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1.0 Te Pitake

2.0 Nga Ture Whakapai

3.0 Tikanga Whakahaere

Te Wananga o Aotearoa (TWoA) will effectively manage its data,
information and records as taonga that contribute to whanau
transformation through education and advance matauranga
Maori, and ensures its legal obligations are complied with.

e Contracts and Commercial Law Act 2017
e Copyright Act 1994

e Education and Training Act 2020

e Evidence Act 2006

e Official Information Act 1982

e Privacy Act 2020

e Public Records Act 2005

Nga Uara

Te Aroha

Having regard for one another
and those for whom we are
responsible and to whom we are
accountable

Policy statements related to the
allocation of responsibilities or
accountabilities.

Policy

3.1 TWoA will develop and support a robust
Framework, to ensure that data, information and
records:

a. are consistently defined across the
organisation, uses agreed models and
standardised metadata schemas;

b. are identifiable, retrievable, accessible and
usable for as long as they are required;

c. are protected from unauthorised or unlawful
access, alteration, loss, deletion or destruction;

d. have access, use and sharing managed in line
with legal and business requirements; and

e. are kept for as long as required for business,
legal and accountability purposes, and ensures
the preservation of records of long-term value.

3.2 Te Mana Whakahaere as a part of their duties and
performance of their functions and powers under
the Education and Training Act 2020 is required to
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Nga Uara Policy

ensure that risks are monitored and reviewed and
in doing so ensure TWoA is compliant with the
legislation which governs data and information in
TWOA.

33 Kaiwhakatere is ultimately accountable for
compliance with the Public Records Act 2005.

3.4 Pouwhakahaere Tauparongo is the designated
Executive Sponsor required by Archives NZ and is
responsible for the oversight of information and
records management within TWoA.

3.5 The TWoA Information Governance Group provides
direction, support and oversight of data,
information and records management at the
executive level to ensure TWoA:

a. data and information are valued as taonga;

b. determines and prioritises the benefits data
and information bring to TWoA; and

c. mitigates the risks associated with poor data
guality and information practices.

3.6 Nga Pouwhakahaere are responsible for providing
direction and support in their respective areas to
ensure that records and information management
at TWoA meet business requirements and
legislative obligations.

3.7 Business unit/uepl and/or business process owners
are responsible for ensuring that information and
records management are integrated into business
processes, systems and services.

3.8 Specialist information and records management
kaimahi are responsible for developing processes
and practices related to records and information
management.

3.9 The Data Quality Forum approves and sets data
quality standards and business rules, and prioritises
opportunities for improving the accessibility and
quality of data.

3.10 Data Kaitiaki are responsible for identifying and
defining business terms, business rules, data
quality, accessibility and retention requirements for
presentation to the Data Quality Forum.

3.11 Data Stewards are responsible for ensuring that
data quality standards and business rules are met.
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Nga Uara Policy

3.12

Kaimahi and Te Wananga o Aotearoa Governance
Members create, use and manage TWoA
information and records do so according to the
relevant tikanga here.

Te Whakapono

The basis of our beliefs and the
confidence that what we are
doing is right

Policy statements related to
stakeholder participation or
reporting.

3.13

3.14

3.15

3.16

a. has been identified and defined;

c. access and use are appropriately managed.

TWOoA uses data, information and records to
provide transparency to stakeholders while
ensuring sensitive information remains
confidential.

TWOoA respects that matauranga Maori can be
preserved in non-textual ways such as whakairo,
raranga, waiata a ringa, whaikorero and artworks
and will only apply this tikanga whakahaere to
records that support the whakapapa of the items
such as preliminary sketches, design choices and
the significance of chosen patterns or words and
not to the items themselves.

All data, information and record assets must be
assigned to a designated role (or roles) who are
accountable for ensuring the data and information
to be captured:

b. that quality is maintained; and

TWoA monitors and reports on data and
information quality and records management
practices to ensure continuous improvement and
meet statutory obligations.

Nga Ture

The knowledge that our actions
are morally and ethically right
and that we are acting in an
honourable manner

Policy statements related to
compliance or process / system
integrity

3.17

3.18

3.19

3.20

TWOA creates, captures, organises, stores, delivers
and disposes of data, information and records in
accordance with the Information and Records
Management Standard issued by Archives NZ.

All data, information and records of TWoA business
activities remain the property of TWoA and must
be saved into TWo0A owned, licenced or approved
systems, applications or repositories.

All cloud-based services must be assessed by
Hangarau prior to use to protect TWoA data,
information and records especially tauira and
kaimahi personal information and TWoA
intellectual property.

