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15 November 2021 

Tēnā koe 

Thank you for your email of 9 October 2021 to the Ministry of Education requesting information 
about the flexible working policy and flexible working arrangements. 

Your request has been considered under the Official Information Act 1982 (the Act). 

The Ministry encourages flexible working arrangements and has a flexible working policy in 
place which covers all forms of flexible work (refer Appendix A). The Ministry encourages 
managers to support arrangements that work for the employee, the team, and the Ministry. 
Flexible working arrangements can be formal or informal (refer Appendix B).  We only collect 
information centrally where the arrangement is a formal arrangement such as where it affects 
hours of work or pay. 

Our response to your individual questions has been outlined below: 

Question One:  
A copy of your flexible working policy 

Please find this attached as Appendix A to the response. 

Question two:  
A copy of any policy/processes specifically regarding applications for remote working 

We have identified the following documents in scope of this part of your request as 
outlined below: 

1. Flexible Work Guidelines
2. Flexi-Place Arrangement Guidelines
3. Flexible Working Application
4. Flexible Working Team Charter
5. Enabling Flexible Work (guidance for People Leaders)
6. Working from Home Checklist
7. Working from home or away from the office

These have been attached as Appendix B to the response. 

Question three to seven:  
Number of applications received, approved, refused, and percentages approved and 
refused for flexible working arrangements under Part 6AA of the Employment 
Relations Act 2000 by this agency between 1 January 2019 and 8 October 2021, the 
type of flexibility sought in these applications e.g., compressed hours, remote 







Appendix A 
 
Flexible Work Policy 
Purpose   

The Ministry promotes a flexible working environment that is built on trust and 

good faith and which provides flexible working arrangements that best suit each 

individual, their team and the Ministry.   

As part of Public Service-wide expectations, the Ministry is committed to 

being flexible-by-default. Flexible-by-default means treating all roles as suitable 

for flexible working and exploring how flexibility could work unless there is a 

genuine business reason for any role not to be flexible.   

The Ministry provides services to the Education Sector. A primary consideration 

when considering flexible working requests is to ensure there is no negative 

impact on delivering these services.    

Employees have the right to request flexible working arrangements from their 

first day on the job, with no limit on the number of times they can make such a 

request. This is a right created in the Employment Relations Act 2000.  

Scope  

This policy applies to:  

• all current employees (permanent, fixed term or casual) of the 

Ministry  

• all persons seconded to the Ministry.  

Contractors may agree specific flexible working arrangements with the 

relevant manager. In doing so, Health and Safety considerations should be 

discussed and agreed to in accordance with the contract terms.    

Principles of policy   
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The following principles for flexible working are common across the Public 

Service:  

If not, why not? – All roles are treated as flexible unless there is a genuine 

business reason for a role not to be.  

Works for the role – Every role should be suitable for some form of flexibility but 

not every type of flexibility will work for every role.  

Works for the Ministry and teams – The impact of 

flexible working arrangements should be considered on teams and the Ministry 

as a whole.  

Requires give and take – Flexibility requires give and take between the 

employee, manager and team.  

Mutually beneficial – Flexible working needs to work for the ministry, teams and 

employees.  

Actively championed by leaders – Leaders support, champion and model flexible 

working for their teams and themselves.  

Policy Statements  

• The Ministry will agree to flexible working requests unless there is a 

genuine business reason for any role not to be flexible. What 

constitutes a genuine business reason is outlined in 

our Flexible Work Guidelines.  

• Rationale for genuine business reasons will vary depending on the 

nature of roles in the Ministry.   

• Decisions on flexible working arrangements will ensure no negative 

impact on service delivery to the education sector.  

• In considering flexible working requests, Managers should prioritise 

diversity and inclusion considerations. This includes:  

• Flexible working contributes to eliminating or preventing gender or 

ethnic pay gaps.  
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• Flexible working is a means for providing reasonable accommodation 

for some disabled people.  

• Flexible working can contribute to reinforcing cultural identity.  

• All flexible working requests made in writing must be considered and 

responded to in writing, with a decision, within one month.  

• If your flexible working request has been declined and you would like 

a reconsideration of the decision, you can request a review. If you 

would like support with this, you can speak to your union 

representative. The Flexible Work Guidelines have more details on 

problem resolution and the review process.   

• Flexible working arrangements must meet our health, safety and 

wellbeing obligations. Specific requirements for working from home 

arrangements are set out in our Working From Home 

Health & Safety checklist.  If an employee is appointed or seconded to 

a different position, any existing flexible arrangement will not 

automatically transfer and will need to be agreed in the context of the 

new position.  

 

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act



Flexible Work Guidelines UPDATED  27 JULY 2021 

Purpose 

Flexible Work Guidelines support the Flexible Work Policy by outlining the processes to request, review, confirm and 

document Flexible Working Arrangement requests.   

Flexible work benefits the Ministry in the following ways: 

• attract and retain a diverse workforce
• support our people with balancing their work and life commitments
• help staff members to transition in and out of paid work, whether to care for family, study or move toward

retirement
• help staff members manage health challenges and other life events
• it can be a reasonable accommodation for some disabled people to secure and succeed in employment.

Accountabilities  

Managers are accountable for: 
• supporting their team members to maintain a healthy work/life balance and must consider and be open to all

requests for flexible working
• ensuring business requirements can be met
• ensuring documentation is in place for any formal flexible working arrangement.

Staff members 

Flexibility requires give and take between the staff member, manager and team. It also places collective obligations on all 
parties to be open and adaptable so that it works for everyone.  
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The standard hours remain the same but are arranged differently over the week, with 

 some hours outside the normal office hours.  

