[IN CONFIDENCE RELEASE EXTERNAL]

19 September 2023

Dear

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

(...) Please supply the following information under the Official Information Act (OIA):

1. Policies guidelines and/or general information provided to IRD employees
regarding working from home or other flexible/remote/hybrid working
arrangements that were in effect before 21 March 2020.

2. Policies, guidelines, and/or general information provided to IRD employees
regarding working from home or other flexible/remote/hybrid working
arrangements that have been put in place or changed on or after 21 March 2020.

3. Policies, guidelines, and/or general information regarding reasonable
accommodations for disabled employees at IRD that were in effect before 21
March 2020.

4. Policies, guidelines, and/or general information regarding reasonable
accommodations for disabled employees at IRD that have been put in place or
changed on or after 21 March 2020.

Flexible working at Inland Revenue

Most working arrangements at Inland Revenue are informal. The balance of home and
office-based hours depends on the employee’s type of work, individual situation, and the
needs of the business.

Inland Revenue employees are generally expected to work in the office more than they
would from home. However, there are no set rules to Inland Revenue’s approach to flexible
working and there are currently no plans to change this.

You can find more information on Inland Revenue’s flexible working approach on our
website at ird.govt.nz.

Items 1to 3

The information you have requested is enclosed. The table on the following page provides
a description of each document being released.

Some information contained in the documents has not been considered for release and
has been withheld as it is not in scope of your request.
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[IN CONFIDENCE RELEASE EXTERNAL]

Question Document Description
Item 1 Appendix Al and Working from Home guidelines from 2018
A2
Appendix A3 Inland Revenue’s Flexible and Remote Working

Policy from 2019

Item 2 Appendix B Inland Revenue’s working from Home Policy from
March 2021
Appendix C1 Inland Revenue’s current Flexible Working Policy
Appendix C2 Informal Flexible Working Guidelines
Appendix C3 Formal Flexible Working Guidelines
Item 3 Appendix D Inland Revenue’s current Disabled Employees

Reasonable Accommodation Guidelines

Item 4

Policies, guidelines, and general information regarding reasonable accommodations for
disabled employees at Inland Revenue have not changed since March 2019. However,
Inland Revenue is currently in the process of revising its guidelines on reasonable
accommodations for disabled employees and it anticipates a new policy and supporting
guidelines will be available in November 2023.

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. I 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

Erina Clayton
Enterprise Leader - People & Workplace Services
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Appendix Al

i i i P Integri
Working from home guidelines it e
13 August 2018

This document outlines Process Integrity’s guidelines for working from home.

You may request to work from home on an ad hoc or regular basis. This must be agreed in advance with your
stream lead, who will set any specific expectations or parameters that apply to your situation.

All working from home arrangements are subject to the following Inland Revenue policies:

. SNQEKDQ fLQm thg g 'dg ines o
When you may be eligible to work from home &
@ter / me’'weather

»

.\ Sick Dependants : = g
If you have a sick child staying at home, he first priority is & your safety,
provided they don't need close attention vever in some circumstances we may
and you can focus on your work. ccommodat: xible.working
angem IR premises or travel
routes are ailable.
'® Dentist/Doctor Appointments @
If you have a check-up or routine sub

ic transport disruption
appointment you may be able to make or ple a strike or network outage.
the time up at home. Where possible you Fyou-have no other practicable way of
shou]d schedule these appointments getting to work, working from home may
outside work hours. e an option.
Q- Waiting for a Tradesman @ LD Er ORI :

You can request to work from home on a
regular schedule that suits you. This is
subject to work requirements (e.g.

If you have to be home to let in repai

men (e.g. plumber or electricia or

netall something. meetings) and limited to one day per
% week.

cific circumstances only)

Illness / injury (spe

As arule, you sh e’sick leave (andnot do any work) when unwell. However under limited
circumstances be able to.work-from home when unwell, injured, or at risk. This may need to be
supported by i ating you are able to work, and it must not compromise your recovery.
Referto t ipporfing lance policy for more information.

Suitabl amples: i hat prevents you from commuting; a cold where you have largely recovered
but i

Q;/
I

Illness j Bad weather

Unleg xception outlined above Unless there is an announcement on the

propriate reasons to work from home

as been approved by your IR Hotline advising you to stay home or
ou should use sick leave when you ﬁ there are extremely bad weather
le to come into the office due to conditions (see above) then you are
$s or injury. expected at work.

Too much work

If your workload is too high, raise this
with your lead. You should not be
working all day and working from home
all night/during the weekend, as that will
only result in burn-out.

When the work requires you to be
present in person

You have to be at work in person for
certain tasks (such as facilitating
workshops or attending meetings). If
in doubt speak with your lead.

Expectations when working from home

e Arrange to work from home in advance. e Be visible: update the PI board, be available in Skype.
e Agree on individual guidelines with your stream lead. e Take lunch and tea breaks as normal.
e Be accessible: forward your extension, log into Skype. e Do not accumulate flexitime credits (IR policy).



Appendix A2

People & Culture

Pimanawa Tangata & Ahurea

Working from Home

IR aims to support our people in balancing their personal and daily work life commitments.
We consider opportunities to provide flexibility around working arrangements to enable business needs to be met and ensure health and safety is maintained.

REMOTE WORKING
Working from home: where an employee is authorised to carry out their normal o

need to complete the Agreement to work from home to support this arrangement. °

BENEFITS

IR duties including normal hours of work, from their home. This may be for some competmg sures on e
or all of the employee’s working hours. This may be an option if a person is sick or e Enables pr

injured and can do some duties from home, or if they are looking after dependants. or when h e cri
Working from home opens up a new range of possibilities for the way our people B Team rs bette
deliver their work, but it also brings new responsibilities for leaders and employees. o Qme

If this is going to be a regular practice or for a long period of time, then you will d

Flexibility around how work i

managed and deadlines met without putting
ees - improve work/life balance.

usmes operations to continue in situations of adverse events

dlines to be met.
lpped to go on the transformation journey.
h fewer distractions to allow greater focus on

viron
erables an
|enc ployees avoid traffic, commuting and related costs.

Some considerations before putting in place:
Security

Environment

Performance

Keeping in Touch

CONSIDERATIONS

One size doesn't fit all, what are the needs of the
business and the employee?

Information and security risk
System access - equipment and availability

Appropriateness for people to work from home?
Recovering from illness, specific project or 5
deadline or adverse events? Q
Suitable home environment - refer to working
from home resources

Employment agreement obligations - Hours,
Flexitime, Overtime, Meal and Rest Breaks
Code of conduct obligations

Expenses incurred - what and how compens

Are there performance or attendance concerns?
How will performance and outputs be monitored?

Communication - how will important information
be communicated? Participation at meetings?

At home your peop!
Be taking thej

connected with you and their colleagues.
about desired behaviours to create a healthy
lace and a healthy individual.
nsider if a working from home agreement will be
required? Will the arrangement be on-going or one

% off?

Remember:
e Take a holistic approach to Health, Safety &
Wellbeing:
— Equipment - ergonomics, posture, movement
and hydration.
— Environment - lighting and noise
— Wellbeing - emotional and psychological
— Provision of support and guidance

RESOURCES

People Policies & Guidelines

Topice: Flexible & Remote Working
Arrangements

e Flexible & Remote Working Arrangements Policy
e Working from home guidelines

P&C Intranet page under Template letters for
leaders Topic: Working from home
e Agreement to work from home

e Working from home assessment form
e Working from home checklist

LearnIR:

e Setting up your workstation
e ACC Habit at work

Resources for your people:

e Working remotely & between sites QRG- a guide
to help people use the available technology and
hardware in IR efficiently while working remotely.
Code of conduct

How To - Working from home and remotely
Information security

IR Policies

Supporting Positive Attendance

Where to go to for further guidance and advice?

You can contact the HR Advice on extension Not in scope




Appendix A3

PEOPLE POLICIES & GUIDELINES

nexeee  FLEXIBLE & REMOTE WORKING

REMOTE

WORKING ARRANGEMENTS POLICY

ARRANGEMENTS

TOPIC:

This policy explains IR’s approach to flexibility and changes to
hours of work and other working arrangements

so long as operational needs are met and health and safety is not adversely affected.

IR supports its people to balance personal and family commitments with their daily work,
Accordingly, IR considers the opportunity for some flexibility around hours and@&

changes in working arrangements.

