STATE SERVICES COMMISSION

Te Ke if: 1fanga

26 July 2017

Dear

Official information request for information relating to OIA Forum
Our ref: 2017/0074

| refer to your official information request dated 29 June 2017 for all information on the
Official Information Act 1982 (OIA) Forum, including the date, list of attendees, any papers
or discussion materials provided to attendees, any minutes or summary of proceedings,
and any action points or discussion papers produced as a result,

The OIA Forum for Practitioners was held on 24 May 2017. The list of attendees and their
organisations is in Appendix 1. One name is being withheld under section 18(c)(i) of the
OIA, on the grounds that making the information available would be contrary to the
provisions of a specified enactment, namely section 13A of the New Zealand Security
Intelligence Service Act 1969 (restriction on publication and broadcasting of information
regarding staff).

The next OIA Forum for Senior Leaders is currently scheduled for 11 August. While a
Centre for Open Government based in the State Services Commission (SSC) (referenced
in the speaking notes), was scheduled to go live in June 2017, SSC is still working
through the role and function of this unit.

Information being released
Please find enclosed the following documents:

ltem | Document Description Decision
h1_ OIA Forum for Practitioners: Agenda, Feedbac{;c. and Topics for Next | Release in full
Forum
Speaking Notes: OIA Ferum Release in full
Slides: C{IA Forum Release in part

Contaétihg people who have requested information under the Official | Release in full
Information Act; Public Sector Guidance (Workshop 1)

5 Processing a basic Official Information Act request: Public Sector | Release in full
Guidance (Workshop 2)

6 Workshop 1 feedback (not transcribed) Release in full

7 a Workshop 2 feedback (transcribed) Release in full

8 | Planning for OIA Statistics 2016/17 and 2017/18 (handouts) Release in ful

9 OIA Stati:;t.ics: Guidance Regarding Selection and Reporting of | Release in full

Official Information Act Statistics (handouts)

2 The Terrace

PO Bok 329 Wellinglon 6140
New Zealand

Phone +64-4-495 6600

2272351 _1.doex Fax +64-4-495 GGBG
WWW.5sC.gavl.nz



| have decided to release the documents listed above, subject to information in document
3 above being withheld under section 9(2)(f)(iv) of the OIA, to maintain the current
constitutional conventions protecting the confidentiality of advice tendered by Ministers
and officials.

While no minutes or summary of proceedings were produced as a result of the meeting,
documents 1 in the table above contain general feedback provided by attendees (what
was good, and what can we improve), and their suggested topics for the next OIA Forum
for Practitioners. For future meetings of the OlA Forum, SSC will proactively release the
minutes on its website, subject to any necessary withholdings in accordance with the OIA.

At this stage, neither action points nor discussion papers have been produced. The next
steps following on from the May OIA Forum for Practitioners are for us to update the two
guidance documents drawing from the participants’ suggestions (contained in documents
6 and 7 above), seek feedback on these drafts, then re-issue the guidance.

If you wish to discuss this decision with us, please feel free to contact
Ministerial Services@ssc.govi.nz.

You have the right to seek an investigation and review by the Ombudsman of this
decision. Information about how to make a complaint is available at
www.ombudsman.parliament.nz or freephone 0800 802 602.

Please note that we intend to publish this letter (with your personal details removed) and
enclosed documents on the State Services Commission's website,

Yours sincerely

Catherine Williams
Deputy Commissioner, Integrity, Ethics and Standards

2272351_1.doex 2



Appendix 1: OIA Forum for Practitioners - Attendees

Crganisation Narne

Department of Conservation

Department of Internal Affairs

Department of the Prime Minister and Cabinet
Department of the Prime Minister and Cabinet
Education Review Office

Education Review Office

Inland Revenue

Ministry for Culture and Heritage

Ministry for Pacific Peoples

Ministry for Pacific Peoples

Ministry for Primary Industries

Ministry for Primary Industries

Ministry of Business, Innovation and Employment
Ministry of Defence

Ministry of Education

Ministry of Education

Ministry of Health

Ministry of Health

Ministry of Justice

Ministry of Justice

Ministry of Justice

Ministry of Justice

Ministry of Justice

Te Puni Kokiri

State Services Commission

State Services Commission

State Services Commission
State Services Commission
The Treasury
The Treasury
The Treasury

New Zealand Defence Force
New Zealand Defence Force
New Zealand Defence Force

2272351_1.docx 3






OIA

Wednes

FORUM for PRACTITIONERS

day 24 May. 1:30pm - 3:30pm.

Ministry of Justice meeting rooms ks3.3, 3.4 and 3.5, 19 Aitken Street, Wellington

AGENDA:

1:30

WELCOME AND INTRODUCTION. ((

Rachel Hayward, Deputy Cabinet Secretary DPMC, ONTEN o
OIA Project Steering Committee v W \ h%

1:35

UPDATE: WHAT’S HAPPENING AT THE SS5C. - ) ]
Al Morrison, Deputy Commissioner System Perfurmance, SSC ( ( .3' '-)'

3

1:45

]

GUIDANCE TO REQUESTERS ON AGENCV WEBSITES
Leonie Parminter, OGP Pro]ect Team 5515: L x

VA

2:00

\
WORKSHOP: WORKING WITH Ijl‘.jQUESTERSfEQNTACTING REQUESTERS.
Michael King, OIA PrnjectTeam, SSC /LN

Review the guldancb ) l ; \ '
“Contacting paopia wh‘a hava reqqestejd nfnrmaticm under the OIA”,

Focus quﬁmons. AS“a gener&ﬂ fesource, "how fit for purpose is this guidance? What
would yo changé to lmprc:r\zbjf:? Given that it is a general guidance resource, what
agenf.\y {peclﬂc guldam:e mlght complement it?

2:30

"WGR,KS}-IDP;_HPRDCESSING A BASIC OIA REQUEST.

i "Prm:ess.lhg a basiz: Official Information Act request”,

| agenc

Reviéw the guldance

Fm:us quas‘tlbns As a general resource, how fit for purpose is this guidance? What
quldﬁ -thange to improve it? Given that It Is a general guidance resource, what
pecific guldance might complement it?

: :
¢ L AR

.
13100<

| Generate and prioritise a list of items/actions people would like to see/do.

PLANNING NEXT PRACTITIONER QIA FORUM.

One option includes workshops to prepare one or two-page summaries of recent
Ombudsman guldance documents.

3:15

NEXT STEPS, FEEDBACK, CLOSE.

2266064_3
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[INSERT SECURITY CLASSIFICATION]

FEEDBACK

What was good

Hearing other agencies feedback
Making contact with other practltloners
s5C Ihresentatlnn '
Meeting other practitioners

Getting other views

T r——— e

Attendance
Helpful toplcs

“Clock method to get flow of ideas / swapping |
was good

Like the method of pairing off N

We had something specific to work frq\m“@nd
this had been circulated prlor. ‘x AN
¥ y |

Dpportunity to network

Hearing others’ views ,--'

Agenda circulated witha }%hméﬁ $ Incl(

to facllitate good dls
desseraugagn -SSP
Update from Al on SSC j'}d slgn.‘-\\\ x q\‘

Practical ex.‘gmples cf guldance Ir'r drﬂft to
work from wa‘s I{Seful NN

",

Material c!rr.:u]ated in advance

‘--'Gond opwurtunlties ”to mave around and

: meet ‘other peop!a
Eodd time managhﬁ'nent by Michael
Lﬁmnﬂ}

Flﬁg Ng\th “similar and different challenges
qed\hy other organisations

tments and rnixlng

Ml&‘i’ael’s facilitation, moving things on
\ \smwthly and keeping informative and light

Info on BPS2

Format — getting people to move around

e e —————

2266954 _3 [INSERT SECU

"‘w o ?n‘eTasa*wwmheammmm_

(@)

| Not enough time - some interesting ideas are

What can we improve

mamy e e

A suggestion  of hearfng a

group about their experié‘nc& nfﬂﬂe DIA [

........... el -"I A.,‘_ -
Pacing C_;\T > %/ d
Could bull e dis >sinn,tln‘1‘u ‘tK&r was
clearin l} ;/h ax/t)umber uT‘ RB

i iy -~\
Too. rushéd (

Mnre t\img t’o discuss

\m! opllgn \f,

ff__.& N\

Mora clearer lin kage to ‘Sunrise’

‘ihpbse some deadline on the guides — thev
have been on the go for a while

_Mlcruphona for speakers

only touched on

Longer fm'um or more regular ones

RITY CLASSIFICATION] 2

non- kA
corporate/head office practlﬂerner talk to the |-

Y



[INSERT SECURITY CLASSIFICATION]

Not really_a neﬁvnrklng opportunlty

STy S—— Y -

Different views from other agencles "More time to discuss
Website guidance useful to know what Is
going up
It was fast p;a-calm T | Better able to hea}'—;_:é;ble better audlo

Mixing. Mingling. sharing ideas .
Like the lollies NN

Handouts available on tables

i H"‘,II. e
Good venue s, % \\\ »

W W \,., Lo IE S

TOPICS FOR NEXT PRACTITIONERS‘ EDRUM ; *

SUGGESTED TOPICS N\ ( f
Proactive release ,__\ffj_\-\ 7 \Yq :
Practice of putting OlAs on websité . " L ) ) v {:; \\\\
And the interrelationship between thE two. oy 3 f-\':'

G Sy Lo es i

‘What are your challenggs (1§prlﬁr)ty) .
Actual scenarios (sharlng Enw dé do thllﬁés et?.: \2’"‘ priority

Submit questlonﬁ In adw’npé that can be answered by a panel

Resources —sh armg them ¢ 5

How do- f,’h ng orK at Iaréerorgaqlsatlons?

‘CE resboﬂsibjﬁty (parts of the organisation being unaware of OIA responsibilities /

, uhmoparatrve] 5 prq‘ferencE
g ¢ E‘mdanca for. me nbers of the org who are not practitioners
.:"Imp’ruvlng praeﬂcél)steps around transparency

: Freeaan 'franl-:)s an interesting topic
fLGOjble a;p consultation / Privacy Act — how they Ilnk/conﬂlct.

# g Cbmparlsnn of proactlve release pulicies (1“ preference)

' h!ow agencies are applying different grounds (2")

Training on redaction software and what different agencles use

Discussion of what systems and tools are working for different agencies (e.g. experiences
with computerised redacting)

What are we doing to respond to the Ombudsman’s recommendations?

