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IN-CONFIDENCE 

IN-CONFIDENCE 

1 July 2025 

Tālofa lava 

RESPONSE TO AN OFFICIAL INFORMATION ACT REQUEST (REF: DOIA050-2024/25) 

On 30 May 2025, you contacted the Ministry for Pacific Peoples (the Ministry) requesting under 
the Official Information Act 1982 (OIA) information on the Ministry’s working from home policy. I 
have outlined your specific request and my response below. 

Under the Official Information Act 1982, I am making a request for the following information held 
on record since 1 January 2023: 

1. A copy of the agency’s current work from home policy, including the date it was last
updated and any accompanying documentation outlining the rationale for the most recent
changes.

I have appended to this letter a copy of the Ministry’s current Flexible Working Policy (refer to 
Appendix 1). The Ministry’s current Flexible Working Policy was last updated in February 2025 
to reflect the Government’s expectations for public servants working from home arrangements.  

The Ministry’s latest updates to its Flexible Working Policy were made in alignment with the 
Government’s guidance on flexible working. For context, I have appended to this letter a copy of 
the Public Service Commission’s (PSC) email (refer to Appendix 1) with the proposed new 
Flexible Working Guidance for consultation sent to the Ministry’s Chief Executive and Human 
resources team.  

The final version of the PSC’s guidance is available on their website via the link provided, 
Guidance-Flexible-Working-Work-from-Home.pdf. This guidance informed the rationale and 
direction of the policy changes. 

2. Copies of any previous versions of the work from home policy within the specified
timeframe, including the dates each version was in effect (to and from) and any
documentation explaining the reasons for changes made.

s9(2)(a)
s9(2)(a)



 

 

 

 

IN-CONFIDENCE 

IN-CONFIDENCE 

I have appended to this letter a copy of the Ministry’s previous Flexible Working Policy (refer to 
Appendix 1). This version of policy was in effect from June 2020 until February 2025 which 
includes the specified timeframe from 1 January 2023. As beforementioned in response to 
question one, the rationale for policy change was informed by the guidance provided PSC in 
relation to flexible working policy.  

 

3. Copies of all documents (including but not limited to briefings, memos, internal advice, and 
reports) provided to or from the Chief Executive or Executive Leadership Team relating to 
proposed or actual changes to the work from home policy. 

Please provide this information in an accessible, searchable format. If you refuse to 
release a document, I request the name of the document and the reason it was refused. 

I have appended to this letter a copy of an internal memo to the Ministry’s Executive Leadership 
Team (ELT) that provides context for the update to the Ministry’s Flexible Working Policy (refer to 
Appendix 1). This ELT memo was submitted in February 2025, following the guidance provided 
by the PSC in relation to the latest flexible working updates. 
 
In line with standard OIA practice, the Ministry proactively publishes some of its responses to OIA 
requests. As such, this letter may be published on the Ministry for Pacific Peoples’ website. Your 
personal details will be removed, and the Ministry will not publish any information that would 
identify you or your organisation.  
 
Should you wish to discuss this response with us, please feel free to contact the Ministry at: 
oia requests@mpp.govt.nz.    
 
If you are dissatisfied with this response, you have the right, under section 28(3) of the OIA, to 
seek an investigation and review by the Ombudsman. Information about how to make a complaint 
is available at www.ombudsman.parliament.nz or freephone 0800 802 602. 
 
 
Ia manuia 
 

 
 
Danilo Coelho de Almeida 
Deputy Secretary 
Corporate & Support Services 
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1. Purpose
The Ministry for Pacific Peoples is committed to fostering a work culture where individuals can 
maintain a balance with their personal life and achieve professional success. This policy 
provides employees with the option of flexibility and resources so that everyone working at the 
Ministry, including managers and their teams, has access to healthy working standards 

2. Scope
All permanent, part-time, fixed term employees and secondees of the Ministry. 

Under the Health and Safety Act 2015, the Ministry has an obligation to all workers, therefore 
this policy and the flexible or hybrid working framework also applies to self-employed 
contractors and subcontractors engaged by the Ministry (where necessary).  

3. Principles
• The policy aligns with Guidance provided by the Public Services Commission.

• The Ministry supports the option of flexible working for its employees in line with part 6AA of
the Employment Relations Act 2000.

• All employees and roles can request flexible working arrangements unless there is a genuine
business reason that may mean some types of flexibility cannot be accommodated.

• All flexible working arrangements, including working from home arrangements, must be by
written agreement between the Ministry and employee, and consistently managed in order to
support a high performance culture.