Flexitime IR and the employee establish a pattern of work hours o &términe the amount\of
(non-standard additional flexibility available around that establishe tter hours (for example, to
working hours) accommodate some flexibility in start and finish times6r ake an occasional or'short-

term change to hours, without the need to seek further agreément from the
leader). O /(\\

Flexible working | There are different ways employees cancréquest & change Umg
arrangements arrangements:

® Request a temporary or p r t vurictlo% rking hours (outside of
the more formal ERA option ). ?

working

days of work
place of work
rt\OAB: for those e
rk i

an employee is authorised to carry out their normal IR
urs of work, from their home. This may be for some or all of
g hours.

Remote working

Co-location: Where an individual employee shares office space with other agencies or
orga io does not include situations where IR shares office space on a team basis

w/i@ nother agency.

<
Me vethis policy

This polic he intent of flexitime, and when and how IR may enter into flexible
workin ote working arrangements with its employees.

this policy applies to
icy and the guidelines which support its application apply to all IR employees,
t the specific details of flexitime. These do not apply to employees on standard
s employment agreements, although the general concept of flexibility around start,
finish and lunch break times still applies.

Many of the commitments around hours of work (especially flexitime) are contained in
employment agreements. Additionally, employees may have individually negotiated
provisions/terms with IR. To correctly identify entitlements and obligations, people
leaders should check the employee’s personnel file and the hard copy version of the
employee’s agreement (including any variations).

UNCLASSIFIED



Specific practice around flexible & remote working

HOURS OF WORK (FLEXITIME & FLEXIBLE WORKING ARRANGEMENTS)

IR recognises the challenge of balancing personal and family commitments with the
requirements of daily work. IR will work with employees to consider a request for
flexibility in work hours, but this is subject to IR’s operational requirements at all times.

Employees can be required to be available at any time within the hours set out in their
current terms and conditions of employment. If hours of work or variations to these ar
documented in writing as a permanent change to terms and conditions-or for a set terr&
these can only be changed by mutual agreement, before any expiry. s to flexi

flexible working arrangements may be limited for rostered emplo

The table above defines different types of arrangements w ide ﬂeXIbI|It o
working hours. Separate guidelines explain the different ¢ s of flexiti and
flexible working arrangements under both Part 6AA and 6AB of e ERA Topic ©)

REMOTE WORKING
Generally, IR expects employees to work out of

IR will give due consideration to an employee sonal cw@n es when considering
allowing them to work remotely. Howev@- only a request if it also meets

the needs of the business and does no he provision of services. If this is the

case, IR may allow, at its sole discr loyees t ¢ in a non-IR office location
(such as working from home or co-| Jonat or permanent basis.

IR must consider whether or employe ing environment meets its
requirements for health a perfor anagement and security of
information.

When working remot yees | g bound by IR’s Code of Conduct, their
employment agre S d IR d guidelines.

If an employ 4 orlsed emotely, the terms and conditions of the
arrangement e formaII mented and include the basis for the arrangement to
come to

HRD WN. Level 5\dutho K is required for hours of work and flexible arrangement related
d h as:

-n ing and-@ p hours of work and flexible working arrangements (including remote
working) Q
- negotiatin g and withdrawing flexitime arrangements or remote working arrangements
- qpprov;nf@ lation of flexitime credits or debits.
Decument Control — v.2 April 2019 (v.1 - 2 March 2016)
~Review dates | Date reviewed: April 2019 Next review date: June 2020
( Policy owner | Employment Relations, Policy & Remuneration Manager, People & Culture
Policy contact | Email the ERP&R team

UNCLASSIFIED



Appendix B

Topic 5 - Flexible Working PEOPLE POLICIES AND GUIDELINES

Working from Home Guidelines &

~
These guidelines provide information and expectations in r@?&on to W(((kl
away from an IR office (particularly from home) and out e pr \sf/
establishing working from home arrangements. :V ~

N\
)

event of any crisis or emergency or forced building closure

espon ﬁqvﬁz(t that might mean
in relation to viable work locations and arrangements will be ermine p f specific business
continuity planning for the event. IR’s Adverse Event %i\c}l‘nes provi ormation on attendance and
n

Note: These guidelines apply to working from home in the c:;i\e\igfpérmal bg{ m‘ésg) Merations. In the

C

leave when an adverse event impacts the ability(te{;}fg he officé@mn;le iate or short-term response).

It's important that our people feel com@ incIude@\éz a sense of belonging no

e
matter where they work. Any arrange\me s/need<h: e individual, team, and business
needs. ‘ —
) .
N N
W

Flexible location (as descri r poli Qggnly one type of the broader options that fall
under the banner of flexible’ g. It re% o the options that might be available in

=
relation to where wor

ii\\f\\ﬁx:/;p/f?cyrmed. )

As far as ‘work locatio and Révenue is primarily an office-based organisation, with
most people wo st of the tim an IR office. Working all your working hours from

home is unl'w eet IR<business needs. This is consistent with government expectations
and we t being in the office and connecting face-to-face has lots of benefits to the
o N7

way nd lea a§ | as supporting important social interaction. An office presence
is pa - how we)z/e,st ice the needs of our internal and external customers/stakeholders

and deliver on ’%ﬁ@gﬁ riorities.

Working fr » doesn't automatically change your existing arrangements regarding your
working w and hours of work.

ReZJJe or flexibility in work location, just like other types of flexibility will be considered on

a sé}ay case basis and can be formal and informal, as covered in the policy, and the formal
Y.

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:

f Working Mmm the of{t&e

Working from an Working fro e
alternative Inland

Working from the

designated Inland

Revenue office Revenue office @

.

Working elsewhere. These arrangements to work
home, are often informal short-term practical sit

ide of a %, but not in the
s that may ur from time to time e.g.

from a library, airport lounge etc. They co be more e ing in nature e.g. working

regularly in a ‘business hub’ type environ r in support.of a regular commuting

arrangement.

In all cases our normal confidentigh nd privac@ements, Code of Conduct expectations
u

of working and what kin canb 1e. Laptop privacy screens may be a consideration
as they make it virtu i ssible @e other than the laptop user to see the screen.
Working from l%ile . 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 bécause yo ed>to be in that location for a short period. Any more enduring
change t ocation be a formal change to terms and conditions.

Wo%w_:j fr@G

and health and safety standar e met SZE d to make sensible decisions and be
mindful of how private an he worg N rment is, in relation to the appropriateness

Note: In mo Yé}éjzny arrangement will relate specifically to a single home (generally your own
residence); n ent may span multiple homes e.g. a main home and holiday home etc. or the
‘home'/i te to where you live e.g. parents’ house rather than the flat you live in. Some ad-hoc

y involve working from another person’s home e.g. 2 weeks in another city working from
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 transfer
and may need team members in the office to support their induction.

composition that on balance is primarily office based is required. t means uests within

that parameter are more likely to be able to be met.
Working from home some of the time is only one of many fléxible wo kions, and it’s not
for everyone. If you want to work exclusively in an %‘- that ?@ ate preference.

Various working from hogi@angeg@ts

IR has considered business and customer needs and is of the \% an overall I force

INFORMAL WORKING FRO E

At IR this is the most common ap h to workir 5 ome, where the practice is managed
in a flexible way around the o {; .
Informal changes are whe and conditic emain unchanged and there is no impact on
pay. In the context of w@f om home includes any irregular or short-term

udes

arrangements. It also
office remains t locati the days worked from home are not fixed. The kind of

arrangements th ight work may , depending on the type of work you do and business,

needs.
Any term informal arrangements are reviewed regularly and don’t automatically carry
overwith ange les, Changing teams while staying in the same role may support a
continuation of the'sa rrangement, however the wider flexible arrangements of the new
team may ha%%b act. In both cases you should talk to your leader/hiring manager to

Y

understan lications.
Infor king from home requests/arrangements examples?

