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5 April 2023 

Tēnā koe 

Request for information 2023-050 

I refer to your request for information dated 11 March 2023, which was received by Greater 
Wellington Regional Council (Greater Wellington) that day. You have requested the following 
documents: 

1 A written code of behaviour for workers working out in the community. 

2 A policy and procedure for receiving and managing written complaints from people in 
the community when risks are identified and people such as ourselves feel unsafe with a 
council workers’ behaviour. 

3 A policy and procedure, for the use of technology during work time/phones used by 
council workers which includes the use of phones belonging to the organisation and the 
use of workers personal phones used during work-time, taking photos of people on 
private land, the length of time photos taken are kept, where these photos are stored, 
the time photos are stored before they are deleted and who in council has access to these 
photos within council. 

4 A policy and procedure which will involve your HR when the workers version of truth 
regarding the situation is incorrect. In fact, the council worker did not engage in any 
conversation before he took the photos and one of his team, apologised immediately 
when the action occurred saying "he's had a rough morning". 

5 A copy of all the photos taken. 

6 A copy of the longstanding agreement between territorial authorities in the region that 
you reference.” 
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Greater Wellington’s response 

We attach the following information in relation to your request: 

1 Greater Wellington’s Code of Conduct (Attachment 1) 

2 Greater Wellington’s Complaints Handling Procedure (Attachment 2). 

3 Greater Wellington’s Recording Policy (Attachment 3) 

4 Greater Wellington’s dismissal procedure (Attachment 4). 

6 The Administration of Watercourses Agreement (Attachment 5). 

We have refused part 5 of your request under section 17(e) of the Local Government Official 
Information and Meetings Act 1987 on the basis that “the document alleged to contain the 
information requested does not exist…”. Prior to your request, Greater Wellington decided not to 
take any further action on the alleged dumping of rubbish, so the photos were deleted as they were 
no longer needed (in line with our Recording Policy and the Privacy Act 2020). 

If you have any concerns with the decision(s) referred to in this letter, you have the right to request 
an investigation and review by the Ombudsman under section 27(3) of the Local Government Official 
Information and Meetings Act 1987.  

Please note that it is our policy to proactively release our responses to official information requests 
where possible. Our response to your request will be published shortly on Greater Wellington’s 
website with your personal information removed. 

Nāku iti noa, nā 

Luke Troy 
Kaiwhakahaere Matua Strategy | General Manager Strategy 
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Greater Wellington Regional 
Council’s Complaints 
Handling Procedure  
Greater Wellington Regional Council’s systems for processing 
complaints made to the Council by members of the public. 

Policy owner Chief Executive 

Position administering this 
policy 

General Manager, People and Capability 

Date policy comes into effect The first working day following the date of 
approval by the Chief Executive. 

Related policies and 
legislation  

GWRC management policies 

Policy review date By 31 December 2016 

Policy history Policy reviewed and updated March 2013 

 
 
Approved: David Benham    Date: 3 April 2013 
 
  Chief Executive 
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1. Purpose 

This policy outlines a consistent approach to handling complaints from the public. It applies 
to those complaints that may involve potential substantive reputational, financial and/or legal 
risks for Greater Wellington Regional Council. 

2. Background 

This policy has been developed to ensure that complaints from the public are treated in a 
consistent, timely and efficient manner.  

This policy does not apply to complaints received or related to: 

 Metlink services: Metlink has its own approved policy in place for the processing of 
complaints relating to the passenger transport network. 

 Employee behaviour: complaints about employee behaviour are dealt with through 
Human Resources processes.  

 Issues which do not pose any substantive risk to GWRC’s reputation, finances and/or 
legal position and can be dealt with promptly by the relevant Manager without 
warranting a detailed investigation. 

3. Process 

Staff members receiving complaints should refer all complaints to their Manager.  The 
Manager should exercise a judgement as to whether the complaint is one to which this policy 
applies; if in doubt the complaint should be brought to the attention of the relevant General 
Manager. 

If the complaint may give rise to substantive reputational, financial and/or legal risks for 
GWRC then the complaint must be referred to the relevant General Manager. If the 
complaint is not in written form (e.g. made in person or over the phone) then the General 
Manager should be provided with a brief note setting out the relevant details (nature of 
complaint, complainant name and contact details, time and date of the complaint, etc). 

General Managers are responsible for considering complaints and for providing responses to 
complainants. General Managers decide whether the complaint should be brought to the 
attention of the Chief Executive.  These processes are to be undertaken in consultation with 
the General Manager, People and Capability, to ensure a consistent “whole of organisation” 
approach to the management of complaints. 

