[IN CONFIDENCE RELEASE EXTERNAL]

Inland Revenue
Te Tari Taake

08 May 2023

Dear

Thank you for your request made under the Official Information Act 1982 (OIA), received
on 11 April 2023. You requested the following (numbered for ease of response):

1. Does your department provide office space to a union?
a. If yes, which Union is it and do they pay for the office space?
b. If yes, how much does the Union pay for the office space?
c. If no, what is the rental value of the office space given to Union?

2. Please provide us with your department’s current working from home policy.

3. How much does the department pay to rent its offices?

4. What is the current staffing occupancy of level of your offices?

5. How much has the department spent on stationary in the last 12 months?
Please provide a breakdown of costs.

6. How much does the department spend on newspaper and magazine

subscriptions? Please provide a breakdown of costs.

Question 1: Does your department provide office space to a Union?
Inland Revenue does not provide any office space to Unions.

Question 2: Please provide us with your department’s current working from
home policy.

Please see attached a copy of Inland Revenue’s work from home policy. The attached
document contains information that is outside the scope of your request. This information
has not been considered for release and has been withheld as “"Not in scope”.

Question 3: How much does the department pay to rent its offices?

For the period from 1 April 2022 to 31 March 2023, Inland Revenue has spent $24,125,000
on accommodation rent for 30 leased buildings.

Question 4: What is the current staffing occupancy of your offices?

The following table below outlines the number of staff in each office.

Office Number of Staff

1 Victoria Street 5
110 Featherston 179
306 Cameron Road 211
5-7 Byron Avenue 358
74 Moorhouse Ave 79
95 Customhouse Quay 104
Page 1 of 3 Ref: 2301A2034

www.ird.govt.nz



[IN CONFIDENCE RELEASE EXTERNAL]

Office Number of Staff

Aoraki House 8
Ascot House 90
Blanchfield House 17
Christchurch Mid City 196
Civic House 30
Devon Street East 21
Freyberg building 683
Garnett Building 299
Grey Street 13
Hastings Street 82
Home Straight 348
Jepsen Grove 257
Offsite/external secondment NZ/working remotely 17
Osterley Way 468
Oterewa House 26
Philip Laing House 129
Pukaki Centre 21
Russley Road 370
Victoria Ave 217
Grand Total 4228

Question 5: How much has the department spent on stationery in the last 12
months? Please provide breakdown of costs.

For the period 1 April 2022 to 31 March 2023, Inland Revenue has spent $127,000 on
stationery. The primary areas of stationery expenditure were: $25,000 for paper; $29,000
for notebooks, pads and envelopes; $11,000 for pens, markers, and highlighters; and
$8,000 for lanyards and access card holders.

Question 6: How much does the department spend on newspaper and magazine
subscriptions? Please provide a breakdown of costs.

Inland Revenue’s financial systems do not categorise expenditure specifically on
newspapers and magazines, therefore your request is refused under section 18(g) of the
OIA, as the information is not held by Inland Revenue, and we do not believe it is held by
another agency.

However, we estimate that our expenditure on print-based newspapers and magazines is
under $2,000 per annum. At an aggregated level we have spent $151,000 for online
newspapers, online magazine subscriptions and online subscriptions in the period 1 April
2022 to 31 March 2023. The main expenditure items include $88,000 for an international
legal and tax subscription service for books and journals, $27,000 for a tax journal service
and $16,000 for a legal publications and journal service.
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Right of Review

If you disagree with my decisions on your OIA request, you can ask an Inland Revenue
review officer to review my decisions. To ask for an internal review, please email the
Commissioner of Inland Revenue at: CommissionersCorrespondence@ird.govt.nz.

Alternatively, under section 28(3) of the OIA, you have the right to ask the Ombudsman
to investigate and review my decision. You can contact the office of the Ombudsman by
email at: info@ombudsman.parliament.nz.

If you choose to have an internal review, you can still ask the Ombudsman for a review.

Publishing of OIA response

Please note that Inland Revenue regularly publishes responses to requests that may be of
interest to the wider public on its website. We consider this response is of public interest
so will publish this response in due course. Your personal details or any information that
would identify you will be removed prior to it being published.

Thank you for your request.

