NADO - Lodge and sort applications

When to use C)\,
When a visa application has either: V

e Been received by NADO (via IGMS or mailbag), or \}

e Become actionable after being deferred.
Note: The tasks for receiving physical mail and IGMS applications are unchanged. ‘é\\
Role \
Support Officer/Documentation Officer (NADO) . \

Guidelines

When performing the standard processes within this SOP e.g.: O&

e Lodgement @‘
e Return Failed Lodgement 06

o Defer application etc.
See SOPs Temporary Visas @6
Steps 6%
1. Complete @\ and pre-lodgement checks

Comple ata entry required to support triage for all temporary applications, including IGMS online and paper applications.

Note: All pre-lodgement checks are completed as per current practise.

2. Lodge application



Is the application ready for lodgement?

If... Then...
Yes Lodge application, then go to Step 3
No Take appropriate steps as applicable e.g.:

o Return failed lodgement (for paper only)
o Request additional information

o Defer application etc.

3. Undertake post-lodgement checks
Undertake appropriate post-lodgement-checks and activities as requifed, e«g. NZPC request.

4. Determine application type

If... Then...

A paper application from an advisor Go to Steps 5 and 6
A paper application from asiGn=advisor Go to Step 7 and 8
An online application (from any source) Go to Step 9

5. ADVISOR APPLICATIONS (PAPER)

6. Transfer paper applications from an advisor

Transfer advisor applications to a designated Henderson holding queue (in NADO).

7. File paper applications




File paper applications/files in Henderson filing area.

o File them in application number order to make it easier for processing.

Note: File family applications together (physically).
NON-ADVISOR APPLICATIONS (PAPER)

8. Transfer paper application from a non-advisor
Transfer non-advisor applications to the ACAO/MAO holding queue once data entry and lodgement has been completed.
9. File paper applications
File paper applications/files in appropriate filing area.
o File them in application number order to make it easier for processing.

o Await ‘end-of-day’ division between ACAO and MAO.

Note: File family applications together (physically),
ONLINE APPLICATIONS

10. Transfer online applications
Transfer all online applications into the National Online€ Queue.

Is the application an exception to the onlinetallocation rules? (eg Auckland advisor application, Canterbury rebuild etc.)

If... Then«

Yes Send an email to the Online Controller with the application number and the

destination office in the subject line

No End of procedure

End



Lodge application (temporary, paper)

When to use

When lodging a paper based visa application that has not been received either via:

e A VAC, or

e The online channels.
Role

e Documentation Officer

e Support Officer

e Immigration Officer
Prerequisites

o The officer has a Cash float open in AMS. See SOP Open a Cash Float

e The visa application has been tendered in AMS.-See’'SOP Tender an Application in AMS

e The application is in the correct case managerigueue (according to office practise).

Context

After an application has been tendered indAMS;.it'is assessed for lodgement. The officer responsible for lodging the application:

e Decides whether.ornot to accept the application and,

o If sojprepares it for processing.

Once an application has been accepted, Immigration New Zealand (INZ) is committed to processing it.



Note: For best practice, it is recommended that support staff deal with all administrative tasks. However as this is not practical for all offices, if tasks can be completed at a

later stage, this is indicated in the detailed step description.
Steps
1. Determine whether or not the client is eligible to make the visa application

There are certain circumstances where a client is not allowed to apply for a temporary visa. See the client eligibility table below:

Client Eligibility Table

If the client... Then...

Is liable for deportation They may not apply for a temporary visa, interim visa, or limited visa unless...
o They are not unlawfullydn/New Zealand; and
o  They are applying for a visa of the same class and type that
they held before becoming liable for deportation

Holds an interim visa They may not apply for a temporary visa.

Holds a limited visa They may not apply for a temporary visa, however...
o They may apply for a further limited visa if further time is
required to achieve the same express purpose

Holds a transit visa They may not apply for a temporary visa, however...
o An immigration officer may, in their absolute discretion and
before person’s transit visa expires, extend that person’s transit
period.
o Alternatively, they may grant the holder of a transit visa and




grant them entry permission.

Refugee claimant who has been They may not apply for a temporary visa, except...

granted a temporary entry class o  Where the application is for a further temporary visa to allow

visa the claimant to remain in New Zealand lawfully while their claimfis
determined.
o) They may not make a request under Section 67.
Refugee claimant whose claim is They may not apply for a temporary visa and/or maké a request under Section
declined, and: i) an appeal has 61.

not been lodged, or has been

dismissed.
Or

ii) the appeal period has expired

Note: A refugee claimant includes a person whose-¢laif has been declined, but who has lodged an appeal or the period for any appeal has

not expired.

If... Then...

The client is eligible Go,to Step'2
to apply for the visa

The clieptiis not Proceed with the Return Failed Lodgement process. See SOP Return Failed Lodgement
eligible t@ apply for Process end
the visa

o For full details, see the Operations Manual E2.15.



Note: The client’s eligibility depends on their status and circumstances on the day that the application was received by
Immigration New Zealand (INZ).

2. Assess lodgement requirements

Check that the following documentation has been provided with the application:

o Current application forms that are completed and signed
o Two passport-sized photos
o Original passport or certificate of identity (or certified copy), or if this is unavailable,original birth certificate (or a certified copy) or

other identity document (or a certified copy)

o Health certificates if applicable. Support officers should check in theimmigration Health System (IHS) to see if a medical has been

uploaded and closed by the panel physician.

o Character certificates if applicable
o Application fee, immigration levy and IVly“if applicable
o Information and evidence as is required by-the relevant immigration instructions to demonstrate that the applicant fits the category or

categories of immigration instructions'under which the application is being made

If mandatory information is Then...
missing and...

The application can be held for Then hold the application and request the missing information from the client.
two working days withoat See SOP Request Further Information and Timeframes for additional guidance.

impacting the client’s-eligibility

to lodge the application
Notes:

Visa applications are accepted on the day that the last

mandatory document is received by INZ. Therefore the eligibility

to lodge the application may be impacted by:




¢ The expiry of another mandatory document, and/or
¢ The client’s immigration status, and/or
* The expiry of a police certificate, medical certificate or current

visa during the holding period.

There are grounds for a
document waiver and it is

deemed appropriate

Complete a document waiver for the missing document(s).

Staff must be delegated appropriately to waive lodgement requirements.

The application cannot be held

or a waiver is not appropriate

Proceed with the Return Failed Lodgement process.'See SOP Return Failed

Lodgement

3. Process the payment for the application

If...

Then...

A cheque, bank cheque, bank draft

or cash has been provided

Receipt the'fee.in AMS. See SOP Receipting a payment in AMS

Credit card information has been

provided

Debit the application fee using the Payment Gateway Services, or EFTPOS

facility as per office practise. See SOP Processing a fee using Payment

Gateway Services

o If the payment is successfully debited, then receipt the fee

in AMS. See SOP Receipting a fee in AMS; or

o If the payment is not successfully debited, then return to

Step 2.

4. Complete health lodgement




Check if there is a health case warning in AMS for the client

Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate for the visa applicationi\Refer to SOP

Searching for a Health Case in IHS.

Check what medical and/or chest x-ray certificates are included in the health case and ensure they meet the health requirements for the application you

are lodging. Refer to SOP Checking Medical Certificates in IHS.

Check the status of the health case to determine if it has been assessed. Refer to SOP Check the Health Case Status in IHS.

If... Then...

A new medical and/or Review the health case in IHS for a medical assessment otitcome.

chest x-ray certificate has . .
v Check the latest assessment notes in the health,case for detail of the assessment

been provided and the conditions where applicable. The notesiwill indicate if it is ASH for a particular visa
health case is available in
IHS

or

type (or application) only. If theére are no assessment notes then the medical

certificate may have auto-cleared:

Refer to SOP Check the'Health Assessment Outcome in IHS and Determine Further

A previous valid ASH
Requirements for'a Health Case.

health case exists in IHS

A d
and is within the 36 Note; uMneed to re-open the health case for a new
month window a% nt. Refer to SOP Re-open a health case in [HS. Or you may
to release a health case from on hold. Refer to SOP Release a

De

health case from on hold in IHS. Also refer to Cheatsheet - 10

actions in IHS for communications to HAT.

In the Applicants tab in AMS, record the IHS Health Details (NZER or NZHR and health
outcome if available) of the medical and/or chest x-ray certificate in IHS within the

applicant's application. Refer to SOP Recording Health Details in AMS.

Notes:




¢ Only add the health details for the medical and/or chest x-ray
certificate in IHS after all lodgement requirements have been met.
e Health details for a medical and/or chest x-ray certificate in IHS
should not be added in AMS if the application is being 'accepted' as
an exception to normal medical lodgement requirements.

e A waiver is required if a medical and/or chest x-ray is/are
accepted for lodgement purposes under special circumstances. If in
doubt, please check with Technical Advisor and/or Immigration
Manager. (E.g.: Meds and X-ray completed for previous application
and are within 36 months but previous officer forgot téycohsider it,
DO NOTadd health details in AMS but waive it for lodgement

purposes).

The health case was
previously assessed as
‘ASH with conditions’ or
'Deferral' and the client
has provided further

medical tests.

Re-open the health case and add-the further tests as attachments. Update the
Identifiers and Visa details. Addiin a /Referral Note’ to inform the HAT that new
information has been reeeived for the health case. Refer to SOP Re-open a health

case in IHS, FAQs - Add attachments to a health case and Cheatsheet - 10 actions in

IHS for commuhnications to HAT.

In the Applicants tab in AMS, record the IHS Health Details (NZER or NZHR) of the
miedicaland/or chest x-ray certificate in IHS within the applicant's application.
Se€ SOP Recording Health Details in AMS.

Note: You will need to wait until the health case is re-assessed
before you can record a health outcome for the Health Details in
AMS.

Important Note: If the further requirements have not been
provided for the ASH with conditions or Deferral health case, you

will need to advise the HAT to prescribe these. Refer to SOP




Determine Further Requirements for a Health Case.

*While it is recommended that this step is performed during lodgement, it may be completed by an Immigration Officer after the@pplication has been

allocated for assessment.

Note: It is important that the Identifiers tab in IHS is updated with the relevant AMS identifiers (e.g. AMS Client ID }Apg)lication
number) and Visa Details (Visa Category, Visa Type, Length of Stay (if applicable), and Referral Type) during &' etion of the health
lodgement. In the Identifiers tab, enter the relevant AMS identifiers and visa details in the respective t @ and click Save. Always add
in a ‘Referral Note’ to inform the HAT of what needs to happen next for the health case. Refer to Update the visa details in a health

case in IHS. & n

5. Complete the Lodgement screen

In AMS, in the application on the Summary tab:

o Click Process Lodgement

The Lodgement screen appears.

Complete the following sections:

o Lodgement Questions, and
o Data Entry Questions, and then
o Click OK.
If... Then...
Any requirements Have been waived In the screen prompts that appear:
e Complete the Explanation field

Notes: (

e Itisimportant to complete the Data Entry Questions section because the information entered may have an impact on the triage result.

e The fields in the Lodgements screen may vary between the visa types.
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6. Manually triage the applicatio

After updating the client inar)@n in AMS, the application must be manually triaged (i.e. Initiate a risk assessment).

—_—
Note: Triage only r ccepted’ applications.

Q\Q
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Click Initiate Assessment.

initiated whenever updates are made to the application and / or client throughout the application process.
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Also, to make sure the most up-to-date triage results are viewed, refresh the screen by: ‘@

O

Pressing the F5 key on the keyboard. QKO

7. Request third party checks

Determine whether the client requires a New Zealand Police Certificate (N@r National Security Check (NSC).

Check type

Note... X\ B

New Zealand Police
Certificate (NZPC)

National Securi

o
(NSC) Q\é’§®®‘

A New Zealand police ce equired for clients who have lived in
New Zealand for a e@ ars (in one stay or intermittently) since
attaining the é

If the cli |res a NZPC, then request one using the Police

Int nce Check (PIC) portal. See SOP Submit third party request -

If a national security check is required, then submit a NSC request.

See SOP Submit third party request — NSC




*While it is recommended that this step is performed during lodgement, it may be completed by an Immigration Officer after the application has been

allocated for assessment. \

8. Check against Specialist Assessment Team (SAT) rules
If an application has triggered an SAT rule: V
o The AMS Nationality Flag dialogue box would have appeared when the application was ¢ e"\@0
o Consult with the designated Immigration Officer or Technical Advisor about: 6\'
] whether to refer application to the SAT, and/or ‘

= Whether more information is required.




If an SAT referral... Then... \ \
N7\
Does not require further Go tostep 9 Y C)\
information o~ K\
v N

Requires further information Request the inforrﬁcion rom the client (See SOP Request
additional j ion) and advise them to send the
|nfo:rm ectly to the SAT.

