


 

 
 
You will find attached the following documents: 
 

• The Ministry for Pacific Peoples Flexible Work Policy 2020  
• The Ministry for Pacific Peoples Flexible Work – Working from Home Guidelines 
• The Ministry for Pacific Peoples Flexible Work – Working from Home Checklist 
• The Ministry for Pacific Peoples Flexible Working Arrangement Request form 

 
Please note that the last page for the document titled ‘Flexible Work Policy 2020’ has been 
redacted as the contents are out of scope for this request. 
 
In response to your request, the Ministry provides all new employees the opportunity for a 
flexible working arrangement, with each case being assessed on their individual merits.  
 
All requests for a flexible working arrangement received for the period 1 January 2019 to 8 
October 2021 were approved. A range of flexibility types were applied for, but many of the 
requests were for remote working. The applicants were managers and non-managers. 
 
The Ministry does not currently record this information centrally, but we are taking action to 
implement this process in the foreseeable future. 
 
As of 8 October 2021, there are 125 employees at the Ministry, of which 89 are female and 36 
are male. 
 
In support of the principles and purposes of the OIA, the Ministry proactively publishes its 
responses to OIA requests. As such, this letter will be published on the Ministry’s website. Your 
personal details will be removed, and the Ministry will not publish any information that would 
identify you as the person who requested the information.  
 
Should you wish to discuss this response with us, please feel free to contact the Ministry at: 
oia requests@mpp.govt.nz. 
 
If you are dissatisfied with this response, you have the right, under section 28(3) of the OIA, to 
seek an investigation and review by the Ombudsman. Information about how to make a 
complaint is available at www.ombudsman.parliament.nz or freephone 0800 802 602. 
 
Ia manuia 
 
 
 
 
 
Leatigaga Jason Tualima 
Deputy Secretary 
Corporate Services 
Ministry for Pacific Peoples 
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Work from home Guidelines 

To be read in conjunction with the Flexible Work policy and Work from Home Checklist  

The most common form of flexible work is working from home.  These guidelines provide advice to 
Ministry employees in regard to: equipment, health and safety, reimbursement of costs while 
working from home, security of information and equipment and worker responsibilities. 

Making the arrangements 

Before working from home, the employee and manager should have already documented the 
arrangement through the completion of the flexible working form which will specify: 

• The arrangement that will apply (how often the employee will work remotely, the duration 
of the arrangement, hours of work etc.) 

Employees are also required to complete a ‘work from home checklist ‘which supports employees to 
establish a suitable working environment to work from home.  Depending on the responses in this 
checklist employees and their manager may need to carefully consider the type of work that is 
completed at home and the frequency or duration of that work. 

Equipment 

To support an approved request for working from home from an individual employee, if they do not 
already have appropriate equipment at home, the Ministry may consider providing the following 
items of equipment to staff members:  

• Laptop  
• Keyboard  
• Mouse   
• Monitor  
• Docking station 

Providing additional equipment will depend on what is ‘reasonably practicable’ (please see the 
Worksafe website for this information). Requests will be considered on a case by case basis only and 
must be approved by the DCE, Business Services, People & Culture.  Please note wifi connections are 
the responsibility of the employee. 

To assist employees with setting up their work station at home, please refer to the Work from home 
checklist. 

Where there is no public health requirement to work from home, if an employee does not have an 
ergonomic set-up at home or is experiencing pain and discomfort at home and it is not practicable to 
provide ergonomic equipment at home, it may be more reasonable to expect them to return to the 
office. However, the Ministry may consider reasonable adjustments to their general approach, to 
support people with disabilities. 

Health and Safety 

No matter when or where an employee works, ensuring their health and safety is a shared 
responsibility between the employer and the employee.  When working from home, the employee is 
responsible for organising a work area that is appropriately set up to ensure that they can work 
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safely.  On an annual basis, Ministry staff working from home, will be expected to complete or 
provide the following documentation:  

• Home checklist 

• A photo of their work station at home  

Once completed the checklist and photo needs to be forwarded to  tautagata@mpp.govt.nz  

Please note completion of the home checklist and providing a photo is mandatory  before work from 
home can commence. 

Hazards 

A hazard is a situation or thing that has the potential to harm a person or property. Staff are 
required to report any hazards on the Hazard Register, and to work with their Manager to eliminate 
or mitigate that hazard.  

Examples of workplace hazards when working from home (must be reported):  

• Ergonomic setup of workstation 

• Feelings of isolation 

• Failing to take regular breaks and monitor working hours 

Examples of hazards unrelated to the workplace when working from home (no requirement to 
report): 

• Trip hazard in your home that is outside of the room being used as primary place or work, 
and which is not in exit or entry pathways to the primary place work 

Injury 

Staff are required to report any injuries (big or small) that happen to them or anyone else in their 
workplace through to their Manager. 

