
 

 

Reference: 20180297 
 
 
19 September 2018 
 
 

 
Dear
 
Thank you for your Official Information Act request, received on 25 July 2018.  You 
requested the following: 
 

“We are requesting the information listed below under the Official Information Act. 
In this letter the term “gender discrimination” includes intentional behaviour and 
outcomes as well as unintentional behaviour and unintended outcomes. The 
latter can result, for example, from unconscious bias.  
 
We consider gender discrimination may be indicated when differences in pay and 
promotion opportunities between men and women in similar roles cannot be 
explained by clear differences between individuals in terms of:  
 
• relevant skills and level of experience; and/or  
• their responsibilities, for example, for people management and/or work 
outcomes for a team.  
 
We are seeking the information listed below from public service organisations 
following recent public statements indicating that women may still be facing 
discrimination in the workforce in pay and promotion opportunities, including in 
the public sector.  
 
Examples of this publicity can be found here, here and here.  
 
The third webpage notes that public service organisations now report to the State 
Services Commission (SSC) on their gender pay gaps and action they are taking 
to address these in their 4-year strategic plans. 
 
Our particular focus is on legal staff in your organisation. The staff we are asking 
for information about are staff: 
 
• who have a practising certificate 
• whose role involves giving legal advice  
• who may still have or have had a practising certificate in the past and who are 
now responsible for managing legal staff 
• who are legal executives 
 
In relation to these categories of staff please provide us with information covering 
the past 5 years about the following: 
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What assessment(s) have been done by your organisation (including but not 
limited to assessments for the purpose of reporting to the SSC and or any other 
governmental authority) to check that women legal staff are not being paid less 
and are not less likely to get promotions than male legal staff because of gender 
discrimination? 
 
If any assessment has been done: 
 
• What type of tool or analysis was used to make the assessment? 
• What were the results of the assessment? 
• What steps have been taken by your organisation to remedy any differences 
that were identified in pay or promotion opportunities? E.g., have you made any 
adjustments in pay for women legal staff? 
• What steps have been taken by your organisation to monitor the setting of pay 
and giving of promotions to ensure gender discrimination (including unintentional 
discrimination) does not impact on these processes in the future? 
 
If no such assessment has been done, the reasons for this. 
 
What policies or processes does your organisation have in place to assist to 
prevent gender discrimination? 
 
What provision does your organisation have for flexible work arrangements for 
legal staff (both men and women)? 
 
What numbers of men and women (please identify both groups separately) have 
had flexible work arrangements for the purpose of looking after children in the 
past 5 years? 
 
What steps have been taken by your organisation to ensure that gender 
discrimination does not negatively impact on women legal staff returning to work 
after having a baby and/or who work flexibly? 
 
What training has been given to managers in your organisation to assist them to 
ensure that processes they implement and decisions they make do not, even 
unintentionally, discriminate against women legal staff. 
 
What steps has your organisation put in place to ensure that gender 
discrimination does not impact on recruitment decisions? 
 
If no particular steps have been put in place, the reasons for this.” 

 
As you are aware, on 31 July we extended the time limit for deciding on your request 
by an additional 20 working days. 
 
The Treasury employs a small number of legal staff. Although it has not specifically 
undertaken formal assessments in relation to women legal staff, relevant work has 
been undertaken to understand and reduce the gender pay gap across the 
organisation.   
 
The Treasury Chief Executive’s commitment to closing gender pay gaps is reflected in 
the recently launched Gender Pay Gap Action Plan 
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(women.govt.nz/documents/eliminating-gender-pay-gap-public-service). This high level 
plan requires that by 2020 all agencies will have closed any gender pay gaps within the 
same roles, removed bias from remuneration systems and Human Resource practices, 
and be operating all roles as ‘flexible-by-default’ with no adverse impact on pay or 
progression high level. The plan includes an initial focus on the following four focus 
areas: 
 
• Equal Pay 
• Flexible Work by Default 
• Removal of Bias and Discrimination from Remuneration Systems and Human 

Resources Practices 
• Gender Balanced Leadership 
 
As a public sector agency, the Treasury provides annual Human Resource Capability 
(HRC) returns to the State Services Commission (SSC), which include information 
about pay and gender for all staff.  SSC analyses this and publishes results for each 
agency and the sector as a whole on its website. 
 
In 2017, Treasury’s People and Wellbeing group closely analysed the driving factors 
behind the organisation’s gender pay gap in two reports to its leadership groups, using 
general analysis techniques. These reports also provided a number of 
recommendations to reduce the gender pay gap across the organisation, which were 
approved by Kaiurungi (a decision making, governance body with the delegated 
responsibility to give effect to the Treasury's organisational strategies) and the 
Executive Leadership Team (ELT).  
 