\
*While it is recommended that thi@)&formed during lodgement, it may be completed by an Immigration Officer after the application has been
allocated for assessment. 6

9. Prepare the applicaﬁa%allocation
Organise the 2\%\ file in the following order:

Q . Application form
2. Other first-party INZ forms (e.g. National Security Check and Chinese supplementary forms)
3. Medical and/or Chest x-ray certificate

4. Applicant’s character certificates



5. Third-party INZ forms (e.g. Sponsorship form and Employer Supplementary form)
6. Supporting documents

10. Add the application note

In AMS, in the application:
o Click Application Notes , and then to add an application note
o Click Add

The note should state:

o Destination (i.e. intended allocation queue within the branch or theexternal destination; e.g. SAT).

Note: Only complete if the destination is known (e.g. office is not using,an automated allocation tool).

o If applicable, the Track and Trace or reference number
o A list of the documents received with the application. Headings can be created to reflect these.
o The date of issue for any new character certificates and/or health certificates provided.

11. Ensure application is in the appropriate Case Manager queue

In AMS, applications can be assigned either hy:

o In the application Summary tab, changing the Case Manager (found), or
o Using the bulk'transfer functionality, to move the day’s transactions at the end of the day. See SOP Using the Bulk File Transfer screen.
Notes:

e An\application must be 'Accepted' before it is triaged.

*(An application must be triaged before it is transferred to another office.

o If the application is to be transferred to another office ensure that the office practice for file transfer is followed, including

notifying the file coordinator of the transfer. See SOP How to electronically transfer applications in AMS between offices.

End



Tender an application in AMS

When to use

When an application has been created and is to be tendered in AMS.

Role
e Documentation Officer
e Support Officer
e Immigration Officer
Prerequisites
An application has been received and the principal applicant’s client profile is open in AMS.
Context

Tendering an application involves creating an application in AMS, which eaptures information about its receipt by Immigration New Zealand (INZ). When this process is

completed an application record exists in AMS with a status of ‘Tendered®and is viewable by other parts of INZ such as the Immigration Contact Centre (ICC).
Steps
1. Determine the visa type and details of the application

Consider the following infopmation'to correctly determine the application category and type:

o Theisa type that the client is applying for. This is normally indicated in the application form or stated in a cover letter:



What type of work visa are you applying for? \
Visas based on employment O Religious Worker O
DOessental SKlls O other (specity) | ] V
[Owork to Residence: Accredited Employer Visas based on qualifications gained

[Owork ro Residence: Arts Culture and Sports in New Zealand

[Owerk to Residence: Long Term Skill Shortage List [ Post-stuay work visa - open X O

DlApproved in Principle [ Post-study work visa - employer assisted \}

Dspecific Purpose or Event Visas based on humanitarian reasons @‘

[IPrimary Sector Trainees OlRets : das

[Ofree Trade Agreement spedal work e O Prota N MRS CaEaIK

Owaork exchange D other (specity) | |

[OForeign crew of fishing vessels \

Section A

o For Mo InfOrmation ADOUE tre QUe Ot In TS Laction, see TOMOMLING SACEON A Persondl Setaly’ in the Work qu”'
s 7~
Ad
Note: BMB has its own application categories and types that are n Wz] on above screenshot.

Arrach fumn saliie narsrar slisa ahnsancsrhe Af urswral

o Whether the client is onshore or offsho ck'the client’s AMS status and Movements tab

o If the client is onshore, check the Visa tab to determine whether the client held a valid visa at the time the application was received.

If Then... @

The visa type is able Go to Step \)
to be determined

{? ™~
The visa type is \QI’ ontact the client and confirm the visa type they would like to apply for.

unabla?@
determirgd See SOP Request additional information




Note: If replacing or raising an application in AMS with another of a different type to what was originally applied for, then consent must be

gained from the client to raise that application.

2. Select the appropriate identity in AMS

N

If there...

Then...

Is only one identity
linked to the client

profile

Click the Applications tab and go to Step 3

QO

‘\O(\

Are multiple
identities linked to

the client profile

\d

Click the Address tab and select the appropriate identity in the Iv p down box, then click

the Applications tab. See the ‘Information for determinin&he
Go to Step 3 s

File Edit Special Window Help

opriate identity’ diagram below.

+H71= % 2l = SrBlelesmi

Identity \ v
<All>
Test, Test 03/Mar/1377 China
T S 02/M3
AN
v 4

Note: nt to select the correct identity when creating an application because the identity information is used for various aspects
of the application e.g. correspondence letters, emails and visa details.

Information for determining the appropriate identity




Passport
The appropriate identity will normally be the If the client’s current passport has
one that the client’s current travel document not been recorded against any
has been recorded against. If the client has identity or their current passport
provided multiple valid passports, then has been recorded against
determine their main citizenship. This will be multiple identities, then...
declared in the application form.

Famly

If the appropriate The arpropriate identity will be

identity remains the vn«tiat has the most family

unclear, then... members linked to it in the
‘Family’ tab.

Other Informa*ion
The appropriate idc ntiy will be
the one *hat has tiie most
information recorded against
it.

3. Create a new appli

Onthe A Iic@\ :
: o) Click Add m

The AMS — New Application screen appears.

Complete the necessary fields, and to proceed:



o Click OK.

Field

Note

Date Application Tendered

Enter the date that the application was physically received by

Immigration New Zealand.

Allocate Case To

The person creating the application in AMS is entered by default!

Select an alternate ‘Case Manager’ if necessary.

Processing Office

The user's office is selected by default. This should be changed if
the client's normal receiving office is differént,\e.g. work has been

shifted from one office to another.

Note: It is important to enterthe correct
‘Processing Office’ because.thie application fee
may differ dependingion where the application
should have'been lodged. To determine the
correctprocessing office, refer to the office and

fee finder.

Triage Auto-Allocation

o Currently, the option for ‘Opt-out of Triage Auto-

Allocation’ is selected by default.

o  This should not be changed.

PIN

No action required in this field.

Buddy Branch Processing

Generally this field should not be completed. Only complete if the




visa application is being processed in a non-INZ office that does
not have access to AMS, these offices are called "Buddy Branches"

or "Buddy Posts".

Reassessment

Only complete if the application is a reassessment. There are
various reasons for creating an application as a ‘Reassessment’,
such as under Ministerial directive or an IPT appeal decision. If
unsure whether an application should be raised as a reassessmeént,

then discuss with a Technical Advisor (TA).

Note: A ‘Reassessment’ is not the same as a reconsideration under

E7.35.1 instructions.

Paperless Application

Applications should be marked &s papenless if there is no
associated paper documentation filed by Immigration New

Zealand. E.g. administrative paperless replace.
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4. Find and select the application visa type

In the ‘Type Selection’ screen, in the Application Category panel:

o Select the general category for the visa type (e.g. Visitor), and then
o In the Application Type panel, select the specific visa type (e.g. Business)
Application Category Application T ype:
=L Visa 7 E:}L:dh:ﬁd -
L =t res
i3 *—1% i Dependant of Entisprensur
Dependents of long term worker/student

- ={1) Other £ |Dependerts of Miltary Personnel ‘\O
= Work E niry I;; a cultural mariage \<\
i i enel

B I:I[‘J:JInlk to Residenice o \

i ; Labellesz Replace .

----- ] Oriline Oy Parent and Grandparent m@@

) Student/Trainee Patnership ¢
00 Inemationsl/Humariarian Replace ‘\\
i {771 Aschive

..... (7] Domestic ‘
- [ Intemationl e
[ Transit 6
[ Limited d
- Interim 0
B[] Resident

..... ] Business

{7 Res

]:I F% -
@6\ ]; I Cancsl

Ad

5. Determine if a Specialist Assessment Team (SAT) rule is triggered



If the...

Then...

AMS Nationality
Flag dialogue box

appears

8\@

&

Write "SAT" on the front page of the application form to signify an SAT rule has been

triggered.

AMS Nationality

Flag dialogue box does

Go to Step 6




not appear

6. Complete the Type Selection screen

To proceed from the Type Selection screen:

o) Click OK.
If the application is... Then...
Created as a reassessment The Reassessment Details screen appears.

Go to Step 7.

Not created as a reassessment The Health Questions screen appears.

Go to Step 8

7. Complete the Reassessment Details screen

To proceed from the Reassessment Details screen:

o Click OK.

If the reassessment results from... Thens

An IPT directive with an associated appeal In the Link Back section:

case o  Select the first option, and
o Enter the associated appeal
application number

Any othér reasonlthat relates to an In the Link Back section:

associated application (including Ministerial o  Select the second option, and

directive) o  Enterthe associated application
number




A reason that does not relate to an In the Link Back section:

associated application

is being processed

o Select the third option, and

o In the Reassessment Reason

text field explain why a reassessment

 Link Back

= This sppbcation tesubs fiom Appesl spolication nureber: 7
[bist red & Ministaial chisctive)

" Thiz spphestion relates back 1o sppicaion number: |
Thes apphcaticn results from a Mirestensl Directive . & 1)

" Thiz apphcation does NOT relste back bo an appbestion

:-MI"'

8. Complete Questions screen
he Health Questions screen:

o Click OK.

To pro

Question Notes...




Duration of intended stay Select the duration that the client intends to stay in New Zealand.

o For applicants already onshore, this includes the time
that they have already spent in New Zealand on their current
visa and the time they intend to stay in New Zealand on the

visa they have applied for.

Is the applicant from a TB o  Iftheclient holds a passport from a country that is not
risk country? listed under ‘Low TB Incidence Countries, Areas and. Territories’
(A4.25.10 instructions), then select Yes

o Otherwise select No

Has the applicant spent 3 o If in the five years prior to application, the client has
months or more in the past spent a combined total6f.3ymonths or more in any country(ies)
five years in a TB Risk not listed under ‘LowTBin¢idence Countries, Areas and
country? Territories’(A4.25.10.instructions), then select Yes

o Qtherwise select No

Is the applicant pregnant? ol \Ifthe applicant is pregnant, then select Yes

o} Otherwise select No

Note: This question only appears for female

clients

Note: The informatief gntered for the Health Questions may be changed at any time before the application is decided.



9. Write the application number on the ication form
ber is generated for the application after being created it in AMS. Write the application number on the top-right

o An applicaé
corner of the application form’s front page (and cover sheet if used by the office).




Maovember X006

INZ 1015

NEW ZEALAND

Work Visa
Application

hacad An Aaonalificrstiane amalruomant o bomanitadan reacane

10. Complete the Contacts tab

Determine wheth

er any contacts need to be added for the application. Common contacts include (but not limited to):

Supporting partner o Emplayep
Acceptable Sponsor o) Guardians
Adviser o Business codes (e.g.

Education Institute Christchurch Reconstruction, Dairy

) o Farm Fraud, etc.)
Supporting Organisation

o Govt Agency
Travel Agent

Note:

e |t is important to add confaets'to the Contacts tab. This is so INZ staff who are not able to view the physical application may still

appropriately discusssthe application with an authorised contact person e.g. an adviser, partner or employer.

e |t is importaptto,correctly add any known or required contacts to an application as it may impact the triage result.

Then...

There are no contacts for the Process ends




application
There are any contacts for the In AMS, use the Contacts tab to add them
application Click the Contacts tab, and
o Click Add
The Add New Contact dialogue box appears.
In the drop down box, select the Contact Type, and then...
If the contact is an adviser Go to Step 11
Any other contact Go £6,Stephd 2
11. Contact is an adviser
If the contact is an adviser:
o Click Search Adviser.

The Search Adviser screen appears.

Use the adviser’s licence number to search forthem, or

o If a licence number is,not available, complete the fields, and
o) Click Find, then

o From the'search results, select the adviser; and

o Inthe’ Add New Contact screen, click OK.

Note? If the adviser is exempt from licensing, then the reason they are exempt must be selected.

12. Contact is not an adviser

If the contact is not an adviser:

o Click Search Client.



The Client Search screen appears.

Search the contact in AMS. See SOP Search a Client in AMS, and then \
o) From the search result, select the contact and VC)
o In the Add New Contact screen, click OK. Q

After adding a contact, in the AMS Contacts tab, highlight and double click the contact to view the contact’s rofile.

Update the contact’s AMS client profile with any supporting information submitted with the applicaw@; e Employer Supplementary form and
AMS.

Sponsorship form). (
X \

Note: If the contact search in AMS results in no matching records, see SOP Create a new

End \\




Health Lodgement

Classification: Unclassified

Date Published: 10 August 2023
When to use

Follow this SOP when completing lodgement steps related to health for all visa types, in conjunction with the relevant lodgement SOP(s).

This process relates to applications submitted on paper or online via Plone or IGMS and processed in AMS. It is.not applicable to other systems. For applications on ADEPT,

refer to the ADEPT User Guide.

