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From the Professional  
Development Advisor

Simone Baxter

What is a TinyURL?

A TinyURL is a website address that has been shortened using 
an online program. Some weblinks can be quite lengthy, making 
them difficult for users to correctly type into the search bar. Many 
businesses choose to use TinyURLs, as their size makes them 
easier to add on to business promotional material or flyers, and 
they appear more aesthetically pleasing. 

To see how a TinyURL works, type the link below into your web 
browser. Once the page has loaded, have a look at the website 
address bar – you will notice this TinyURL is a lot shorter than 
what appears as the original website address.  https://tinyurl.com/
w89e9ebr.

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.

Documents  
administered  
online rejected

A  few Justices of the Peace have 
reported recently that some agencies 
have rejected documents that they have 
administered online via audio-visual 
means. It is important to remember that 
although there is legislation that allows 
for certain documents to be adminis-
tered online, it is up to the receiving 
agency to determine if documents 
administered in this manner meet their 
threshold for due diligence. 

To ensure that your client has the best 
chance of their document being ac-
cepted, it is important to check that the 
client has confirmed with the receiving 
agency that they will accept documents 
administered online before administer-
ing the document. 
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Using your logbook
As per point 6 of the Code of 
Conduct, it is best practice to 
keep a record of your ministerial 
tasks. The record you keep does 
not need to be lengthy and should 
contain minimal details about the 

client. Common practice is to 
record the date and time, what 
documents were processed and 
the location, i e home or work, and 
you may also wish to include the 
client’s name. No matter how few 

or many clients you see, relying on 
your memory alone is not suffi-
cient. It is important that you keep 
your record in a safe place, espe-
cially if you have noted the client’s 
name.

One of the main reasons for keeping a record of the 
ministerial duties you have completed is so that when 
an agency contacts you to confirm that you have seen 
a client you can recall the activity. If you have kept a 
record of your tasks, you will easily be able to check 
your record to confirm that you saw a particular client 
to administer their document on the date specified.

There have been a couple of instances recently where 
this process has been beneficial. One of our Justices 

of the Peace was contacted by an agency to confirm if 
a client had come to them to administer a document. 
The Justice was quickly able to check their logbook 
and advise the agency that they had not seen that 
client. Upon review of the stamp and signature, it 
appeared that the Justice’s credentials had been lifted 
from a document they administered for another person 
and applied to the document in question. 

Example as shown in the Ministerial Manual

In your role as a Justice of the Peace it will not be uncommon for you to 
encounter a client who originates from another country. For the majority 
of people this will not raise any issues - many people who live In New 
Zealand have adopted the English language, but what options are there 
for those who struggle with English? 

The Federation is regularly contacted by members of the public looking 
for a Justice of the Peace who is fluent in a particular language. This 
process has been made user-friendly  by an option to filter results via 
language skills on the website. To use this filtering function, you must first 
search the location and then you can select a language.

An important part of this filtering function lies with you, our Justices of the Peace. For this to be beneficial to 
those who require the service, your profile needs to be updated accurately. If you are fluent in any languages 
other than English, please log on to the Federation website and update your profile with the languages that 
apply to you.

Are you fluent in a language other than English?
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Keeping your stamps safe
The Federation has been contacted by an agency 
about an application that they recently received. The 
application contained a statutory declaration that had 
been completed using a Justice of the Peace stamp. 
The client alerted the agency that they had not sub-
mitted the application and the document had been 
completed fraudulently.

The agency contacted the Justice who confirmed they 
had not seen a client to complete this document. The 
Justice of the Peace advised that the stamp was cor-
rect, but the signature did not match.

This is a timely reminder to encourage you to be care-
ful about how you are using your stamps. 

Technology is continuing to evolve and actions that 
were once difficult are becoming more accessible and 
easier to achieve. 