2266954_3 [INSERT SECURITY CLASSIFICATION] 3




[INSERT SECURITY CLASSIFICATION]
Whatlorgan'isa;c.laﬁélére dbing to ensure staff are aware of OIA proéés-.ées (énd where to find
guidance documents)
' Can we be better a joining up to provide training?
Finalised guldéhée' (or updateﬂ' with feﬂ-dbaék'] *Sensitive requests (15‘)

Open government next steps. Is there a govt. information strategy? (Note: Proactive release
is nothing to do with DIA)

Proactive release:
Sharing hest practice

How to influence your agency

Processes to proactively release already released OlAs *\\
Building an SSC/DPMC work — making it practlcalf dg,e.'}at]onallslng
Haw to build pmacﬂve releasg into policy pm’pés& N ( (

A

p ‘,-7--

“'u )

2266954 _3 [INSERT SECURITY CLASSIFICATION] 4




Speaking Notes: OIA Forum. Wed 24 May 2017. 1:30pm. Mod

Rachel Hayward, Deputy Cabinet Secretary DPMC,
OIA Project Steering Committee

Welcome to second OIA Forum for 2017.

Delighted to see yaou here — strong passion across the State sector for open and transparent
government, reflected in attendance here and interest in OIA project. ¢

Since last OIA Forum, OIA project team has been making progress:

1 First set of OIA Statistics published (2015/16) on 31 January. \ [ ( M) '
2 Guidance has been drafted and will soon be avallable; > (o
o  Agency OIA websites Gsx ™ .\

o Proactive release of Official Information
o OIA statistics.

3 Preparations well under way for second set of G}lA statlstics 20(16”7) and subsequent
releases. (Details available at the end of tuday'S*Fnrumj

Thank you for coming. A ‘.5)

\
£ 5 ,;J
A

Al Morrison, Deputy Gummisainner ayatam Fer(urm nca SSC
Add my welcome. < ,) & \ R

State Service Commissioner is carnmllted to enau;lhg NZ has a trusted, leading edge, public
service. Foundations: ' VS

«  Free, frank, faarleaa aci\)ica . ( { )j
s Political neutrality - A
. Open goverﬁrment 'ﬂ}ld ofﬂclal lhfovmatlon
e Independant, merit- baaed ﬂppﬂlnﬂnenta
Changes wnnl%ﬁc New urut lntegrlty Ethics and Standards. Recruiting DC.
Centra far Opan Gu\zernment to include OGP and OlA. Go-live 6 June.
. Whawou can Bxeea& to- aewnver time:
Y Ralentlaaa cb?ﬂmumant and support of SSCer to improving OIA performance
O] 2_ ‘Su pnrffqr agenclas including:
" y Dfﬂ }al information capahility assessment tool
J":',é'\" '-Guldance, advice and other resources: based on your needs and priorities
> o " Case studies of agency operating models
. Sl | o Practice notes on specific topics.
({\ ‘)"‘)What we need from you:
‘. support, including participation in OIA Forum, workshaps, pilot projects, etc,

s input into priorities for our work program
. feedback regarding how well we are meeting your needs,

2266937_1 [INSERT SECURITY CLASSIFICATION]
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* Welcome and Introdmtlon ) AN
e Rachel Hayward, Depuw CabmetSecretary, DPMC

* Update: What's happenrng atthe SSC
e Al Morrison, Deputy Commfssm,ﬁer Sys{Em Performance SSC

* Guidance to requesters on ageﬂcy Websrtes
* Leonie Parminter, OGP Project, SSC./ Rl

* Workshop: Working with requesterS“[ﬁDﬂtactmg requesters
* Michael King, OIA Project Team, SSC ) S

* Workshop: Processing a basic OIA request\, )
* Planning the next OIA Forum for practltloners;._:-,-_;r:,.':_’.-;_;;. L
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: Workforce & Talent
i Management

“Attracting & developing
talent™

+ 4YP Workforce
« System Workforce
Strategy
Strategic & tactical
= Diversity & Inclusion
Pay Equity
Leadership
Development Centre
\I/- )Career Boards

& o4 '[ahnt Exchange
l" i adérshlp Insight
! "‘i.\*\_ d of Profession

{ ..f': .
&L ,-/);/.),\. \ /- :\_, J ‘.\
oy \ G N
Appendix A~ (/0
N Y / < “ N o P
External ,r.;“-\--’,\. \\\,‘.‘\z oA State Services Commissioner
Committees <7 > 7 NS S ~ Head of State Services
/"J P ™ o LA il
s — N
¢ i N _f/ R Be
. K puty State Services Commissioner
CEs on asslgh:ﬁgnt "L, )  ChiefExecutive
—_— /E ) o e PR
- Auckland y40 O =, ;
H&S Y S S SRy HoSS Office
- BPS2 Akld 3 / //" | Chi@\lfgﬂ*@fﬂsr “Connecting, communicating & enobiing the
b - Public Service REme 25 / : *_/ business of the Commissian”™
N \ \/ e \'-\
' i '”\-},-" /Dt DC
=l " iy f fem g e T [
i F ' fed N - [ =
R " i d RO R [ ad . Smeet 2 i
Strategy & Policy | Integrity, Ethics& | 1/~ ,\cp:porate Sepu}eés ’_\ ' System & Agency
3 Standards "k,x B L A Performance
“Designing & driving the j i ':Bmfg:mmbmm\ﬁww’ ) : .
State Servicesof the | | spyilding trust & confidence : L b </ fx}fb{a‘w'm CE, agency & system |
future” ! in State Services” i |+ Commi ;pné‘\ [ 5457 AN perfwmam:e"
i 1 = Strate _ﬂd\'ﬂlanr;in} \f"’,_»%/_} \_I \
*  System Strategy |+ System Integrity | 1= Finance” ) 77/ I CEppointments
+ Programme Manage '+ Dpen Government fde MlmstenaISeﬂ:}f i’ / i l“a—~ ue:‘éﬁ\g,/on plannmg
BPS 2 _ . Partnership I .+ Risk / 7 ’},@ﬂg
+  BPS 2: State Services I OlA Programme : = Assurance e P *.' CEﬂemune@’ﬁo
Architecture !« Crown Entity board advice | =+ Business Cnntmulw 7 % (including” ﬁ(awu‘Entmes]
*  Machinery of : Investigations I -« HR S \fr’f \EE performg
Government i Code — applying it and : 1% T ' ?\wnggemeﬂ?;unctlnp
= BPS Refresh/Results : future amendments i = Shared services /],-. SyStefn assurance &
Reporting , i+ Protected Disclosures : i+ Internal Audit ! ,/P/ls’ — ,/
*+  Strategic Information I + BPS2: Trusted, Respected, | '+ Health & Safety g : e c.;,nﬂ’nut,us ,mp,mn;,
* PM/HosS ! High Integrity i ' Workplace & Administration | !. g ue.},mm},,ﬁ Assmﬁm
+ 2™ opinion policy ; | .+ Protective Security i Commisstare
advice i : Requirements e Cahnet aezﬁ g.wnrk
: i = APO-—administrative and i+ CEWell- be""lB
| : corporate support i = Deployment t\f suppur;,EE“g
I ! T
i ! |
i i |
I 3 i

| *~._BPS 2 People
i« BPS 2 Diversity &
|

| Inclusion

; f"‘“\ Depiwment of senior
) leaders [for mobility)

_’_\\,_‘.\.;\ =
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Leonie Parminter — Leonie.Parminter@ssc.govt.iz/~

s
Fd
#

’ .
/ A




— )

e N

i I -._\ -

S ..‘{ . F _’ ¥
& I/"- 5

Open Government Pa rtnership (OGP)

* International |n|t|at|ve promotmg
transparency, accounta bllrty, cgtlzen

engagement in govern ment., S

A N
5, e

* New Zealand joined the Open
Government Partnership in 2013770

* The State Services Commission co- <7/
ordinates OGP work with New %
Zealand government agencies and
leads public engagement. AR

,‘L Open Government Partnership
// . New Zealand
' ': MMnal Action Plan
mﬂﬁ,s

b Q{to“hm'» ZD'IB

AN
PAND)
e 23
o

e
Source: WWW.0gP.0rg Nz "\



Engagement.
* 115 submissions on two online
_platforms

_5__2'.'2,--submissi0ns related to the

7% 30 people participated in the co-

“‘“creation workshop in
Wellington:™ <

Source: www.engageZ.co.nz
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OGP engagement— what did we hear?

. proactlvely maké mforrnatmn avallable to anyone interested in
Iooklng L9y

,,,,,,
.....

> ”Mandatory publlcatlon of,eertaln mfo

e “ ..Government departments sheuld be reqmred to have dedicated
OffIClal Information Act pages...” /) =0

- S
e,

* “There is obvious scope to bu1|d on th,e Ombudsman and Law
Commission's work reviewing the OIA..7 -~ ¢

* “To implement the recommendatlons of the former Chlef
Ombudsman re the OIA... = R O

Wl



> -~ “All agencies should ensure their

</ . . websites have a page, no more than

_“oneclick away from the home page,
'~~~ which provides the public with key

1y “information on how to make a request

| - = “for oﬁlcla{ information, what the
i agency’s mternal pohmes and guides

game

of hideand "R on’ pre,eessmg OIA requests are, who
B to contact for assistance, and the

= information the’ agency supplles to the

Ministry of Justice forinclusion in the

Directory of Ofﬁmal Infor/matlon

Dame Beverly
Wakem’s report

2mbudsman

Source: www.ombudsman.parliament.nz
Not a game of hide and seek, 2015, pl4.
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Improving =fﬁciahnformat|on practices

/r il
-

)
e
R

-

=i~ * Milestone: “Ensure information
Comm1tment SR %))

,mpmwng* LMy  about the OIA (how to make
| ofﬁual =TARAE I /*r?uests etc) is...easy to access
BRI T e ] ) on agency websites. This could

practices

‘W will improve povernment agency practices around requirsts for official information
under the Official Information Act (DL}

Djeaive: T2 rriir Bosmmenen sdnmmanas mise JOLESSTA Uy PEIPUNG & (RAAETERT sl GF Mpeiy PERCNNT i Tt pain 13 IRSUETS for
SO M

Seatun qum: Praciie staund Nee aeoiel farde feawrt sl 07 SMC! RIMILGS & SOTUNIDIT, AITRDET IFE DUnSeReD Iy increany
somanEirae oad ariund S Mkal information hegug il A B T £ Rard B REViEate e Fyiemt