• Compressed hours  

This involves working a total number of agreed hours over a shorter period. The suitability 

 of this work option will depend on the role. 

 It may suit ‘standalone’ roles which have a high degree of independence and which involve no  

managerial or leadership responsibilities.  

Flexi-Role/Career  

  

• Part time work/reduction in hours  

• Job splitting  

A full-time role is split into separate part-time jobs with separate duties but can provide  

backup for each other when required. Job splitting is more suitable for project work.  

• Job sharing  

Two people jointly sharing one full-time job. Duties are not divided and both people are  

familiar with and perform all the tasks associated with the position.    
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• How this might impact your work and team  
• How you keep being involved in team activity and feel connected  
• What you will do if you need to be in the office when you are usually working from home, another office or vice 

versa  
• How you will still deliver the services you do seamlessly.  

You can complete the Flexible Working Request Form to set out what flexibility you are seeking to help you with your 

discussions with your manager.   

If your request includes working from home on a regular basis, you must complete the Working From Home 

Health & Safety checklist to provide assurance that you are able to keep yourself and the Ministry safe before a flexible 

working arrangement will be considered. Information on costs and equipment for working from home is outlined in 

Appendix 2.  

A one-off working from home arrangement is possible without completing the checklist. You need to take reasonable steps 

to ensure you are working in a safe working environment and you can use the checklist to help you do that. A ‘one-off’ 

situation is just that. As soon as there is a pattern of arrangements (e.g. the arrangement happens once a week for more than 

two weeks) you must apply for this as a formal arrangement and complete the checklist with your manager.    

An informal flexible working arrangement can be discussed and agreed between the staff member and manager as it is 

required.  

2. Manager to review the request. 
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A Manager that receives a request for a Flexible Working Arrangement, must be considered and responded to in writing, 

with a decision, within one month. Under the Employment Relations Act 2000, managers can only refuse a request on one or 

more of the following grounds:  

• Cannot reorganise work amongst existing staff members  
• Cannot recruit additional staff members  
• Negative impact on quality  
• Negative impact on performance  
• Not enough work during the periods the staff member proposes to work  
• Planned structural changes  
• Burden of additional costs  
• Negative effect on ability to meet customer demand  
• Employers must refuse a request that is inconsistent with a collective agreement that covers the staff member.  

The following questions can help a Manager consider the request  

• Will there be a negative impact on services to the Education Sector?  
• Is reorganising work necessary, and if so, how can it be managed  
• If the staff member works as part of a team, does the staff member understand their commitment to the team 

under the new arrangement?  
• Are there peaks and troughs of demand in the business that this new arrangement could meet?  
• Are there health and safety implications?  
• If the form of flexible working requested cannot be accommodated, which types could, and have these been fully 

explored with the staff member?  
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If the manager does not agree with the request for flexibility, they must discuss this with the individual and explore what 

other options could work. The Manager must do this as soon as possible to enable a final response in writing, with a decision, 

within the one-month timeframe.  

3. Manager to confirm the outcome 

For formal flexible working requests, the manager must respond and provide the outcome via your Flexible Working Request 

Form request. 

MyHR Services will prepare a letter confirming the outcome. If this means changes to your terms and conditions, you will 

also need to sign the letter. This will be saved in HRIS.  

If a manager is planning to decline a flexible working arrangement, they must contact People Capability for advice. If a formal 

flexible working arrangement request is declined, a clear and full explanation must be provided to the staff member in 

writing.   

People Capability will monitor formal flexible working arrangement decisions to ensure consistency of application across the 

Ministry.     

4. Trial Process 

Formal flexible working arrangements will include a trial period of three months, unless agreed otherwise. At the conclusion 

of a trial period, both manager and staff member will review the flexible working arrangement and will:  

• continue with the arrangement 
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• change the arrangement, or   
• revert to the previous working arrangement.   

Following the trial period, if a formal flexible working arrangement is confirmed, MyHR Services will provide an employment 

variation letter. An ongoing arrangement will usually include an annual review to ensure it is working for both parties.     

 

Problem resolution  

Problems can arise and resolution may be required when determining if a flexible working request will be approved; 

following a decision to decline flexible working; or if issues arise once a flexible working arrangement is in place.    

Most problems will be avoided by focussing on solving issues at the start of the arrangement. This involves active 

consideration of how flexibility could work, what alternatives might be possible and a commitment to trialling an 

arrangement with a specified review period.  

If a decision is made that you disagree with and you would like to review the decision on your flexible working request, you 

can:   

1. Request a reconsideration by contacting your manager. You must provide information to support why you think a 
reconsideration is required. If you are a union member, your union delegate may be able to assist with this 
process.  

2. A manager who receives a reconsideration request must contact People Capability for guidance to review the 
decision and where possible, they will look at alternative flexible working options.   

3. The information will be provided to the one-up manager, including the staff member’s reasons for a 
reconsideration  The one-up manager will make a final decision in accordance with this Guidance and 
the Flexible Work Policy.  
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4. Your manager will provide you with the outcome, wherever possible, within 15 working 
days. The timeframe for reconsidering a decision is considered separate to the initial one month to consider and 
responded to in writing, with a decision. 
 

Issues that arise once a flexible working arrangement is in place will be resolved in good faith. Managers can seek advice 

from People Capability and if the staff member is a union member, they may seek advice from their union.  

 

Flexi – Place: Process for working at other Ministry offices   

Ministry staff have the opportunity to request working at a different Ministry office than your ‘assigned’ location as part of 

your flexible working arrangement request. Where you are looking to work at another Ministry office on a regular basis 

either short or long term, the request requires additional checks to be completed by your manager. The steps are outlined 

below and will be completed within the prescribed timeframe of one month from submission.   

