Level 2, Wintec House
Cnr Anglesea and Nisbet St.
Hamilton 3204

0800 86 22 84
info@tepikenga.ac.nz
teplkenga.ac.nz

3 February 2025

Téna koe-

Request under the Official Information Act 1982

Thank you for your emailed letters of 15 November 2024. You asked for information regarding
parental leave for kaimahi (staff) at the following business divisions and national office of Te Pikenga
— New Zealand Institute of Skills and Technology (Te Plkenga):

— Open Polytechnic | Te Pikenga

- Otago Polytechnic | Te Plikenga

— Manukau Institute of Technology (MIT) | Te Pikenga
-~ Unitec | Te Pukenga

—  Whitireia and WelTec | Te Pikenga

- National office | Te Plkenga

You specifically requested the following:

Copies of your organisation’s parental leave policies and relevant documents outlining
information and support provided to employees on individual contracts and/or collective
agreements who take parental leave.

Please provide a summary of support, information and entitlements you provide to your
employees who take parental leave and return to work at your agency.

This should include:
e Parental leave payment, ex-gratia payments and  ‘top-ups ’~ for primary carers, as well
as the conditions employees need to meet to receive such payments

e Paid leave for partners/secondary carers, as well as the conditions employees need to
meet to receive such payments

e Remuneration review during leave

e Leave accruement during leave and the rate at which annual leave is paid after an
employee returns from parental leave

e Flexible work policies



e Kiwisaver contributions - particularly whether employer contributions are paid during
parental leave grant / ex-gratia payment / paid parental leave

e Any contributions towards childcare

e Support in the event of a miscarriage or stillbirth

e Any support provided for fertility, adoption and surrogacy
e Any other parental leave benefits or support.

My office contacted you on 19 November acknowledging receipt of your request on behalf of the
business divisions listed above. We advised we would be providing one response on behalf of those
divisions. You kindly confirmed you were happy to keep your request to these six at this stage with
my office on 22 January 2025.

On 6 December we wrote to you advising of an extension to the timeframe for making a decision on
your request to 3 February 2025. This letter provides a formal decision on your request under the
Official Information Act 1982 (OIA).

The decision
Business Divisions

With reference to section 16(1)(e) of the OIA each business division has provided an extracted
collection of parental leave information in response to your queries, including policies, guidelines,
relevant sections/clauses from employment agreements etc, as set out in the table below and
attached as Appendix One.

Much of what is provided can be found in legislation and is repeated throughout many of the policies
provided. To retain the integrity of the information from the five divisions, we have presented the
information largely as it was received from each.

National Office

National Office has a small group of kaimahi covered by Te Hononga Tertiary Institutes Allied Staff
Association (TIASA) Collective Agreement. Agreements can be found on TIASA website, through the
link provided below. For National Office kaimahi covered by the TIASA Collective Agreement, they
are covered by the schedule for the location in which they are based. National Office Individual
Employment agreements do not have a specific parental leave policy, but rather reference statutory
entitlements for parental leave. Parental leave is also mentioned within our Kaupapa-here | Holidays
and Leave Policy. This along with our Kaupapa-here | Flexible Working Policy can be found online at
the links provided below. We also attach here our Nga Hatepe | Flexible Working Procedure, for your
information, as Document 6 within Appendix One.

e Te Plkenga and TIASA Kirimana a-Topl mo nga Kaimahi Tau Whanui Allied Kaimahi Collective
Employment Agreement:
https://tiasa.org.nz/branches/

e Kaupapa-here | Holidays and Leave Policy:
www.tepukenga.ac.nz/assets/Policies/2022-policies/Holidays-and-Leave-Policy.pdf







Appendix One Document 1

Payroll Information

e Leave accruement during leave and the rate at which annual leave is paid after an
employee returns from parental leave

When an employee is on parental leave they continue to build up annual leave as long
as they return to work at the end of parental leave. However, the payment rate for annual
leave is affected in the 12 months after return to work. At MIT the annual leave rate is
calculated as per the Holidays Act.

Below is the extract from www.employment.govt.nz website regarding'paymeént of Annual leave
when an employee is on parental leave.