A0 W B SOMTIIED 10 IMEAEVAT Pl ERErTIMERT FERRens. 15 fefuer i 157 STl B HmsLEA
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Temelne: Sersoer 3008 furr 012

OGP vkt Aieti 55 RRIFLTAR, Sl PAFSAITON Tk SOIDGMESAT), Terhaciory and wforsanon
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ard i Suttd
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Example of good website information {
5

New Zealand Customs Service
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P ———— wnch Ty e o Gy~ [t (v wive B 5 4 b swte
PR T i G DR COTRITRC W MESY 1 G T U MR PRI L O S R Y ae
e o e LS Ti O psakee wa kS
7wl IO REOREATE Making an Olk request for informadion held by Cusioms
.tn i hbs s 3 e o el on Aoty Sutters plissn el o el g S stems Sedey
i S b el v I e 2 W ZABASAR; ERSTIREA DS, AN Ay €24 ASELIR Wall 3 mir g iy 2060 Ty
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Source: www.ombudsman.parliament.nz
Not a game of hide and seek, 2015, p44.
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Making official information
requests
A gulde for requesters

)mmmmpﬂ-w.umu-m

Aoy 1 T (AGOMIAL
ot wihnet inflanmatson you con gt for, how fo go abowt
15 required 1D 00 T respondng (3 peur
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REQUESTING INFORMATION GUIDANCE ON HOW WE WILL RESPOND
Peapie in dirw Tealand can |l rdaneomeniz rpcip o erduel Yo £ med feed b menten L What hapoot ¥ we.sne ot the richt acemer?
bé i8S SRS Wkt e i 5 Paod M3 T whha it - . = WA I we darT TS RTINS YRur rEaeT?
The Ot AT Jir ) g Phpnicks e e 3. Whanbamecns i Lnec - chans: m e
Toaland, i baidy COTpEratEs fepEtared o with @ place of busin ks i New Zestand, te maka 3
et 14 SMRIH INfOPMITON hald Dy preemment apencies, incuding [NAME OF AGTHEY] 4 Mow o moks g decnon po reguen?
5 Mhen s we wisbol] sdormaion?
MAKING A REQUEST S BOeand it R
""‘"‘"""":'“"""""‘"""’""‘"‘“"“"“" /\ WHAT HAPPENS IF WE ARE NOT THE RIGHT AGENCY?
Tem can corTael wh i & Fambed of wifpd B Pkdust informatsn ’_.——-\\
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‘Hmatrame i certain Ve wall e oo kP i e uer Branierredd your Fequest and
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S HOW DO | KNOW IF YOU ARE /fuis
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BenlieL
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we would definitely use 7 o
this on our website."

P

~

“| do think agencies may
be reluctant to dedicate
three separate
webpages solely to
guidance on requesting

under the OIA"

J

image source: www.pixaby.com
User: coffeebeanworks

*I think this is great and TS

N

+ ~*The language could be
7 ¥ simplified to make it
/ _easierto understand.”

What did we hear from agencies?

“| think this is a

wonderful document that
will provide useful P
guidance.., when we
develop our webpage.”
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What did we hear from the public?

P 2 i §
! ’./_,,'
\ 44 /,

“It all seems nice and

"l like its readability.” straightforward.”

.
i

F
,

A

e

v ,»"f.',,.-i\t\\lagks pretty good to
b S ) me”

“...l was happy with it!" G g

VN
7

Image source: www.pixaby.com i
User: coffeebeanworks




REQUESTING INFORMATION
Frople m lew Tedland con teguee prvemmer informacion f2#icl informatien) snd cn mpec 22
o P e PO TR ) 00 et T etoiokd

Tha O information Ao D52 [or QU] enakies eititems, permanest fesdends, vasors Te New
Imaiand, 3ng Body COTROTItET regEines or with 3 plate of Dusiess o Mew Teaand, i male 3
Equest L $Phiia! WSS M By Pt AR EETs, InSuting IMAME OF 0EWDY]

MAKING A REQUEST

Vipuar reguart houid be i clakd Sad Ipeeiel i vt SIS PSS ML
W (LA DORTALT A7 B 3 S of vt 5 reguett sfermatee
+  Dalas lorms [ AVARABLE SUPPLY L]
* Gk [EMAR]
*  Tabphcns: [TILEPHONT]
= P sdanes (FOSTAL ADGRESS]
We wiad e
1 yeer ANEE
I aeetal addted e o paim
3. deinds of they wiformaton you wanl
W may 1b you Tor mors deiain.

B o miin verat evmperst by phems o @ pafzen, e wil SThad COATIT @ & wPTRg ST oe, o
e’ e st T s Sk e 23k o wons' ] mand s e

TIPS FOR REQUESTING INFOR /

There 5 no wpeciic format o v vou meed b
e Dl indzemasios 21 for CRL) by e prpest

Befare makeyg @ roowct sictse oot o other sturted of nformdlion. Yo Min Tid Dhe
PSR O feute £ BY Dy Raanir

= (LT MAAN SOURCES OF INFORMATION,

HOW DO | KNOW IF YOU ARE THE RIGHT AGENCY?

The tisrmey of Some's Qeacire of ot snioemgion curines information held by Srfterent
[

B £ HET A T FASMATSN ViU RlvE SENE 150 BAG WS TRINK DT BIMTINET ALETOY OF
Binister may have the mformaton, wr will Samsicr vour fomues 19 Bem, W may sl inslet
PO neruTL I W ey B ATOrm S v hive SELed S5 MOV CX05eN CONPerTed with e
funchions of anciter sgrndy of Moo,

<7 KON
BEFORE MAKING A REQUEST FOR INmRMhﬂOrﬁ \

=

GUIDANCE ON HOW WE WILL RESPOND

1
1
4 sowoowemae s dermosonsreppen?
5
&

WHAT HAPPENS IF WE ARE NOT THE RIGHT AGENCY?

g 22 BT R TN IISSTRETON YO ME S0 For g vt TR ERAT BNOmeT agency oF

Mbister may haree the informabion, wr will tradifor youst Prgucs B2 Them: Wie May sl Iresatet

WO et of wee el The slCrmation wou Bure ik ed fof @i Cinety (oMo malh e
\\ Tunchons of Bngther 3Eendy oF WDutes.

S0/t promatly and wethe 18 weating Svi, AThGugh & i pEFhlis 1 arfond this

(et ORiumEtinges e widl bt yin K o v Bl IR T pOut TequECT kRO
randleTed B

F IN'T UNDERSTAND YOUR REQUEST?
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Leonie Parminter — Leonie.Parminter@ssc.govt.nz




Contacting people who have

requested information under the
Official Information Act

> it can be a good idea to get in touch with a requester when responding to
(// | {g an Official information Act (OIA) request. [http:ffwww lagistation.govt nz/act/
i public /19820156 latest/DLMG4785. imi%23DLMES394) Contact with the requester may

= R i result in requests being refined, transferred or even cancelled. This is mutually

A A | beneficial. You'll be able to give the requester information that's more useful and

- ’, /"
AN
]
& W\ reduce the administrative burden for you and your agency,
% b \

2 /’ N The sl partof s guidance sats ouf miommation sboul Ihe types of sustions whte & may b helphu 1o
I N ' P \
4

. . NI A T S A
Review guidance ' vewomcsmass
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Contacting people who have
requested information under the OIA. AR
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WHEN TO CONTACT A REQUESTER
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* Record the key points of your’discusmdn e

» Focus upon the following questio

1. Asageneral resource, how fit forwrpese |sfh|9g)1|dance?
2. What would you change to improve It S N u
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3. Given that it is a general guidance resource fwhat agency SpECIfIC guidance
might complement it? AN
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Review guidance

Processing a basic Official

Information Act request

Thes guitiance contains a Greakdown of 3l the 1asks invoived in processing an DA request.
and prowides aéministrative hinks and oS to heip you compiste them. i aiso orovides
advice about whan these steps need 1o be compiated by to enable agencies to meel ther
abtigations within the maomum staturony time Lmits in every case. However, it's important
ta remember that the legal obligation i to make and communicate 3 decision on a regiest
tor official smformation s soon as réasonabiy practicatve, i a request can be processed
faster than the timeframes indicated here, it should be.

T quedance Jkso provices you with ks fo cher valuable
DURANCE FESOLITES TN it SErosy thee pubis et For
eamoi, Fhe of the Dmbucsrman gusdands and ather
DT IES0ANCes prodiuced m this senes. in thes way., the
e espenally n ity chgriad tormal. s Lo st you
oy DTS 10 ) e irdOrmLataN ou) Naiied 10 pHOCESS
PO 1 A congsent. mely 3d

R

More information

ot must respond to 3 request

for ial mfarmation 35 000 35
practicable. You must not

take an 20 working days

/

HE l’.ﬂ%CUHS‘E WHERE THE TIME LIMIT CAN BE EXTENDED

/m

s
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The next]AFerum for practitioners
* What would you I|ke to see/do'-’
* Work in groups ""-',‘:;;f:'!;:'_--»-;;-;;_

« Use flip chart paper ~ =~
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STATE SECTOR DUR PEOPLE
ARCHITECTURE We recruit, develop and deploy the
The State Seniices are leadership and talent we need for o
grranged oround New skilled and diverse workforce

Zealanders’ lives
acrgss the system to develop

E Sronger, mandated leagership
in successors for senfor and CE positions

Gur archivecture and the ways we
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Contacting people who have
requested information under the

Official Information Act

PUBLIC SECTOR GUIDANCE

))
It can be a good idea to get in touch with a requester when respoﬂd ngto

an Official Information Act (OIA) request. [http: hwww, leglsrqﬁqn govtnz/act/
publlc/mz/mSﬁﬂatesvnmwaf. htmi%23DLM65394] Contact withithe reqiuiester may
result in requests being refined, transuermd or ven chﬁgalled This is mutually
beneficial. You'll be able to give the requester infermation that's more useful and
recuce the administrative b relen for youl ahd &uur agency.

The first part of thlsguldance sots. ouz Infurmal,inn aboul the type& of situations where it may be helpful to
contact a requestér, The second paft :ets om tl;-ebest way )o get In touch with the requester and how to handle
OlA-related phone calls,

, W{-I\E-N- T0 --coNTA(:T AREQUESTER

o
‘contact a requester’ If you need to:

1. carl !ll wofding or scope of a request

. ticularlty
ool nto extending the timeframe or glving them the rasponse in stages.

ondly framed raquest




o Ensuring due particularity

((

Cn

Requests need to have enough detall so
you can identify what Information the
person needs, If you gat a request that is
hat specified with due particularity, then
you have ta help the requester make a
valid request.