Those things that pop up for
work or personal reasons that e Because the plumber is coming on Monday
casus 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.
e For two hours in the evening for the next two
temporary 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)

Where you want to work from e Usually work a day or two.from home each v@eﬁ,\
home with some regularity and Thurs/Friday is often th e but may va 0
flexibility : week to week to me /personal(need

e.g. might need to c li iday this-we

‘Fluid’ days/
e  Where still retaining more because of tea

need to supp eir induction.

general pattern)

TR ::)r:‘la);l':mrc‘e')‘?;:\rc; office . Spec_iﬁc day: ed at home d to be agreed
e Days from I';ome are not within the contexi ' f p/ann .g. from
fixed (though may still be a roster' ster. Wlth”;;ﬁaghjy agr ement ‘tha.t
there‘is 0 work rcﬂq> if primarily in

t ffice.

Cétxaﬂqement and/or the

and relevant templates.

PROCESS - See the Flexible Working hub: Requ

The process is conversation based, so talki
starting point. You should provide as
accommodate your request) and the o

FORMAL WORKING F OM

These types of arrangem € mor ging for the business to accommodate (more
at odds with being flexi angin iness needs and/or IR being primarily office based)
and therefore will ey exc

Formal changes ére terms an nditions change or pay is impacted. In the context of
working fro is includes any arrangements (beyond temporary/short-term as covered

above) rking from home are locked in for the term of the

arran e ¢ arrangement involves more time working from home than in
the o : hange the terms and conditions around location, from the office
base to €ither id>location (home and office) or working fully from home in exceptional

circumstanc

With o nging business needs and team composition and dynamics then any permanent
decisi round working from home are difficult. The need for flexibility and ‘give and take’

wi “l working is well recognised. As such, any formal working from home arrangements
will not 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).

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). « Seeking 3/4/5 days a week %

home home. @

D
Within the time period of these arrangements, the agreed terms ﬂ%&ne variedtual
agreement or in line with any variation clause contained in the% ent) ;

t and/or the

PROCESS - See the Flexible Working hub: Reguesting aflexible arrangen
VE A THINK ... TALK

TO YOUR LEADER... and MAKE A REQUEST. Th 4%3 der IR policy,

employment agreements or the Employme W .

Expectations @ g<§ i

AVAILABILITY Q

The flexible working princi nise t gbo e working needs to work flexibly, it

‘requires give and take’. i dema d peaks aren’t stable and nor are personal
m the@ est supported by everyone being open and

demands, so working-away.

adaptable. To ens provi ntial coverage to our emergency response teams
(e.g. First Aider@ and Build@rdens, Duress Team and Site Emergency Teams), it is
important that.anyone holding these roles consider how working flexibly could impact this
commit a%\'ewgv?wore i M see Response Teams on IR sites.

HE SAF @i ED WELLBEING
Everyoné workij t as a responsibility to ensure a safe workplace and IR has a duty of
;wh

erever a person is working, is safe and healthy. For many at IR this will
f working mainly from the office but also some time from home.

care to ens
be a com

Worki%ﬁi ome brings both benefits and challenges for health, safety, and wellbeing. The
gre k/life balance it offers is really valued by many. It can also introduce other factors
tonsidered. 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, please
discuss them with your leader. &

s may be \
considered a work-related incident, however this depends on the cifc ances of

and activity being undertaken (work vs non work activities). Fo cidents, you@j% seek
medical treatment if required and report the incident.

Work/non-work injury: If you have an accident whilst working at ;E 1€

Your wellbeing: You need to ensure you are managin @?v@rkloadaﬁ ; |Tje/ taking
appropriate breaks/ keeping connected / staying saf V\fakypg care of yourself.

Keeping in touch with your leader can help ensure ‘ghe\ awar wellbeing concerns
and if the arrangement isn‘t working for you fo @ason Y check out our Hauora
Hub for general wellbeing information and AP; ct mfor@g;
Online H&S reporting: The H&S repo irements n the same from home. You
must report any mudents/acudents or /mfor e nllne H&S Reporting tool.

\ L
Required Working from Hom }kllst fﬁl/on the Flexible Working hub:
Working from Home page). e work m home in any regular way (formally or
informally) must complete4ﬁe cklist \\of%he approval process. If working from home

continues to be your practleg} this che
reflect any change |n\l'<§9 o locati
don’t have the r \d quipme

working option.
8 B% AND PRIVACY
; s vigilant about the personal or customer information you are

risks associated with that information. We are all required to keep IR
|nformat|on | (Section 18, Tax Administration Act). That is a constant, irrespective

of where % orklng
When away from the office the risk of inadvertently disclosing personal and customer

mfpr n to others needs to be carefully managed. This includes ensuring screens aren’t
Vi ng ousehold members don’t have access to your device/ conversations involving
senSTtlve information can’t be overheard/ and IR material is appropriately stored. The normal
expectations around business tools, clear desk practices, passwords etc. and conduct

st ill need to be revisited at least annually and/or to
etc. If your working environment is not safe, or you
his would prohibit your ability to utilise this flexible

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 \ )

It's important not to treat working from home as a substitute for care or depe t-care.
When working from home you will structure any personal/ch|I ar angem s so ou can
complete your work as you would normally. Trying to ma your normal%u s and the
important but distinctively separate role of caring for chi @n oydepen he same time,
can compromise both tasks.

Leaders need to consider on a case by case ba5| . degree to |c anlngful work is
possible. It’s recognised that from time to tim ay b erlaps, particularly in
relation to school holidays or before or a %Z%} care. Thig? of care and attention
required by the dependant (e.g. child’s Q@ the d rzgc@ he overlap period may
influence the decision. N

It may be that other flexibility c m\a e these ar %/em/ents more feasible. For school

holidays for example, a variati rt and f/ﬁléh times so some work can be done before
children are awake or aft in be \ixtif/leave and working from home/ mix of
childcare or school hollday Hgramme orking from home around the edges/ using flexi-

credits for some sho e{>
D y better%? caring for dependants, for example: part-time hours
or using salary trade to purchase additional annual leave to support having some more leave
to help co %@:hool [
ck leave: y make sense to work from home when a dependant is unwell
-on the na fillness/injury and the extent to which you are actively required to

Other flexible o

take on a) ou may feel you can work your usual day/hours or only part of them
You may be ee 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 hich includes care for a dependant) and if active care is required this would be
th%m\e\ propriate option.
\

le/you 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 f
Technology and working from home arrangements mean our work with $ nd we
can access it outside of a traditional working window. That doeg\gwt n you should,
If you're on annual leave you should not be working. Make sure y ake t@for rest and
relaxation. N ~J\
O e\
\\ —

&Y ©

SECURITY AND ACCESS TO Y

You must not meet with customers or exterhal busines

your home. IR has robust securi@ngements nd

meeting with customers, non- usiness con,t:(éet@a your colleagues.
{ ) )

) )

On rare occasions, when k orking ﬁrﬁe there may be the need for IR/ your

leader/ union representaﬁve/rs\}tc. to visi . They would only come into your home with

your permission. S —
yv

\
COSTS AgD@ENSES @
ible

As noted jr or licy, there will be no additional compensation or allowance
for expenses arising fron’\hyre uest to work from home, as part of flexible working.
\

of(,é{p}‘e\'\ c toll calls made to customers, on the production of receipts. Your leader needs to
co étgl/;/f 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 home Wi
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 i-Fi netw r}(s ar
available. -
Some unique set up requirements e.g. a sit/stand desk can onI vided for in office
and may prevent you from working from home. Employees ma e reques r reasonable

accommodation(s) to assist in managing disabilities in lin <§W\th the GU|deI|
The Use of Business Tools policy and guidelines e to appl VQ@@ orking from

home.
~)

y, equi nd information safe and
tc.) tha s@u re using to support working
ould be if this equipment is lost,

es not n e covered in your personal/home

You must take reasonable steps to keep IR’s
in working order. Any IR owned equment&gbl

from home is IR property and normal pr %5
stolen or damaged. It is insured by IR

insurance. <é
If unforeseen circumstances (e @/er outag/;e, interruption, equipment failure) mean

you can‘t perform your IR om ho ay need to work from the office (if not also

affected) for the period of )a

CONDUCT/ %RIN%
u

When workm at € you Ee ain nd by our Code of Conduct - Tikanga Whanonga

d guidelin e “Making the Right Decision Checklist” in the Code is a
ke sure you doing the right thing and acting with integrity no matter where

great t
you are/working.

\

When working r p e your system access and use (e.g. START) remains as per the Code,

and your sy |ty remains monitored at all times.
Accurat reporting and ensuring you work the hours you are scheduled and paid to work
each essential if you are working from home.

