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Test your knowledge 

	1. What is the purpose of the Official Information Act?
· To make all agency information available to the public.
· To withhold information from the public unless there is a good reason to release it.
· To make positive agency information and stories available to the public.
· To make information available to the public unless there is good reason under the OIA to withhold it.

	
	2. How much time does the agency have to respond to an OIA request (unless extended)?
· 4 weeks
· 20 working days
· 7 working days
· 15 working days

	
	3. Visitors in New Zealand cannot apply for information under the OIA.
· True
· False

	
	4. You have received requests for the following information. Which requests do you think can be classified as ‘official information’? 
· Personal details of another individual
· Security surveillance footage of the agency’s foyer
· Agenda and minutes from a departmental meeting
· Court records

	
	5. Below are the phases of handling an OIA request. Arrange them in the correct order.
· Request is received
· Scope
· Acknowledge
· Manage
· Assess
· Collate
· Approve and release


Notes:
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	
	6. After the initial assessment of the OIA request, what should you do in each of the following circumstances?
· OIA request is large or complex
· Information requested can’t be identified or needs clarification

	
	7. The Minister approves content of Ministerial OIA responses.
· True
· False

	
	8. The Minister’s office approves the content of agency OIA responses.
· True
· False



Notes:
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	

Check your answers
	1. What is the purpose of the Official Information Act?
· To make information available to the public unless there is good reason under the OIA to withhold it.

	
	2. How much time does the agency have to respond to an OIA request (unless extended)?
· 20 working days

	
	3. Visitors in New Zealand cannot apply for information under the OIA.
·  False

	
	4. You have received requests for the following information. Which requests do you think can be classified as ‘official information’? 
· Personal details of another individual
This is classified as ‘official information’.
If someone requests personal information about another person, that is dealt with under the OIA.  However, if someone requests personal information about themselves, that is dealt with under the Privacy Act.
· Security surveillance footage of the agency’s foyer
This is classified as ‘official information’.
Section 2 of the Act states that any information recorded or stored by means of any tape-recorder, computer or other device is official information.
· Agenda and minutes from a departmental meeting
This is classified as ‘official information’.
Section 2 of the OIA defines official information as any information held by a department, and defines department as a government department named in Part 1, Schedule 1 of the Ombudsmen Act 1975 (other than the Parliamentary Counsel Office).
· Court records
This is NOT classified as ‘official information’.
Requests for information held on a court record are not OIA requests.  This is because the courts, and tribunals (acting in their judicial capacity), are specifically excluded under sections 2(6)(a) and (b) of the OIA.  An application to search a court record must be made in writing to the Registrar of the applicable court or tribunal.  The request must state why the information is being requested and what the intended use of the information is.

	
	5. Below are the phases of handling an OIA request. 
· Request is received
· Acknowledge
· Scope
· Collate
· Assess
· Manage
· Approve and release

	


	6. After the initial assessment of the OIA request, what should you do in the following circumstances?
· OIA request is large or complex
Consider contacting the requester to ask them to refine the request to make it more manageable.  
Consider charging the requester for provision of the information.
Consider extending the time limit for making a decision on the request.  Extensions can only be made on the grounds in the Act. 
· Information requested can’t be identified or needs clarification
If you can’t identify what information is being requested, or the OIA request is not clear, you should contact the requester to define or clarify the request.  You must seek to clarify the OIA request within 7 working days of receiving it to restart the 20 working days for responding.

	
	7. The Minister approves content of Ministerial OIA responses.
· True

	
	8. The Minister’s office approves the content of agency OIA responses.
· False
The Minister’s office may review all responses under the ‘no surprises’ approach but they do not approve them.  The Minister’s office may be more widely consulted if the request involves government policy or Ministerial initiatives.  In some cases, it may be appropriate for the agency to transfer the request to the Minister if it is for Ministerial information, such as Cabinet papers and briefings.



Congratulations!
You have completed the training module on the Official Information Act.
You can find more information on the Official Information Act by going to:
State Services Commission website
Office of the Ombudsman website
New Zealand legislation website.
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Official Information Act (OIA)

This presentation aims to teach you about: 



the role of the OIA in enabling New Zealanders to participate in their democracy, and 



how to handle requests for information under the OIA.
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Official Information Act (OIA)

This presentation aims to teach you about: 

the role of the OIA in enabling New Zealanders to participate in their democracy, and 

how to handle requests for information under the OIA.











Offcial information Act (O1A)
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Learning objectives

Responding to requests for official information is a legal and constitutional obligation.  It is 

important for all State services employees to understand the OIA and the processes involved.