Try to find out;
= what |s the purpose of the request

= what spacific types of dacumanmha
raquester |5 laoking for or per
aware of

¢vou might be able to send.t
respanse In stunesk\\ =
\

I'you est
QHL elp tpd rma

'Iﬁ purpose of c‘c L:tl lon Is to
< explain t(f, he ret %,'i he diffieulty
h th

|nvnwe recuest as it is
curre l and the Implicatlons
this mig m% fa“r how this Is handled.
Talk to the star and ask If they can

mw,l alr request, If they can't, let
IQ m kp w that you may need to ask
~formare time, charge them or refuse

f " ~the'request,

Far further advice, see the
managing large and broadly

/
\."'

e'm>
*+ what time pressures thamﬁ

g‘ugw
...mm::w- ! EN |
ga re\ﬁUéSIV

Na(rg:mm

|
|
{

is not specifiad with due particulanity, then

h dmﬁywm can Identify what information the
valld request.

Section 18(f) tnup/wwwleglslation,
govtnzfact/public/1982/0156/ \ |
latest/OLMBS600 htmi] states that t:}
araquest may be refused If the {
Information requested cannot be

mada avallabla without substantial
collation or research.

) ¢
However Section 188 X )
[hitgwwwilegislationgovt.nefact/
public/1982/0156/latest/DLMES606.
htmi] states that if a recjuest [s llely
ta be rafused for this reason, you
have v duty to considar consulting
with the requester to help them
narrow the scope of the request to
maka p response achiavable.



Extending a timeframe or
staging a response

If you think it will be difficult to respond to the request by t
due date, you can:

» notify the requester of an
extension and the reasans for it

» ask the requaster to prloritise
cartain parts of the request.

~
GETTING PREPA %&

l:lnrlryw want'to say'to the /rd"l iétl

your r example,
% u&\L mqunmr and-
regue:

otk yolr lﬂﬂl_]%ﬂ dard talking points to halp with this
ants to pu t

Even If the dgency ends Up In b n:b&ﬂ._

of th a‘ii“ﬁf statutory timeframes, ~

m ctwith the reques '
Ingt .

R

§wt advice or help from

a senfor about what specifically
s rs of what you will and will not

HOWTO

f.'“"

\
;,f
}{

e ‘
{

(@ey Inimind Q
Jﬁaallow ur_p% (3
. cont aqL ﬂ@.

e

cedures on

Las:-i&%}vd staff can contact
request r& ust need to male
sure you' Ikad ta mora-
experlenced colleaguas first, s0
haw to make cantact

tivaly and manage the rlsks,

?t's often the respansibllity of the

media or commun|cations teams to

WHAT IS LEGAL PRIVILEGE?

contact requesters from the media
or MPs or interest groups.

If you think the request involvas
legally privlleged Informatlon, get
legal advice bafore contacting the
requester.

You may need to let your Minlster
know about the request as part of
the 'no surprises’ pollcy,

Legal privilege s a rule of law protecting communications between legal
practitioners and their clients from being disclosed under compulsion of court
or statute, This means clients can ba open and honast with thelr lawyer, and the

lawyer can glva them free and frank advice.



TALKING TO A REQUESTER

It may be best to emall the requester before
calling tham. Explaln the situatlon and
provide opticns to narrow the requast. For
example, the requester could:

+ refine the time pariod covarad (If thay stil

Provide contaxt

muld%\ /Slwy ask,

R
s ib's more personal

want the entira time perlod, you could
note that the response could be staged
according to different time perlods); or

listen te thelr comments or uuwmlon
suggest a solutlon

repaat back to tham what Is g In
done and follow up In writing,

saft of Info
@ & general re

nd tell them what Infarmation you

—

LLORENAIC

{5 generally more effactiva than emall
aster

It can reassure the requester that thelr
requast I belng dealt with as efficiantly
as possible

It can foster a positive relationship.
But If the requaster Isn't comiorlable talking to

you, don't push them Into It. They may prefer
you to write or emall.

ESTABLISHING RELATIONSHIPS

It |s Impartant to show empat
Remember that requesters may
Ignored or not understaod.

They may find deallng with'a
agency Intim|dating

Important to treat
attentlon and

act,

refine the types of documents, m“:::: ": ;"’ "::r’;:ﬂ'r “,"
When you call the requester, you should: profe vold volunte
explaln why you are calling the <l
summarlse thelr request
tell them tha limits or difficultles with b H DIF
responding to thelr request I req av i may be

on tasks, chelces and

consequences

be consistent and predictabla

pralse tham for soma positive efforts

or skllls

be as non-threatening as possible

be reassuting but don't expact them to

trust you

+ explain that palicles or the aw requlre
yoll ta do certain things (sa It feels less
personal)

+ respect the fact that the person may
want you to contact them thraugh
another means.

ovérnm (\



Processing a basic Official
Information Act request S

PUBLIC SECTOR GUIDANCE

4

This guidance contains a breakdown of all thq:ta,;sks i \“red”fn proge sSing an BIA request
and provides administrative hints and tips4o-hielp yo plele thern 1t also provides
advice about when these steps need te be cormpléted by to e bJe agemtes to meet their
obligations within the maximurn statutory time limits in WEr)(c se, However, it's important
lo remember that the legal obi;ggtloh istomake anr:l,f;u 'a decision on a request
for official information as soon as mason.;bfy pramfabre qtiest can be processed
faster than the tlmeframEs indicated here, it,xhnqm bq N

This guidance also prgvldu ybu wil} links to olher valuahig £
quidance resouree tha[’ax stacross.the public Y
example, Office of tha.Dibudsenan quidance an nlhe

guldance resdurces pr dm.ﬁ in this series.In this. way, thi : i
nutdance.@znctal}y gital foreiat, s 16 provide you More information
with easy au:ess lqﬂl he Infnrma’tiorrygh need to process « This doeumea, and cther guidance
olfitja nhmalian fesponsesina canﬂstén;, imely and o his serles, can be
- wwhlcﬁttlﬂrlmnﬂﬂ
damet NN srjguldance
You must faapuﬁd to a request . The Duummmhu“ﬂnmm "
for official information as soon as Mn*:m"“m::' b
% “reasonably practicable. You must not ﬁ&-.u?t..mm:::mﬂmn!
W Y : ‘take m"gré than 20 working days b orking wikhrequasters
VST &N\ ¢ gL,

<5 THERE ARE SOME CIRCUMSTANCES WHERE THE TIME LIMIT CAN BE EXTENDED
‘\ - SEE STEP 8,




1 } Confirm the request and acknowledge receipt

Decide who in your organisation is responsible for
) answering the request

3 } Consider whether the request should be transterred

4 ) Scape the response

answered within 20 working days-. -

A Create a timeline to make sure Ihe.!,requé!tﬁ*.."f s

R .\ 2
I, T
6 i Gather relevant documents / )
)2
Analyse ail tha Mormall N vau v«(c?ﬂede% \
and conwit wllhnllﬁﬂ .

' Dran\tl'terespnnse'

«
‘.\

\éci mtemal appmval ta refer draft to Minlster,
: ( propriate

h Get approval from your organisation & send
the response

%

AIN] TQ COMPLETE

> | THE FIRST 6 Tcpsl
| WITHIN 5 DAYE '7)

NN
" W S

{ -

\%o>

W

W



o Confirm request and o

- " < / U
provide receipt \f\; N
What you need te know + Sendan E 'r laquf to IHG’]

reque_'.le w!adulnn

+ All Information held by a department, e ati T
of Minister of the Crown In his or her muu:,; Yoli dfn"t_ a to do

officlal capacity, or organisation subject tha Law Ccmmml un \
ta the CIA, Is officlal informatlon, )3 nnds it. :

A raquast for officlal Information does

ot need to refer to the OIA. E‘Qﬁﬁﬁ ;::";“@;“. ‘SD

Requests made by or on behnlr — 4”! ved, that u\q

of natural persans for personal ated gﬁ‘i Hﬂ st and

Infermatian about thernsealve q/usi “the timé limit.for the rasponse

considerad undar the Privacy. refrash er, this does

rather than the DIA. (See Infarin athn r-’ ﬂﬂg _!v If your agency or

Privacy Principla 6 and qrbq\ut the > -~ Minlster seeks the amendment

Privacy Act) S \ 4 '1% days after recelving

R “\ |\ heeriginal request. See

<[\ dettion 15(1AA) and 15(1AB),

s stops may anly apply o the adminlstrative staff who receive
raguests and managaemaent ‘who allocate rospe p|'.1\'l||\|\f for processing the reguast
ﬂ"-J
‘{f .g__w \%ﬂ'-.{uﬁi AR AL R e L |

Allqéat Bsponmblllty
Gl / ,msponmmﬁy f‘ura request should E

N < ]}q\nllnt{‘pt\ud ta tha actual person
ho.Jsgolng to collate and draft the

{ . response by the second working day
. % _al the latest.

This should be done by
the end of day 2



@

Identify which agency 2{‘/

should respond ‘*‘” [

"

You have an obligation to transfer a requesl to your Mini r\gganc \ \\ ::
in cartaln circumstances. \ \\ <
s ofana

A transfer must be completed wlthin
receiving the request. See section 14 of the DI degail (avallable

www.legislation.govt. nz)m \( D >
ﬁ —

S

+ where your agency doesn't hol In u : utanpt@

agency does (/\h
+ where the Infermatlon Is rn I% actad with gnot annIsler's or
'?

agency's functions,
i
If a request Is seq n
your organisatl
You may need to pI

to find out whirre the In'rurmatla
ind{' ;

I seeking Information
‘yn atlon doas hold
d to confirm It Is an agency
st or whether the raguest
ora closely relates to Information

eld by the Minister’s office, or the
functions of the Minlster.