Information and records management
responsibilities must be identified and addressed in
all outsourced and service contracts, instruments
and arrangements.
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Nga Uara Policy

3.21 TWOoA identifies and regularly reviews its high-
risk/high-value areas of business, and the data,
information and records needed to support them.

3.22 Information and records management must be
design components of all systems and service
environments where high-risk/high-value business
is undertaken.

Kotahitanga
Unity amongst iwi and other
ethnicities, standing as one

Policy statements related to
cohesion, uniformity, integration
or transparency

3.23 High quality data, accurate information and
complete records is required in order to:

a. promote trust in our processes and tautoko
tauira and kaimahi success;

b. inform sound, data-driven decision and policy
making;

c. protect our relationships with external
stakeholders;

d. safeguard the recorded history of TWoA,

e. contribute to nga pataka of institutional
knowledge and matauranga Maori;

f. ensure consistency with our values, Nga Uara;
and

g. positively fulfil our legislative obligations
relating to data and information.

3.24 Te Wananga o Aotearoa will develop and
implement tikanga here to provide for, and give
effect to, this Tikanga Whakahaere.

4.0 Whanuitanga

This tikanga whakahaere applies to all Governance and Kaimahi of Te Wananga o Aotearoa.

5.0 Whakamaramatanga

Term ‘ Description

Data

Data are unprocessed facts in a raw form.

Data, information and records

For the purposes of this Tikanga Whakahaere, data, information
and records, including those created or stored in cloud services
that are not directly controlled by TWoA irrespective of the
location of the service.

Data Kaitiaki

Data Kaitiaki know the data they are accountable for, are aware
of the regulations, policies, and laws governing that data, and
understand the business needs and business rules, procedures
and constraints which apply to the data. Generally, Data Kaitiaki
are managers from a business functional area/uepd.

Data Quality Forum

The Data Quality Forum is a forum with comprehensive
wananga representation including Data Kaitiaki, Data Stewards
and other relevant stakeholders. It approves and sets data
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Term ‘ Description

quality standards and business rules, and prioritises
opportunities for improving the accessibility and quality of data.

Data Steward

Data Stewards work with data and ensure data quality
standards and applicable business rules are met. Data Stewards
come from the relevant business unit/uepd.

Information

Information is data that has been processed in order to increase
understanding or decrease uncertainty for end users.

Information Governance Group

The Information Governance Group is the formal group that
provides direction, support and oversight of data, information
and records management at the executive level.

Kaimahi

All persons employed by, seconded to, volunteering to, and
authorised contractors of Te Wananga o Aotearoa.

Knowledge Product

A knowledge product is an information artefact that enables
effective action and/or decision making by an intended user or
stakeholder. For example, an industry report, statistics,
benchmarking and best practices information, specialised
seminars or webinars.

Line Manager

The person who a kaimahi directly reports to and has direct
influence over an individuals employment through decisions
and recommendations related to such matters as assessment of
performance, salary, budget and discipline.

Metadata

Metadata is like the whakapapa of an information object. It
describes the wider context in which the information object
lives and allows connections to be made with other information
objects. Metadata promotes the understanding of information
and records, and the ability to effectively find, retrieve, use and
preserve information based on its value as a taonga.

Quality data

Quality data is accurate, complete, consistent, reliable, up-to-
date and fit to serve its intended purpose.

Record

A record is Information made up of content, context and
structure that provides evidence of business activity and
decisions. Records can be in any format including, but not
limited to, documents, databases, texts, notes, websites, video,
social media posts or voice messages.

Te Wananga o Aotearoa

Includes Te Wananga o Aotearoa and 100% owned and
controlled entities.

Te Wananga o Aotearoa
Governance Members

Members of any established Te Wananga o Aotearoa
governance group e.g. Te Mana Whakahaere.

6.0 Nga Hononga

Related tikanga whakahaere:

ICT Acceptable Use
Nga Ture Whakapai
Media

Social Media

Version 3.0 Last updated 4 August 2020 Data, Information and Records Management Tikanga Whakahaere (Policy) Page 5

© Te Wananga o Aotearoa



Related tikanga here:

e Data, Information and Records Management Framework
e Tauparongo Architecture Principles
e Tauparongo Architecture Practices

Related Documents:

o DA476 TWoA Appraisal Report and Retention and Disposal Schedule
e Archives NZ Information and Records Management Standard

e NZ Data and Information Management Principles

e NZInformation Security Manual

e TWOoA Business Classification Schedule
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