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From the Professional
Development Advisor

Simone Baxter

What does the traffic light
system mean for JPs?
From early December
2021, New Zealand moved
into the traffic light settings (COVID-19 Protection Framework) to help
protect Aotearoa New
Zealand from COVID-19,
while allowing people more
freedoms.
The new system will result
in some changes to the
way we have been providing Justice of the Peace
services to our community.
Under the traffic light system, you may see clients
face-to-face at your residence. If you are seeing
clients at home, it is recommended that you both
wear masks, practise safe
distancing and record the
details of their visit in your
logbook.

Can I ask a client if they are
fully vaccinated or ask to see
their vaccination pass?

Yes. However, a client is not obligated to provide this
information if they do not wish to. Likewise, a client
may ask you if you are vaccinated but you are not
obliged to answer this question either.
If a client is unable to confirm their vaccination status,
and you feel uncomfortable seeing them in your home,
you can offer remote procedures as an alternative,
such as online via video call or letterbox drop.
While we are under the traffic light settings, some service desks will remain closed. The decision on whether
a service desk will be able to open will be determined
by the organisation which provides the venue. Please
note that some organisations may require you to be
fully vaccinated to enter their premises.
Remember, this is new territory for all of us. How we do
things may continue to change, and it is important that
you keep up to date with communications from your
association, the Federation and the Government.
• This article was written on December 10 2021.

When did you
last update your
contact details?
It is important that the details appearing on
the website are up to date, so that members
of the public requiring assistance or receiving

agencies verifying authenticity can contact you.
Please log on to the Federation website and
check your contact details are current.
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What is a ‘full legal name’?
Often when administering documents you need to
take the client’s word that what is written is their
name. A Justice should take reasonable steps to
be adequately satisfied that the signatory is the
person named in the document. Best practice is
to request to see a form of photo identification
such as a driver licence, passport, New Zealand Gold Card or 18+ card / Kiwi Access Card.
Keep in mind that it is not acceptable to refuse
to administer a person’s document because they
don’t have photo identification. Have a look in
your Ministerial Manual for additional options for
confirming identity.
Most documents ask for the deponent’s full name
to be recorded, but what does “full name” mean
and how do we identify it?

What does ‘full legal name’ mean?
A full legal name is the name that identifies a
person for legal and administrative purposes. This
includes an individual’s first name, middle name(s)
and surname without the use of initials or nicknames.
The Department of Internal Affairs (DIA) refers to
this as an “official name” and provides the following description: a name that can be validated
against a New Zealand authoritative identity data
source. Names that could qualify for this category come from documents such as New Zealand
identity documents (birth certificates, citizenship
certificates and passports) and the majority of
overseas passports.
Under New Zealand law, when a person is married or enters into a civil union, they have the
option of assuming the surname of their partner.
In everyday circumstances this is generally fine to
do without any additional documentation. However, according to DIA this would constitute an
“assumed name” not an “official name”. A name
assumed on marriage/civil union does not appear
in any register held by Births, Deaths and Marriages. However, if a passport is subsequently
issued, the name can be validated as an “official
name” by the passport.
Some agencies will allow a person to change their
name in their database by providing proof, such
as a marriage licence, of that name change. When

administering a document, you should confirm
that the name the client has used on the form is
the name they have provided to the agency.

Should the signature match?
Usually, a signature is simply someone’s name
written in a stylised form. However, this is not
always the case. A signature is just an original
identifiable mark created by the user; this does
not need to be a direct reflection of their name.
When you are administering a document for a
client, if you notice that their signature includes
additional letters to what they have written as
their name, best practice is to double-check they
have used their full name before signing your
section. If the client has confirmed that the name
written is their full name you have met the legal
requirement.
Although not necessary, if a client presents you
with a form of identification that includes signature, it can be a good idea to check that the
signature matches what the client has signed on
the document.