How parental leave affects your annual holiday entitlement

If you have unused annual holidays that you were entitled to before going\en parental leave, the
normal calculation for annual holidays will apply, regardléss’of when the annual holidays are
taken. However, the rules are different if you become.entitled terannual holidays:

during parental leave, or
in the 12 months following your return from parental leave,

The pay for these annual holidays is/Calculated atthe rate of your average weekly earnings for
the 12 months preceding the end-of the/last pay period before the annual holidays are taken.
There is no comparison to your ordinary weekly,pay. This can result in you receiving less than
you would normally do foryyourannual holiday pay when you return.

The payment rate for yourholidays will iIncrease gradually and over time your holidays will again
be paid at their fullvalue

o Kiwisavencontrbutions - particularly whether employer contributions are paid during
parental leave grant / ex-gratia payment / paid parental leave

As per IRDiif an employee continues to receive a salary or wage from the employer while on
parental leave, then the Employer must deduct KiwiSaver contributions and make compulsory
employer contributions unless the employee is on a savings suspension.

At MIT, when an employee is on parental leave, Employer contribution to Kiwi saver is made in
accordance with the above legislation. Hence when an employee is on Parental leave, Employer
contributions towards Kiwi Saver is made on the all the taxable payments paid to the employee
including salary/wages/ parental leave grant / ex-gratia payment / paid parental leave.
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B5.4 Leave Policy — section 2.8

Parental Leave is administered in accordance with the Parental Leave and Employment
Protection Act 1987 and B5.1-P4.2 Parental Leave Procedures. Parental Leave

entitlements are set out in the relevant employment agreement.

B5.1-P4.1 Leave Procedures — section 9 Parental Leave

Refer to B5.1-P4.2 Parental Leave procedures for parental leave.

B5.1-P4.2 Parental Leave Procedures

1.2

1.3

1.4

1.5

2.2

Eligibility
Entitlements to Parental Leave are in accordance’with the*Parental Leave and
Employment Protection Act 1987.

The types of parental leave available differ depefiding, on the entitlement set out in
the relevant employment agreement'and the dengthrof service with WelTec, Whitireia
(the institution).

An employee is eligible forparental leayve\fthey meet either the 6 month or 12 month

eligibility criteria:

e Have worked for\the-institution for an average of at least 10 hours a week for a
12-month périad (or a 6<month period, as the case may be) immediately
preceding:

e the dué date’of the‘baby or

e the.date oh which they become the permanent primary carer of a child not more
thap/five years old,with a view to adoption or home for life

An employee whorhas taken parental leave previously is eligible for further parental
leave only if they have been back at work for at least six months from the conclusion
of the previous'leave.

Employees who have worked for the institution for six months or more are eligible for
specCial leave, parental leave and statutory paid parental leave at a rate specified by
the,government. Those who have worked for the institution for 12 months or more are
also eligible for extended leave (see below).

Notice of Intention to Take Parental Leave

An employee intending to take parental leave needs to give at least three months’
notice by submitting BS.71-F4.2 Parental Leave Application Form to their Manager.

The employee discusses their leave options with their Manager and the People
Services team.



3.2

5.2

6.2

6.3

6.4

Special Leave

An employee who is pregnant is entitled, before taking primary carers leave, to take a
total of up to 10 days’ special leave without pay for reasons connected with her
pregnancy.

To request special leave, the employee applies using the MyHR system, select
“Leave Without Pay” as the Leave Type, and writes the reason for the absence in the
Leave Reason field. This leave also needs to be approved by the employee’s
Manager.

Primary Carer Leave

An employee is entitled to primary carers leave in accordance with the Parental
Leave and Employment Protection Act.

Eligible employees are entitled to up to 22 weeks’ primary carers leave. The, leave
must be taken as one continuous period.

Partner’s/Paternity Leave

An employee who is the spouse or partner of a preghant woman and meets the
eligibility criteria under the Parental Leave and,Emiployment.Rrotection Act may take
partner’s/paternity leave in one continuous period not exeeeding two weeks (if
employed for the preceding 12 months).orone week (if.employed for the preceding 6
months). This leave is leave without pay.

To apply for partner’s/paternity’leave, the employee needs to complete the
B5.1-F4.1 Application for LéayenForm, neting'the details under ‘Other’. This leave is
approved by the employee’s\Manager.

