Te Puni Kokiri

MINISTRY OF MAORI DEVELOPMENT

8 November 2021 File Ref: OIA 44090
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Official Information Act request \

Thank you for your information request dated &r 2021. d for the

following information:
1. “A copy of your flexible workin

2. A copy of any policy/p essg;)ecmcaﬂ@mg applications for

remote working;

3. The number o ons for flexii k/ng arrangements under Part
6AA of the E nt Relatio 00 received by this agency
between 2019 an ober 2021, the type of flexibility sought
in these ions eg ¢ sed hours, remote working, reduced

ppl/cant was a manager or a non-manager;

h ur@ d wheth

e :
j for flexible working arrangements under Part
of the Relations Act 2000 approved by this agency
tween 1 Ja 2019 and 8 October 2021, the type of flexibility sought
in these lications eg compressed hours, remote working, reduced
hour % d whether each applicant was a manager or a non-manager;
ta

ge of applications for flexible working arrangements under
art A of the Employment Relations Act 2000 approved by this agency
een 1 January 2019 and 8 October 2021;

& The number of applications for flexible working arrangements under Part
6AA of the Employment Relations Act 2000 refused by this agency
between 1 January 2019 and 8 October 2021, the type of flexibility sought
in these applications eg compressed hours, remote working, reduced
hours eftc., the recorded reason for the refusal, and whether each
applicant was a manager or a non-manager;



7. The percentage of applications for flexible working arrangements under
Part 6AA of the Employment Relations Act 2000 refused by this agency
between 1 January 2019 and 8 October 2021;

8. The number of people working in your agency as at 8 October 2021, and
a breakdown of your employees by gender.”

Your request has been considered in accordance with the Official Information Act
1982 (the Act).

Two documents have been identified in scope of your request. The documents and
my decisions with regard to the release of the information are set out in the table
attached as Appendix A.

We are currently reviewing our flexible work policy. Staff are supperted te'work
flexibly if their role allows. Under lockdown, all staff have been able 1o, work from
home. All staff are provided with laptops and other appropriate,hatdware, along with
secure remote login to Te Puni Kokiri systems.

As such, there have not been any applications madefspecifieally under Part 6AA of
the Employment Relations Act 2000 for the reportihg Period.

We have responded to each of your question§tin tarA below:

1. A copy of your flexible working policys

Please see attached — please notetthis policy is curfently under review

2. A copy of any policy/proeesses specificallywregarding applications for remote
working;

Please see attached #please note this poliCyis currently under review

3. The numberof applicationssfer flexible working arrangements under Part 6AA
of the ' Employment Relations Act 2000 received by this agency between 1
Jantiady 2019 and 8 October2021, the type of flexibility sought in these
applicatons eg compressed hours, remote working, reduced hours eftc., and
Wwhether each applicahnt was a manager or a non-manager;

We have no record fogany flexible working arrangements under Part 6AA of the
Employment Relations Act 2000 being received by this agency between 1 January
2019 and 8 October 2021

4.4 The'number of applications for flexible working arrangements under Part 6AA
of the Employment Relations Act 2000 approved by this agency between 1
January 2019 and 8 October 2021, the type of flexibility sought in these
applications eg compressed hours, remote working, reduced hours efc., and
whether each applicant was a manager or a non-managetr;

Please see above, we have no record of any applications being made under Part
6AA of the Employment Relations Act 2000.



1. The percentage of applications for flexible working arrangements under Part
6AA of the Employment Relations Act 2000 approved by this agency between
1 January 2019 and 8 October 2021;

Please see above, we have no record of any applications being made under Part
6AA of the Employment Relations Act 2000.

As no applications were received, we are unable to provide any percentages.
Accordingly this part of your request is refused under section 18(e) of the Act, as the
information requested does not exist.

2. The number of applications for flexible working arrangements under Part 6AA
of the Employment Relations Act 2000 refused by this agency between 1 %
applications eg compressed hours, remote working, r s etc., th
recorded reason for the refusal, and whether each appli sa manN
or a non-manager;

Please see above, we have no record of any applica@&ng made u@&d

6AA of the Employment Relations Act 2000.