Our analysis has shown that, although many factors play a role in the size of 
Treasury’s gender pay gap, the primary drivers of this are: 

• the over-representation of women in lower-graded roles 
• the under-representation of women in senior roles  
• the under-representation of women being recruited (internally or externally) into 

more senior roles 
• pay gaps within grades, especially in senior roles.  
 
In late 2017, the Treasury commissioned the NZ Institute of Economic Research 
(NZIER) to undertake more in-depth analysis using its own methodologies, including 
regression analysis.  NZIER concluded that there does not appear to be a significant 
gender pay gap at The Treasury after accounting for grades and experience and that 
most of the observed differences in pay rates within grades can likely be explained by 
men and women working in different roles within those grades. 
 
Despite this finding, the Treasury determined that there was more work to be done to 
reduce its gender pay gap. Over the last 12 months, People and Wellbeing’s work 
programme has included: 
 
1.  Continuing to move from a largely passive to a highly active approach to 

attracting candidates for vacancies to increase the diversity of our applicant pool, 
and ensuring that all other elements of our recruitment process support diversity, 
particularly as it relates to employing more women into leadership and senior 
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positions. For some time now, we have been exploring a variety of recruitment 
practices to broaden our pools. These include revising the layout and content of 
advertisements, using a gender tool to review the wording of our advertisements, 
exploring different sourcing strategies, using blind recruitment, making greater 
use of social networks, utilising broader functionality of LinkedIn for direct 
targeting of females and using informal networks. We will continue to pursue 
different recruitment techniques and practices and harnessing the power of 
technology, particularly to attract more women into senior roles. 

2.  Developing a succession and talent development approach that enables ELT to 
understand and support the growth of potential future leaders both for the short 
and longer term, with a view to actively encouraging, supporting and sponsoring 
a diverse pipeline of future leaders.  

3.  Embedding our new approach to performance, development and remuneration 
across the Treasury, to reduce bias and improve inclusion.  This includes specific 
focuses, checkpoints and monitoring of gender pay, and supporting women with 
their career progression. This approach is focused on the individuals and aims at 
an improved focus on their aims with regular feedback/feedforward. It means that 
looking at the gender gap is an explicit requirement from ELT as part of the 
remuneration strategy and is an explicit focus area for our current remuneration 
round. 

4.  Providing increased support for managers to improve practices that support staff 
returning from long-term leave (especially focused on women and parental 
leave).   

5.  Exploring a wider variety of flexible work options, especially to enable women to 
pursue more senior careers. 

6.  Proactively promoting training about unconscious bias and inclusive behaviours 
for managers and staff, including making training widely available. 

Checks and balances for recruitment include gender balanced panels and two layers of 
approval, plus input and oversight from HR Business Partners who work closely with 
the managers. Appointment decisions for senior roles (Team Leaders, Principal 
Advisors, Managers and above) require succession board (Executive Leadership Team 
plus the Chief People Officer) approval.  
 
Checks and balances for remuneration changes include directorate discussions and 
moderation, cross-organisation moderation processes and endorsement by Kaiurungi 
and sign off by the Chief Executive. The remuneration tools show the impact of 
decisions.  
 
The Treasury has made a significant investment in upskilling its people leaders in 
diversity and inclusion, leadership and unconscious bias. This includes training, 
coaching and other support. These themes are also woven into other training and 
processes we have in place. 
 
All Treasury roles are flexible by default, and we make this known through the 
recruitment process in advertisements and in interviews. The Treasury’s Flexible 
Working Arrangements policy and supporting documents are attached for your 
information. 
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A significant number of Treasury staff have and/or have had flexible work 
arrangements. Not all arrangements are recorded formally (especially those that are ad 
hoc rather than ongoing) and, of those that have been recorded formally, we have not 
recorded the reasons for all of them. As such it is not possible to supply information 
specifically relating to the number of staff who have had flexible work arrangements for 
the purpose of looking after children in the last five years.  
 
The Treasury’s flexible working policy for all staff ensures that gender discrimination 
does not negatively affect women legal staff returning to work after having a baby.  
 
Please find enclosed the following documents: 
 

Item Date Document Description Decision 
1.  June 2018 Treasury policy document: Flexible 

Working Arrangements 
Release in full 

2.  June 2018 Flexible working options at the 
Treasury  

Release in full 

3.  June 2018 What flexible working options are 
suited to me?  

Release in full 

4.   Flexible working – FAQs  Release in full 
 
Please note that this letter (with your personal details removed) and enclosed 
documents may be published on the Treasury website. 
 
This reply addresses the information you requested.  You have the right to ask the 
Ombudsman to investigate and review my decision.  
 
Yours sincerely 
 
 
 
 
 
Gwen Boothby 
Principal HR Business Partner 
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Purpose of this Policy 
The Treasury’s approach is that all roles can have some form of flexible working. 