When you are placing a stamp on a document, ensure 
that you are doing so in a way that makes it difficult for 
someone to “lift”  -  i e place the stamp in a way that 
results in words or lines from the document intersect-
ing with the stamp (see examples below).

Separation agreements require lawyer
Separation can be a difficult 
situation, and often, going to 
court can add an extra layer 
of stress that many couples 
want to avoid. If both parties 
agree, a separation agree-
ment can help couples decide 
how to divide their assets and 
responsibilities without involv-
ing the court. 
A separation agreement 
outlines relevant details of the 
relationship - when it started, 
when cohabitation began, and 
when the couple separated. The 
agreement should then cover the 
details of both relationship property 
and individual property (including 
properties, assets, bank accounts 
and KiwiSaver accounts) along with 
any responsibilities they may have 
such as caring for children or pets. 
Separation agreements are covered 
by s21A of the Property (Relation-
ship) Act 1976.

21A(1) Spouses or civil union 

partners or de facto partners may, 
for the purpose of settling any 
differences that have arisen be-
tween them concerning property 
owned by either or both of them, 
make any agreement they think fit 
with respect to the status, owner-
ship, and division of that property.

For a separation agreement to be 
valid, each party must receive inde-
pendent legal advice. Once a lawyer 
has reviewed the agreement and 
discussed the implications with their 

client, they will witness the 
signature of their client and 
sign the document confirm-
ing its validity.  
It is important to note that a 
Justice of the Peace cannot 
witness the signing of a 
separation agreement. Un-
der s21F(4) of the Property 
(Relationship) Act 1976, 
this must be completed 
by a lawyer. Anyone who 
witnesses the signing of a 
separation agreement will 

render the document void if they are 
not a lawyer.
If you are approached by a member 
of the public requesting assistance 
with a separation agreement, please 
direct them to contact a lawyer: as 
a Justice you are not able to pro-
vide the legal advice required for a 
separation agreement, or witness 
the signature as required by the 
legislation. 
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Test your knowledge: 
separation agreements
Now that we know a little bit more 

about separation agreements, test 
your knowledge below.

1. Can a Justice of the Peace sign a 
separation agreement? 

No - under section 21F(4) of the 
Property (Relationship) Act 1976, a lawyer must 
witness the signature of each party.

2. Do the courts need to be involved in a separation 
agreement?

No -  if both parties agree on how property will be 
divided and responsibilities shared, a separation 
agreement can be implemented without input from 
the court.

3. Are separation orders and separation agreements 
the same thing?

No - a separation order is issued by the Family 
Court. If both parties do not agree to separate or 
cannot agree on when they separated, a request can 
be made for the Family Court to make a separation 
order. A separation order is a legal declaration that a 
couple has separated. A separation order does not 
cover the division of property and assets or the care 
of children.

4. Do the parties involved need to receive legal advice 
to complete a separation agreement?

Yes, as per s21F(ii), a separation agreement must 
be independently discussed with and reviewed by a 
lawyer before the signatures are witnessed by that 
same lawyer.

5. What are the requirements that a separation agree-
ment must comply with to be valid?

Under s21F of the Property (Relationship) Act 1976, 
there are 4 requirements.

i. The agreement must be in writing and signed by 
both parties

ii. Each party to the agreement must have inde-
pendent legal advice before signing

iii. The signature of each party to the agreement 
must be witnessed by a lawyer

iv. The lawyer who witnesses the signature must 
certify that, before the party signed the agreement, 
they explained to the party the effect and implica-
tions of the agreement.

When a document is administered for a client, the 
receiving agency may wish to confirm that the 
person who signed the document is authorised as 
a Justice of the Peace. Ccommonly this is done by 
the agency searching for the name on the Federa-
tion website, or contacting the Federation directly.  
However, from time to time, you may find an over-
seas document requiring you to provide contact 
details when you administer a form. Often you may 
provide your details without question, but why do 
some agencies require this?