When conzldering transferring to
the Minlstar's offica, think about
things llke:

« authorshlp, such as for Cabinet
papars

whether tha Information relates
to the Minister's declslon-making
functlons (and releasa could
prejudice the Minister's abllity to
perform that function),

. ) b
M i = - e
P ]
o '



o Scope the response

Identify the information you need

1. Read the request carefully and
idantily anything that seams
unclear, .

2. Ifthere Is any amblguity, consider
cansulting the requester, That will
save time and effort in the leng run,

3. Think about the context. Use this to
think about what the requestér may
want te know, and why.

4. Mdentify and consult with <
personnel who are llkely
what Information exlsts and
captured by the re
It is likely to be hel

It's a good idea t

your response witl L. Thls

can be an opportun ,s‘ Int@
armation regues
's larg é%ﬁn Mhlnnsthl \

o

KEJQAB%J)A 0Ty <\

‘thﬁ;aw you wllFknow @ request has been
dcilied with du rity. If [thas not, you must
the requeste nlr raquest ln a way that

bles your umnl entify the Information the
quaster |s seaking

larity' means a nqunut has encugh datail

urnn lon ta identify the information

atlons should not have te make any

un ?lsummlw about the information the
wams

t this doesn't include requests for a large amaunt
manun The legislation has other ways to deal with
m mquem

. . - =

& oo R ook et
i

TIPS

Don't hesitate to gt
guldance or advice from the
Office of the Ombudiman
(avallabla ot

Wwwa dsman.

Gat early management
approval af the scoplng for
agency requests OR early
ministerial approval for
ministerial raquests.

—

=i

R e . o e~ — = =)




@ Establish a timeline &

Developing your timeline

Wark backwards from the final
20-day due date, leaving a buffer of
at least 2 days in case thera are
delays, But remember, while the
time limit Is 20 working days, your
obligation Is to respond as saon as
reasonably practicable,

Be flex|ble
Steps 4, 5 & 6 all Impact on aach i
other, You may flnd you need ta < <\

revisit previous steps In light QQ\\ )
what emerges later. {\

"\

Ssman parliainent.nz) to
yaur timeline

%

",

,?

: ‘\

/

; ,-f

\ v"

\/

Your timeline wil ﬁde er
yoll are respon ﬁ‘aK f of an

agency of Miri sﬁ]“

<
Ago{:rmb?mnlmnl ne ’ NN
s

+ GGt documents (step 8) ™ -
G(l“ ents sult‘\“‘\\:>
o g -lnn:lud{&lnlst I

rmtn (step 7,

; app\:':hr]cttéu

nIste&,ll

4 ME’\% Pru\ral {s ap m
rl nn{a timallne

nuch with Minister's

gf}.;g scoplng - stap 4)

5 should hava baen done
\,gfnt documents (step 6)

~_+7 Analyse documents & consult with

others (step 7)

« Dralt response (step 8)

= Provide draft to Minlster for
consultation (step 10)

+ Provide final copy to Minister If
changes made to draft (step 11)

« Minlstar's office sends response

\
h 1

'\.



G Get documents

Canvass relevant physical and
electronic locations, Don't hesitate
to get speclallst help from records ar
IT staff,

Confirm whether internal and external
stakaholdars have any relevant
Information within scope. Note

that Information held by external
cantractors Is consldered to be held
by the contracting department or
organlsation, Sea sactlon 2(5) of
OlA (at www.legislation.govt,n
Identify papers that may ne
consultation (that Is, papers thm,__

them as soon as p

ather arganisatians h |tten
halped wrlte, ar are a Gat a
haaclstart on lha sta Ing

Ieancopy, a murk

Aps> |
__.": {lrlgfu’rpml using g‘g?: &uh%)o

As you collate thc
insert them Into la
organised an u&a

response, If appra

x"“v’

make three coples of sach decument: a

arid a redaction copy.

=1 f you're using mq‘“ﬁmﬁm software, you may still want to print two coples of each

vqun th fgulaw or approval.

dncummt a n?nr ““tpp'y and a elean copy for when you present the redacted

Congs! plnpara id of \\A
yo é drches. hewmttha/ ity
;ui.F;lén atlen Is held, | g
b}l ulmracar
{;&%o 2 ffort: an miad
he |I'lfﬂ .I



o Analyse & consult

In consultation with relevant colleagues,
decide If the request for offlclal
information may be refused or If any of
the Information should be partly or fully
withheld. However, remember that the
OIA is based on the principle

of avallabllity:

Officlal Information shall be
acle available unless there Is a

&/

You should have nlreadmsh 3:! p&nﬁrs

that need consult;

Ith other-.”

organisations, This will h&Ibqb rmine

and whether any of thar

what |ntqrmatmuffaus\w%?ns pe
within scopeshould be witl
.

D|AEI [sidn

rmatlon <
1held under‘

,\.\

Lotk br.ihm:rtrbrla for refusing or R
lhjm dlng afficlal Infa ,ﬁllun v

ood reason for withholding It. N found In sec a 7, 9 8 }l G
[ ‘t{t‘t 55) (wwwiaul n,ﬁwt.n ] '}_)
‘:-.. {\ ] ]K"'v"‘ (I.)._r'“\. . \\\""\
" .\_ '\. .-" r"‘ s z "‘\.._ e
\\"}
: B - "‘. "\. =y .\\ . ’ '

TIPS s )

Involve & senior or experlencad team membér
throughout the prncuﬂ

As you analyse the. dm:umants )vr)tn noxt to any
potentlal redactions the grounds under which-you {m{
consldering withholding. Leave this text ng!{ to anS} ‘
Information ullimntal? wilh‘hq!d fur !.hb requester's
referencé.

Look al p‘revluu& A mspunswimm yqur lanm or
organisatien forguidance,

I) m\dqubt abuut any thlrrg get & peer mvlew from

T wqrmgm team,
I yo i 8till have doubts, the ufﬂce af the Ombudsman

Is-thefe to halp, Contact themn bn 0800 802 602 or

“fnfa@ombudsman.parllament.nz, Explein that you
_wark for a governmant trganisation and you need
" advice'on how to dealwith an OIA raquest, The

Ombugdsman’s Advigory Group provides advice and

guldanto td prganisations,

\.

Yy

)

ml.huri
musl identily

1% to withhold
9 st be subjoctad ta

1§18

competing consideratians, ralsed by

the parlicular
case, thot [

clicumstonces of the

o release,

« Multiple consideralions may lavol

thie rely al
public intarest

The Effice of thie

delalled advica ¢
withhaoldiing O
intorast lost

Jai |r\| 01

Informaotion in the

Ombudsman provides

i o Lo apply The
and the public
budsman



Rogquests for Cabinot materlal
10 of the Cablnet Monual Ax Cablnel material Is considarac the proporty
cabinetolficeqovt nz/8) ol the minister, when a requinst for Cablnetl
malterlal o a previous adiministration '
the Cabinet Office should be a

! a5 passible. The it Offlea, on bihi ”d“\l
propory of tho minister, andany redqes : Primi Mi o, il then consult velth the Loacler
arganisations far that Cabinet material should ol the Opposition about the proposod release,
ha transferred to the m”u"!“ afficd, Gr ot Iri this situation, vou imay want Lo extend the
the very least, s office neads la he time limit for declslon-making on the reguest
canaulted belora

& ,r"f H-\.\ ”
. ._,.f ,-"'*
V

Extend the tlmé‘l \It, if nec\essary

It extensive retriaval of dhquménls ur\--\'D = consul bﬁcs fieéded to maie a
congultation requ }tajrqma g sln an a praper response
the 20-day time Ilghunachlewabl £ fnade within the
extend the time limit, : . alllme limit.

+ You cap-extend the ﬂme limit at. dpy\) must inform the requester when
;mlqt {r&mt >h origlnnlzadiys < “extdnding the time limit, Your |etter

e

"

andl, Howaver, upless It Isobvluua {',. ‘rﬁust

Lt ﬁgt J¢ best prat en \ . - state the perlod of extenslon,
' fﬂ, i}fuu which must be reasonable for the
> In tThh trie ; m{-‘?‘#mﬂ‘ clreurnstances
( (- raquest. This way you Wil have & - give the reasens for the extension
' .,ﬁz“ﬂl:m“ of tlmtlrhg toextendthe oy e requester they have a right
to complaln,

+ The QIA states ;hat a raquast can be
T e ed It .
j* o ) - lh’\'ugl a{' timplicates such a large
£ R : quantity.of offlclal information
S L tlm;ﬁmemlnﬂ the eriginal time
:;‘ i . lImiiwould unreasanably Interfere

\\

) wll:h an organisatlon’s operations,




Draft response ‘ff’
P =
A letter must accompany all information that is released Y )
Be upfront about the You could also ex ny nt -.; :
— parameters you set context, which =
] during scoplng. risks mo:iated with t an of
If you're withholding Inl'nrma sura to phétocopy the
or refusing Information, mdact “ By Sosuman:E &’---. 5
pap: un:hr e

list the reasens why, referring to
the relavant withhalding and/or
refusing grounds.

You naad to tall the requester th{l{
h

. /‘f Irne!l;u/ Hgt\‘lq 5

When u‘r‘hdmﬂ[nb he mw.
make sure you Include time
lpt ;m r _msnagement

they have the right to complaln t
Ombudsman If they'ra not b
your respaonse,

sible minister
lnn-out ate

T P T LT T



P

Get internal sign-off before c,;;}f? ;
Ministerial notification, R N

consultation or approval <<

e

pepending on whether It Is an agancy  + Notifying the Mlnista?ﬁ\h d be Q \-\."\.

or ministerial OIA request, the response  reserved onl r‘j far requests whare
may have to be sent to the Minlster's mln[afqg can‘expect to be kep
olflce for notification, consultation or /Lpl"z, $othay can c-:;l}ducnh lr\\_‘
approval, Generally, 8 Minister’s offica " irs with- 90 surprlse :
requlres 5 days to look at a proposed

respanse, but chack how It works In

5 A b ge L ay wish ta
our organisation, Al this stoge, you may wis
y {..-"‘\1 liscuss with relevant partles,
IfFsee (”‘\ ‘H B (ncluding your Ministar, the option of
Not all S snnuomu 5 maldng Lhe infarmalion raleased Lo
M;l:ln:?ﬂpﬁhi: SN e roquestor publicly avallable
# Y 7

Paragraph 8.41 ¢f the qu!net .

Manual draws a rélavant distinction A~0ua b &

between cnnsulﬂng“unﬂ “aclvising's 'i hap il m the Minlster's office

A department may cansuit [is : “tatake E-,ngw than expected. You

mrﬁsrarmur any request for afticlal a oneed to maka sure you will
atfon f“ﬂ-‘ Ives; A departinent. |~ iiaue enough time to make any

{consult Js Minlster If the—_ . )
- changes the Minister asks for (If It's
i L:ﬁﬂf;fﬂﬁif,ﬁﬁﬂ ,c ::Ha{ \ " aMinisterial request) or to consider

- ls g her ativities g tor A: / changas (If It's an agency request),
gqpér?;e:?shaw;;ﬂzése Minister without breaking the statutory
(‘i; Intends io releasé w Infarmation time Himit.
.‘) ts partlcilarly. sensitive or + |f possible, organisations
potentially cantrayeérsial. The declslen should aveld the requirerent
on how ta mx,pnnd to the raguest for a proposed respanse to be

mus m&heﬂlelﬂn be made by the :
s rmgm, Inaccordance with the accompanled by a brlefing

2 OIA, (w sln!lnn owt.ne/act/ Check In on prograss with tha
nubncngbh s'&/lnh'e‘s JBLHBEAYAS, Minlster's office after a couple
of days.




