnlinministar[display=mInfsterFuIlName]}}, as

(iprop;TrangforPortfliolinsterlisplay=porflioNamel}
[0 p’t"@,“;z'_’ﬁﬁasﬂ!y Gonnected]

SfPall)

5,

eﬁéve tr'\at\ the 'lrifdrmation that has been requested is more closely connected to

sferPortfolioMinister[display=porfolioNamel]}} .

¢ ~ closely connected to the functions of the {{prop
. TransferPortfolioMinister[display=porfolioName]}}. Accordingly, we recommend that
“ under section 14(b)(i) of the OIA you transfer this part of the request to

{{prop:TransfarFoﬂfo|i0MInistar[di'splay=minlsterFullNama]}}. as
{{prop:TranaferPortfaIioMlnister[diaplay=porfnlioName]}},

The transfer of the OIA request is due by XXX,



Aftached for your consideration are a letter transferring [part of] the request to the
{{r’jmp:Trahﬁfa'rPorlfolIDMlniatar[diaplanodeioNameI}} and a letter informing the
requestar of the transfer. : '




#
£
o
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Ref: {{Pmp:Ex:Beferance}}

{{Prop:SubmitterFullAddress})} \\\
Dear {{prop:SubmitterFullName}} ~ W "
Official information request for [brief detail of subject matter of request].
Qur ref: {{prop:ReportNumber}} ARy \]

| refer to your official information raquest,,détéd, [dpf)a]’ fbr "{{gj‘u}é:gdaétionSummary}}".

| have transferred [part - off ~ your. . request to the
{{prop:TransferPcrtfolioMIn'|star[dialplayj-'parifu,llﬂDetallsl} \ [Part of the / The]
information to which your request related [;namely — detail of specific aspect of request
to be transferred if a partial transfet] [is hot held-‘bxmh\guﬂs believed to be held by the
[{prop: TransferPortfolioMinister(display=portfolicDetalls]}} / is believed to he more
closely connected .~ with . (the -~ functions of the
{{nmp:TransferPurtfoliq'MihlgterfodIaplay;puﬁf@llpD‘e’:’aiis]}}. In these circumstances, | am
required by section 14 of the Official Informatjon'Act 1982 to transfer your request.

You will hear fi aha'r‘-ﬁt'"&'im;tﬁa ' r{gorgiﬁ:ﬁ?réna erFortfolioMinister[display=portfolioDetails]}}
concerning [that par't'f'if]"your. equest. [The other parts of the request will remain with

me.] i b
X T 8 '
N N~

Yodrs sincerely

L |
o v L

S
'd \"‘.

L{{.prq&a:"Fro\rc}ForifoIloMInistar[display=mlnlaierFuilNameOhackTitle]}}
{

pu:gp,;FromFumulluMlnistnr[display=portfo|lnName]}}

r
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Ref: {{Prop:ExtReference}}

[{pmp:TranaferPortfoIiuMlnlster[dlsmay=mlnjsterFuIlNama]}}
{prop:TransferPartfolioMinister{display=porfolioName]}}

{{prop: TransferPortfolioMinister[display=ministerAddress]}} QXKD (C
Dear Minister \ \\'\" ,
Transfer of request for official information P '

| write concerning an official ihformat[&cii-‘-‘;ﬁ- request mdéi‘qu from
{prop:SubmitterFullName}} on [date] for {{prap:@ﬂq@tiﬂr‘lE_’gmmaryh}.( b

As discussed between [name] and [name] on [date]; and far.,tlja,'l'réaéun.-set out in the
altached letter to {{prop:SubmitterFullName}}, this request is-being transferred [in full /in
part] to you for response, NN/ iy T

Please treat this letter as a formal fransfer of [this ‘aspect of] the request under
section 14 of the Official Information-Act1982. You should be aware that a response
must be provided to the requesfor as'sqon as reasonably practicable, and no later than
20 working days after the day this transfer is received by your offics, unless an extension
of time s required and duly notified to the requestor. '

: :’J Wt 7

F oy \ "r \
Yours sincerely — "< /> t( .{)

7))

{ o
T

\\' ke N V.
¢

{{prop; FromPortiolioMinister{display=ministerFullNameCheckTitle]}}

. Uprop:FromPortiolioWinister[display=portfolioNamel}}

\\\
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IN CONFIDENCE

STATL 51 !L&J't
SSC Report: {{prop:Summary}}
Date: [Date-Sent] Report No: {{prop:ReportNurnber}}
Contact: {{prop:Manager}} Telephone: {{prop: Manager[dlsplay=phone
Numbar]}} 4

