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Ensure the person has provided a chronological
summary of their work history for the last 5
years
I
Yes
A 4
Gnterview the person (preferably face to faceD
Contact as least 1 referee (not a family member
or friend)
Does the person have electronic identity\
verification (RealMe) /
I
No
A 4
Have they produced the original of 2 identity N
documents
One ‘primary’and one ‘secondary’document Request documents from person
(see over page) Yes
I A
Yes
Does one of thesg doc'u_mer?ts have N Verification of photographic identification
photographic verification must be signed and dated by an identity No
| referee and contact details of referee ves
Yes rovided
® provi
N Ye
Is the person’s name different from any of the
documents provided
—— ; i
| Ye Is supporting name change documentation
No provided
v W (see over page)
Identity verified j<
Ensure this name is not used or hasn’t been used by
any other person employed by the organisation
A
( Police Vetting )
y
Are they registered under any registration\ ve
authority relevant to their employment j )
I
No
A 4
Are they licenced under a licensing authority\ ve
relevant to their employment j
I
No
Y A
Do they have current membership of a _ .
professional organisation relevant to their Ye Check they are currently licensed, registered
employment or a member
NIO No
A 4
Use any information gathered during
ecruitment including at interview to determine
whether the person poses or would pose any | _
. . . l Yes
risk to the safety of children and if they do pose Investigate
a risk what the extent of that risk is
(see vetting and screening guidelines)

A

Decision made based on risk assessment whether to offer employment.
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Primary identity documents

New Zealand passport

Overseas passport (may include New Zealand immigration visa or permit issued by Ministry of Business,
Innovation, and Employment (Immigration New Zealand))

New Zealand emergency travel document

New Zealand refugee travel document

New Zealand certificate of identity (issued under the Passports Act 1992 to non-New Zealand citizens who
cannot obtain a passport from their country of origin)

New Zealand certificate of identity (issued under the Immigration Act 1987 to people who have refugee
status)

New Zealand firearms licence

New Zealand full birth certificate that is issued on or after 1 January 1998 and that carries a unique
identification number

New Zealand citizenship certificate

Secondary identity documents

New Zealand driver licence

18+ card

Community services card

SuperGold Card

Veteran SuperGold Card

New Zealand student photo identification card
New Zealand employee photo identification card
New Zealand electoral roll record

Inland Revenue number

New Zealand issued utility bill, issued not more than 6 months earlier
Steps to Freedom form

Supporting name change documents

New Zealand birth certificate (issued for the purpose)
Change of name by statutory declaration

Change of name by deed poll

New Zealand name change certificate

New Zealand marriage certificate

New Zealand civil union certificate

New Zealand order dissolving marriage or civil union
New Zealand order declaring marriage or civil union void
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