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1.0 Background 

1.1 We strive to be a global leader in transparency. Our communications efforts aim to 
keep our staff and the outside world as informed as possible about what we do and 
why we do it. 

 
1.2 As a Crown entity we also have legal obligations under the Crown Entities Act, 

Official Information Act and other legislation to be accountable to New Zealanders 
directly and via their elected representatives. Transparency is a key part of 
compliance with these requirements, together with the legislated requirement under 
our own Act to avoid prejudice to New Zealand’s reputation as a responsible member 
of the world community. 

 
1.3 Our approach to communication is, therefore, to disclose information unless there is a 

good reason for not doing so, and to do so proactively, promptly, factually and clearly. 
This has clear implications for how we generate, retain and distribute information and 
for how we engage internally and externally across the full range of our stakeholders. 

  
1.4 Similarly, our engagement activities must support our role under the Act.  
 

2.0 Objective 

2.1 To implement effective controls and frameworks to ensure that all our communications 
are clear and accurate and activities consistent and constructive, and assist in preserving and 
enhancing the reputation of the Guardians and of the New Zealand Superannuation Fund. 
 

3.0 Definitions 

3.1 To aid with interpretation of this policy we have a Glossary of Terms, which defines 
all investment and technical terms used in our policy documents.  In this policy the 
first instance of any such defined term is highlighted in bold. References to other 
documents are italicised. 

 

4.0 Scope 

4.1 This policy covers: 
 

• External and Internal Communications: including being proactive and transparent. 

• Managing information: including filing and storage of information, records and 
data. 

• Managing content on our website and intranet, including the procedures to be 
followed for writing and posting information to the website or intranet. 

• Speaking to the media and at events: including how to deal with media queries, 
prepare for and conduct a media interview. 

• Speaking engagements at conferences and other events,  

• Sponsorship: including defining the activities we will consider sponsoring and the 
processes for seeking sponsorship representation on non investment bodies and 
membership of non investment organisations. 

• Responding to Official Information Act requests and Parliamentary Questions. 

• Stakeholder engagement 
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5.0 Delegations and Authorities 

5.1 The Delegations Policy governs the delegations and authorities that apply in all policy 
documents. In the event of any discrepancy between this policy and the Delegations 
Policy the Delegations Policy will prevail. 

 
5.2 The Board has reserved certain matters either to itself, a committee of the Board or the 

Chief Executive. Those matters are outlined in Schedule 1 of the Delegations Policy. 
All other matters are delegated to the Chief Executive who may sub-delegate them to 
Guardians’ staff. All delegates and sub-delegates must exercise their authorities in 
compliance with the general conditions of delegation and sub-delegation set out in 
Schedule 2 of the Delegations Policy 

 
5.3 There are certain responsibilities inherent under this policy. Those responsibilities, and 

the person responsible for them, are outlined in Schedule 1. 
 
 
 

6.0 External Communication 

 
We must comply with the Official Information Act, which provides that information held by public 
agencies should be available to the public unless there are good reasons for withholding it. 
 
We have further obligations set out in the New Zealand Superannuation and Retirement Income 
Act, the Crown Entities Act, the State Sector Act, the Public Audit Act and the Financial Reporting 
Act relating to publishing Statements of Investment Policies, Standards and Procedures, 
Statements of Intent and Annual Reports. 
 
We must also respond to Parliamentary Questions, questions from Select Committees in our own 
right, and contribute where necessary to questions from those sources to other parties but which 
are relevant to our activities. We must also provide information to our Responsible Minister, the 
Minister of Finance. 
 
We must adhere to the ‘No Surprises’ approach with the Government and, in particular, our 
Responsible Minister.1 
 
We must ensure that we comply with our legal obligations, and are able to continue to attract third 
parties to deal with us, by adequately protecting and managing the commercially or market 
sensitive information, trade secrets and/or legally privileged information belonging to the Guardians 
and those with whom we deal. 
 
In addition to our statutory obligations, we believe it is in our interests and the public interest to 
proactively release information, particularly with regard to investment strategy and returns. 

 

 
6.1 We will disclose information proactively, factually, accurately and consistent with 

legislative requirements unless there is a good, disclosed, reason for not doing so.  
We will ensure: 

 

• published information is available on request; 

• information is current, in plain language and using proper grammar and clearly  
identified as being from the Guardians and/or in respect of the Fund; 

 
 
1 As per the annual Letter of Expectation,  
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• opportunities are available for our key stakeholders to provide feedback; and 

• we advise the Minister of Finance of any information that we release, or which is 
to be released in consultation with us, that should be disclosed in accordance 
with the “No Surprises” protocol. 

 
6.2 A list of the issues on which we proactively communicate will be maintained at 

Schedule 2. 
 

6.3 A  summary of our key relationships with Government stakeholders will be 
maintained at Schedule 3. 

 
6.4 The  process for responding to Official Information Act queries, and a current 

summary of the Act’s requirements, will be maintained at Schedule 4. 
 

7.0 Information Management 

 
We must comply with the Public Records Act and other legislation requiring us to keep records. 
The Public Records Act requires us to create and maintain full and accurate records of our affairs, 
in accordance with normal, prudent business practice, including the records of any matter that is 
contracted out to a third party. The Act also sets out how information held by public agencies must 
be stored. 
 
We are legally obliged to protect the information of other people, including holding that information 
securely, releasing it internally only on a need-to-know basis, and ensuring that it is not disclosed to 
those outside our organisation. In this regard we have: 
 

• contractual obligations with third parties to keep confidential information secure, to provide it 
internally only on a need-to-know basis and not to breach copyright or other intellectual 
property rights relevant to that information; 

• information generated by our own activities that could be inside information, otherwise 
commercially sensitive or legally privileged; and 

• information about individuals which is subject to the Privacy Act. 
 
In addition to our statutory and legal obligations, we recognise that it makes sound commercial 
sense to store information securely, in a manner permitting ease of retrieval and analysis, and 
which ensures that disclosure does not occur inadvertently. 