Action Sought _neaunna 2 R 9
{{prop: Sign the attached letter to / -{{p ap s ‘
fromportfaliominister|display=minist | {{prop:SubmitterName}} respundlng -GurrehtDUEData[ ﬁplay:l]}}
erfullnamel]}} to their correspondence about | N A

{{prop:Summary}}. A ' \
Enclosure:  Yes (attached) ( - ‘)

) £ .._\ .‘ ,JI',

Recommended Action '} ) ‘
It is recommended that you sign the qtlachaq laﬂﬂﬂ' tcl {{pré;g‘ SubmmerFullNama}} extending
the time limit for [making a damsian on thmr OIA raqueaQtran (arnng their request].

' }‘3

{{prap: FrﬁmPnﬂfoliaMlnlstm[displawmnlstarFullNamaChackTiﬂe]}}
._,.{{p‘mp FrmenrtfolInMInlgter[dlsplay-portfolloName]}}

trop:DocNumber)) IN CONFIDENCE
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IN CONFIDENCE

SSC Report: {{prop:Summary}

[Delete sectionis of report that dre not required or relevarit]

On {{prop: ReceivedByDepartmentDate[display=I]}} you received an Official Information Act
1982 (OIA) request from {{prop: SubmitterFullName}}, The request was for the fnllnwing

.'{

{prop: QuestionSummary}} 2SS -ﬁ_f,. 7

A response to the OIA request is due by XXX R e
[Use if extending time lifnit to make a dacision] AR \®

We recommend that you extend the time limit for making a daclslon on lhe rhquas\by an
additional {{prop: ExtensionDays}} working days, to [x date], J)

[Usé if extending time limit to transfer request]

We recommend that you extend the time limit for- fmnsﬁerﬂﬁg [paﬁ\éﬁf] tﬂg’ raquest by an
additional {{prop: ExtensionDays}} working days fo [x dalefl j,. :

[Use In all cases] T
[Réason: Conisultation (delete if ot appl]cahl&ﬂ

The extension is required becausa of thé anaultationé\ &ary to make a decision on the
request. ) \

[Reason: Quantity of Information (d‘hta if not ﬂPPlicnhl

The extension is required,#q&aus n)ha raquest na::essifates a search through a large quantity
of information before a dﬂﬁlslon cal de the request.

[Reason: Cunaultyﬂnﬁ‘& Quaﬁtlty l:rf Tﬁ on (delete if not applicablé)]

The extension is l(eﬁquirqd because | the réquest necessitates a search through a large quantity
of information, ﬁnd cunsu‘itatigns are mheﬂed before a decision can be made on the request.

[Explangmn. I%ppltcama ﬁ&bl{grm{nﬂ’ as considered relevant]

P

{{prop.DocNumber)} 2
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Ref: {{Prop:IntiReference}}

{{Prap:SubmitterFullAddress}} & N LD (Q ) 3
s W, e )
Dear Mr/Ms/Minister/Mrg {{prop:SubmitterLastName}} ; ' .' ‘ '
Official information request for [brief detail of subject matter of rq'qqggf] o \\\ \ ;
| refer to your official information request dated [date] for "[ipﬁu?ﬁpugsﬂaﬁsumm;{ry}}agm
[Use If extending time limit to make a decision] > K
3

The Officlal Information Act 1982 requires that | advisé you of ry decisioh n y';:a?r'fequast o later
than 20 working days after the day that | received yourrequest. ~Unfortunately, it will not be
possible to meet that time limit and | am, therefore, wﬂt}r’}g'tb notify you of an extension of the time
to make my decision, to [date]. OO/ " i S

[Use if extending time limit to transfer request] >

|\ I,. :. II F
This letter is to advise you that it-may. é‘._necassqr‘y ‘tdk@hafer [part of] your request to
[agency/Minister], and that | am extending'the ten working'day time limit available to make this
transfer, to [date]. )}"\ e

