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From the Professional  
Development Advisor

Shinae Skelton

Why you shouldn’t be anxious 
about the Accreditation test

You can attempt it as many times as 
you like.

• You will have a 48-hour stand-
down period if you do not pass 
the test on the first attempt

• This means you cannot access the 
test again for 48 hours

• However, after the stand-down 
period, you can try again

• There is no limit to the number 
of attempts you can make.

No one will see if you don’t pass on the 
first attempt (or second, third etc).

• You will receive an automatic 
email concerning your results

• This email is only received by you 
and is logged in the Federation 
system.

You can take as long as you like to 
complete the test.

• There is no time limit on this test

• You can spend as long as you like 
on each question

• You are able to save your pro-
gress and return to the test later 
in the day.

The test is “open book”.

• You can have your manual with 
you as you sit the test

• You can flick through the manual 
as you work through the ques-
tions.

You can create a relaxed atmosphere – 
there is no need to be formal.

• Because the test is online, you 
can access it on your personal 
device if you have one

• This means you can sit the test at 
a time and place that suits you

• Ensure you are comfortable 
when you go to sit the test - for 
instance, make yourself a cup of 
tea.

On second and subsequent attempts 
you only sit the questions you an-
swered incorrectly on the first attempt.

• You will not need to sit the test 
in its entirety on your second 
or third or other subsequent 
attempts

• For instance, if you get a result of 
40/50 on your first try, you will 
only see the 10 questions you 
answered incorrectly on your 
second attempt.

You can re-check your answers before 
re-attempting the test.

• If you sit the test and do not 
pass, you will receive an email 
listing the questions you an-
swered incorrectly. You can work 
through these questions, looking 
for the answers in the manual, 
before attempting the test again. 

Some Justices are hesitant to take this step towards Accreditation. Some may be anxious about finding 
the test too challenging and others may be anxious because of the length of time since they have last 
had to complete any sort of test. 

Here are some reasons why you need not feel anxious about sitting the online accreditation test.
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Visa verification

Sending documents  
directly to the  
receiving agency

In the instructions provided by receiving agencies out-
lining their process for getting documents certified, 
the agencies may sometimes instruct the client to get 
the certifier to send the certified document directly to 
the receiving agency.  

In other words, the process may suggest that the 
certifier, such as a Justice of the Peace, email a copy of 
the document to the receiving agency once they have 
certified that copy. 

Please note that this is not a required function of Jus-
tices of the Peace. You are not obliged to follow this 
process, although you are free to choose to do so. 

Sometimes agencies only suggest or prefer that the 
certifier take responsibility for sending the document 
to them. Where the agency has stated that this is 
merely a suggested option or a preference, this leaves 
it open to you to return the document to the client 
and for the client to take responsibility for delivery of 
the document. 

Remember, certification is not a legislated process. 
Agencies are within their rights to set out their pre-
ferred process for certification. If their process does 
not fit with the responsibilities of a Justice of the 
Peace, you are welcome to decline to act. 

Bear in mind, these instructions or requirements are 
not directions to Justices of the Peace only. Justices 
of the Peace are not the only persons authorised by 
these agencies to certify documents. Other authorised 
persons may be quite happy to follow this process or 
may even prefer to take responsibility for delivering 
the certified copy to the receiving agency. 

Some Justices are being approached 
with requests to verify clients’ visas. 
They may have erroneously been di-
rected to a Justice of the Peace by their 
embassy. Visa verification is a di!erent 
process from making a certified copy 
and it is not a task undertaken by New 
Zealand Justices of the Peace.  If asked 
to verify a visa, please direct your client 
to the website immigration.govt.nz  or 
to search online for “visa verification”, 
which will lead them to the appropri-
ate immigration.govt.nz webpage. The 
New Zealand government provides an 
online visa verification service on the 
Immigration website.  
“All non-New Zealand citizens must 
hold a visa to be in New Zealand. A 
Visa Verification Service enquiry shows 
details of the visa record held by INZ 
for a particular visa holder. It includes 
information about that visa and its 
conditions, such as length of stay, and 
work and study entitlements.
“Users might include health care pro-
viders, financial services organisations, 
sponsors, licensed immigration advis-
ers, and travel agents. Individual visa 
holders themselves may wish to access 
their own visa records directly through 
the Visa Verification Service.”
https://www.immigration.govt.nz/about-
us/our-online-systems/visa-verifica-
tion-service/about
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1. What is the di!erence between an enduring power 
of attorney and an ordinary power of attorney?