Policy Statement 
Treasury is committed to a vision of a world-leading Treasury working towards higher living standards 
for New Zealanders. To meet this vision, we will support a culture and capability shift so we are able to 
adapt to changing priorities, environments and focus, and have the ability to work anywhere, anytime 
to deliver our outcomes, through:  

 Commitment to flexible working being available to everyone, where all roles can have elements of 
flexibility. 

 Ensuring flexible working arrangements are embedded throughout all people practices and 
employment conditions to benefit both our people and the Treasury. This includes attraction, 
recruitment, retention, engagement, leadership, performance, and ways of working.  

 Providing an environment of employee wellness that supports all our people in achieving their 
professional and personal goals.  

 Aligning to our commitment of enabling diversity and inclusive practices. 

 Supporting the attraction and retention of top talent, allowing us to respond to changing market 
needs.  

Scope and Fit 
There are a range of flexible working options set out under the following headings: 

 flexibility of role 

 flexibility of schedule 

 flexibility of work place  

 flexibility of leave 

These options are set out in detail in the Flexible working at the Treasury – guide for people leaders 
and their teams. They are not exhaustive and all types of flexible working arrangements are open to 
discussion and adoption as part of our practices. 
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Principles of Flexible Working Policy 
 Shared responsibility: flexible working is considered and discussed together for mutual benefit for 

employees, team and business. Roles at all levels will have some flexible working options available 
to them, including senior leadership roles.  

 Performance & Productivity: Flexible working aligns directly with our systems and policies 
including our He Manaaki approach. Clear expectations and responsibilities are established 
through our Performance Framework and Treasury Performer status is maintained.  

 A culture of trust and respect for others where the team and individuals have ongoing, open and 
honest conversations with a willingness to have flexible working arrangements wherever possible. 
A people leader and/or employee can raise concerns they have about flexible working at any time. 

 Focus on delivered outcomes rather than attendance so that every employee can perform at their 
very best and deliver a consistently high standard of service in line with our vision to be world 
leading.  

 Communication and transparency: all employees have a shared understanding, knowledge and 
access to flexible working at The Treasury. Flexible working is regularly discussed, encouraged 
and experiences openly shared to align with Treasury’s commitment to embracing diverse and 
inclusive practices.  

 Tools: Systems and technology support all flexible working.  

How to have a Flexible Work Conversation 
 For further information on how managers and staff can have conversations about the flexible work 

options, refer to Flexible working at the Treasury – guide for people leaders and their teams  

Policy Detail 
Under Part 6AA section 69, of the Employment Relations Act 2000, an employee can request changes 
to their working arrangements for flexible working at any time.  

Employees have the ‘right to request’ flexible working arrangements at any time. Employers have a 
legal obligation to consider carefully an employee’s request and respond within one month of the 
request. They will consider the proposal with a view that all roles will have some flexible working 
options possible.  

While every role will have elements of flexibility, there are instances when a certain type of flexible 
working arrangement will not be appropriate. The Employment Relations Act 2000 sets out when this 
is the case including:  

a) inability to reorganise work among existing staff 

b) inability to recruit additional staff 

c) detrimental impact on quality of work 

d) detrimental impact on performance 

e) insufficiency of work during the periods the employee proposes to work 

f) planned structural changes 

g) burden of additional costs 

h) detrimental effect on ability to meet customer demand. 
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References 
 Flexible working at the Treasury – a guide for people leaders and their teams  

 Health & Safety Advice for working from home (1203120)  

 https://www.employment.govt.nz/workplace-policies/productive-workplaces/work-life-balance/ 

 ACC site on workstation set up and OOS prevention exercises  
http://www.acc.co.nz/preventing-injuries/at-work/index.htm  

 Use the "Pocket Ergonomist" to help sort out any discomfort issues click on the following link 
Pocket Ergonomist 

 Complete Annex 2: Working Remotely Checklist on pages 37 and 38 in the Treasury Corporate 
Policy: Health and Safety [Current - In effect 12 May 2017]:822964 

 Treasury Performance Framework 

 Performance Development Growth Conversations - People Leader Navigator: 3672723  

Relevant Legislation 

 Employment Relations Act 2000 

 Health and Safety at Work Act 2015 

 Human Rights Act 1993 

 State Sector Act 1988  
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Flexible working options at the Treasury 

Flexibility of role Factors to consider 

Part time permanent and part time temporary (reduced hours) - the 

agreement to work shorter days or fewer days a week, on an ongoing or 

temporary basis.

Casual contract - working as and when required with no requirement 

and/ or expectation of ongoing or future work.  

Term-time working (i.e. school year) - remaining on a full time 

employment agreement taking unpaid leave during the school holidays.