The opportunity to work at another Ministry office will be supported where the following can be met by the location:  

1. Availability of a workspace and other amenities (e.g. storage).  
2. Where there is no impact on the ability to deliver customer service at the location.  
3. Increase in staff numbers does not impede any building codes (e.g. fire code).  
4. Ministry Protective Security requirements can be achieved.  
5. Ministry Health & Safety procedures can be achieved.  

Travel costs when working at other Ministry offices  
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If a Flexi - Place arrangement is put in place which results in a staff member working from a different location to where the 

role is normally located, costs for travel will depend on whether the travel is for business reasons or whether the costs are 

for a commuting arrangement.    

• A commuting situation arises where the travel is a regular pattern of activity. This situation is covered by our 
Travel Guidelines and will generally not be paid for by the Ministry (see: commuting arrangements in the Travel 
Guidelines).  

• Travel for a genuine business reason involves ad hoc travel for a specific purpose. Travel costs for business 
reasons can be agreed in accordance with the Travel Policy and Guidelines. Where a new staff member joins, 
business travel may be more regular as they go through the induction period of their employment.   

How to request a formal arrangement for working from another Ministry office 

To support your request, include the following information on the Flexible Working Arrangement request form:  
1. Which Ministry office you want to work from  
2. The frequency and which days you will need to do so  
3. The anticipated start and end date  
4. Whether this request is for a permanent or temporary arrangement  
5. Which facilities you would need access to (e.g. desk, chairs, monitors, meeting rooms, fleet vehicle, etc.)  
6. Whether you have any specific requirements regarding health and safety (e.g. accessibility, etc.)  
7. Your manager will contact the designated contact person (e.g. Regional Business Support Manager (BSM) or 

National Office MyBusiness Support) at your requested alternative location to discuss your request.  
8. The designated contact person will explore your request and consult with others (as required) regarding the 

feasibility and provide a response back to your manager on whether the request can be agreed to or not. Your 
manager will record the outcome on the Flexible Working Arrangement request form you have submitted.  
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Working from your requested location  

It will take a team effort to make this work. The following are guidelines for each person who will help you to work 

successfully from the requested location:  

What you will need to do:  

• Prior to arriving to the office, ensure you know the name of the person who will be meeting you on your first day 
at the requested office. Discuss with them how you will get access to the building and other facilities (e.g. 
stationery, printer, etc.).  

• Follow the required health, safety, and security requirements as well as other guidance regarding specific 
protocols at your requested location.  

• Update your location to reflect your location on the day. This would include Skype for Business and/or 
Microsoft Teams and your email signature.  

What your Manager will need to do:  

• Arrange for a Health and Safety induction at the location.  
• Ensure that the Site-Specific H&S Induction form is completed and submitted.  

What the contact person at the requested location will need to do:  

• Show you to the workspace available to you.  
• Provide induction to working at the office.  
• Discuss adding you to the office location Distribution List.  

 

Working from home costs and equipment  

Costs  
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The Ministry will meet the following costs:  

• Equipment provided for working from home (see below)  
• If required, the cost for a home-based ergonomic assessment by the Ministry’s provider (see checklist).  

Other costs to maintain a home office environment will not be met. This includes internet and landline, heating/power, tea 

and coffee and equipment not supplied by the Ministry.  

Equipment   

In addition to your laptop and headset, the Ministry will provide the following if required:  

• Monitor (one per person)   
• Mouse  
• Keyboard   
• Travel Hub  

Desk, chairs or other home office equipment will not be provided.  

If there are special wellbeing needs, equipment that may be required to create a safe working environment for you will be 

provided by the Ministry for use in our offices. If it is safe and practical, you can transport this between work and home. The 

Ministry expects that you will care for this equipment by transporting this safely and if it is broken, it will be returned for 

replacement.   

This equipment will remain the property of the Ministry and will be returned when this arrangement end or you leave the 

Ministry’s employment.  
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Employee Questions & Answers 

  

Are all employees eligible for flexible work arrangements? 
 
Yes.  All employees can request a change to their working arrangements at any time in their employment term. However, not all types of 
flexibility will suit all roles.  
 
Is there a limit on the frequency of requests that can be made? 
 
There is no limit on the number or frequency of requests that can be made.   
 
When does the flexible working arrangement end? 
 
There needs to be a conversation before ending the arrangement to see if there are other options that might suit and agreement can be 
reached.  If it involves a change to terms and conditions of employment the Manager will need to advice MyHR Services.  An 
arrangement can also cease if that decision is made at a specified review period.  
 
Is it possible to work part time for a period, because of a change in personal circumstances for example? 
 
Yes, if agreed by your Manager, bearing in mind that any reduction in hours will result in a reduction in remuneration.  
 
Are there any rules about coming back from parental leave and working reduced hours? 
 
There aren’t any set rules, but before you are due to return, you should discuss your thoughts with your manager to see if there is a 
solution available that meets both party’s needs. 
 
What if my request has been turned down? 
 
In the first instance talk with your manager, a clear reason must be given. If you still disagree with the decision, your Manager will 
consult with their One Up Manager and / or a People Capability Representative. They have 15 Days to respond with a final decision. 
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Will the Ministry pay for a home office station to be set up at my home (e.g. desk, monitors, chair etc.) 

In addition to your laptop and headset, the Ministry will provide the following if required: 

• Monitor (one per person) 
• Mouse 
• Keyboard 
• Travel Hub 

Desk, chairs or other home office equipment will not be provided. 

