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From the Professional
Development Advisors

Simone Baxter

Shinae Skelton

Welcome back to Shinae Skelton who has recently returned after being on parental leave for the past
year. Shinae and I will be working together in the role of Professional Development Advisor at the Federation. Although we will be working collaboratively, my main focus will be Ministerial duties, while Shinae will have a stronger focus on Judicial duties. If you have any queries about your role as a Justice of
the Peace, feel free to contact us. – Simone Baxter

Forms of identification

What is acceptable and for what purpose: the ‘tiers’ of identification
As a Justice of the Peace, you will commonly encounter a variety of identification documents, either for a certified
copy, for Anti-Money Laundering and Countering Financing of Terrorism Act (AML/CFT) purposes or to satisfy
yourself that the person named is the person who is signing. With a variety of different identification options available, it is important to understand what forms are acceptable and when they have restrictions.

Identification documents for AML/CFT

The Amended Identity Verification Code of Practice
2013 outlines what forms of identification are acceptable for AML. If you are unsure if the document your
client has produced is acceptable, best practice is to
ask them if they have checked the receiving agency
will accept the identification in the form they have
provided.
The Code of Practice states that for institutions to
meet the customer due diligence requirements for
AML, their client’s identity must be verified by one of
the following options:
Option 1: One form of the following primary photographic identification documents:
• New Zealand passport
• New Zealand certificate of identity issued under
the Passports Act 1992
• New Zealand certificate of identity issued under
the Immigration New Zealand Operational Manual
published under section 25 of the Immigration Act
2009
• New Zealand refugee travel document issued under the Passports Act 1992
• Emergency travel document issued under the
Passports Act 1992
• New Zealand firearms licence
• Overseas passport or a similar document that contains the name, date of birth, a photograph and the
holder’s signature
• A national identity card issued for the purpose of
identification, by a foreign government, the United
Nations, or an agency of the United Nations.
Option 2: One form of the following primary non-pho-

tographic identification documents:
• New Zealand full birth certificate
• Certificate of New Zealand citizenship issued under the Citizenship Act 1977
• A citizenship certificate issued by a foreign government
• A birth certificate issued by a foreign government,
the United Nations, or an agency of the United
Nations.
These must be presented in combination with a secondary or supporting form of photographic identification, for example:
• New Zealand driver licence
• 18+ Card/Kiwi Access
• Valid and current international driving permit as defined in rule 88(1)(b) of the Land Transport (Driver
Licensing) Rule 1999 and a licence from another
country with a translation.
The above photographic identifications are not an
exhaustive list. Other secondary or supporting forms of
photographic identification may be acceptable.
Option 3: A New Zealand driver licence and one of the
following:
• Confirmation that the information presented on the
driver licence is consistent with records held in the
New Zealand Driver Licence Register
• Confirmation that the identity information presented on the New Zealand driver licence is consistent
with the records held by a reliable and independent source (for example the information that is
recorded for the purposes of the Births, Deaths,
Marriages, and Relationships Registration Act
1995, the Citizenship Act 1977, or the Passports
Act 1992 by the Department of Internal Affairs)
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• A document issued by a registered bank that contains the person’s name and signature, for example a credit card, debit card or eftpos card
• A bank statement issued by a registered bank to
the person in the 12 months immediately preceding the date of the application
• A document issued by a government agency that
contains the person’s name and signature, for example a SuperGold Card as defined in the Social
Security (SuperGold Card) Regulations 2007
• A statement issued by a government agency to the
person in the 12 months immediately preceding
the date of the application, for example a statement from the Inland Revenue Department.
You may be asked to assist clients with meeting these
requirements. If you are approached, you should
check for any instructions from the receiving agency
or a “document guide”. In the absence of instructions
to the contrary you can use the following or similar
words: “Certified true copy of [passport/driver licence/
another document] that represents the named individual [client’s name].”

ID documents requiring a certified copy

If a client requests a certified copy of their identification document for any purpose other than validating

their identity, there are no restrictions in place. For a
certified copy, you are just confirming that the document that has been presented to you is an exact copy
of the original document that has been presented to
you. You can do this for any form of identification if you
have sighted the original copy.