• All flexible working arrangement requests will be received in writing. Requests will be carefully
assessed, taking into consideration the impact on performance in its widest sense,
engagement, team culture, and the deliverables for the team and Ministry.

• It is expected employees will work from their respective offices unless an agreed flexible
working from home arrangement is in place.

• A flexible working arrangement is not a permanent change to an employee’s terms and
conditions of employment. However, an employee can request a permanent change to their
terms and conditions of employment. Any such request will be carefully considered and at the
discretion of the employee’s manager (or the Chief Executive if required) considering the
needs of the Ministry and the direct team.

• Flexible working will be structured in a way so as not to compromise the performance or
engagement of any individuals, teams, or the Ministry.

• All flexible working arrangements must satisfy legislative requirements and the Ministry’s
broader policies (such as Domestic Violence,  Health & Safety).

• Managers, employees and teams will talk regularly about agreed flexible arrangements, how
the arrangements are working, and how any associated challenges will be addressed.
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<paul.james@dia.govt.nz>; Paula Tesoriero <paula.tesoriero001@whaikaha.govt.nz>; Penny Nelson
<pnelson@doc.govt.nz>; Peter Mersi <peter.mersi@treasury.govt.nz>; Ray Smith
<ray.smith@mpi.govt.nz>; Rebecca Kitteridge <Rebecca.Kitteridge@publicservice.govt.nz>; Una Jagose
<una.jagose@crownlaw.govt.nz>; Arran Jones <arran.jones@aroturuki.govt.nz>; Jane Lee
<jane.lee@charterschools.govt.nz>; Rami Rahal <rami.rahal@teaho.govt.nz>
Cc: Christina Connolly <Christina.Connolly@publicservice.govt.nz>; Erik Koed
<Erik.Koed@publicservice.govt.nz>; Joshua Blackmore <Joshua.Blackmore@publicservice.govt.nz>; Martin
Kessick <Martin.Kessick@publicservice.govt.nz>; Sandra Preston <Sandra.Preston@publicservice govt.nz>;
Tania Ott <tania.ott@publicservice.govt.nz>; Paula Davis <Paula.Davis@publicservice.govt.nz>; Alex
Chadwick <alex.chadwick@publicservice.govt.nz>
Subject: Proposed Flexible Working Guidance for consultation

 
Tēnā koutou
 
I wrote to each of you on 23 September regarding the Government’s expectations for public servants working
from home arrangements.   
 
This email provides you with the proposed new Flexible Working Guidance for consultation.  It is also being
provided to your Head of HR and to relevant Unions. 
 
What’s changed?
 
This Guidance replaces the Hybrid Working and Flexible-By-Default Guidance. 
 
Government expectations do not mean public servants cannot work from home or that public servants must
work in the office on a set number of days each week.  This Guidance helps agencies ensure there is sufficient
rigour and transparency in managing flexible work arrangements in support of a high-performance culture.
 
Alignment will look differently for each agency, and this is expected and supported.  The proposed Guidance
sets out what agencies should do as a minimum. 
 
Data collection
 
Departments and Departmental Agencies are currently collecting data on working from home arrangements. 
The deadline for data to be submitted to the Commission is 22 November.
 
This is a baseline data collection.  Agencies are not expected to have adjusted their current arrangements
following the Government’s September announcement for this data collection. 
 
We will seek an update on agency data early in 2025. This data will be publicly released.
 
At this stage our intention is to collect work from home data twice yearly (in March and September) as part of
other regular collections, but we will keep this under review. 
 
Guidance Consultation Process
 
You are welcome to seek advice from anyone within your agency that would have an interest in this Guidance. 
 
Please send your feedback direct to Paula Davis, Manager Workforce and Capability at
paula.davis@publicservice.govt.nz by Friday 22 November at 5.00pm.
 
Thank you for your constructive engagement with the data collection process and I look forward to receiving
your feedback on the proposed Guidance.
 
Ngā mihi
Heather
 
 
Heather Baggott (she/her)
Te Pou Turuki mō Te Kawa Mataaho | Deputy Public Service Commissioner
waea pūkoro: īmēra: heather.baggott@publicservice.govt.nzs9(2)(a)RE
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1.5.3 Championed by leaders 

Leaders support, champion and role model flexible working for their teams and 

themselves. 

1.5.4 Mutually beneficial 

Flexible working needs to work for employees, teams and MPP. It should not be viewed 

as something which is just agreed between an employee and manager. This means that 

the impact of flexible arrangements should be considered on teams and the agency as a 

whole. 