Yours sincerely

Helen Greaves
Acting Domain Lead, People Operations and Policy
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Topic 5 - Flexible Working PEOPLE POLICIES AND GUIDELINES

Working from Home Guidelines &
n to wof;kmg

These guidelines provide information and expectations |n orki
away from an IR office (particularly from home) and o @ e prQCeSis\féf
establishing working from home arrangements. \ \// 4

- = -

Note: These guidelines apply to working from home in the c \e\x\/@f normal busmess Meratlons In the
event of any crisis or emergency or forced building closurele espon nd what that might mean
in relation to viable work locations and arrangements ﬂL be etermine ch)f specific business
continuity planning for the event. IR’s Adverse Eve |d;ellnes provide information on attendance and

leave when an adverse event impacts the ability to he ofﬂcé ( mediate or short-term response).

NN
It’s important that our people feel com@, include an&@a@e a sense of belonging no
matter where they work. Any arrangements need to e individual, team, and business

needs. %ﬁ
/) O\
Flexible location (as descr r poli ) is only one type of the broader options that fall
under the banner of erX|b/Le WO &\to/t/he options that might be available in
=

relation to where work IS perfprmed

As far as ‘work lo is primarily an office-based organisation, with
most people wor ost of the ti n an IR office. Working all your working hours from
home is un %@ eet IRss needs. This is consistent with government expectations
and we being m ‘the office and connecting face-to-face has lots of benefits to the
way as Wer | as supporting important social interaction. An office presence
is pa o{ hdw we Jaest ”ce the needs of our internal and external customers/stakeholders
and deliver on u\smga/s?s riorities.

 doesn't automatically change your existing arrangements regarding your
w and hours of work.

Working fr
workin

Reque sor flexibility in work location, just like other types of flexibility will be considered on

N

case by case basis and can be formal and informal, as covered in the policy, and the formal
and informal guidelines.

If having reviewed the relevant policy and guidelines you have any questions around working
from home, you should talk with your leader. You can also seek advice from your union both
generally and in relation to a particular request etc.

Leaders can seek advice from People & Workplace Services: Notin scope




If there is any doubt about whether the working from home arrangement needs to be
formalised or not, or for any support needed around flexible working.

Flexible location options

At IR the office is the default, starting position for work location. The most common alternati

to this is working from your own home (in fluid/ad-hoc or more formal/structured ways) &

as such, that is the primary focus of these guidelines: (C
P ry g \\/>

N
r Workin%@gy\fbm the offrs%

Working from the Working from an Working fro@e Wor elsewhere:
designated Inland alternative Inland = e e
- Revenue office @ yo ed workplace/s

Revenue office O /\

o Lo\ (\_))

coutside of a , but not in the
ions that m ur from time to time e.g.

e more € ing in nature e.g. working
in sup of @ regular commuting

Working elsewhere. These arrangements to w
home, are often informal short-term practical i;.)

from a library, airport lounge etc. They co
regularly in a ‘business hub’ type environ

arrangement. %//

In all cases our normal confidentiglity and privac uirements, Code of Conduct expectations
and health and safety standar be met,/gig d to make sensible decisions and be
mindful of how private an \K/V(‘ment is, in relation to the appropriateness
of working and what kin é//w can t% e. Laptop privacy screens may be a consideration

as they make it virtu e other than the laptop user to see the screen.

sible %
Working from tefnative l%fé . This practice often occurs as a brief, business as

usual, practicality travelling for work. You may seek to work in another town/city where

IR has an offi ause yownneed>to be in that location for a short period. Any more enduring
change t i ocation e a formal change to terms and conditions.

Q __‘-
Wo%]g fr@ 1pome

Note: In mo Ya;é;zn'y arrangement will relate specifically to a single home (generally your own

residence)s ent may span multiple homes e.g. a main home and holiday home etc. or the
‘home/, te to where you live e.g. parents’ house rather than the flat you live in. Some ad-hoc
re y involve working from another person’s home e.g. 2 weeks in another city working from

p r@' ome while a parent is in hospital etc.

What matters is that these details around ‘where’ the work is being done are discussed, and understood
by both parties to ensure comfort with the location/s and to ensure that appropriate arrangements are in
place (e.g. H&S, information security, suitable connectivity/Wi-Fi, distraction free etc).