ID documents to satisfy yourself that the
person named is the person who is signing
If you are viewing a form of identity as part of your
process to be satisfied that the signatory is the person named in the document, there are a few options
you could use. Best practice is to see a form of photo
identification such as a driver licence, passport, New
Zealand SuperGold Card with a photo or 18+ card/
Kiwi Access Card. You may still be able to use these
forms of identification after they have expired if you
are satisfied that the identity matches. It is not appropriate to decline the service if the client does not have
identification. In this instance, you may ask reasonable
questions to assure yourself of the person’s identity or
request that the client completes a statutory declaration confirming their details are correct.
As with any document, it is important to check that
the client has confirmed with the agency receiving the
document that it will meet their standard.

Read the statements below, and identify if they are true or false
1. A New Zealand driver licence
is always an accepted form
of Identification for AML
purposes.
False: Some agencies may
require an additional form of
identification such as a birth
certificate to be provided
with the driver licence.
2. Passports and New Zealand firearms licences
are two of the most commonly preferred forms of
identification.
True: Government-issued photo identification
is deemed to be more trustworthy than other
non-government issued forms.
3. Common practice is to accept expired identification for up to two years after the expiry.
True: While there is no legislation that defines
the rule, depending on what the purpose of the
identification document is, some agencies will
accept an expired form of identification for up to
two years. If a client presents with an expired form
of identification, best practice is to ensure that
they have confirmed that the receiving agency will
accept an expired identification before completing

the process. If you are checking for your own purposes, an
expired form of identification
should be sufficient. However,
for AML purposes the agency
may require a current form of
identification.

tification.

4. A gold card can never be
used as a form of photo iden-

False: Gold card holders can request that a small
passport style photo be added to their gold card.
While this may not be accepted by all agencies
it can be used to sufficiently confirm the client’s
identification.
5. All identification documents are considered a primary identification if they include a picture.
False: A primary identification is an official document, usually issued by a government agency.
Not all forms of identification fall into the category
of primary. This does not mean they are not valid
forms of identification; it just means there will be
some circumstances when restrictions on their use
will be in place or accompanying documents may
be required.
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Communicating with clients who
have hearing loss
At some point in our lives, most of us will experience
some form of hearing loss. A person may be born with
a hearing impairment, or it can be caused by a medical
condition, exposure to noise, or ageing. For some people, loss of hearing can affect speech, cause anxiety
and lead to avoiding situations that involve communication with others. As hearing loss can happen gradually over time, not everyone with hearing loss will know
they have it.
Although in the current climate masks have become
an important part of keeping yourself and others safe,
mask-wearing can make interacting with others even
harder for people with hearing loss. People may struggle to hear what you are saying if your voice is muffled
by the mask, or they are unable to read your lips while
you are speaking.
If a client is unable to communicate effectively, they
may become frustrated or withdraw from the situation, which could lead to their needs not being met. To
ensure this does not occur, it’s important that you are
practising effective communication.

What can you do to assist with
communicating effectively?
Communication involves at least two individuals: a
speaker who sends the message, and a listener who
receives the message. There are some simple steps
that you as a participant in the communication process
can use to assist in being an effective communicator,
not just when dealing with a client who has hearing
loss, but with all clients.

Gain attention

Acknowledge the person by their name, ask questions
to ascertain that the client can hear and understand
you such as “How can I help you today?”

Face the client

When dealing with clients, make sure that you are facing them, and look at them when talking. If you need
to look over the document, do so before you begin to
talk. Talking while you are looking down creates an extra barrier for someone trying to hear and understand.

Check in

While you are communicating with the client, check
they can hear and understand you. Look for clues to
indicate they cannot hear you properly, such as not
engaging with you, not responding when you ask
questions or talking over you off-topic.

Use clear speech

Slow down, speak clearly, but do not shout. Shouting
distorts the sound of speech and if not wearing a mask
may make lipreading more difficult.

Use gestures if appropriate

If appropriate, use hand gestures to emphasise what
you are communicating or point to the relevant section
of their document.

Avoid background noise

Although not always possible on a public service desk,
where possible, meet a client in a quiet space. If there
are background noises such as a radio or TV turn them
down or off to minimise additional noises. If there are
other people talking loudly nearby, ask them to lower
their voices.

Stay calm and look for alternative
ways to complete the task

If the client starts to get frustrated, take a step back chances are they are not frustrated with you but with
the process. Take a breath and look for alternatives. Be
patient and don’t rush the conversation.
Although there is no single way that is perfect to deal
with all situations, using these steps will give you a
good base for effective communication.

Listen, don’t assume

As a Justice of the Peace, you will encounter a variety
of clients and requests. Although you will often be the
expert in dealing with specific documents, it is important you take care to listen to the client and understand what the requirements for their document are.

