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IMMIGRATION NEW ZEALAND 

INTERNAL ADMINISTRATION CIRCULAR NO: 11/05 

 

To: All Immigration Managers Date: 15 July 2011 

 All Immigration Staff  

 MFAT Posts  

 
WORK UNDERTAKEN BY CLERICAL STAFF OF LAWYERS 

AND LICENSED ADVISERS 
 
This IAC follows from IAC 09-04 Status of non-lawyer employees of law firms 
under the Immigration Advisers Licensing Act 2007. Please read this information 
and ensure that all staff members who may be affected are aware of what is 
required of them.   

 

Purpose 

1. The purpose of this Internal Administration Circular (IAC) is to provide 
advice on handling applications or other correspondence received from 
clerical staff employed by lawyers or licensed advisers.   

 
Exempt advisers - lawyers 

2. Where an applicant's adviser is a lawyer (registered with the NZ Law 
Society), the application must be submitted by the responsible lawyer. An 
employee acting on behalf of the responsible lawyer may not lodge the 
application. However, they may undertake subsequent work. The employee 
comes under the 'lawyer exemption', which means they can deal with the 
applicant including providing advice.  

 
3. The employee comes under the responsibility of the lawyer and any of their 

actions are seen as being the lawyer’s. If the employee does anything 
wrong, it is seen as the lawyer’s own action. They are answerable to the NZ 
Law Society.  For this reason, the application must contain the name and 
signature of the responsible lawyer.  

  
Required action 

4. The responsible lawyer must be noted on the AMS contacts tab as 'Lawyer-
Exempt'. However, the employee can act as the contact and undertake any 
work on the application.  



 

  
5. If an application is received from a law firm but is not signed by the 

responsible lawyer, or is signed by an employee that is not a lawyer, then: 
 

 contact the law firm/employee and ask who the responsible lawyer is, 
 advise that the lawyer needs to provide written confirmation to 

Immigration New Zealand that they are responsible for the application  
before the application will be accepted (an email will suffice for written 
confirmation), and 

 hold the application for 7 days. 
 
If nothing is received within the 7 days, the application can be Returned 
Failed Lodgements. 

  
Employees of licensed advisers 

6. Employees of Licensed Advisers can only undertake clerical work such as 
asking for updates on an application or whether documents have been 
received, or sending in passports, for example.   

 
7. Employees cannot perform other actions on behalf of the applicant, such as 

requesting extensions to deadlines or responding to concerns over 
potentially prejudicial information. This is seen as being an action on behalf 
of the applicant because it is a substantial request on behalf of the 
applicant.  

 
8. If this IAC is inconsistent with any previous IAC, the advice contained here 

prevails. 
 
 
 
 
 
Alejandra Mercado 
Operational Policy Manager 
Service Support 