Key considerations will be given to how flexible work arrangements can maintain or 

enhance the performance and delivery of the Ministry’s work commitments. Another key 

consideration is that any arrangement should not result in increased workloads for 

employees working flexibly or for other team members who are not, or for managers 

leading teams with some staff working flexibly. 

1.5.5 Requires give and take 

Flexibility requires some give and take between the employee, manager and team. It also 
places obligations on employees, managers, and teams to be open and adaptable so that 
it works for everyone. Arrangements that do not work for all parties will not be 
sustainable in the long term. 

1.5.6 Safety and security 

All flexible working options must satisfy the Ministry’s security and Health and Safety 

requirements. 

1.6 Procedures 

1.6.1 Nature of arrangements 

Flexible work arrangements can be formal or informal, ad hoc or regular, temporary or 

permanent. 

1.6.2 Making a request 

Before making a request for flexible work arrangements employees should familiarise 

themselves with the principles of flexible-by-default and the options that may work in 

their type of role.  

The employee should discuss flexible options with their manager and be open to finding a 
solution that works for themselves, the whole team, their manager, and the Ministry. 
They should take account of the options available, in the context of their role and their 
team’s responsibilities and deliverables and the impact their flexible work arrangement 
will have on others. 

The employee does not have to provide a reason for their request, but they do need to 
discuss things like: 

• the type of flexibility required 

• whether or not it is a long-term arrangement 

• what might be the impact of the new working arrangement – on team members, 
Manager, work deliverables 

• how they think the new arrangement can be accommodated. RE
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1.6.3 Ad hoc arrangements and unexpected events 

Ad hoc flexibility may be planned ahead and simply needs to be agreed with the 

employee’s manager. 

Alternatively, ad hoc flexibility may be needed in response to an unexpected event. This 

may mean it is not possible for an employee to seek agreement from their manager in 

advance. Where this occurs, the employee should talk to their manager at the earliest 

opportunity. 

1.6.4 Responding to requests 

Managers will respond to a flexible work arrangement request as soon as possible. 

Where a request is made in writing they will respond no later than one month after 

receiving it. In deciding about a flexible work arrangement, the Manager may seek advice 

from HR or their DCE. 

Where agreement in principle is reached between and employee and their Manager, they 

will discuss the agreement with the team and as a group they will decide on mutual 

expectations and norms of behaviour. 

If a request is granted, the arrangements agreed and any applicable conditions will be 

recorded in writing, by email or using the form attached to this policy. Manager sign-off is 

required for any agreed long-term flexible working arrangement. 

If the Manager objects to the proposal they will explain why it is not workable and will 
work with HR and the employee to find a workable solution and to ensure all options 
have been considered.  

Where a formal request is made in writing, reasons for declining it will be provided in 

writing within 1 month of receipt of the request, including: 

• stating the Grounds for Refusal, referencing this policy 

• explaining the reasons for refusing under these grounds 

• advising the employee of their right of review. 

All documentation will be placed on the employee’s personal file. 

The Ministry will act in good faith in assessing all flexible working requests.  

1.6.5 Health and Safety  

Under section 36 the Health and Safety at Work Act 2015, MPP must ensure, so far as is 
reasonably practicable, the health and safety of their workers’ while they are at 
work   That means that when employees ask to work from home, MPP must consider the 
risks their employees might be exposed to in that work environment, the degree of harm 
those risks could cause, and how those risks can be mitigated. This includes ensuring that: 

• employees do not work excessive hours, and that any hours in excess of standard 
working hours are agreed and monitored appropriately 

• employees understand their health, safety and wellbeing responsibilities when 
working remotely  

 
When considering working from home employees and their manager should consider and 
agree that: 

• the employee’s home workspace will be arranged by the employee so that it is 
comfortable and ergonomically sound RE
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• the employee will complete the MPP Health and Safety self-assessment  

• the employee will take regular breaks 

• the employee will keep the workspace clear and free from obstacles or tripping 
hazards and well lit 

• the employee and their manager will be in regular communication and that they 
will be proactive in raising and discussing any problems that arise from working 
from home 

• the employee and their manager will proactively discuss any risks to the 
employees physical and/or mental health and safety arising from working from 
home and discuss ways this harm can be eliminated or minimised. 
 

Under section 45 of the Health and Safety Act MPP workers have the following 
responsibilities: 

While at work, an employee must— 
(a)   take reasonable care for their own health and safety; and 

(b)   take reasonable care that their acts or omissions do not adversely affect the health      

and safety of others; and 

(c)   comply, as far as the employee is reasonably able, with any reasonable instruction 

that is given by the Ministry to allow the Ministry to comply with the Health and 

Safety at Work Act or regulations; and 

(d)  co-operate with any reasonable policy or procedure of the Ministry relating to 

health or safety at the workplace that has been notified to employees. 

