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24 June 2026 
 
 

    
 
Tēnā koe  
 
Official Information Act Request 

Thank you for your email of 8 and 16 June 2026 to the Ministry of Social 
Development (the Ministry), requesting information about the Review of 
Decision (ROD) process and the Ministry’s records management process. 

I have considered your request under the Official Information Act 1982 (the 
Act). Please find my decision on each of your requests set out separately below. 

• ROD Process – 8 June 2026 

A ROD application is an opportunity for Ministry clients to challenge the Ministry 
regarding decisions that clients do not agree with, pursuant to section 391 of 
the Social Security Act 2018 (the SSA). The process starts with an 
administrative review generally referred to as an internal review and can 
progress through to a Benefits Review Committee (BRC) hearing. The ROD 
process can be ended before a determination is made by a client voluntarily 
withdrawing their ROD application. Attached as Appendix One is the 
Ministry’s ROD Process summary.  
 
The Ministry also has some publicly available information about the process 
here: 

• www.workandincome.govt.nz/about-work-and-income/feedback-and-
complaints/review-of-decisions.html  

• www.msd.govt.nz/about-msd-and-our-work/contact-us/review-of-
decision/review-of-decision-flow-chart-long-description.html  

  
Additionally, the below links to previous Official Information Act responses may 
contain information that you will find useful:  
 

• 09052023-information-on-review-of-decision-applications-and-benefit-
review-committees-statistics-from-the-annual-report.pdf 

• 30062023-request-for-all-information-about-the-complaints-process-
for-current-clients-including-policy-and-statistics-over-the-last-five-
years.pdf 
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Depending on the benefit being reviewed, there is information about the 
Review of Decision on our operational policy guidelines website here: 
www.workandincome.govt.nz/map/. 
 

• Information Management Policy – 16 June 2026 

I have attached five documents marked as Appendices Two to Six. These 
are: 

2- Ministry of Social Development Information Governance Policy 
3- Minimum Metadata Capture standard 
4- Information Retention and Disposal Standard 
5- Information Migration Standard 
6- Information Classification Standard 

These are released to you in full. You can also find more information about this 
on our website at: www.msd.govt.nz/about-msd-and-our-work/publications-
resources/planning-strategy/information-data-and-analytics-strategy-
2022/data-analytics-information-roadmap-initiatives.html. 

I will be publishing this decision letter, with your personal details deleted, on 
the Ministry’s website in due course. 

If you wish to discuss this response with us, please feel free to contact 
OIA Requests@msd.govt.nz. 

If you are not satisfied with my decision on your request, you have the right 
to seek an investigation and review by the Ombudsman. Information about 
how to make a complaint is available at www.ombudsman.parliament.nz or 
0800 802 602.  

Ngā mihi nui  

pp.  
Anna Graham 
General Manager 
Ministerial and Executive Services 
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Information Governance Policy 
Last Review Date: November 2024 

Next Review 

Date: 

November 2026 

Approved by: 

Owner: 

Organisational Health Committee 

General Manager Information (CISO, CPO) 

Purpose 

This policy defines the principles, roles, and responsibilities which support the 
Ministry of Social Development (the Ministry) in upholding its Information 

Governance responsibilities to the New Zealand Government and public. The 
principles found in this policy set the governing direction and intent for 

Information Governance. Underpinning this policy are standards, patterns, 
processes, and guidance material which collectively operationalise the principles 

in this policy and align the Ministry’s Information culture and decision-making. 

Policy Statement 

The Ministry holds and uses information (including personal information and 

data) about people that impacts their lives. Information is taonga, and as its 
stewards we must both use it responsibly and protect it while it is in our care. 

Effective information governance requires the Ministry to understand the 
information it holds, define who is responsible for that information, and know 
how that information is being used. Additionally, it requires the Ministry to have 

assurance that its information is protected, is managed appropriately, and its 
staff are acting responsibly when using information. 

Scope 

This policy applies to all Ministry staff including contractors; all information and 

data held and used by the Ministry; and all activity conducted by third parties on 
behalf of the Ministry. 
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Policy Principles 

The following principles must be understood and followed to ensure alignment 
with the purpose of this policy.  

1. The Ministry’s information assets are identified and 
appropriately protected based on legislative requirements, 

information value and risk culture 

The Ministry manages information assets in accordance with the requirements 
defined in key legislation such as the Public Records Act 2005, Privacy Act 2020, 

and the Official Information Act (1982), along with policy guidance such as the 
Protective Security Requirements (PSR). The Ministry’s standards and other 

guardrails define the measures which set the baseline for how information assets 
are collected, secured, stored, used, and managed using a risk-based approach.   