Payment for Paréntal Leave
Employees entitled o paymentfor parental leave are:

o afemaleremployee whe meets the criteria for primary carers leave (birth mother)

e an/€mployee who meets the criteria for primary carers leave who is taking on the
permanent responsibility for a child under six through adoption or home for life

e an employee'to whom all or part of an entitlement to a parental leave payment is
transferred

e an employee who succeeds in all or part of an entitlement to a parental leave
payment under Section 72B of the Parental Leave and Employment Protection
Act

An‘entitled employee is eligible for up to 22 weeks’ payment for parental leave, paid
out’of public money.

See the IRD website for more detail: https://www.ird.govt.nz/topics/paid-parental-
leave

To apply for payment for parental leave, the employee completes the Paid Parental
Leave for an Employee Form (IR880) and sends/brings this form, together with the
B5.1-F4.2 Parental Leave Application Form, to the People Services team for
completion of the employer section.



7.2

8.2

8.3

8.4

8.5

8.6

9.2

Extended Leave

An employee who has been employed for the 12 months preceding the expected due
date or the date on which they assume the care of a child not more than five years
old, with a view to adoption, is eligible for up to 52 weeks’ extended leave. The length
of extended leave is reduced by the total period of maternity leave taken, excluding
any period of maternity leave in excess of 14 weeks taken pursuant to Section 9(2) of
the Parental Leave and Employment Protection Act.

For extended leave the employee applies through MyHR, or completes B5.71-F4.2
Parental Leave Application Form if they do not have access to MyHR.

Whitireia/WelTec Primary Carer Grant

A Whitireia/WelTec primary carers grant is payable to a permangnt employee~in
accordance with their employment agreement.

To be eligible for the Whitireia/WelTec primary carers grantithe employee is:

o Entitled to government Paid Parental Leave
e And the primary carer

The employee provides the following documentation:

¢ the birth certificate of a child or
¢ evidence of adoption of a child and
¢ evidence that the employee is the,primary.care-giver

If no grant is stipulated in the €@mployee’s émployment agreement the institution tops
up the salary paid for 6 we€ks to'the substantive salary in conjunction with any paid
parental leave payment. E.gnPaid parental leave payments plus top up payments
equals substantive salary.~This grant is paid to you at the end of the IRD paid
parental leave payments.

An employee,whotis absent on‘primary carers leave for less than six weeks (30
working ddys) reCeives a,grant proportionate to the period of absence (that is, one
week’ssSalaryfor each week of leave).

Please note that thissgrant is in addition to the payment for parental leave received
through the ARD:

The institution®may seek repayment of the primary carer grant, if the employee does
not return to work.

Not/ce Ending Extended Parental Leave

An employee who is on parental leave and whose position is being kept open must,
no later than 21 days before the date on which their parental leave ends, give the
institution written notice stating whether or not they are returning to work at the end of
their parental leave. This notice is to be sent to the employee’s Manager, who then
sends a copy of the notice to the People Services team.

An employee returning from parental leave is entitled to resume work in the same or
similar position to that occupied at the time of commencing leave — that is, a position
at the equivalent salary and grading, involving responsibilities comparable to those of



the previous position, and at the same location or another location within reasonable
commuting distance.

B5.1-F4.2 Parental Leave Application Form

Primary Carer/ Extended leave / Special Leave (Unpaid)

This application form must be submitted to your manager at least three months prior to the
date on which you intend to commence parental leave.

e Please also complete and provide a copy of the IR880 IRD Paid Parental Leave (PPL)
application form.

¢ Include the following if you or your spouse/partner are giving birth: A certificate signed by.
a registered midwife /medical practitioner certifying the expected date of delivery:

e |f you are taking on permanent primary responsibility for a child up\o five yed's old
through Adoption or Home for Life (not a spouse or partner) yousmust provide one of the
following:

o A certified copy of a court order placing the child,imyyour day to 'day care, or

e A copy of a letter from the chief executive of the Ministry or organisation who has
custody of the child confirming that you are.ortwill be the primary carer, or

o A copy of the application for a parenting,order or adoption order (if one has been
made) and a statutory declaration (IR880D).