 
Hazard identification and reporting 

Even when employees are working remotely, they are required to identify and report on 

hazards in their workplace to their manager, HR or Health and Safety representative.  

Incident Reporting 

If an incident occurs when an employee is working remotely, as with a hazard that occurs 

at MPP's premises, the employee must notify their manager as soon as they are 

reasonably able. 

1.6.6 Information security and privacy  

When employees are working remotely, it is important that the security and privacy of 
information is maintained.    
 
MPP will ensure the security and privacy of information is maintained when employees 
work remotely by assessing and addressing any concerns with: 

• the work to be done at home 

• procedures to minimise the security risk of storage and transmission of 
confidential information 

• the classification of any information to be held at or transmitted from or to the 
home 

• any security clearance requirements of the staff member 

• the suitability (including past performance in security matters) of the staff 
member to work outside the usual environment 

• requirements with respect to IT security/servicing and communications security, 
such as encrypted data, two-step authentication on electronic devices, and up-to-
date protection software. RE

LE
AS

ED
 U

ND
ER

 T
HE

 O
FF

IC
IA

L 
IN

FO
RM

AT
IO

N 
AC

T 
19

82



Corporate Policy: Flexible Work Arrangements In effect from June 2020 

 

  Page 9 

 

1.6.7 General considerations 

In addition to health, safety and wellness considerations, the Ministry will consider a 

range of matters when considering a Flexible Work Arrangement request. These 

considerations may be specific to the person, team, and position. They may include, for 

example:  

• how and where the work will be completed, if it is likely to have a detrimental 

impact on quality or performance 

• the employee’s willingness to return to the office when the need arises 

• the requirements of the employee’s role 

• operational needs 

• the effect of the arrangement on the team and the resourcing of work 

• support and supervision (for the employee and other team members) 

• any cost to the Ministry 

• technology issues, like fast broadband in the home to enable productive work 

• any additional matters which may result from the requested arrangements 

While a range of matters can be considered when assessing a Flexible Work 

Arrangement request, the request can only be declined if it cannot be accommodated 

on one or more Grounds for Refusal. 

1.6.8 Review of arrangements 

When a flexible working arrangement is approved, the impact of that arrangement, 
within a team or in relation to a work outcome can often not be fully determined at the 
outset. Therefore, a review of the flexible work arrangement will occur between the 
employee and their manager after an agreed time (usually one to three months) and then 
ongoing at least every 12 months.  

Changes to roles will also require a review of whether certain arrangements are still 
workable. 

From time to time, employees may be required to alter their flexible work arrangement. 

This may be ad hoc, or on a more regular or even permanent basis, to meet the needs of 

the Ministry.  In such situations the manager will talk this over with the employee as early 

as possible and seek to find agreement on a flexible working arrangement that meets the 

needs of the employee, their Manager, the team and the Ministry. 

2. Responsibilities 

2.1 Employees 

When working remotely, employees are responsible for: 

• self-managing their work and continuing to meet delivery expectations  

• communicating proactively with their manager and their team about the work they 

are doing remotely  

• working with their manager and the team to ensure their flexible arrangements are 

working for everyone 

• being as flexible as possible when temporary changes to flexible work arrangements 

are needed RE
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• clearly indicating their working arrangement in their office calendar 

• setting up an out of office email message to operate outside agreed working hours 

which clearly states when they are in the office 

• remaining contactable during agreed work hours  

• observing all Ministry policies, including, for example, the Ministry’s Code of 

Conduct, ICT and State Services Standards of Integrity and Conduct and Health and 

Safety policies. 

2.2 Managers 

         Managers are responsible for: 

• considering in good faith any request for flexible working, approving these when 
they can, and declining only when (following consultation with HR) they have 
determined that one or more Grounds for Refusal exist  

• ensuring that, prior to the first instance of an occasional arrangement to work from 
home, the staff member receives advice on health, safety, and security 

• ensuring the Ministry’s business requirements are met 

• overseeing the team’s workload, and monitoring any changes that result from a 
Formal Flexible Working arrangement 

• providing reasonable notice to any employee with a flexible working arrangement of 
developments that may cause it to be revisited. 

3. Breaches of this policy 

The provisions under the Employment Relations Act, to deal with unresolved Formal 

Flexible Working request breaches are contained in Part 69 AAG, 69AAH, 69AAI of the 

Act. 

3.1.1 Employee in breach 

If an employee is in breach of this policy their manager will raise the issue and try to 

resolve the problem with the employee.  