2. All information assets held by the Ministry have responsible 

Information Asset Owners to ensure they are managed and 

used appropriately 

An information asset has value to the Ministry from the point of creation or 

collection through to its eventual disposal.  Information Asset Owners are 

responsible for ensuring the risks to, and the opportunities for, their 

corresponding information assets are understood, managed and monitored 

throughout the information asset’s lifecycle. Information Asset Owners are also 

responsible for how their information assets are used, including use with 

algorithms or other tools.  Any legal and regulatory requirements applicable to 

the collection, storage, use, disclosure or disposal of the information must be 

understood by the Information Asset Owner.  

3. Information assets are fit-for-purpose to promote informed 

decision-making 

Consistently and continuously maintaining the quality and integrity of Ministry 

information assets ensures people use authoritative information. The information 

collected, used, and shared by the Ministry is appropriate for the purposes it is 

intended and collected for, and contributes towards better insights, better 

decisions, and better lives.  

4. The Ministry partners with tangata whenua in decision-making 

about information held by the Ministry to support Māori  

The Ministry fosters collaborative relationships with Māori communities to ensure 

their voices are heard and respected in decisions about information held by the 

Ministry that impacts their lives. The Ministry values the trust placed in it by 

Māori and is dedicated to embedding Māori perspectives into the way it cares for 

and manages Māori information. Upholding its responsibilities to its Accord 

partners, the Ministry is committed to working alongside key partners to support 

decisions about how Māori information is governed. 
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Information  

Management 
The process by which the Ministry ensures that information is 

managed across its lifecycle, such that it is accurate, relevant, 

and accessible; and that it is retained and disposed of 

appropriately in line with its value and its risk profile. 

Information 

Security 
Information Security relates to the protection of information 

regardless of its form (electronic or physical). The accepted 

definition of information security within government is: “measures 

relating to the confidentiality, availability and integrity of 

information”. 

Personal 

Information 
Personal Information is defined under the Privacy Act 2020 as 

“Information about an identifiable individual…”. It includes 

anything that relates to an identified person to be identified 

directly or indirectly, such as, but not limited to name, address, 

contact details, date of birth, signature, photographic image, 

Social Welfare Number, information about someone’s health, sex 

life or orientation, their finances, religious, political or 

philosophical beliefs, race, biometric or genetic data. 

Privacy  Privacy relates to the rights an individual has to control their 

personal information and how it’s used. There is an obvious 

overlap between information security and privacy. This policy 

recognises the interdependence of one to the other.   

Risk culture The level of risk that an organisation is prepared to accept in 

pursuit of its objectives. 
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Minimum Metadata Capture Standard 
Approved by: General Manager Information Group, Hannah Morgan on 09/07/2024 

Standard Owner: General Manager Information Group 

Next Review Date:  July 2026 

Review Committee Information Policies and Standards Working Group 

1 Purpose 

This standard describes the Ministry of Social Development (the Ministry) minimum expectations and 

requirements for capturing and managing metadata. Metadata helps organisations create reliable and 

trustworthy evidence of their business activities. It can be used to verify the authenticity and integrity of 

records, enable discovery and retrieval of information, and manage security and privacy requirements of 

information. Metadata comes in multiple forms – free-text, controlled lists and automatically generated.  

This standard outlines the Ministry’s obligations to capture and manage metadata under Archives New 

Zealand’s Information and Records Management Standard, which supports organisations to meet their 

obligations under the Public Records Act 2005. The Information Governance Policy outlines how the Ministry 

manages information assets in accordance with legislative requirements, taking a risk-based approach, and 

ensures the integrity of Ministry information. 

2 Scope 

This standard applies to all information created, stored, and collected by or on behalf of the Ministry, which is 

subject to the Public Records Act 2005, except where that information is covered by Archives New Zealand’s 

‘General Disposal Authority (GDA) 7 Facilitative, transitory, and/or short term value records’ and the 

Information Group advises that its exclusion is appropriate.   

Definitions can be found at the bottom of this standard. 

3 Standard 

3.1 Minimum Metadata Requirements 

3.1.1 Metadata must be captured for all information assets stored in MSD approved repositories, so they 

can be appropriately managed throughout the information lifecycle. 

3.1.2 Metadata forms part of the information asset so must be attached throughout the information 

lifecycle. 

3.1.3 Metadata must be a design component of all approved repositories of Ministry information. 

3.1.4 The System Owner must seek Information Group approval on what level metadata must be applied 

(e.g., to individual records, or whole datasets).  