Complainants should be responded to within 20 working days. Details of the complaint, 
investigation, response and action taken need to be filed appropriately. PROACTIVE R

ELE
ASE



 

RECORDING POLICY (OCTOBER 2022) 1 

Recording Policy 

Purpose To clarify whether and how recording of Greater Wellington’s business 
activities should occur. 

Vision Greater Wellington has a clear sense of whether and how recording its 
business activities should occur, and it safeguards and effectively manages 
any recorded business and personal information. 

Rationale To provide guidance for Greater Wellington’s staff, contractors, and third 
party agents so that recording, and managing recordings, of business and 
personal information is appropriate and minimises the risk of security and 
privacy breaches. 

Policy Owner Principal Privacy Officer 

Responsibilities Privacy officers: 

• Communicating this policy and related guidance to Greater Wellington’s 
staff (including people leaders) 

• Advising on issues related to, and reviewing, the operation of this policy 
and any related guidance. 

Tier 2 to 4 people leaders – implementing this policy and any related 
guidance with Greater Wellington’s staff, contractors, and third party 
agents. 

ICT department – enabling appropriate Greater Wellington assets and 
resources, and appropriate related use, to implement this policy and any 
related guidance. 

Application Greater Wellington’s staff, contractors, and third party agents that record, 
and manage recordings of, Greater Wellington’s business activities 
(including any personal information). 

Applicable media for recording include photos, video footage, and/or audio 
(including an auto-generated transcript of an audio recording). 

Use of Greater Wellington assets or resources, including laptops, mobile 
phones, digital cameras, closed circuit television systems, and applications 
(e.g. Microsoft Teams). 

This policy does not apply to: 

a Recording at public events and the publishing of related photos and 
video footage for marketing and promotional purposes – see Greater 
Wellington’s Photo and Video Use Guidelines for marketing 
communications 2021 
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Approved: _______________________________ Date:  10 October 2022 

 Chief Executive 

  

b Installing and/or operating a Greater Wellington camera surveillance 
system – see the Policy on the Installation and Use of Camera 
Surveillance Systems 2022 and any related set of camera surveillance 
system standard operating procedures 

c Recording of calls by Greater Wellington’s Contact Centre or Customer 
Care Centre 

d Recording that is reasonable personal use under the Information 
Technology Security and Appropriate Use Policy 2021. 

Related Legislation 
and Policy 

Code of Conduct 2015 

Information Management Policy 2020 

Information Technology Security and Appropriate Use Policy 2021 

Local Government Official Information and Meetings Act 1987 

Local Government Act 2002 

Office of the Privacy Commissioner’s Privacy and CCTV: A guide to the 
Privacy Act for businesses, agencies and organisations 2009 

Office of the Privacy Commissioner’s Releasing personal information to 
Police and law enforcement agencies: Guidance on health and safety and 
Maintenance of the law exceptions 2017Policy on the Use of Camera 
Surveillance Systems 2018 

Photo and Video Use Guidelines for marketing communications 2021 

Privacy Act 2020 

Privacy Incident Management Guidance 2020 

Privacy Policy 2020 

Public Records Act 2005 

Retention and Disposal Schedule (once approved) 

Effective Date 1 November 2022 

Review Date 31 December 2025 

PROACTIVE R
ELE

ASE



 

RECORDING POLICY (OCTOBER 2022) 3 

 

Recording Policy 

Purpose and 
Principles 

This policy outlines the requirements for: 

a Recording and managing photos, video footage, and/or audio (including an 
auto-generated transcript of an audio recording) of Greater Wellington’s 
business activities 

b Protecting the privacy relating to recorded persons and property under the 
Privacy Act 2020 and Greater Wellington’s privacy arrangements 

c Ensuring compliance with other relevant legislation, Greater Wellington’s 
relevant policies and guidance, and the Office of the Privacy Commissioner’s 
guidance. 

The recording principles are that: 

• Recording of personal information should only occur where the recording: 

o Is of a Greater Wellington business activity 

o Is needed for that business purpose 

o Will be used or shared for a related Greater Wellington business purpose 

o Captures the least amount of personal information needed 

o Is made or copied, masked or edited, and/or used or shared with a 
Greater Wellington asset or resource 

o Is notified to the proposed recorded persons before recording 
commences  

o Is accessed, used, and shared only by those that have an appropriate 
business reason for accessing the recording. 

• The Greater Wellington business purpose must be known when the recording 
is proposed; and be clear and precise, without being too detailed. 

• Recording of matters covered by other Greater Wellington policies and 
guidance (e.g. at public events) should be managed under those 
arrangements. 

• Recording arrangements for third party agents should be set out in the 
related contract or agreement with Greater Wellington. 

Policies Before and during recording 

Apply the recording principles when considering whether and how to record. 