By the end of this presentation, you should be able to:



Explain the OIA’s intent and purpose



Understand the processes for responding to a request for information, including time limits 



Understand how to handle a request that may need substantial collation or research to 

respond.
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Learning objectives

Responding to requests for official information is a legal and constitutional obligation.  It is important for all State services employees to understand the OIA and the processes involved.

By the end of this presentation, you should be able to:

Explain the OIA’s intent and purpose

Understand the processes for responding to a request for information, including time limits 

Understand how to handle a request that may need substantial collation or research to respond.







Learning. ummms





image4.emf
What is the OIA 

and why is it 

important?



“Official information” means any information held by an 

agency that is subject to the OIA.  



This includes Ministers of the Crown acting in their official 

capacity, government departments, District Health Boards, 

schools, universities, polytechnics and wānanga, Crown 

entities, Crown agents, and state-owned enterprises 

amongst others.  It doesn’t include a court or a tribunal 

(acting in their judicial capacity), or a Royal Commission.



The OIA is an important part of New Zealand’s constitution.  



Access to official information allows New Zealanders to 

participate in our democracy, and hold government and 

State sector agencies to account.  



The purpose of the 

OIA is to make 

information available 

to the public unless 

there is good reason 

for withholding it.
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What is the OIA and why is it important?

“Official information” means any information held by an agency that is subject to the OIA.  

This includes Ministers of the Crown acting in their official capacity, government departments, District Health Boards, schools, universities, polytechnics and wānanga, Crown entities, Crown agents, and state-owned enterprises amongst others.  It doesn’t include a court or a tribunal (acting in their judicial capacity), or a Royal Commission.

The OIA is an important part of New Zealand’s constitution.  

Access to official information allows New Zealanders to participate in our democracy, and hold government and State sector agencies to account.  



The purpose of the OIA is to make information available to the public unless there is good reason for withholding it.
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Reasons for 

withholding 

information

Reasons for withholding information are in sections 6, 7 and 9 of 

the Official Information Act and include:



National security or defence of New Zealand, and 

international relations 



Maintenance of the law and the right to a fair trial



Damage to New Zealand’s economic interests



Protecting:



Constitutional conventions regarding the confidentiality of 

advice tendered by Ministers and officials



The privacy of individuals 



Health and safety of the public



Commercial information



Legal professional privilege



One of the 

foundations of the 

OIA is the principle 

of availability.  This 

requires information 

to be made available 

unless there is a 

good reason for 

withholding it. 

When withholding information under any of the section 9 withholding 

grounds, a ‘public interest test’ must also be applied. Agencies must balance 

the public interest in disclosing information against the need to withhold it. If 

the public interest in the information outweighs the harms that may arise if 

the information was released, the information should be released.  (See the 

Ombudsman’s guide to the public interest test).
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Reasons for withholding information

Reasons for withholding information are in sections 6, 7 and 9 of the Official Information Act and include:

National security or defence of New Zealand, and international relations 

Maintenance of the law and the right to a fair trial

Damage to New Zealand’s economic interests

Protecting:

Constitutional conventions regarding the confidentiality of advice tendered by Ministers and officials

The privacy of individuals 

Health and safety of the public

Commercial information

Legal professional privilege

One of the foundations of the OIA is the principle of availability.  This requires information to be made available unless there is a good reason for withholding it. 

When withholding information under any of the section 9 withholding grounds, a ‘public interest test’ must also be applied. Agencies must balance the public interest in disclosing information against the need to withhold it. If the public interest in the information outweighs the harms that may arise if the information was released, the information should be released.  (See the Ombudsman’s guide to the public interest test).
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What can official 

information 

include?



All information held 

by an agency subject 

to the OIA, or a 

Minister of the 

Crown in their official 

capacity, is official 

information. 

Personal 

information about 

another person

Written 

documents

Information in 

officials’ memories

Meeting agendas 

& minutes

Internal policies 

& guidelines 

Emails and text 

messages 

Video 

&

sound 

recordings
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What can official information include?

All information held by an agency subject to the OIA, or a Minister of the Crown in their official capacity, is official information. 





Personal 

information about another person



Written documents



Information in officials’ memories



Meeting agendas 

& minutes



Internal policies & guidelines 



Emails and text messages 



Video & sound recordings
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Who can make a 

request?



Anyone who is in New Zealand can make an official 

information request – whether they are a citizen, 

permanent resident or otherwise.  



A visitor can apply if they are in New Zealand. 



New Zealand citizens or permanent residents can apply 

even if they are overseas.



Corporate bodies either incorporated in, or with a place of 

business in, New Zealand can also request information 

under the OIA.
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Who can make a request?