3.1.5 Audit and disposal metadata must be read-only. Other metadata must be read-only if advised by 

the Information Group. 
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3.1.6 To manage information assets through their lifecycle, the following metadata must be required. The 

Information Group will approve how they are applied. 

 

Minimum metadata to assign when creating and managing information: 

a) Unique identifier e.g., Object ID 
b) Name / Title 
c) Date created (or collected) 
d) Business activity documented (which might be adequately described by the Disposal Class) 
e) Information classification (in line with the classifications in scope of the MSD Information Classification 

Standard)  
f) Creator e.g., individual and/or entity or system 
g) Type / Format (unstructured data only) 
h) External sharing (where the system allows): 

• What was shared 

• What organisation it was shared with (not individual) 

• When it was shared (includes when it is/was received) 

i) Disposal trigger date (where the system allows, Information Group to advise) 

 

Minimum audit metadata to assign when managing information: 

j) Any later interaction with the information e.g., accessing, sharing, or modifying: 

• User 

• Date of action 

• Action taken 

 

Minimum metadata to capture when disposing of information:  

k) Unique identifier e.g., Object ID 
l) Name / Title 
m) Date created (or collected) 
n) Business activity documented (which might be adequately described by the Disposal Class) 
o) Creator e.g., individual and/or entity or system 
p) Date of disposal 
q) Disposal Action (e.g. Delete or Transfer) 
r) Authority governing the disposal 
s) Person or role or system carrying out the disposal action 

 

 

3.1.7 When information is destroyed the System Owner must ensure that audit and disposal metadata is 

retained and either assigned to a stub, captured in a discoverable read-only log, or through another 

mechanism as approved by the Information Group. 

3.1.8 The System Owner must ensure this standard is upheld to information in their repository. 

3.1.9 The System Owner must ensure read-only metadata cannot be altered. 

3.1.10 A copy of the metadata schema must be documented in an approved MSD repository other than the 

system it is describing so it is possible to verify that metadata fields are used in the way they were 

intended and aligned to the schema. 

3.1.11 Any metadata settings and setting changes must only be implemented if approved by the 

Information Asset Owner and the System Owner with advice from the Information Group. The 

System Owner must ensure the agreed settings are implemented. 
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8 References 

Information Governance Policy  

Archives New Zealand Metadata for information and records 

Archives New Zealand Information and records management standard 

Archives New Zealand General Disposal Authorities  
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Information Retention and Disposal Standard 
Approved by: Director, Information Foundations – Fiona McElwee on 14/04/2025 

Standard Owner: General Manager Information 

Next Review Date:  April 2027 

Review Committee Information Policies and Standards Working Group 

1 Purpose 

This standard describes the Ministry of Social Development (the Ministry) expectations and requirements for 

the retention and disposal of information. Information retention and disposal are fundamental activities in an 

information asset’s lifecycle. They enable the Ministry to appropriately manage information from creation to 

disposal. The Public Records Act 2005 sets obligations for how information created and received by public 

offices must be managed and disposed.  

This standard supports and enables the principles in the Information Governance Policy that describe how 

the Ministry manages information assets in accordance with legislative requirements and how information 

assets held by the Ministry have responsible owners to ensure they are managed appropriately. Taking an 

active approach to managing information helps to ensure the Ministry has quality information to inform 

decision-making whilst also complying with legislative requirements.  

2 Scope 

This standard applies to all Ministry information created and collected for Ministry business that is subject to 

the Public Records Act 2005. 

Definitions can be found at the bottom of this standard. 

3 Standard 

3.1 Retention and Storage 

3.1.1 All Ministry information must be stored (digital information) or tracked (physical information) in the 

appropriate system, approved to hold such information1, so it is protected and can be managed 

through its lifecycle. 

3.1.2 System Owners are accountable for information in their systems. If a System Owner discovers that 

an information asset has been corrupted or otherwise made unavailable, they must immediately 

contact the Information, Privacy and Security Group (IPS) to determine the appropriate recovery or 

disposal action. 

1 The Certification and Accreditation Standard describes how the C&A process establishes what information a system is 

approved to hold.  
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3.2 Appraisal and Sentencing 

3.2.1 Information Asset Owners must work with IPS to ensure that disposal can be completed routinely 

and systematically for their information assets beginning from the appraisal process. 

3.2.2 Information must be appraised and sentenced in reference to relevant Disposal Authorities (DA) and 

General Disposal Authorities (GDA) by IPS to determine eligibility prior to any disposal activity. This 

can be carried out as part of system design or, where that is not possible, as the first step in a 

disposal process.  