Role

e Support Officer

Glossary of terms

ASH Acceptable Standard of Health

Not ASH Does not meet the requirement to have anaceeptable standard of
health

AWC ASH with conditions

AFR Awaiting further requirements

CXR Chest X-ray (INZ 1096)

GMC General Medical Certificate (INZ 1007)




HAT Health Assessment Team

IHS Immigration Health System

LMC Limited Medical Certificate (INZ 1201)

MA Medical Assessor

NZER eMedical Reference

NZHR IHS Reference

RSE- Recognised Seasonal Employer (RSE) Scheme Supplementary Medical
SMC Certificate (INZ 1143)

TB Tuberculosis

Steps

1. Determine whether a chest x-ray certificate and/or medical certificate is required

Refer to immigration instructions.A4.20 and A4.25.

Temporary entry,classyisa

Residence class visa

o) Most applicants who intend to be in
New Zealand for more than six months but not
more than 12 months and are considered to have
risk factors for TB (see A4.25.5) are required to
provide a CXR and associated radiologist report
apart from certain applicants (including some

o

A medical certificate is always required, unless applying

for a further residence class visa under RV2 or RV4.

o

A CXR is also required for those aged 11 or over at the

time the application is lodged, unless the applicant is pregnant.




students) described in A4.25(d).

o Applicants intending to stay in New
Zealand for more than 12 months must include both
a completed medical certificate and a CXR, apart

from certain applicants (including some students)
described in A4.25(d).

To check the length of stay:

] Check the application form for intended

length of stay, then (if the applicant is onshore)

. Check.theiMovements tab in AMS for time

already-spentin New Zealand since the last entry

If...

Then...

A CXR and/or medical certificate is required

Continue to next step:

No medical certificates and/or CXR are required

Contipuelodging the application following the relevant SOP(s).

END OF PROCESS

Note: where a CXR would otherwise be required, pregnant wamen and children under 11 years of age are not required to have an X-ray

examination.

2. Determine the type of medical certificate required

If the applicant is...

Then they should provide...

A partner* of a New Zealand cifizeh ‘of resident intending to stay in

New Zealand for more than*12’months

* Living togetheRin asgendine and stable relationship for 12+ months
(F2.5(a))

OR

A dependent child of a New Zealand citizen or resident intending to

stay in New Zealand for more than 12 months (F5.1(a))

A Limited Medical Certificate and a CXR.

Note: a General Medical Certificate is also acceptable (if already provided) in

place of a Limited Medical Certificate.

Also note: partners or dependent children who were eligible to be included in
their partner/parent’s earlier residence application but were not included or

withdrawn must provide a General Medical Certificate (see E7.50 and R5.96).




OR

A person (or the partner or dependent child of a person) who has been
recognised as having refugee or protection status in New Zealand

OR

A UNHCR-mandated refugee who has been selected as a candidate for
New Zealand’s Refugee Quota Programme

OR

An applicant under the Refugee Quota Family Reunification (RQFR)
Category

A RSE limited visa applicant

A CXR\(if'the applicant is considered to have risk factors for TB — see A4.25.5)
and a RSE-SMC if the applicant is from or lives in a country listed in WH1.15.15.

Any other applicant needing to provide a medical certificate

A General Medical Certificate and CXR.

3. Check whether the relevant certificate(s) have,beén'provided

1. To view the last medical provided by the applicant, in the AMS Applicant(s) tab, click the IHS button at the top of the screen.

Otherwise; open the IHS and search using the health case reference information provided by the applicant. See SOP Searching for

Healthicase in IHS

2. Click the Client History tab to search for the most recent health case.

3. View the type of medical certificate(s) displayed under the Case Summary tab.

If the correct certificates Then...




Have been provided

Continue to next step.

Have not been provided

Request new medical certificates. See SOP —

Request further information (RFI).

4. Check if the certificate(s) in IHS is/are valid

1. Note any other requirements as below:

If the applicant ...

Then they must provide:

Is applying for a temporary or resident visa and has
spent six consecutive months in any one or more
countries not listed in A4.25.10 (list of low TB
incidence countries, areas and territories) since
their previous CXR was issued

(see A4.20(e)(i) or A4.25(e))

A new CXR that is less than 3 months old.

Is applying for a resident visa and provided a LMC
with a previous application but no longer meets
the criteria for a LMC (see A4.20(e)(ii))

A new GMC that is less than 3 months old.

Is applying for a temporarylorkesident visa and did
not provide a CXR orspecified tests with a medical
certificate in the past36 months because of their
age or becausesthey were pregnant AND their age
would now require them to undertake the
specified tests or provide a CXR, or they are no

longer pregnant (see A4.20(e)(iii) or A4.25(j))

A CXR and/or specified tests.




Continue to step 4(b).

None of the above apply

2. Check the Medical Completion and Medical Expiry fields. A certificate is valid if:

=|t was completed less than three months before the current application was lodged, or
=|t was completed less than 36 months before the current application was lodged and
= was provided with an earlier visa application, and

= was assessed as ASH or AWC during that application.

If... Then...

All certificates are in order and valid Continue to next step.

Medical certificates are expired or new information | Check Client History tq determine whether there is
is needed another new/valid h€alth case available. If not,
consider whether to request further information
(sée SOP— Request further information) or (if the
application has not been accepted) whether it

should be ‘Returned, Failed Lodgements’ (RFL).

5. Update data entry in the IHS

See SOP - Update the visa detajlstin'a_health case in IHS

1. Nayigate to the Visa Details section.

2. (_Enter AMS client ID and referral type (or check any information already entered is accurate). Result: a new Application Details section

is created.

3. Click Add Application.

4. Add the AMS application number in the application ID field in IHS and any other relevant information (visa category, visa type, length
of stay and/or intended work activity).

5. Click Save.



6. Check the status and outcome of any health assessment in IHS

See related SOPs:
o Check the Health Case Status in IHS

o Check the Health Assessment Outcome in IHS

Review the Case status and Latest Assessment Note fields under the Case Summary tab and the banner at thetopiof the health case to determine if an

ASH (or other) assessment has been made against the relevant category.

r v Ctent Assessed Temporaim, \ AR
Higd oy

': a450 .\'.'\l' memary

Medical Expiry oarQv2021

Medical Completion oa0Tr2021

Manual Assessment Yes Medical Certificate General + X-ray

Latest Assessment Conditions
la/o7/ 102l @F:1 N

L5565 54NN

GHC RCRE s2zessed ageinst INI guidelines

Latest Assessment Note

ClfgngWhistory has been reviewsd

Referral not reguired for CNR

Far Temporary bhd Redildendce

If the Case Status This means... Next steps are...

is...
o) Create an AMS application note stating

Open The panel physician
P p physic that the medical is OPEN.




has not yet submitted
the health case, or
there has been a

technical error.

o Continue to next step.

Manual The health case is o Cre.ate .an AMS application note stating
that the medical is under MANUAL ASSESSMENT.
Assessment under assessment (has o Continue to next step.
not been auto-cleared
and requires manual
assessment by the
HAT).
Medical Opinion The health case is o Cre.ate gn AMS application note stating
) ) that thes-medical is under MEDICAL OPINION.
either with a MA for o Continue to next step.
assessment or
awaiting referral.
L . e} View the requirements under
Awaiting Further Additional health the Further requirements tab.
Requirements information s o Check whether the information has

requireds

already been provided. If not, request it if
required. See SOP — RFI. Then,

o Continue to next step.

ASH (see note
below this‘table)

The health assessment
has been completed
and the applicant has
an acceptable standard
of health (ASH) for one

If the ASH outcome is not for the relevant category, reopen the
health case for assessment under the different referral category.

See SOP — F Re-open a health case in IHS.

Continue to next step.




or more categories.

ASH with
conditions (AWC) —
current application
(applies to
temporary visa

applications only)

The health assessment
has been completed
and the applicant has
an acceptable standard
of health subject to

conditions.

Continue to next step. Do NOT reopen the health case.

ASH with
conditions (AWC) —

earlier application

The health assessment
has been completed
previously and the
applicant has an
acceptable standard of
health subject to
conditions (additional
tests may be required
with a further

application).

Reopen the health case unless thejlatestiassessment was made
within three months and the visa details (visa type, intended length
of stay) remain the same,.of a'new assessment is required for the

visa category. SeeSQP.— mRe-open a health case in IHS Continue to

next step.

Not ASH

Thethealth’assessment
hasbeen completed

and the applicant does
not have an acceptable

standard of health.

o Create an AMS application note stating
that the medical is NOT ASH.
o Continue to next step.

Incomplete

Assessment has not

Check latest assessment note for reason before considering next




been completed.

steps. Contact HAT if clarification is required.

On Hold The case is on hold o Release the health case only if it was
pending submission of a visa application. See SOP
pending further action — Release a health case from on hold in IHS
or information, i.e. is o Create an AMS application note stating
not in the HAT that the medical is ON HOLD.
workflow. o Continue to next step.
Deferral An application for o Cre’ate _an AMS application note stating
that the medical is DEFERRAL.
residence must be o Continue to next'step.

deferred pending

treatment (see A4.55).

A health,ass€ssment is ASH for all categories if:

. The Latest Assessment

Note field shows that referral is not
required and the decision is ‘ASH for
Temporary and Residence’, and/or
. The Health Case

Outcome is ASH (Temporary &
Residence) and/or

. The Manual Assessment field
has a ‘No’ and the ‘Assessment

Outcome’ is ASH.

Note: If an applicant’s
health circumstances
have changed since a
previous ASH or AWC

outcome and/or they




declare new health
information on their
application form,
further assessment
may be required.
Contact the HAT if
clarification is

needed.

7. Make sure the relevant data entry has been completed in AMS
Check the Applicant(s) tab in AMS to confirm the health details (NZER or NZHR and Health Qutcome, if available) have been entered. If not, update these
by clicking Edit, however leave blank (and add an AMS note instead) for the following outcomes:

o Manual Assessment
o Awaiting Further Requirements

o Medical Opinion
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8. Continue lodging th@éon following the relevant SOP(s)

END @\@
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Lodge WTR application

Classification: Unclassified
Date Published: 25 September 2023

When to use

When an application under work to residence (WTR) has been received via IGMS.

This process applies to Green List, Care workforce and Transport Sector applications submitted under the WTR.policyin effect after 29 September 2023.

See Immigration Instructions SR3, SR6, SR7.

Context

Applications for residence under WTR are made online through a system called IGMS Which captures all application information and supporting documents.

Immigration Global Management System (IGMS) is a multiple submissions channel, which means that applicants can view and add additional documents to their

application after their application is submitted.
Applications received via IGMS, once submitted, are found in AMS#The corresponding IGMS application can be viewed by INZ officers in IGMS.

Officers following this process to lodge WTR appli¢ations are responsible for checking documents, checking and completing data entry, requesting third party checks where

applicable, and initiating manual triage.

Officers following this process to l6dge‘applications must make clear notes in AMS application notes of any outstanding information for review by the immigration officer

who is assigned to assess.the application.

If any additional documents are received after the application has been lodge these should be forwarded to the processing branch.

Role



e Support Officer (SO)
e Immigration Officer (10)
Related Resources

e Immigration Online
¢ AMS Manual

o Visa Pak 45 (December 2011) Lodging residence applications - updated advice

Prerequisites

1. SO or 10 is logged in to AMS

2. SO or 0 is also logged into IGMS on the Chrome browser
Appendix

See Lodge Template Letter WTR

Steps

1. Open the application in AMS and IGMS
o Copy the AMS application ID.

o Paste the AMS application ID into the IGMS search field and open the relevant application.

2. Determine the applicant’s-eligibility to apply for residence

o Check the applicant’s profile in AMS

If... Then...

o Check AMS status
o Update client communication details in AMS as required
o Forward the IGMS application details to s6e1@mbie.govt.nz

Applicant is unlawful




o Inform the client via email, that because their application was submitted while they were
not holding a valid visa on dd/mm/yyyy, they cannot make a visa application on dd/mm/yyyy, their
online application is transferred to S61 team for further consideration.

o S61 Immigration Officer will provide confirmation to/\NaDQ.[GPS Team] to tender after
validating whether the client was indeed unlawful at the time, they submitted their application

o NaDO [GPS Team] will then tender the application,and send an acknowledgement letter
to the client

o Transfer the application to s61 unallocated queue

See SOP How to Electronically TransfenApplications in AMS between Offices

END
. . o Check AMS warhing to confirm status
Liable for deportation \ o .
o Update cammunication details in AMS, as required
o Using thejtemplate, email the client.
o Advise the client they are unable to apply and explain their refund options
o Wit for the refund request

Note: The application must remain under the name of the SO until a refund request is received.

o Once the refund request is received,
o Forward to an Immigration Manager to sign off and close the application
END
. o Check AMS Application tab to confirm status

Refugee claimant/Protected status L L .

o Update communication details in AMS as required
o ) o Using the template, email the client

Hold a limited visa o Advise the client they are unable to apply and explain their refund options

o Wait for the refund request

Hold an interimwyvisa

Hold a tramsit visa

Note: The application must remain under the name of the SO until a refund request is received.
o Once the refund request is received,
o Forward to an Immigration Manager to sign off and close the application

END




None of the above apply Go to next step.