[Use in all cases] K ‘J S a

This extension is hecessary because [youf riaqugathécassitatea a search through a large quantity
. of information before-a decision can bé'made on your request / the consultations necessary to
make a decision qﬁ"ybur quast are ‘such that a proper response cannot reasonably be made
within the original time limit / your request necessitates a search through a large quantity of
information, a d\COnaqltﬂllons‘.a‘rg necessary before a decision can be made on your request],
If you wishfo-discuss any aép&aat-df»your request with us, including this decigion, please feel free
to contact [name/email address].
You. have the right to seek-an investigation and review by the Ombudsman of this decision.
Anforfhation” about how te méke a complaint is available at www.ombudsman.parliament.nz or
“ freephanie 0800 802,802,
ALK A~

B Ycurss‘h‘ihléreiy) )

@)
./ {{prop: FromPorifolioMinisterdisplay=ministerFullNameCheckTitle]}}
{{pro‘p:FramPortfulioMlnlatar[clisplaywpurtfnlloNama]}}

{{prop:DocNumber}]



SSC Report:
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Official Information Request Relating to

SIATI |H.\|I.|.\Hn STERIS 1)

Komilana O liga Tan Kaw

Date: X

Report No:

Contact:

Telephone:

Action Sought

Hon Paula Bennett
Minister of State Services

Sign the attached letter to the
requestor responding ta thelr ofﬂclal £ %y
information request, &

Key points

a A response to the request is due by x.

«  The proposed letter of reply and Infurmathn prog&fed far p&jaaga ara»attachad

. e S A eu A%
Recommended action V)V ~ A BNV
7] = \Y
We recommend that you: / a] /
)

a) sign the attached Jeftehm }h}: requastar rae{puhéhng to their QOIA request for information

about x

( (’

-)\ B

Hon Paula Bennett
Minister of State Services
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Ref: {{Prop:IntReference}}

Mr/Ms/Mrs {{Prop:SubmitterFullAddress}}

Dear Mr/Ms/Minister/Mrs LAST NAME P \ﬁ‘ NPARY = ( < )
.__é 5 3 q’ L s ] \‘\ i -

Official information request for [brief detail of subject matter.:t;:f mqudst] 3 \\

| refer to your official information request dated [date] for {{pmp r{!uestionﬂummam}}\ >

[Check: Was the request clarified/revised by-mquas!ur’?j\i. Gl T s 4

[Check: Was any part of the request transferred?]
[Check: Was time imit extended?)

Information being released ff
Please find enclosed the following document& N\

—

Item Date Document I&zqh,q"ﬂptlpn :
1 N \
2 e . " . s _.-' 7 ) )

| have decided to ralaas& h halenfa tpa ?dpcumants listed above, subject to information
being withheld under ohw; rgog?e of tf';af llowing)sections of the OIA, as applicable:

[Check: Do q‘ﬂﬁtfﬁ[lﬁl'ﬁ“ 'f'nfid amgjyf ‘anhrﬁan“ grounds for-withholding information are provided.

below: o
. !athpn é&i),(g) Sto perq‘etf{-g\s prj)?ac:y of natural persons, including deceased peeple

. sactor %ﬂb Yy - 1o ):rb ' thé commercial pogition of the person Who supplied the:
. Inforntation, or who is theB‘u ject of the Informatjon

~ﬁngti" E( Hiv)- r-:tn‘ maintain the current constifutional conventions protecting the
/ Mnﬂa qf‘\njradﬁlm tendered by Ministers and officials

‘r\ 'ﬁﬁctiﬁm ;9(23&9\&) — to maintain the efféctive coriduct of public affairs through the free and
\'m axpﬂ n of opinions. ]

S f\* [ln ﬂﬁtﬂ}“éﬂ e information has been deleted where it is not within the scope of your request.]

lnfdrirfatloﬁ publicly available

The following information Is also covered by your request and is publicly available on the [SSC,
: \ _‘gphlva or other] website:

-‘_\\. X

Item | Date Document Description Website Address

1
2

i, W

Accordingly, | have refused your request for the documents listed in the above table under section
18(d) of the OIA — the information requested is or will soon be publicly available.
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’[Qhﬁclﬁ: has relevant inférimation béén removed from published dacuments? If §0, include the
following paragraph:

Some relevant information has been removed from documents listed in the abeve table and should
continue to be withheld under the OIA, on the grounds described in the.documents.]