Job sharing - one full-time role shared between two people who may 

agree the hours worked between them. It requires two people who are 

able to form and maintain a very strong working bond. They must work 

together as one and have a structured, effective handover so the 

interaction with others is seamless. Usually each person works 3 days 

with the middle day worked by both. 

Downshifting (reduced responsibilities) – moving to a less demanding 

role (e.g. Principal Advisor to Senior Analyst) to allow other lifestyle 

changes e.g. working towards retirement. Salary is adjusted to the 

appropriate level and there may be implications for Govt. Super Fund or 

Kiwi Saver.

 Does the role need to be fulltime, could work be distributed across the team or timeframes/deliverables re-prioritised? 

 What would have to be put into place to minimise the impact to the team and business if an employee is not at work regularly for the full day or week?

 Is there a certain time of the day or week the flexibility is more suited to or can it be anytime? 

 Do we recruit additional people or how can we reorganise work and priorities? 

 What is the perceived impact on quality or performance and how? 

 What is the perceived impact on our customers? 

 Are there others in the team who also have this flexibility, if so is there a team plan to keep connected?

 What if there are deliverables that cannot be moved? Could the role have flexibility at some times and not others? 

 Is there a need for a presence in the office? Is the role customer facing? If so, what flexible working options could the role be suitable for eg job sharing? 

 Job sharing or part time working could require extra team members which then increases salary costs, increased technology, overheads etc how can this 

become affordable? How does this affect FTE count?

 What is the impact on team capability if a role is downshifted and has reduced responsibilities, how will we ensure the rest of the team have required 

upskilling? 

 Is there a position available in the team/directorate/organisation for downshifting, how can we provide this?

Applying for flexibility of role for informal and ad hoc requests 
Informal or ad hoc arrangements do not need to be formally requested, however it is recommended that people leaders and employee exchange emails to 
confirm an informal or ad hoc arrangement.
Applying for flexibility of role for formal and ongoing requests 
A request can be made at any time and is an ongoing conversation. Once flexibility of role options are discussed and agreed, the employee completes Request 
for flexible working form (attached) and gives this to their people leader who will sign the form and forward to the People and Wellbeing mailbox 
HumanResourcesMailbox@cass.govt.nz

In addition, all confirmed and ongoing changes which will result in change to hours of work, leave and remuneration require a variation to be made to the 

employment agreement. This ensures we record people’s whereabouts, meet our obligations as an employer and people are paid correctly.

When People and Wellbeing receive the signed request for flexible working form from the people leader they will create a variation to employment agreement 

letter to be issued. If you any questions about the process contact HumanResourcesMailbox@cass.govt.nz
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Flexibility of schedule Factors to consider

Compressed work week – working extra hours a day to work fewer 
workdays in a week. This could include a full-time employee 
scheduled for 40 hours per week working four 10-hour days instead 
of five 8-hour days.

Nine day fortnight – over a fortnightly period an extra hour is 
worked each day Mon-Thurs i.e. 9 hours a day x 8 days = 72 hours. 
On a Friday an 8 hour day is worked and on the following Friday the 
employee has the day off. 

Others may have reduced hours, having every other Friday off i.e. a 
72 hour fortnight which is part time permanent or part time 
temporary as set out above under Flexibility of role.

Staggered hours - different start and finish times within a team.
Core plus hours – employees work during core hours that are 
agreed within the team (e.g. 9.30am-4pm) and are able to start and 
finish when it suits them provided they have completed their 
agreed number of hours a day. 

 Is there common understanding about being output orientated not attendance orientated?

 Are there any considerations about working irregular or longer hours e.g. security? 
 What would have to be put in place to minimise the impact to the team and business with employees absent for a full day or part day?
 How does this type of flexibility fit with other’s flexibility in the team, how will we ensure everyone has the opportunity for flexible working?
 Is there a certain time of the day or week the flexibility is more suitable for the team or can it be anytime? 
 Do we need to recruit or how can we reorganise work and timeframes for deliverables? 
 What is the perceived impact on quality or performance and how? 
 What is the perceived impact on our customers and stakeholders? 
 Are there deliverables that cannot be moved, how might we accommodate with people working flexibly? 
 For core plus hours, are there any position and team needs which are dependent when considering start and finish times?  
 How can we ensure there is some flexibility at some time during the year/work cycle if not possible for the whole year/workcycle?

Applying for flexibility of schedule for staggered hours and core plus hours 
These arrangements do not need to be formally requested, however it is recommended that there are conversations within the team where people can 
discuss their preferences, any perceived barriers and agree how this will work.
Applying for flexibility of schedule for compressed working week and nine day fortnights 
A request can be made at any time and is an ongoing conversation. Once flexibility of schedule options are discussed and agreed, the employee 
completes Request for flexible working form (attached) and sends this to their people leader who will sign and forward to the People and Wellbeing 
mailbox HumanResourcesMailbox@cass.govt.nz

In addition, all confirmed and ongoing changes which will result in change to hours of work, leave and remuneration require a variation to be made to 
the employment agreement. This ensures we meet legislative obligations as an employer and people are paid correctly.