 

 
7.1 We will maintain and adhere to a document and records management framework that 

focuses on ensuring: 
 

• we comply with all legislative requirements; 

• information is appropriately secured; and that 

• information can be retrieved in a timely and efficient manner. 
 
7.2 An outline of our information management framework must be maintained in 

Schedule 5. 
 

8.0 Website and Intranet (Supercharged) 

To enhance internal and external communications we maintain: 
 

• a website (www.nzsuperfund.co.nz), as the key portal to provide information about the 
Guardians and Fund to the general public 



Communications Policy Version: 4 
Page 6 of 30 

 
 

• an intranet to facilitate communication to and between staff 

 

 
8.1 We will maintain a website for conveying up-to-date, accurate, information about the 

Guardians and the Fund to the general public. 
 
8.2 We will maintain an intranet  to facilitate communication with staff. 
 
 
8.3 We will not support, condone, or accept on the Fund’s website  intranet: 

• activities which violate this and other Guardians’ and Fund’s policies; 

• activities which violate New Zealand laws; or 

• third party commercial activities. 

 
8.4 The process for posting content to the website and, intranet, and the roles and 

responsibilities relevant to the administration of each site, must be maintained in 
Schedule 6. 

 
 

9.0 Media and Events 

 
Our staff are often approached by the media for comment on issues relating to the Guardians and 
Fund, or which are perceived to be within their domain of expertise. In addition staff are invited to 
participate in various forums as speakers, panelists or designated questioners. 
 
We need to ensure we mitigate the reputation risks to the Guardians and the Fund arising from 
poorly governed dealings with the media and the public more generally. The corollary intention is to 
maximise the potential opportunities arising from such engagements, for enhancing the reputation 
of the Guardians and the Fund. 

 

 
9.1 Except for the Chairman, Chief Executive and the Head of Communications, no staff 

or Board member will speak to the media about the Guardians or the Fund without 
prior approval. 

 
9.2 The process for dealing with media queries, speaking invitations and use of our 

branding and logo; and a list of who is authorised to speak with the media on our 
behalf (and on what topics) must be maintained in Schedule 7. 

 
9.3 Staff members who are invited to speak at public or industry events are required to 

seek approval in advance from the Chief Executive   and relevant General 
Manager/Chief Investment Officer before accepting.  Invitations will be reviewed 
against the Guardians’ speaking programme priorities and a recommendation 
provided to the  Chief Executive and relevant General Manager/Chief Investment 
Officer by the Head of Communications. 
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10.0 Sponsorship, Brand use, Representation on and Membership of Non Investment 
Bodies 

 
From time to time we are approached to sponsor events, either by employees or external parties. 
The intention of sponsorship is to support activities or events which are consistent with our role and 
responsibilities in managing the Fund and which enhance our reputation.  We take the same 
approach to events which we ourselves organise and fund (and therefore also effectively sponsor). 
Staff/Board members will from time to time represent the Guardians on non investment 
organisations and the Guardians will become members of organisations where this furthers our 
purpose. 

 
10.1 We will consider for sponsorship those activities consistent with, and which positively 

raise awareness of, our role and responsibilities in managing the Fund. 
 
10.2 We will join organisations and put staff/Board members on the governing bodies of 

external organisations where we this assists us in fulfilling our purpose. 
 
10.2 We will not advertise, or endorse products, services or people. 

10.3 No other organisation may use the logo or name of the Guardians or of the Fund 

without our knowledge and permission. 

10.4 An outline of the process for considering sponsorship, representation of Guardians 

staff/Board members on non investment bodies and membership of non investment 

bodies 8. 

 

11.0 Reporting 

11.1 We must report to the Board on the following matters: 
 

• Official Information Act inquiries and responses; 

• the content of each quarterly report to the Minister; 

• official correspondence with the Minister of Finance, Treasury or other parties on 
matters relevant to the Board; 

• material correspondence or other communication with Government Ministers and 
the Treasury; and 

• sponsorships made 

• membership of and staff/Board representation on non –investment bodies.  
 

11.2 We will report proposed material changes to the following schedules to the Board for 
its approval: 

 

• Schedule 9: Reporting Framework 
 
11.3 We must report to the Board, for their information, material changes to the following 

schedules of this policy. 
 

• Schedule 1: Responsibilities  

• Schedule 2: External and Internal communication 

• Schedule 3: Relationship with Government 

• Schedule 4: Responding to Official Information Act requests 
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• Schedule 5: Information Management 

• Schedule 6:  Website and Intranet 

• Schedule 7: Media enquiries and speaking invitations 

• Schedule 8: Sponsorship, Representation and Membership 

• Schedule 10: Legislative Compliance Framework 
 

11.4 An outline of the reporting framework, as it exists in current practice must be 
maintained in Schedule 9. 

 
 

12.0 Legislative Compliance 

 
We have a legislative compliance framework to ensure that we comply with our legislative 
obligations. In each of our policies we list specific legislation that might impact on the activities 
covered by that policy. The list is not always exhaustive as often the law is specific to a particular 
aspect of the activity or jurisdiction in which the activity occurs. 

 

 
12.1 We will ensure that all our activities under this policy comply with our legislative 

obligations and give effect to our legislative compliance framework. 
 

12.2 A list of legislation that potentially impacts on the activities under this policy must be 
maintained in Schedule 10. 