¢ If none of the above can be provided a statutoryadeclaration (IR880D)

If you intend to use annual leave prior'to or following ‘parental leave, a separate application
should be made for that leave in MyHR

e Further information can be/foundsat the€Employment New Zealand website.
















Considering a Flexible Work Option

3.1

3.2

3.3

3.4

3.5

3.6

The staff member identifies the preferred flexible work option and possible scenarios for
a trial and provides a rationale for how this would affect the other members of the team,
the service to students, and the impact on the wider staff of the Institutions.

The staff member discusses with their manager flexible working options, considering
opportunities, challenges and an option that works for all parties. The manager and
employee agree if a trial is required.

Unless the proposalinvolves a reduction or increase in hours of work it includes the trial
start and end dates, and a review date before the trial concludes

If the proposed flexible work option includes a change to scheduling that impacts
remuneration (such as a reduction or increase in hours of work) thien expected
deliverables/achievement goals are modified. A variation of employmient agreemeént is
required in this instance and does not necessarily need a trials

When working remotely, the staff member is responsible for'erganising,work area that
is appropriately set up to ensure that they can workisafely. To ensure that this is the
case, the manager may request the staff membeér t6 provideqphotos of their work
location and may also request a health and safety‘dssessmentof the workstation.

Ensuring that all staff are aware that in considering a,flexible work option, applicable
health and safety legislation, regulations, standards, codes of practice and safe
operating procedures as a minimum are’still required, irrespective of the flexible work
option, e.g. working from homeé

During the Trial Flexible Work. Period

4.1

4.2

4.3

The staff member an@manager record their perspectives on any positives and negatives
of the flexible work option.

If the arrangement needs ¢hanging or improving at any time during the trial, the staff
member and’'manager address the working arrangement accordingly.

At the review meetingythe staff member and the manager discuss the flexible work trial.
The manager may'decide to formalise the arrangement, start a new trial or cease the
working arrangement at the end of the agreed trial period.

Applying for.a Flexible Work Option

5.1

5.3

Thewstaff member completes the online Flexible Working Request Application Form

(accessible from Staff/Human Resources/Employment) outlining the flexible work
option discussed with their manager. This includes the proposed time period of the
flexible work option, the review date, whether a variation of employment agreement is
requested and whether or not the request is under section 69AAC of the Employment
Relations Act 2000. The employee also specifies what changes, if any, the employer
may need to make if the employee’s request is approved.

The manager may seek advice from their manager and/or the People Services team
before approving or declining the request.



5.4 The manager informs the staff member of the outcome in writing (copy to People
Services). If the outcome is to decline the request, the manager advises the business
reason(s) for the decision (refer clause 8.)

5.5 Changes to approved requests are made with mutual agreement between the staff
member and manager/approver.

Changes to Work Arrangements

6.1 The manager sends the staff member (copy to People Services) written confirmation of
decisions made at the review meeting, stating reasons if the arrangement is to cease.

6.2 If a new trialis agreed at the review meeting, the manager confirms the details of the
request (copy to People Services) in writing.

6.3 If the new working arrangements are formalised, People Services’provide to the staff
member a variation of their employment agreement.

6.4 Agreement between you and your manager is required agto expectationsiand a plan
around communication for the new work arrangement,is necessary

Disputes resolution

7.1 If an agreement cannot be reached, the employee‘and/or mianager is encouraged to
discuss the outcome with People Services in the first instance.

7.2 The Dispute Resolution process outlined,instaff gmployment agreements can be
referred to for assistance.

Related Documents

. Employment Relations Act (ERA)2000
. Code of Conductand Code of Professional Practice
° Disciplinary/Paolicy
° B5 Human Relations-Policy (tba)
Recognised business reasons\(Part 6AA ERA) for declining requests are:

e Cannot reorganise wWork amongst existing staff

e Cannot recruit'additional staff

e Negative,impact on quality

e Negative’impact on performance

e “Not enough work during the periods the employee proposes to work
e Planned structural changes

e~ Burden of additional costs

e Negative effect on ability to meet customer demand.