Infoermation to ba withheld .1--"'

There are additional documents covered by your request that | have dacl_dﬁcl tﬂ Withhﬂid in- fUl‘ %

under [one or more of] the following sections of the OIA, as applicable:

[Check: Do section 6 grounds apply? Common grounds for withhnl:;llhg ﬂnqhn‘fents in flgll ‘aﬁ)
provided here:

«  seetion 92)(H(v¥) ~ to maintain the current mnstitdtlanai bqhyanﬂam Qrots(lbg the
confidentiality of advice tendered by Ministers and offie ;19

o  sgction 9(2)(b)() ~ to protect the commercia ‘Iﬂun'ur the p un whu supplleu the
information, or who is the subject of the' Infarmqlrg(g 58NS fm

[if thére are withholdings under section 8, the following: gba’pﬁlles %pm k\‘.\ing y decision, | have
considered the public interest conslderatluns In aactinp (ﬂ of th& QlA‘} [Expand more on this if
possible.] SO\ P NN

[Check: delete the'abdve If no lnformatlnhm\u h‘e@n withhzald -'" Hﬁr section ©. ]
[Use if imposing:conditions.on reledse) - b

The information is released to you on hohdium that [spécjfy gny reIeVant conditions, including any
relevant timeframes], as [daapriba ralavant harm | ihe Z:qndltiun is intended to protect.]

If you wish to discuss this. d,B‘ElSIOﬂ th us, piaaa ia_\al free to contact [x].

[Use in all cases — unhéwé’g@uét gr}agtbél in full imrediately: You have the right to seek an
invesﬂgatim and review b tpe Ombudsman of this decision. Information about how to make a
complaint is avana Ie at N arli or freephone 0800 BOZ2 602 ]

Yours a[ﬁc?ghélyx\,
. & .’_-'. y =

{{prop,aF!" hnport}oi‘iuMinistar[dispiay=mimstarFuuNamacheck'rma]}}
{{prap mePortfalloMinIster[dlsplay=portfolloNama]}}

£ £ .,‘\-'. ¥
¥ &



61

Use if granting the request in full and releasing information at a later date

| have decided to grant your request. It will, however, take some time to prepare the information
for release. | will send you the information by [date].

Usé if granting the request in part and releasing information at a later date

I have decided to grant your fequest in part, namely information which felates Ao [dascriba

information to be released]. It will, however, take some time to prepare this infarmat on forrrL aaa
| will send you that information by [date]. | have also decided to refuse your request for infor an
which relates to [describe Information withheld] under section [detail relevant. sectlon(s)bﬂthe DIA
[Describe relevant harm, and consideration of the public interest in refeasa, if applicablé\]\

Use if releasing infermation in a different form to that asked fpr

You asked for the information to be released to you . nffy farm of relaase a&ked for by
requestor]. However, | cannot release the information in aLfnrm as [ﬁ ‘S impair efficient
administration/be contrary to my lagal duty to [specify] Iﬁgai ﬂutyf praj,uc{l the lj‘tarasts protected
by section [detail relevant section(s) of the OIA].-[Describé relevant hHr{'n. ‘and consideration of
the public interest in release, if applicable.] Ihéva therefore, daﬁldad tb release the information
to you [specify the form in which the informatlen wiLI bé IB&%BCL]

Use if refusing the request in full ,,-...

| have decided to refuse your request u r Bactign il \relavant section(s) of the OIA]
[Describe relevant harm, and consldﬁr@ﬂpn) the publlei sl in release, if applicable.]

3




Redactions using Adobe Acrobat DC

! L ’
F 4 3 w '.,"'
A ) v
.

= .Q‘.ﬁ‘;ﬁ;ﬁ—.r’l =

Click Tools = Redact.

The Redact toolset is displayed in the secondary toolbar,

62

Amt| Apewm i Wynmpe Rl WP TR R omy g die o) | |- - 1 ¢ -
B ik {_ T e
Brnstiner ;&M': Am m:.mmm\mm G‘WW ./ \\,f
. ‘ \,R‘
‘.' = '\ & b \‘-. ¥
Select Mark for redaction = Text & Images £ Yo 8
Miar for Redaction = Aﬁﬂpﬂr _ﬁﬁmﬂm Iﬁmmrnm ﬁ‘pﬂmbﬂm ( ( a) \'
B 1ot 2 imaga =ty “,’ f"' AR
; . A
(B pages o NS /¢
£2) Find Tt e 5 ) AN
"'\. y 'a. i .F"‘ o \‘.‘)

In the secondary toolbar, chousg F‘ropemas

Agperiania [anainl]

Radicid e P Calen K uwnu-u m

Boaidepled - ‘J
Fose sl } ,-" _.- g[ o

‘ nmsmmunuu*.fn .*’I':)np-\\o.mfm

- s

i .thm"fr-n'r

nlnmnhl(

.-'LA_L__,I. L N T TR |
A ™, .--1 -

X q-uwnu-l-mu-n N = Y i
* 1 < GulinaCels ‘ l'ﬂf-f- ﬂ i
Flof"ih" \ 5] > Il’ﬁu 1 |

P NN e —=

1‘ Tt M grnrail 3;-' A \L £ llgl'!iﬁ\l ' Fy r}
5 7 " } '-

A

RetsctonToa et . : ﬁq )- The E!pd\ﬁmn Tool Properties dialog box

is ;d[sﬂayed on the Appearance tab, select
o}strona yau want to change, and then click OK.