Q)



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

' Please see IR’s Flexible Working hub for the Flexible Working Policy and other related

guidelines and various supporting resources (including those mentior@is docum@&

v

Document control v1. March 2021 (full replacemer{@@er guideline bﬁ}:he topic)
@

Review dates Date Reviewed: Dec 2021
Guideline owner Domain Lead - People O{é{i&bﬁj‘n\s& PolicprWorkplace Services
Guideline contact Email the ERP&R team
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Appendix C1

Te Tari Taake

Inland Revenue ?

Topic 5 - Flexible Working PEOPLE POLICIES AND GUIDELINES

Kaupapa Mahi Whakarereke me te Wahi ke

Flexible Working Policy @
This policy explains Inland Revenue’s commitment and % to flexible orklng
ge

and outlines some of the different kinds of flexible arran é

Flexibility at work comes in different forms, and can @é eing @Q)
& / Individual

able to vary the hours, days, and location of wo

__—_needs 7_7_71_\
Flexibility is about having choices. It is ab ng n -, \i
work/life balance, while recognising te@ ganis R:::::e !‘l bl ‘
requirements. Where these intersect, fl work| g hr|ve ’ / /

Inland Revenue recognises the'p

@I and o é:g onaI benefits of flexible working and
that people might prefer o to use different flexible working options at different times to
balance their personal a @

g live versations around flexible working are

encouraged and Inla nue is o hearing what workplace flexibility would work for
people and to seeing i n wor
Everyone c ue an ntrlbute to Inland Revenue’s success, regardless of how, when
and whe ?
Fle rinciples
Te Kawa Mat lic Services Commission have established six principles for flexible
working. Ies below reflect those, with minor adjustments for clarity and to reflect
InIand@ termlnology These underpin flexible working arrangements at Inland Revenue.
U FOR EVERYONE WORKS FOR THE WORKS FOR INLAND REVENUE
’ TYPE OF WORK AND TEAMS
All roles are treated as flexible unless
there is a genuine business reason for Every role should be suitable for some Flexible working should not be
them not to be. form of flexibility, but not every type viewed as something which is just
of flexibility will be available for agreed to between employee and

Flexible working is equally available to
all employees, irrespective of the reason
for wanting it. Genvuine business reasons may mean
that some types of flexibility cannot
be implemented for some types of
work.

every type of work that we do. leader, without considering the

impact on teams and Inland Revenue
as a whole.

Working flexibly does not undermine

career progression or pay.




REQUIRES GIVE AND TAKE

Flexibility requires give and take
between employees, leaders, and the
team. It also places collective obligations
on employees, leaders, and teams to be
open and adaptable so that it works for

MUTUALLY BENEFICIAL

Flexible working needs to work for
Inland Revenue, teams, and
employees. Consideration should be
given to how flexible work
arrangements can maintain or enhance

ACTIVELY CHAMPIONED BY
LEADERS

Leaders at all levels of
Inland Revenue, support, champion
and role model flexible working for
their teams and themselves.

service delivery and performance. It
should not result in increased
workloads for employees working
flexibly or for other team members

everyone.

who are not.

Note: These principles apply to flexible working at Inland Revenue as a w
type of flexible working arrangement or an individual circumstance. 'Zggg\

isolation - i.e. all principles apply when thinking about how flexible worki

Why we have this policy

X

the b r both Inland
more e anhd inclusive workplace.

i range (1a ent, helps our people achieve
vé engagement and wellbeing.
ing flexible working proposals are

The policy clarifies Inland Revenue’s commitment -. St
considered fairly and constructivé ‘good f and-in line with legislative obligations and
employees’ terms and condi@

This policy helps promote a flexible workplace, re i
Revenue and the individual. Flexible working s
It also enables the attraction and retention
their career aspirations and goals and can(i

i

fferent types of flexible options and considers
both more formal/strt s and conditions and the less formal/more fluid
access to flexibilj

The policy i Wed by I evenue’s wider Flexible Working hub including more
detailed@ nes wh provide all the practical steps, process details and supporting
resoutces around requesting and considering requests. Employment agreements also include
various flexible w@

Who thi

icy applies to

the guidelines which support its application apply to all Inland Revenue

This in%a
er@ ALL employees can request flexible working arrangements at any time.

The general concept of flexibility around start, finish and lunch break times and balancing
working hours across days are applicable across Inland Revenue as agreed with leaders. Some
employment agreements include specific details of flexitime/time off in lieu (TOIL),
accumulation of additional hours (ADLV) etc.

Many of our commitments around hours and place of work are detailed in an employee’s terms
and conditions of employment. (e.g. offer of appointment and any subsequent individually
negotiated provisions/terms and employment agreements). The employee’s personnel file and
terms and conditions (including any variations) should be referenced to correctly identify
entitlements and obligations.




Specific types of flexible arrangements

Flexible working covers a wide range of arrangements including but not limited to those below.

Flexible schedule Flexible location | Flexible leave Flexible career
® ; I
O m e E:

Options that allow employees to vary Options that allow Options that allow Options that allo
their work hours, days, or work pattern employees to vary employees to va< employees o m
54

heir roles and careers
Flexitime to create mo more fle

An IR specific option for flexible non- flexibil (Achieved thigugh Gsing the

their place of work their leave patter

standard hours of work other th options)

(for those under collective agreement coverage)

Different types of flexibility can be used alone or pote@ﬁé&gﬁombina@\i% other types of

flexible working arrangements.

FLEXIBLE SCHEDULE (VAR

IN OF WORK)
The hours and days worked and th pattern: xamples include:
Employees work an-agreed proporti f a full-time role each week e.g. 0.8 FTE
Part time or (80% of full-tirp s) with pa = d to that proportion. This can involve

reduced hours | working less e wee ess‘hours on some or all days. Sometimes part
time hourscc /e> ilised% ulltime role in a job-sharing arrangement.

Different rs‘in a regular scheduled way, but hours are not split
length working the week e.g. work longer days on a Monday and Friday
days ek,

Inland Reve e concept of flexibility around start and finish times, lunch
s etc. is open for’all our people to explore with their leaders. This may include
eementto work a general pattern of hours within a wider working window.
For those oIIective agreement coverage some of these options are set out
FI mor, -ra ly in employment agreements as below.

Flexitime (non-standard working hours)

h
times @ Time off in lieu (TOIL)
e Accumulation of additional hours (ADLV)

More detail is provided in employment agreements and/or Flexitime Guidelines -
Topic 5 People Policies & Guidelines

A comp Week option, where employees work their normal hours in fewer days (e.g. 4-day week, 9-day fortnight) is currently not
avI nd Revenue due to complex technical constraints (the system and legislative challenges in this space are being explored
acros: ]

/22)
The collective agreements stipulate hours of work and working windows and any variation can't
be inconsistent with the employee’s collective employment agreement.

FLEXITIME

Flexitime provides flexibility within a specified working window, to establish a general pattern
of work hours that allows some flexibility around start, finish and break times and scope to
balance time credits over a period of time. (More detail is provided in employment
agreements and/or the Flexitime Guidelines, linked to above).



9
m"’]FLEXIBLE LOCATION (VARIATION IN PLACE OF WORK)

An employee’s work location is part of their terms and conditions of employment. At the
highest level this is the general geographic location such as the town/city (or broader suburb
within) that the job is located. This is specified in the offer of appointment.

Inland Revenue is primarily an office-based organisation and as such the Inland Revenue office

is the primary workplace unless otherwise specified in a person’s terms and condition of

employment. The base office location can be varied by mutual agreeme @
e

Some examples of possible workplace locations are included below ; often a ge
are a combination/hybrid of the offerings and can be a mixture offo | or informa

arrangements).

nts

= ue offi your designated
Revenue office workplace/s

)
Working from the X w <in\q‘>§m an @) king elsewhere:
designated Inland Working from home | a e % ther locations outside

Working from home (See the Working fro uidelin e detalled information)

The most common type of flex in Iocat@n the offi , is ‘working from home’
(formally or informally). There are ortan ratlons in relation to working from
home including availability/ heal ty and information security and privacy/

being able to meaningfully p n access/ cost and expenses/ equipment
and tools.

There will be no additi
work from home

In the co rmaI bu peratlons working from home is optional. It is just one of
many fle erings t D rson may seek.

Worki rom ho?f?%@ements will not be permanent variations.