Example of workplace injuries when working from home (must be reported): 

• Neck pain from using an nsufficiently sized or poorly located screen for a long period of 
time. 

Example of injuries unre ated to the workplace when working from home (no requirement to 
report): 

• Minor cut to your hand whilst making your lunch in your home kitchen 

Incident 

An incident is an unplanned event that doesn’t result in an injury. Staff are required to report any 
incidents (big or small) through to their Manager. 

Example of workplace incident when working from home (must be reported): 

• When lifting Surface Pro, keyboard becomes detached and falls almost hitting your feet.  

Example of incident unrelated to workplace when working from home (no requirement to report): 
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• While reaching to get item (unrelated to work) from your wardrobe during your lunch time a 
box falls from a high shelf. 

Reimbursement of expenses relating to working from home 

There is no expectation on the Ministry that they will offer additional compensation or allowance  
for expenses arising from a request to work from home, as part of flexible working.  

Security of information and equipment 

All policies that apply to employees who are working in the office, also apply when employees are 
working remotely.  It is the employee’s responsibility to keep all work information and any other 
sensitive information secure.  It is also important that reasonable care is taken of Ministry 
information and equipment. 

Employee’s responsibilities 

When working from home, the employee should ensure that they: 

• Comply with the guidelines contained in this document as well as all other organisational 
policies and procedures 

• Only work from a location that is safe and suitable for working remotely 

• Comply with all health and safety requirements 

• Do not work during annual leave or sick leave specified on a medical certificate 

• Do not hold meetings at their home in person 

• Do not undertake any other major commitments during the working day such as (but not 
limited to): 

o Extra-curricular activities 
o Full or part time child or family care 
o Full or part time management of other activities at your home, like renovations or 

club leadership 

• Take reasonable steps to keep the Ministry’s  technology, equipment and information safe 

and in working order. 
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Work from Home checklist  

Background 
When working from home you are responsible for keeping yourself and your working area safe.   

Please go to this link for further information - https://worksafe.govt.nz/managing-health-and-
safety/novel-coronavirus-covid/working-from-home-under-alert-level-3#lf-doc 61895 

No matter when or where an employee works, ensuring their health and safety is a shared responsibility 
between the employer and the employee.  When working from home, you are responsible for 
organising a work area that is appropriately set up to ensure you can wo k safely.  The following 
checklist is designed to assist you to keep yourself safe when working from home. You are expected to 
complete and provide the following documentation annually:  

• This Work from Home checklist 
• A photo of your home work station and surrounds  

Once completed the checklist and photo need to be forwarded to  tautagata@mpp.govt.nz  

Please note completion of the home checklist and providing a photo is mandatory before work from 
home can commence or can continue annually  

The Work from Home Checklist 

Security of information 

1. Do you have a workspace that is private and secure? (Please select one) 

Yes                                                                                                         No 
If you selected no and your workspace is easily accessible to others, please: 

• lock your screen and put work papers away whenever you leave your desk through the day  and 
• pack up your laptop and put your working documents away each night in a secure, safe place.  

 
2. Are you required to access confidential or highly sensitive information in your role? 

No                                                                                                           Yes 
If yes, please describe how you will keep this sensitive information secure. 

………………………………………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………… 
…………………………………………………………………………………………………………………………… 
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3. Have you read, and do you fully understand our IT Acceptable Use Policy?  

No                                                                                                           Yes 
If not, please review the policy before commencing working from home. 

Protecting work equipment    

IT Support 

4. Have your IT equipment, software and service requirements been confirmed with IT Services and 
can they be supported?  

Yes      No 
If not, please contact IT support to discuss your home office electronic equipment to ensure that it is 
compatible with your MPP IT equipment. If this is not the case you may have to consider alternative 
arrangements. 

Surge protection 

5. Do you have surge protected plugs or multi boards, in order to protect your IT equipment from 
power outages and surges? (Please select one) 

Yes                                                                                                 No 
If not, please consider purchasing one of these plugs or multi-boards before working from home. 

 Work environment   

Tripping hazards 

6.   Is the floor space around your desk free of tripping hazards (cables etc.)?  

Yes       No 
If not, please tidy around your workspace before commencing working from home 

Lighting 

7.   Is the lighting at your workstation adequate for the tasks you are performing? 
 
Yes     No 
If not, please correct the lighting before commencing to work from home 

Ventilation/Temperature 

Most employees will be accustomed to the air conditioning in the MPP offices which controls ventilation 
and temperature. At home you are responsible for ensuring that your workspace is adequately 
ventilated and heated/cooled. 
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Emergency Plan, First Aid Kit, Smoke Alarms 

Please consider how you will exit your workspace, in case of an emergency. Think about alternative 
exits, should your usual exit be blocked for some reason.  