-} ‘*Giick the Redacted Area Fill Color icon

and select a fill color from the color palette for the
boxes that replace removed items, Choose No
Color to leave the redacted araa blank.

L » Select Use Overlay Text if you want to

select the custom text or redaction code options.
Select the font, size, and text alignment.

1" Select Custom Text, and type the text you

want to appear In the redacted area.

& N Séiact Fgadactlon Code, and then either select a code within an existing set, or click Edit

f;,:'.Cod,e to define a new code set or a new code.
In the Redaction Mark Appearance area, click the Qutline Color icon or Fill Color icon or

both. Select a color from the color palette for the images and text you mark for redaction.
Move the slider to adjust the opacity of the color. Choose No Color to leave the selected

area blanl.

After completing above field/box, click Ok. Select the text to be redacted.
Once the text is redacted and ready to apply redactions, click on "Apply "option from the

secondary toolbar.
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Ministerial Services

SharePoint

Ministerial Services

Minlstarial Servicas (MINS) s respansible for tha co-ordination of end respanses ta all nfSSC‘i
officlal correspondence, which Includas: il

+ Ministerlal and S5C corespondance

+ Officlal infarmation raquests

+ Ombudsimian requests end reports

+ Parliamentary quastions

+ Privacy Act requests o~

« General Integrity quarios LS -
MINS also co-ordinates the preduction af 55C's Weekly Rnpmt,_, P

Why the team undertake the worls

MINS works closely with peopla all around S5€ ta nn,samlm $5C dg[Mrl a hlgh ‘ilgilit;)‘ﬂewlm
te ‘the publie and e government of the day qm!f mw.s |l$)ﬂ lutdr)' Ollllﬂhﬂﬂm qnd to-ba
re¢ognlsed a5 publlc seétor leaders In Lhe dalimy‘ul Mlnrs\aﬁnl serviees, - by

& =y " -
Caollabaratlan : 5 2 \

« Wao bulld and malntaln strong warklhg rulp'!lqn‘!mp: with ilnkﬂhd§ Xv
+ Wa ensure that the wark tlntwullvln‘ﬂlu‘w Inpuit fr lml'h nur\\
appropriate

inflyenca ' ' "J

« Welnfluence uthmf? mtljua high Illndll’dl and I'ﬂcodumng ‘Imt practice” In Minfsterial
and Euncul a'suppa
+ We protac : C's veputation by usin ?’u nrl§ h'and knowledge ta ensure that risks snd
lmm nfLﬂMl pndipproprlpl ﬁy nlg
Integr

l.rm cgfr aknhnldm@: Wl “@ul;t like to be troatad ourselves
(3 wt are Uristworthy, nunuumiwr

u‘-muw e

\an are cammilited nq:l ﬂp‘what wa say we will do
i dlﬂlvnr under prosiurg:

(a‘:, where

¥ 4

it :-Quilllly

- mme Role

« Wa fn:us anp l‘wldlnn # flrst class sorvice to our stakeheldors
\?(‘MWQ for. bﬁ&nltuncu through continueus Improyement and Innavalloh n the work that

=7 M st m l]lppy to halp with any quedes and to help salve your probloms|

hﬂg&t (lm'l'nm Wae ara lacated on level 70 Reserve Bank bullding (by the HoSS Office)
Contact
Managing Princlpal phi (04)-4956600

Ernall: Saphron.Powell@sscgoving
(malito:Saphren Powell@sscgoving)

Saphren
Fowell

Micky Urlare  Sonlor Advisor Ph: (04)-4956775
Emall

{mallto:NickyUrlarogdsse.govtng

Dahlyanl ~ Advisef Ph [04)-4956632
Hektige Emalk Gahlyanl Rawlings@ssc.gavtng
{mallte:Dahlyanl.Ravillngs®zscdovtng

http://dotis/people-and-teams/Ministerials/Pages/default.aspx

g
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Nehna Pawar [35C]

; ¢ P

Impmt‘éﬁt Llnks( ( %

. ﬂ; drh Guidants-_

Upaspla:nnd

teama/Minfeta t qlum.