When People and Wellbeing receive the signed request for flexible working form from the people leader they will create a variation to employment 
agreement letter to be issued. If you any questions about the process contact HumanResourcesMailbox@cass.govt.nz
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Flexibility of leave at the Treasury Factors to consider

Annual leave buy out - adjusting salary to take extra time off throughout the year. E.g. applying for an 
additional 10 days leave over and above four or five weeks annual leave. There is more information on Huihui
under Annual leave guidelines and procedures

Leave without pay (LWOP) - allows the Treasury to accommodate requests from those who wish to take 
unpaid time off from their role where they may not be otherwise able to. Everyone is able to apply for LWOP 
and approval is granted at the Treasury’s discretion supported by a suitable business reason. 
There is more information about LWOP under Leave on the Human Resources page in Huihui

Sabbatical leave – Sabbatical leave is a period of unpaid leave up to 12 months to pursue further development 
or work related activities e.g. conducting research, continuing study etc. which benefits the Treasury in some 
way. During this time the Treasury will guarantee reemployment to the same or a substantially similar 
position.  In principle Treasury will not contribute to the cost of sabbatical activities.
There is more information about sabbatical leave under Leave in the Human Resources link on Huihui

Bereavement, jury service, study, examination or volunteer leave
There is more information about these types of leave under  Leave in the Human Resources link on Huihui

Whanau Support - Carer's (dependent sick) leave, enhanced annual leave including 5 weeks p.a, bereavement/ 
Tangihanga leave 
There is more information about these types of leave under  Leave in the Human Resources link on Huihui

Special leave (e.g. Military, cultural or sporting representation)
There is more information about Special leave under Leave in the Human Resources link on Huihui

Parental leave
There is more information about Parental leave under Leave in the Human Resources link on Huihui

 What factors do we need to consider about perceived impact to the team and business if an
employee is not at work for the full day or week/s?

 Is there a certain time of the day or week where flexibility is more suited to or can it be anytime?
 Do we need to recruit additional people to ensure deliverables are met or can we reorganise work

and timeframes?
 What is the perceived impact on quality or performance and how?
 What is the perceived impact on our stakeholders?
 Is there a need for a presence in the office? Is the role customer facing? If so, what flexible working

options could the role be suitable for e.g. job sharing?
 What are the positive impacts to having lifestyle leave and leave without pay e.g. retention of

employees, increased engagement?
 For sabbatical leave: what is the nature of the sabbatical, is it in line with the Treasury’s business

and beneficial to the Treasury?
 How easily can the position be filled by another in the absence of an employee, what upskilling or

reorganising of work should we do?

These arrangements do not need to be formally requested, however it is recommended that there are 
conversations within the team where people can discuss their preferences, any perceived barriers and 
agree how this will work.
Applying for flexibility of leave for compressed working week and nine day fortnights 
A request can be made at any time and is an ongoing conversation. Once flexibility of leave options are 
discussed and agreed, the employee completes the Request for flexible working form (attached) and sends 
this to their people leader to sign and forward to the People and Wellbeing mailbox 
HumanResourcesMailbox@cass.govt.nz

In addition, all confirmed and ongoing changes which will result in change to hours of work, leave and 
remuneration such as annual leave buy out, LWOP, sabbatical leave and parental leave require a variation 
to be made to the employment agreement. When People and Wellbeing receive the request for flexible 
working form from the people leader they will create a variation to employment agreement letter to be 
issued. If you any questions about the process contact HumanResourcesMailbox@cass.govt.nz

Occasional or ad hoc arrangements do not require an agreement variation however an email record of the 
arrangement is recommended.
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Flexibility of workplace at the Treasury Factors to consider

Working from home - occasional, fixed or ongoing – an 

arrangement that can be occasional, i.e. to complete a particular 

task; fixed for a period of time i.e. in the case of impairment; the 

same day/s every week or ongoing and regular but the day may 

change. 

Working from another location - occasional, fixed or ongoing –

as above and as agreed, this could include working in another 

agency location.

Choosing the workspace that best suits the work to be done -

choosing the right working environment depending on your 

activity for the day e.g. team work in the collaboration zones, 

routine individual work at a desk in the neighbourhood your 

team works in.

 How to communicate with each other and how often? What tools are there available to make this easier e.g. skype for business. 