To meet their requirements for due diligence, some 
overseas agencies are required to speak directly to 
the person who signed the document to ascertain 
its legitimacy. Overseas agencies can have differ-
ent practices for completing documents, and an 
agency may want to confirm that the form was in-
deed completed by the Justice of the Peace listed 
and you saw their client.

Although some may feel uncomfortable sharing 
their personal details on the form, remember your 
contact details are available on the website. For 
continuity, best practice is to use the same details 
that appear when the public searches for you on 
the Federation website. If you still feel uncomfort-
able with including your personal contact details 
on the form, you can use the contact details for the 
Federation:  04 918 8447, jpfed@jpfed.org.nz, PO 
Box 5005 Wellington. 

Overseas agencies 
requiring contact 

details
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The Ministry of Health defines an epidemic notice as 
“a public policy tool to help Government agencies 
respond swiftly and effectively in a rapidly evolving situ-
ation. An epidemic notice enables the use of a number 
of ‘special powers’ in legislation”.

Under s5 of the Epidemic Preparedness Act 2006, the 
Prime Minister, with agreement from the Minister of 
Health, can issue the notice if they are satisfied that 
the effects of an outbreak are likely to disrupt essen-
tial governmental duties and business activity in New 
Zealand. On April 17 2020 it was decided that due to 
the effects of COVID-19, this was the case, and the 
Epidemic Preparedness Order came into force.  

Unless revoked earlier, the Epidemic Preparedness Or-
der expires after three months; if it is deemed that the 
order is still required, it can subsequently be renewed 
for further three-month periods. 

How does this order affect  
Justices of the Peace?

As mentioned above, the epidemic order enables the 
use of special powers within legislation. The main area 
where this will be relevant for Justices of the Peace 
is within the Oaths and Declarations Act 1957, where 
a temporary immediate modification order came into 
force. The order is described as follows: 

Epidemic Preparedness (Oaths 
and Declarations Act 1957) 
Immediate Modification Order 
2020 

This order is made under the 
Epidemic Preparedness Act 2006 
and its effect is temporary. It 
comes into force on 17 April 2020 
and is revoked when the Epidemic 
Preparedness (COVID-19) Notice 
2020 expires or is revoked. It mod-
ifies requirements imposed by the 
Oaths and Declarations Act 1957 
(the Act) that may be impossible 
or impracticable to comply with 
during an epidemic. 

The modifications expressly 
allow an oath, an affirmation, or a 

declaration to be administered or taken using an 
audio-visual or audio link instead of in the pres-
ence of the person swearing the oath or making 
the affirmation or declaration. - Lexis Nexis

It is important to note that the modification applies 
to requirements that may be impossible or impracti-
cable during the epidemic. A few associations have 
expressed concerns that because we are no longer in 
a lockdown the modification allowing documents to be 
administered remotely no longer stands. This is not the 
case; legislation does not outline the need to be in a 
lockdown for the modification order to be in place. Our 
understanding is that, whether we are in a lockdown or 
not, if the Epidemic Preparedness (COVID-19) Notice 
2020 has been renewed it is valid in all circumstances 
where it may be impracticable to meet a Justice of the 
Peace in person. Should there be any changes that 
affect this process we will advise associations.

Please note, as outlined in the October 2021 issue 
of the Justices’ Quarterly, the legislation for digital 
signatures has not changed. When signing affidavits, 
statutory declarations, or other documents taken under 
oath or affirmation you must continue to use a “wet 
signature” unless advised otherwise from the receiving 
agency.

What is an epidemic preparedness 
notice and when does it expire?

A “wet signature” refers to 
someone endorsing a  
document by signing their 
name or making a distinct  
mark with a pen on to a  
physical paper document.  



10 EDUCATION – APRIL 2022

It has been brought to our attention that some Justices of the Peace are experiencing confusion with 
2.18.2 of the Ministerial Manual. This section of the Manual refers to documents in languages other than 
English. 