2. What should you do if you are asked to undertake 
a task with which you are unfamiliar that doesn’t 
involve certification, witnessing or taking a statuto-
ry declaration or a"davit?

3. A client who does not speak good English presents 
you with a statutory declaration. The beginning sec-
tion and the attestation at the end of the document 
are written in English and follow the appropriate 
wording for a New Zealand Justice of the Peace. 
The body of the declaration is written in a foreign 
language. How might you proceed?

4. Do Justices of the Peace have any responsibilities 
when using social media?

5. What is the di!erence between writing an exhibit 
note on an attachment to a statutory declaration 
and writing an exhibit note on an attachment to an 
a"davit?

6. What conditions must be met for a client to apply 
for a one-party dissolution of marriage?

7. Why is there no fixed wording that receiving agen-
cies request Justices of the Peace use when certi-

fying copies of documents for AML (anti-money 
laundering) purposes?

8. When a document requires someone to write their 
“occupation”, what should be written in that space?

9. A client needs a certified copy of a document but 
they do not have the document in their possession. 
They only have a copy of the document. What op-
tions are available?

10. How does a Justice of the Peace become author-
ised to sit in court as a judicial o"cer?

11. What legislation sets out the requirements for 
certified copies?

12. How long must you have served as a Justice of the 
Peace before you are eligible for retirement?

13. How do you properly sign a search warrant?

14. Are you legally required to identify every client 
you deal with?

15. What should you be aware of if a client wishes to 
attach a will to an a"davit?

The new Manual: Test yourself

In consultation with the new Manual, answer the following questions. What chapters and 
paragraphs are helpful in answering them? 

• Answers PP11-12
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Of particular interest is the statement “Certi-
fied to be a true copy of the above particulars 
included in an entry recorded in this o"ce”. 
Some Justices of the Peace, when asked to cer-
tify a copy of a New Zealand birth certificate, 
have questioned whether the certificate is an 
original, due to the wording of this statement. 

Rest assured, this wording is included on 
original birth certificates. This statement is not 
suggesting that the certificate before you is 
a copy of another certificate held elsewhere - 

rather, that the information in the certificate 
has been o"cially recorded by Births, Deaths 
and Marriages and that the birth certificate 
accurately conveys the information that is 
held in the department’s records. 

New Zealand birth certificates are the means 
by which citizens can obtain the information 
held in Births, Deaths and Marriages records. 
Clients are not able to access the records di-
rectly and to take those records with them as 
an original. 

At the bottom of a New 
Zealand government-issued 
birth certificate, you will 
find the following text:

Is this an 
original 
birth  
certificate?
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Searching for you on the website

When searching for a Justice of the 
Peace on Find a JP users can search 
by name or by location. 

Searching by location

Those needing Justice of the Peace 
services tend to search by location 
– they simply want any Justice who 
is available and who is reasonably 
close by.

Searching by name 

Those who use the “Search by 
name” function tend to be re-
ceiving agencies such as banks or 
lawyers. These agencies are looking 
to verify that the person who cer-
tified their document or took that 
statutory declaration is a Justice of 
the Peace, as they have purported 
to be when signing the document. 

A common problem faced by or-
ganisations searching for you

A bank, for instance, may receive 
a certified copy of a driver licence 
and that certification has been 
signed and stamped by “D J Smith, 
JP #1234”. As part of the bank’s 
due diligence requirements, they 
will search on Find a JP to check 
that D J Smith is listed as a Justice 
of the Peace on the website. 

They might find a Dolly Smith and 
a James Smith and a Maggie Smith. 
The organisation will then likely 
call the Federation to confirm who 
D J Smith is as they cannot find an 
exact match on the website.

Perhaps Dolly is the correct Justice. 

Dolly may have a middle name 
beginning with J. 

Alternatively, James’ first name 
may begin with D but he prefers to 
be called by his middle name. 

There is also a chance that Maggie 
was the certifying Justice of the 
Peace and that her initials are D 
J Smith but she prefers the name 
Maggie and has put this on the 
website. 

Match your online profile to your JP 
stamp

To eliminate confusion amongst 
organisations who are seeking to 
verify your jurisdiction as a Justice 
of the Peace, please endeavour to 
match your name in your profile to 
your name as you sign or stamp it 
on documents. 

What fields on your profile page do 
you need to match to your stamp?

Your preferred name and your sur-
name will appear on the website 
on Find a JP. 