Note: As part e norrhal duties of many of our people, their work may require travel, offsite training,

meetings, visiting customers etc. Within the offices our people may also utilise practices
igned desks/utilising collaborative workspace/zones. These are not ‘flexible locations’ in

such a Q
the co of this policy.

U

FLEXIBLE LEAVE (VARIATION IN LEAVE PRACTICES)

Using leave options to achieve flexibility. Some examples include:

Exchanging leave (e.g. Cashing up Annual Leave/ Salary Trade /Leave Banking)

Leave without pay

Special Leave (paid or unpaid)

Term time Taking paid or unpaid leave (or combination of) during school holidays. Potentially
working supported by various flexible leave options.




Inland Revenue’s annual and sick leave provisions are above those legislatively
required. They provide a range of options which allow flexibility for individual
circumstances to be catered for.

Flexible use of
annual and
sick leave

This includes the ability to anticipate leave from future entitlements. While this
leave is for quite clear and distinct purposes, legislation allows for some flexibility in
their use, for example if an employee’s sick leave is exhausted, they can request to
use annual leave to cover a period of sickness and there may be occasions when
working from home when a person is unwell could be an option (see the Working
from Home Guidelines for more details).

See policies on Exchanging leave/Special leave and Leave and specific guidelines on these&

practices in Topic 2 ‘Leave’ in the People Policies and Guidelines or see loyment
agreements. @

£ N
W [ EXIBLE CAREER §>
Using the other three flexible options to suppow life a@ r e.g.

Miie?%e their onreturning from long

The option for employees to gradual
Phased return | term leave (e.g. coming back frop
to work also a preferential re-engagemen
those who resign to care for S

ually red their hours as they approach
ight have nnuation schemes is an important

is not ise employees on any possible
need to @t ct\their scheme provider.
paid p ation in the workforce. It might include a
g, ravel, voluntary work, caring for family

r?efﬁg or focus on other aspects of life for a period.

Specific pt@r ro@%exible working

The option for employee
retirement. The impact thi

Phased
retirement

Taking career
breaks

REQUE V-; CON ING & DOCUMENTING
. L. employees ca quest flexible working arrangements at ANY time and for ANY

exible @arrangements can be requested under Inland Revenue policy,
néo

emp agreement provisions or employees may seek to vary their terms and
condi f employment under Part 6AA of the Employment Relations Act 2000 (ERA),
%l Ily citing that their written request is made under this part of the Act.

@y design our process around flexible working is conversation based.
< Regular discussions are encouraged and may be triggered by a request or
proactively initiated by leaders.
- Discussions support a common understanding of what is desired and what might be
able to be accommodated and allow for solutions and alternatives to be considered
before any final decisions are made.

. While conversation based, all decisions should be documented. No matter how informal
an arrangement is, it is important to capture the outcome in writing. Any formal
agreements must be well documented so that everyone is clear on the arrangements.

- The nature of the process and documentation will depend on the scale and formality
of the flexibility sought. More formal or enduring arrangements need more structure

5



and documentation while agreements made around more fluid work practices or ad-
hoc arrangements are generally able to be less formal (via email, text, file note etc.)

- Specific templates are available to support the request and approval process for
more formal changes.

. Leaders and individuals need to engage in a fair and constructive way (in ‘good faith’)
to reach a reasonable outcome.

. Any flexible work arrangements should reasonably consider and accommodate Inland
Revenue, the individual and the team’s needs and take into account workplace &

obligations, safety and wellbeing, and security and privacy requi nts.
. Any flexible work arrangements are specific to the employees’ ition at the tim d
do not automatically continue with any change in role. &
The nature of the change sought and the complexities aroS? it will impact ther the
request is simpler and can be managed informally 0}? ore f@t .

Revenue.

INFORMAL Informal flexible working | N8

leaders agree that em

This kind of informal flexibility is int o provide~ )Eib'rﬁ(y in a flexible way’
and is expected to be the mos@o approach ¢o flexible working at Inland

lar or a-lig basis) usually occurs when

See the Informal their work, subject ing role resporisibilities and deliverables. This can

(F;le_’:j'bll}f WQ""'RQ mean that the exact or’place of work) vary and are agreed
uice mes in the between leade d employees when needed.

Flexible Working )

hub for examples It can also i ve)agreements regular arrangements such as start and

and process details | finish times aslong as theré i nge required to pay or terms and conditions

for requesting and | of employ
considering

- Examples-i
informal requests
reques!
ents ¢

Arrange ed between the employee and leader on a case by
case basis, wi@? st to document considered accordingly (e.g. email/ file

ad-hoc/short term/more fluid working from home

otké

/letter).
This kin\.f formal flexibility is more structured and less flexible. It often has a

bigger.im 0 requires more consideration and more process and
doc on and can be more challenging for the business to accommodate.

orl arrangement involves:
N changes to an employee’s terms and conditions of employment (related

to days or hours worked or where the work is to be done)
ﬁ and/or

e when a reoccurring work arrangement impacts on pay and/or leave.
It may take place for an agreed period or on an ongoing basis with regular
review. Examples include regular part-time hours or regular set days working
from home. Formal arrangements require formal documentation to be developed
{’“‘R refusal | 5nd agreed to reflect the altered terms and conditions/arrangements.

for req
consi

DECISIONS ON FLEXIBLE WORKING

Requests for flexible working options are individual and will be considered on a case by case
basis.

Leaders will aim to make decisions in a timely manner, relative to the nature of the request.
In all cases a response will be provided within a month of the request.

Being open to considering flexible working options doesn’t mean all requests will be able to be
accommodated. Decisions will be informed by both the nature and circumstances of the



flexibility sought and the wider individual, team and organisation parameters. The operational
requirements of Inland Revenue and the services we provide for our customers are a priority
when we think about how flexibility can work.

Where requests are declined the reason will be provided. The focus should be on the business
reason for any refusal. There may be scope for further discussion and consideration of
alternative options if not already considered before the final decision is made. People should
talk to their leader or one up leader if they are unhappy with the decision.

Performance or conduct issues, or health and safety concerns could pot IIy impact &
flexible working arrangements. The specific issue or the support inter: may reskt\n}
restrictions or removal of flexible working (or specific types or king).

If requests are made under 6AA ERA, then specific ‘options for&l are |n the
legislation and our formal flexible working guidelines. Th @a\ gives a r| process for a
fair and timely consideration of a request. It does not tee the pp( I of the request. If
Inland Revenue does not deal with the request in acc e W|th |ed process (ERA
69AAE), the Act sets out the process for raising pht svin reI X|ble working

arrangements. (ERA 69AAG to 69AAK).

HEALTH, SAFETY & WELLBEING %

Access to flexible working can pm@ reat oppo Ltles to support better work-life balance

and positively impact engage person@r v@t
Everyone working at Inlané/ evenue h spon5|b|I|ty to ensure a safe workplace as per our
commitment to safe Nh&g/}fhv wovk Inl Revenue has a duty of care to ensure that

wherever a perso ng is healthy
Any work a %?
workloa sures are Y

to conside work
other risks to hea)th;

that thearran rgnt

be desighed to be healthy, including ensuring fatigue and

. For example, variations to hours, days or place of work need
cts for the individual and the team, manage fatigue and mitigate
y and wellbeing. Ongoing communications are important to ensure
ntinues to work.

com@
Enﬁﬂo}e remain bound by our Code of Conduct — Tikanga Whanonga and our policies and

ﬂes irrespective of any flexible working arrangements or a change in hours, days or
place of work.

This includes health and safety considerations in relation to hours or patterns of work and
ensuring a safe workplace/s as mentioned above.

When working in different locations such as your own home or in public places the
expectations around confidentiality of information, device security, and use of business tools
etc. hold true and need to be carefully considered in the context of the working environment.



As such Inland Revenue may require assurance around the adequacy of any measures in place
or agreed to, in relation to these expectations and reserves the right to with-hold or withdraw
permission to work away from an Inland Revenue Office if that assurance cannot be provided.

HR DELEGATION:

Level 4 (Formal) and Level 5 (Informal) authority is required for hours of work and
flexible arrangement related decisions. See the Delegation policy for the specific HR Matrix
details.