 

 

13.0 Control Section 

 
 
Approved this 9th day of April 2013 as amended 21 April 2015 
 
 
General Manager  

Corporate Affairs  /  

 
_________________________________________________
___ 

Chief Executive Officer _________________________________________________
___ 

Board Chairman _________________________________________________
___ 
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Schedule 1: Responsibilities 
 
 
 

Chief Executive: will • provide the draft annual report and statement of intent/statement of performance expectations (as applicable)  annually to the 
Board 

• ensure organisational compliance with the record keeping requirements 
 

Head of Communications 

will: 

• be responsible for content and appearance of website and intranet 

• be first point of contact for all media relationships including writing media releases 

• be responsible for providing recommendations on invitations to speak at conferences and events 

• be responsible for reviewing, and assisting with the preparation of, all public presentations 

• be responsible for reviewing, and assisting with the preparation of, all submissions and disclosures to Government and regulatory 
entities 

• be first point of contact for all sponsorship queries 

• be responsible for correspondence with all sponsorship applicants 

• form and make recommendations to the Leadership Team on sponsorship applications 

• decide and approve all uses of the Guardians / Fund logo 

• report responses to questions from Parliament, including Select Committees, to the Chair as they occur and in summary to the 
subsequent Board meeting 

• report responses to Official Information Act requests to the Chair as they occur and in summary to the subsequent Board meeting 

• report information released to the public to the Chair as they occur and in summary to the subsequent Board meeting 

• report sponsorships annually to the Board and under the no surprises protocol 

• be responsible for communicating under the ‘no surprises’ approach with the Treasury and the Minister of Finance’s office 

• report quarterly reports to the Minister to the Chair for approval 

• report communication with the Minister of Finance or Treasury on matters relevant to the Board to the subsequent Board meeting 

• report CEO, GM or any other staff representing Guardians on external non-investment body to the subsequent Board meeting 

• ensure this policy is kept current and relevant to the activities being undertaken (including schedules 1-3 and 5-9) 

• ensure this policy is reviewed at least  every second year 
 

GM Corporate Strategy will: • ensure schedules 4 (responding to Official Information Act requests) and 10 (legislative compliance) are kept current 

• report material changes to the schedules of this policy six monthly to the Risk Committee and Board meetings and under 
the no surprises protocol 

Head of Risk will: • report material policy breaches notified through the Learning Opportunities reporting process immediately to the Risk Committee and 
Board 

• report all policy breaches notified through the Learning Opportunities reporting process to the subsequent Audit Committee meeting 
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Records Manager will: • provide training and guidance on the use of SuperDocs and the Document and Records Management Framework 

• be responsible for the administration of SuperDocs and the Document and Records Management Framework 

• measure performance of the Guardians against the Document and Records Management Framework 

• ensure this policy is kept current and relevant to the activities being undertaken in relation to Document and Records 
Management  (including Schedule 5 ) 
 

Head of IT will: • be responsible for the technical support of SuperDocs, including system performance, functionality, and availability 

• be responsible for the technical support of website, intranet and extranet systems including performance, functionality and 
availability 

General Managers/Chief 

Investment Officer will: 

• ensure the content of all media releases and other public materials is factually accurate where the release/other public material 
is relevant  to their line of business 

All staff will: • be responsible for ensuring that all documents and records are managed in compliance with the Public Records Act and the 
Guardians’ Document and Records Management Framework and associated procedures. 

 

 

 

Responsibilities approved by Chief Executive on 21 April 2015 and 24 June 2021  
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Schedule 2: External Communications Issues 
 
The following table is intended as a comprehensive if not exhaustive list of the information the Guardians will proactively, publicly disclose as a 
matter of course, unless there is a good, disclosed reason for not doing so. Note that this disclosure is assumed to be subject to: 

• the Board having prior visibility of the subject matter through communications plans being appended to relevant Board papers; and 

• ‘no surprises’ as per Delegations Policy 
 

Information type Medium  Frequency 
General or contextual information which is generally 
unchanging and which assists our stakeholders and the 
broader New Zealand and international public to 
understand why we exist, what we do and how, Typical 
examples would include: 
 

• Mission, Vision and Values 

• Our investment policies, standards and 
procedures 

• Board Charter including Board Code of Conduct 

• Employee Code of Conduct 
 

1. Via website Permanent 

2. Annual Report 
 

As appropriate 

3. Statement of Intent and Statement of Performance 
Expectations 

As appropriate 

4. Stakeholder engagement As appropriate 

5. Speaking programme As appropriate 

Changes in investments via third parties (e.g. manager 
appointments or terminations or new investments in third-
party-managed funds) 
 
 

1. Via website table As they occur 

2. Advised to Minister and Treasury  Quarterly 
 

3. Summarised in Annual Report Annually 

4. Media statement assessed on case-by-case basis and 
where mutually agreed 

 

As appropriate 

Internal investment mandates 1. Summarised in Annual Report Annually 

Direct Investment transactions (in particular NZ Direct but 
also where Direct Investments are made offshore)  

1. Media statement assessed on case-by-case basis and 
where mutually agreed 

As appropriate 

2. Advised to Minister and Treasury  As they occur and quarterly 
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Information type Medium  Frequency 
3. Summarised in Annual Report Annually 

Material policy and strategy decisions (including 
investment, responsible investment, operations, 
governance, etc.) 

1. Via website As they occur 

2. Advised to Minister and Treasury  As they occur and quarterly 

3. Annual Report Annually 

4. Stakeholder engagement 
 

As appropriate 

Fund performance 1. Monthly performance report and website Monthly 

2. Media announcement As appropriate 

3. Advised to Minister’s office and Treasury Monthly and quarterly 

4. Annual Report  Annually 

 5. Stakeholder engagement As appropriate 

6. Speaking programme As appropriate 

Changes in Board 1. Via website As they occur 

2. Annual Report Annually 

Fund Holdings (publically traded equities)  1. Via NZX website (shareholder notices) As they occur  

2. Website (total listed equity and bond portfolio) Annually  

Fund Holdings  (non publically traded) and publically 
traded debt. 

3. Website.  The nature of the disclosure will be determined 
in consultation with Chief Investment Officer and General 
Manager Portfolio Completion (as applicable.  The 
disclosure will take into account the commercial 
sensitivities and practical limitations associated with non 
public investments and of publically traded debt 
securities. 