This section of the Manual is intended to cover documents that are administered, i e  documents taken 
under oath or affirmation. This section does not cover certified copies of documents. 

As per 3.4.1 (Documents consisting of images or written in other languages) in the certified copies 
section of the Manual, you can certify a copy of a document if it is in another language. To certify a 
document, you do not need to be able to understand the document, you are only verifying that the copy 
presented to you is an exact copy of the original. 

Ministerial Manual - documents in 
languages other than English 

Kiwibank fingerprinting service
From March 31 2022 Kiwibank will 
no longer offer manual fingerprinting 
services.

NZ Fingerprinting Service has identi-
fied themselves as the provider who 
will take on this role from April 1 2022. 
This is endorsed on the Immigration 
New Zealand website. They have sev-
eral locations around the country,  from 
Whangarei to Dunedin. Appointments 
are necessary and as with the service provided by 
Kiwibank, there is a cost involved. 

Fingerprinting is not a common practice for Justices 

of the Peace. Full fingerprinting can be 
challenging to do and if done incor-
rectly the receiving agency will likely 
reject the prints. If you have a client 
that requires a full set of fingerprints 
for an employment check, immigra-
tion, or any other reason, direct them 
to NZ Fingerprinting Service https://
www.nzfingerprintingservice.co.nz/.   

Justices may still carry out single 
finger/thumb prints if they feel comfortable to do so, 
provided the client has confirmed with the agency 
that they will accept the prints being taken by a Jus-
tice of the Peace.
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Be prepared for the unpredictable 
nature of a service desk 
Unlike when you 
see clients by ap-
pointment, when 
you are working 
on a service desk, 
the tasks you are 
faced with can 
be unpredicta-
ble. You have no 
idea who will be 
coming in, what 
documents they 
will present, or if 
they have brought 
the correct infor-
mation with them. 
This means that 
keeping up to 
date with training 
and ensuring you have the correct resources at 
hand is essential. 

There will be some standard forms and documents 
that you know well and expect to see, but what 
should you do if you encounter a document that 
you are not familiar with or haven’t seen before?

Review the document 
Most forms and documents include instructions. If 
you are unsure of the document you may need to 
read the information section before continuing. 

Communicate with the client
If you have read the instructions and you are still 
unsure, or are unable to locate instructions, ask the 
client. They may have been advised by an agency 
to seek assistance from a Justice of the Peace, or 
they may be able to provide information on what 

is required.  The 
client may also be 
able to look for 
instructions online 
or contact the 
agency for further 
clarification.

Check your  
resources 
You may have ac-
cumulated train-
ing material from 
an education ses-
sion that will refer 
to the document 
in question, or the 
answer may be 
in the Ministerial 

Manual. Having a copy of the Manual with you to 
check through can be a good idea – you might find 
the answer to your query.  

Contact another Justice of the Peace
If you are working on a service desk with more than 
one Justice present, you may be able to ask the 
other  if they have experience with the form. Alter-
natively, you could contact another local Justice or 
your local trainer/educator. 

It is important that you manage the expectations of 
the client. If you are unsure of a document, make it 
clear to the client that you want to ensure that you 
are authorised to administer the document and, 
if you are, then you do so correctly. You might be 
able to find a solution while the client is there with 
you, otherwise you might need to make an appoint-
ment to meet with the client at a later time or date.

Feedback always welcome
If you have any topics you would like covered in the Education section of the Quarterly, would like to give feed-
back or comment on any of the articles in the section, please contact us via email at trainer@jpfed.org.nz
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Accreditation
Accreditation a two-step process (April 
2020)
Why you shouldn’t be anxious about the 
Accreditation test (April 2021)

Affidavits
Is this an affidavit? (October 2020)
The rules for affidavits (October 2021)
Test your knowledge: affidavits (January 
2022)

AML
What does AML stand for? (July 2020)
Certifying identification documents for 
AML-CFT requirements (October 2021)