Employment Agreements

TEU WelTec Academic Schedule and TEU Whitireia Academic Schedule

Reference to parental leave is in definitions sections: "Continuous service', for the
purposes outlined above, includes all periods of paid leave and parental leave



TIASA Whitireia Schedule
MATERNITY LEAVE

16.1 Entitlements to Maternity/Parental Leave shall be in accordance with the Parental
Leave and

Employment protection Act 1987.

16.2 Awoman who is employed either part-time or full-time, employed for at least 20
hours a week

for the preceding 18 months, will be eligible for maternity leave (granted as leave
without pay)

for each birth that occurs during her employment at the Polytechnig. The Polytechnic
also

recognises entitlement for the adoption and whaangai placement of children under 5
years

supported by a certificate signed by a registered’'medical practitioner, solicitor or
statutory

declaration.

16.3 Leave of up to 12 months is to®e granted to,an employee with at least one year’s
service at

the time of commencing leave

16.4 For an employeewith less than.ne year’s service maternity leave of up to six
months is to be

granted.

16.5 Maternity leavesmay be granted for each birth that occurs whilst the employee is
employed in

the Polytechnhic?Itiis not to be granted as sick leave on pay or sick leave without pay.
Maternity

leave reduces annual leave entitlement in accordance with the provisions of the
Parental Leave

and Employment Protection Act 1987. Annual leave due will not be required to be taken
before

the employee proceeds on maternity leave but may be held over and taken when the
employee



returns to work. An application for maternity leave must be made at least three months
before

itis intended to commence such leave and must be supported by a certificate signed by
a

registered medical practitioner.
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16.6 An employee returning from maternity leave is entitled to resume work in the same
or similar

position to that occupied at the time of commencing maternity leave. That is, a pesition
atthe

equivalent salary and grading involving responsibilities comgparable to tHose of the
previous

position, and in the same location or other location/Wwithin reasonable commuting
distance.

16.7 A maternity grant will be payable to anentitled employege on production of the
certificate of birth

of the child or on production of evidence of adoptioh of a child as per the Parental Leave
Procedures.

16.8 The Whitireia MaternityGrant will be the equivalent of six week’s salary at the rate
being paid

at the time maternityleave commenced. An employee who is absent on maternity leave
for less

than six weeks (30 working'days) will receive that proportion of the payment which her
absence

represents ta. 30 working days. The employer may seek repayment of the grant if the
employee

does net return to work.
17 PATERNITY LEAVE

17.1 The provisions of the Parental Leave and Employment Protection Act 1987 shall
apply to all

male employees.



6 (d) “Continuous Service” for the purposes of (a) and (b) above includes all periods of
paid leave

and would not be broken by, but would not include all periods of maternity/parental
leave, all

other approved leave without pay and all breaks of hot more than three months
between periods

of employment within the technical institute service, or one month with other services
approved

under (b) above.

TIASA WelTec Schedule
8.2

a) Staff shall take all leave accrued in the year it falls dug,unless prior
written approval has been given for the carrying ovef of up to 10 days

of accrued leave. Such approval shall not be unreasonably-withheld.

b) Staff who are on approved Leave withoutPay (LWOP) shall have their
service counted as continuous. Annual Leave does het accrue while the
staff member is on LWOP except in'thé case of'staff on Parental Leave as
defined by the Holidays Act 2003.

MATERNITY/PARENTAL LEAVE

13.1 Entitlementto,Maternity/Patental Leave shall be in accordance with the
Parental Leaveand Employment Protection Act 1987.

13.2 Awoman who-is'employed either part-time or full-time, employed for at
least 20 hours’a week for the preceding 18 months, will be eligible for
maternitylleave’(granted as leave without pay) for each birth that occurs
during'‘herremployment at the Polytechnic. The Polytechnic also

recognises entitlement for the adoption and whaangai placement of
children under 5 years supported by a certificate signed by a registered
medical practitioner, solicitor or statutory declaration.

13.3 Leave of up to 12 months is to be granted to an employee with at least



one year’s service at the time of commencing leave.