If necessary, disciplinary action may be taken in accordance with the Ministry’s 

disciplinary policy  (Advice from HR should be sought in all cases where potential 

disciplinary action could be taken). 

3.1.2 The Ministry in breach 

If an employee believes the Ministry is in breach of this policy, they should follow the 

process for the resolution of employment relationship problems set out in their Individual 

Employment Agreement, including: 

• first trying to resolve the issue by discussing it with their manager 

• if necessary, taking the problem to the DCE, Business Services, People & Culture or 

HR for assistance 

• if the issue remains unresolved, referring the matter to a third party such as a Labour 

Inspector or Mediation,  from the Ministry of Business, Innovation, and Employment 

at www.mbie.govt.nz  

• if still dissatisfied, an employee can apply to the Employment Relations Authority at 

www.era.govt.nz RE
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4. Further information 

4.1.1 Legislation 

• Employment Relations Act 2000 

• Domestic Violence - Victims Protection Act 2018  

• Health and Safety at Work Act 2015 

 

4.1.2 Related policies 

• Domestic Violence Policy 

• Equal Employment Opportunities Policy 

• Parental Leave Policy  

• The Ministry Code of Conduct  

• Health and Safety Policy 

• State Services - Standards of Integrity and Conduct 

• Leave Policy 

• ICT Acceptable Use Policy  

• Information Policy  

• Privacy Policy 

  

RE
LE

AS
ED

 U
ND

ER
 T

HE
 O

FF
IC

IA
L 

IN
FO

RM
AT

IO
N 

AC
T 

19
82



 
Corporate Policy: Flexible Work Arrangements In effect from June 2020 

 

Page 12   

 

Appendix A: Flexible / Hybrid Work Arrangement Request  

Employee to complete 

(Details can be provided by email, but should include key details below) 

Name:  Role:  Date: 

Manager Name: 

I would like to request a variation to my working arrangements which are currently : 

Place(s) of work: 
Include address if not MPP premises 

Days and hours of work: 

My proposed flexible working arrangement is: 
(Tick appropriate box)   

 Working from home  Flexi time: Part-time: Job share: 

 Condensed working week: 

 Alternative arrangement: 
detail below this may be a combination of two arrangements or a different version 

Technology requirements, if applicable: 
 

 
 

Place(s) of work 

If more than one location state all addresses 

Days and hours of work 
Specify hours worked across all locations 

I would like the new working arrangement to be permanent and start from: 
(Please allow at  least 2 weeks notice of start date) 

I would like the new working arrangement to be temporary   
(Please allow at  least 2 weeks notice of start date) 

Starting : 

Finishing : 

The reason for my request is to:  
 
 
 
 

I have read and understood the Ministry’s Flexible Working Policy and make this request in the 
knowledge and acceptance of the requirements that I must meet, should it be granted.  
If this includes working from home, my responsibility to observe all Ministry policies, including, the 
Ministry’s Code of Conduct, ICT and State Services Standards of Integrity and Conduct and Health 
and Safety policies. I accept that the Ministry does not pay for home connectivity or any costs 
incurred when working from home and that having a suitable workstation is my responsibility. 
 

Employee’s Signature:                                                                        Date:  / / 20 
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IN-CONFIDENCE 

IN-CONFIDENCE 

3. The PSC reviewed the working from home guidance and subsequently produced new 

guidance for consultation.  

4. Guidance was finalised and circulated to Government departments in late December 2024.  

5. The new guidance replaces the Commission’s Hybrid Working Guidance 2022 and Flexible-

By-Default Guidance 2020.  

Policy updates 

6. The Flexible Working Policy has been updated to align with the Public Service Commission 

guidance.  

7. Key updates  

a. Employees are expected to be in the office unless a formal work from home 

arrangement has been agreed to. 

b. Clarification that working from home  

i. must be by agreement between the Ministry and employee 

ii. must not compromise the performance or engagement of employees, teams, 

or the Ministry 

c. Specifying work from home arrangements must be review and monitored by 

managers on a regular basis 

d. Clarification of Manager and People & Capability roles 

 

Financial implications  

8. There are no financial implications to this report.   

 

Key risks and mitigations  

9. The Public Service Association (PSA) have issued proceedings in the Authority relating to 

the new Guidance, which may impact upcoming collective bargaining between the PSA and 

Ministry. The associated risk is low, and should this particular matter arise and prove to be a 

roadblock in negotiations, the barging team will liaise with the PSC Employment Relations 

team.     

Next steps  

10. Following approval of the Policy, People Leaders will receive an email outlining expectations 

with respect to team members working from home, and associated monitoring and review 

requirements.  
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