 Do we have full contact details such as personal cell phone number and address of where employees are working? 
 Is everyone contactable at all times during the working period/day?
 Is there a shared understanding between employee and people leader of meeting expectations in terms of, contribution, capability and 

behaviour as set out in the Treasury Performance framework? Maintaining Treasury Performance status is required.
 Is there access to appropriate workstation and internet? Are there any security issues with working off site?
 How will we communicate with our customers and stakeholders if we are not in the office and unable to meet face to face?
 Is there a requirement to attend regular daily meetings, completing office based functions or services, how will we ensure this works 

effectively?
 What is the perceived impact on quality or performance i.e. a Treasury performer and how will we address this as a team i.e. through team 

discussion, upskilling on the reality of flexible working? 
 How will each employee plan and organise their work? This could include developing new skills about working independently, 

communications skills, self-motivation, work ethic, time management, computer proficiency, working in a home environment?  
 What system would we use where people can log their place of work for the day – so we all know where everyone in the team is and to 

have regular points of contact throughout the day/week when we connect as a team?
 Is the working from home agreement in place and everyone aware of their responsibilities (see working remotely checklist: Annex 2 Health 

& Safety Advice for working from home).
 Should there be a trail period to test if this is working well or requires any adjustment?  

Applying for flexibility of workplace for ad hoc or informal working from home or another location
These arrangements do not need to be formally requested, however it is recommended that there are conversations within the team where 
people can discuss their preferences, any perceived barriers and agree how this will work.
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STAFF-IN-CONFIDENCE 

Treasury:3965394v1  STAFF-IN-CONFIDENCE         1 

 

What flexible working options are suited to me? 

People leaders and their teams have ongoing conversations about performance, development and growth.  Including a discussion about the Treasury’s flexible 
working approach and the options available is important. Take personal responsibility to identify flexible working options in preparation for people leader and 
employee conversations is important. You may find the checklist below helpful and we encourage individuals to work through this checklist to see what solutions 
may be possible. 
 
Steps to take 
Step 1: Read each statement and tick which statement you agree with  
Step 2: Once you have reviewed all statements, review which ones you have ticked and look across to see which flexible working options are indicated *   
Step 3: Discuss these with your people leader as possible flexible working option/s 
Step 4: Once any flexible working options are agreed then people and team member should finalise as follows: 

• If the flexible working impacts pay you will need to formalise the agreement and both complete the form Request for flexible working in the guide on 
Huihui under Flexible working. Remember to send to HR mailbox and save in the ER iManage folder. 

• If the arrangement is informal, ad hoc, regular or irregular and pay is not affected then an email is fine confirming the arrangement. It should include: Date 
and times of arrangements; place where working; when it will be reviewed if ongoing eg after 3 months; any other detail relevant.  

 
NOTE: Always check with payroll if it impacts hours as it may impact sick and annual leave provisions eg Nine Day fortnight. 
 

Statements to ask myself 
 Tick which 

statement I 
agree with 

Flexible working option 

 Schedule Workplace Leave Role 
I know when I am I most productive during the day; e.g. early morning/late afternoon *    
I have commitments outside work I need to allocate time to;  e.g. hobbies, life style pursuits, 
family responsibilities, coaching a team, exercise or training regime, volunteer work, study 
commitments, travel plans 

* * * * 

I need to consider how my working hours fit with child care commitments * * * * 

Different start and finish times could reduce my commuting times * * * * 
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I have health concerns or special health requirements * * * * 

I work mainly with others  * *   
I work mainly on my own * *   
It is not necessary for me to work at the same time and location each day * *   

I am comfortable working in multiple locations during the working day or working week * *   

I’m not bothered having noise around me  * *   

I prefer a quiet working area * *   

I know what percentage of my day I spend on email/diary; phone calls, meeting others and 
video conference; focused work such as thinking, reading, analysing. * *   

I know what percentage of my work I currently do at a desk; away from a desk but in the office; 
working at home; working at another location * *   

I have non work events I want to allocate time to;  e.g. cultural events, volunteering, sporting 
events * * * * 

I prefer to have more leave and be paid less *  *  

Working less hours will have a positive effect on my health and wellbeing  * 
I prefer to work less hours and be paid less to pursue other activities or passions    * * 
I prefer to work less hours as I move towards retirement * * * 
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Flexible working: frequently asked questions 
1. Are all employees eligible for flexible working?  

Yes. Any employee can ask for a change in their working arrangements at any time and can make as many requests as they like. Our approach 
is that all roles can have some form of flexible working. There is flexibility of role, schedule, leave and workplace. It is an ongoing conversation 
where people leaders and their teams can discuss options and what works best for them. Employees do not have to provide a reason why they 
want flexible working arrangements.  