20Guldelldess
2a04ldlal% \ {
20lnfermatlants

P ﬁnmd‘ai]
' _.S'II;‘NJIIIH,."II'

Publiahing S1A
wagarfies (fganple.ani-

", thansa/MInlstarlaty Docim
} 20y Wa0Pubilhing®
OIAKIOR T pontEsk

20an%20Wabiltaded)

Minlairy of Jusilos
duldanca (P5])
{hitparfiwrw.pilgevin/h
informatlon-aci)

Privaey At duldance
(hiipagffprivagyorgns/ihe
prlvaty-aci-and-
cofenfprivacy-act-and-
cadax: ntedducilangy

Frivaey ToelkiL (P5)
{btipn/ v pil.govkne/h
taalkin)

P (Faillameniary
Walnlis)
{ripaeffowvrpailfamantn
pepar-queitlens)

Eftastlve Complalnt
Handling (ﬂmhlld'wnm)
Cpsople-and-
iumthMﬂlllffﬂiwh\l
ﬂﬂd’ﬂé}ll nl%
zoHsnillingpidi)

Protectad Bliclorires
[Whiaila Blawlng)

Ut fryasom i amn)
wasdofprotaiingyeurs
Hghtifpratactad-
dfuclonurar-whinile-
Hlawlig)

Cabhulits
(htipsrffeabguidecabinets

cabinat Offica Guldance
lhl‘rlww pil geving/h
anilealiiiat:
commlitanefaabingis
afifea-guldance)

Cablnal Mantsl
htipar//eabineimanual tah

2017 Hause Siting
Pragraima Upaepla-
anil:
tenmy/Minfitailsl/Docum
altting-pragramma.pdi)

27106/2017
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Ministerial Services
Naha Pawar - Minlsterial Phi (04)-4956657
Coordinnter Emall: Noha Pavnr@ssegovtaz
{mallte:Naha Pawar@sscovtnz

-,
o

i -
.H" \\___.J'.__.-'a
P

http ://dm‘iafpﬂqplB-and-tuamsfMinisterialafPagea/default.uspx

<

5,

We hiave four team members, We il work tagether cdlasaly and share knowledge and experlence, _.f";-f}

50 you can coma to any of us with your questions. We like paople to fesl that they can ghve us 4
call or drop by and chat. NS

i

s
8
e
N

2

Page 2 of 2

27/06/2017
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Information about Ministerials, SSC Correspondence, Parliamentary Questions and Of,,, Page 1 of3

SharePolnt Haha Pawar [55C]
Information about Ministerials, SSC LS LS
Correspondence, Parliamentary Questions and lrnportant Llnks( C o)
Official Information Act Requests AV .,.:m?,....,.m.. AR