13.4 For an employee with less than one year’s service maternity leave of up to
six months is to be granted.

19

13.5 Maternity leave may be granted for each birth that occurs whilst the
employee is employed in the Polytechnic. It is not to be granted as sick

leave on pay or sick leave without pay. Maternity leave reduces annual

leave entitlement in accordance with the provisions of the Parental leave

and Employment Protection Act 1987. Annual leave due will not'he

required to be taken before the employee proceeds on maternity'leave-but
may be held over and taken when the employee returns to-work. At
application for maternity leave must be made atteast three months before
itis intended to commence, such leave mustbestipported by a certificate
signed by a registered medical practitioner.

13.6 An employee returning from materhity leaveisientitled to resume work in
the same or similar position t0 that'occupied.at'the time of commencing
maternity leave. That is sa position at the equivalent salary and grading
involving responsibilitiessx€omparable to those of the previous position, and

in the same loeation/or other location within reasonable commuting
distance.

13.7 A maternity grant will be payable to an entitled employee on production of
the certificate,of birth of the child or on production of evidence of adoption

of a childasper the Parental Leave Procedures.

13.8 The WelTec Maternity Grant will be the equivalent of six week’s salary at
the rate being paid at the time maternity leave commenced. An employee
who is absent on maternity leave for less that six weeks (30 working days)

will receive that proportion of the payment which her absence represents

to 30 working days. The employer may seek repayment of the grant if the



employee does not return to work.
13.9 The provisions of the Parental Leave and Employment Protection Act1987

shall apply to all male employees.

36.3 d) “Continuous Service” for the purposes of (a) and (b) above includes all
periods of paid leave and would not be broken by, but would not include all periods
of maternity/parental leave, all other approved leave without pay and all breaks of
not more than three months between periods of employment within the technical

institute service, or one month with other services approved under{b)above.

Whitireia Standard Individual Employment Agreement

Parental Leave

The provisions of the Parental Leave and Employment/Protection Act 1987 shall
apply.

Maternity Leave

The provisions of the Leave poticy.and procedure apply.

WelTec Standard IndivigualEmployment.Agreement

Parental Leave

The Employee iS‘entitled to parental leave in accordance with the Parental Leave and
EmploymentiProtection Act 1987 and any amending or substituting Acts.

Where a permanentemployee with 12 months or more service is taking paid parental
leave in accordanee with the Parental Leave and Employment Protection Act 1987,
WelTec willtoplip the salary paid for 6 weeks to the substantive salary in conjunction
with any paid parental leave payment. E.g. Paid parental leave payments plus top up
payments equals substantive salary. A birth certificate of the child or adoption
placement documentation must be provided.

Summary Responses

Parental leave payment, ex-gratia payments and ‘top-ups’ for primary carers, as well as
the conditions employees need to meet to receive such payments



We follow the policy and we pay a carers grant of six weeks salary, not a top up, have
never done ex-gratia payments for parental leave

Paid leave for partners/secondary carers, as well as the conditions employees need to
meet to receive such payments

Partners can take annual leave - this is in the policy

Remuneration review during leave

If a remuneration movement has been approved, the new salary isdoaded for their
return and any backpay payment is made while the employee is on parental leave

Leave accruement during leave and the rate at which annual leave isypaid after an
employee returns from parental leave

As per the policy and the staff member is informéed.that leave\taken on their return will
be calculated as per legislation

Kiwisaver contributions - particularly whetheremployer contributions are paid during
parental leave grant/ ex-gratia payment /‘paid-parental leave

Kiwisaver contributions#rom employeronly stop when the staff member is on leave
without pay

Any contributions towadrds ehildcare

No

Support=in the event of a miscarriage or stillbirth

Normal'bereavement leave rules would apply, maybe extended leave? No monetary
contribution, if they’ve already had the 6 week grant we wouldn’t ask for it back

Any support provided for fertility, adoption and surrogacy

Treated the same as if they were applying for parental leave






Nga lhirangi | Table of Contents

Nga whakatikatika | AMendment iSTOIY ........oiciie it e e et e e st e e enee e snseeeanes 1
1. PULAKE | PUIDOSE ... uveieeiee ettt ettt e e e et e et e e s be e e e tbeeeabeeeeabeesabeeeaaeesatasesseesaseessasenssasesseenaseeans 3
2. Tirohanga WNANUI | OVEIVIEW ......ueiiueeiiiieciee ettt ettt ctee e tteesteeeeteeesabeeebeeestseeseseeetaeesabeesatesennseesaresennes 3
3. N Lo I A=Y o YT I o o Yol =T [ o R SPR 3
JAY o] o] [oF= 1 o o IR S PP PPR 4
(0o 01 Lo [=T =Y i [o T H T TSSO P RO UPRTPRTRN 4