3. The percentage of applications for fle ing arrangemeénts under Part
6AA of the Employment Relations refused & agency between 1

January 2019 and 8 October 2021;
Please see above, we have no recakd of any appli .ng made under Part
6AA of the Employment Relatlon 2000. \
As no applications were r e are unab ovide any percentages.

Accordingly this part of quest is refuse r section 18(e) of the Act, as the
information requested@ee t eXIst

our agency as at 8 October 2021, and a
y gender.

oyment Status | Female | Male | Totals
ermanent 198 | 103 301
Fixed Term 46 29 75
TOTAL 244 | 132 376

me response satisfies your request.

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




Please note that Te Puni Kokiri publishes some of its OIA responses on its website,
after the response is sent to the requester. The responses published are those that are
considered to have a high level of public interest. We will not publish your name,
address or contact details.

If you wish to discuss any aspect of your request with us, including this decision,
please feel free to contact ocia@tpk.govt.nz.

' Y
qcz)

Nga mihi

Grace Smit
Deputy Secretary Organisational Support | Hauta Ta@ hakahaere
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Flexible Working Arrangements Policy

Te Puni Kokiri

Why we have this policy | Ko Te Putake o tenei Kaupapa Here

This document provides guidelines and establishes procedures to ensure all employees have a clear and
consistent understanding of their ability to seek a change in their working arrangements (hours and/or location),
S0 as to better meet their responsibilities at home.

The objectives of this policy are to ensure all employees and managers are aware of their entitlements an
responsibilities with regard to requesting and approving Flexible Working Arrangemer@
Policy | Kaupapa Here Q %

1. Employees of Te Puni Kokiri may request flexible working arrangemenis so they may better meet the
needs of a person in their care, or to prepare for their retirement. K

2. The request must:

¢ Include specific information about the length of time the

permanent;
¢ Include an explanation of how the flexible wo% gements will'allowsthe employee to better care for
the person concerned or prepare for their retirement; and
e Specify what condition(s) of employme urs/days/loc o Obe varied.
3. An employee is not entitled to make ar@ est within s of having made a request.
4. The employee’s Manager must c the reques a le working arrangement as soon as it is

practical to do so, and must ecision wi months of first receiving the request.

5. Te Puni Kokiri may x@ request a@ll with the Act on any of the following grounds:
i.  Inability t(@ ise work a ting employees;

0 it additiohal employees;

ii. Ing

iii. Detrimental impact@n quali

iv. Detrimental imp formance;
*
V. Insufficient worlk.d the periods the employee proposes to work (e.g.: receptionist requesting to

start wgrk a

&& ral changes;

Vii. Burden of*additional costs; or

o

6. Any additional considerations that lead the Manager to decline a request should be discussed and
documented.

Vi. Pl

ental effect on ability to meet customer demand.

7. Te Puni Kokiri must decline a request if refuse a request if the proposed new working arrangement conflicts
with the provisions of an employee’s collective employment agreement.

Background | He Kupu Whakamarama



The Employment Relations (Flexible Working Arrangements) Amendment Act 2007 gives employees an
entitlement to request flexible working arrangements takes effect from 1 July 2008. Flexible working
arrangements refer to one or more of the following; hours of work, days of work.

This legislation provides for employees of Te Puni Kokiri to request flexible working arrangements so that they
may better meet the needs of a person dependant on them or plan for their retirement. The legislation requires
the employee to include in their application an explanation of how the flexible working arrangements will allow
them to better care for the person concerned.

At Te Puni Kokiri there is an established practice of giving due consideration to a request from an employee for a
flexible working arrangement, for example, workers who wish to reduce work hours for family reasons, or to
prepare for retirement.

Responsibility and Enforcement | Ko Nga Haepapa me Nga Urul(L

All employees and managers either making or considering a request for flexible worki angements ar
expected to comply with this Policy. ’@
Managers approving flexible working arrangements under this Policy are res le ensuring& he

required delegation.