5 soplas <
Minlsterlal Services (MINS) co-ordinates oll Minlsterlols, Parllamentary isstions qm E:r!m!nl ;;1,";75’;‘,}1‘.‘; \“’3’"""". '-
Infarmation Act (QIA) requasts, and Privacy Act requests In Moto, and prepares the N!Pﬁ'lfh Fﬂ .ml X 5\
most OlAs and PQs, They are alsa logged and tracked by MINS. . . il P ap:’? ﬂ' v
‘ 5, 85C g ) e <. e polly oy Pl
Procassing Minlsterials, SSC Correspondence, PQs, and OlAs SN~ 2 -\_'was;::-'l e
Type of Corregpondarice Processing Timeframes .~ 5 | ( L ", tamme/Miptita el De o
P T = \, PollcyW20Publiihing%
Oral PQs 1-2 hours of arrlval at85C. © -~ LA T AvolaNaDnempanark
- r i iy " “ 20enH20Wabiliedoc
Wrllten PQs Syorkngdays < ) 250 N ofastin
Minlsterials/Excaplional Fees s working dajs/owodkng days/or | SN ey
Requests staterl dua dito by MoSS \ N LN w r‘u e
- T ;2 ¥ ki 1 F, nisiry ol Justice
wrarking 7 N W Quidanca (P51
Prlvacy Act Requests Mﬁqﬂ:lmthufs N oty v AP
OlA Request < |20wondnadays kv faformatlan-ael)
T e = d
OIA Transfer 40 wm’klﬁu days — S \ \ &'E;g,?;.iﬂ';;!?;’m.
3 o : theacy-ach-an
OIA Extenslon | 20 warking diys” ) | Eo:uf‘,np:n;mma
—-— ead s Intradudiio
Minsterial OIA Raquasts - ) | [15 wamng days (driilt ducte et
A7 [ Ministers atfice), " rl:t%ﬁf::m;gn‘:wnw
. w W tad!
$5C Correspondencd S orkng day? | i
: ‘.-' L 4 :\?;‘7:13"""““”
T kil
0lA R%({uaﬂs ; ‘) ot B &::;:mm::;llmnln
W(JI’"' = I'.l'!l"_ﬂmlfﬂf oo fﬂrnlﬁpﬁd(r}}jﬂ“ﬂﬂ - Eifaciive Complalnl
7 NINSJogs all Incoming Ol requests in Moto and will, In most cases, draft the respanse for "wf‘:f::‘l‘,"!"ﬂ"‘""""’
e :d(mlun with the refavant suhjh:t maltar experts In 55¢, If we recelve an OIA falevant to your :-ﬂ-ﬁwmwlhlhluﬂmnu
" vk area, we wil forward It to you, discuss Itand the procass with you, prepare the draft i
y n‘fspnm off yalr behalf, and consult you and othars as requirad (including any necessary pesteciat Bhilosufan
s m-ltnrnni m:‘ulu\hn)s ﬂh managar of your vork arad will sign out the respanse. su:;:}mm? L
il smbudimang
SSCh Wht}npnlh:y for publishing some OIA rasponses on It webstie, We will let the requestor :‘w:::?‘aw““
! Jn qu wiedgurmm of thelr raquast that 55C's respanse to thelr request may be published .||':=|uﬁ»w:»:|:ﬁ-.

'{\\‘ill\h Ihi‘lt sizonal datalls ramoved), and when we undertake consullation wa will alsa let people Howlng)

(‘ ( ‘ s:hw Qe final rn;punmmtharaqunnwllllnlmm the requestorwhather thelr response will/nat .l;::ﬂ‘;}::b el
ublished, We wlll nat puliish he response any earller than a day aiter wa have sen the PRI
rdspunu 1o them, Wo will discuss publishing the response with tha relavant subject matter :ﬂ::,",:}m‘::m::w

oxperts In SSC, and olhers as raquired, andcabinat
cammiitedyfaabinat

Wiliat OIA guidarice It avallable? alftea: guliincs/)
s50% QlA guldania Is |n the tab an the right hand side of this page, and there ara OIA workilaw f,,'.‘::,':},ﬂﬂ:::mwm

\ quick guldance documents under the *Help” tab In Moto. There is also gacd guldance on the 2017 fowte Siing

¥ Offiea of the Ombudsman's websits, and orvthe PSI, If you would like any OIA tralning, please ru:ummn psople-
coma and seé MINS and we can find sometiing sultable for you depanding on your needs end osa/Mllateaty/Docury
iwperlance, Just glve us a call any tima with any questions, ltilng:piogrameie.pf)
What Is an OIA requast?

Whignaver a request I mad for Information held by a department or Minlter, this must be dealt
with in aecardanca with requirements of the Offclal Information Act 1962
{ttp:/laglslation,govt.nz/act/public/1992/0156/Istest/DLME4785.htrml) (the OIA). Requests can
be mads by anyone - Including members of the publle, jouranlists, or MPs.

In parileular, the OIA sats out 55C's lagal obligations ont

htlp://dm'is/puuple-and~tcamaMinistarialsfPageslI-lelp-witl1-lvﬁnjsterials,-]?al'liamnmm'... 27/06/2017
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+ tha deadlines for
(hp://teg stotion govt.nz/act/pubilic/1982/0156/Iatest/ DLMGES390.htrmi), tranifoning
(http://tegistationgovi.nz/ack/public/1982/0156/latest/DLMGS5307.1itmi) or gxtanding
(hitpy/leglstationgovi.nz/act/public/1982/0156/latest/DLME5394 html) a request, ond
+ tha list of accaptable reasons for withholding Informallon
(hitp://tagstatlon.g ovt.ne/met/pu blle/ 190.2/0156/latest/DLMES3T1 himl).
Requests can ba macle for any Information that 55C halds, From tima to tima, hawever, it may be
appraprlate ta transfer & request to enother depatment or Minfster, If they are best-placad lo
raspond, |f MINS conslders that a transfer might be necessary, wa will consult the relevant tearn -~

bofore any dacslons are made, < ’ g
:"“‘\ .Z

What &s @ Minlsterial OIA raquiest?