 
2. How do I know what flexible working is right for me?  

Have a look at all the options (not exhaustive) and consider what could work for you. Things to consider are: 
• Preferred working style – with others or alone 
• When you are most productive, e.g. early mornings or later in the day 
• What your commitments are outside work such as hobbies, lifestyle pursuits, travelling plans or family responsibilities 
• Are you impacted by school holidays? 
• Are there cultural events or holidays you observe? 
• How you (and a partner) care for children or elderly 
• If you have any special needs, or are working towards retirement  
• If you are wanting to work less days/hours or have reduced responsibilities 
• Commuting time.  

 
3. Who approves an application for flexible working? 

In the first instance employees should have a conversation about flexible working options with their people leader. Informal or ad hoc 
arrangements can be approved by people leaders, usually an email request and confirmation is all that’s required. If the request requires a 
change to work hours or number of days worked arrangement and impacts pay then this requires a variation to the employment agreement 
and is approved by your manager - this includes 9 day fortnights and 4 x 10 hour days. When the arrangement is formal (and impacts the 
calculation of pay) then a request must be made through the Request for flexible working form and formal approval is given in writing by the 
manager within one month of the written request. The Treasury delegations policy allows most people with manager in their title to approve a 
formal and ongoing flexible working arrangement which requires a variation to an employment agreement. Sabbatical leave will always require 
Deputy Secretary approval.  
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4. What happens if your people leader does not approve a flexible working request? 

In most cases there will be some flexible working options available to everyone, some roles support more flexibility than others. Ensure there 
is an open and ongoing conversation about what options could work. If support to address concerns is required contact People and Wellbeing 
for advice. There are reasons for a people leader to decline flexible working requests and these are set out in the Flexible working policy found 
under Flexible working in Huihui and in section 69AAF of the Employment Relations Act 2000 (Grounds for refusal of request by employer). 

 
5. Can a formal flexible working arrangement be changed – one where there was a variation made to the employment agreement? 

Yes, if either the employee or people leader wants to change the arrangement this needs to be discussed and agreed by both parties as neither 
party can make the change on their own without agreement from the other. 
 

6. Can an informal flexible working arrangement be changed? 
Yes, this is able to be changed if the arrangement no longer works for the individual, team or the Treasury. All informal, regular or ad hoc 
arrangements which do not require a variation to an employment agreement can be reviewed by people leader at anytime if circumstances 
have changed, e.g. decline in performance, change in team dynamic etc. This will always be discussed with the employee and reviewed when 
circumstances change again. 
 

7. When working from home or another locations away from the office, how do people leaders and employees assess potential health & safety 
and security risks? 
The Treasury, as an employer, has a number of responsibilities under the Health and Safety at Work Act 2015. These responsibilities include a 
duty to ensure, so far as reasonably practicable, the health and safety of employees while at work, or undertaking work for the Treasury. This 
duty applies not only to employees who work on the Treasury’s premises, but also extends to employees when they are working remotely. 
When discussing a request explore potential health & safety and security risks, by reviewing the Annex 2: Working Remotely Checklist in the 
Treasury Corporate Policy: Health and Safety on page 37 & 38. Any concerns should be addressed and agreement reached in writing about how 
these concerns can be managed to ensure safe working remotely. This should then be saved to the employees ER file. 

 
8. It is possible to compress the working day by taking out all rest breaks and leave work early? 

Rest breaks are in place to ensure the wellbeing of people.  It is important that we have an opportunity to take time out during a working day. 
The Treasury will not agree to a working arrangement that does not allow for rest breaks. This is a legal requirement and not negotiable. 
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9. What about informal requests at short notice e.g. calling in the morning to ask to work from home? 

The ongoing conversation between people leaders and team members should include whether or not flexibility to work from other locations 
including home is an option and how much notice is given is between the people leader and their team. Ideally it will be workable in most 
situations.   

 
10. What if a people leader agrees to an informal or regular flexible working arrangement, but then needs the employee to attend work at the 

Treasury? 
The people leader should give as much notice as possible if an employee is needed on site on an agreed flexible work place day, i.e. they are 
working from home. The employee is not required to attend work if it is a scheduled day off in a formal arrangement. 

 
11. What if a people leader has declined a flexible working arrangement request and the employee goes ahead anyway? 

The people leader needs to discuss this situation with People and Wellbeing. 
 

12. How does a people leader measure what is being achieved at home? 
Through establishing clear expectations and responsibilities, having effective performance, development and growth conversations and 
ensuring the Treasury performer status is maintained. See the Treasury Performance Framework for any assistance with the conversations. 
Make sure team members are aware of the technology available and know how to use it and where to get assistance. 

 
13. How does a people leader ensure employees are not overworking when working from home? 

If a people leader has concerns that the employee is overworking, then this should be discussed together, identifying why this is occurring and 
what actions can be taken. 

 
14. If an employee applies for a new position (including rotation requests) within the Treasury will their flexible working arrangement continue? 

Yes in most cases arrangements should be able to continue. If this is not possible, then other flexible working arrangements will be considered, 
discussed and agreed. 

