MINISTRY OF EDUCATION
TE TAHUHU O TE MATAURANGA

Ben
fyi-request-5840-c0ea19ce@requests.fyi.org.nz

Dear Ben

Thank you for your 8 May 2017 email to the Ministry of Education requesting the following
information:

1. copies of the current policy, procedure, manual or other process document that
records the Ministry’s process or processes for handling and deciding requests under
the OIA;

2. any diagram or flowchart of the Ministry’'s process or processes (if any have been

created);
3. copies of any template response letters that form part of the Ministry’s process or

processes (if any have been created).
Your request has been considered under the Official Information Act 1982 (the Act).

One of our key responsibilities as a Government department is operating in an open and
transparent way. Responding to requests under the Act from the public about the services

they fund is one of the key ways we do this.

At the Ministry of Education, the Government, Executive and Ministerial Services (GEMS)
team is responsible for responding to all requests for official information. Last year, the
Ministry responded to around 900 requests under the Act. We perform well when it comes to
timeliness of response and quality of decisions, and we also invest a significant amount of
effort into proactively releasing information.

To ensure we maintain the standard we are currently working at in responding to requests,
we recently updated the generic process and created documentation to communicate to staff
the Ministry’s process. A copy of this process has been released to you in full and is

attached to this letter.

As part of the induction process for new staff to the Ministry, we provide an induction pack
which includes a hand out document to explain what the Act is, and what our responsibilities
are as public servants. It also provides Ministry contacts if more information is required. A
copy of this document has been released to you in full and is attached to this letter.

As we treat each request on an individual basis, the Ministry does not have template
response letters. For this reason, | am refusing this part of your request under section 18(e)
of the Act as the information you have requested does not exist.

OIA: 1060756 - Ben
National Office, Matauranga House, 33 Bowen Street, Wellington 6011 . ’
PO Box 1666, Wellington 6140. Phone: +64 4 463 8000 Fax: +64 4 463 8001 education.govt.nz



Thank you again for your email. If you have further questions please feel free to contact the
Ministry’s  Official and Parliamentary Information Manager, Simon Sanders at
Simon.Sanders@education.govt.nz or on 04 439 5005. If you are still unsatisfied with my
response, you have the right to ask an Ombudsman to review it. You can do this by writing
to info@ombudsman.parliament.nz or Office of the Ombudsman, PO Box 10152, Wellington

6143.

Yours sincerely

Ellen MacGregor-Reid
Deputy Secretary
Strategy, Planning and Performance

education.govt.nz
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The Official Information Act

Congratulations on your new role! If you're new to the public service, you may not have
encountered the Official Information Act (OIA) before.

The OIA is an important part of the responsibility that we all have as public servants to operate in
an open and transparent way. This one-pager is intended to give you a brief outline of what the
OIlA is, how it works in practice, what your responsibilities are, and where to get more information.

What is the OIA?

The Official Information Act 1982 is a piece of legislation that all public service agencies are
subject to that aims to give New Zealanders access to information held by public service agencies.
Everything you do as a public servant is subject to the Act and could subsequently be publicly

released.
How does the OIA work in practice?

Any New Zealander or person present in New Zealand can make a request for information held by
any public agency. The agency is then obligated to release the information requested within 20
working days. There are certain grounds within the Act under which some information can be
withheld or refused, but agencies must start from the point that the information will be released
unless there is good reason not to. If a requester disagrees with any decisions we make about the
release of information, they have the right to ask the Ombudsman to review our decision.

In the Ministry of Education, the Government Executive and Ministerial Services (GEMS) team
manages all OIA requests for the Ministry. In doing this work, they seek information from business
units across the Ministry and then prepare it for release.

What are my responsibilities?
You have two primary responsibilities as a public servant in relation to the OIA:

e support the management of requests by working with GEMS as required to identify information
within the scope of given requests and provide advice about that information, and

o always, in everything you do at work, be mindful that it is subject to the OIA and at some point
in the future could fall within the scope of a request under the OIA.

Where can | get more information?

'« Information about how to manage an OIA and our processes is available at [link] [QR code]

e Information about the Ombudsman, including general guides on applying the OIA are available
at [link] [QR code]

o You can view the Act itself at [link] [QR code]

¢ You can contact the GEMS team at ministerial.requests@education.govt.nz