NV To X ot oo o (L 4
@Bookma %fined.
............. S, rvereerannns 5

Page 2 of 5



Nga Hatepe |Flexible Working Procedure

1. Patake | Purpose

1.1 The purpose of these procedures is to outline the process available to kaimahi should they wish to
request flexible working arrangements, in accordance with the provisions of the Employment
Relations Act 2000.

1.2 For short-term flexible working requests related to family violence, refer to the Family Violence
Policy.

2. Tirohanga Whanui | Overview

2.1.  This procedure should be read in conjunction with the Operational Rirective: Working healthily and
safely at different locations

2.2.  Kaimahi can request flexible work arrangements at the start©for duringi.employment. Open
discussions are encouraged to ensure Te Plikenga and‘stakeholder requirements are met.

2.3.  There are many different, flexible, work arrangements. Below. are some of the more common
requests for a change to working arrangements:
a) Hours of work - reduced, increased, flexible.
b) Days of work
c) Place of work
d) Job sharing

2.4. Te Pukenga will approach eachrequest with/genuine consideration and assess on balance the needs
of the kaimahi with thesequirementsof the organisation. Requirements may restrict the ability to
meet flexible working requests:

2.5.  Requests for flexible working must be considered in relation to the following core principles:
a) Service to custémers (akonga, other kaimahi, and the community) must not be negatively

impacted
b) Wellbeingtand-$afety requirements must be met
c¢) There'mdst be no additional costs to Te Plikenga as a result
d) Thewréquest from a kaimahi to work flexibly must be discussed to determine the potential
impact on the team.

3. Nga Hatepe | Procedure

Flexible Work

3.1. The process below relates to flexible working requests under the Employment Relations Act 2003.

From time-to-time kaimahi and managers may agree on ad hoc or temporary arrangements outside
of this framework, People, Culture and Wellbeing should be contacted for advice.
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Application

3.2.  To apply for a flexible working arrangement, kaimahi should discuss initial considerations with their
manager before submitting a Flexible Working Request Form.

3.3.  One application per year can be submitted at any time. The application must be in writing and
complete.

Consideration

3.4. Managers will apply the principles of the Flexible Working Policy in their review and consideration of
requests. They will engage with People, Culture and Wellbeing and may seek additional inforination
or clarification, which could include discussion of alternative solutions.

3.5. A new working arrangement under flexible working arrangements may®e/fermanent orfor a
defined period and agreed in writing by the parties. Arrangementswillinclude a,review/fperiod to
give kaimahi and managers the opportunity to meet and discuss/any cencerns©rsuggestions for
improvement. Te Plikenga reserves the right to end flexible workingrarrangements where:

a) Work outcomes require that kaimahi are at a physical Te Pukenga site

b) There are negative impacts on kaimahi or team_performance

c) The alternative workplace is unsuitable, such‘@s health and-safety concerns, or connectivity is
unreliable; or

d) Kaimahi misuse the flexible working option.

3.6.  Arequest can be refused because it cannot be reasonably.accommodated on one or more of the
grounds specified in the Act. Including:

a) Inability to reorganise work.among existing.staff

b) Inability to recruit additional/staff

c¢) Detrimental impaet on@uality

d) Detrimental impaet on performance

e) Insufficiency ofiwork during the‘periods the kaimahi proposes to work
f)  Planned strdctural changes

g) Consideration of additional costs

h) Detrimental effect onability to meet customer demands.

Notification

3.7. Kaimahi wilkbe provided with the managers outcome in writing within one month of the written
request'being received. The manager section of the form in appendix A provides a template.

3.8. If the'réquest is refused, the manager will notify the kaimahi of the grounds for refusal and explain
the reasons.

3.9. Agreed flexible working arrangements must be formalised by way of a variation letter to the
employment agreement.

Remote Work

3.10. Kamahi may request to work flexibly in relation to where they undertake their work, this most
commonly applies to requests to work from home.
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