3. Open supporting documents in IGMS

o Check that all required information has been correctly uploaded. Ensuring the following documents are available:
] Completed application form
] WTR-specific application documents (for example, evidence of job offer and work experience in New Zealand)

] Character certificates (dated less than 6 months old at the time of application‘ledgement) from the applicant’s country of

citizenship and any country where they have lived for 12 months or more'in the last 10 years— see A5.5 and A5.10.
Refer to R2.40.1 Mandatory requirements for lodging an online application for a residengéclassVisa.

See SOP - Find documents

Note: Documents should be able to be viewed (i.e., no system errorssfiave prevented correct upload or ability to open the documents),

correct, legible, and complete.

o In AMS, check the client information (name, DOB, passport number etc) has correctly synced and there are no input errors.
o Go into each document to ensure they have been correctly uploaded and are legible.

If... Then...

The required documents are all preésent and there are Go to next step.

no problems (e.g. with quality of séans, completeness

etc.)
It appearsthatdllrequired documents have been Note the concern.
providedibut there are some problems (e.g. quality of Go to next step.

document scan, pages missing, etc.)

Or




Mandatory documents are missing

4. Update the AMS client profile with the relevant applicant information

o Check all information in AMS is correct. See SOP - Update a client profile in AMS for an application

= client details: name/other name/country of birth/citizenship/marital status/region or province
. travel document details, address, family tab
o If the client has multiple identities in AMS, speak with a TA before linking to one cliént ID,number

o Associate the application with the identity that matches the passport

See SOP - Link identities in AMS

5. Determine whether any partners or children who must be included in the application
o Check the family tab to determine if there are any partners orrdependent children holding or applying for a visa based on their

relationship to the principal applicant (PA)

See Visa Pak 508 Residence Applications Involving Family Members

If... Then...

The PA has no partner or children included‘entheir Go to next step.
residence application and has no dependants holding (or

applying for) a visa based on théiprelationship to the PA
OR

The PA has a partnerand/or children who hold (or are
applyingfor) awvisa based on their relationship to the PA,
and those same family members are included in the

residence application.

o Note the concern.

The PA has a partner and/or children who hold a visa




based on their relationship to the PA, but those family © Go to next step.

members are not included in the residence application

6. Complete the AMS Contacts tab

All contacts included in the application must be added to the AMS contact tab. Check the application form for any contacts to be added, including:
o Employer (take care to select the correct employer identity (CN))
o Licenced Immigration Adviser or Lawyer (if applicable).

To search: use their licence number (if available); the reason they are exempt (if exempt from Jlicencing); if unlicenced, talk to a TA about next steps.

Refer to the AMS Manual: Contact tabs

Note: Double check all contact details (name, address, email) and NZBN (wher€ dpplicable) have been entered correctly.
7. Complete data entry
In AMS, on the application Summary tab:

o Click Process Lodgement
The Lodgement screen appears.

o Check the data entry and lodgement questions are correct



For applicant : Singh, Parvinder

Questions

| Waive | To Follow | Description

ﬂnmmﬂnﬂdé

o o e
i o e i

Signed and completed application form
Passport size photograph(s)

All other lodgement requirements met
Relevant medical documents recerved
Police Certificate

Full birth certificate o ID card

w (  f

Walid passport, travel document or other identity document ;\
The applicant is NOT id:bfarchpnﬂaﬁur:uhadaidipnm@‘

R\

- Data Entry Questions
Duration of intended stay

Wb\
" <= Bmonths > Emonths * 3> 12 months
Is the applicant from & TB risk countiy? @n‘“  Yes (& No

Has the applicant spent 3 months of more in the past five years in a
|5 an Immagrabion Adviser acting on behalf of this 1 {
Is the applicant being assessed under pre-August 201

Deccupation
Employer

p

*

N

" Yes (¢ No
" Yes  No
" Yes  No

Ok | Cancel |_'

o Click OK.

Note: If any requirements have been waived, follow the screen prompts to add the required explanation.



If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete.

o Go to the Determinations tab

o Ensure occupation is entered

o Under question, 'Employment meets remuneration threshold?', enter hourly rate (where this has been provided)
Notes:

e Itisimportant to complete the Data Entry Questions section because the information entenéd’may have an impact on the
triage result.

e The fields in the Lodgements screen may vary between the visa types.

e For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Questions are ticked

either Yes or Waive.

8. Complete health lodgement

Follow SOP Health lodgement.

9. If required, request a New Zealand Police Check (NZPC)

NZPCs are required for applicants who:
o are aged 17 or older and

o have lived in New Zealandifor at least 12 months (either in one stay or intermittently) since turning 17.
NZPCs are also required for applicants who declare New Zealand convictions.
Applicants under the age«of*¥7)and/or who have spent less than a year (total) in New Zealand do not require an NZPC.

If required, these\can’be requested and viewed through the Police Intelligence Check (PIC) portal.

FollowSOP - Submit NZPC

See PIC User Guide

If... Then...




An NZPC is not required o No need to request a NZPC.
o Go to next step.

OR

An NZPC is required but there is already an existing NZPC in

the portal that is less than 6 months old at the time the

v

An NZPC is required and there is no previous NZPC in the © Request the N x gh

the portal

portal,
Or

any existing NZPC in the portal is more than 6 months old (at

the date of lodgement)

Go t xtistep.

&\o

?\Csﬁ'

10. If required, manage any referral to the Specialist Assessme

Determine whether the application needs to be transferred to ;lh X AC 21-RESTRICTED-01.

If... Then...

a SAT referral is

There is no indication Go to next step. 066

required 60

o Check INZ1200 is on file —
will them request this as part of their assessment

o Follow the SAT referral process.

if this is not available, make a note in AMS, the 10




e I
g

~ Transfer to )
Dffice : b | Immigration Profiling Group
Officer : »

Date Despatched: » [08/4ug/2023

S\
Transfer Type:  » & Nomal r@‘
\\0 OK Cancel |

. In A \g!r the application to SAT

TSMC@mbie.govt.nz advising of the transfer of application

o V375 template letter to the applicant

If referral to SAT may
be required due to CP 6
concerns (refer @
paragraph 28(d) ofthe(b%

IAC) \@‘

00 These SAT referrals should be completed by the 10 as part of the assessment

11. f@l}ed, request a National Security Check (NSC)

If a NSC is required, the NSC form can be uploaded and submitted directly Section6(e)

NSC for all applicants should be submitted at the same time

Check the NSC guide for the relevant forms



1.

Determine whether the applicant(s) requires an NSC

If...

Then...

NSCs are needed for any applicant

Continue to Step 11(b).

NSC is not required

Go to Step 12

2. Check whether the correct form has been provided and completed
For the PA Download application form from IGMS, then
Section 6(c)
Go next step
For the SA Check they have provided, either an INZ 1209 or INZ 1200
Section 6(c) . N7
]
o) If thelinformation is incomplete, note the concern, the 10 will request this
informationgas part-of their assessment
o Gownext step
12. In AMS manually initiate risk assessment

After completing all relevant data entry, initiate a risk assessment

les]

Go to AMS

Go,to Application Details tab

Click-Initiate Assessment

. . —

L Pl <]

nitiate Assessment|

Press F5 on the computer keyboard to refresh and ensure most up-to-date results are available.




END.

13. Make a record of actions in AMS

o In AMS application notes, create a note to outline any actions not already noted in previous steps.
o outline any outstanding information that needs to be requested by the immigration officer, for examplenif theresare:
] Mandatory documents missing or
= lllegible documents or
] Family members not included who need to be included or
] Incomplete NSC forms or

= Any other relevant information.

Note: System generated notes will already be made in AMS whenran acknowledgment letter is sent, when an
application is transferred between offices, and for NS€ and NZPC, so additional notes are not required.

14. Allocate application to the relevant office/officer
Visa Operations will provide the name of the queue, a bulk transfer will’be completed at the end of each day.

The following are the queue names for distribution of applications at the end of the day

Queue, Res SMC Landing queue SMCApplications (old policy and new policy)
Queue, Res STR Landihg'queue STR applications

Queue, Res WTR Landing queue WTR applications from 29 Sept 2023 (new policy)
Queue, Res Séctor Landing queue from 29 September 2023 (new policy)

See SOP How to Electronically Transfer Applications in AMS between Offices

See SOP Using the Bulk File transfer screen




Lodge 2021 Resident Visa Application (Online)

When to use

When a 2021 Resident Visa application has been entered into AMS via Immigration ONLINE.

Role

. Support Officer

. Immigration Officer
Prerequisites

. Application has been entered in AMS

. Application has been allocated to the appropriate case manager queue

Context

Once applications are received via Immigration ONLINE and entered intorAMSyOfficers are:

. Required to check and complete the data entry for the applications; and
. Separate out and manually create new AMS, applications for dependent children intending to apply as principal applicants in their own right, and

. Manually initiate triage and prepare for allocation.

Note: For best practice, it is recommended-that support staff deal with all administrative tasks. However as this is not practical for all offices, if tasks can be completed at a

later stage, this is indicated in the detailed step description.

Steps

1. Open the AMS application
In the AMS Workflow Management screen:

o Select and double click the application.



The AMS application opens.

In the AMS application Summary tab:
o Check that the IGMS Application identifier is present

Note: If the identifier is not present, then it is not an Immigration ONLINE application.

Then locate the application in the Document Management System (DMS).

o Open DMS in a web browser
o Enter the AMS application number (or other search criteria such as name &@

o Click Search.

+|7|~| 8 u| 2|8
Date Tendered
Case Manager: [%C. Text20 =~ p..,,,.[w_ To: [0

Location: |41 Locations

Type: |41 Casas ~l {Fro«- Icsomntne é @ lh%imwm7

BfngUQI Geoup ID Prioity| Days | Date
Apphcation)

Since | Tendered
Tendet

Viza, Visitoe, Genesal 168/Mar/207
Visa, Visitor, Genetal 20Ma/2007
Viza, Visitoe, Genecal 20Ma/2017
Viza, Visitoe, Genecal 24/Ma/20N7 | 24 Mar /27
Viza, Vistor, Geneesl 0Ma72N7

Viza, Wodk, Asghum S
Visa, Woek. Specific f
Vs, Werk, Essential
\iea. Work £ ssmotial




2. Update the client profile
In AMS, on the Applicant(s) tab:
o Double click the client listed.
The AMS Client Profile screen opens.
In the Client Profile:

o Update the tabs as necessary.

See SOP Updating Client Profile in AMS for Lodgement.

3. Identify and remove dependent children aged 25 years or older applying in their own right

Check if there is a dependent child who is aged 25 years or older included in the application

If the application... Then...

Does not have a dependent child Proceed to step 4
who is aged 25 years or older

included in the application

Has a dependent child who is aged See, SOP Receiving a 2021 Resident Visa Application for a Dependent Child Aged 25 Years or Older.

25 years or older included in the Then proceed to step 4

application

4. Complete the Contactsitab
Determine whetherany contacts need to be added for the application. Common contacts for the 2021 Resident Visa include (but are not limited to):
o) Advisor or Lawyer

o Employer (Required for the 2021 Resident Visa where skilled or scarce criteria is claimed)

Notes: It is important to correctly add any known or required contacts:



e To an application as it may impact the triage result.

e To the Contacts tab, so INZ staff who are not able to view the application may still appropriately discuss the applicatioptwith
an authorised contact person e.g. an advisor, partner or employer.

e And advisors (if applicable) should have associated addresses added in the Client Contact screen.

If... Then...
There are no contacts for the Go to Step 7
application

There are any contacts for the In AMS, on the Contacts tab

application Click Add
The Add New Contact djalogue box appears.

In the drop down box:

Select the contact type; then...

If the'contact is an advisor Go to Step 5

Any other contact Go to Step 6

5. Contact is an adviser.

If the contact is an adviser:

o) Click Search Adviser.

The Search Adviser screen appears.

Use the adviser’s licence number to search for them, or

o If a licence number is not available, complete the fields, and




o Click Find, then

o From the search results, select the adviser; and

o) In the Add New Contact screen, click OK.

Note: If the adviser is exempt from licensing, then the reason they are exempt must be selected.

6. Contact is not an adviser
If the contact is not an adviser:

o Click Search Client.

The Client Search screen appears.

