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Police Vetting Policy & Process 

for Lay Workers and Volunteers
What is Police Vetting?
(Adapted from the New Zealand Police website)
Police vetting involves a search of the New Zealand Police database for any information held about the individual being vetted. Criminal conviction information is disclosed in accordance with the Criminal Records (Clean Slate) Act 2004.*

Information that may be released through the vetting process includes:

· Information that the NZ Police consider relevant to the application.

· Active charges and warrants to arrest.

· Any information received or obtained by NZ Police, including any interactions with Police in any context (such as family violence).

· Behaviours of a violent or sexual nature that may not have resulted in a criminal conviction.

· Any interaction with Police, including instances where the individual was a victim, regardless of whether it resulted in a conviction.

· Conviction history.

Please Note:

· Traffic infringements (unless they have resulted in demerit points or a suspended driver's licence) are not included in Police vetting information.

· In the interests of natural justice, organisations must discuss any information received through Police vetting with the individual concerned before making any employment or appointment decision. In some cases, the information may indicate no ongoing risk.

· If an individual believes that the information disclosed is inaccurate, the New Zealand Police welcome requests for correction.

Important Considerations:

· Police vetting alone does not constitute a complete background check. It should be used as part of a comprehensive recruitment and screening process.

· Organisations must independently verify two to three forms of identification for each applicant, including at least one form of photographic ID (refer to the Consent Form requirements).

· For further guidance on identity verification, refer to the Department of Internal Affairs’ Evidence of Identity Standard available at www.dia.govt.nz/Resource-material-Evidenceof-Identity-Standard-Index, especially in cases where there are concerns about the authenticity of the documents provided.

POLICY:  Police Vetting and Safety Checking Requirements 
Ministry places individuals in a position of trust. To ensure the safety and wellbeing of our members, Conference has determined that Police Vetting checks are mandatory for all active Presbyters, Deacons, stationed Lay Ministers, and volunteers and paid lay workers aged 15 years and over who are engaged in ministry with children, youth, and vulnerable adults.

Police Vetting provides the Church with access to information regarding any recorded criminal convictions. If a vetting report reveals any matters of concern, a further assessment and discussion will be undertaken before a decision is made regarding the individual's suitability for the role. Police Vetting checks must be renewed every three years.

In addition, under the Vulnerable Children Act 2014, all individuals working with children are required to undergo a comprehensive safety check. The legislation classifies children's workers into two categories:

· Core Children’s Workers: Individuals employed by fully or partially state-funded organisations.

· Non-Core Children’s Workers: Individuals working in organisations, such as churches, that do not receive state funding.

The Church is committed to meeting all legislative requirements to provide safe and nurturing environments for all those we serve.

POLICE VETTING PROCESS 
The following process outlines the steps to be taken to facilitate Police Vetting in accordance with the requirements set by the New Zealand Police:

1. Parish Council or Leaders Meeting Responsibilities
The Parish Council — or, where appropriate, the Leaders Meeting — must designate a person responsible for managing the Police Vetting process on behalf of the parish or congregation.

The designated person, in consultation with the Parish Council or Leaders Meeting, identifies individuals who require Police Vetting by listing them on the Parish Checklist for Police Vetting Checks.

Note: The Parish Council may delegate this responsibility to the Leaders Meeting, where it is deemed that the Leaders Meeting is better placed to identify the appropriate individuals.

2. Requesting Consent and Documentation
The designated person then requests each identified lay worker and volunteer to complete the Police Vetting Request and Consent Form. Please note:

· The form must be completed by hand and signed by the applicant.

· A copy of current photo identification (e.g., a valid passport or current driver's licence) must be attached to the consent form for identity verification purposes.

Important Points to Note: 

· Applicants must carefully read the information regarding the Request and Consent Form before signing. By signing, applicants authorise the New Zealand Police to disclose any relevant personal information to the Methodist Church for the purpose of assessing their suitability for ministry work.

· Police Vetting checks can only be conducted with the applicant's informed consent, provided via the official consent form.

· The consent form must be no older than three months at the time it is submitted to Te Hāpai o Ki Muri. To avoid processing delays, it is recommended that completed forms are submitted promptly.

· In accordance with legislative requirements, all workers engaged with children and youth must undergo Police Vetting as scheduled (refer to the Safety Checking the Children’s Workforce Flowchart for further details).

3. Submission of Forms
The original completed Request and Consent Forms, along with the completed Parish Checklist, must be posted to Te Hāpai o Ki Muri for processing:

Te Hāpai o Ki Muri
Private Bag 11-903
Ellerslie, Auckland 1542

Important Notes:

· Photocopies of forms cannot be accepted. This is a requirement of the agreement with the New Zealand Police Vetting Service.

· Consent forms can be requested from Te Hāpai o Ki Muri’s Office or downloaded from www.tehapai.org.nz.

· Te Hāpai o Ki Muri will securely store the original consent forms until vetting results are received from the NZ Police Vetting Service Centre. Processing typically takes between around 6 weeks.

4. Receiving and Handling Results
Once vetting results are received by Te Hāpai o Ki Muri:

· A copy of the completed Parish Checklist will be securely filed in the Parish's file at Te Hāpai o Ki Muri.

· The original Parish Checklist and the original Police Vetting Results will be returned to the Parish’s designated person by post.

Please Note:

To comply with the Privacy Act and maintain the integrity of the process, Police Vetting information will only be communicated via postal mail. Email may be used for general enquiries about the process but not for the exchange of personal vetting information.

5. Parish Responsibilities Following Receipt of Results
The designated person must:

· Securely file the Parish Checklist as part of the Parish’s records. 

· Return the original Police Vetting results to each applicant for their personal records.  

· Parishes must not retain copies of individual Police Vetting forms or results. The Parish Checklist contains all necessary information for parish records.

Additional Important Notes:

· It is the responsibility of the Parish Superintendent to ensure full compliance with all requirements relating to Police Vetting and safety checking.

· If an "unsatisfactory" report is received, Te Hāpai o Ki Muri will notify the Parish Superintendent directly.

· Te Hāpai o Ki Muri will provide a report and a recommendation regarding the next steps; however, the final decision rests with the Parish Council. Depending on the severity of the findings, involvement from the Synod Superintendent and the General Secretary may be necessary.

Decision-Making Following an Adverse Police Vetting Report
The Parish Superintendent, in consultation with the Parish Council, will determine whether the individual may continue in their current role. The decision will be based on a careful consideration of a range of factors, including but not limited to:

· The nature of the offence and its relevance to the individual's current role.

· The time elapsed since the offence was committed.

· The individual’s age and maturity at the time of the offence compared with their age and maturity now, as well as the seriousness of the offence.

· Any patterns of offending behaviour (e.g., a brief period of offending may suggest a phase, while repeated offences may indicate ongoing concerns).

· The responsibilities and requirements of the position currently held.

Confidentiality and Information Management
· Details from the Police Vetting process are to be disclosed only to the person(s) authorised to manage vetting information and the individual who is the subject of the vetting.

· The Parish, Synod Superintendent, and General Secretary will only be informed if an adverse report is received; no specific details will be disclosed to any other individuals or committees, including the Parish Council.

· Any information supplied by the Police must be securely destroyed (e.g., by shredding or other secure means) once it is no longer required — specifically, when the individual leaves the parish or ceases to hold a position within the parish.
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