3.2.3 Appraisal must be carried out in consultation with the Information Asset Owner and any relevant 

System Owners and documented by IPS. 

3.2.4 Where an appropriate Information Asset Owner cannot be identified, the General Manager 

Information will assume this role as required by IPS. 

 

3.3 Approving Disposal 

3.3.1 Any disposal actions must be approved by the relevant Information Asset Owner before 

implementation. 

3.3.2 Any disposal actions other than routine disposal must be authorised by IPS on a case-by-case basis 

before implementation to ensure that relevant parties have been engaged, and that the appropriate 

Disposal Authority has been identified and documented. 

3.3.3 The Information Asset Owner must notify IPS on completion of approved non-routine disposal 

actions so IPS can update the Information Asset Register. 

 

3.4 System Requirements 

3.4.1 Systems holding Ministry information must protect the information to maintain its:  

• integrity (information is protected against unauthorised modification and corruption);   

• availability (information is usable and in an appropriate format); and 

• confidentiality (information can be accessed only by approved parties for specific purposes).   

3.4.2 The Information Asset Owner must work with IPS and the System Owner to establish: 

• metadata settings2 for their information assets (e.g., frequency of disposal, triggers); and 

• system settings to allow that metadata to be used as part of routine disposal. 

3.4.3 The System Owner must ensure that these settings (including any routine disposal processes) are 

implemented as approved by IPS. 

3.4.4 The System Owner must ensure routine disposal occurs according to these settings. Systems must 

permanently destroy information when it is disposed so it cannot be recovered for ongoing use by 

the business. 

3.4.5 Systems must generate metadata records as appropriate to record disposal actions2. If a metadata 

record cannot be retained within the system, the System Owner must contact ISI for advice. 

 

2 See the Minimum Metadata Capture Standard for metadata requirements.  

 









 
IN-CONFIDENCE 

9 Appendix: Information Retention and Disposal Process Diagrams 

 

 

 

 

Figure 1: Routine disposal process. 
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Figure 2: Ad-hoc disposal process. 
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Information Migration Standard 
Approved by: Fiona McElwee, Director Information Policy, Capability and Operations 

on 31 October 2025 

Standard Owner: General Manager Information 

Next Review Date:  October 2027 

Review Committee Information Policies and Standards Working Group 

1 Purpose 

This standard describes the Ministry of Social Development’s (the Ministry) expectations and requirements 

when migrating information. This standard also describes the responsibilities of Information Asset Owners 

when executing migrations to ensure information subject to migration is properly managed and protected.  

This standard applies to all information created, stored, and collected by or on behalf of the Ministry, which is 

subject to the Public Records Act 2005. This standard also outlines the Ministry’s obligations to meet the 

Archives New Zealand Information and Records Management Standard. 

• The standard supports and enables following principles in the Information Governance Policy.

• The Ministry’s information assets are identified and appropriately protected based on legislative

requirements, information value and risk culture

• Information assets are fit-for-purpose to promote informed decision-making.

2 Scope 

This standard covers any migration of information where the Ministry has a direct responsibility (and is 

accountable for) managing information in a safe, secure and trustworthy way. The Third Party Provider 

Information Assurance Standard both defines what direct responsibility is and sets out several examples 

where this can occur. This Information Migration Standard therefore applies to systems that contain Ministry 

information, or information about Ministry staff or clients, regardless of where those systems are located. 

Examples include: 

• Migration from one system to another (new system; system that has never housed this information

before).

• Migration as part of a function transfer

• Repatriation of information (external vendor system that is no longer viable).

Migration of information where the Ministry has no responsibility, or an indirect responsibility (as defined in 

the Third Party Provider Information Assurance Standard), for managing information is out of scope. 

Definitions can be found at the bottom of this standard. 

3 Migration Principles 

These principles are set to support pragmatic decision-making about the migration of information and data. 
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4.1.5 Systems Owner(s) must ensure the destination system meets the requirements of the Minimum 

Metadata Capture Standard.  

4.1.6 When a migration is required due to a legislated change in agency responsibilities, the Function 

Transfer Standard also applies as described under Section 23 of the Public Records Act 2005.  

4.1.7 All migration activities must be documented in a migration plan (refer to appendix A for a sample 

template) in consultation with the Information Asset Owner, System Owner(s) and IPS so that it can 

be risk assessed. These activities must include: 

• Scope of migration 

• Destination state  

• Description of migration mechanisms and phases 

• Migration testing 

• Disposal activities (if applicable). 

4.1.8 Information in scope for migration must be assessed by IPS before migration activities occur to 

confirm whether it should be disposed instead of being migrated. For any disposal activity, the 

Information Retention and Disposal Standard applies.  