Certified copies
Certified copies in a COVID world (Oc-
tober 2020)
Is this an original birth certificate? (April 
2021)

COVID-19 information
COVID-19: The epidemic notice (July 
2020)
COVID-19 – move to alert level 4 and 
state of National Emergency (July 2020)
Temporary changes to the Oaths and 
Declarations Act 1957 (July 2020)
Temporary changes to the Wills Act 
2007 (July 2020)
Certified copies in a COVID world (Oc-
tober 2020)
Immediate modification orders (January 
2021)
Epidemic preparedness notice renewed 
(July 2021)
Contact tracing sign in options (October 
2021)
What does the traffic light system mean 
for JPs? (January 2022)
Exemption from wearing a mask (Janu-
ary 2022)

Dealing with documents
Multiple documents presented by one 
person (July 2020)
Sending documents to the receiving 
agency (April 2021)
Dealing with lengthy documents (July 
2021)
Using stickers instead of stamps (Octo-
ber 2021)

What’s the deal with electronic and digi-
tal signatures? (October 2021)
Dealing with documents in other lan-
guages (July 2020)

Dissolutions
Marriage dissolutions: only for New 
Zealanders (April 2020)
Applications for dissolutions of marriage 
– setting up for success (April 2021)

Identity verification
Visa verification (April 2021)
Is this an original birth certificate? (April 
2021)
Are SuperGold cards a primary identifi-
cation? (October 2021)

Jurisdiction
Can you sign a warrant to arrest? (Jan-
uary 2021)
Legality of acts by former JPs (April 
2020)

Life as a JP
Why do I need professional develop-
ment? (April 2020)
The Codes of Conduct and Ethics (April 
2020)
Feeling ethical (April 2020)
How do I retire? (January 2021)
Use your full name (April 2020)
Use your full name (July 2021)
When should I use the letters JP? (July 
2021)
What is a ‘full legal name’? (January 
2022)
What is my occupation? (January 2022)
Privacy is precious (January 2021)
Dealing with an uncooperative client 
(January 2022)
What does ‘sovereign citizen’ mean? 
(January 2022)

JP roles
Ministerial educators’ seminar – reflec-
tion from one of our educators (July 
2021)
Judicial Studies Course 2021 (October 
2021)

Dealing with documents remotely 
What’s the deal with electronic and digi-
tal signatures? (October 2021)

What tasks can be undertaken using 
audio-visual communications such as 
Skype or Zoom? (October 2021)
How do you administer a statutory 
declaration or affidavit online? (October 
2021)
Tips for using video calls (January 2022)
Administering documents online (Janu-
ary 2022)
Temporary changes to the Oaths and 
Declarations Act 1957 (July 2020)

Powers of attorney
Power of attorney, enduring power of 
attorney – what’s the difference? (July 
2021)

Quizzes
Revision quiz (previous editions) (April 
2020)
The new Manual – test yourself (April 
2021)
Test your knowledge: affidavits (January 
2022)
Statutory declaration quiz (January 
2021)

Statutory declarations
Exhibits with statutory declarations 
(January 2021)
Statutory declaration quiz (January 
2021)

Technology
The murky world of social media (April 
2020)
What is a QR code? (January 2022)

The Federation website
New website (October 2020)
Availability while away (January 2021)
What is my username? (January 2021)
Searching for you on the website (April 
2021)
Making the most of the Federation web-
site (July 2021)
Advising unavailability via the website 
(January 2022)

Wills
Temporary changes to the Wills Act 
2007 (July 2020)
What do we need to know about wills? 
(July 2021)

Education pages index
Have you read something in a previous issue of the Justices’ Quarterly, but you just can’t remember 
which issue it was in? Or are you looking for information on a particular topic? 
Below is the latest Education Index. The listings on this page include Volume 89 (April 2020 – January 
2021) and Volume 90 (April 2021 – January 2022). The previous index can be found in the April 2020 
magazine. 