We recommend you have access to a first aid kit when working from home. Please consider purchasing 
one, if you don’t have one at home already. 

Every workspace should have a smoke alarm installed. If you don’t have one installed near your work 
area, we recommend you get one before commencing regular work from home activity.   

Office ergonomics when working from home 
8.   Have you set up your computer, desk and chair ergonomically?  
Please adjust to the following recommendations: 
o The top edge of your computer monitor is at your eye level  Yes  No 
o The computer monitor is free from glare and reflections from lights Yes  No 
o The keyboard is at a comfortable tilt angle or flattened for touch typing  Yes  No 

This diagram provides you with an example of the preferred workstation set up.  
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Chair 

Choose a chair that supports your spinal curves. Make sure your hips are never lower than your knees. If 
you cannot adjust your chair and your feet cannot firmly touch the ground, use a book or ream of paper 
to raise your feet to the correct height.  If your chair has adjustable armrests, check that your arms 
gently rest on them with your shoulders relaxed. If your chair is too low, consider using cushions on it.  
Avoid the “C” curve shape in your back while working. Try to keep an “S” curve in your spine; a support 
chair should help you with this.   

9. Do you have an adjustable office chair with adequate lumbar support that supports your posture?  
Yes                                                                                                      No 
If not, please ensure you have a suitable work chair before commencing to work from home. You may 
need to speak to your Manager about this. 

Desk 

Under the desk, make sure there's clearance for your knees, thighs and feet. If the desk is too low and 
can't be adjusted, place sturdy boards or blocks under the desk legs. If the desk is too high and can't be 
adjusted, raise your chair. Use a footrest to support your feet as needed. If your desk has a hard edge, 
pad the edge or use a wrist rest. Don't store items under your desk.   

10.   Does your desk enable you to meet the standards described above?   
Yes                                                                                              No 

If not, please arrange this before commencing work from home. You may need to speak to your 
Manager about this. 

Laptop 

If you do not have a monitor, or if you use your laptop as a second screen, please consider putting some 
books underneath your laptop to elevate it so that it is at the same height as your eyes.    

Avoid using your laptop on your couch or your bed.   

11.    Do you use a laptop computer? (Please select one) 

No                                                                                                    Yes 
If yes, please ensure that your laptop screen is set up as recommended above.  

Keyboard and mouse 

Place your mouse within easy reach and on the same surface as your keyboard. While typing or using 
your mouse, keep your wrists straight, your upper arms close to your body, and your hands at or slightly 
below the level of your elbows. Use keyboard shortcuts to reduce extended mouse use. If possible, 
adjust the sensitivity of the mouse so you can use a light touch to operate it. If you can, try alternating 
the hand you use to operate the mouse by moving the mouse to the other side of your keyboard. 

12.  Do you have a separate keyboard and mouse? (Please select one) 

Yes                                                                                                     No 
If not, please speak to your manager. MPP will provide these for you. 
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Telephone 

If you frequently talk on the phone and type or write at the same time, place your phone on speaker or 
use a headset rather than cradling the phone between your head and neck. 

Key objects 

Keep key objects — such as your telephone, or printed materials — close to your body to minimize 
reaching. Stand up to reach anything that can't be comfortably reached while sitting. 

Reporting accidents and incidents 

In the event that a workplace accident you must advise your manager as soon as possible and an 
incident form must be completed. 

Wellbeing 

Please ensure you take care of your wellbeing when working f om home. We have a number of guides 
available on VakaPuna to support you with this.  

If you would like further support, you can contact your manager, the People & Culture Team, or your 
Health and Safety Representative. 

Breaks  

Stretch and move frequently. The best way to prevent injury is to have micro pauses and ensure your 
body isn’t in one stiff position for too long. If you have phone calls to make, get up and walk around your 
house or even outside while talking! 

Please take regular breaks; you need to get away from your desk for short breaks through the day. 

Any other relevant information (Please provide) 

………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………… 

My Manager and I have d scussed this checklist and self-assessment form. I understand my health and 
safely responsibilities when working from home and have ensured that my workspace is as safe as is 
practicable and appropriate for working from home. 

 

Employee signature      Date 

 

Manager signature      Date 
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Flexible Working Arrangement Request Form 
 
 
Employee to complete: 

Name  

Position  

Team / Office  

Nature of request          

Current arrangement  

Change requested  

Proposed Start   

Proposed End  
N/A         
(request for permanent change) 

Reason for request  
 
I have read and understood the Ministry’s flexible working policy and make the above 
request in the knowledge of the requirement that must be met should it be granted. 
 
Employee’s Signature: 
Date:    / /  
 
 
 
 
Manager Approval 
 
Approved  Not Approved  

Name  

Signature  

Date received  Due Date  
Comments  
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