@

Get organisational sign-off an y | o
send response

Be sure you have factared into your
timeline your agency's sign-out
process,

Your agency |5 also llkely to have a
speciflc process for sending responses
that you will need to be farmiliar with.




Jt b%)}:a go‘cid” ldeatoget in touch with a requester when responding to
an {ﬁfﬁoa‘f_ _forrhst___. nAct (OIA) request. [http://www.legislation.govt.nz/act/

public/18 | %23DLME5394] Contact with the requester may
result in requests being ehhedf{ransferred or even cancelled. This is mutually

beneficial. Youfllﬁeable tdguze th&ﬁequester information that’s more useful and
reduce the admmistratl@e burden fm yml\and your agency.

The first part of this gu:daﬁcesets out |pforma ' abqut‘ﬂ}&{ypes of situations where it may be helpful to
contact a requester. The second partsésmrt the

-»..,-'/‘,

v@y,tag\et in touch with the requester and how to handle
OlA-related phone calls. <ol ,:_\ i T
WHEN TO CONTACT A REQUfSTER

ﬁ‘ctﬂom/@{?e_ Frat e vl read Ao
3~/ /g o Po~ T I""Lo: 1]



Extending a timeframe or  5¢.4 et~
j response NG T\

ITyou think it willbe diffcut torespond to therequest bythe. > <

due clate, you can: o poa) N

+ nollfy the requester ofan ! Ev?’ri[;fh agency ends up | p[e'a-nrg-‘*\._‘
L5

",
,

extension and the ressons foriti ¢ pwd staukory Tﬂ{:m

+ Bk the requester to priorlise | mﬂmﬁg ;’iclnmrm-@o?ppﬁrm_.-

L L el may help to avold qomﬂlal\fhl,ﬁllng
to the Orrbudsman. .~

QUESTER

ol) can gat advice or help from .
?_'i, with a senlor about what speclfically -
ters of what you will and will not

l
|
Iking polnts to help with this
5

v,

N | contact requesters from the media
s o MPs or Interest groups.

a |f you think the request involves \
~ legally privileged information, get
lagal advice befora contacting the
- raduester. ]

“You may need to let your Minlster
know about tha request as part of
the 'no surprises’ policy. i

1

&
1
|
i

L
|

WHAT IS LEGAL PRIVILEGE?

Lagal privilege Is a rule of law pmht!" Ing communications batween lagal
practltioners and thelr clients fram balng disclosed under compulslon of court
or statute. This means cllents can bi open and honest with their lawyar, and the
Iawyar can glve them frae and frank advice.




c_ :.' L cﬁ"'?t_.:\.\..‘JcLQ»‘-‘-’

TALKING TO A REQUESTER

Y

|| ESTABLISHING RELATIONSHIPS

It may be best to emall tha requestar before It Is Important to show empathy.
calling them, Explain the situation and | | Remamber that raquasters may fear balng

pravide options to narrow the raquest, For
example, the requester could:

Ignored or hot undarsteod.
Thay may find dealing with a government

+ refine the time perlod covered (If they '“" agency intimidating or confusing. It's

want the entire time perlod, you could
note that the response could be staged |
according to different time periods); or |

+ refine the types of documents,
When you call the requester, you should:
~» explaln why you are calling
-wmmﬂu their request

5 \C,ling is generally more effective than emalk
it's faster
« |t's more personal

s [t can reassure the requester that thalr
request Is belng dealt with as efficlantly
as possible

= It can foster a positive relatlonship.
| But if the requester Isn't comfortable talking to

[ you, don't push them Into It. They may prefar |
you to write or emall,

w&“mg vo{untun(lnn to!

viour may be

nt nlv hut briefly
el with empathy, attention and
- M ]

mar houndaries !

% :ﬂ:cus on tasks, cholces and

consequences

be consistent and predictable

pralse them for some positive efforts

or skills

be as non-threatening as possible

be renssuring but don't expect them to

trust you i

oxplain that policles or the law requlre

you to do certaln things (so It feels less

parsonal) |

respact the fact thet the personmay

want you to contact them through J
_ another means. &

s

4

)

Important to traat them with empathy, 3 N\
~ attention and respact. © NNV
~ While ltt Is Impo héiuum:s@u :’ilm N
- reduaster, tono of your discussion
nrotmlunk? ‘!‘?f &
thn sity )tlon.

1 D,EAi]NG WITH DIF cm.m&:iuss"rens

Il k'

/ Sq»m s 0 raguesters beh
Sh llenging. ln%l;\m\m\us'
v sty calm imd matm—nl-fact when they
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v 3

)
/ Drafting response

IN CONFIDENCE

Feedback on guidance re processing a basic request:

General points

Cross reference between guidance docs — include links.

Add background re intent of OlA/spirit of service.

Take away word basic. What does basic mean?

Add general point about importance of recording conversations and decision making.

request before you Is.

Requests sometimes don't come to the OIA team directly — guidance doasn‘t raﬂect( this
= Any “flashing lights” for complex things e.g. old Cab decisiong: :

»  Wording around refer to Minister — Wellington focused. ???’? Sp&ll out in more, detail

\ #
T -
L

Timeline D N 3)
« Doesn't reflect what agencies do — process is not linear.) Many steps-are concurrent.

Confirming request and providing receipt ’, R (\ : )
= Add link to ©00 guidance clarifying 7 day rule. =

Allocating responsibility NS ) ")
* Inalarge agency this will not be to an actl.nal ‘persor bul a pnirlt of contact/area.

Identifying which agency should raspbnd
« Make sure the agency that the. requast I8 transferﬂhQ tu\uill accept it/confirm info is held
by agency transferred to.
« Add guidance on What to do when info-is held but more closely related to the functions
of another agancy ) ) ¢

Scoping request - "‘-‘:' o A 1 O '
s When BGDE m nct aatual size what should we do (|.e. when it's not 10 pages it's 800
W

pages, bu e t:m)y dIscWer thls at stage 4)7 Possible system/OIA Forum topic and
pproa‘qh :
. \\P AP
Getting ﬂonur}'\znts -
« Natonly ocumanta—mformatlun

‘s 'external stakehalders’ — not just external — maybe refer to ‘relevant parties’.
* e “Education abaut ele,sfrnnic documentation rather than multiple hard copies.
s - Keep hlgﬁilghtad et of documents for 000 not just redacted document.

Analysluq and. Boﬁaulﬂng
Update ;:iractice guldelines on public interest test (link to updated OoO guidance?)

Extamlbns
b '."' Doesn't refer to ability to ‘release decision before info'
~Decision on extension as early as possible (not say, day 19)
e Make point that you only get one shot at extending date — can’t go back again.

« Make point about notification of decision by 20 working days rather than supply of info
by 20 working days.

2268929 _1.docx IN CONFIDENCE

Needs a new section on triaging requests/ a section that allows you to wark out what the "

}

i



IN CONFIDENCE

Ministerial consultation
» Blurs consultation and notification — need new guidance on this (link to Cab manual/no
surprises guidance?).
» Difficult to complete consultation at times in 20 days.

2268929_1.docx IN CONFIDENCE 2



PLANNING FOR OIA STATISTICS
2016/17 AND 2017/18

PURPOSE S

This document provides details for agencies regarding the planned ftlt;h'ré Gl/)c ‘statist(cé %
releases. N B e 4
SCOPE i i R W
This document applies to the 110 agencies for which OIA statistics are published by the 55C: all
Public Service Departments, all Non-Public Service Departments (except P;:rllampt‘l_mw Counsel
Office), and Statutory Crown Entities (except Independent Police Cund.uu{t (Authu)’l'tv).

2016/17 COLLECTION -~ )

2\ A%
TIMETABLE: T M D \\‘ ¢ ‘
# : ? o } P il 3 Y
The timetable is as follows and provides for slmultanaﬁqh ublication of OIA statistics by SSC
and OIA complaints data by the Office of the Ombudsman. -

Formal request sent ’;n;:l"gggnélp} by S5C by Friday 16 June
Responses due bael to. §5C by COB Monday 24 July

Collated respunsés ‘B'iplﬁ,td-égengigs Mohﬂay 7 August
Final commehts / corrections ta SSC by COB Friday 18 August
s Data published E'rlid’.'yb 1 September. .

. AT
QUESTIONS

A
Changes for2016/17
.Théaplﬁ\’ 5t'atlst|c\';.';'fﬂr 20,1{5'&7 will again include volume and timeliness, with a transition to
-ﬁepplj"f;ihg the volume-of completed requests rather than received requests. This provides a

“more valid ratio_oflate to completed requests. (If your agency cannot report completed
“requests for 20116/17, you will have the option of reporting the number of received requests,

but you'are agl; d to begin recording completed requests for collation from 2017/18.)

.F'qr",.theff_i.rst time we will be reporting the number of OIA responses that were subsequently

“ published on agency websites.

' "“We will also be reporting the number of complaints each agency was notified by the

" F
e

~Ombudsman had been made against the agency, along with the number of Ombudsman

opinions issued against each agency during the year.

The expanded scope (number of statistics) Is Intended to provide, in one place, a
comprehensive view of State sector OIA performance: volume, timeliness, proactive release of
responses, and complaints.

2261364_12
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Question 1 (refined):

(other than responding to any potential complaint to the Gmhudéman)” : /
This statistic will be published by the 55C as the number of DIA req ue‘sts haﬁd!ed by t&;g
agency during the period. HERK AT
Question 2 (refined): VAN, A \\.\"'

How many OIA requests were completed: by your agency between 1 July 2016 and 30
June 20177 Where:

« OIA request means "any request received by an agency which is logged as an OIA
request (including requests subsequently transferred to another agency)”; and

e completed means “no further actions are required by the agency ‘under the OIA A

How many OIA requests was your agency unable tn pmmplete wlthln the leglslated
timeframe (including extensions)? ~

The number: and percentage* of OIA requests. handlgd wnhm the Pegfs&r}ed timefrome
will be calculated from this statistic cmd publfshed by fhe SSC; Thfs raw statistic will not
be published. R, ) '

Question 3 (new): — 2\ k v \I

How many responses to OIA- reque‘sts were p bllsl\egl an your agency's website
between 1 July 2016 and 30 June 2]3 77 ¢ : > X

This statistic will be pub.‘ished by the 55Cg5 the number of OIA responses that were
subsequently pubﬁshed on t'?e agency Wébsfre. "

Question 4 (new): -~~~ (( \ *\

{

- ,-‘ s i S

How may alA mrhplalnts Were | nbtiﬂed by the Ombudsman to your agency between 1
July 2016 and 3p June 201‘7 ﬂngludlng those notifications received during the period
that (elate to requests from prevrnus periods)?