Anyone who is in New Zealand can make an official information request – whether they are a citizen, permanent resident or otherwise.  

A visitor can apply if they are in New Zealand.  

New Zealand citizens or permanent residents can apply even if they are overseas.

Corporate bodies either incorporated in, or with a place of business in, New Zealand can also request information under the OIA.
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Minister and 

agency official 

information 

requests

Agency OIA requests

These are requests to the agency.  The response 

will be approved and signed by a delegated officer 

in the agency.

Ministerial OIA requests

These are requests to a Minister.  An agency may 

be asked to prepare the response, but it will be 

approved and signed by the Minister.

When to transfer all or part of an OIA request to the Minister (s14 of the OIA)



The requested information is not held by the agency but is believed to be held by the Minister.



The requested information is believed to be more closely connected with the functions of the 

Minister.



The need for transfer is decided on the facts of the particular case and in consultation with the 

Minister’s office.

Under s14 the agency can also transfer all or part of a request to another agency if the information 

requested more closely aligns to the functions of that agency.

SSC has guidance on its 

website on how to transfer 

a request.
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Minister and agency official information requests

Agency OIA requests

These are requests to the agency.  The response will be approved and signed by a delegated officer in the agency.



Ministerial OIA requests

These are requests to a Minister.  An agency may be asked to prepare the response, but it will be approved and signed by the Minister.





When to transfer all or part of an OIA request to the Minister (s14 of the OIA)

The requested information is not held by the agency but is believed to be held by the Minister.

The requested information is believed to be more closely connected with the functions of the Minister.

The need for transfer is decided on the facts of the particular case and in consultation with the Minister’s office.

Under s14 the agency can also transfer all or part of a request to another agency if the information requested more closely aligns to the functions of that agency.





SSC has guidance on its website on how to transfer a request.
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Consulting the 

Minister on 

agency OIA 

requests



Some examples of when the Minister may need to be consulted:



To decide whether a request needs to be transferred to the Minister



When the “good government” withholding grounds are being 

considered.



A request that relates to the functions or activities of the Minister



A request that relates to Cabinet material



A request that is sensitive or controversial. 



Notify the Minister about decisions on agency OIA requests 

under a “no surprises” approach where the information is:



Sensitive or controversial in nature



Likely to be published in the news media or debated in the House.



Factor consultation requirements into your working day count  

and liaise with the Minister’s office to determine if an extension 

may be needed.



Keep accurate records of any interactions with the Minister in 

relation to the OIA request.



Some OIA requests 

received by an 

agency will need to 

involve the 

responsible Minister.

SSC has guidance on its website on Minister and agency official 

information requests.
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Consulting the Minister on agency OIA requests

Some examples of when the Minister may need to be consulted:

To decide whether a request needs to be transferred to the Minister

When the “good government” withholding grounds are being considered.

A request that relates to the functions or activities of the Minister

A request that relates to Cabinet material

A request that is sensitive or controversial. 

Notify the Minister about decisions on agency OIA requests under a “no surprises” approach where the information is:

Sensitive or controversial in nature

Likely to be published in the news media or debated in the House.

Factor consultation requirements into your working day count  and liaise with the Minister’s office to determine if an extension may be needed.

Keep accurate records of any interactions with the Minister in relation to the OIA request.

Some OIA requests received by an agency will need to involve the responsible Minister.



SSC has guidance on its website on Minister and agency official information requests.
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Requests for 

personal 

information



The OIA includes 

provisions which 

protect information 

where this is 

necessary in the 

public interest or to 

preserve personal 

privacy.

People can also ask 

for personal 

information about 

themselves.  These 

requests are dealt 

with under the 

Privacy Act 1993.

Requests for 

personal 

information about 

another person are 

dealt with under 

the OIA.

If you are not sure which Act applies, seek legal advice.
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Requests for personal information

The OIA includes provisions which protect information where this is necessary in the public interest or to preserve personal privacy.





People can also ask for personal information about themselves.  These requests are dealt with under the Privacy Act 1993.

Requests for personal information about another person are dealt with under the OIA.



If you are not sure which Act applies, seek legal advice.
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OIA response 

time limits

If a request can be processed before the maximum 

time limits in the OIA, it should be.



The working day count starts the day after a request is 

received by an agency.



A decision must be provided to the requester within 20 

working days unless the agency extends the time limits.



If the agency decides to transfer the request, a decision 

should be made within 10 working days of receipt of the 

request.



The time limits can be extended in some circumstances.



The requester must be told of any extension and the 

reasons for it.