Search the contact in AMS. See SOP Search a Client in AMS, and then

o From the search result, select the contact and

o In the Add New Contact screen, click OK.
After adding a contact, in the AMS Contacts tab, highlight and.doeuble ¢lick the contact to view the contact’s AMS client profile.

Update the contact’s AMS client profile with any supporting infermation submitted with the application.

Note: If the contact search in AMS results in no niatehing records, see SOP Create a new client ID in AMS.

7. Check documentation

In DMS, check that all the requireddocumentation has been uploaded correctly for the application. See IGMS user guide - Locate and view Immigration

ONLINE Application documents

Examples of documentation problems include:

o Scanned documents illegible
o) Incorrect document uploaded, e.g. expired passport
o Documents uploaded not complete

If documents have been Go to Step 8




correctly uploaded

If documents have not been Request the information from the client. See SOP Request
correctly uploaded additional information
Then go to Step 8

8. Complete Health lodgement
Check if there is a health case warning in AMS.

Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate for the visa application. Refer to
SOP Searching for a Health Case in IHS, SOP Check the Health Case Status in IHS, and Check the Health Assessment Qutcome in IHS.

In the Applicants tab, enter the IHS Health Details (NZER or NZHR and Health Qttcome if available) in AMS. Refer to SOP Recording Health Details in AMS.

Check if the medicals in the health case meets the medical requireménts for the visa application. Refer to SOP Checking Medical Certificates in IHS. For

example, if a valid General Medical Certificate is ASH under Residenee,'it can be accepted for the 2021 Resident Visa.
Check INZkit Guidelines to decide if a medical referral is required:

Check the latest assessment notes or the outcomebanner of the health case for details of the assessment conditions where applicable. The outcome
banner on the top of the health case will indi¢ate, ifit is ASH for a particular visa category. If it is unclear, use full view to read all assessment notes. If

there are no notes, then the medical,certificate may have auto-cleared. Refer to FAQs - 'Auto-Assessed' health cases.

Client Assessed Temporary ASH
History Residence ASH

Check the date-the medical was ASH and if there is new health information on the application, then determine if a new referral may be required.

You mayyrieed.to reopen the health case to reactivate it for the assessment and attach any new information. Refer to SOP Re-open a health case in IHS. Or

if the Health Assessment Team (HAT) has requested to be informed when an application has been accepted then you may need to release the health case

from on hold. Refer to SOP Release a health case from on hold in IHS.

Important Note: If the medical was ASH under Residence, you do not need to reopen to assess under Limited guidelines.



Note: If the medical in IHS is being assessed for a Temporary visa application, then you will have to wait until that assessment is completed.

Update the ‘Visa Details and Application Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note) and Visa Details)(Visa Category, Visa
Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for the new assessment. Refer to SOP Update the visa details in a health

case in IHS.

Unless the applicant was ASH for a General Medical Certificate under Residence or ASH for a Limited Medical Certificate,under residence, then a medical

referral will be required if the previous medical is less than 36 months old and any of the following situations,apply:

If Then ...

1. The applicant has outstanding Retrieve medical certificate from previous,application and refer for Limited Medical Certificate.
information for a General Medical Review the latest assessment hotes of the health case in IHS for details. Refer to SOP Check the
Certificate Health Assessment Out€ome inilHS.

If the client lvas provided further medical tests, then attach any relevant medical tests to the health

case.'Refer to’'FAQs - Add attachments to a health case.

2. The applicant was ASH under Retrieve medical certificate from previous application and refer for Limited Medical Certificate.
Temporary (and is within the 36 months Review the latest assessment notes of the health case in IHS for details. Refer to SOP Check the
validity period) only or Health Assessment Outcome in IHS.

Not ASH for a General WMedical
Certificate (and is, within‘the 3 months

validity period)

3. The applicant was ASH without Retrieve medical certificate from previous application and assess against INZkit referral guidelines

referral but AMS Health notes includes to determine whether referral is required for Limited Medical Certificate.

details of abnormal findings Review the latest assessment notes of the health case in IHS for details. Refer to SOP Check the




Health Assessment Qutcome in IHS.

Yes, go to Step 9 of this SOP

No, go to Step 10 of this SOP

9. Refer health case to HAT

Where applicable, refer the Medical Certificate to the Health Assessment Team (HAT) by re-opening the health,case*in IHS. See SOP Re-open a health case
in IHS.

Update the ‘Visa Details and Application Details’ tab in IHS with the AMS information (AMS Client 1D, Referral Note) and Visa Details (Visa Category, Visa
Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for the new,assessment. Refer to SOP Update the visa details in a health

case in IHS.

If the health case was previously assessed as ‘ASH with conditions’ and the ¢liént has provided further medical tests, then attach any relevant medical

tests to the health case. Refer to FAQs - Add attachments to a health’case.

10. Request third party check — NZPC

Determine whether the client (as well as all included secandary applicants) requires a New Zealand Police Certificate (NZPC)

Check type Note...
New Zealand Police Forthe.2021 Resident Visa, a New Zealand police certificate is required for clients
Certificate (NZPC) who are aged 17 and above, regardless of time spent in New Zealand. Existing,

current NZPCs that are less than six months old at the time the 2021 Resident Visa is

accepted can be used again.
Note: Clients who have never been to New Zealand do not require an NZPC.

If the client requires a NZPC, then request one using the Police Intelligence Check
(PIC) portal. See SOP Submit third party request - NZPC

11. Check against Specialist Assessment Team (SAT) rules



See |AC 18 - Restricted - 01 for instructions on when to make SAT referrals. In general, a SAT referral at lodgement stage is needed in the following cases

(but see the IAC for more details):

o Mandatory first tier assessment (nationals of several countries)

o CP concerns

If a referral is not required, skip to step 14.

»
Note: Support officers do not need to consult the risk indicator guides (RIGs) to see if a referral to RAT i @}! This will be the task of
the immigration officer at a later stage. A,&

12. If SAT referral needed, check for complete information.

If a case requires a SAT referral, confirm that the INZ1200 questions have been answered for each of the adult applicants. If they have not, request the

applicant(s) to upload INZ1200 or any missing information into their IGMS application.

See SOP Request additional information

S
Note: The IGMS form should, in most cases, ask the INZ1200 s\ofthe principal applicant automatically. For non-principal adult
applicants, the IGMS form will ask them to upload the PDF versien of INZ1200 into IGMS.

13. SAT referral needed (cont’d) — Email SAT and change location in AMS

o If the case needs a mandatory first tier assessment, email INZ.SATContactMailbox@mbie.govt.nz with the subject line Mandatory 1st

Tier SAT assessment: AN xxx

o If CP concerns'have been identified, email SAT.Phdstudents@mbie.govt.nz with the subject line 1st Tier email referral to SAT: ANxxxx

Record AMS notes as appropriaté’and change the AMS location of the file to ‘SAT Response’. Go to step 15.

14. Request third'party check if required — National Security Check (NSC)

1z * Determine whether the applicant (as well as all included non-principal applicants) requires an NSC. (Section 6(c)

) If it is required, follow the instructions in this table. (Otherwise go to step 15.)

If Then




The IGMS form asked the INZ1209 or INZ1200 questions Section 6(c)

AND

The applicant(s) answered at least the 1209 questions
completely (that is: Education, Employment, and Military

history is complete with no significant timeline gaps)

The IGMS form did not ask the INZ1209 or INZ1200 Request the applicant(s) t6 uplead INZ1209 into IGMS. There is
questions no need for a support officer to wait for a response, as the

processing office will monitor

The IGMS form asked the INZ1209 or INZ1200 questions Regquestithe applicant(s) to fill in the missing gap(s) in the
timeline and to upload that information into IGMS. There is no
need for a support officer to wait for a response, as the

BUT
processing office will monitor

The applicant(s) did not answer the 41209'guestions
completely (that is: Education, Employment, and Military

history is NOT complete, i.erhassignificant timeline gaps)

2. #Record a note in AMS of the action(s) you took in step a) above. Copy any email you sent to the applicant into AMS.

Note: The SAT and NSC steps above need to be undertaken regardless of whether the principal applicant has a pending
or recently decided/withdrawn SMC or RfW application in which these steps were completed, or even where an NSC or
SAT result is recorded.

15. Confirm eligibility of Phase 1 applicants



For Phase 1 applications, determine whether the client is eligible to apply in Phase 1. This is done by checking the Applications tab in AMS for the client.

Note: AMS should automatically link a client’s 2021 Resident Visa application to any existing, undecided SMC or RFW applications&r'e it

identifies one. “

If the client has... Then...

A current SMC application, Residence
from Work application, or SMC Link the application to the client’s 2021 Resident Vis@ using the Link Application icon

Expression of Interest (EOI) as on 29

September 2021 If the client has a current SMC EOI as on29September 2021 then the Link Application icon

cannot be used and instead an AMS, Note should be made, which details the EOl number.

Then proceed to step 16

None of the above Create an AMS note that the client’s eligibility could not be confirmed

Then proceed to step 16

16. Complete the Lodgement screen

In AMS, on the application Summary tab

o Click Processyladgement
The Lodgement screen appears.

o €omplete all of the Lodgement Questions and the Data Entry Questions sections, and then

o Click OK.

Note: If any requirements have been waived, follow the screen prompts to add the required explanation.

If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete.

Notes:



e |t is important to complete the Data Entry Questions section because the information entered may have an impact on the triage result.

e The fields in the Lodgements screen may vary between the visa types.
e For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Questions are ticked either Yes or Waive. O\,

Fer sppheant = Test, Test

Lodgement Quesians

Ho | Yes | Waive | To Follow | Desciption
Sagned and complslid appbcabon form

Passport size photographiz]

Wibd painon, rawel document or other idenlity document
e e

Felervar medcal documents racenved
Manisnance lunds of other supgot

Orwasrd Travel

o o o o o o |

- Data Entry Questions —
Dusation of intsndad stay " cm Bronthe 3 Bmonthe and ce 12 mocths = b 12monihd e O
11 thes spplicant o & TH risk courtty? e @ K\

Has the appbeant spert 3 months o moe i the past fve pear: n 8 TE sk counlny? f
h(

r
I3 the applcant pregnant 7 «
Iz an Imeragration Advice sctng on behall of Bhis sppbestion 7 s
— |

o |




Date Tendered :

1/8pe/2018
Date Decided : | DuoCaroldod.I

Decision : I

_Summary | Apphcant(s)|_Fees| Cortacts |

| Audit Trad is OFF

los-u_wm |

AN

IRM
This is because the ap 'SShould be re-assessed because of the updates that have been made.

To man
o Click Initiate Assessment.

ate triage, on the Application Summary tab:

Note: Tri@e&\ manually initiated whenever updates are made to the application and / or client throughout the application process.



file Edit Special Window Help

FHrA-le4d%] Sla| 2 7 B Hiel

rlna. Visior, General {Initiate Assessment|

00.02

See SOP Working with an application’s risk assessment.

Also, to make sure the most up-to-date triage results are viewed, refresh the screen by:

o Pressing the F5 key on the keyboard.

18. Check if application meets allocation priority criteria

If Then... \6\

&

The application meets In AMS Workflow, set the prl@ the client’s application to ‘Y’

criteria for high priority

Priority Days

Client Notes
Application Notes

C
27 w
\@ Bringup Notes
QO | IsswEE—

Select Reasons

Then go to Step 19




END

The application does not
meet criteria for high

priority

Go to Step 19

19. File transfer

Once everything is completed, file transfer the application to the appropriate queue in AMS.

2
&
&0

pS



Receive a 2021 Resident Visa Application for a Dependent Child Aged 25 Years or Older

When to use

When an INZ1275 2021 Resident Visa application for a Dependent Child Aged 25 or Older’ form is provided by a client.

See Operational Manual —$6.10.10

Role
. Support Officer, or
. Immigration Officer
Prerequisites

Ensure that the client has submitted an INZ1275 ‘2021 Resident Visa application fora Dépendent Child Aged 25 or Older’ form.

Steps

1. Identify how the client has submitted their application

If... Then...

The client has submitted anJ/NZ4275 form via a Go to Step 3

paper channel

The client*has submitted an INZ1275 form via IGMS Go to step 2

as part of another 2021 Resident Visa application




2. Note: When the client submits an INZ1275 form via IGMS in another 2021 Resident Visa application, it should be an application for the
family which the client claims to be a dependent child of. This is because IGMS allows families to upload an INZ1275 form where théyhave a
dependent child aged 25 or older.

3. Remove client from existing 2021 Resident Visa Application

If the client has submitted an INZ1275 form via IGMS as part of another 2021 Resident Visa application then checkto see if the client was also included as

a secondary applicant.

If... Then...