WHAT WORK CAN BE DONE FROM HOME?

The ability to perform some work from home, lends itself to a wide range of roles.

Generally, the type of work which could be performed from home doesn’t need a high level of
face to face interaction with customers/stakeholders or collaboration with team members,




doesn’t rely on technology that is only available in the office, and can be effectively performed
from different locations. The ability to work from home often depends on the work you are
doing, meaning some but not all aspects of the role may be possible to perform from home.

Ever-improving technology supports effective and productive working from home practices and
helps bring together those working in various work locations.

Working from home requires trust and professionalism and the specific arrangements need to
meet individual, team, and business needs. Different business areas have different business
needs, meaning there will be variation around how working from home might work acros

New staff members may need more time in the office initially to suppo wledge tran?f}er
and may need team members in the office to support their induction \\/
IR has considered business and customer needs and is of the an overall I force
composition that on balance is primarily office based is requnre t means f es within

that parameter are more likely to be able to be met. * —

Working from home some of the time is only one of |b]e wo kl\ tlons, and it’s not

for everyone. If you want to work exclusively in an that i te preference.

Various working from @ng
INFORMAL WORKING FROM%% $
ome, where the practice is managed

At IR this is the most common a agh to work|
in a flexible way around the o

Informal changes are wh and co //emaln unchanged and there is no impact on
pay. In the context of wck om ho includes any irregular or short-term
arrangements. It alsc more o arrangements such as ‘fluid days’ where the
office remains the/primary locati e days worked from home are not fixed. The kind of
arrangements th t work may , depending on the type of work you do and business,

n informa ayr ements are reviewed regularly and don’t automatically carry
les Changlng teams while staying in the same role may support a

ion of t e/sa rrangement, however the wider flexible arrangements of the new

team may h act. In both cases you should talk to your leader/hiring manager to
understan Ilcatlons.
Infor king from home requests/arrangements examples!?

( W Those things that pop up for

@ work or personal reasons that e Because the plumber is coming on Monday
\ prompt a one-off request to work | e To focus on finishing a business case for the next
from home. two days.

INote: In both this informal table and the formal table on the following page these are just some possible scenarios
that might trigger requests - this is not an exhaustive list.



A temporary arrangement made
around working from home

(generally a few weeks — 12 e Working from home full-time for the next few
Short-term/ weeks max) weeks to support your partner who will be
recovering from an operation.
For two hours in the evening for the next two
t * d
BNROrREY ) . . weeks, so you can leave the office two hours
(This could potentially be outside early to get the children from the school holiday
of normal informal parameters programme.
but informal because brief)
2
Where you want to work from e Usually work a day or two.from home each v@a/g\
home with some regularity and Thurs/Friday is often th e but may va
flexibility : week to week to me /personal ln
e.g. might need to c iday this

Elud dnys/ because of tea ew staff e@ e you

need to supp 1 eir induction.
e Specific day: d at home
within the context.of plann

e  Where still retaining more

semi-regular time than not in office
(on balance); and

e Days from home are not

- roster ster. Within erahagréement that
;i:nee‘:a(lﬂl;gl;t%l:’nn)qay HHNRRS ther %%gyto work ﬁgen\fﬁpam if primarily in

\ranqement and/or the

PROCESS - See the Flexible Working hub: Requ
7
and relevant templates.

process section of the Informal Flexible Workl

The process is conversation based, so tal @ Iea what you are seeking is the
starting point. You should provide as %q easp s this will support IR’s ability to
accommodate your request) and the ou ome will e appropriately documented.
FORMAL WORKING F J

These types of arrangem e mo n/lng for the business to accommodate (more
at odds with bemg fle angln s needs and/or IR being primarily office based)

and therefore will y exc
Formal changes re terms an ndltlons change or pay is impacted. In the context of

working fro is inclades ny arrangements (beyond temporary/short-term as covered
above) specific se
arran ﬁ'le nd/or
the office-The arr

base to €ither K &

circumstanc

nging business needs and team composition and dynamics then any permanent
round working from home are difficult. The need for flexibility and ‘give and take’
working is well recognised. As such, any formal working from home arrangements
wi be established permanently but rather for a maximum 12-month period (with scope to
mutually agree a further term on completion if the arrangement continues to work for all
parties).

rklng from home are locked in for the term of the

€ arrangement involves more time working from home than in
. s change the terms and conditions around location, from the office
6cation (home and office) or working fully from home in exceptional

7P

With o
decisi

Any formal arrangements established in your current role do not automatically carry over
should you be appointed to a new position. You should talk to your leader/the hiring manager
etc. to understand the scope for flexibility in the new role.