Document control v1, March 2021 (previously Flexible and Remote{@%ing Policy) @
JAN
Review dates Date reviewed: Dec 2021
Next review: Dec 2025 (review may occur rif required) \ \»
Policy owner Domain Lead, People Operations & PoIic@l\ev& Work@e Sé@/ices
Policy contact Email the ERP&R team —




Appendix C2

Topic 5 - Flexible Working PEOPLE POLICIES AND GUIDELINES

Informal Flexible Working Guidelines
These guidelines describe which flexible working arra ts are ‘\\\ )

considered informal and set out the process for re and -
considering various informal arrangements.

N B —_
INFORMAL INCLUDES THINGS LIKE: Flexitimie/ ad-hoc or/some short-term
flexible needs/ some types of working from here i remain in the

office more than not and days are not set)

See the Informal/Formal split table if you @ unsure @ pe of flexibility
ie

you are seeking, and which guidelines a ies:
Where flexible working arrangements alter di s around hours, days or place
of work and establish a new regular pattern er\im le ; then this is considered a

out in the Formal Flexible Working

‘formal’ change and you will need to follo
Guidelines. O Lo

ARG

ncoura exible working.

Inland Revenue suppg

o
Where the changes are tively w%@t en the process can generally be simple too.
The process a ocumentati anh be scaled up or down depending on the nature of
the request.

W intended to provide ‘flexibility in a flexible way’ and is

N Ceur employment agreements and/or current flexible working practices.

established

Inf angements don’t change your base terms and conditions of employment
/rel to flexibility (e.g. the core arrangements around hours, days or place of work in
(e

employment agreement, offer of appointment, any variation letters etc.) but rather
flexibility around that base.

If having reviewed the relevant policy and guidelines you have any questions around
flexible working, you should talk with your leader. Union members may seek advice
from their union delegates/ representatives both generally and in relation to a particular
request etc.




Leaders can seek advice from People & Workplace Services:
Not in scope _if there is any doubt about whether a working arrangement
needs to be formalised or not, or for any support needed around flexible working.

When is the arrangement ‘informal’?

Informal flexible working usually occurs when leaders agree that employees have

flexibility over when and where they carry out their work, subject to ing role /x
responsibilities and deliverables. This can mean that the exact arr ts can va\Qx
and are agreed between leaders and employees as and when

While these arrangements can be ad-hoc or in response to nt, they

include more regular arrangements such as changes a d start and ﬁ% es, or
some working from home arrangements (within specific arameters ange is
considered informal if it doesn’t change terms an@ ns of emplo nt or impact
pay or leave calculations. 8%

Often informal arrangements arise from a eques also be part of
proactive discussion with your leader o rt Qf aram %lder team agreements.

Flexible hours/ Flexitime ¢ \? Flexitime

INFORMAL EXAMPLES %
G‘N/\éﬂnés for more details)

Flexitime specifically cov andar } rours allowing some flexibility around
start, finish, and breal/\ he ai \\n ime is to enable you to balance your time
credits over a period of ti t;@e

s .
Certain typ Working f@ e (See the Working from Home Guidelines — Informal
Working from H ection for morecdetails and a full example table)

Worki %me a nts span both formal and informal categories. The
i hom arr ment is considered ‘informal’ in situations such as:

. temporary arrangements (generally a few weeks - 12 weeks max)

ere you work from home less often than in the office, but still with some
larity and flexibility (e.g. generally a day or two at home each week).

( Q\Qr ad-hoc/or short-term location changes

Your home is not the only alternate working location that can be sought (e.g. you seek
to work at a different IR office or house in a different city for a short period etc.) These
changes are only ‘informal’ if they are ad-hoc or short term as above.

Using sick or annual leave flexibly



Flexible leave options such as anticipating annual or sick leave or working from home if
you or a dependant are sick etc. might be options that can help with that work-life
balance.

ALONGSIDE OTHER FLEXIBLE WORKING ARRANGEMENTS

Anyone can request informal flexibility including those who already have established

formal flexible working arrangements or other informal arrangements in place. It may
possible for them to occur alongside and complement each other e, g@ ermUmeﬂ

while working from home or doing part-time hours/ working some part

hours at home etc $
Process for establishing informal w rk|n arr ents
The process for informal arrangements is conversatio y _design bug\w outcomes

still recorded/documented. Given the range of in eq\tﬁﬂ process needs
to be fit for purpose and able to recognise indi r ts of this is just
part of everyday management and practlc ecisions and good
communication between you and your I
There are generally two categories %{ aI re 3 ght fall under:

Pre-established parameters. U ro t/onver |l round flexible working support
having sensible pre-agreed p ers in pl /example flexitime parameters or
common understandings from h m\e atameters set in discussion with your
leader. These support ing clear 0 Hedégree to which approval is required in
each case or general c\or@o t with the practice from time to time as needed or within
agreed parameter e expeé\agon around communication with your leader.

\
Flexitime: Ascthis is-within the sgaay employment agreement commitments no additional
process is.requi or the day-to-day application of flexitime within your agreed working window
and fle f%? meters. e the flexitime guidelines for more details around establishing work
patternsan rameters-etc.

\es requl pre-approval. Specific conversations, as the need arises, are an
important part/af su rting flexible working. This includes those things that life throws
at you Wltbﬁ/lim\ﬂé ice or that might require a bit more of a material change for a short
period, o) to change your established parameters or set up some new ones etc.

NG A REQUEST (WHERE NOT ALREADY WITHIN PRE-AGREED
( QAB \METERS)

can make the request for any reason and at any time, verbally or in writing. Any
request should consider any impact on customers, business and team needs and
deliverables.

For those ad-hoc, small scale changes the request process should be relatively simple,
with the focus on a quick chat or email/Teams exchange with your leader, and a timely
decision.



Where the request has more business impact (longer duration etc.) or seeks to establish
a working from home arrangement for ‘fluid’ days, then a conversation is still the starter
but it might take a bit more time for the decision and require more consideration of how
any wider team or business impacts could be managed or mitigated or exploring
alternative options. The outcome and details will need to be documented (including the
required Working from Home checklist in the case of working from home).

Informal requests can be event triggered, so they don’t always come with lots of notice
but if possible, don't leave it until the last moment. Where it's somet you can pI

for, you should make the request as soon as you can. You might r, request mh)
your leader in one of your regular and ongoing conversations e

chat)

IR’s Formal Flexible Working email te

%\\

CONSIDERING YOU @QUEST/A 'MAKING A DECISION

Your leader will conside quest niakea decision as soon as possible.

Often an instant or tirhe% sitive deci is needed and can be made. If the request is
a bit more comple W "t be>needed, but leaders will aim to make decisions

in a timely m r( o later t nth after the request and generally much sooner).

As your c d|t|on remain unchanged then no formal variation is

requir mak se o0 document what’s agreed to support a common

|§ g and hé pectations.
1gﬁt be as your leader confirming their response to your email

requesting \@r om home on Tuesday morning/all next week for your normal

workin use your flexi-credits to take Friday afternoon off. In other situations

wher ge is more enduring such as changing your agreed flexitime

kmg from a different IR office for the next six weeks/establishing a *fluid’

/wo from home arrangement, then this should be documented and retained on your
(

per nnel file.
\

Being open to considering flexible working options doesn’t mean all requests will be able
to be accommodated. Where you request is declined the reason why will be provided.
The Flexible Working Policy has information on review options if you are unhappy with
the decision.

There are basic email response template examples to support leaders in documenting
the outcome and details of some of the more significant informal arrangements e.g. a




materially changed short term arrangement or a longer-term fluid working from home
arrangement. Where the arrangement involves working from home the Working from
Home Checklist is also needed.

People leader considerations

e Some of these simpler informal changes are just part of BAU leadepship and helpin
your people access flexible options to help balance their persona work life.
ration in

that reason, we don’t want to add any unnecessary process or

mixX.

e For any working from home arrangement beyond the o

(0] ONc
occurrences the Working from Home Checklist is an imﬁﬁﬁt prerequisite

need to be completed and revisited at least annual should cir
home location change.

e While you should look at each request with e
happen, that doesn’t mean in all occasio
request. It will depend on what is being s

seein can make it
a mmodate the
if there legitimate business

things like any detrimental

reasons for refusal or for other altern 3 rangemee explored. You should
dé

apply a business reason lens for r 3 i
impact on quality or performance,.ormeeting

reorganise the work amongst oth

he ability fo
is very much dependent on‘what is being requeste
work/wider team/busin @ i emen .