 
15. If an employee is working from home and needs to attend a meeting in town will the Treasury pay for a taxi ride or for car parking? 

People need to schedule meetings (external in particular) on days they are working at the Treasury.  In principle the Treasury will not provide 
reimbursement for taxis or car parking.  People leaders have the discretion to approve reimbursements on a case by case basis.    
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Employment Conditions, including pay 

 
16. Do employees get paid for a statutory holiday day if this day falls on their normal day off? 

No. 
 

17. Can employees apply for leave without pay to work for another employer? 
Not normally. If employees want to do this they will need to discuss their particular circumstances with their people leader and People and 
Wellbeing. 
 

18. What happens to employment service during the period an employee is on leave without pay or sabbatical leave? 
LWOP for more than one month interrupts but does not break continuous service.  This means tenure based entitlements such as sick leave 
and annual leave will not accrue and long service leave and redundancy service accrual will be extended by the period of approved LWOP. 

 
Device Related Questions 

 
19. Who is going to pay for home broadband connection and usage? 

It is the employee’s responsibility to pay for their broadband connection and usage. 
 

20. Will the Treasury set up office facilities at home? 
It is the employee’s responsibility to set up their own home office space.  Treasury will not physically set up office facilities, nor pay for office 
equipment such as desk, chairs, printer etc.  HR can provide advice on workstation set up and OOS prevention. 

 
21. Do employees need a 4G data sim? 

You would use a 4G data sim in times of when Wi-Fi is not accessible, 4G data sims can be obtained through Helpline@cass.govt.nz at the 
manager’s discretion. 
 

22. Can employees have a docking station at home?  
No, this is not usual practise. However if an employee is working from another location for long periods of time, then they should speak to their 
manager about whether an additional docking station could be provided for use in another location such as at home. 
 

 

 

 

20180297 Binder Doc 4
Page 14 of 16



STAFF-IN-CONFIDENCE 

Treasury:3965398v1 STAFF-IN-CONFIDENCE       5 

23. Can employees keep their Tablet computers while they are on parental leave or secondment? 
Yes in most cases they can as employees are encouraged to stay in touch.  
 

 
24. Can employees call IT Service Desk when they are working remotely? 

Employees can call the IT Service desk on 04 917 6300. IT Service desk hours operate between 7.30am and 5.30pm and available after hours 
and emergencies on the same number.   
 

25. How are employees expected to use their device (e.g. surf the internet, store personal information etc)? 
Employees are allowed reasonable and limited personal usage of their devices. Remember that the use of the device is monitored and is subject 
to Treasury’s ICT Usage Policy. If you have a data limit on your home connection avoid accessing sites such as YouTube as streaming video 
content utilise more of your internet bandwidth. 

 
26. Can other people use an employee’s Tablet device? 

No, a Tablet is only for the use of the person it is issued to. In special work circumstances involving collaboration between parties, a non-
Treasury person may be allowed to use the Tablet under the strict continuous supervision of the Treasury employee. 

 
27. How will working from home affect my personal internet bills? 

If you are working remotely you should be aware of and monitor your usage to ensure you do not exceed your internet bandwidth limit. If you 
have an unlimited connection at home, you do not have to consider your usage. 
 

28. How do I access Treasury’s computer system remotely? 
Technical advice on connecting to The Treasury: How to guide: using direct remote access 
Connect to your home Wi-Fi, once joined to a network with internet connection you don’t need to do anything else. Simply connect to your 
applications as you would normally do in the office. 
Remote access – working from a hotel How to guide: Captive Portal 
– If working remotely from a hotel, one additional step must be taken to allow your device to connect to the internet.  
 

29. What happens if the computer equipment is damaged? 
Employees are responsible for due care of government equipment. Employees will report breakages to IT Service Desk. A replacement computer 
will be provided based on the employee’s need. 
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30. What happens if employees lose their device or if it is stolen? 

Employees are responsible for due care of government equipment. The employee must report loss or theft as soon as possible to IT Service 
Desk. If the employee is not certain that the tablet was powered off or hibernating when lost or stolen, the incident should be treated as an 
emergency: phone 04 9176300 in order to have the computer’s access disabled. A replacement computer will be provided based on the 
employee’s need. Further information is found in the Information Technology (IT) Acceptable Use Policy in Huihui under the Security Policy. 

 

Forms and further information 

When you are formalising a flexible arrangement, there are a few requirements to take into account. These are all found in the Flexible working page 
in Huihui. 

• Working Remotely Checklist in the Treasury Corporate Policy: Health and Safety  

• Flexible working policy  

• Performance Development Growth Conversations - People Leader Navigator: 3672723  

• Performance Development Growth Conversations - Employee Navigator: 3672720 

• Treasury Performance Framework  
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