Annually  

Investment Managers, Custodians2  1. Annual Report Annually 

 
 
2 S68(g) NZSRI Act requires the Annual Report includes a schedule of investment managers and custodians and classes of investments for which they are responsible. 
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Information type Medium  Frequency 
Exclusions from the Fund for breaches of responsible 
investment standards 

1. Via website Exclusions list updated 
quarterly for category 
exclusions or as they occur for  
other exclusions (TBC) 

2. Media announcement 
 

Following sale of holdings 
 

3. Advised to Minister’s office and Treasury In advance of media 
announcement 

4. Stakeholder engagement As appropriate 

Significant incidents (financial, operational, within 
portfolio) 

1. Media announcements and briefings As appropriate 

2. Direct to Minister’s office and Treasury and via quarterly 
report 

As appropriate 

3. Annual Report As appropriate 

 4. Stakeholder engagement As appropriate 

Public speeches and presentations  1. Via website As they occur and when 
material as determined by the 
Head of Communications 

2. Advised to Minister’s office and Treasury  As they occur and when 
material as determined by 
Head of Communications 

Reporting of Chief Executive expenditure 1. Via website linked to official Government data site Six monthly or as required by 
State Services Commission 

Gift and hospitality registers 1. Via website Annually 

Sponsorships and, Membership of Organisations  1. Via website List maintained on an ongoing 
basis 

 2. Annual report Annually 

Responses to OIA requests 1. Via website As they occur with exact 
timeframe determined by the 
Head of Communications 

 2. To requester As soon as practicable and not 
more than 20 working days 

 3. Advised to Minister and Treasury In advance of release 
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Information type Medium  Frequency 
Submissions 1.  Via website As they occur with exact 

timeframe  determined by the 
Head of Communications 

Parliamentary disclosures e.g. Select Committee 
evidence and reports 

1. Via website As presented to/reported by 
the Committee 

 
Approved by Chief Executive on 21 April 2015 
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Schedule 3: Relationship with Government 
 
Stakeholder relationships 
 
In order to ensure compliance with the requirement for ‘No Surprises’ and consistency in 
engagements, the Head of Communications is the point of contact for: 
 

• Responses to oral and written Parliamentary questions 

• Official Information Act requests referred from the Government 

• Survey/factual requests from the Government 

• Submissions 

• Select Committee Reviews. 
 

The Guardians and NZ Treasury jointly maintain a relationship map setting out key contacts 
within each organisation. The relevant experts within each organisation deal directly with each 
other on issues of common interest.  A copy of the map is available on Supercharged. 
 
The Guardians’ relationship with the Inland Revenue Department is managed by the Head of 
Tax. 
 
The Chairman and Chief Executive  hold the relationship with the Minister of Finance.  Day-to-
day management is coordinated by the Head of Communications via Ministerial staff. 
 
 
Submissions on policy 
 
The Guardians can engage with public policy via submissions. In order to ensure good time 
management, the Head of Communications will act as the point of coordination for policy 
submissions in order to ensure consistency of approach and general appropriate use of 
resources (i.e. staff time). 
 
Each opportunity to make a submission will be considered on a case-by-case basis. However 
as a general guideline, the Guardians should focus their efforts on making policy submissions 
where: 
 

• Policy is relevant to the Guardians’ mandate (i.e. it broadly concerns best investment 
management practice or New Zealand’s international reputation)  

• Policy directly impacts the Guardians. 
 
All public policy submissions will be published on the Guardians’ website. 
 
Approved by Chief Executive on 21 April 2015. 
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Schedule 4: Responding to Official Information Act requests 
 
We must comply with our legal obligations.  We are committed to the principles and 
practices set out in the Official Information Act 1982 (“Act”).   
 
1.0 Purpose  
 
1.1 The purpose of the Act is to ensure that official information is freely available, 

properly accessible and adequately protected where necessary.  
 

1.2 The Act applies to the Guardians.3 
 
1.3 We may receive requests for official information.  These requests can be in any form 

including verbal and need not refer to official information or the Act.  Requests must 
be specific and in writing. If a request is insufficiently specific or would require 
substantial collation and diversion of Guardians’ resources to answer, we should 
consult with the requester to refine and narrow the scope of their request.  

 
1.4 We must respond to requests as soon as is reasonably practicable but no later than 

twenty working days after a request is received.  One extension of time only is 
permitted.  Notifying the requester of a decision within 20 days but providing the 
information at a later point is permissible, so long as the information is provided 
without undue delay. 

 
1.5 Charging for the time involved in assessing whether we hold the requested 

information is not permissible; however, we can impose reasonable charges for 
making available the information requested. We must respond to every request. 

 
1.5 We may transfer a request to another government agency for response, if 

appropriate.  There is a specific procedure and timeframe set out in the Act that must 
be followed if the request is to be transferred. 

 
1.6 The Ombudsmen has jurisdiction under the Act to investigate and review a decision 

to withhold information. 
 
2.0 Availability 
 
2.1 The principle of availability is fundamental to the Act. Official information is to be 

made available unless there is a good reason to withhold. 
 

3.0 Information 
 

3.1 Official information is broadly defined to include all information held by the Guardians.  
 
3.2 Information contained in emails generated in an official capacity comes within the 

definition of official information as do oral communications, notes of meetings, file 
notes, documents and reports.  

 
3.3 We have a legal obligation to retain adequate records of how a policy or decision 

making process has advanced or why we reached a particular outcome.   
 
3.4 Draft documents are also official information. However, in some cases there may be 

good reasons for us to withhold draft documents.   
 

3.5 Information must be information that is actually held by the Guardians.  
 

 
 
3 Official Information Act 1982 refers Part 11 First Schedule Ombudsmen Act 1975 
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4.0 Withholding information  

 
4.1 We must make available official information unless there are “good reasons” to 

withhold it and the public interest does not override those good reasons. The Act 
contains withholding grounds considered to be “good reasons”. The Act also sets out 
certain administrative and procedural reasons for withholding information such as 
where the information is or will soon be publicly available, the information does not 
exist or the request is frivolous or vexatious. 

 
Conclusive reasons for withholding information are where making available the 
information would –  

 

• prejudice security or defence of New Zealand; 

• prejudice entrusting of information to the government; 

• prejudice maintenance of law; 

• endanger the safety of any person; or 

• damage seriously the economy of New Zealand by premature disclosure of 
decisions affecting exchange rates etc. 