First consider other options than recording to achieve the Greater Wellington 
business purpose. 
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1 In a manner that complies with Information Privacy Principle 3(1) – section 23 of the Privacy Act 2020. 

Recording Policy 

Consider not recording where a proposed recorded person indicates they don’t 
wish to be recorded, or won’t participate because of the proposed recording. 

Where it is not possible to record the least amount of personal information 
needed to achieve the Greater Wellington business purpose, either: 

• Consider not recording; or 

• Mask or edit the recording to remove the unneeded personal information 
before using or sharing the recording. 

Where a nearby person or property may be recorded, and such recording is not 
needed for the Greater Wellington business purpose, either: 

a Exclude that person or property from the recording; 

b Obtain the prior permission of that person or the property owner to the 
recording of the person or property; or 

c If either a or b is not possible, mask or edit the recording to remove that 
person or property before using or sharing the recording. 

Give appropriate advance notice1 to any proposed recorded person. 

Consult a privacy officer and the Manager Legal & Procurement where Greater 
Wellington proposes to record, or use or share an existing recording of: 

• Sensitive personal information; or 

• A meeting for a Greater Wellington disciplinary process or prosecution. 

After recording 

Where a Greater Wellington asset or resource automatically generates a 
transcript of an audio recording, this transcript is not considered to be an 
authoritative record. 

Where sensitive personal information is recorded unintentionally, either obtain 
the recorded person’s permission, or edit out this information, before using or 
sharing the recording. 

Ensure: 

a The recording is transferred securely from the Greater Wellington asset or 
resource and stored securely in Greater Wellington’s managed storage 
system 

b The recording is named to make it readily findable and retrievable 

c Any residual version of the recording is deleted safely from the Greater 
Wellington asset or resource. 
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RECORDING POLICY (OCTOBER 2022) 5 

Recording Policy 

Permit appropriate access to the recording (including any copy) only to the 
specific positions, and for the appropriate access (e.g. viewing), needed for the 
Greater Wellington business purpose. 

Use and sharing of the recording 

Use and share the recording only for the Greater Wellington business purpose for 
which it was made. 

Consult a Greater Wellington privacy officer before considering use or sharing of 
the recording for another purpose. 

When sharing the recording, including under an exception in Information Privacy 
Principle 11: 

a Copy and then edit all or any part of the original recording, as required 

b Ensure the copy, or edited copy, is accurate 

c Store the copy or edited copy securely, name it distinctly from the original 

recording, and ensure it is readily findable and retrievable  

d Share the copy or edited copy securely 

e When providing a copy or edited copy to an external agency (including a law 

enforcement agency), retain another copy for Greater Wellington’s 

reference. 

Requests for access to, and correction of, a recording 

Requests under the Privacy Act 2020 

A recorded person may request, and obtain a copy of, any part of the recording 
that captures their personal information. 

A recorded person may also ask Greater Wellington to correct their personal 
information in an edited copy of the recording. 

Processing of these requests must comply with Information Privacy Principles 6 
and 7 respectively, and all such requests should be referred to 
privacy@gw.govt.nz. 

Information requests 

A person (other than the recorded person) or agency may legally request or (in 
the case of a law enforcement agency) demand, under a relevant statute, all or 
any part of the recording. Processing of this request must comply with that statute 
and Information Privacy Principle 11 (as applicable). 
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RECORDING POLICY (OCTOBER 2022) 6 

Recording Policy 

Retention and disposal of the recording 

Retain the recording for the relevant period stated in Greater Wellington’s 
retention and disposal schedule or until that recording is no longer needed for the 
Greater Wellington business purpose; then destroy or archive the recording. 

Breaches and complaints 

Manage a potential or actual privacy breach relating to the recording under the 
Privacy Incident Management Guidance 2020. 

Any breach of this policy by a: 

a Greater Wellington employee or contractor may be considered a breach of 
the Code of Conduct 2015 that may be investigated and result in disciplinary 
action 

b Person acting for a third party agent may result in Greater Wellington 
making a formal complaint to that third party agent. 

Any complaint or queries about the operation of this policy and any related 
guidance should be referred to the Principal Privacy Officer or 
privacy@gw.govt.nz. 

Guidance The following guidance supports this policy: 

• Teams recording guidance 

• Recording privacy statement template. 

Definitions Asset refers to all information, data, hardware, software, communications, and 
other devices that are owned or used by Greater Wellington (refer the  
Information Technology Security and Appropriate Use Policy 2021). 

Business activities includes Greater Wellington’s administrative activities (under 
the Local Government Act 2002 and contracts), and statutory activities (under 
specific relevant legislation). 

Contractor means any person employed by Greater Wellington under a fixed-term 
employment contract for service. 

External agency means a third party that is not acting as Greater Wellington’s 
third party agent (e.g. the NZ Police, or an insurance company). 