In the example below Dolly has en-
tered her preferred name as “Dolly 
J”. She will appear on the website 
as Dolly J Smith.

I would like the public to know 
what name I prefer

Like Maggie and James, you may 
prefer to be called by a name other 
than your first name and you may 
like clients to know how to address 
you correctly. 

You can do this by including your 
preferred name in brackets in the 
“Preferred name”  box.

Maggie could write her name as D 
J (Maggie) in the Preferred name 
box. On the website Maggie will 
appear as D J (Maggie) Smith. 

Why is this necessary?

Outside agencies should be able to 
positively identify you and that you 
are a Justice of the Peace. There 
needs to be a clear link between 
your Justice of the Peace profile 
and the name by which you under-
take Justice of the Peace duties. 

What about the “First name” and 
“Middle name” boxes on your 
profile?

We recommend matching these 
fields to your legal name.

DJ (Maggie)Preferred name

First name

Middle name

Surname

Donna

Jannette

Smith

Dolly JPreferred name

First name

Middle name

Surname

Dolly

Jannette

Smith
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Eligibility
If the client or clients are not eligible to apply for dis-
solution it would be a waste of your time and of theirs 
to proceed. The application pack includes information 
about the requirements that must be met for appli-
cants to be eligible for a dissolution in New Zealand. 
Ask the client if they have read this information and 
have ensured they are eligible to apply. 
Joint application or one-party application
If the application is a joint one, will both parties be 
visiting you at the same time? Or will they visit you on 
separate occasions, or will they visit di!erent author-
ised persons?
If they are visiting di!erent authorised persons, will 
you be the first authorised person to be taking the 
a"davit, or has the second party already sworn or 
a"rmed the a"davit? 
Ensure the party that will be visiting you has received 
all the necessary documents from the other party, 
should they be applying jointly but using di!erent 
authorised persons.
Completion of the application and affidavit (be-
sides the beginning and jurat sections of the 
affidavit)
Some clients may not be aware that they should have 
the bulk of the application completed before visiting 
you. Some may be under the impression that you will 
assist them with filling out the application. This is not 
your role. The application pack provides a lot of infor-
mation about how to fill in the necessary documents. 
Direct the client to these instructions. 

Marriage certificate or particulars  
of marriage
Ensure that the client has the marriage certificate, not 
the particulars of marriage. Clients sometimes mistak-
enly believe the particulars of marriage is their mar-
riage certificate. 
Original document or copy
Does the client wish to attach the original marriage 
certificate to the application or will they  want to 
attach a copy of the certificate? If they wish to attach 
a copy, the copy will need to be certified and they will 
need to bring with them the copy and the original. 
Separation agreement
Do the parties have a separation agreement to attach 
to the a"davit? This is not a required attachment. 
Original document or copy
Does the client wish to attach the original separation 
agreement to the application or will they  want to at-
tach a copy? If they wish to attach a copy, the copy will 
need to be certified and they will need to bring with 
them the copy and the original. 
Full application, marriage  
certificate/copy and (if relevant) the  
separation agreement
Some clients only bring part of the application, for 
instance the final page of the a"davit, or neglect to 
bring the marriage certificate and separation agree-
ment and any relevant copies with them. 
Ensure the client brings all necessary documents with 
them. 

Applications for dissolution of marriage  
– setting up for success

Meeting a client or clients to 
assist them in completing 

their application for  
dissolution can be an  

awkward affair. To save your 
client(s) and yourself from 

needing a second meeting, en-
sure that your clients are well 
prepared before meeting you. 

When making an  
appointment with your  

clients, consider the following 
issues.
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The new Manual: answers to quiz
1. What is the difference between an enduring pow-

er of attorney and an ordinary power of attorney?
An ordinary power of attorney (sometimes 
just called power of attorney) is a short-term 
solution giving the attorney the power to make 
financial decisions on the donor’s behalf. This 
is usually a short-term arrangement and ceases 
should the donor become incapacitated. There 
are no rules about who may act as a witness 
for the donor or attorney and Justices can act 
as a witness for one or the other as they would any other 
contract witnessing task. 
Enduring powers of attorney are regulated by the Protec-
tion of Personal and Property Rights Act 1988 and enable 
the attorney to make financial or welfare decisions for 
the donor. Enduring powers of attorney activate upon 
the donor becoming incapacitated. There are strict rules 
about who may act as a witness for the donor. Justices 
may only witness the signature of the attorney. (See 4.4 of 
the Manual) 
2. What should you do if you are asked to undertake a task with 

which you are unfamiliar that doesn’t involve certification, 
witnessing or taking a statutory declaration or affidavit?