Formal working from home requests/ arrangements examples?



For regular, reoccurring, specific set

days to work from home
e Locking in Thurs/Fri from home

‘ ’ each week as the days you will
Sef /locked work from home and how those
in days Would be sought over fluid arrangements hours will be worked for the
where certainty around days is a agreed term.

requirement.

Where working more time at home than

Majority the office (for ‘set’ days or otherwise). . Seek/ng 3/4/5 days a week fi
home home. _
Within the time period of these arrangements, the agreed term @be varletual
agreement or in line with any variation clause contained in the% nt

PROCESS - See the Flexible Working hub: Requestin [ t and/or the

As with informal requests the process should sta i nversatio AVE A THINK ... TALK
) der IR policy,

Expectations -

AVAILABILITY AN
The flexible working princi hise t \Q\exi/bfe working needs to work flexibly, it

‘requires give and take’. Isit dem d peaks aren’t stable and nor are personal
demands, so workin Yf? m the %} est supported by everyone being open and
adaptable. To ens 2@ provi sential coverage to our emergency response teams

nd Buildin rdens, Duress Team and Site Emergency Teams), it is
ing these roles consider how working flexibly could impact this

‘li: ation see Response Teams on IR sites.
SAI;& ND WELLBEING

Everyoné workj w as a responsibility to ensure a safe workplace and IR has a duty of
care to ens herever a person is working, is safe and healthy. For many at IR this will

be a com

commlt

f working mainly from the office but also some time from home.

Worh@ ome brings both benefits and challenges for health, safety, and wellbeing. The
grﬁ/ k/life balance it offers is really valued by many. It can also introduce other factors
to @ nsidered. The home environment is not a purpose-built workspace like the office so
some find the physical workspace, environment or equipment in their homes doesn’t meet
their needs. Some find it isolating, while for others the line between home and work can
become blurred, with it being hard to switch off when technology allows 24/7 access to work
and the workstation being visible in your home after hours.

Alongside IR’s responsibilities, you also have a legal duty to look out for your own health,
safety and wellbeing, so with any working from home arrangement personal responsibility is
key.



Your workstation: In your home it's expected that your work area is set up to ensure you
can work safely. Your workstation should be arranged so that it is comfortable and
ergonomically sound, and the space should be kept clear and free from obstacles or tripping
hazards. You need to assess your intended workspace and confirm whether it is acceptable

(the Working from Home Checklist supports this and includes workstation set up guidance). A
virtual assessment may be a requirement if you're working predominately at home. If you

move around your home during your workday you must ensure each workspace is hazard free
and ergonomically sound. If you have any concerns around your home workstation, pleascy
discuss them with your leader. /&

Work/non-work injury: If you have an accident whilst working at h ; may be )
considered a work-related incident, however this depends on the ci m§§a ces of fhe mcrdent
and activity being undertaken (work vs non work activities). F%V idents, you shoufd seek

medical treatment if required and report the incident.
{Qur W/orkload and%a};pue/ taking

a(g generally. takJng care of yourself.
n%wellbemg concerns
check out our Hauora

>

tc.

Your wellbeing: You need to ensure you are managin
appropriate breaks/ keeping connected / staying saf
Keeping in touch with your leader can help ensure the

g\ﬁgeason Y

Hub for general wellbeing information and A'P\c ct mfo%a/twn
'l

Online H&S reporting: The H&S rep g%c equireme ts/é%ain the same from home. You
must report any mudents/acudents or omfort usu?g{l{e nline H&S Reporting tool.
Required Working from Hom C\e::kllst (QUI X ink on the Flexible Working hub:
Working from Home paqe)@v e workung from home in any regular way (formally or

informally) must complete the cklist t- of/the approval process. If working from home
continues to be your practheA thls chec@s \V\gll need to be revisited at least annually and/or to

reflect any change in ‘h9}ﬂ§ Iocatlgis\etc> If your working environment is not safe, or you

and if the arrangement isn‘t working for you fo

don’t have the r dvequme his would prohibit your ability to utilise this flexible
working option.