Greater Wellington business purpose means a purpose connected with, or 
directly related to a purpose connected with, the exercise of Greater Wellington’s 
lawful powers, functions, and duties in undertaking its business activities. 

Personal information means information about an identifiable individual (see 
section 7 of the Privacy Act 2020). 
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Recording Policy 

Recorded person is a person whose image, video footage, and/or audio is 
captured in a recording. 

Recording refers to the action by Greater Wellington of capturing images, video 
footage, and/or audio (including an auto-generated transcript of an audio 
recording) to be viewed and/or listened to later; rather that the process or 
business of storing these matters. 

Resource refers to a device, networking, Wi-Fi, communications service, software, 
computing facility, or anything that is maintained by third parties but is available 
for use by agreement, or is leased or under license, to Greater Wellington (refer 
the Information Technology Security and Appropriate Use Policy 2021). 

Sensitive personal information is information about a person that has some real 
significance to them, is revealing of them, or generally relates to matters that a 
person might wish to keep private. 

Share or sharing of a recording generally means providing or disclosing it to an 
external party, including responding to a legal demand and publication (making 
the recording available to the public). 

Third party agent means any person or agency working under a contract for 
services with Greater Wellington that has agreed to act as the latter’s agent (i.e. 
they act on behalf of Greater Wellington). 

Use of or using a recording includes viewing, editing, copying, and making it 
available within Greater Wellington. 
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Greater Wellington’s dismissal procedure – extract from  
the Collective Employment Agreement 

Dismissal procedure 

The Employer expects its employees to perform their job in a competent and acceptable 
manner. In the event of alleged unacceptable performance, or misconduct, the following 
steps must be taken prior to dismissal. 

Step 1 

The employee will be advised of an allegation of misconduct or given a clear statement of 
the areas where their job performance is not up to the required standard. They will also be 
given the opportunity to provide an explanation. If, after carefully considering the staff 
member’s explanation), the Manager still considers that unacceptable performance or 
misconduct is established, a first warning must be given to the staff member by their 
immediate Supervisor or the Department Manager. This warning must identify the non-
performance and/or misconduct. In the case of non-performance, the staff members must 
be advised of the specific standards or actions required by them and the time frame in 
which their performance standards must be lifted, or actions completed. 

In the case of misconduct) the warning must make clear that any further misconduct will 
result in a final warning. 

This first warning will be recorded in writing and placed on the staff member’s personal 
file. This warning will remain in force for six months. 

Where misconduct is considered serious enough a final written warning may be issued 
without prior application of a first warning. 

Step 2 

Where the staff member’s performance standards do not improve to an acceptable level 
or further misconduct occurs, the staff member will be given another opportunity to 
explain. If such explanation is unsatisfactory, their immediate Supervisor or the 
Department Manager will give a final warning to the staff member. This warning will 
constitute a second and final warning and will advise that dismissal will result if 
performance does not improve to a specified level within a stated period of time, or 
further misconduct occurs. Subject to the staff member’s agreement, a copy of such 
written warning will be sent to the staff member’s authorised representative. This written 
warning will remain in force for twelve months. 

Step 3 

Where the staff member fails to lift performance standards or further misconduct occurs 
within a 12 month period, the Employer may terminate the staff member’s employment in 
accordance with this Clause. 

At any time during the three steps, the employee may choose to have a representative 
present. 
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Greater Wellington’s dismissal procedure – extract from  
the Collective Employment Agreement 

Summary dismissal 

The Employer reserves the right to summarily dismiss a staff member. The Employer may 
summarily dismiss a staff member for: 

i Serious misconduct 

Behaviour that is considered to be serious misconduct includes for example: 

• theft or the unauthorised removal or possession of the Employer’s property 

• discrimination as defined by the Human Rights Act 1993 and the Employment 

Relations Act 2000 

• being in possession of, or consumption of illicit drugs, or alcohol, whilst performing 

work for the Employer 

• deliberate acts or disobedience or disorderly conduct 

• wilful damage to the Employer’s property 

• falsification of the Employer’s records 

• violent behaviour 

• failure to comply with applicable health and safety procedures and regulations 

• gross misuse of a computer, e.g. accessing inappropriate websites 

• downloading offensive material or deliberately introducing virus material 

The above are examples of serious misconduct. Other behaviour may also be considered 
serious misconduct. 

ii Acts of dishonesty by the staff member 

iii Where the staff member is convicted of any criminal offence other than offence 
which in the reasonable opinion of the General Manager does not affect duties with 
respect to the Employer and not otherwise amounting to serious misconduct. 

Where summary dismissal is contemplated, the Employer reserves the right to suspend 
the staff member on normal pay to allow investigation of the incident prior to a decision 
being made. 
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