The client was not included as a secondary Gotostep 3
applicant, but has completed and uploaded an
INZ1275 form in IGMS

The client was included as a secondary applicant Remove the/client as a secondary applicant from that 2021 Resident Visa

in another 2021 Resident Visa application application by doing the following:

o Open in AMS the 2021 Resident Visa application where the

client is included as a secondary applicant

o Open the Applicants tab in AMS
o Select and highlight the client

o Click ‘Remove’ in AMS

Then draft and send a letter to the communication address of the 2021
Resident Visa application the client has been removed from, detailing that the

client has been removed




Then go to step 3

Note: If the client is removed as a secondary applicant from another 2021 Resident Visa application that was submitted via IWn
ensure that communications are no longer sent to the client via IGMS. ‘ A(\

4. File storage in IGMS

All documentation for the client should be kept in the IGMS folder of the family’s 2021 Resident Visa application which the client claims to be a
dependent child of.

However, IGMS should only be used for storage, and documentation relating specifically te the'elient should not be made visible except internally.

When storing the client’s documentation in IGMS, make sure to disable ‘Client View’



Document Context Application v

c

Client View @® No ?\
O Yes %OQ
(o

Document Classification In Confidence v
Use “In Confidence” for clientf{@ﬁnents. See Help for use of

classifications. \(\
\r&\

Uploaded in Error @ No

O Yes O‘{‘\\
Additional 6@‘

Translation 60(\[]

The ability to disable ’C@%ew’ will appear when uploading documents in IGMS

o

As well as when editing existing documents in IGMS, when clicking the following icon



Client documentation that should be uploaded to IGMS includes:

o a scan of the INZ1275 form (if it wasn’t already included in IGMS); and

o all supporting information provided by the client

Note: Keep this IGMS folder updated with any subsequent information the cliept provides:

Then...

The client has submitted an INZ1275 form via IGMS as part of
another 2021 Resident Visa application which the client claimsste,

be a dependent child of

Makesure to follow Step 3 by using IGMS for storage of the client’s

documentation, and

gotostep 4

The client has submitted an INZ1275 form via\a paper channel
AND

there is an existing 2021 Residént Visa application in IGMS for the

family which the client glaims to be a dependent child of

Make sure to follow Step 3 by using IGMS for storage of the client’s

documentation, and

gotostep 4

The client.hassubmitted an INZ1275 form via a paper channel
BUT

there is no existing 2021 Resident Visa application in IGMS for the

family which the client claims to be a dependent child of

Retain the client’s application in paper format, and go to Step 4

Note: The client’s documentation should be uploaded into IGMS at a later date,
once the family which the client claims to be a dependent child of makes their

own 2021 Resident Visa application via IGMS.

5. Tendering a 2021 Resident Visa in AMS




A new application for a 2021 Resident Visa must be tendered in AMS where the client is the Principal Applicant

The tender date should be the same date as the date the client submitted the INZ1275 form. See SOP Tender an application in AMS

6. Make AMS notes about where the client’s files are retained

In the AMS notes for the client’s 2021 Resident Visa, make a record of the AMS/IGMS application number to the IGMSfolder where the client’s

documentation is kept.
7. Confirm eligibility to apply

Clients applying for a 2021 Resident Visa as a dependent child aged 25 years or older are eligible t@ apply due to previously being included as a dependent
child in one of the following, as on 29 September 2021:

o a current, undecided Skilled Migrant Category (SMC) application;or
o a current, undecided Residence From Work (RFW) application, or
o a current SMC Expression of Interest (EOI).

Use AMS or CSSM Skilled Migrant Online Services to confirm if, on'the 29 September 2021, the client was included as a dependent child in at least 1 of the

3 stated above.

If... Then...

The client appears eligible to apply‘enthe basis Link the application where the client originally appeared as a dependent child to the client’s

of being a dependent child@ged'25 years or

older newly tendered 2021 Resident Visa using the Link Application icon

If the client was a dependent child in a current SMC EOI as on 29 September 2021 then
the Link Application icon cannot be used and instead an AMS Note should be made which

details the EOl number.




Then go to Step 7

The client does not appear eligible to apply on Make an AMS note in the client’s AMS that they do not appear eligible toxapply fora 2021
the basis of being dependent child aged 25 Resident Visa as a dependent child aged 25 years or older

years or older

Then go to Step 7

8. Proceed to lodge application for 2021 Resident Visa

The new 2021 Resident Visa application for the client must be lodged and all standard lodgeméntirequirements must be met, other than the following:

o Fees and levy are not required for 2021 Resident Visa applicationifor a dependent child aged 25 or older. Do not request payment for

this type of application.

o By special direction of [x], there is no requirement ta'provide original or certified documents for lodgement of a 2021 Resident Visa

application for a dependent child aged 25 or older. Do.notrequest original or certified documents for this application.

Note: You may still request plain copies of requiredsdécumentation if it is missing.

See SOP Lodge 2021 Resident Visa Application (online)’and SOP Lodge application (temporary, paper)

9. Check if application meets allocation priority\criteria

If Then...

The application megts In AMS Workflow, set the priority of the client’s application to ‘Y’
criteria for high™priority




Priority | Days Date Date
Since | Tendered Acce
Tender

Client Notes

— Application Notes

Bringup Notes
Set Priority
Select Reasons
Then go to Step 9

The application does not Go to Step 9

meet criteria for high

priority

10. File Transfer

Once everything is completed, file transfer the application to the appropriate queue in AMS.

END

Provide a Validating CodeytoClients Applying for a 2021 Resident Visa During Phase 1

When to use

When a client requests from INZ a validating code in order to apply for a 2021 Resident Visa during Phase 1.



Role

Prerequisites

Support Officer; or
Immigration Officer; or

Technical Advisor

Request for the ability to apply during Phase 1 has been received by client and forwarded to the appropriate INZ inbox*fer@ction.

Ensure that the client has been identified and that the client’s details are open in AMS, and that the clienttha$ provided a contact email address.

Steps

1. Request made

Check that the client has specifically requested to apply for a 2021°Resident Visa during Phase 1.
Phase 1 is from 1 December 2021 until 28 February 2022,

2. Confirm eligibility to apply

Clients applying for a 2021 Resident Visa iniPhase,1 are eligible to apply due to having one of the following on 29 September 2021:

o a current, undecided Skilled Migrant Category (SMC) application; or
o a current, undecided Residence From Work (RFW) application, or
o a current SMC Expression of Interest (EOI) that included a dependent child aged 17 years or older

Use AMS or CS8'SIMISKilled Migrant Online Services to confirm if, on the 29 September 2021, the client had at least 1 of the 3 stated above.

If... Then...

Client appears eligible to apply in Phase 1 Goto Step 3




Client does not appear eligible to apply in Phase 1 Make an AMS note in the client’s AMS that the client’s eligibility to apply for a 2021 Resident

Visa in Phase 1 could not be confirmed

Then go to Step 3

Note: All applicants from within an SMC, RFW or SMC EOI can apply independently for a 2021 Resident Visa.if they, choose to
(notwithstanding R2.40(d)). However, only the first applicant to apply will be able to use that respective”SMC,/,RFW or SMC EOI number in
IGMS. Everybody else will require a validating code to be provided to them.

3. Respond to the client’s request
Draft and send a response email to the client.

For emails where a validating code is being provided, the email should include:

o acknowledgement of the client’s request; and
o a validating code, and
o a disclaimer that a validating code-anly allows the client to apply, and that it is the client’s responsibility to ensure they meet 2021

Resident Visa eligibility criteria before applying.

For emails where a validating code is not,being,provided, the email should include:

o acknowledgement of the client’s request; and
o a response that a validating code will not be provided, and
o an éxplanation as to why the client does not appear to meet Phase 1. E.g. the client had, on 29 September 2021, not made an SMC or

RFWhapplication.

Notes:

-A validating code should not be withheld for those who appear eligible to apply in Phase 1, even if it is clear that they may not

be able to be granted a 2021 Resident Visa application.




-A validating code does not have to be provided to individuals who clearly do not meet Phase 1 requirements. See $6.5.5(a)

4. Update AMS \

Update AMS notes under the client’s identity to include all correspondence, as well any validating code that was provided. v
5. Update the validating codes spreadsheet 0

.
Once a validating code has been provided to the client, update the validating codes spreadsheet to show that&;@iﬁc code has been used.

Next to the specific code also enter the AMS details of the client who made the request. @
END ‘



Family Category Residence
Family Category Standard Operating Procedures (SOPs) cover the steps associated with receiving and lodging Family Category applications. They/apply,to the following
categories of residence applications:

e Partnership

e Dependent Child

e Parent Tier One [Capped]

e Parent Tier Two [Capped]

e Residence from Work, Religious Worker

e Residence from Work Long Term Skills Shortage List

e Refugee and Protection

e Domestic Violence

Lodge application (online)

When to use

When an application has been entered‘into.AMS via either:
e Bulk Data Gapture (BDC), or
e Immigration ONLINE.

Role

e Documentation Officer



e Support Officer

e Immigration Officer
Prerequisites

e Application has been entered in AMS

e Application has been allocated to the appropriate case manager queue
Context

Applications are entered into AMS when received either via:

e Visa Application Centres (VAC), or

e Immigration Online.

Officers are:

e Required to check and complete the data entry for the applications, and

e Manually initiate triage and prepare for allocation!

Note: For best practice, it is recommended that support staff.deal with all administrative tasks. However as this is not practical for all offices, if tasks can be completed at a

later stage, this is indicated in the detailed step deseription’.

Steps

1. Open the AMS application

If... Then...

A BDC application Go to Step 2




An Immigration Online application Go to Step 3

2. For BDC applications

Search and locate the client in AMS.

If... Then...
A passport has been Scan the passport and save the passport against the client in AMS.
submitted

See SOP Scan Travel Document

A passport has not been Search the client using the information provided imthe application.

provided See SOP Search a client in AMS

After scanning the passport, in AMS:

o Click the Applications tab, and

o Double click the application toiopénrit.
If a paper application has been received:

o Ensure the application'number is present on the top-right corner of the application form’s front page or cover sheet (this may be hand

written or auto populated by an office’s allocation tool)
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Then go to Step 4.

3. For Immigration Online applications
In the AMS Workflow Management screen:
o Select and double click the application.

The AMS application opens.

In the AMS application Summary tab:
o Check that the IGMS Application identifier is present

Note: If the identifier is not present, then it is not an Immigration ONLINE application.
Then locate the application in the,Document Management System (DMS).
o Open DMS in a web browser

o Enter'the AMS application number (or other search criteria such as name); and

o Click Search.
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4. Update the client profile

In AMS, on the Applicant(s) tab: 6
e client listed.

o) DoubI%@
The AMS Client opens.

G

In the Client P
o Update the tabs as necessary.

See SOP Updating Client Profile in AMS for Lodgement.

5. Complete the Contacts tab

Determine whether any contacts need to be added for the application. Common contacts include (but are not limited to):



o Supporting partner

o Acceptable Sponsor

o Advisor

o Education Institute

o Travel Agent

o Govt Agency

o Employer

o Guardians

o Business codes (e.g. Christchurch Reconstruction, Dairy Farm,Fraud, etc.)
o Supporting Organisation

Notes: It is important to correctly add any known or requiked, contacts:

e To an application as it may impact the triage result.

e To the Contacts tab, so INZ staff who are fot able to view the physical application may still appropriately discuss the
application with an authorised contact-persoh e.g. an advisor, partner or employer.

e And advisors (if applicable) shguld have associated addresses added in the Client Contact screen.

If... Then...

There are no contactsfor Goto Step 8

the application

There are any contacts for | N AMS, on the Contacts tab

the application o Click Add

The Add New Contact dialogue box appears.




o In the drop down box:

o Select the contact type; then...

If the contact is an advisor Go to Step 6

Any other contact Go to Step 7

6. Contact is an adviser

If the contact is an adviser:

o

Click Search Adviser.

The Search Adviser screen appears.

Use the adviser’s licence number to search for them, or

o

o

o

O

If a licence number is not available, compléete,the fields, and

Click Find, then

From the search results, select thesadviser; and

In the Add New ContactScreen; click OK.

Note: If the adviser is exemptfrom licensing, then the reason they are exempt must be selected.

7. Contact is not an adviser

If the contact is not an adviser:

o

Click Search Client.

The Client Search'screen appears.

Search the contact in AMS. See SOP Search a Client in AMS, and then

o

o

From the search result, select the contact and

In the Add New Contact screen, click OK.




After adding a contact, in the AMS Contacts tab, highlight and double click the contact to view the contact’s AMS client profile.

Update the contact’s AMS client profile with any supporting information submitted with the application (e.g. in the Employer Supplémentary form and

Sponsorship form).