If there are special wellbeing needs, equipment that may be required to create a safe working environment for you, will be 

provided by the Ministry, for use in our offices. If it is safe and practical, you can transport this between work and home. The 

Ministry expects that you will care for this equipment by transporting this safely and if it is broken, it will be returned for 

replacement. This equipment will remain the property of the Ministry and will be returned should this arrangement end or 

you leave the Ministry’s employment. 

 
 
Will the Ministry pay for Wi-Fi or other costs when working from home? 

 

No. 
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Flexi-Place Arrangement 
Guidelines 
Process for working at other Ministry offices   

Ministry people have the opportunity to request working at a different Ministry 

office other than your usual location as part of your flexible working 

arrangement request. Where you are looking to work at another Ministry office 

on a regular basis either short or long-term, the request requires additional 

checks to be completed by your manager. The steps are outlined below and will 

be completed within the prescribed timeframe of one month from submission.   

The opportunity to work at another Ministry office will be supported where the 

following can be met by the location:  

1. Availability of a workspace and other amenities (e.g. storage).  
2. Where there is no impact on the ability to deliver customer service at 

the location.  
3. Increase in staff numbers does not impede any building codes (e.g. 

fire code).  
4. Ministry Protective Security requirements can be achieved.  
5. Ministry Health & Safety procedures can be achieved.  

Travel costs when working at other Ministry offices  

If a Flexi - Place arrangement is put in place which results in a staff member 

working from a different location to where the role is normally located, costs for 

travel will depend on whether the travel is for business reasons or whether the 

costs are for a commuting arrangement.    

• A commuting situation arises where the travel is a regular pattern of 
activity. This situation is covered by our Travel Guidelines and will 
generally not be paid for by the Ministry (see: commuting 
arrangements in the Travel Guidelines).  

• Travel for a genuine business reason involves ad hoc travel for a 
specific purpose. Travel costs for business reasons can be agreed in 
accordance with the Travel Policy and Guidelines. Where a new staff 
member joins, business travel may be more regular as they go 
through the induction period of their employment.   
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How to request a formal arrangement for working from 
another Ministry office  

1. To support your request, include the following information on the 
Flexible Working Arrangement request form:  

2. Which Ministry office you want to work from  
3. The frequency and which days you will need to do so  
4. The anticipated start and end date  
5. Whether this request is for a permanent or temporary arrangement  
6. Which facilities you would need access to (e.g. desk, chairs, monitors, 

meeting rooms, fleet vehicle, etc.)  
7. Whether you have any specific requirements regarding health and 

safety (e.g. accessibility, etc.)  
8. Your manager will contact the designated contact person (e.g. 

Regional Business Support Manager (BSM) or National Office 
MyBusiness Support) at your requested alternative location to discuss 
your request.  

9. The designated contact person will explore your request and consult 
with others (as required) regarding the feasibility and provide a 
response back to your manager on whether the request can be agreed 
to or not. Your manager will record the outcome on the Flexible 
Working Arrangement request form you have submitted.  

Working from your requested location  

It will take a team effort to make this work. The following are guidelines for each 

person who will help you to work successfully from the requested location:  

What you will need to do:  

• Prior to arriving to the office, ensure you know the name of the 
person who will be meeting you on your first day at the requested 
office. Discuss with them how you will get access to the building and 
other facilities (e.g. stationery, printer, etc.).  

• Follow the required health, safety, and security requirements as well 
as other guidance regarding specific protocols at your requested 
location.  

• Update your location to reflect your location on the day. This would 
include Skype for Business and/or Microsoft Teams and your email 
signature.  

What your Manager will need to do:  

• Arrange for a Health and Safety induction at the location.  
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• Ensure that the Site-Specific H&S Induction form is completed and 
submitted.  

What the contact person at the requested location will need to do:  

• Show you to the workspace available to you.  
• Provide induction to working at the office.  
• Discuss adding you to the office location Distribution List.  
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  We shape an education system that delivers equitable and excellent outcomes 

He mea tārai e mātou te mātauranga kia rangatira ai, kia mana taurite ai ōna huanga 

           

 
Flexible Working Team Charter  
 

A team charter helps to establish common criteria for successful working 
relationships, to prepare the groundwork for a successful flexible team. The team 
charter establishes norms, ensures everyone understands what is expected, and 
what the non-negotiables and negotiables are.  This is a charter template which you 
can discuss and adapt as a team – some suggestions are provided but use the tool 
to suit you. 

How flexible working works best for us – what’s best for us collectively? 

 

Common criteria Example Agreement 
Our best team day 
 

Example: 
• Everyone is in the office on a Wednesday. 

 
• We have fortnightly team catch ups on a Wednesday as this is the day everyone 

is in the office. 
Our best team 
hours 

Example: 
• Everyone works core hours of 10am – 3pm 

 
• Each person commits to showing their ‘best team contact hours’ in their 

calendars.  We will be maximally contactable during this time. 
 
OR 
 
• There will be one hour each day when we are all available to be contacted by 

each other: 11am-12pm. We will be maximally contactable during this time. 
Communication 
platforms and what 
we will use them for 

Email  Pass on straightforward information 
o Keeping a record 
o Text-based review 
o Rapport within team (for some things) 
o Making individual decisions 

Text  o Urgent but not important contact 
Calendar o Communicate availability 
Skype phone call  o Urgent and important contact 

o Provide subtle contact 
o Rapport with stakeholders 
o Persuade and influence 

Skype video call  o Provide subtle contact 
o Rapport with stakeholders 
o Persuade and influence 
o Rapport within team 

Skype IM o Urgent but not important contact 
o Rapport within team 
o Keep team connection strong 

In-person meeting o Provide subtle contact 
o Rapport with stakeholders 
o Persuade and influence 
o Rapport within team 
o Making decisions as a group 

We will use 
email in these 
ways 

We will commit to checking email throughout the day, but understand that not 
everyone has their email open at all times. If contact is urgent, we will use another 
channel.  