 SEENA
INFOR@X N SECURITY AND PRIVACY

It's |éﬁsortaﬁt you ar yys vigilant about the personal or customer information you are
workm?_;dvlth and the risks associated with that information. We are all required to keep IR
information con |derfual (Section 18, Tax Administration Act). That is a constant, irrespective
of where %\»onrking

When @ ingraway from the office the risk of inadvertently disclosing personal and customer
mferma on to others needs to be carefully managed. This includes ensuring screens aren’t
V|S|ble/ household members don’t have access to your device/ conversations involving
sensitive information can't be overheard/ and IR material is appropriately stored. The normal
expectations around business tools, clear desk practices, passwords etc. and conduct

expectations continue to apply and any data or privacy breaches must be reported through
normal channels.

You need to take care when transporting documents between office and home, ensuring the
documents are secured in a closed bag and that you dispose of IR documents and information
appropriately.



ABLE TO MEANINGFULLY PERFORM WORK

In any working from home arrangements ‘working’ is the key purpose of the arrangement. As
such the ability for you to meaningfully perform work, in a focused way, free of distraction is a
key consideration. It's important both for work quality and productivity and your own health,
safety, and wellbeing that you are not distracted or taking on too much and are taking the
breaks and time for rest and relaxation you need. For that reason, the most appropriate option
in these ‘juggling’ scenarios needs to be carefully considered and may involve a mixed
approach to try to get the balance right.

Caring for dependants <\@ 7

It's important not to treat working from home as a substitute for or dependafpt/(:are
When working from home you will structure any personal/chlldé%r angem s s0' you can
complete your work as you would normally. Trying to manage your normal \ﬁs and the
important but distinctively separate role of caring for chi ?en oydependaﬂt;%the same time,
N \} &

Leaders need to consider on a case by case basi de ree to/v{{ch@y@anmgful work is
possible. It's recognised that from time to t|m may be so/k\\/erlaps particularly in
relation to school holidays or before or a % care. The \teyei of care and attention
required by the dependant (e.g. child’s <§a the d ratkigof the overlap period may
influence the decision. —~ \

It may be that other flexibility ¢ /make these > arr: %/em/ents more feasible. For school
holidays for example, a variati ' "'rt and fmlsh times so some work can be done before
children are awake or afterth in be 1x of/leave and working from home/ mix of
childcare or school hollday programmesiq orking from home around the edges/ using flexi-
credits for some shoﬁte\r days etc

Other flexible op@\ y better \% caring for dependants, for example: part-time hours
t

or using sala rade to purc ase additional annual leave to support having some more leave

to help co chooI poll etc.
Dep ck leave: a/y make sense to work from home when a dependant is unwell

depe ag dn then, f/lllness/lnjury and the extent to which you are actively required to
take on the caring (ql/ef; ou may feel you can work your usual day/hours or only part of them.
You may be t\b'a(_j/ree with your leader regarding a mix of sick leave and working time,
based on h time you were able to work uninterrupted. There is a specific entitlement
to sic e/ egl-;\ich includes care for a dependant) and if active care is required this would be
the/mq\ propriate option.

can compromise both tasks.

Whilé/;//ou are sick or injured
Generally, if you are unwell then you should take sick leave as intended and focus on your rest

and recovery. Irrespective of working from home or not you have the same requirement to
notify your leader as soon as possible.

In some cases, you may feel well enough to work, but want to avoid going into the office to
prevent passing on your illness (e.g. a light cold) or disrupting others (noisy cough etc).
Likewise, you may have an injury that you feel able to work with, but it makes travelling and
getting to the office more challenging so working from home might be more appropriate.



You may be able to agree with your leader to work from home in these types of situations, or
the ability to reflect a mix of sick leave and working time, based on how much time you were
actually able to work.

An arrangement to work from home if you are recovering from an operation, or illness or
injury (with medical certificate clearance that allows you to work from home) may be agreed
on a case by case basis, or form part of a return to work plan.

You should not be working where a medical certificate indicates you are unable to work.