Note: If the contact search in AMS results in no matching records, see SOP Create a new client ID in AMS. N\ '

8. Check documentation

9.
If the application Then...
is...
A BDC application Goto Step 9
An Immigration In DMS, check that all the required doetmdentation has been uploaded
Online application correctly for the application.

See IGMS user guide - Locaterand view Immigration ONLINE Application

documents

Examples of documentation problems include:

Scanned documents illegible

Ingorrect.document uploaded, e.g. non-national police certificate

Doecuments uploaded not complete e.g. front page of employment

agreement only

If documents have been Go to Step 9

correctly uploaded

If documents have not been Then request the information from the




correctly uploaded

client. See SOP Request additional

information

10. Complete health lodgement

Check if there is a health case warning in AMS for the client.

Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate.for the Visa application. Refer to SOP

Searching for a Health Case in IHS.

Check what medical and/or chest x-ray certificates are included in the health case and ensure theyimeet the health requirements for the application you

are lodging. Refer to SOP Checking Medical Certificates in IHS.

Check the status of the health case to determine if it has been assessed. Refer to SOP Check the Health Case Status in IHS.

Then...

A new medical and/or
chest x-ray certificate has
been provided and the
health case is available in
IHS

or

A previous valid ASH
health case exists ifi IHS
and is within the 36

month window

Review the health case in IHS for' @medical assessment outcome. Check the latest
assessment notes in thetealth case for detail of the assessment conditions where
applicable. The sotes indicate if it is ASH for a particular visa type (or application
only). If there'are no assessment notes the medical certificate may have auto-

clearéd.\Check if any further requirements are required.

See SOP Check the Health Assessment Outcome in IHS and Determine Further

Requirements for a Health Case.

Note: You may need to re-open the health case for a new

assessment. Refer to SOP Re-open a health case in IHS. Or you may

need to release a health case from on hold. Refer to SOP Release a

health case from on hold in IHS. Also refer to Cheatsheet - 10

actions in IHS for communications to HAT.




In the Applicants tab in AMS, record the IHS Health Details (NZER or NZHR and health
outcome if available) of the medical and/or chest x-ray certificate in IHS within the

applicant's application.

See SOP Recording Health Details in AMS

Notes:
e Only add the health details for the medical and/or chest x-ray
certificate in IHS after all lodgement requirements have been met
e Health details for a medical and/or chest x-ray certificate i
should not be added in AMS if the application is being @ as
an exception to normal medical lodgement requirekr&
s/are
accepted for lodgement purposes u & |rcumstances. If in
doubt, please check with Techni '& rand/or Immigration
Manager. (E.g.: Meds and Ieted for previous application
and are within 36 mon previous officer forgot to consider it,
DO NOT add hea tmn AMS but waive it for lodgement

purposes).

e A waiver is required if a medical and/or che

The health case was
previously assessed as
‘ASH with conditions’ ar
'Deferral' and the client
has provided fdrther

medical tests.

Re-openithe health case and add the further tests as attachments. Update the
Identifiers and Visa details. Add in a ‘Referral Note’ to inform the HAT that new

information has been received for the health case. Refer to SOP Re-open a health

case in IHS, FAQs - Add attachments to a health case and Cheatsheet - 10 actions in

IHS for communications to HAT.

In the Applicants tab in AMS, record the IHS Health Details (NZER or NZHR) of the
medical and/or chest x-ray certificate in IHS within the applicant's application.
See SOP Recording Health Details in AMS.




Note: You will need to wait until the health case is re-assessed
before you can record a health outcome for the Health Details in
AMS.

Important Note: If the further requirements have not been
provided for the ASH with conditions or Deferral health case, you

will need to advise the HAT to prescribe these. Refer to SOP

Determine Further Requirements for a Health Case.

*While it is recommended that this step is performed during lodgement, it may be completédby'an,Immigration Officer after the application has been

allocated for assessment.

Note: It is important that the Identifiers tab in IHS is updated with the relexa @ldentlflers (e.g. AMS Client ID or AMS Application
number) and Visa Details (Visa Category, Visa Type, Length of Stay (if ap d Referral Type) during the completion of the health
lodgement. In the Identifiers tab, enter the relevant AMS identifie &) details in the respective text fields and click Save. Always add

in a ‘Referral Note’ to inform the HAT of what needs to happ r the health case. Refer to SOP Update the visa details in a health

case in IHS. -

11. Complete the Lodgement screen

In AMS, on the application Summary tab:

o Click Process Lodgement

The Lodgement screen appears,
o Compléte all.of the Lodgement Questions and the Data Entry Questions sections, and then
o Click'OK.

W‘\S(y requirements have been waived, follow the screen prompts to add the required explanation.

If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete.

Notes:

e Itisimportant to complete the Data Entry Questions section because the information entered may have an impact on the triage result.



e The fields in the Lodgements screen may vary between the visa types.

e For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Questions are ticked either Yes or Waive. \

For sppbeant = Test Test

Lodgement [uesions:

Ho | Ye: | Waive | To Follow | Description
Sagned and complsted appbcastion fom

Passpart size photographiz]

Wibd paipod, rawel document or other idenity document
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Ridervart medcal documents neceed
Marienance lunds of others supgot

Orweard Travel

o o o o o

- Data Entry Questions
Dusntion of intended sty  gm Gmonthe > Gmonths ard <= 12months (5 b 12 months
I the applcant from & TH risk country T
Had the appbeant tpert 3 months o mode in the s fe peart o & TE sk counliy?  er &
Iy the spplc.ant pregnant?  Yas
Lo {

s an demmagration Advice: acting on behall of tres appheation?
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Emploper




" Vindow i ‘
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‘,
Bock | |

00.00 ‘ OQ
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Date Tendered :

DateDecided: [ DateCompleted:|

Decision : I

| Audit Trad is OFF

los-u_wm |

This is because the ap 'SShould be re-assessed because of the updates that have been made.

AN

Note: Triage manually initiated whenever updates are made to the application and / or client throughout the application process.
To man initiate triage, on the Application Summary tab:

o Click Initiate Assessment.



‘File dit Special Window Help

Hl-lal4lx D) 2 2 W Hel HElomNE e |

BECIONBRNE) = T, g
(7} OQ

See SOP Working with an application’s risk assessment. ®\'

Also, to make sure the most up-to-date triage results are viewed, refresh the screen by: ‘@

o Pressing the F5 key on the keyboard. KO
13. Request third party checks \Q
Determine whether the client requires a New Zealand Police Certificate (N?K r National Security Check (NSC).
Check type Note... &\

A

New Zealand Police A New Zealand police certificat quired for clients who have lived in New
Certificate (NZPC) Zealand for at Ieastf y@ in one stay or intermittently) since attaining the age of

If the clie ires a NZPC, then request one using the Police Intelligence Check

@al ee SOP Submit third party request - NZPC

If a national security check is required, then submit a NSC request. See SOP Submit

National Security Chec
(NSC)

@e\ third party request — NSC

*While it is recommended that this step is performed during lodgement, it may be completed by an Immigration Officer after the application has been

allocated for assessment.



14. Check against Specialist Assessment Team (SAT) rules

See |AC 18 - Restricted - 01 for instructions on when to make SAT referrals. If an application has been identified as meeting SAT rulesgthen consult with a

designated Immigration Officer or Technical Advisor about:

o Whether to refer application to the SAT; and/or
o Whether more information is required.
If an SAT referral... Then...
Does not require further Continue to Step 14
information
Requires further Request the information from the clieht,(see SOP Request additional information) and
information advise them to send the informatignidirectly to the SAT.

*While it is recommended that this step is performed duging lodgement, it may be completed by an Immigration Officer after the application has been

allocated for assessment.

15. Prepare the application for allocation
If the application is... Then...
An Immigration Online Continue to Step 15

Temporary-Entry Class

application

An Immigration Online Triage and allocate appropriately. END

Residence Class




application

A BDC application Organise the application file in the following order:

a. Application form

b. Other first-party INZ forms (e.g. National Security Check and Chinese

supplementary forms)
c. Medical and/or Chest x-ray certificate
d. Applicant’s character certificates

e. Third-party INZ forms (e.g. Sponsorship ferm and Employer

Supplementary form)
f. Supporting documents

g. If part of a group of applications, ensure application is linked to the other

related applications'(e.g..a family group of applications)

16. Note: In rare cases, a fée Waiver may need to be completed on an application at this point.

17. Application is ansimmigration Online Temporary-Entry Class application or a BDC application

In AMS, applications-eanfbgrassigned either by:

o In the Application Summary tab, changing the Case Manager (found), or
o) Using the bulk transfer functionality, to move transactions as required. See SOP Using the Bulk File Transfer screen.
Notes:

e An application must be triaged before it is transferred to another office.



¢ |f the application is to be transferred to another office; ensure that the office practice for file transfer is followed, including

notifying the file coordinator of the transfer. See SOP How to electronically transfer applications in AMS between offices.

End

Lodge application (family resident, paper)

When to use
When an application is received for the first time, or an application is re-submitted.
Role
e Mail Officer, or
e Documentation Officer.
Guidelines

Follow the timeframes in the table below when lodging a Family Category application.

Situation Timeframe
Application complete - Lodge Complete lodgement and forward to processing
application office within 7 working days

Applicant is in New Zealahdwbut not on RFL within 24 hours

a current visa

Sponsor/Supporting partner is not in RFL within 24 hours




New Zealand

One or more dependent family See Step 1 below
members on associated temporary RFL within 24 hours OR
i incl in the Resi I
visas are not included in the Residence Defer application for 48 hours and allow the
licati . . ) .
application applicant the opportunity to include them meeting

all the mandatory lodgement requirements

Fee declined Contact applicant within 24 hours and request fee

Applicant has 2 working days (from contact) to

provide fee

RFL application on 3rd working day if above deadline

not met

See SOP Return Failed Lodgement

Mandatory documents missing Identify missing documents/and contact applicant

within 24 hours'of receipt of application

Applicant hass2/working days (from contact) to

provide missing documents

REL application on 3rd working day if above deadline

not met See SOP Return Failed Lodgement

Be considerate of the€lient’s'circumstances and provide a good standard of customer service. For example, if you are deferring or holding an application on a Friday then
the due date should be a,Wednesday. Or, if the due date is a Friday and the client submits the information on a Friday afternoon, then the application should be held until

you physically receive the information.

Steps



1. Confirm if a declared immediate family member holds a temporary entry class visa based on their relationship with the principal applicant.

To do so:
o Open each immediate family member’s AMS client record/application tab, and
o Follow the steps in the table below

If... Then...

If all immediate family members are declared Gotostep 3

and included in the application

If all immediate family members are declared Go to Step 3
but not included in the application and do
not hold a temporary entry visa based on their

relationship with the principal applicant

If all immediate family members are declared RFL within 24 hours OR

and not included in the application and hold & Defer application for 48 hours and allow
temporary entry visa based on theirgrelationship | the applicant the opportunity to include
with the principal applicant them meeting all the mandatory

lodgement requirements

2. Check mandatory-doCuments

Check thatithe.following mandatory documents, required for acceptance of a Residence application, are present for

each

applicant included in the application:



1. Signed application form (signed by all applicants aged 17 and over)
2. Fee

3. Birth certificate (full, including name, date & place of birth, parents’ names) or acceptable secondary identity.evidence (e.g. Indian or
South Korean clients)

4. Original passport

5. Two passport photos

6. Medical certificate in Immigration Health System (IHS) New Zealand (NZER Number) (less than 3 months old, or the applicant has

provided a medical certificate with a visa application in the past 36 months wheke thevapplicant was deemed to have an acceptable
standard of health).

7. Police certificate (PC) for applicant’s country of citizenship and all'eountries the applicant has lived in for the more than 12 months in
the last 10 years (less than 6 months old, for all applicants aged 17 and over, or the applicant has provided relevant PCs with a previous

visa application which are still valid & noted on AMS):

)
Note: For applicants applying under depend@a\ld partnership categories, PCs that have previously been
submitted are valid for 24 months from date ue.

A checklist of mandatory requiren&r@g ifferent application categories is here

3. Are all mandatory documents present?

Follow the steps in the table below.

If.. Then...

Yes, all mandatory'doCuments are Go to Step 3

present

No, all mandatory documents are See SOP for Determining whether
not present an application can be held when




any mandatory documents are

missing
Not present but evidence provided Complete Document Waiver for
of applying for missing documents Family Residence Lodgement in

AMS template letter system.

Give file to IM or TA to Consider
Document Waiver. See

SOP Consider document waiver for

lodgements.

4. Process application fee and application levy

1.
2.

Add details to AMS under the Finance tab.

Ensure the correct fee is taken:

If the client is onshore then ensure that onsherefee is taken and if client is offshore then ensure that the offshore fee is taken.