When requesis are made to the Minister of State Servlcas, $5C prepares a proposed ré 2‘"{\% p \‘ “'
ihe Minister's behalf {lagged In Mato). Note that S5C may also do this for dther M if

have heen the primary aduisors for tham an & panicular matter (such o¢ for the sppafitmént of a
chlaf exaciitiva, or when wa have led machinery of geverment werk).

b
W% < ( \  Hoy we track S5C Comrespondence, Minlsterlals; PQs, and ClAs:
L ,r‘: 7 x\\ Frofn 2016/17, wa liave Ligon wsing Moto to track dacumants,
‘." = A :
ks \/:} “" Plensa find the links below to the tracking sheats that wera used from 2009 until June 2016;

¥l ol
OO 1AMinisterial QIAZPQ trocking sheat 2016 (hitpy/ssenat/tools/rdms/auto.nilidacnum=220946)

\‘ ‘.
£ \ ‘x} DIA/MInistedial QIAME tracking sheet 2015 (hitps/ssenat/toals/rdms/autoniitdoenum=2124463)
( ( ‘j} - QIA/lnisterlal OIA/PQ tracking shaat 2014 (hitp://ssenat/tools/rdms/auto.silidoenum=210412)
A e
e {https//sserint/tools/rdms/autonil?

dacnum=1802354&verslon=1)
OlAMinlstedal OIA/PQ tracking sheat 2012 (http/ssenet/toals/rdms/auto.ntitdocnum=1753042)
UAMinisharial QIAPS tracking sheat 2011 (ip://ssenet/tools/dms/auto.nitdnenum=1612244)
0In/Minlsterdal OIAZFQ tracking shask 2010 (hitps/ssenet/tools/rdms/auto.niRdaenimia1407349)
DIAMInlstelal OIA/ND tracking sheat 2003 (hitpy/ssenet/taals/rdms/autonridocnumu2idzit)

http:!Idorisfpmplc-and-tcama/Ministet‘inlsr’Pages/l}Ialp-with-Ministarinls.-Pm’liamerum'... 27/06/2017
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Neha Pawir [S5C)

General Process

All 55C and MIN coimsponionces, OlAs, PQs coma to o, \ AN
Mintsterlal soivices (MINS) for a response, o

" 4 4 .\'\. k.
4 ;. P
s D,
- W R

MING wil e fog quary to Moto under ralevent N i
vorkllow * " T "

Y

MINS to Inform rullvml 590 ol membors - ACIDC, | o
38, Legal :

-Dv

In most cases we viil draft a mpcnm-dl‘lludmn % )
“fromveanatllation wilh olher S5G slnll marmbate as
-Tagulrad.

ot Jb '-\'-

Workflow wil be assigned mr!qamhlqau ukﬂ

marbere hrsugh Mol

‘{}-\

Assigned 550 uluﬂmmuuuranmwlfm

mmphﬂnujhammwmum?nﬂlnunnwl g;lNB} L

ﬂntﬂh ﬂ\\(ll ﬁfmﬂ an

» m 561 4%&;&%5@&&&%M

nt’- o fo

812 coples {singln

{ -i‘ Il'ilmli) o o3 = Frint hurd e
\ tmm}n}wuduuphqmmsu lock/uite, doal

ida

- mwm.mmnlﬁlordllﬁw‘bwnf:.

- I !jullulllel.'ﬂ ‘: ndapy fina] caplas to the Minlster's
4 nl!lut!ull'lj onfeally, CC Minliterlal Services [55C]
DR cReviinn of Heha Pawvar [$5€]

ﬂﬂhhm and talk tovis
nce, Minuleral Nll'ﬂnuallwnlmlbmlmn and Cificlal tiformation Act (01A] requests

84 | mmtﬁmu.h rangs of s

M b tesponilble for lodging It en 1o Moto

l' ! villlbe respondidg to ol he querles In niost cases, Ivvaver In some lnstances somaspondentd; o/As aad
Iit6rfals canget asilgnad Lo Indfvirual Leams Lo respond (hioiigh Mola,

http://doris/peaple-and-teams/Ministerials/Pages/How-do-we-work-.aspx
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