EDUCATION – JULY 2022

8
Don’t just assume what you
think they need.
Ask the client questions to
ensure that you are on the
right track.
With what task they are needing assistance?
Who is the receiving agency?
Has the agency provided any
instructions?
For example, if a client
requests that you certify a
copy of their passport or
other identification document,
check what the purpose is. If
you are certifying this document to say it is an exact copy
of the original, then you can
proceed as you would for a
certified copy.
If the document is to go to a
bank or other financial institution, you are likely to be
certifying the client’s likeness
to the identification document
for AML/CFT purposes. If the
agency has provided specific
wording, either through the
client or within an instructional
document, make sure that you
use those words.
If a client indicates that they
need something different to
what you have anticipated,
make sure that you take this
on board and ensure that
what you are doing is what
is required. Remember, the
tasks you assist clients with
are important and how they
are administered could affect
their acceptance.
An important aspect of receiving good service is feeling like
you are being listened to and
having the task you require
completed appropriately.
Ensuring that you meet the
client’s needs and accurately
perform the task they require
is key to your role as a Justice
of the Peace.

Resign or retire?
Under section 3A(b) of the Justices of the Peace
Act: Every Justice appointed under section
3(1) continues in office until he or she retires or
resigns, by notice in writing to the Secretary - but
what is the difference between retired and resigned?
To retire as a Justice of the Peace you must have served
for a minimum of 10 years, not been suspended from office, or must not have, without reasonable excuse, abandoned the performance or failed to perform the functions
of a Justice. If you meet the criteria, once gazetted you
will be eligible to use the designation “JP (Retired)”.
If you wish to retire, please speak to your association registrar, or send your letter of retirement to administrator@
jpfed.org.nz

What happens if you do not meet the threshold
for retirement, but are no longer able to perform your duties as a Justice of the Peace?
If for any reason you choose to resign from your role as a Justice of the Peace but have not served for the minimum 10-year
period, you will be unable to use the designation “JP (Retired)”
and will instead have resigned as a Justice of the Peace. The
process for this is the same as retirement, and your resignation
will be gazetted as such.
Please keep in mind that retirements and resignations are batch-processed. Due to the nature of this process, we are unable to specify a specific date for your retirement/resignation to become effective. You will not
be formally retired/resigned until the notice has been gazetted and you can
continue your duties up until that date.

Updating your phone
Recently we have had a few members of
the public contact us about inaccurate details in JP listings, specifically landlines no
longer being active. With landlines becoming less common, it is important that if you
no longer have a landline, you update your
contact details on your JP profile. If the details that appear in the “Find a JP” search
are not up to date, clients
will be unable to call
you to make an appointment and you
may find people turn
up unannounced.
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Different login screens for the website?

Logging into the website can appear in different forms depending on the device you use. Computers,
tablets, and phones may produce a different landing page depending on the device setup. If you are
unfamiliar with the format, it can be a bit tricky to navigate how to log in.
If the website appears in the format shown below, you will find the login button on the top right-hand
corner of the screen. Simply click the JP Login button and you will be directed to the login page. This
format is commonly displayed when using a computer or laptop.

Typical mobile phone layout
If you are using a tablet or
mobile phone to access the
website, you will most likely
be using the accompanying
formats. Instead of the grey
bar at the top of the page, you
will see a blue bar with three
small lines to the right. These
lines indicate that there is a
menu. Click the three lines and
a dropdown menu will appear.
From here, you simply need
to press “Justice of the Peace
Login” and you will be taken
to the login page.
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Typical tablet/iPad layout

Once you have reached the login page,
enter your username (surname and Justice of the Peace number with no spaces between or after) and your password
before clicking “Login”.

Unavailability on the website
For personal reasons, you may need to take a short break from your duties as a Justice of the Peace. If this is
the case, you can mark yourself as unavailable via your profile on the website in the below section.

If you do need to mark yourself as away for a short period of time, do not remove your address, phone numbers or any other details from your profile. Just enter the dates using the not-available option and you will
automatically be hidden during the selected time. When the time elapses, your normal listing will be automatically reinstated.
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Privacy
revisited

The Privacy Act 2020 came into force in December
2020 and the implications for Justices of the Peace
were explained in the January 2021 Quarterly.
How have you adapted to these changes in the
law?

Recapping privacy rules for Justices
Collecting information

• If you are collecting information about an identifiable individual, this falls under the Privacy Act.
• You must only collect information when you
have a clear (legal) purpose for doing so.
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• Disclose information where it is consistent with
the purpose you collected it for
• Do not disclose more information than necessary.
Dispose of personal information
• Keep personal information for as long as it is
needed for the reason it was collected.