4.1.9 Success criteria for migration must be documented in the migration plan. This success criteria must 

also include an acceptable failure rate, informed by testing and at a level approved by IPS.  

4.1.10 Any proposed data transformation or cleansing activities must be documented and must only be 

included into the migration plan if agreed to by IPS.  

4.1.11 IPS must be notified after migration is complete to confirm success criteria has been met and to 

record any disposal activities in the destruction register.  

 

5 Standard Compliance 

5.1 Exceptions 

5.1.1 If one or more requirements from this standard cannot be met, the System Owner or Information 

Asset Owner must apply for an exception to the standard.  

5.1.2 Exceptions must be applied for using the approved exceptions process.  

 

5.2 Compliance Measurement 

5.2.1 The General Manager Information will verify compliance to this standard through various methods, 

including but not limited to, periodic walk-throughs, internal and external audits, feedback to the 

policy owner and confirmation through the migration plan. 

 

5.3 Non-compliance 

5.3.1 Any employee found to have violated this standard MAY be subject to disciplinary action as per the 

Ministry’s Human Resources (HR) policies. This could include formal reprimands up to and including 

termination of employment. 

 

6 Revision History 
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1 Purpose 

This standard describes the Ministry of Social Development (the Ministry) expectations and requirements for 

information classification. It describes the responsibilities of Ministry staff when classifying information and 

using classified information to ensure it is properly managed and protected, and the requirements for Ministry 

systems when holding and processing classified information.     

Our Information Governance Policy defines how the Ministry’s information assets are identified and 

appropriately protected based on legislative requirements1, information value and the Ministry’s risk culture. 

Our Information Security Policy requires that the Ministry must protect its information assets through right-

sized security controls. This standard supports these requirements through ensuring that information is 

classified, allowing its risk to be understood.  

2 Scope 

This standard applies to all information created, stored, and collected by or on behalf of the Ministry, which is 

subject to the Public Records Act 2005.   

This standard applies to employees, contractors, consultants, temporaries, and other workers at the Ministry 

including all personnel affiliated with third parties. 

Definitions can be found at the bottom of this standard. 

1 The Classification System Policy created by the Protective Security Requirements outlines the mandatory use of this 

system within government departments.   
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3 Standard 

3.1 Classifications 

3.1.1 All information created or received by the Ministry must be assigned a security classification as 
described by the Protective Security Requirements (PSR). 

3.1.2 Ministry systems must only hold information classified up to RESTRICTED. 

3.1.3 Any information with NEW ZEALAND EYES ONLY (NZEO) and ACCOUNTABLE MATERIAL 
markings must be rejected from systems that interface with SEEMail without storing or processing 
the information. 

3.1.4 Where information has not been classified it must be managed in line with the requirements for IN 
CONFIDENCE. 

3.1.5 Information classified as IN CONFIDENCE, SENSITIVE or RESTRICTED must be managed in line 
with the Ministry’s information classification guidance.  

3.1.6 All information must have a clearly visible classification and endorsement marking applied.  

3.2 IN CONFIDENCE 

3.2.1 IN CONFIDENCE classified information can be shared with all Ministry employees, other New 
Zealand government agencies and authorised 3rd parties, but must not be shared publicly. 

3.3 SENSITIVE and RESTRICTED 

3.3.1 SENSITIVE and RESTRICTED classified information must only be shared with Ministry employees, 
other New Zealand government agencies and authorised 3rd parties that need access for the 
purposes of their role within the Ministry or as required by a contract, information sharing agreement, 
legislation or similar authority. 

3.3.2 All systems processing and holding SENSITIVE and RESTRICTED information must: 

• Have an access model based on user roles or attributes, with defined permissions for granting 
access to information. 

• Require access to information classified as SENSITIVE or RESTRICTED (or areas of the 
system containing that information) to be granted only as described in that access model. 

3.4 Reclassification 

3.4.1 Information must be reclassified when the risk of compromising that information changes, e.g. when 
an IN CONFIDENCE classified document is authorised to be published, it should be marked as 
unclassified, or when a person’s circumstances change and their information held by the Ministry 
could endanger their safety, that information should be reclassified from IN CONFIDENCE to 
SENSITIVE. 

3.4.2 Information must not be reclassified without approval by the Information Asset Owner or their 
delegate. Information received from another agency is owned by that agency for this purpose.  

3.4.3 Information classified under another system that is received by the Ministry must be assigned an 
equivalent PSR classification in consultation with the Information Group, e.g., information classified 
in Australia that is received by the Ministry will require an equivalent PSR classification.  

 

 