 

We will use our Individual calendars 
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We shape an education system that delivers equitable and excellent outcomes 
He mea tārai e mātou te mātauranga kia rangatira ai, kia mana taurite ai ōna huanga 

Last saved: 19/10/2021 11:05:00 AM 

calendars and 
Skype 
availability in 
these ways 

• Make title and subject of appointments visible to the rest of the team (‘limited 
details’) OR make all details of calendar and appointments available to the 
team, flagging appropriate items as private when necessary (‘full details’). 

 
• Book in travel times (e.g. to get to meetings) 

 
• Show as ‘working elsewhere’ when working from home 

 
• If adding items to your calendar as reminders, tasks or optional attendance 

(i.e. 5 minute quiz) mark the time as ‘free’ 
• Check our own calendars at the start of each week so others know they are 

reliable 
 
Team calendar 

• Consider using a shared team calendar to show people’s regular hours and 
days out of the office 

 
Skype 

• Set Skype location to reflect where you are working each day (i.e. ‘working 
at the Botany office today’) 

• Set Skype availability to show if others can contact your or not. 
How we build 
and show trust 

 

How we come 
together 

 

How our 
manager works 
and 
communicates 
with us 
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Enabling Flexible Work (guidance for People 
Leaders) 
The content on this page supports the Flexible Work Policy and Flexible Work Guidelines.  It provides information, tools and 

templates and it can be used by people leaders and teams to help setup and manage effective arrangements.  For more detail 

on the specific steps you need to work through, refer to the Flexible Work Guidelines.  

Start with a Team approach  

One of the best approaches to enabling flexible work is to develop consistent expectations across the team. Develop this 

collaboratively as a team, as this provides the opportunity to contribute to what works for the whole team, as well as 

what individuals want.  

The Team Charter is a template you can use to create a consistent understanding of how the team operates in a flexible 

work environment. Revisit this on regular occasions such as when new team members start.  

 

Consider and decide on individual requests  

A request for a flexible working arrangement must start with a conversation between the team member and their 

manager. This will allow the manager to understand the need for the request and to explore the options with their 

team member.   
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The Ministry is responsible for giving staff members real choices in managing their work/life balance, while still achieving its 

goals. Flexible Working arrangements are one tool to assist us.  

Try to find alternatives  

Before outright rejection of a flexible working request:  

• What other flexible work options might be possible?   
• Have you discussed these with the staff member?   

Reasons for declining a request  

Under the Employment Relations Act 2000, employers can only refuse a request on one or more of the following grounds:  

• Cannot reorganise work amongst existing staff members  
• Cannot recruit additional staff members  
• Negative impact on quality  
• Negative impact on performance  
• Not enough work during the periods the staff member proposes to work  
• Planned structural changes  
• Burden of additional costs  
• Negative effect on ability to meet customer demand  
• Employers must refuse a request that is inconsistent with a collective agreement that covers the staff member.  

Saying ‘No’  
• If the answer is no, include a clear and full explanation in the form; the reason will be provided to the staff 

member in writing.   
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• Contact People Capability for guidance and advice.  
• You should also have a conversation with the staff to ensure there is a clear understanding of the decision. Stay 

on script: link your reasoning back to the genuine business reasons that are listed above.   
 

Process the request through the on-line JIRA form  

An online JIRA form is now available to create, review and capture the outcome of all flexible working arrangements 

request.  The staff member must submit the JIRA form for all formal requests.  A conversation before the initial submission is 

encouraged and will enable a smooth transition through the workflow. The JIRA workflow will provide 

notifications throughout the process.     

 

One-off arrangements  

There will be occasions where a staff member will have a one-off flexible working request which is possible and does 

not require formalising an agreement.  

• Check if their proposed flexible work will have an impact on others. For example, is there space in a regional office 

to accommodate the staff member? Will this create logistical problems around booking of a fleet vehicle?   

For a one-off working from home arrangement you are required to:   

• Check with your staff member that they have a safe and suitable place to work.  Whilst the H&S Checklist does not 

need to be formally completed for a one-off arrangement, it can still be used.  

Appendix B

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act



Flexi-place requests to work at another Ministry office  

The process for reviewing and approving flexi-place requests for working at other Ministry offices are detailed in 

the guidelines. There are two key elements to be completed:  

1. Contact the designated contact person (e.g. Regional Business Support Manager (BSM) or National Office 

MyBusiness Support) at the requested alternative location to discuss your request  

2. You are required to record the outcome of the above conversation on the JIRA Flexible Working Arrangement 

request workflow.  

 

Reviewing flexible-work arrangements after a trial period  

Formal flexible working arrangements will include a trial period of three months, unless agreed otherwise. Agree upon a time 

when you and your team member can review the flexible working arrangement. At that point, you can agree whether you will 

continue with the arrangement, change the agreement, or revert to a previous arrangement.   

If the arrangements are working well…  

If the flexible working arrangement is confirmed and becomes a permanent arrangement, contact MyHR Services. Where 

required, they will provide your team member with an employment variation letter, specifying the new terms and 

conditions.  

If the arrangements are not working for both parties…   
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If things are not working for both parties, there needs to be a conversation before ending the arrangement.   

• Consult the ‘reasons for declining a request’.   

• Which of these is pertinent?   

• Can you articulate how the trial period has failed to deliver against those criteria? Try to stay on script  

• What other options could work?   

• Contact People Capability for guidance.   

 

Problem Resolution  

Problem resolution may be required when determining if a flexible working request will be approved, following a decision to 

decline flexible working, or when issues arise once a flexible working arrangement is in place.    