What is my occupation?
When administering documents, you will at
times be required to state your occupation.
When your occupation is required as the executor of a document, you are being asked to
specify the role or title that authorises you to
act as a witness, to take the declaration or affidavit or otherwise execute the document. If
you are asked to note your occupation when
administering a document, write “Justice of
the Peace”.
Writing anything other than “Justice of the
Peace” will cause confusion for the receiving
agency. Likewise, if you are retired from your
occupation, noting “Retired” in this section
may lead the agency to believe you are JP
(Retired) and therefore not authorised to administer the document.
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Test your knowledge: affidavits
1. When administering the oath or affirmation should you indicate in the jurat
what method was used, i e sworn or
affirmed?

Yes – ensure that you cross out the option that does not apply to the process
used in the jurat (6.8 Ministerial Manual
2020).
2. If you don’t have a stamp, what details
should you include in the jurat?
Print your name (District Court Rules
2014 5.9(b)) and include your Justice of
the Peace number. Ensure that you also
delete any references to other authorised person(s) and replace with “Justice of
the Peace” if not noted (6.8 Ministerial Manual
2020).
3. What does “at” in the jurat mean?
“At” in the jurat means the town or city where
the affidavit was signed (6.3.2 Ministerial Manual 2020). If you are doing this via audio-visual
means, use the location of the deponent.
4. True or false? When administering an affidavit
for multiple deponents, you can use the same
jurat.

False: each deponent must have a separate
jurat (6.4.3 Ministerial Manual 2020)
5. True or false? All statements are considered
affidavits.
False: the requirements of affidavits are prescribed by law (District Court Rules 2014 9.66)
6. Can an affidavit be sworn on a Sunday?
Yes – an affidavit can be sworn on any day
of the week including Sunday (District Court
Rules 2014 - 9.71)

Advising unavailability via the website
There may be times when you are away or for personal reasons are unavailable to assist the public for a short
period of time. If this is the case, you can mark yourself as unavailable via your profile on the website in the
section below.

Once you have entered the dates you will be unavailable, scroll to the bottom and click “Save”. By doing this,
your listing will be hidden from the public search on the website during the specified time.
Please do not untick the “Active” box under the address. Your address will automatically be hidden, using the
date fields shown above, for the period you have indicated you will be unavailable. When the time elapses, your
normal listing will be reinstated.
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Tips for using video calls

While the Epidemic Preparedness Modification Order is in place, in-person activities have
migrated online. We are increasingly reliant on the internet to stay connected, and this
new way of communication looks set to continue.
Video platforms such as Zoom, Microsoft Teams and Skype are great tools to enable us to
continue to connect with members of the public and provide Justice of the Peace services, but we need to ensure we are using safe online practices.
The specifics of each video platform will differ, so it is important to familiarise yourself with
the program/s you choose to use. Many of the principles are the same no matter what
platform you choose to work with.
Here are some key tips for online video call safety:

• Use different meetings for each client
This will ensure that your meeting is secure, and once the meeting has ended, parties will be
unable to re-join. This will help ensure that only the parties who are involved with the task will be
present.

• Make use of the waiting room so you can control who is admitted to
the call (not all video platforms have this feature)
The waiting-room feature is a good way to monitor who has access to a video call. Once the participant joins, they will be admitted into a “waiting room” where they will wait until you bring them
into the call. This will ensure that a client does not join early and interrupt you doing something
unrelated.
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• Ensure that your internet security and software is up to date
When sharing files and using programs that connect with other users, ensuring that your internet
security is up to date is important. Updates are not just about adding new features, they are also
about fixing vulnerabilities on a device or program that could be used by hackers to gain access.
Viruses can be shared via emails and files without the sender being aware. By ensuring that your
internet security is up to date you will limit the risk of receiving a malicious file.

• Choose an appropriate location in your home
Some programs allow you to blur your background or add a virtual background to your video.
Many users will choose to enable this feature to hide their background or personal items from the
other participant in the call. Although this is a handy tool, it does create some difficulties when you
need to hold up documentation for the other participant to see.
If you are concerned about the items on display in the background of your video, it may be best to
pick another area of your home with fewer personal items on display.
Just as when you have a person visiting you in your home, best practice is to set yourself up in an
area where other members of your household will not be able to hear the call. Personal details and
information may be shared via the video call and the client’s privacy should be considered.