 
4.2 The most common reasons for which we might withhold information are contained in 

Section 9 of the Act and are for where it is necessary to – 
 

• protect a trade secret; 

• protect information that would prejudice the commercial position of the supplier 
of information; 

• protect information subject to an obligation of confidence; 

• maintain constitutional conventions; 

• maintain effective conduct of public affairs through free and frank expression of 
opinions by or between Ministers of Crown or members of an organisation or 
officers and employees of any department or organisation in the course of their 
duty; 

• the protection of such Ministers, members of organisations, officers, and 
employees from improper pressure or harassment; 

• maintain legal professional privilege; 

• enable the Crown to carry out, without prejudice, commercial activities or 
negotiations; or  

• prevent disclosure or use for improper gain or advantage. 
 
4.3 Other reasons for withholding information include where it is necessary to – 

 

• protect the privacy of natural persons;  

• avoid prejudice to measures affecting the health and safety of members of the 
public;  

• avoid prejudice to the substantial economic interests of New Zealand; and 

• avoid prejudice to measures that prevent or mitigate material loss to members of 
the public. 

 
4.4 Information can also be withheld on the basis that: 

 

• it is or will soon by publicly available; 

• it cannot be made available without substantial collation or research. If 
contemplating refusing under this ground, we should consider consulting the 
requester to refine his or her request; and to first consider charging and a time 
extension. 
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5.0 Responses 
 
5.1 We must consider each request for information pursuant to the Act on its merits and 

on a case by case basis with the only considerations being the circumstances of that 
particular case. 

 

5.2 In responding to a request we must; 
 

• Have regard to the fundamental principle of availability unless there is good 
reason to withhold some or all of the information 

• Consider the prejudice or harm that would be likely to result if the information 
was disclosed 

• Consider the withholding grounds to see if any are relevant  

• Consider whether it is necessary to withhold and whether there are public 
interest considerations that would apply 

 
6.0 Official Information Act Request Handling Procedure 
 
6.1 The Head of Communications in consultation with the General Manager Corporate 

Affairs will have oversight responsibility to ensure that all requests are responded to 
within the appropriate timeframe. 

 
6.2 Communications team members will work with the requester to clarify and refine their 

request, collate the information requested and draft a response. 
 
6.3 The Head of Communications can assign any General Manager to compile the 

information needed to prepare a response and review the draft response. The 
General Manager can assign the same to any of his/her staff. 

 
6.3 The final responses will be reviewed by the General  Manager Corporate Affairs and 

signed out by the Chief Executive Officer. 
 
6.4 Responses are shared with the NZ Treasury and Minister of Finance’s office on a ‘no 

surprises’ basis prior to release. 
 
6.5 The Communications team will maintain a suite of support materials on the 

Guardians’ intranet including procedural guidelines, response templates and a log of 
requests and responses including response times. 

  
6.6 A copy of the Act and guidelines for compliance with the Act including links to a 

template letter for response are available via the Guardians’ intranet.  Guidance is 
also available via www.ombudsmen.govt.nz.  The Office of the Ombudsmen is 
available to discuss official information requests.  

 
7.0 Maintaining security of withheld information 

 
7.1 The response will be sent to the requester in the form – electronic, faxed, mailed – 

they specify in their request. 
 
7.2 Information withheld under the Act will be redacted in the document(s) comprising the 

final response. Redactions will be understanding in a manner that ensures the 
recipient cannot undo/override the redaction (e.g. RapidRedact software). 

 

Approved by Chief Executive on 21 April 2015 
  

http://www.ombudsmen.govt.nz/
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Schedule 5: Document and Records Management Framework 
 
The Document and Records Management Framework applies to: 

• all Guardians staff, whether permanent or temporary, including contractors 
 

• all documents and records created and managed by the Guardians (regardless of 
media and format) 

 
Context: 

• The Public Records Act sets out a framework for creating and managing Guardians’ 
information, placing particular emphasis on record keeping, and the obligations to 
meet record keeping standards 
 

• The  Public Records Act defines a corporate record as any documentation or 
evidence of an activity or transaction created by or related to Guardians business, 
and includes all forms of recorded data, knowledge, facts, intentions, opinions or 
analysis, irrespective of the media or format through which it is communicated or 
stored. Information may therefore be contained in a variety of media 
 

• The key obligations under the  Public Records Act are: 

• All Guardians’ staff are obliged to create and maintain full and accurate 
records of our affairs, including activities undertaken on our behalf by 
independent contractors (Sec. 17 (1)) 

• We must maintain those records in an accessible form, so that they are able 
to be used for subsequent reference, until their disposal is authorised by or 
under the PRA or required by or under another Act (Sec. 17 (2)) 

• We must dispose of information only as authorised by the Chief Archivist 
(Archives New Zealand) or otherwise by law (Sec. 18 (1)).  In record keeping 
terms, disposal could mean transferring a record to Archives New Zealand or 
destroying it 
 
 

VISION AND VALUES 
Our vision for Document and Records Management at the Guardians is that we recognise 
that information is a key strategic resource that supports our operations and underpins our 
strategic goals, and we manage it accordingly.   
 
