
Ministry of Education

GOVERNMENT, EXECUTIVE & MINISTERIAL SERVICES OIA Process - Lifecycle steps

Stage 2 (end of day 6)
Gather Information

Stage 1 (end of day 3)
Agree on the Approach

Stage 3 (end of day 11)
Draft the Response

Stage 4 (end of day 15)
Sign Off

Stage 5 (end of day 20)
Consult Ministers Office (if 

required) & Respond
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it OIA received

Start

Advise GEMS

Provide information 
as required

Content sent by SME

Receive signed 
Response

End

ADDITIONAL PROCESS:

Click for 

the KEY

Report
 Point

Day 3

Report
 Point

Day 6

Report
 Point

Day 11

Report
 Point

Day 15

Report
 Point

Day 20

Start
Click here for 
OIA Received  

Process

Click here for 
Agree 

Approach 
Process

(Days 1 – 3)

Click here for 
Gather 

Information 
Process

(Days 1 - 6)

Click here for 
Draft Response 

& Report 
Process

(Days 7 – 11)

Click here for 
Sign Off 
Process

(Days 12 – 15)

Click here for 
Consultation & 
Response Sent 

Process
(Days 16 - 20)

Click here for 
Clarify (by day 7) 
Transfer (by day 
10), Extend or 

Charge Processes



Ministry of Education

KEY
NOTES:

Note

Process

Formal Action 

A

FileNet

Activity and/or 
Output

Exceptions flow

Ideal flow

Process flow notes

Link out to pages

Link to 
Document

Link in from pages

Click here to 
return to 
Lifecycle

 Map

https://edi.callaghaninnovation.govt.nz/_layouts/15/WopiFrame.aspx?sourcedoc=/RandDGrantsDocs/Growth%20Grant%20Application%20Template.docx&action=default
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OIA Received

Start

Click here to 
return to 
Lifecycle 

Map

File OIA request

Email SME request
Within the same 

working day

Receive Request
Are you the 

correct Business 
Unit?

Email 
confirmation of 

SME
By close of Day 1 

Inform GEMs 
By close of Day 1

NO

YES

File request & 
information (in 

GEMs tray & email 
acknowledgement 

to requester) 

Log OIA in METIS 
& JIRA

SME begins 
identifying 

information & 
scope

Click here 
for Guide

Available for advice 
& assistance as 

required

Click here to 
start  Agree 
Approach 

Process

http://docs.moe.govt.nz/WorkplaceXT/getContent?objectStoreName=FNMinistryDocuments&id=%7bF5BC98E1-0F11-493E-B2F1-6BC914173E55%7d&objectType=document
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OIA Stage 1 – Agree Approach (by end of day 3) NOTES:

A Initial scope & ID transfer:
 Business Unit
 Ministers office review
 Background research eg:
     - Requester
     - Previous OIA
     - Media statements

Complete initial 
Scope

Engage & discuss 
with Business Unit  

A

Is a meeting 
required?

Organise Approach 
meeting

B

B

YES

NO

Possible meeting participants:
 Business Lead
 Legal
 Media
 Regional Reps

Complete 
Approach 
meeting 

Send commissioning 
email re approach & 

needs

CC  Upload approach in JIRA

Timeliness Report 
Point 
Day 3

Click here 
for Meeting 
Agreement 
Template

ADDITIONAL PROCESSES

Click here to 
return to 
Lifecycle

 Map

Engage & discuss 
with GEMs 

Inform Deputy 
Secretary if required

Click here to 
go back to OIA 

received 
process

Click here to 
start Gather 
Information 

Process

Click here 
for Guide

Click here for 
Clarify (by day 7) 
Transfer (by day 
10), Extend or 

Charge Processes

http://docs.moe.govt.nz/WorkplaceXT/getContent?objectStoreName=FNMinistryDocuments&id=%7b60E01014-2A22-460A-9940-BD232E641785%7d&objectType=document
http://docs.moe.govt.nz/WorkplaceXT/getContent?objectStoreName=FNMinistryDocuments&id=%7b48AF55A2-4883-4BBB-B275-E25B4983A7F1%7d&objectType=document
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OIA Stage 2 - Gather Information (by end of day 6)
NOTES:

A Search or request:
 Relevant databases
 Archives

Finalise 
information within 

scope

A

Provide advice on 
applying the Act as 

required

Click here 
for OIA 

Legislation 
guide

Collate 
information

Will the 
information be 

ready by the end of 
day 6?