While you are on holiday/ annual leave/ not working 2 ‘ /A&
N \ \_
Technology and working from home arrangements mean our work with us, a \ é
can access it outside of a traditional working window. That doeg’{i%ﬂ n you should /\/ 7
\/

If you're on annual leave you should not be working. Make sure y ake tl@ e>for rest and
relaxation. N s

SECURITY AND ACCESS TO Y

You must not meet with customers or e%mal busmes \cqhtacts or have them visit you in
your home. IR has robust securlti\r;angements nd ﬂt r purpose facilities in the office for

meeting with customers, non- ess con‘(aetS\ your colleagues.

On rare occasions, when yobl orkln home there may be the need for IR/ your
leader/ union representatlves etc to st\ . They would only come into your home with
your permission. ( N ~<

7/ <
COSTS A @ENSES

As noted i ible Wor Policy, there will be no additional compensation or allowance
for expe smg from a-request to work from home, as part of flexible working.

If yo t/to work o@dme and access the wider benefits that flexible working offers, you
won't t%)relmb rsé;d for'general household expenses. Any increases in general household costs
are potentially-c unterbalanced by related expenditure decreases, e.g. parking, travel.

Leaders y@on inue to approve reimbursement for legitimate claims of actual and
reasonable business expenses that arise in the course of your work, e.g. the cost

of Spad oll calls made to customers, on the production of receipts. Your leader needs to
conéidpr the tax status of any claim, and can seek advice from Finance or refer to the Tax

Manual.

Any travel between the home and office is in your own time and your own cost. Exceptions to
this can be considered on a case by case basis (for example if it's pre-agreed that you are
working from home and are then requested by IR to come into the office at short notice, part
way through your working day, then payment of the travel time (T1) would likely be
appropriate).



EQUIPMENT AND TOOLS

IR generally only provides one full set of IT/office equipment. As we are primarily office based
then usually that equipment needs to be in the office.

The equipment and tools required and whether they are provisioned by IR or personally should
be discussed with your leader and considered as part of any request to work from home.
Suitable and reliable network connectivity (with necessary bandwidth for work efficiency) is a
prerequisite for working from home and is at your own cost. It may be achieved via hom

Fi or hotspotting from a personal mobile phone. IR data SIMS are not intended to suppor /%
working from home as they are for brief and occasional use only, wher | Fi netwoi’ks ar

available. %\ y

Some unique set up requirements e.g. a sit/stand desk can onl %r%wded for in th\éofﬁce
and may prevent you from working from home. Employees ma e reques@N reasonable
accommodation(s) to assist in managing disabilities in lin "With the Guidelines.

The Use of Business Tools policy and qwdellnes
home. N

— TN
e to appI when working from

You must take reasonable steps to keep IR’s gy, equ t\and information safe and
in working order. Any IR owned equment{ tﬁ tc.) that y@u are using to support working
from home is IR property and normal proé\& ould be f%\/@d if this equipment is lost,
stolen or damaged. It is insured by IR oes not néﬁo e covered in your personal/home
insurance. -

If unforeseen circumstances <p er outagje Wu— interruption, equipment failure) mean
you can‘t perform your IR  du 'e m home, yOu may need to work from the office (if not also
affected) for the perlod of the cI ruptlo&&g

CONDUCT/ @ITCSRIN K}

When Worklr]@{t/ e you remain bound by our Code of Conduct - Tikanga Whanonga
and our p es\/m{:l guid;alin jﬂﬁe “Making the Right Decision Checklist” in the Code is a
ke sure you/alje doing the right thing and acting with integrity no matter where

you K@wor ing. g'//

N
When wrkmg rom home your system access and use (e.g. START) remains as per the Code,
and your s% actlwty remains monitored at all times.

Accurat }Sﬁe;re orting and ensuring you work the hours you are scheduled and paid to work
each ﬂ{% essential if you are working from home.

///”7 \
/o~ \

{ \

L))

N NS
>/



Leading teams in a split office/home working model can require leading a little differently.

Some tips for leading flexible teams are available on the Flexible Working hub: Tools and
Resources

f Please see IR's Flexible Working hub for the Flexible Working Policy and other related
guidelines and various supporting resources (including those mentior@is docume
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