M a

e If the request is m

process, ensure
member is cle

For more consi
Flexible Working

demand, or the inability to
R to accommodate the request
d and the wider context (type of

ally b correctly addressed via the formal
ect proc ollowed or discuss the difference so your team

ar-what best m ir'needs.
|Ens pleas@z\z2 Consideration for Leaders resource on the

: Tools and ources page

HR delegations: Ley

\
\

\aukﬁority is required to negotiate and make decisions on

ingogrjﬁg% ible wih\ fé\ rangements
7=

—
Q\/
ase see IR’s Flexible Working hub for the Flexible Working Policy and other

ated guidelines and various supporting resources (including those mentioned in this

— document
N )

/
[ (

>/
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Appendix C3

L
A B

%

Topic 5 - Flexible Working PEOPLE POLICIES AND GUIDELINES

Formal Flexible Working Guideline

p
ideli i - - N
These guidelines describe what flexible working arra ents a
considered formal and set out the process for rec& @

considering various formal arrangements.

FORMAL INCLUDES THINGS LIKE: A regula a to wo \5urs/days
(e.g. part-time) or some types of working fr e (wh a]orlty of
working hours are from home or the days at ho et).

See the Informal/Formal split table if
you are seeking, and which guidelin

If the flexibility you're seeking is relatively change your terms and conditions or
impact your pay or leave calculations in<a y ccurrmg Way see the Informal Flexible
Working Guidelines for more details and 5

that way.

type of flexibility

Note: For those affected by Dom \w/ Viole g to make a request in relation to short
term flexible working arrangements pleas eC|f|c guidelines which relate to part 6AB of
the Employment Relatlohsﬁ/(dt (ERA) 20

Requests relating to
relevant support

anging lea eco ered separately in the Exchanging Leave Policy and
videlines. T ur t request and approval process should be used - outside

of the formal fl orking form.
These do re ava// in.our People Policies and Guidelines.
nue s and encourages flexible working and is open to hearing if
a(e erxMty d work for you, and to seeing if it can be accommodated.
If you thin /?I flexible working arrangement could help you better balance your
person rking life, then HAVE A THINK ... TALK TO YOUR LEADER... MAKE A
RE

(/\ If having reviewed the relevant policy and guidelines you have any questions around

Q/‘ flexible working, you should talk with your leader. Union members may seek advice
from their union delegates/representatives both generally and in relation to a particular
request.

Leaders can seek advice from People & Workplace Services:
Not in scope _if there is any doubt about whether a working arrangement
needs to be formalised or not, or for any support needed around flexible working.




When is the arrangement ‘formal’?

The request is ‘formal’ where the arrangement involves:

e changes to an employee’s terms and conditions of employment as they relate to
flexibility (e.g. the core arrangements around hours, days, or place of work in
your employment agreement, offer letter, any variation letters etc.)

e when a reoccurring work arrangement impacts on pay and/or leave. &
It may take place for an agreed period or on an ongoing basis wit reV|ew or\m )
some cases be a permanent change.
Formal flexibility is more structured and often has a bigger t so reqw
consideration, process and documentation and can be e cha engmg 1e business
to accommodate. O =

In relation to working from home, the arrangeme@ sidere \mpa/ct your terms
and conditions and be formal when the days @t or theér% of your time is

worked at home.
d with A&@/anatlon letter.
) \\
-

FORMAL EXAMPLES :
Changing your workin <§}/numbe(r arﬁ/

r pattern of hours)

All formal arrangements need to be dcs\ n

Looking to change or r{ﬁ\»a creas workmg hours or days is a formal change
which alters the t S a\)a/nd ho s%» s of work.
v %\

\ ight be t@%% mber of hours worked e.g. part-time hours. Part-
ihvolve working>shorter days across the week or working a reduced
ach we change may also involve retaining the same number of
erent length working days in a formally scheduled way.

Nﬂ urs and/or days of work has implications for pay and leave
art-time - reduced annual leave and sick leave, implications for
reS|gn|ng/ ve etc., for different working days or different length working days,

there a nd public holidays implications etc.).
cheduled/rostered environment sometimes wish to lock in particular set
):\ u\ r a tighter window within the wider working window, and this variation would also
( @9 Jto be agreed and documented formally.

Certain types of working from home
(see Working from Home Guidelines — Formal Working from Home section for more details and
examples)

Working from home is considered formal where it involves:

e The majority of the time working from home rather than the office (for ‘set’ days
or otherwise)



e Set/Locked in days - regular, reoccurring, specific set days working from home.
Would be sought over fluid arrangements where certainty around days is a
requirement.

These arrangements require a change to your designated place of work (change from
the IR office base). These types of arrangements can be more challenging for the
business to accommodate (more at odds with being flexible to changing business needs

and/or IR being primarily office based) and therefore will be more by exception. &
Formal working from home arrangements will not be permanent. @ <§
Changing your IR geographical office location %

Changes in location for a defined period in excess eks o manent

change can sometimes be managed as a form \ge to terms a onditions. Any
decisions will be informed by business and cticalities, example is there

space on the office/team or leadership etc. and is there a vacancy (is a
recruitment process warranted). ir 5 j i

Exchanging leave and more significant/longer amples of Special leave fit the
definition of formal but have n request and approval process in line with the
specific policies and guid@

CHANGING YOUR EORM NGEMENT
If you want to c} € t rs, days, or place of work) of a formal flexible
working arrangement you alrea ve in place, this will require mutual agreement and

the chang ds'to be formally recorded. For example if it is agreed you will retain a

working week; b ap the day that you don’t work each week from Friday to
M ythis variat s be documented and changed in the payroll system so any
Ie{@@uests days are correct.

The% ound any request

All employees can request flexible working arrangements.

@en- You can make a request at any time and there’s no limit on the number of requests you
) can make for flexible working arrangements.

You may request a temporary or permanent change to your:
e HOURS of work

What:

e DAYS of work

e PLACE of work.




Why: You can request flexible working arrangements for any purpose or reason.

It's intended that the process is conversation based, with ideas explored between you and
your leader before using forms and documentation to record any decision/ arrangements.

e HAVE A THINK: Consider your request and how you will make this arrangement
work for you, your team and IR

e TALK TO YOUR LEADER: Discuss your individual case and explore options a ny

challenges around what you are seeking, alternatives e s alead in to
formalising any request
How:
e MAKE YOUR FORMAL REQUEST:
- You can use IR’s formal request email te te
OR,

- You can make the request following
(ERA Part 6AA)

he specific proce in legislation

e DOCUMENTED OUTCOME: Formal ments i e;mal documentation to
be developed and agreed to t altere ms conditions/
arrangements/duration/an<\ rocess efc.

Y

Have a think
Before you ask for something it's im t that yo lear on exactly what flexible

n‘work. Think about what your

arrangement you are seeking ow you thi
leader will need to consider; suc the i your changed working arrangement
s

on business operations, and es, and internal and external
customers/stakehold ider h v% impacts might be able to be mitigated or any
alternatives to wh (o) oposi@ uld also meet your needs.

To help you t these c@é& ions refer to the Considerations for Individuals
ing

resource on th ible Work b: Tools and Resources page. This includes
conside s around wé@balance, productivity, information and personal security,

and h d safet v
A der @
« Diffe e@ f work align to different kinds of flexible working so you should
r the

o
flexibility you are seeking in the context of the type of work you do.

C

important that you understand that changes to working hours can impact
out pay and Holidays Act entitlements. For example, a reduction in hours of

@ ork will correspondingly reduce your pay and leave provisions.
[ ]

Any permanent arrangements will mean an ongoing change to your terms and
conditions of employment. If the arrangement is for a specific term, then any
variation within that term requires mutual agreement (unless any other variation
terms are agreed). If in doubt, you might want to discuss a trial period with your
leader.

e If your formal request specifically relates to working from home, see the Working
from Home Guidelines and required supporting checklist to ensure you are aware



of the expectations and responsibilities, and that you are willing and able to meet
those.

Talk to your leader

Discussions about working arrangements are encouraged as part of your regular and
ongoing Whanake conversations and more generally. This helps to ensure a common
understanding of what flexibility you would like (now or potentially in the future) an

what might be able to be accommodated, and to check in on how a

arrangements are working. \/)

You should talk to your leader before making any formal reg& is helps ensure you
understand the practicalities and if there are any barriers that ate ch % in what
you're seeking. Discussion will also help you understa@lt could be/m more
informally.