If a request is refined within 7 working days it can be 

treated as a new request.



We must make and 

communicate a 

decision on an 

official information 

request as soon as 

reasonably 

practicable.

SSC has guidance on its website on how to transfer a request and extensions.

The Office of the Ombudsman has a calculator to help you work out when 

the 20 working day count ends.
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OIA response time limits

	If a request can be processed before the maximum time limits in the OIA, it should be.



The working day count starts the day after a request is received by an agency.

A decision must be provided to the requester within 20 working days unless the agency extends the time limits.

If the agency decides to transfer the request, a decision should be made within 10 working days of receipt of the request.

The time limits can be extended in some circumstances.

The requester must be told of any extension and the reasons for it.

If a request is refined within 7 working days it can be treated as a new request.

We must make and communicate a decision on an official information request as soon as reasonably practicable.







SSC has guidance on its website on how to transfer a request and extensions.

The Office of the Ombudsman has a calculator to help you work out when the 20 working day count ends.
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Receiving OIA 

requests



There is no set way in which an official information request 

can be made, but the requester must identify the 

information requested with ‘due particularity’ (section 12 

of the OIA).



A request does not need to be in writing or need to refer to 

the OIA, but you can ask for a request to be put in writing if 

it is necessary for clarification.



If the request is made verbally, it is best practice to write to 

the requester promptly to confirm what you understand is 

being requested.

Features of a request that lacks ‘due particularity’:



You cannot identify a topic or issue the request is about



There is no date range or anything with which you could use to begin to scope the request i.e. all 

information about ‘x’



It is so vague that you are unsure whether the person is asking for information or providing 

information
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Receiving OIA requests

There is no set way in which an official information request can be made, but the requester must identify the information requested with ‘due particularity’ (section 12 of the OIA).

A request does not need to be in writing or need to refer to the OIA, but you can ask for a request to be put in writing if it is necessary for clarification.

If the request is made verbally, it is best practice to write to the requester promptly to confirm what you understand is being requested.



 

Features of a request that lacks ‘due particularity’:

You cannot identify a topic or issue the request is about

There is no date range or anything with which you could use to begin to scope the request i.e. all information about ‘x’

It is so vague that you are unsure whether the person is asking for information or providing information
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Clarifying an 

information 

request

Ensure a request is clear and specific



If you can’t identify what information is being requested, or 

the request is not clear, you should contact the requester 

to define or clarify the request.  



Try to find out:



What the requester wants to know



The specific types of documents the requester is looking for or 

perhaps isn’t aware of



Any time pressures the requester has (you might be able to 

send the response in stages).



You must seek to clarify the OIA request within 7 working 

days of receiving it to restart the 20 working days for 

responding.



Keep records of your consultation and confirm any changes 

to the request in writing to the requester.



Requests need to 

have enough detail 

to identify what 

information the 

requester needs.

SSC has guidance on its website on contacting requesters.
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Clarifying an information request

Ensure a request is clear and specific

If you can’t identify what information is being requested, or the request is not clear, you should contact the requester to define or clarify the request.  

Try to find out:

What the requester wants to know

The specific types of documents the requester is looking for or perhaps isn’t aware of

Any time pressures the requester has (you might be able to send the response in stages).

You must seek to clarify the OIA request within 7 working days of receiving it to restart the 20 working days for responding.

Keep records of your consultation and confirm any changes to the request in writing to the requester.



Requests need to have enough detail to identify what information the requester needs.

SSC has guidance on its website on contacting requesters.
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Quick Overview:

Responding to 

OIA requests



Aim to complete the 

first six steps in three 

days

.

Request is 

received .

Does it need to 

be transferred 

(s. 14 of the 

OIA)?  

Allocate 

responsibility.  

Scope 

response

Gather relevant  

information

Assess and 

consult

Extend time 

limit, if 

necessary

Draft 

response

Consult or notify 

the Minister, if 

appropriate

Obtain 

approval

Acknowledge 

request

Establish 

timeline

Send 

response

Consider 

publishing 

response on 

website

20

Meet the 

maximum  

working day time 

limit

Consider 

request and 

who should 

respond

SSC has guidance on its website on processing an Official 

Information Act request.

Note: This slide and/or the one following can be 

replaced with slides outlining your agency’s 

process for handling OIA requests.
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Quick Overview:
Responding to OIA requests

Aim to complete the first six steps in three days.































Request is received .

Does it need to be transferred  (s. 14 of the OIA)?  

































Allocate responsibility.  