• Ask questions beforehand so you know what to expect on the call
When a client contacts you to make an appointment for a video call, it is a good idea to ask as
many questions as necessary to ascertain what they require. Dealing with documents via video
call takes longer due to the distance between parties and extra steps. If you can ascertain what
is required prior to the call you can ensure you have all the correct information and processes at
hand for a smooth appointment.
Asking the client to send you a scan or photo of the document before the call is a good way to
check that the correct information is provided and that you, as a Justice of the Peace, have authority to administer the document.

• Set up a separate email
You will require access to an email account for receiving and sending signed documents. It is a
good idea to set up a separate address for Justice of the Peace services to keep your clients’ personal information separate from your everyday email, especially if you share an email address with
your partner or other family members.

• Think before you download
If someone sends you a link or asks you to download a program be aware of what it is and why
you are doing it. To send and receive jpegs, pdfs and Word documents you should not need to
download any additional programs.
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Dealing with an uncooperative client
With the various changes that have been taking
place throughout the country at present, many
people find that their tolerance has decreased as
their day-to-day life is strained. While the majority
of members of our communities will handle these
situations well, others may find it harder. Due to
the nature of the role, it is not uncommon that a
Justice of the Peace may encounter clients who
due to stress and frustration in uncertain times
become uncooperative or difficult.
Knowing how to handle situations of difficult
behaviour will help you to serve the community. If
you find yourself dealing with frustrated, stressed,
or uncooperative clients, remember these helpful
tips.

1. Choose your attitude
The role of a Justice of the Peace is important
and should be conducted in a professional manner. As a Justice of the Peace, you should always
ensure that you are in the right mindset when
carrying out Justice of the Peace services.
Choosing your attitude is not just about what you
say; non-verbal cues also reflect your attitude.
To help set the scene for a good experience for
both you and the client, ensure that you present
yourself in a confident, professional, and polite
manner.

2. Active listening
If you find yourself with a client who is getting
frustrated, give them the opportunity to explain
what they are requesting. Actively listen to what
they have to say: this means letting them speak
without interrupting. After you have given them
the opportunity to explain, paraphrase what they
have said to demonstrate that you have listened
and that you are focusing on them.
If a client is stressed or frustrated it may be harder for them to articulate the service they need.
Active listening can allow you to sit back and assess the situation to ensure that you can provide
the appropriate service to the client.

3. Keep calm and lower your voice
When you are dealing with a difficult client, keeping calm is essential. Heightened emotions can

make situations harder to deal with - avoid letting
your emotions take over the situation. If you feel
like the situation is beginning to get out of hand,
take a deep breath and adjust your voice.
Often the client is frustrated with the situation,
rather than you, so try not to take their behaviour
personally.

4. Build rapport with empathy
When someone is acting emotively, it is easy to
become dismissive or react negatively. Disregarding a client’s feelings may inflame the situation.
Often acknowledging their feelings, whether or
not they are justified, will enable the client to feel
heard and calm them down. Statements such as
“I understand this situation is frustrating for you”
or “ I can see this situation has caused you stress
and concern” are a good way to demonstrate
empathy to clients.

5. Be clear with the client
If you are making an appointment with a client
either online or in person, make sure that you ask
appropriate questions to understand the service
being requested. It may be appropriate to ask the
client to send you the document they require to
be administered before you meet so you can review and ensure it meets the requirements before
the meeting.
If the client is meeting you at your home, remind
them of the safety measures in place, i e to wear
a mask and scan in on arrival.
Sometimes you may be unable to provide the
service requested due to time restrictions, inability to administer documents online or health
concerns. If this happens advise the client how
they can contact another Justice of the Peace via
the Federation website to assist.

6. Keep yourself safe
Remember that you provide your services on a
voluntary basis and are not compelled to provide
your services where you feel unsafe or threatened. If you feel your safety is at risk, you should
decline to act.
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Exemption from wearing a mask
In the current climate, mask-wearing is recommended and, in
some cases, required for day-to-day activities. The Ministry of
Health website advises that “we should all wear a face covering
such as a disposable or washable mask whenever we leave our
home”. However, there are some instances where mask-wearing
may not be possible for some people.

