Kia ora,
As part of [Production name]’s funding agreement with [insert agency name] we are required to register our production with Te Pae Matarau – The Everyone Project Aotearoa. It is a survey tool designed to capture the make-up of the New Zealand screen sector workforce and is being supported by NZ On Air, The NZ Film Commission and Te Māngai Pāho.
The data will be used to inform policy and funding decisions, providing an important workforce perspective that has previously not been available.

As a [Supplier/Post-Production House] providing services to this production, we will be adding you as a 'Supplier' attached to this project on the Te Pae Matarau portal and asking you to upload details of your crew who worked on the project, so they can be invited to participate in the survey. 
You will receive an email with information on how to create an account. Instructions on how to add your contributors is here: Suppliers - how to contribute
The survey takes only a few minutes to complete and individuals only need to complete it once. Participation by individual workers is voluntary, and survey responses are confidential. Personal information and survey responses are not visible to producers or funding agencies and are only reported in aggregated and de-identified form. For more information, see our Privacy Notice. To comply with the Privacy Act, before uploading details of your crew, you must: 
· Clearly state at the time the personal information is collected that one purpose of collecting contact details includes “sharing your name, email address and job title with The Everyone Project Aotearoa for industry research” (or similar wording). Let crew know to expect an email invitation from Te Pae Matarau to participate in an industry research survey. Give crew the opportunity to opt out of having their details shared with Te Pae Matarau by notifying you.
· The above information could be included in a crew contract. If this information was not provided when the crew member’s personal information was first collected, you must obtain the crew member’s express written consent before uploading any contact details. 
· If a crew member opts out, or does not provide the required consent, you must not upload their details.
· Where crew are under 16, ensure the information provided is easy to understand and, if appropriate, involve a parent or caregiver when seeking consent. 
We would appreciate if you could complete this process by [date].
If you have any questions, you can email TePaeMatarau@nzonair.govt.nz
 

