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SDC’s Process for LGOIMA Requests 

1. Incoming requests are forwarded to the PA to Manager Corporate Services who will log this 
into SDC’s database for tracking.   

2. PA to Manager Corporate Services advises CEO of all requests received and confirm process 
for response. 

3. PA to Manager Corporate Services allocates request to a decision maker (Manager). 

4. The decision maker (Manager) will then transfer to staff as appropriate. 

5. Staff assesses whether, and to what extent the information can be made available. 

6. Acknowledgment letter is sent to requester with proposed course of action.  If request is to 
take over one hour of staff time, requester is informed of charge (as per this Policy).   

7. If charge is payable, staff await response from requester either: 

a. agreeing to charge (at which point a deposit may be required) or; 

b. refining their request or; 

c. withdrawing their request. 

8. Council staff will assemble all relevant information and assess the information and apply the 
Act’s criteria. 

9. Staff member allocated request will make a preliminary decision in consultation with 
Manager as to information to be released.   

10. A final decision is then made on the release of documentation.   

11. Letter is then sent to requester with released information included.   
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What Is Official Information? 

Official Information is any information held by the Government, including: 

• Ministers of the Crown in their official capacity; 
• Government departments and organisations; 
• Local authorities, territorial and regional councils and community boards; 
• State-owned enterprises; 
• Educational institutions, including Boards of Trustees; 
• Public hospitals 

 
 

What Is The Law On Access To Official Information? 

There are two Acts that govern access to official information: 

• The Local Government Official Information and Meetings Act 1987 (LGOIMA); and 
• The Official Information Act 1982 (OIA) 

The Privacy Act 1993 relates to personal information held about the requester.  If requesting 
personal information about someone other than themselves, then this is covered under LGOIMA or 
OIA.   
 
You can access the legislation online and download a full copy or relevant sections at 
http://www.legislation.govt.nz/act/public/1987/0174/latest/DLM122242.html 
 
 
Who Can Make A Request For Official Information? 

Any person may make a request for official information under LGOIMA - section 10(1). 
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What constitutes a request? 

Our over riding legislation is LGOIMA, so any OIA request will be processed using LGOIMA. 
 
There is no set way in which a request must be made.  
 
A LGOIMA request is simply made by a person asking for access to official information a local 
authority holds. 

• A request does not need to be in writing, it can be a verbal request. 
• The requester does not need to refer to LGOIMA. 

However, the information requested must be “specified with due particularity” – section 10(2).  
This means that the person receiving the request must be reasonably able to identify the 
information requested. 

 
Tips for phrasing requests 

Requests which are unclear or too broad may result in delays, charges or even refusals.  Therefore 
it is helpful to be as clear and specific as possible about what information you are seeking: 

• If it is a particular document, name it; 
• If you are not sure of its name, describe it with reference to author, date, content and/or 

subject matter; 
• If it is information on a particular topic or subject, explain in detail the information you are 

seeking. 
 

 
What information is covered? 

• Written documents such as reports, memos, letters, notes, draft documents, emails, texts; 
and 

• Non-written documents such as material stored on computer, photos, video or tape 
recordings, mobile devices; and 

• Information which is known to an agency but which has not yet been recorded in writing or 
otherwise. 
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Key Timeframe obligations 

Legal timeframes for responding to requests for official information are: 

• Transfer of request – promptly and no later than 10 working days after the request is received 
(requester must be informed of the transfer); 

• Decision to be made and communicated to the requester “as soon as reasonably practicable” 
and no later than 20 working days after the request is received; and 

• Release any official information it has decided to release “without undue delay”. 

Usually the decision and information will be sent to the requester at the same time, however when 
responding to a large request this may not be possible.   
 
Time limits are expressed in ‘working days’, any day that is not a Saturday, a Sunday, a public 
holiday, or a day between 25 December and 15 January inclusive, however these do not include 
Anniversary days (e.g. Canterbury Anniversary Day is not included in the list of public holidays, so 
must be counted as a ‘working day’).  To count working days available, day 1 is the first working day 
after the day on which the request is received.   
 
If a request is made orally, then later confirmed in writing, the working days counted are from the 
date of the oral request. 
 
 
Extending Maximum Time Limits 

If a request by Council is made for more time in relation to responding to the LGOIMA request this 
will be communicated to the requester within 20 working days of receipt of the request.   
 
The extension under subsection 14(2) “shall be for a reasonable period of time having regard to the 
circumstances”.   
 
The notification of the extension will specify the length of the extension, reason why the deadline 
has been extended and the right to complain to the Ombudsman about the extension.   
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Withholding Information / Refuse a Request 

A local authority may decide to withhold information that is within the scope of the request or 
refuse a request, under the following Sections of the Act.   

Section (6) – conclusive reasons  

Section (7) – other reasons 

Section (8) – concerning existence or non-existence of certain information 

Section (17) – administrative reasons 

Section (26) – reasons for refusing personal information under Part 4 of LGOIMA 

 

If a decision is made to withhold some or all of the requested information, Council will advise: 

• The reason for the refusal; 
• If requested, the grounds for withholding the information relied on in LGOIMA; and 
• The requester’s right to seek review of this decision by an Ombudsman. 

 

Charging for release of Information 

Local authorities may charge for the supply of information under LGOIMA section 13(1A).  However 
they cannot charge for the time taken to consider whether to release or withhold requested 
information.   
 
Under ‘Ministry of Justice, Charging Guidelines for Official Information Act 1982 Requests’ 
(attached) it is Council’s policy to charge as follows: 

• The first hour of time is free 

• Twenty pages of free photocopying  

• We can recover any other actual costs (e.g. reproducing a photograph) 

• Time in excess of one hour is charged at $38/half hour  

• Additional copying is charged at 20 cents per page 
 

The requester can accept the charge, withdraw the request or refine their request.  Please note 
that a deposit can be requested.   
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