Consider:  

• How could flexibility work?  

• What alternatives might be possible?   

• Trialling an arrangement with a specified review period.  

Most problems will be avoided if our communication is clear from the outset.   

• Clarify their request. “Can I please check, you’re suggesting…”  
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• Express your reservations according to the Employment Relations Act. “I’ll happy consider that request. I just 
need to assess if we can reorganise work amongst our team.”  

• Don’t feel the need to make a snap decision. “I need a couple of days to see if we can make that work. I’ll get back 
to you soon.” If things don’t feel right, remove the pressure, give yourself time to consult your manager/ People 

Capability and properly think things through.   

• Remember that conversations don’t need to be either ‘yes’ or ‘no’. If the suggested arrangement doesn’t work, are 

there alternatives?   

If the staff member disagrees with your decision, they can contact you for clarification. You are on solid ground if your 

decisions are based around the Employment Relations Act. “We cannot accommodate your request to job split, because we 
were unable to recruit a person to fit around your role.”  

If someone disagrees with your decision, they can raise a request for reconsideration. If you receive this request, contact 

People Capability for advice. They will provide advice and help with working through a reconsideration process.   

 

Keeping it Going  

Once you have flexible working arrangements in place it’s important to make sure you are regularly discussion how this is 

working. This should happen:  

• In your one-on-one team catch ups  

• As a team in a team meeting.  
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Additional resources are available for individuals and teams to utilise:  

Working from home or remotely tips and guidelines  

IT tips while working from home  

Manager tips for working with remote teams [PPTX 137KB]  

Tips for successful virtual meetings  

 

Manager Questions and Answers 

  

Is there a timeframe to respond to a request? 
 
Ideally, as soon as practicable but definitely within one month of the request.  
 
Are there any roles or positions where flexibility won’t work? 
 
All roles are likely to be able to allow some flexibility – it will look different for different roles.    
 
What if it’s not possible to accommodate the flexible working option requested? 
 

If an employee requests to work flexibly, then we need to assess their request against the list. Can I reorganise work amongst 

existing employees? Yes. Can I recruit additional employees? Yes… Should I accept this request… Yes.    
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When the flexible working request does not fit with the criteria outlined above, we should ask ‘is there another option that is 

suitable to both parties?’ For example, “Your request to job share is likely to negatively impact others. However, job splitting 

might work. Can we explore that possibility?”   

The Ministry is responsible to give employees real choices in managing their work/life balance, while still achieving its goals. 

Flexible Working arrangements are one tool to assist us.   

Try to find alternatives before outright rejection of a flexible working request:   

• What other flexible work options might be possible?    
• Have you discussed these with the employee?    

Under the Employment Relations Act 2000, employers can only refuse a request on one or more of the following grounds:   

• Cannot reorganise work amongst existing employees   
• Cannot recruit additional employees   
• Negative impact on quality   
• Negative impact on performance   
• Not enough work during the periods the employee proposes to work   
• Planned structural changes   
• Burden of additional costs   
• Negative effect on ability to meet customer demand   
• Employers must refuse a request that is inconsistent with a collective    
• agreement that covers the employee.   

If the answer is no, include a clear and full explanation in the form; the reason will be provided to the employee in writing.    

You should also have a conversation with the staff to ensure there is a clear understanding of the decision.  
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Stay on script: link your reasoning back to the genuine business reasons that are listed above.    

 
 
What if the employee requesting a flexible working arrangement has a performance issue? 
 
Employees who are not performing will do so whether they are working in the office space or at home.  If you would like some guidance 
on the conversation or the performance issue, please speak to your People Capability contact, or get in touch with MyHR.   
 
How do I maintain oversight of productivity and workload of the team when they are working flexibly? 
 
Shift your focus from input (how much time they spend at their desk) to output (what they are producing), look at the quality and 
quantity of the work and have open and ongoing communication with your team members, so you know what they are 
working on and they  know what’s expected of them.   
 
Flexible working may become more difficult as more of my team members start to request it. How can I manage this? 
 
Take a long-term view and operate under the assumption that flexible working will become more of the norm for most teams and in 
future. To make flexibility work for your team, have an open discussion about what people want, what the constraints are, and what’s 
possible – now and what you may envision in the future.  A Flexible Working Team Charter (see the Enabling Flexible Working 
Arrangements) helps to establish common criteria for successful working relationships, to prepare the groundwork for a successful 
flexible team 
 
What happens if someone injures themselves whilst working at home? 

All staff who work from home on a regular or long-term basis need to have read and completed the Working From Home 

Agreement.   

If anyone has a near miss, an injury or if they start to experience discomfort while working from home, they need to report 

this as a work-related incident to Health and Safety as soon as possible.  
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Working from home or away  
from the office         UPDATED 4 OCTOBER 2021 
Connecting to the Ministry's network and how to setup 
your laptop or tablet at home or away from the office. 

While you are working from home or away from the office 
please familarise yourself with the below information 

Please note: Microsoft Teams is the Ministry's primary application for internal 

calls and both internal and external meetings. Due to this, Zoom licenses should 

not be required. For more information, visit the M365 Hub   

Working remotely to-do list: 

• Check the IT Tips page daily.  
• Have the necessary equipment available with you 

o Laptop charger 
o Headset 
o Keyboard/Mouse 
o Travel Hub 

• Requests for working from home IT equipment (Keyboard, Mouse, 
Monitor and Travel Hub) can be logged via the Education Service 
Desk Portal. Once approved by your people leader, the items will be 
sent to your office or the following options; 

o In alert level 1 and 2, Wellington staff can pick up their IT 
equipment from 1 The Terrace (Level 5). 