Managers should consult with the Manager, Human Resources and Capability for advice on‘ahy aspects of this
Policy.

Any breach of this Policy may constitute misconduct and will be ith"in accor @e Puni Kokiri’s
Misconduct and Poor Performance Policy. Q
ka%ga o upapa

L 4

This Policy is owned and It was approved by: On the date of: It is due for
updated by: revision by:

Policy Approval | Ko Te Wh

11 April 2018 April 2020

@ ible Working Arrangements Policy dated 31 March 2016.
Etahi atu Kaupapa Here

ious policy

ents |

ible Working Arrangements) Amendment Act 2007

\g
Contact @pé Mai

Please s an Resources and Capability representative for assistance.



http://intranet.te-wheke.int/en/guides-and-tools/a-z/misconduct-and-poor-performance-policy
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-arrangements-policy
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-arrangements-policy
http://www.legislation.govt.nz/act/public/2007/0105/latest/DLM1034656.html

LETTETERVLHELETGCHREREL TR

Pamamao
Remote Working Arrangements Policy

Te Puni Kokiri

MINISTRY OF MAOR| DEVELOPMENT

Why we have this policy | Ko Te Putake o tenei Kaupapa Here

This document provides guidelines and establishes procedures to ensure all employees have a clear and consistent
understanding of Remote Working Arrangements away from a Te Puni Kokiri workspace.

Short-term arrangements can be put in place in response to defined requirements such as to accommodate
personal circumstances; to complete work from home intermittently without requiring a long-term arrange ; or
while travelling on business.

All long-term remote working arrangements for periods of three months or m i @sidered e

case basis against criteria set out in this policy.

y_
In cases where issues are unclear consult the Human Resources and Capabilit iness Partner.

The objectives of this policy are to promote effective practices to ensure,that employees e clarification and
guidance on the issues to be considered when working away from a Okiri workspace

Policy | Kaupapa Here

1. Unless specifically stated in an employment agreem tter of app0| ent or contract, any remote working
arrangement is at the discretion of Te Puni Koklrl d not be vi employee s right or obligation.

2. All remote working arrangements are disc tlonary and add’ , the terms and conditions of the
employee’s. The arrangements may be ca by either p tlme with one week’s notice.

3. Alllong-term requests to work remotel ome, or any S|te that is not a normal place of work for
Te Puni Kokiri business, whether the week, will be considered on a case-by-case basis

by the immediate manager again llowing crit

e  The employee and man ree on the
e  The nature oft e W itself to a &e
e  Work is not bel d for this

e Thee a good work nce record; and
° nt will not p ue additional work on other employees in the workplace; and
Manager,

performed and results to be produced; and

nvironment; and

e The Informa Ser ices is satisfied that the arrangements will not make unreasonable
demands on Te Puni T hardware, software or security resources; and

° There is consul

i0 o-ordination and co-operation to ensure that the employee is safe while
nd understand the risk associated with that work.

Continuity Management situation, approval of any remote working arrangements may

ituation the employee is working in and the risks that situation may pose; and
Kokiri business needs; and
e  The needs of individual employees in terms of their whanau responsibilities.

5. Any short-term remote working arrangements over periods of less than three months require the agreement of
employee and the immediate manager. Should arrangements be extended beyond this period, this may be
considered the trial for a long-term remote working arrangement.

6. All long-term remote working arrangements over periods of three months or more require an initial trial period,
after which the immediate manager will evaluate the situation and discuss with the relevant Deputy Chief
Executive.



7. Any long-term remote working arrangement will also be conditional on the employee:

e Reporting on health and safety matters by completing the Remote Working Agreement Form; and

e Providing work facilities and furniture for remote working arrangements. Both Te Puni Kokiri and the
employee or other worker must be satisfied that the proposed long-term remote working environment
meets the requirements of the Act.

8. All approved agreements must be forwarded to Human Resources and Capability to record and file on the
employee’s personal file.