If in doubt as to your jurisdiction to undertake a task, you 
could ask the client to ask the receiving agency (if it is pa-
perwork you are being asked to assist with) to provide in-
formation confirming your jurisdiction, as a New Zealand 
Justice of the Peace, to deal with the matter. Or you could 
make these inquiries yourself (see 9.6 of the Manual). You 
could also contact your association for assistance. 
Justices of the Peace also undertake statutory roles such 
as those in outlined in chapter 7 of the Manual. It may be 
that the task you are being asked to undertake is some-
thing that Justices of the Peace do when undertaking 
certain statutory roles. 
Warrants to arrest and summonses for a witness are tasks 
undertaken by judicial o"cers and the only Justices who 
may undertake these tasks are those who have completed 
judicial training and who have been authorised by the 
Chief District Court Judge to act as judicial Justices of the 
Peace.
You could also be asked to sign a search warrant or 
production order. Only Justices of the Peace who have 
undertaken issuing o"cer training and who have been 
authorised by the Attorney-General and been gazetted as 
issuing o"cers may undertake this task.
Justices of the Peace sometimes undertake other roles 
that are not specifically set aside for Justices of the Peace 
in legislation but are often performed by Justices due to 
their position in the community (see chapter 8). You may 
be approached to act as a nominated adult/witness where 
a youth has been arrested or to act as a nominated wit-
ness where a person is being served with a section 9 notice 
under the Mental Health Act. While commonly performed 
by Justices of the Peace, these tasks are usually performed 
by Justices who are listed on a contact list and have some 
experience with the role. Contact your association for 

more information. 
In addition to the usual roles (statutory and 
non-statutory) that Justices of the Peace fre-
quently undertake, there are other legislative 
tasks that Justices may be asked to undertake 
on very rare occasions.
You should contact your association for advice 
if you are requested to undertake a task that 
is not familiar to you or is not described in the 
Manual. (See 7.6)

3. A client who does not speak good English presents you with 
a statutory declaration. The beginning section and the attes-
tation at the end of the document are written in English and 
follow the appropriate wording for a New Zealand Justice of 
the Peace. The body of the declaration is written in a foreign 
language. How might you proceed?

Paragraph 5.12 explains that a declaration may be written 
in a language other than English as long as the beginning 
and end of the declaration are written in accordance with 
the Oaths and Declarations Act 1957. This declaration 
seems to accord with this rule. 
One issue may be the declarant’s understanding of spoken 
English. It may not be possible to ascertain whether the 
client understands the ramifications of making a statuto-
ry declaration and may not be able to clearly make their 
declaration. 
“If a client cannot understand su"cient English, it is 
generally not possible to continue without someone else 
present who can translate. For an a"davit or statutory 
declaration, the person must understand the meaning 
of the question you ask and must be able to respond in a 
manner that you can understand.” (2.18.1)
The client may also need to arrange for a translation to be 
made of their declaration. The process for this will depend 
upon the receiving agency. They should contact the receiv-
ing agency for more information. (See 5.12)
4. Do Justices of the Peace have any responsibilities when 

using social media?
Social media refers to online media platforms by which 
you can participate in social networking. Facebook, Linke-
dIn, Twitter and Instagram are a few examples. 
Justices of the Peace are required to follow the Codes of 
Ethics and Conduct when undertaking their duties as JPs, 
and in their everyday lives. The Codes of Ethics and Con-
duct therefore also apply to your actions when using social 
media. (See 11.10)
5. What is the difference between writing an exhibit note on an 

attachment to a statutory declaration and writing an exhibit 
note on an attachment to an affidavit?

There is no di!erence. You should complete the task fol-
lowing the same steps. (See 5.9 and 6.9)
Unlike exhibits to a"davits, there is no legislation requir-
ing attachments to statutory declarations to be exhibited. 
However, the convention is well established that statutory 
declarations follow the same processes as a"davits. 

• From P7
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6. What conditions must be met for a client to apply for a 
one-party dissolution of marriage?

A one-party application is made where only one party to 
the relationship wishes to seek a dissolution of marriage. 
If both parties are wanting the dissolution, they should 
complete a joint application together. (See 6.12.2)
7. Why is there no fixed wording that receiving agencies request 

Justices of the Peace use when certifying copies of docu-
ments for AML (anti-money laundering) purposes?