 

 

Scope 

response





Gather relevant  information

Assess and consult









Extend time limit, if necessary



Draft 

response

Consult or notify the Minister, if appropriate



Obtain 

approval

Acknowledge request

Establish timeline

 

Send 

response





Consider publishing response on website

20

Meet the maximum  working day time limit

Consider request and who should respond

SSC has guidance on its website on processing an Official Information Act request.









Note: This slide and/or the one following can be replaced with slides outlining your agency’s process for handling OIA requests.
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request 

received

acknowledge scope collate approve & 

release

Contact the 

requester to 

acknowledge that 

the request has 

been received.

assess manage

Review request to 

determine scope, 

size and complexity 

and whether it  

needs to be clarified 

and/or whether the 

time for responding 

needs to be 

extended.

Identify and collate 

all the information 

that falls within the 

scope of the request. 

Review the 

information to 

determine whether 

there are any 

reasons why it 

should not be 

released. 

Identify whether 

the request may 

attract any public, 

media or political 

interest, and 

whether any action 

is required to 

manage it.

Response to 

request is approved 

by the relevant 

delegation holder 

and sent to the 

requester. 

Consider publishing 

response on agency 

website.

After an OIA request is received, there are 6 key stages to preparing the response.  

Consider whether 

the request must be 

transferred to 

another agency or 

Minister (under s. 14 

of the OIA).  

Otherwise follow 

these steps.

SSC has guidance on its website on proactive release of information.
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request received

acknowledge

scope

collate

approve & release

Contact the requester to acknowledge that the request has been received.







assess

manage

Review request to determine scope, size and complexity and whether it  needs to be clarified and/or whether the time for responding needs to be extended.

Identify and collate all the information that falls within the scope of the request. 

Review the information to determine whether there are any reasons why it should not be released. 

Identify whether the request may attract any public, media or political interest, and whether any action is required to manage it.

Response to request is approved by the relevant delegation holder and sent to the requester. 

Consider publishing response on agency website.

 After an OIA request is received, there are 6 key stages to preparing the response.  

 

 

 









Consider whether the request must be transferred to another agency or Minister (under s. 14 of the OIA).  

Otherwise follow these steps.

SSC has guidance on its website on proactive release of information.
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Requests requiring 

substantial 

collation and 

research

Before refusing a request on these grounds, you must consider 

whether the following would enable the request to be 

granted:



Contacting the requester to ask them to refine the request 

to make it more manageable.  



If a request is refined within 7 working days it can be treated 

as a new request.



Charging the requester for provision of the information.



Extending the time limit for making a decision on the 

request, but note that extensions can only be made on the 

grounds in the Act.  



Section 18(f) of the OIA 

provides that a request 

may be refused if “the 

information requested 

cannot be made available 

without substantial 

collation or research”.

SSC has guidance on its website on information requests requiring 

substantial collation or research.
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Requests requiring substantial collation and research

Before refusing a request on these grounds, you must consider whether the following would enable the request to be granted:

Contacting the requester to ask them to refine the request to make it more manageable.  

If a request is refined within 7 working days it can be treated as a new request.

Charging the requester for provision of the information.

Extending the time limit for making a decision on the request, but note that extensions can only be made on the grounds in the Act.  

Section 18(f) of the OIA provides that a request may be refused if “the information requested cannot be made available without substantial collation or research”.







SSC has guidance on its website on information requests requiring substantial collation or research.
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Review of key 

points



‘Official information’ means any information held by an 

agency that is subject to the OIA, including Ministers of the 

Crown and government departments.



The OIA is founded on the principle of availability, 

information must be made available unless there is a good 

reason for withholding it and information may only be 

withheld on the grounds set out in the OIA. 



Whether it’s an agency or a Ministerial OIA request, there 

are 6 key stages to preparing a response once it is received:



Scope



Acknowledge 



Collate



Assess



Manage



Approve and release.



A decision must be provided to the requester no later than 

20 working days unless the time limits are extended.

For more information on handling an 

OIA request go to SSC’s website: 

http://www.ssc.govt.nz/official-

information-guidance
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Review of key points

‘Official information’ means any information held by an agency that is subject to the OIA, including Ministers of the Crown and government departments.

The OIA is founded on the principle of availability, information must be made available unless there is a good reason for withholding it and information may only be withheld on the grounds set out in the OIA. 

Whether it’s an agency or a Ministerial OIA request, there are 6 key stages to preparing a response once it is received:

Scope

Acknowledge 

Collate

Assess

Manage

Approve and release.

A decision must be provided to the requester no later than 20 working days unless the time limits are extended.

For more information on handling an OIA request go to SSC’s website: 

http://www.ssc.govt.nz/official-information-guidance
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