9. All long-term Remote Working Agreements should be reviewed annually by the manager and employee,
effective 1 July.

10. Remote working arrangements are not intended to be used as an alternative to leave. An employee working
remotely is expected to contact their manager and apply for leave as applicable.

Background | He Kupu Whakamarama

The Health & Safety at Work Act 2015 (the Act) , requires Te Puni Kokiri to take, “all'reasenably practieable ‘steps”
to ensure that all employees have a safe work environment at all times, regardiess‘ef where they wark, or hew often
they work in that environment.

Amongst other things, the Act recognises that “successful management offfiealth and safety issues is best achieved
through good faith co-operation, co-ordination and consultation in thefplacetef work and, i partigular, through the
participation of the persons doing the work”.

There is, therefore a requirement on employers, employee’s and ahy other workek igipaeted by Te Puni Kokiri
activities to take responsibility in a workplace for their safety"andsthe safety of others who work with and around
them. For this reason, Te Puni Kokiri requires all employees seeking approyahto work remotely over a period of
three months or longer to satisfactorily complete the healthyand safety sectigh of the Remote Working Agreement
Form.

Working remotely may not necessarily be appfopriate for some, positionss tasks, and employees, especially if
working remotely may pose an unacceptable health and safety risk:

Responsibility and Enfope€ément | Ko Nga Haepapa me Nga Uruhi

All Kokiri employees who agree t@ aflong-term remgte Working arrangement are expected to:

¢ Comply with thig Palicy; and the Health/afid Safety at Work Act, by satisfactorily completing the Remote
Working Agreemeént Feah; and

o Comply with all#elevant legislatiogR®and¥{l e Puni Kokiri policies; and
o Notifyftheir manager if they change the location of the long-term remote workplace; and

e Notify their manager offany damage to, or theft of, Te Puni Kokiri provided equipment, and return all
equipment at the endefithe,arrangement; and

e Be personally responsible for all overhead costs of the remote workplace (power, rates/rent, private phone
line). These cests will not be reimbursed by Te Puni Kokiri; and

e Ensure thatthey,are able to be contacted at the remote location; and

e Be availablgyto attend any meetings as required by their manager.

The manager of/any employee with a long-term remote working arrangement is expected to:

e Ensure that any arrangement is discussed with the relevant Deputy Chief Executive before the
arrangement commences; and

e Ensure that the arrangement meets the requirements of the Health and Safety at Work Act 2015; and
e Monitor from a business and health and safety risk perspective; and

e Ensure that all Health & Safety reports and forms are completed and sent to Human Resource and
Capability for filing; and

o Remind the employee of his/her health and safety obligations while working remotely; and


http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form

e Arrange appropriate access to the internet, email and business phone calls.

Managers should consult with the Human Resources and Capability Business Partner for advice on any aspects of
this Policy.

Any breach of this Policy may constitute misconduct and will be dealt with in accordance with the Te Puni Kokiri
Misconduct and Poor Performance Policy

Policy Approval | Ko Te Whakaaetanga o te Kaupapa

This Policy is owned and It was approved by: On the date | Itis due fo
updated by: (o] revision by:

w
Human Resources & Capability | The Deputy Chief Executive, Organisational 18@ ne02! ‘.

Support 20

a

This policy replaces the previous policy titled Remote Working Arrangemtdate 1 April K

Related Documents | Ko Etahi atu K Her O

Remote Working Agreement Form

Health and Safety at Work Act 2015 00 Q
Contact | Whakapa Mai O

If you have any questions please contact y, n Resour(:(a



http://intranet.te-wheke.int/en/guides-and-tools/a-z/misconduct-and-poor-performance-policy
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://intranet.te-wheke.int/en/guides-and-tools/a-z/remote-working-agreement-form
http://www.legislation.govt.nz/act/public/2015/0070/latest/DLM5976660.html

	44090 response letter (1)
	44090 response letter (1)
	2020 Staff Survey - All TPK - Sans Comments

	2018 04 11 IP Flexible Working Arrangements Policy FINAL 2.0
	2018 06 18 IP Remote Working Arrangements Policy FINAL 2.0