The following values support this vision: 
 
Value 1 Information is a corporate asset 

Information is a valuable corporate asset, and any information received by the 
Guardians or that we produce in the performance of Guardians’ functions is 
owned by the Guardians 
 
Information created by contractors for the Guardians is the property of the 
Guardians unless there is an explicit agreement between the parties specifying 
any exclusions 

 
Value 2 Information management is the responsibility of all Guardians’ employees 

We are all responsible for the effective management of information we create or 
use, and as such, have a responsibility to understand and apply good 
information management practices 

 
We are all responsible for ensuring the integrity and security of the information 
we create and receive, and ensuring any information sent to external parties is 
subject to both security and commercial considerations 
 
 

pcdocs://SUPERDOCS/835060/R
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PRINCIPLES 
 
The following overarching principles support the Guardians’ information vision and values: 
 
Principle 1 Records must be created 

Staff must create full and accurate records of their activities and business 
transactions, in accordance with normal, prudent business practice, and 
capture them into the Guardians’ recordkeeping system 
 

Principle 2 Information is shared and accessible 
 All information, in whatever medium, must be easily accessible for as long as 

required by whoever is authorised to access this information 
 
Principle 3 Information has a commercial value and must be adequately protected 
 Privacy and confidentiality must be protected as required by commercial 

necessity, legislative requirements, the establishment of Chinese walls, or 
other legal obligations 

 
Principle 4 Information is accurate and fit for purpose 
 We all have a responsibility to ensure that the information that we create on 

behalf of the Guardians is accurate and fit for purpose 
 

Principle 5 Information is managed securely 
 Records must be tamper proof - security must be maintained to prevent 

unauthorised access, alteration or removal 
 
Principle 6 Retention and disposal is managed 
 Information must be retained for as long as it is needed, in accordance with 

approved retention and disposal schedules 
 
For more detail on these Principles, refer to Information Management Vision, Values and 
Principles (SuperDocs No. 286760). 
 
 

STANDARDS 
 
 
Documents and Records  
All Guardians’ employees (including temporary staff and contractors) must create and retain 
documents and records that provide evidence of the Guardians’ activities and business 
transactions, and these must be captured into SuperDocs.  (Exceptions may be granted for 
difficult file formats such as complex linked spreadsheets).  This may require snapshots of 
other systems to be taken and saved in SuperDocs. 
 
 

Access and Security 
Guardians’ employees must ensure that all documents and records, in whatever medium, 
are easily accessible by whoever is authorised - staff should have access to all information 
they require in their roles in order to carry out Guardians’ business, unless there is a reason 
for them not to have access. Information that has legal, privacy or commercial sensitivity 
must be protected from inappropriate access, release and use. 
 
All Guardians’ information will be classified as falling into one of three categories depending 
on the required level of confidentiality. The correct level of security must be applied to data 
during production, storage, distribution and disposal. 
 

pcdocs://SUPERDOCS/286760/R
pcdocs://SUPERDOCS/286760/R
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Category  Description Definition 

C1 Public  May circulate freely inside and outside the Guardians. 

 
C2 Internal Use  May circulate between Guardians’, staff, Board and selected service 

providers only. Circulation will still be subject to file access restrictions 

C3 Restricted 
Confidential  

Designated recipients as indicated on document front cover. 

 
For further detail on the classifications, refer to the Document and Records Management 
Framework (SuperDocs No. 838384) on Supercharged 
 
 

Recordkeeping System 
Documents and records must be managed centrally within the organisation, and must be 
stored in approved physical and electronic repositories that ensure their integrity, 
authenticity, security, accessibility and usability for the entirety of their retention period. 
 
There must be a single repository for electronic documents and records to ensure that 
Guardians’ staff comply with their obligations under the  Public Records Act – this repository 
is SuperDocs (the email system is not an approved repository) 
 

It is the responsibility of the General Manager Risk (as the Guardians’ Executive Sponsor for 
Archives New Zealand) to determine those circumstances where electronic information is not 
stored in SuperDocs. The General Manager Risk will consult with the General Manager 
Corporate Strategy and General Manager Technology when making such decisions. The 
Records Manager is responsible for maintaining a register of those circumstances, the 
rationale, and the steps taken to comply with the Public Records Act. 
 
 

Retention and Disposal 
All documents and records, regardless of their format, must be managed within a defined 
retention framework, and must be retained for as long as they are needed to meet business 
needs, organisational accountability, and legislative requirements. 
The Guardians must maintain and implement an authorised Retention and Disposal 
Schedule approved by Archives New Zealand, and the disposal of documents and records 
must be authorised and managed in accordance with security and environmental 
requirements and the approved Retention and Disposal Schedule (SuperDocs No. 304477) 
in order to ensure legal, systematic and consistent disposal processes. 
 
 

Legislative Compliance and Related Standards 

The Guardians must manage documents and records in a manner that ensures compliance 
with all recordkeeping legislation and standards.  
(For more detail on these Acts and Standards, refer to Legislation and Standards Relevant 
to Recordkeeping at GNZS (SuperDocs No. 304482)). 

 
For further detail on the Framework, refer to the Document and Records Management 
Framework (SuperDocs No. 838384) 
 
 
Approved by Chief Executive on 27 March 2013 and amended 21 April 2015, 10 

January 2020, and 24 June 2021 

  

pcdocs://SUPERDOCS/838384/R
pcdocs://SUPERDOCS/838384/R
pcdocs://SUPERDOCS/304477/R
pcdocs://SUPERDOCS/304482/R
pcdocs://SUPERDOCS/304482/R
pcdocs://SUPERDOCS/838384/R
pcdocs://SUPERDOCS/838384/R
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Schedule 6: Website and Intranet  
 
Governance table of roles and responsibilities for website and intranet 
(Supercharged) administration and management 
 
Both Website and Intranet (Supercharged) 
 

Role Responsibilities and Tasks Content 
permissions 

Responsible 
person 
 

System 
Administrator 

Responsible for portal 
infrastructure (hardware etc.) 
 

• Security/permissions 

• Backups/restoration 

• Initial support, train site 
admin and owner 

• Manage file size limits or 
quotas 

• Assists in acquisition, 
installation and 
maintenance of hardware 
infrastructure 
etc. 

• Administrator 
rights 

•  

Website – Insight 
Creative 
 
 
 

Site 
administrator 

Responsible for administering 
and maintaining the site. The 
technical owner of the site. 
 