• NOTE: Please DO NOT remove any IT equipment from your desks i.e. 
docking station, keyboards/Mice, monitor arms.  

• Review the steps on how to setup your peripherals  
• You must Map your drives everytime you connect to the VPN. 
• Save the below Working Remotely user guides. 

o Working remotely guidelines [PDF]  
o Working remotely troubleshooting [PDF] 

• As you are using Teams and Skype for Business more, please 
familarise yourself with the M365 Hub and  Skype for Business user 
guides.  
Change your in person meetings to Team online meetings.  

• Be up to date on how to be secure while working remotely.  
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• Familarise yourself on how to update/change your network 
password.  

Optional: 

• Please note: Cellular (4G) data must only be used when you don’t have 
unlimited data connection at home. If you need to connect to Cellular 
4G you must only use it to connect to Ministry applications 
and should not be used for web browsing, steaming videos or 
music.  

• Even if you are not connected to the VPN and connecting to 4G for 
personal use this is still using the Ministry’s mobile data quota. 

Broken devices and missing chargers 

The Service Desk is unable to repair mobile phones, laptops, tablets send any 

power cables during Alert Level 4, however if you do have a personal device we 

can set up a Virtual Desktop Instance (VDI) whereby you will be able to log into 

any IT Systems.  A VDI is a Virtual Desktop instance and will require you to have 

a personal laptop to access the Ministry network from. Please contact the 

Service Desk if you have any further questions 

Staying secure while working remotely 

• Only use your Ministry approved device (laptop, tablet, or phone) to 
access Ministry systems. 

• Take the same Ministry device security measures as you would at 
work: 

o Lock the screen when away from the device 
o Take reasonable steps to secure your device when not in 

use 
o If dealing with sensitive Ministry systems ensure you are 

doing so with the privacy it demands. 
o If you are prompted to restart your laptop or tablet to 

apply updates, please do so as soon as possible. This will 
ensure your device security is up to date. 

o Do not allow others to use your device. 
• Be aware of scams / phishing that will appears on both Ministry email 

but also your mobile phone. There will be lots of theses in coming 
months targeting people working out of the office. If you have 
security concerns or believe you might have been phished, please 
contact the Education Service Desk as soon as possible. 

Appendix B

Rele
as

ed
 un

de
r th

e O
ffic

ial
 In

for
mati

on
 Act



o Review CERT NZ’s advice and guidance on COVID-19 
themed scams. 

• Do not use unsecured public WiFi as this can pose a significant 
security risk. Sensitive data you transmit through these networks may 
be intercepted and exploited by malicious actors. 

• Do not use non-Ministry approved USB storage devices such as 
personal Hard drives or USB sticks. 

• Ensure if you take home printed matter e.g. emails, Ministry 
documents, information) that these are kept secure, and when you 
return to the office are taken with you. 

• Only dispose of any work related printed matter in the secure 
document destruction bins within Ministry offices. Do not put 
printed Ministry documents in your personal residential rubbish. 

• As we move to online services in the cloud ensure you use Multi 
Factor Authentication (MFA). 

• Please ensure your ministry device is used in accordance with the ICT 
Acceptable use policy. 

• More information on staying secure while working from home 
available here. 

Setting up external peripherals (monitors, keyboards, mice and 
headsets). 

Headsets 

You should have a wired headset already for everyday use. If you do not, please 

place an order through the Service Desk Portal. 

Education Service Desk Portal 

This can be plugged directly into your laptop when working from home. It is 

recommended that you use the Ministry provided headsets as they are approved 

for use with Skype for Business. Other headsets can create static and distortion 

while on calls and can cause a call or conference to fail. 
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CONNECTING YOUR MINISTRY LAPTOP TO YOUR 
EXTERNAL MONITOR TV DIRECTLY 
Steps for how to connect your Ministry laptop to your external monitor TV using a 
HDMI cable. 

1 

Confirm the equipment you need 

To connect your Ministry laptop to an external monitor or TV at home, you will 

need: 

• A HDMI cable 

Note: if you are in a shared area, you will need to ensure any sensitive 

information is not visible by others. 

2 

Plug in the laptop charger 

Plug the laptop charger into the highlighted port on the right hand side of 

your laptop. 

 

3 

Connecting a monitor or TV 

Plug the HDMI cable into the highlighted port on the right hand side of your 

laptop. 
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4 

Confirm your monitor or TV is connected to power 

Your monitor or TV will also require an external power source, so make sure 

this is plugged in as well. 

5 

Connecting your headset 

Plug in your headset into the USB port on the left side of your laptop. 

 

USING A TRAVEL HUB TO CONNECT YOUR MINISTRY 
LAPTOP TO YOUR EXTERNAL MONITOR OR TV AND OTHER 
PERIPHERAL DEVICES 
Steps for how to connect your Ministry laptop to your home TV or external monitor as 
well as connecting your peripheral devices using the Travel Hub 

1 

Confirm the equipment you need 

To connect your Ministry laptop to your peripheral devices and monitor or TV, 

you will need: 

• Your Ministry allocated laptop 
• A Travel Hub (this can be purchased from the Service Desk Portal) 
• Either a VGA or HDMI cable depending on what device you’re 

connecting too. 
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(If your monitor doesn’t have a VGA or HDMI cable, you will need to buy a 

conversion cable or plug. This will not be provided by the Ministry). 

Note: if you are connecting to your home TV or in a shared area you will 

need to ensure any sensitive information is not visible by others 

 

2 

Plug in the laptop charger 

Plug the laptop charger into port 5. 

 

3 

Connecting a monitor using a VGA cable 

If you have a monitor that uses a VGA cable (pictured below), plug it into port 

1. 