If possible, don’t leave it until the last momen areq ependmg on what
is sought it can take some time to consider % k throu ample, if you want
I

changes to start on your return from par quest as soon as

eave, mak
possible before returning or even dISC your | ore taking parental
~ \\

leave.

~
Where current flexible arran @%ﬁ are aIrea /i -place keep talking about how they
are working. Even with lo or on mng ngements, these should be
discussed at least annL}au eck mpﬁ We arrangement is working for all parties.

Make yo aI
If foIIowm inking and d| ssion with your leader you decide to make a formal

reques e differe ns available to you.

Th %ﬁs for flexible
r@%sgxwithin
you choose. |

=
\ “\\ )
N

IR Po e oyment agreements allow you to seek flexible working options

rking will apply across all requests and IR will ensure a
of receipt of any request irrespective of the request approach

he scope of IR Policy/employment agreement provisions for you to request a
ry or permanent variation to your working hours, days, or place of work.

W)zhls option:

Use the IR formal flexible working email request template

You and your leader may want to complete email request together following your
conversation, especially where you're in agreement and want to move to formalise the
request. If you and your leader are not in agreement you can still choose to put through
your formal request for consideration.




Legislation allows you to seek flexible working options

The Employment Relations Act (ERA) 2000 provides under Part 6AA: All employees the
right to request to vary their terms and conditions of employment relating to working
arrangements. It relates to hours, days, or place of work.

For this option:

- The legislation specifies the request must be in writing and details the requirement&&

relating to the request and what must be included (69AAC).
- The Employment NZ website includes a checklist and exampl%s orm you ma
h

find useful.

The following section contains further information in relation&e espon \;

requirements in the legislation.

Inland Revenue’s response to equ@
; urye

quest as soon as

If your request in made under the E@s ive\re !Ements apply as below.

Response | A request must be@ded to as séoh as ssible, but no longer than one month after

time: it is received. m

The ERA (C%\I:\Legtablish s May refuse a request if it can’t be accommodated

on one or f the recogni business grounds for refusal:
. w nable to)r anise work among existing staff
Options @ is unable to uit additional staff
for
refusi e Thea ent would detrimentally impact on quality or performance
. 'nsufﬁcient work available during the periods proposed to work

@ i here are planned structural changes

e The arrangement would detrimentally affect the ability to meet customer demand.

he additional costs would impose a financial burden

\It> IR must refuse a request if the proposed work arrangements would be inconsistent with
®f sede. the collective agreement you are bound by.

If your request is approved then your leader will ensure the arrangement is
appropriately documented to reflect the variation in your terms and conditions of
employment, and advance any necessary follow up actions e.g. payroll actions, any
practicalities, equipment, communication to team etc.

There will be occasions where a flexible working proposal cant be accommodated. If
your request is declined the reason will be provided and the outcome documented. There
may be scope for further discussion and consideration of other options.



If you are dissatisfied with your leader’s decision see the Flexible Working Policy for
more details. This includes specific information relating to ERA requests.

People Leaders considerations in dealing with requests and making decisions

e It's expected that you will have discussed and understood your team members
desire for flexibility and have explored the various implications before a formal
request is submitted.

e You need to consider the parameters in IR’s policy and guidelines and those thin
which are ‘more chaIIengmg for IR to accommodate While you s ook at e@

mean in_a

occasions you will be able to accommodate the request. I

being sought and if there are legitimate business reaso r refi sal or for o
alternatives to be explored. You should apply a business r n lens fusI Th|s
may include things like any detrimental impact on lity or perforrr%g

meeting customer demand, or the inability to reo 7Jthe wo st others
The ability for IR to accommodate the requesti uch d - t on what is
being requested and the wider context (type W|der e siness
requirements etc).

e You should ensure you don’t discrimj re neg luenced by the
purpose or reason for the request ption houId the arrangement
create an actual, potential, or p conflic est (e g. seeking to reduce
hours to take on secondary emp /ent) then eds to be well understood and
mitigated accordingly.

e It can be useful to dis ests WI r eIIow leaders to assess the impact
across different wor nd t onsistency (while considering the
privacy of the ind‘ i he hi Ve 4 delegation for formal flexible working
decisions also sup h|s W|de nd consistency considerations.

Please see the sideration f e rs resource on the Flexible Working hub: Tools

and Resourc ge‘for more in ual, team and business considerations.

In rel Mecewmg%pecific request

includes all the key information you need

tb?er d|s equest with your team member as necessary

Acknowl| d elpt of the request
@)u deal with the request as soon as possible and within a month of

ggapproprlate template to document the outcome

proved, ensure the relevant variation letter (and any supporting documentation
Workmg from Home checklist etc) are filed on the personnel file and undertake any
necessary follow up action.

Documenting the outcome

Formal arrangements require formal documentation to be developed and agreed to
reflect the altered terms and conditions/arrangements. The documentation should be
retained on your personnel file.



Relevant outcome templates are available on the Leaders Templates and Resources
page. See HR Advice for any support in completing these.

HR delegations: Level 4 authority is required to negotiate and make decisions on
formal flexible working arrangements
N,

Please see IR’s Flexible Working hub for the Flexible W %ind er re!i ed
guidelines and various supporting resources (|ncIud| those entlon@/&%

document)

—
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Appendix D

Inland Revenue
Te Tari Taake

Topic 4 — Healthy, Safe & Equitable Workplace

Disabled Employees — Reasonable
Accommodation Guidelines

These guidelines outline the requirements and factors ass d when &
decisions about requests for reasonable accommodation ssist in
managing disabilities. AV

Managing disabilities is a partnership between employee a?i Ieadél?

The req uest process @

MAKING A REQUEST <§@

To make a request for reasonable accommodation,.you sho Ik with your leader as soon as
possible about your needs and how InIan% can ?eit V ort these needs.

e Talk with you tcxl\gdg;)stand yourneeds and any reasonable accommodation
required, ensuring confide aintained as appropriate; and
e Consider is reaso@ set out below and discuss with you and any
Your leader spe st you may these needs can best be met; and
will: . sider our curre ealth and Safety processes including; the Discomfort,
Pain-and Inju anid our Injury or illness rehabilitations guidelines as
appropri -‘
Work with People and Culture and other relevant parties in a timely manner.

\y\;/{eak with your leader about your disabilities and the restrictions

ay place on your ability to perform your job; and
%sure any reasonable accommodations made are used appropriately; and
You're
expected to: Update your leader on changes to your needs, including if reasonable
accommodations are no longer required; and

e Work with Workbridge or other support organisations, as required, to seek
additional support funds.

Muests In the event that a request for reasonable accommodation cannot be met by Inland
cannot be Revenue and is considered unreasonable, your leader will discuss with you what this
met: may mean for you going forward.

Following a request, you will have an outcome as soon as the request is worked

'T_ﬁ‘(’:?s";_ through and understood. If you are unhappy with the outcome, you can request a
P ) review of the decision from your one-up leader.
Leaders, seek advice from People & Culture: (Notin scope ) for all

reasonable accommodation requests.




WHAT IS REASONABLE?

Factors that will be taken into account when considering reasonable accommodation include:

RELATED M

Whether it is practical to make the adjustment

The effectiveness of the adjustment in assisting you to perform your job

The impact on you if no adjustment is made

How much disruption, if any, would be caused to our business or other employees &

Health and Safety requirements

The financial costs of any adjustment @
MODIFICATIONS OR ADJUSTMENTS &

Some adjustments that could be considered and discusse <5’1\ay include:

/f\)

Specialised hardware (mouse, keyboard) @<§ \\y
\

Visual impairment software

~
Specialised hearing impairment softwa

Specialised office furniture %\ ;
A\

\

Modifying the recruitment proce / N~

Modifying the way the jo V:.i/\'\e < —
o n - QS
Modifying the trainin

Providing flexible @R ange

j@

Physical chan

KS

aneIp s appllcatlon and the process

ing-furniture or improving access to a building.

>he Human Rights Act

ate S (_\e/ ommission - LEAD toolkits
%& Remote Working Arrangements Policy on our People Policies &

\)

N

e Our supporting positive attendance guidance.
Document control vl March 2019
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