• Manage security and 
permissions 

• Ensure accessibility 

• Responds to user’s 
technical questions and 
issues 

• Runs usage report 

• Track and maintain issues 
register 

• Acts as backup trainer 

• Administrator 
rights 

 
 
 
 
 
 

Site owner Responsible for establishing and 
maintaining site design, policies, 
procedures and vision 
 

• Manage the site look and 
feel 

• Oversee all content 

• Ensure accuracy (including 
of external links) 

• Enforce site standards 

• Create, load and approve 
content 

 

• Designer access; 
can load, edit, 
delete and 
approve content 

• No administration 
rights 

Head of 
Communications 
(website) 

 
GM Corporate Affairs 
(for Extranet) 
 

Staff Can suggest or require new 
content or suggest or require 
changes to existing content 

• Nil All staff 
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Governance table of roles and responsibilities for intranet (Supercharged) 
administration and management 
 

Role Responsibilities and 

Tasks 

Content permissions Responsible person 

Intranet 

(Supercharged) 

Governance Team 

Oversight of site 

structure, security, 

PRA/OIA compliance, 

integration with 

SuperDocs and future 

site direction 

Nil Head of 

Communications 

Head of IT 

Records Manager 

Manager Enterprise 

Systems – IT 

Communications 

Supercharged 

Oversight of 

navigation, content, 

visual design, features 

and functions  

Approve all new site 

features/functions 

Approve ‘news’ 

content Moderate (vet) 

all site content 

Administrator rights Head of 

Communications 

Communications 

Advisor 

Business owners, 

Committee Members 

and subject matter 

experts (SME) 

Supercharged 

Contribute content, 

maintain relevant sites 

(e.g. team sites, 

education modules, 

committee sites) 

Publishing rights to 

relevant sections  

Committee members 

and individual staff 

members as 

appropriate 

All staff 

(Supercharged) 

Contribute content 

Comment on content 

Maintain personal site 

• Able to publish to 

registers, forms, 

wikis, team sites, 

project sites, 

individual MySite 

and via 

collaboration 

features (e.g. 

comments 

features) without 

content approval 

• Able to contribute 

to news and other 

controlled parts of 

the site subject to 

content approval 

All staff 

Technical support 

Supercharged 

Technical support and 

delivery of SharePoint 

functionality 

Administrator rights Manager, Enterprise 

Systems, IT 

 
Governance table of roles and responsibilities for external website administration and 
management 
 

External Website (NZ 

Super) Governance  

Oversight of site 

structure, security, 

Content and future site 

direction 

Head of 

Communications 

Head of 

Communications 

Head of IT 

Technical support  

External Website 

Technical support and 

delivery of Drupal 

functionality 

 Outsourced with 

oversight from 

Manager. Enterprise 

Systems, IT 
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Approved by Chief Executive on 27 March 2013 and amended 21 April 2015 
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Schedule 7: Dealing with media enquiries and speaking invitations 
 
1.0 Media Enquiries 
 

1.1. Note that for all instances specified in this section, if the Head of Communications 

is absent the responsibility falls to the Communications Advisor, the General 

Manager Corporate Affairs or the Chief Executive.  

 

1.2. Refer all queries from the media to the Head of Communications immediately upon 

their receipt.  

 
While 1.2 applies to all staff and Board members, where it is not practical for the 
Chair or  Chief Executive to comply with this requirement, a response can be given 
directly but, where possible, should be conveyed by email and copied to the Head 
of Communications. 

 

1.3. If you believe proactive contact with the media is necessary or desirable, you 

should discuss this with the Head of Communications as soon as is practicable for 

consideration and decision 

 

1.4. The Head of Communications will determine whether to deal with media directly or 

via a spokesperson. 

 

1.5. Spokespeople will be selected by the Head of Communications as appropriate to 

the nature and gravity of the subject matter.  

 

1.6. All media relations not conducted by the Head of Communications require a briefing 

by the Head of Communications 

 

1.7. All media materials must be approved by the Head of Communications. 

 

1.8. All media engagements will be conducted in a timely, professional manner with 

succinct, accurate, factual material. 

 

1.9. Clippings, footage and transcripts of interviews will be collected, provided to the 

interviewee and, where copyright restrictions permit, made available to all staff on 

the Guardians’ intranet (Supercharged). 
 
‘Briefing’ and ‘materials’ will likely include but not be limited to releases, Q&A, interview 
coaching and background briefings. 
 
2.0 Speaking Invitations 
 

2.1 You must refer any public speaking request to the Head of Communications for 

consideration. Invitations will be reviewed against the Guardians’ speaking 

programme priorities and a recommendation provided to the  Chief Executive and 

relevant General Manager by the Head of Communications. Approval in advance is 

required from the Chief Executive and relevant General Manager before accepting.   

2.3 Materials for public engagements must be approved by the Head of 
Communications. 
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2.4 At public engagements you must conduct yourself in a professional manner utilising 
succinct, accurate, factual material. 

 
2.5 You should advise the Head of Communications of any questions from media 

representatives in the audience as part of a Q&A, and the responses given. 
 

2.6 The Head of Communications will conduct a post speaking engagement review 
where the engagement involved significant preparation effort and/or cost and/or 
received public attention. 

 
 
3.0 Logo/Guardians and Fund mentions and advertising 
 

3.1 Any request for use of the Fund’s logo4 must be referred to the Head of 

Communications. 

3.2 Any request for third parties to mention the Guardians or Fund in marketing material 

(e.g. providing information about work the third party has done for the Guardians) 

must be referred to the Head of Communications. 

3.3 We do not advertise and we do not accept the advertising content from other parties 

in any content we produce, written or electronic. The single exception to this is that 

staff may advertise via the intranet. Advertisements can be lodged by any staff but 

are only received by those who deliberately choose to do so. 

 

4.0 Authorised media spokespersons 

Except for the Chief Executive and Chairman, no media comment, reactive or proactive, can 

occur without the knowledge and input of the Head of Communications. 