Additional considerations when applying the Privacy Act to logbooks

• Your purpose for collecting information must be
connected to your function or activity.

See the January 2021 Quarterly for a breakdown
of how the Privacy Rules apply to maintaining a
record of activities (also called a logbook).

• You must only collect as much information as
necessary to meet your identified purpose.

Collection

• You must communicate to the client what
information you are collecting and recording,
your purpose for doing so, the circumstances
in which you would share that information, how
you store that information and when it will be
disposed of.

Look at your logbook entries over the past year.
Have you recorded only information necessary to
meet the purpose of your logbook?

Holding information
• Store the information securely in a place that
cannot be easily accessed by others.
• Enable the client to access their personal information upon request.
Sharing personal information
• Disclose information where you have the permission of the client
• Disclose information where the law requires it of
you

Your record of activities acts as an aide-memoire, enabling you to provide surety to clients and
receiving agencies that the proper processes have
been followed. This is connected to your functions
as a Justice of the Peace and enables you to provide a better service.
Have you collected information for any other purpose? Collecting information to build a database of
what your clients look like or where they are from
is unlikely to assist you in being a better Justice.
Look closely at what information you are recording
and question its usefulness – do you really need
to remember your client’s gender, what their job is,
their passport number?
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Storage

Where do you usually keep your logbook?
Putting your logbook in a drawer rather than leaving
it on your desk could be the difference between a
family member passively accessing your notebook
and you maintaining your client’s security.

Sharing personal information

Over the past year, have you shared information
about the services you provided as a Justice of the
Peace?
You may have disclosed information to an agency,
such as a bank, in accordance with your reasons
for recording clients’ details.
However, not every person who makes inquiries of
you is entitled to your client’s personal information.
A disgruntled or concerned family member may
call you to confirm that you witnessed a document.
Unless your client consented to you disclosing the

details of their appointment to family members, you
are not able to confirm that you witnessed the client’s document or that you even met with the client.
Disclosure rules apply to your general conversations about your duties. When discussing your
experiences with other Justices of the Peace, have
you included identifying information? This could
breach your client’s privacy.
Have you accidentally disclosed information? It can
be easy to send a client the incorrect document
when dealing with documents online. You could accidentally email a client another person’s statutory
declaration or identification document, for instance.

Disposal of information

Have you ever disposed of logbook information?
Look at the records you are currently storing. How
old are they and have you ever disposed of a logbook? Why not?

Privacy gone wrong

The Office of the Privacy Commissioner posts case
notes on their website outlining instances where
organisations have breached the Privacy Act. Case
studies provide an opportunity to learn from other’s
mistakes.

Case One: A sensitive file was burgled from a social
worker’s home - a paper file was brought home
from work and left in a backpack that was opportunistically lifted by a burglar. The social worker’s
work laptop was also taken.
What can we learn?
We assume that items we keep at home are safe
and private. This is not always the case.
Keep information, such as your logbook, safely
stored at home, in a drawer or cupboard rather than
in the open, such as on a table. Ensure electronic
files are password-protected.
Case Two: Through her work transcribing, a hospital
employee learnt that a woman she knew had been
diagnosed with an illness. The employee mentioned
this to a mutual friend who contacted the woman
to express their concern. The woman had not told
friends or family about her illness.
What can we learn?
Guard against casual disclosures. You may think it
is harmless to mention to a friend that a mutual acquaintance visited you for JP services, but you may
inadvertently disclose more than intended.

Casual disclosures are not limited to mutual friends.
You may mention a client and an encounter to
someone you believe is unrelated to the client.
When doing so you may unwittingly be speaking to
someone who is familiar with the client. New Zealand is a small place!
Case Three: An email request from a client to send
details of their personal information was responded to by a new employee. The employee sent the
client’s personal information but inadvertently also
sent information about the debts owed by several
other clients.
What can we learn?
If unsure about the information a client has the right
to access, seek advice before acting.
Set a delay rule on your email account. A delay rule
on your outgoing emails creates a delay between
when you select “Send” and when the outgoing
email actually leaves your account. A delay gives
you the opportunity to prevent your email from
being sent, should you realise you have made a
mistake. Search online for how to create a delay
rule on your email account.
Practise recalling emails. Your email system may
allow you to recall a sent email if that email has not
been read by the recipient. Practise sending and
recalling an email so you are prepared should the
need arise.
See privacy.org.nz for more case notes.