 

4 

Connect a monitor or TV via a HDMI cable 

If you have a monitor or TV that uses a HDMI cable (pictured below), plug it 

into port 2. 
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5 

Connect your Monitor or TV to power 

Your monitor or TV will also require an external power source, so make sure 

this is plugged in as well. 

6 

Connecting peripheral devices 

Plug your mouse and keyboard into port 3 and 4  

 

7 

Connecting your headset 

Plug in your headset into the USB port (same as port 3 and 4 above) on the 

left side of your laptop. 

8 

Note: If you have a Bon.elk 8in1 Multi Hubs, please see the below 
information 

Bon.elk 8in1 Multi Hubs function the same as the HP travel hubs, with 

some added ports 

Input Ports: 

• USB Type A 
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• USB Type C (Charger) 
• Ethernet 
• VGA 
• HDMI 
• Audio Auxilary 

 

Connecting to the Internet 

To connect to Te Tāhuhu o te Mātauranga | Ministry of Education's network you 

must first connect to the Internet, and then to the Ministry’s own VPN (Virtual 

Private Network) to access our applications. 

To connect to Te Tāhuhu o te Mātauranga | Ministry of Education's network you must 

first connect to the Internet  and then to the Ministry’s own VPN (Virtual Private 

Network) to access our applications. 

 

CONNECTING TO THE INTERNET VIA YOUR HOME WIFI 
To connect to home WiFi network follow the below steps 

1 

In the toolbar, select the WiFi and Networks logo to open Network & 
Internet Settings. 

2 

Make sure your WiFi is turned on. 
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3 

You should see your network in a list of available networks under the WiFi 
section. 

4 

Select the desired network and provide the relevant credentials to 
connect. A successful connection is indicated with a ‘Connected’ phrase 
under the connection name and the System Tray icon change to represent 
connection to a WiFi network. 

CONNECTING TO THE INTERNET VIA 4G MOBILE DATA 
NETWORK 
To connect to the Spark mobile broadband network follow the below steps 

A WiFi connection is the recommended option when working outside of the 
Ministry as Mobile Data has limitations. 

• Mobile Data invoke a corresponding metered charge for usage and 
should be used prudently. Usage that incurs excess charges may be 
forwarded to your managers RC. 

• There is an allocation of 1GB per connection per month. You will need 
to limit downloading and uploading large files such as photos and 
videos as well as the usage of streaming services. 

• Mobile Data relies on cellular connectivity and network performance 
will vary depending on your location, this can cause applications to 
load slowly, reduced quality of voice and video calls as well as 
disconnections from the VPN. 

 

CONNECTING TO THE INTERNET VIA PUBLIC WIFI 
NETWORKS 
To connect to public WiFi network follow the below steps 

Note: 
• A Ministry device's WiFi will automatically connect to the MFT network 

without requiring login credentials at all Te Tāhuhu offices where WiFi is 
available. As this is a secure Wi-Fi connection, it does not require use of the 
VPN. 
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• A Ministry device’s WiFi will also automatically connect to the Eduroam 
network without requiring login credentials (at locations where it is 
available). As this is not a secure WiFi connection it requires use of the VPN.  

VPN – Connecting to the Ministry 

Once you establish a non-Ministry WiFi or 4G connection, you will see the Cisco 

AnyConnect pop up which will prompt you to enter your Ministry login and 

password. 

 

This will create a secure link to the Ministry's network so you can access any 

Ministry applications or files. 

If the Cisco AnyConnect pop up does not appear, you can also locate it by 

searching “Cisco AnnyConnect” in the search bar. 

1. A message box pops up prompting for your network username and 
password. After supplying your credentials do not change any of the VPN 
settings before clicking OK to connect. 
Note: you need to ensure that MOE\ is entered before your username to 
access VPN ie MOE\johnx 
 

2. Once a secure VPN connection is made, run the ‘Map My Drives’ utility 
from the Desktop icon to connect or reconnect your network drives. 

Should the VPN itself disconnect for any reason, it automatically reconnects. 

Ensure you disconnect from the VPN session when you have finished working. 

Shutting down the machine or restarting your machine from the Start Menu also 
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closes the VPN session. Save all work and disconnect from systems like K2 

before disconnecting your connection. 

Remote access from other devices 

WiFi Hotspot to Ministry phone 

If you have a Ministry-assigned mobile phone, you can also use it as a mobile 

hotspot to work remotely. Read the Mobile Hotspot Guide for more information. 

How to run a speedtest on your WiFi 

We strongly recommend that you are connected to the Ministry's network 

remotely via your home WiFi for better performance. However, with everyone 

working from home using the shared WiFi, you might find that your current 

broadband package isn’t enough when shared between everyone. 

If you are having WiFi performance issues, you can follow the below steps to 

check your broadband speed. 

Note: Speedtest must be run when NOT connected to the VPN.  

1. Run www.speedtest.net before and after making any of changes below to 
see if it makes a difference 

2. Power off home router every morning, leave off for 30 secs before powering 
back on (don’t press the reset button!) 

3. Place router in highest and most unobstructed possible position (not behind 
the TV, and not close to the microwave etc) 

4. Turn off, or disable wifi on, unused devices where possible, especially older 
devices that run at slower wifi speeds 

5. Decrease the physical distance between your device & the wifi router, line 
of sight is best 

6. Use an Ethernet cable on devices where possible to reduce wifi load (esp 
smart tvs, gaming consoles) – plug these into a spare LAN port on your 
router 

Getting help with this guide 

For Everyone 

• Education Service Desk 

• (04) 463 8446 ext 48446 

• If you need any help or have any questions, please contact the Education 
Service Desk. 
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