Spokesperson Logical topics Who decides on whether 

to elevate spokesperson 

Head of 

Communications 

• All topics as matter of course 

where elevation is not 

desirable/appropriate 

• Matter of course 

Chair • Chief Executive (incl. 

remuneration) 

• Governance where elevation is 

considered necessary 

• Relationship with Government 

where comment is considered 

appropriate 

• Legal Matters  

• Head of 

Communications, Chief 

Executive  and General  

Manager Corporate 

Affairs 

Chief Executive 

Chief Investment 

Officer 

• Overall Fund strategy 

• Fund performance 

• Governance where elevation to 

Chair is not considered 

necessary 

• Anything requiring ‘aggregate’ 

perspective 

• Head of Communications 

and  Chief Executive 

 
 
4 Logo has been trademarked. 
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Spokesperson Logical topics Who decides on whether 

to elevate spokesperson 

GMs • Developments in their areas of 

business 

• Head of Communications 

and  Chief Executive 

Manager, Responsible 

Investment 

• RI policy, practice, standards and 

procedures 

• Head of Communications 

and  Chief Executive 

Other staff • Specific matters relevant to their 

role 

• Head of 

Communications, 

relevant GM, Chief 

Investment Officer and  

Chief Executive 

 

 

 

Approved by Chief Executive on 27 March 2013 and amended 21 April 2015 
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Schedule 8: Sponsorship process 
 
‘Sponsorship’ means all sponsorships, whether financial, in-kind (e.g. staff time and effort) or 
a combination of both, we provide to external organisations, events we stage involving 
external organisations which require staff time to organise and incur cost and any financial 
assistance to employees for activities not related to their work at the Guardians. 
Donations or Koha are covered by the Travel and Expenditure Policy 
 
  
 
1.0 Sponsorship  and External Body Memberships 

 
1.1 Employees presenting or supporting a sponsorship or external body membership 

application must ensure that they any potential conflicts of interest in accordance with 
the Code Of Conduct. 

 
1.2 The Head of Communications will review any sponsorship requests and make an 

initial recommendation based on the criteria detailed at 2.6 below to the Leadership 
Team.  

 
1.3 Recommendations for joining an organisation and/or having a staff/Board member 

join the governing body of an organisation should be made to the Leadership Team.  
Such recommendation will specifically address how the membership or 
representation will assist the Guardians in meeting its statutory requirements and 
strategic goals. 

 
1.4 Refer to the Delegations Policy for who has the authority to decide sponsorship 

requests. 
 
1.5 Applications will be considered and applicants responded to as soon as possible with 

reasons given for accepting or declining an application. 
 
 
1.6 Each sponsorship committed to will be reviewed by the Head of Communications in 

conjunction with the Leadership Team on an annual basis and assessed for its 
achievements in: 

 

• Driving positive outcomes for the sponsored organisation; 

• Creating and enhancing a mutually beneficial relationship between the Guardians 
and the sponsored organisation; 

• Increasing positive stakeholder awareness of the Guardians; 

• Assisting the Guardians to meet statutory requirements and strategic goals. 
 
1.7 Each sponsorship and membership will be made public on the Guardians’ website 

and noted in the Annual Report for the relevant financial year. 
 
1.8      A summary of sponsorship requests received and of their treatment will be provided 

to the Board on an annual basis..    

 

 

Approved by Chief Executive on 27 March 2013 as amended 21 April 2015  
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Schedule 9:  Reporting Framework 
 

Report 
Reporting frequency 

required and to whom 
Minimum information required 

Policy breaches 

Immediately to the 
Leadership Team and 
Audit Committee if 
material, all others to the 
subsequent LT and AC 
meetings. 

• Details of the breach, cause 
and remedial action taken. 

Material changes to 
Schedules of this policy 

Six monthly to the Risk 
Committee and Board and 
under the no surprises 
protocol.. 

• Details of change and reasons 
for change. 

Approved Annual 
Report and Statement 
of Intent/Statement of 
Performance 
Expectations (as 
applicable) 

Annually to the Board 

• Full drafts for comment and 
finals for review 

Quarterly reports to the 
Minister 

To Chair for approval 
• Final draft for review and 

approval 

Communication with 
Minister of Finance or 
Treasury on matters 
relevant to the Board 

To subsequent Board 
meeting 

• Summary of 
correspondence/communication 

Material 
communications with 
Government Ministries 
or other parties 

To subsequent Board 
meeting 

• Summary of communication 

Responding to 
questions from 
Parliament including 
from Select 
Committees 

To Chair once finalised 
and to subsequent Board 
meeting 

• Full copy of questions and 
responses to Chair 

• Summary to Board 

Responding to Official 
Information Act 
requests 

To Chair as they occur (if 
material) and to 
subsequent Board 

• Summary of  material, 

Information released to 
the public 

If material, to Chair as it 
occurs and to subsequent 
Board meeting 

• Summary of Details of what 
information has been released, 
why and any responses to it 

Summary of 
sponsorship requests 
received and of their 
treatment  

Annually to the Board and 
under the no surprises 
protocol 

• Requester, amount,  whether 
approved or not and why 

• If approved, whether met 
purpose 

Chief Executive,, Chief 
Investment Officer 
General Manager or 
any other staff 
representation on 
external non-
investment body and 
membership of External 
Organisations 

Six monthly to the Board 
and under the no 
surprises protocol  

• Name and nature of body and 
reason for representation 
 

 
 

Approved by the Board on 13 June 2011 as amended 21 April 2015  
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Schedule 10: Legislative Compliance 
 

The summary of New Zealand legislation set out below does not purport to be 
comprehensive or to provide legal advice. If you require any advice on these matters 
please contact the legal team. 

 
Legislation 

• Crown Entities Act 2004 (Reporting) 

• New Zealand Superannuation and Retirement Income Act 2001 (Reporting) 

• State Sector Act 1988 

• Copyright Act 1994Financial Reporting Act 2013 

• Official Information Act 1982   

• Ombudsman Act 1975 

• Public Records Act 2005 (Record keeping) 

• Public Audit Act 2001 (Record keeping) 

• Public Finance Act 1989 (Record keeping) 

• Tax Administration Act 1994 (Record keeping) 

• Privacy Act 1993 

• Flags, Emblems and Names Protection Act 1981   

Governmental protocols 

• ‘No surprises’ protocol with Government and the Minister of Finance 

Other 

• Contractual requirements regarding confidentiality and intellectual property 

 

Approved by Chief Executive on 21 April 2015 
 