This s\b\‘ stic will be puhllshed by the SSC as the number of Ombudsman complaints
naﬂﬂed\tb the agency durjng the period.

Quastlun 5 (new)

Hnw mzt(u DIA flnall views were formed: by the Ombudsman against your agency®
* between 1 uiv 2016 and 30 June 2017 (including those received during the period that
yelate tq requests from previous periods)?

\T%!s sic)tfstic will be published by the 5SC as the number of final opinlons issued by
Umbudsman against the agency during the perlod®.

1 |r your ageney eannot report completed requests for 2016/17, you will have the option of reporting the number of recelved requasts, but
you are asked to begin recording completed requests for reporting In future.
1 0JA requests handled within legislated timeframe = Numbey of requests completed — Number of late deelslons

1 0JA requests handled within legislated timefraome (percent) =

Wumber af requeiis coiiplated -Humblnf tnte dacizlans % 100 %
Nuinbaraf lwumrmmuhl-d

1 Notes accompanylng the statistics will make clear that some of the complaints notifled may relate to requests from previous perlods.
% This Includes all final views, including cases where the Ombudsman has Issued a final view In relation to delay deamed refusal.
 The Ombudsman concluded that the complaint could be sustalned, L.e. the Ombudsman found In favour of the requester and agalnst the

BRENCY:

7 Noles sccompanylng the statistics will make clear that final views against the sgency may relate to requests handled In pravious perlads.
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2017/18 COLLECTION

Only minor changes are proposed for the centrally reported OIA statistics from 1 July 2017,
Detalls of these changes are provided in separate guidance from the 55C, OIA Statistics.

SIX MONTH REPORTING CYCLE

OIA statistics will be collected and reported centrally twice per year, coverlng thﬂ perlnds~

« July - December: to be collated In January and published in February, and 'j \
« January-June: to be collated in July and published in August. - : \\1\-
DEFINITION OF A LOGGED OIA REQUEST T

Central reporting of OIA statistics has identified the poteﬁtidl fm' varlation across agencles
regarding which requests for official information are. fqrmally ingged(b 5 Glﬁsrequests To
promote consistency across agencles, the foilowlng prirciple has \been/ tablished to
determine which requests for officlal Informatl,on shuuld be Ingged (fur the purposes of
collating and reporting OIA performance statlsticsl ) ;J

A request for officlal information will be Ingged when qufres cansfdered application
of the provisions of the ﬂfﬂcfal mfnrmﬂt!an Act 1!{82;
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QUESTIONS FOR 2017/18
Question 1 (further refined)

How many OIA requests were completed by your agency between 1 July 2017 and 31

December 20177 Where:

s OIA request means “any request for official information that required considered
application of the provisions of the Official Information Act 1982”,

e completed means “no further actions are required by the agency. under the CIIA ‘.".?' |

(other than responding to any potential complaint to the Umbudsman)" s Q (

This statistic will be published by the 55C as the number of om re“queﬁts camplft\ed by.

the agency during the period.

I'\, b - 3 \ {

Question 2 (refined) W ALV
How many of these OIA requests was your agency unabie to :Qmplete withln the
legislated timeframe (including extensions)? .~~~ ((

) )
The numbers and percentage® of OJA requests hanmgd within: {hé !e'g!sfated timeframe
will be calculated from this statistic and pubﬂshqd by theSSC Thls raw statistic will not
be published. : N . Y
S 1 kY

Question 3 (unchanged) : o i \\\ 7

How many responses to E’JIA ted ests were pgl;l[sh\ed on your agency's website
between 1 July 2017 and 31 B@"cenﬁ;er 2017?

This statistic will beé published by ths S:’SC qs rhe number of request responses
subsequently pubﬂsh&d oru)t e agency webme '

Question 4 (unchangfﬂd} d ( ) )

How many DIA tqmplamts Wer& nntlﬂed by the Ombudsman to your agency between 1
July 2017 and 31 December ‘2017 (including those notifications received during the
perlc\d ‘(hat rﬁlate to r‘aqueSts }'rnm previous periods)?

¢ "Thfs s&:\ﬂ&sﬂc will be nubffshed by the 55C as the number of Ombudsman complaints
'nota'ied to rhe agency during the periodr.

.: ,Questlon (unr.hanged}

How ‘ma ) OIA flnal views were formedn by the Ombudsman against your agency"
hetween J.dulv 2017 and 31 December 2017 (including those recelved during the period
i(‘lat rﬂgbe‘tn requests from previous periods)?

~This stér!sﬂc will be published by the SSC as the number of final opinions issued by
Dmbudsman against the agency during the period®,

o OIA requests completed within leglslated timeframe = Number of vequests complated — Number of late ﬂﬂﬂ slonsg

Niiniibdi a f qomplated - Number nf late decial % 100 9
Nunibar of requests eainpletail

18 Notas accompanying the statistics will make clear that same of the camplaints notifled may relate to requests from previous perlods.

1l Thg ombudsrman concluded that the complaint could be sustained, Le. the Ombudsman found In favour of the requester and agalnst the
ngency.

13 Ths includes all final views, Including cases where the Ombudsman has lssued a final view In relation to delay desmad refusal,

1 Nates accompanylng the statistics will make clear that final views agalnst the agency may relate to requests complated In pravious
perlods,

9 OfA roquesis completed within legislated timefrane (percent) =

2261364_12 4
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INTRODUCTION

Under Commitment Two of New Zealand’s Open Government Partnership National
Action Plan 2016-2018, the Government has committed to improving agency practices
around requests for official information under the Official Information Act (QIA). As part
of that commitment, the Government has committed to publishing OIA statistics and
developing a suite of consistent measures about OIA performance. S

On 31 January 2017, the State Services Commission (SSC) published the first-ever State ( ()
services-wide set of OIA statistics covering 110 agenciest. This fl;stfs,ét"?f"déjbé"covired W et
the 2015/16 financial year and reported the number of logged-OIA requests along with-

the number and proportion handled within the legislated timeframe.. -\ |

The 55C intends to continue to publish statisticson a sig‘n‘l‘anfhly basis. Tha:‘scgpé'{'fapge
of reported statistics) and reach (number of agencigs;l,hc]uﬂle&} may %pandjaye\l\' time.

This guidance Is to assist agencies when develuﬁln-g‘r]}ftg‘!;hél po_ll;[qlskand.);}alétlces in
relation to selecting, monitoring and reporting QIJ&\"-EQIt@jt&ticsl, with a view to ensuring
consistency between agencies and over tinfe. There are three parts. .-

Part 1: Publishing OIA statistics on -agér{c-,[\;wéhsitesm outlines the State Services
Commissioner’s expectations of agencies when it comesto E‘lfipﬂ’bllshing OIA statistics.

Part 2: Logging OIA requests: prqudesjgzdance and b\q ground on which OIA requests
are to be logged for the purposes of pe rmance renitoring and reporting.

Part 3: Selecting OIA stgiiﬁlj&ti'c :ﬁuggests a'%aihgﬁ-of"sﬁfﬁ statistics agencies can consider

for performance moritoring and repoy ‘(i'ng.j
. ) )
¢ oy ". '
L O
A
b \ ; F
&l 7 \ I\)
- A S
. XX
£ \'.‘ L T
S T
f’ "\.
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" . T ‘4

10]A statisties were published centrally for all Public Service Departments, all Non-Public Service Departments (except
parllarmentary Counsel Dffice), and Statutory Crown Entities (except Independent Police Conduct Authority),
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Part 1: Publishing OIA statistics on agency websites

AGENCY REPORTING

Agencies vary significantly in their size, complexity, stakeholders and core activities.

There is also wide variation in the capability of the information systems agencles use ta

log OIA requests, capture and report OIA statistics, ;

For these reasons, the 55C is currently limiting centrally published agency StatlStICS to: % 0 )

i
\

« Number of requests that were completed, \

Y

« Number of OIA requests the agency was unable to compiete wlthin the: Iegjslatec:l .
timeframe (including extensions). ) :

o  Number of responses to OIA requests that were publlshed on ths:.( Ellgangy‘s wehsite

«  Number of Ombudsman complaints notlfied to the agency. L

s« Number of OIA final views formed? by thE Dmpquman agalnst the-agency.

Agencies are expected to publish these DIA s‘tatlstlcs on t\halr websites. The aim is to
improve transparency and confidencg inthe. r.apenness of government.

The frequency of reporting is ta-be determlr‘ied by age‘nues dépcndmg on the volume of
requests handled. A minimum frequehév of six mont s\ recommended, to coincide
with reporting by the S5C. Those agencies witha~ larger volume of requests are
encouraged to publish rnure frpag]uently than those with fewer.

Agencies are encnuragad to-considér which additional statistics would be of most
value for the agency to collect, monitor and fepm-t internally and publicly. Options are
discussed in Rdrt 3: ;"xqﬂei:tlng O|A statlstics.

In particular, agencies are encouraged to conslder the value of collecting and regularly
reportfng a\}c |east the following additional statistics:

« ithe nuﬁﬁher of requests received
»  the numher of requests transferred in full
& 95 the numiger of requests withdrawn
W, g the numb&r of requests refused
’ [ (.\‘the nug,hber of requests granted in part
‘ . "thl_e Aumber of requests granted in full

R time taken from receipt of request to despatch of the official information or
decision to refuse

("[* 7 e timetaken from receipt to transfer.

The first of these provides a measure of current workload.

2 The Ombudsman concluded that the complalnt could be sustained, L.e. the Ombudsman found In faveur of the
requester and agalnst the agency. This includes all final views, Including cases whera the Ombudsman has Issuad a
final view |n relation to delay deemed rafusal,

State Services Commission guldance for agencles = DIA Statistics 3



DIFFERENT PURPOSES FOR OIA STATISTICS

This section provides background and context regarding the logging of OIA requests for
the purposes of performance monitoring and reporting.