While it is mandatory for people aged 12 and over to wear a
face covering in some situations, this does not apply to people
for whom wearing a face covering is unsuitable due to a disability or health condition.
Some people will have an exemption card (example pictured),
to show that a face covering is unsuitable for them. However,
exemption cards are not mandatory, and you do not need one to
be exempt from wearing a mask.
While it is inappropriate for you to enquire about the nature of a
client’s disability or condition, it is reasonable for you to check
whether they are exempt from the requirement to wear a face
covering.
Those who are unable to wear a face covering should still be adhering to other safety measures
such as staying home if they are sick, keeping their distance from others when out and about,
washing their hands and or using hand sanitiser and keeping track of where they have been.
Ensuring your own safety when seeing clients, whether they wear a mask or not, and adhering to
the Ministry of Health guidelines is important:
• Get vaccinated as soon as you can – booster shots are now available
• Stay home if you’re sick
• Use basic hygiene
• Wear a mask (if you can)
• Record your movements
• Follow physical distancing guidelines
• Be aware of the current COVID-19 restrictions.

Administering documents online
If you are administering documents online, ensure the client has confirmed that
the receiving agency will accept documents that are not the original, i e the
scanned version you send back to the client. Some agencies will require that
the original signed copy be sent to them. Justices of the Peace are not obligated to post the original copy to the client or the agency.
If the client requires the original copy of the document, consider organising an
in-person appointment (if appropriate for your area), a letterbox drop or make
arrangements for the client to collect the document from you after the appointment.
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What is a QR code?
In the October 2021 Quarterly, I wrote
about the COVID-19 tracer application
(app) QR codes. Using QR codes to
easily log where you have been is a
great initiative, but what is a QR code?
Invented in 1994 by the Japanese
automotive company Denso Wave,
QR codes, short for Quick Response
codes, are a type of barcode that can
be scanned via programs on digital
devices like smartphones. A QR code
stores information as a series of pixels
displayed as black squares arranged
in a square grid on a white background.
A QR code can be linked to open a
webpage or application, download a document, share
information, or log a location. QR codes are becoming
more common - some couriers use them on their parcel
labels, businesses use them for promotional material,
product tracing, loyalty programmes and electronic
verification. In some countries, QR codes have been
incorporated into identification documents, currency,
and headstones.

How to use a QR code

Some smart devices will already have a QR code
reader built in, but others will require you to download
an app to use the QR code function. Some QR codes,
such as the ones used for COVID-19, tracing will require you to download a specialty app. Once you have

downloaded the app or ascertained if your device has a
built-in QR code reader follow the steps below.
1. Open the app or camera feature on your device.
2. Point your device camera at the QR code - make
sure you hold it steady so the QR code can clearly be
read.
3. Once the QR code
has been scanned by the
device, you will either be
prompted to click for the
next action, or it will automatically direct you to the
link embedded in the code
To test out how a QR code
works, try scanning the
one at right using a digital
device.

What does ‘sovereign citizen’ mean?
Sovereign citizens are a group of
people who believe that the police
and other government agencies
are corporations who are restricting
their natural rights. They believe all
people are born free with rights and
that things such as laws and taxes
are oppressing people and forcing
them into an oppressive contract
with the government.
Sovereign citizens believe they
are not bound by the laws of the
country in which they physically
reside. They believe that individuals have the right to decide when
to ignore the government’s rules

and they dispute any taxes or fines
that are imposed against them.
In their minds, accepting a law or
regulation means they have waived
their rights as “sovereigns” and
have accepted a contract with the
government.
They often come to the attention of
authorities due to driving offences.
It is a core belief of the movement
that “sovereigns” have the right to
travel freely without the need for a
driver licence or vehicle registration. Some Justices of the Peace
will also encounter sovereign
citizens who are requesting docu-

mentation is administered, usually
in an affidavit style to be affirmed,
stating that they are not bound by
any law of New Zealand and will
not recognise the authority of our
nation’s leaders or any government
officials.
If you are faced with a client who
claims they are a sovereign citizen
and requests you administer their
document, remember that you are
only authorised to act under specific legislation. If their request falls
outside of this legislation then you
may not be authorised to administer the document.