Certifying copies is an administrative task. It is not a legis-
lated task and so there are no specific rules about how it 
must be undertaken. (See 3.1)  
There is legislation that creates an obligation for certain 
agencies to take reasonable steps to verify the identity of 
their clients. This legislation - the Anti-Money Laundering 
and Countering Financing of Terrorism Act 2009 – does 
not require agencies’ clients to have their identification cer-
tified. Certification is simply one means by which agencies 
are choosing to meet this legislative requirement for iden-
tify verification. (See 3.3)
Given that the AML act creates a legal obligation for agen-
cies to verify the identity of their client and those agencies 
are liable for prosecution should they fail to take su"cient 
steps, it is up to those agencies to determine what wording 
should be used when third parties certify clients’ identifi-
cation documents for them. If the wording is deficient, the 
agency bears liability for this. 
8. When a document requires someone to write their “occupa-

tion” what should be written in that space?
If the document requires the client to specify their occupa-
tion, then they should write their job title in that space. 
If the document requires the person acting as the author-
ised person or witness to write their occupation then they 
should write the occupation or position that provides 
them with the jurisdiction to act as the authorised person. 
When taking an a"davit or statutory declaration or when 
certifying a copy, a Justice is relying on their jurisdiction as 
a Justice of the Peace to take that a"davit or declaration 
or to make that certified copy. (See 2.7)
9. A client needs a certified copy of a document but they do not 

have the document in their possession. They only have a copy 
of the document. What options are available?

You could ask the client to retrieve the document and 
return to you. 
The client could make a statutory declaration instead and 
attach the copy of the document to the declaration. 
If the client is unable to practically access the document 
(for instance, if it was in another country) and does not 
want to make a statutory declaration, you may consider 
viewing the original via video conference with whomever is 
in possession of the original document. 
You would need to have the correct equipment and 
technological capabilities to hold a video conference, be 
confident to undertake certification in this manner and the 
receiving agency would need to be aware of the manner of 
certification. 
You could refer the client back to the receiving agency who 

may have an alternative course of action available.  (See 
3.4.3) 
10. How does a Justice of the Peace become authorised to sit in 

court as a judicial officer?
To become a judicial Justice, Justices of the Peace must 
complete the Judicial Studies Course, a private course fa-
cilitated by the Federation, and they must receive author-
isation from the Chief District Court Judge to join a local 
Justice of the Peace court panel. (See 7.5)
If you are interested in the role, you should contact your 
association. 
11. What legislation sets out the requirements for certified 

copies?
There are no legislative requirements for certifying copies. 
(See 3.1)
12. How long must you have served as a Justice of the Peace 

before you are eligible for retirement?
A Justice of the Peace must have completed at least 10 
years of active service. To apply, Justices must apply in writ-
ing to the Secretary for Justice for the status of JP (Retired). 
You may forward your application to the Federation by 
emailing administrator@jpfed.org.nz who will process your 
application and ensure that it is received by the Secretary 
for Justice’s o"ce. 
Exemptions to the 10-year requirement are available in 
extenuating circumstances. But it is at the Secretary for 
Justice’s discretion to determine whether a Justice of the 
Peace’s circumstances qualify as extenuating. (See 10.4)
13. How do you properly sign a search warrant?
If you do not know the answer to this question, it is very 
likely that you should not be signing a search warrant at all. 
Only Justices of the Peace who have undertaken training 
and have been authorised by the Attorney-General and 
who have been gazetted as issuing o"cers have juris-
diction to consider applications for search warrants and 
production orders. (See 7.4)
If you would like to become an issuing o"cer, please con-
tact your association. Please note that Justices of the Peace 
are only trained, authorised and gazetted as issuing o"cers 
if there is a local need for additional issuing o"cers and 
the Justice is well placed to undertake these duties. 
14. Are you legally required to identify every client you deal 

with?
No, generally this is a best practice, due diligence step to 
ensure that the person before you is the person named in 
the documents with which you are assisting them. (See 2.3) 
It is not acceptable to refuse to administer a person’s docu-
ment because they do not have a form of photo identifica-
tion. This restricts access to services for those persons who 
do not have photo identification. An alternative is to ask 
that person reasonable questions to confirm their identity. 
15. What should you be aware of if a client wishes to attach a 

will to an affidavit?
Do not staple the will to the a"davit, even though it is an 
“attachment” to the a"davit. Strict probate rules require 
the will to be unaltered. (See 6.9.6)