Help solve or 
escalate if 
required

Alert OIA Advisor & 
Business Lead

YES

NO

Escalate to OIA 
Manager if 

required

Provide 
information to 

OIA Advisor

Timeliness Report 
Point 
Day 6

B

B

Obtain all information 
including support 
information eg. Context

ADDITIONAL 
PROCESSES

Click here to 
return to 
Lifecycle 

Map

Click here to 
go back to 

Agree 
Approach 

Process

Click here to 
start Draft 
Response 
Process

Click here for Clarify 
(by day 7) Transfer 
(by day 10), Extend 
or Charge Processes 

http://docs.moe.govt.nz/WorkplaceXT/getContent?objectStoreName=FNMinistryDocuments&id=%7b8DC12A0D-A882-4AC8-8E46-891E6D0D87AC%7d&objectType=document


Ministry of Education
G

EM
S 

O
IA

 
P

ee
r 

R
ev

ie
w

er
G

EM
S

O
IA

 A
d

vi
so

r
B

U
SI

N
ES

S
SM

E

OIA Stage 3 - Draft Response (by end of day 11)
NOTES:

A Against OIA Act 
and the request

Analyse 
information 

received 

A

Analyse 
information

received

Prepare any 
documents for 

release

Review 
Approach

Review for Q&A

Make any 
changes & 

finalise

C

C Send final copy for 
review as required to:
 Media
 Legal
 Business Lead
 Office of Secretary 

of Education if 
required

Timeliness 
Report Point 

Day 11

ADDITIONAL 
PROCESSES & LINKS

Click here to 
return to 
Lifecycle 

Map

Consult as 
required 

(Ministry Staff)

B

B  Consult MoE staff 
about release of 
information about 
them

 Advise SME about the 
result of staff 
consultations

 Consult External 
people about release 
of information eg. 
Schools, 
organisations

Complete draft 
response letter 

& report

Consult as 
required  
(External 

Stakeholders)

Click here to 
go back to 

Gather 
Information 

Process

Click here to 
start Sign Off 

Process

General Manager 
to approve

Click here for 
Transfer (by day 

10), Extend or 
Charge Processes
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OIA Stage 4 - Business Unit Sign Off (by end of day 15)

ADDITIONAL PROCESSESSenior 
Management 

approval

Complete Reviews

Deputy Secretary 
Sign off

Close response 
& provide a 

signed copy to 
GEMS

Receive signed 
copy

Timeliness Report 
Point 

Day 15

Are 
changes 

required?

Click here to 
return to 
Lifecycle 

Map

Click here to 
return to Draft 

Response 
Process

Make changes

Click here to start 
Consultation & 
Response Sent 

Process

YES

NO

Click here for 
Extend or Charge 

Processes
(Day 10)
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OIA Stage 5 – Consultation & Response Sent (by end of day 20)

Send final version

Review 

A

Check &
 send response End

Timeliness 
Report Point 

Day 20

Click here to 
return to 
Lifecycle 

Map

Click here to 
go back to Sign 

Off Process

NOTES:

Within 5 days

ADDITIONAL PROCESSES

A

Is
 Minister 

consultation 
required?

Consultation 
complete

NO

YES

B

B

OIA may publish on the 
Ministry website, 5 days 
after being released

Click here for 
Extend or 

Charge 
Processes
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Transfer, Clarify, Extend or Charge

Do you 
want to Clarify 

something?

Do you
 want to 

Transfer?

Do you want 
to Extend?

Do you 
want to charge? End

YES

YES

YES

YES

NO NONO NO

Click here to 
return to 
Lifecycle 

Map

Click here to 
return to 

Consultation & 
Response 
Process

Click here to 
return to Sign 

off Process

Click here to 
return to Draft 

Response & 
Report Process

Click here to 
return to 
Gather 

Information 
Process

Click here to 
return to Agree 

Approach 
Process

Click here for 
Clarify Process
(before day 7)

Click here for 
Extend Process

Click here for 
Transfer 
Process  

(before day 10)

Click here for 
Charge 
Process
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Clarify – by the end of day 7
NOTES:

A
To phone the requester as 

required:
 OIA Senior Manager 
 OIA Senior Advisor
 Business Unit 
 SME
 Regional Team
 Media Team

Draft invitation 
to clarify or 

revise to 
requester

Email Invitation to 
Clarify

Will the 
request be 
declined?

Decline the 
request

Clarify Request

Does 
Requester 
respond?

Receive 
Clarification End

Receive request
By end of day 7

NO

YES

NO

YES

A

Click here to 
return to 
Lifecycle 

Map

Click here to 
return to 

Additional 
Processes
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Transfer – by the end of day 10

NOTES:

A Advise Requester

Call Agency to 
agree to transfer

Click here to 
return to 
Lifecycle

 Map

Draft Transfer 
request

Approve transfer

Send transfer 
request 

By end of day 10
End

Agency agrees?

A

Click here to 
return to 

Additional 
Processes

Agreement 
made?

GEMs Manager to 
escalate to OIA 
Team Manager

End

NO

YES

NO

YES
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Extend 

Return to 
the Lifecycle 

Map

Approve Extension

Draft Extension 
letter

Email Extension 
letter

By end of day 20
End

Click here to 
return to 

Additional 
Processes
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Charge

Click here to 
return to 

Lifecycle Map

Draft Charging 
letter

Approve Charging 
letter

Email Charging 
letter

Receive Charging 
letter

Accepts 
charges?

Refuse request

End

Click here to 
return to 

Additional 
Processes

YES

NO
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