OIA statistics can be collected for two purposes,

1 The OIA aims ‘to increase progressively the avallabllity of official Ipfprmarfon to
the people of New Zealand’ (section 4(a)), with caveats regarding prbsen.fatlnn of
personal privacy and protection of public interest (section, 4({:)) Thib calls for
statistics regarding availability of official information. e X \ S

2  Commitment 2 of the Open Government Partnership New ’Zefaland Nat[onal Actie'
Plan 2016-18 calls for ‘o suite of consistent measures about OIA perfprmuﬁr:e i
the context of ‘We will improve government agem:y pr ctices aroLrnd r‘Equests for
official information’. This calls for statistics rega,ri:llng nerfﬁrma ce, wit aview to
improving agency practices. N ~ z 3 .)3

Monitoring availability requires that statistics. rE‘Iﬂtl B té acceds ta ﬂfﬂclal information
should be as comprehensive as possible: sttivlng) capturé all requasts for official
information. This Is necessary if in::reases il"lnﬂ\lﬂilﬂbi”tv ni(o(ﬂcial information are to be
monitored over time. N ¢

Monitoring performance calls f’qr a SU]fE df statlstics\fhat}‘:an be used to guide and
manitor improvement in practlce& dv&r’ time. Far-this phrpnse it Is not necessary to
capture all requests, but- tu focus attentior dnt 1&5& requests that are most likely to
reflect agencies’ perfor‘mahce lh}admintsterlﬁg tﬁe provisions of the Act.

The relatlnnship I:oétws.-gn thafe two §§t(s of @Is}ta is illustrated in Figure 1.

State Services Commission guldance for agencles = OIA Statistics 6
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Figure 1: Logged OIA requests as a subset of all requests

All requests for official information

THis [ the-universe ol all
requests for official O
We could seek to estimate the ﬁ\ \v.
total number of requests for - M : :
ﬁlﬂ Information in order to /- t r\ \.‘ :
unte, over time, the extent A
TN, Ok tn o e Logged OIA reques S %
its pim 7o increase ~ \/
This is the lublctqﬁr: fs that M-‘H’ lﬂu S
prograssivaly the availabllity I
af information fo the peopla of tracked'and rnpqrful Fqu““ ‘ g
New Zealand.' Wa wizh t%mtum;n ulumll:s fliese-
Logged OIA K in ord tor and
This is about h:,‘,‘,‘{,';,, ,w;;:',‘f; crfan, ““
availability.
\\ Th‘is):s aboubpn;fammm —/
r '-.\-.".“"-._‘ % . \ \ \..-"_‘ i
I‘n.\' \\"} \ % .\"\ ‘I\

In practice, performance statlsﬂcs are ;tqllated fri;rn ade oy inas of OIA requests, This Is
why this guidance recommends which requests shqu be logged, with a view to
achieving consistent an,_d Qomp mzahle OlA sfatlsjcs acrnss agencies and over time.

As noted in Part{l émong her t;!’l)nl-_'.s.h gencles are encouraged to self-publish
estimates of the wjiuhe q;l‘-bequesngfdr‘ufflu;]g, information that are not logged. This can
allow estimat E:n c-f the total nu mhgr of requests handled by the agency, thus providing
insight Intp th avalla illtv of‘ufﬂclal Lnformatlan and how this is changing over time.

x = 3 _‘-. .
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Part 3: OIA statistics for performance monitoring

A RANGE OF POSSIBLE STATISTICS

What follows is a discussion of a wide range of statistics an agency could collect
regarding their OIA system. It is a starting point to encourage each agency to:

« reflect upon its OIA handling as a system: its characteristics and beéhaviour-as well “

as performance g \ &

e consider the requesters’ experience of that system A SS

!

s extend the range of OIA statistics monitored by the agency 'be?o',hd those felated }n‘\'
compliance with the Act, ol _
With these factors in mind, agencies are encouraged to determine which statistics will
be of most benefit for them to collect and manitor. (This is a.p \rth:uli:gr!v relevant
consideration when developing plans to upgrade OIA logging and tracking systems.)
L % " ‘] : A,

INFORMATION FLOWS Vo ¢ .
Upon receipt, a request (which may I':.{B cnnsrldéred u\,r-‘gepfxﬁy'the"requester) enters the
agency OIA system. There are only five ways a request.can be finalised and leave that
system — the request s either: withdrawn; trarisferred infull to another department,
office or agency; granted infull; granted In part; or refused.

While a request is undejp.donsidé}atlon by-an a"g_;ency,-m addition to internal consultation,
it may be subject to consultation with{ the re¢uester, which can result in amendment or

clarification; a MlﬁlstEr;_anbther Dépértmen'tf‘ agency or third party.

Agencies may, tndey jefined glr(:t.i‘r'nsténces, choose to extend the time limits associated
with proyision of a decision. Similarly, agencies may choose to charge for supply of the
official inf‘?kmatlo‘n. )

FlnaH'S{,' nnc}e-\a decision has been reached regarding provision of the requested official
~ Information, this may be notifled to a Minister, and the response may ultimately be
published onthe agency website.
: i

: ' This viewof a\a\‘ag’enm‘j OIA system suggests that over any given period of time, an agency
) ) ~could eount the number of requests subject to gach of these actions, namely the number

of r(\équesgﬁs
“s-_-received
' ~&~ requesting urgent attention

«~ amended or clarified (within or outside the legislated seven day time frame)
( ( : -« transferred in full
« transferred in part
« consulted another agency or 3rd party
+ consulted Minister

s charged

State Services Commission guldance for agencles = OIA Statistics 8



« extended

«  withdrawn

« refused

¢ granted In part

o granted In full

« notified to Minister

« response published on the agency website,

S \ 3 \\.
TIMELINESS b \ ¢

A second group of statistics relate to timeliness of the agenq‘fs responses

From a compliance perspective, over any given pgrlpd ‘mf t{me an age-ncv qh;i count
the number of requests where: K A

« the statutory or extended time-frame to, reaqha decislc-p Qn the request was met
or not met O N w :

« the statutory time-frame to transiec a mquESt was m f\nr ncst met
« the statutory time-frame to. nc:tlfy a\n e}ttenslon \)(as me t'or not met
« the statutory tlme-frame tu s:aék ﬂrﬁendmant prcla flcatlun was met or not met,

At a more sophisticated ievel n agency cuuld measure the elapsed time, in working
days (as defined by the Act) f}:a various st through the process. Such statistics can
provide a more cbmprehénslve cht{u('e of the distribution of elapsed time through
varlous steps jn the}nrbc&ss For example, ahéncies could measure:

« timeta kén fmm }enelpt ﬁf Tequhsl: to despatch of the official information
. tlme\élﬁan from recelpt Qf request to decision regarding release of information

o ﬂJ’ﬁEan receipt to transfer

e tlmgﬁ'um recelpt to 5eek|ng clarification
o -\.f'-l"ttmef recei‘pa: 16 notification of extension
& durﬂti 2

f gxtenslan

NS . (t(me So,' agency or third party response
; f-;}' tlme for Minister response

& . “tirhe from decision to release of information.

State Services Commisslon guldance for agencles = OIA Statistics 9



CQOSsTS
A third groups of statistics relate to resources and costs. Agencies could measure:
« charges (5) collected

= cost (labour and materials) of praviding the respanse.

PERCEPTIONS R<Y,

A fourth group relates to perceptions: r, St ‘\ \ ) )

« requester perceptions of their experience FPNE ™ s "
& o \ W

+  staff perceptions of their experience. il & A4S

COMPLAINTS Ll by

The final group relates to complaints. Statistics cquld lncludesthe nunﬁl:(er oﬁ cJoranaInts
+ received by the agency o A
+ notified as having been submitted tor thE. Dmb)udsman &

¢« for which the Ombudsman ukpressed a pruvls\p\qal view and/or made a
recommendation agalnst the agentv

'T,‘ : 7 \\
TIMING ISSUES 4

For any given period I\mar q{lgrter. month th,.] the number or requests for official
information that were rém[vetl durl (the ﬁ iod can be counted and reported.

During the pp‘nziud number af “f:hEse requests will be finalised. Others, particularly
those arriving later. Yn)the perlod w]!l be incomplete at the end of the period. These will
he carriéd‘fomard for dqmpletlon in subsequent perlod(s). Similarly, a number of
requésts, I‘kom previous: perlnd(g) will be finalised during the current periad. Thus, the
total nymb}ar of requests that.are finalised during any given period can also be counted

and ranarfed

; ‘I:,.-I“'Reportlng o{n\requmw Ilnallsed during each period is preferred for the following
g "‘-réasonsf .\

1 / Every rﬂquest will ultimately be counted regardless of whether it is counted upon

‘~rece)l|;t or upon finalisation.

2 3% When a request Is finalised, all details regarding the processing of the request by

“the agency are known and can be reported in full: which actions it was subject to,
the timeliness, etc.

State Services Commission guldance for egencles — OIA Statlstics 10



CLASSIFICATION OF REQUESTS

Agencles are encouraged to consider whether classification of requests might provide
useful insights into the behaviour of their OIA system. Again, this Is a particularly
relevant consideration when developing plans to upgrade OIA logging and tracking
systems. >

If requests are classified, agencies can examine their OIA statistics for éar:h catesorv,

which can allow patterns to be seen in the data that may atherwlse be-hidden. This 1 (

potentlal insight has to be welghed against the effort and cost asszated with co!iectiun

and analysis of the data. e WY \ \7.

There are several ways requests might be usefully classlfled to enable moré dqtalled
analysis of QIA performance. These include (but are not Ilmi'ted to): channe] gatéway
and requester category. Each of these is described t;lelnw i

Channel: by what method wastherequestsuhmméd? s U 7] “
« Search of website ‘;]“‘\,' /

+  Phone call 'J { \

« Emall OO 4

s fylorg.nz . S : \\ '\\

« Post = = ) ‘:il N

« In person A5 ) . '

. Etc. ONS t'lt\ ))

4 i
Gateway: wh?‘t was fhe gntrv pofqt fur the réquest?
« Website fdrm ’fl R &
. Madﬁ\}aﬁit DK 7

. <Ok iy’

& G,E,ne’rai enq’ﬁlﬂes
(o R \\;\ ~
Rer ‘_,Raquester :at qbrv. which category of person made the request?

.. Iddivldt}al citizen

g h ,Cgrpuration
, " Media/Journalist
'« Member of Parllament

Political research unit

-
« Interest group
s Etc.
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