5. Complete the lodgement process in AMS

Complete the Coversheet for Residence Application.here as appropriate:

1
2
3.
4
5

In the Contactsitab, add'the sponsor/supporting partner/employer and, if applicable, immigration adviser details.
In the Family tab,;add/amend family details, for each applicant included in the application.

In the Address tab, add/amend address details, for each applicant included in the application.

Cheek)AMS Notes for passport scan result or scan passport.

In/the Immigration Health System (IHS), check to see if a medical has been submitted and if it has been assessed. Refer to SOPs

Searching for a Health Case in IHS and Check the Health Case Status in IHS.* In the applicants tab, enter the Health Details (NZER or NZHR

and Health Outcome if available)in AMS. Refer to SOP Recording Health Details in AMS.

6.

Print previous valid Police Certificate details, if applicable. If new PC has been submitted then a note should be made in AMS

attesting the PC details.



Note: Ensure ‘Acceptance Date’ entered in AMS is the date the last mandatory lodgement requirement was received by
INZ. \?
*Note: It is important that the ‘Identifiers’ tab in IHS is updated with the relevant AMS identifiers (e.g. AMS 'en@ d
AMS Application Number) and Visa and Referral Details (Visa Category, Visa Type, Referral Type) during the %etion
of the health lodgement. In the ‘Identifiers’ tab enter the relevant AMS identifiers and visa detailsb pective text

fields and click ‘Save’. Refer to SOP Update the visa details in a health case in IHS. %\

6. Process original documents
1. Photocopy original documents and stamp as ‘original sighted’ or

2. Photocopy on a photocopier programmed to date documents and confitrm,as original sighted.

A )
Note: Original PCs, any INZ forms, any document clearly addresswm)or Certified Copies do not need to be copied

and originals to be retained on file. *s

7. Compile documents into a physical application file
Tag in the following order (where documents are present and relevant to this application):
1. Application coversheet
Lodgement waiver
Cover letter from applicant/immigration adviser
Application formy(INZ*Form 1000)

Additional Details form/National Security Check (if applicable)

2.

3

4

5

6. PoliceCertificate
7% ‘“Marriage Certificate (If applicable)

8. Supporting Documents/Relationship Evidence

9. Partners Supporting Form (INZ Form 1178)

10. Partners Immigration Status (Passport/Label Details/NZ Citizenship/Residency details)

11. Medical certificate



12. Birth Certificate

13. Passport (original sighted)

-
Note: The Order of documents for different Family Residence Categories can be found here: w
- Partnership Category

- Dependent Child Category * O<\
- Parent Category \}
- Other Categories ,.{\@’

8. Is a Medical Referral needed?

Check INZkit Guidelines to decide if a medical referral is required.

Note: Medical certificates provided with previous applications must be less th@ o\t?ls old at time of submission.

If the medical is in IHS at the time the residence application is recelveg ot been considered previously, that medical must have
been issued less than 3 months

old before the residence application was made. Q

If the previous medical certificate is more than 36 mont Id new medical certificate less than 3 months old has not been provided;

see SOP Determine whether an application can beEe@h n any mandatory documents are missing. See SOP Manage missing mandatory

documents.
Important Note: If the medical in IHS is Qessed for a Temporary visa application, then you will have to wait until that assessment is

completed.
Check if there is a health cas€ warning in AMS.

In IHS, review the health case to check its status and if it has a health outcome. Refer to SOP Check the Health Case Status in IHS and Check the Health

Assessment Qateome’in IHS.

Check if the medicals in the health meet the medical requirements for the visa application. Refer to SOP Checking Medical Certificates in IHS.




Check the latest assessment notes for details of the assessment conditions where applicable. The notes will indicate if it is ASH for a particular visa type
(or application) only. If it is unclear, use full view to read all assessment notes. If there are no notes, then the medical certificate may have auto-cleared.

Refer to FAQs - ‘Auto-Assessed’ health cases.

Check the date the medical was ASH and if there is new health information, then determine if a new referral is required. You may need to reopen the

health case to reactivate it for the assessment and attach any new information. Refer to SOP Re-open a health case«n IHS‘and FAQs - Add attachments to

a health case.

Important Note: If the medical in IHS is being assessed for a Temporary visa application, then you will have'to wait until that assessment

is completed.

Update the ‘Identifiers’ tab in IHS with the AMS identifiers (AMS Client ID, AMS Application,number) and Visa Details (Visa Category, Visa Type, and

Referral Type). Add in a ‘Referral Note’ with what you need for the new assessment. Refer to SOP Update the visa details in a health case in IHS.

If a previous medical was provided, a medical referral will be required_if the medical is less than 36 months old and any of the following situations apply:

If Then ...

The applicant was
ASH without referral or ASH

Check the AMS Health.Notes for any significant or abnormal findings

Were there abnormal findings?

under Residence Yeshtherh:
o Paper Medicals: Retrieve medical certificate from
previous application and assess against INZkit referral
guidelines to determine whether referral is required for
Residence
o e-Meds (IHS): Check the health case in IHS and
review the latest assessment notes for details. Email HAT
(HAT@mbie.govt.nz) to refer under Residence Guidelines.

Update the "ldentifiers" tab in IHS.




No, go to Step 9 of this SOP

The applicant was ASH
under Temporary after

referral

Retrieve medical certificate from previous application and check the
health case in IHS. Review the latest assessment notes for details.
Reopen the health case for a new assessment.

Where applicable, request File Coordinator in office where previous
application is held to scan and email certificate, then refer printed copy
of scan to Medical Assessor via HAT.

Create a note in AMS e.g. ‘Medical for [name] referred to MA [today’s
date].’

Note: If no response is received from the File Ceordinator within 24hrs,

consider escalating the request to the relevantlmmigration Manager.

9. Is a New Zealand Police Certificate required?

Has the applicant been in New Zealand for a combined total of 12 months or more at lodgement date?

If... Then...

\
&

Yes Request NZPC via NZPGPartal for all applicants aged 17 and over who have spent more than 12 months in

New Zealand in thé last té€n years.

See SOP for’Submit Third Party Request - NZPC and the New Zealand Police Intelligence Check Portal User

Guide

Go to step 10.

State/NZPC request in AMS by saying ‘NZPC requested for [name] [date]’

No Go to Step 10 (no NZ PC needed)




10. Is a National Security Clearance [NSC] required?

See SOP Submit Third Party Request - NSC Checks

the appropriate office,
applicable) within,3 w g days.

If... Then...

A completed NSC (INZ 1209) / Additional Enclose a form with the Acknowledgement letter
Information (INZ 1200) form has not been o Include a request in the letter @
provided at lodgement the client submit the compx o

%he appropriate template letter for

acknowledgement and referral to the IPB, with form

INZ 1200 to the applicant and ask them to return it
to IPB at:

Immigration Profiling Branch

PO Box 111

Wellington

Send the application and all original documents,

including the passport, to IPB.

The applicant is applying under the Refugee Send the appropriate template letter for




Category or the Refugee Family Support acknowledgement and referral to the IPB

Category Send the application and all original documents \
including the passport to IPB VC,

No NSC required Go to step 11 . 0

11. Post or email an acknowledgement letter

Send the Acknowledgement letter template, along with any original documents (wh@riate), to the applicant. Ensure original documents being
returned are listed individually in the letter.

.
12. Complete Residence Lodgement Check List [insert hyperli l@\&ard file to processing team.
Once the application has been allocated to a processing offic \b

e made in AMS.
End



Lodge SMC application (SR3)

Date Published: 25 September 2023

Classification: Unclassified

When to use

When an application under the Skilled Migrant Category (SMC) has been received via Plone.
This process applies to applications submitted under the SMC policy in effect after 9 October 2023.

See Immigration Instructions SR3.

Context

Applications for residence under the SMC are made online through a system called'Plone,which captures all application information and supporting documents.
Applications received via Plone, once submitted, are found in AMS. The corresponding Plone application can be viewed by INZ officers in the SAFER system.

Officers following this process to lodge SMC applications are responsiblé for checking documents, checking and completing data entry, requesting third party checks where

applicable, and initiating manual triage.

Officers following this process to lodge applicatiods must make clear notes in AMS application notes of any outstanding information for review by the immigration officer

who is assigned to assess the application.

Role

o Support,Officer (SO)

e Immigration Officer (10)
Related Resources

o SAFER User Guide




¢ AMS Manual

e Visa Pak 45 (December 2011) Lodging residence applications - updated advice

Prerequisites

1. SO or IO is logged in to AMS. 0
\O

2. SO or 10 is logged in to the Secure Access Formdata Electronic Repository (SAFER). \3

Appendix ‘®

See Letter Template. KO
Steps \\<\

1. Open the relevant application in AMS and SAFER K 0\6

o Confirm that the application status is Accefe&




In the AMS application, navigate to the application notes



File Edit Special Window Help

+H/l=-lel4ix] Blel # 2 B

+"§I IGI . |ﬂ| Back

s B [—ruwé'wuw

00.00

A e B

o Locate the note which contains the Plone reference number and then copy it.

File Edit Help
+7-& \S
" Client 22111071 Visa, Resident, Skilled Migrant N
-] Date/Time | Officer Branch | < "N Client/Appin# | Client name/Appin Type 4
-] 031Juli2023 o Northern R ication N Visa, Resident, Skilled b
-0 General Notes .
EE B - Worki INZ 1235 provided byt on RFI for updated Acceptable version.
-] Stensior |03 ul2023 egi Application N Visa, Resident, Skilled I
-0 iy Case Mai “NADO. SMC online
-[7: ial Skills R B meEmemmeREs
- ess Repl [30/Jun/2023 Visa, Resident, Skilled
[ Type
<[ Character Notes
[ Employment
[~ Group Notes
[~ Health Notes
[ Institution and Course
[ Qualfication
Search For:
£ ne reference number for the application is 07 e
® refer to the Plone repository for further supporting data and documents for the
Q\ :

o Paste the Plone reference number into the Plone search field in SAFER and open the relevant application.

2. Determine the applicant’s eligibility to apply for residence

V



o Check the applicant’s profile in AMS

If... Then...

Applicant is unlawful - Check AMS status
. Update client communication details in AMS as required
. Forward the Plone/SAFER application details to s61@mbie.govt.nz
. Inform the client via email, that because their application was

submitted while they were net Holding a valid visa on dd/mm/yyyy, they cannot
make a visa application.an dd/mm/yyyy, their online application is transferred to
S61 team for fusthemconsideration.

= S61 Immigration Officer will provide confirmation to NaDO [GPS Team]
to tenderafter validating whether the client was indeed unlawful at the time,
they submitted their application

= NaDO [GPS Team] will then tender the application and send an
acknowledgement letter to the client
= Transfer the application to s61 unallocated queue

See SOP How to Electronically Transfer Applications in AMS between Offices

END
Liable for deportation = Check AMS warning to confirm status
= Update communication details in AMS, as required
= Using the template, email the client.
= Advise the client they are unable to apply and explain their refund
options
. Wait for the refund request

Note: The application must remain under the name of the SO until a refund
request is received.

= Once the refund request is received,
. Forward to an Immigration Manager to sign off and close the
application

END




Refugee claimant/Protected status

Hold a limited visa

Hold an interim visa

Hold a transit visa

. Check AMS Application tab to confirm status

= Update communication details in AMS as required

= Using the template, email the client

= Advise the client they are unable to applyrand“explain their refund
options

= Wait for the refund request

Note: The application must remainiunder the name of the SO until a refund

request is received.

= Once the refund request is received,

. Forw@rdftotan,Immigration Manager to sign off and close the
application.

END

is otherwise:

None of the above apply and the applicant

= Offshore or,
Onshore and holding a
temporary visa

AND

] there is,an’SMC
EOlin

the Applications tab in
AMSand

that an invitation to apply
(ITA) was sent within 4
months of application

lodgement

Go to next step.

3. Open the supporting documents in SAFER

O

Open the supporting documents in new browser tabs.




Note: To format browser settings to open documents in new tabs (rather than downloading to the computer), see linked

resource Open documents in web browser. This is recommended for checking documents where a copy is unlikely to beineeded

later.

o Check that all required information has been correctly uploaded. Ensuring the following documents are available:
] Completed application form
] SMC-specific application documents (for example, evidence of job offer and work experience in New Zealand)

] Character certificates (dated less than 6 months old at the time of application lodgement) from the applicant’s country of

citizenship and any country where they have lived for 12 months ormore,in the last 10 years— see A5.5 and A5.10.

Refer to R2.40.1 Mandatory requirements for lodging an online application for a residence elass visa.

Note: Documents should be able to be viewed (i.e., no system errors have preyented correct upload or ability to open the documents),

correct, legible, and complete.

o In AMS, check the client information (name»DOB,\passport number etc) has correctly synced and there are no input errors.
o See AMS data entry protocols (clients)
o Go into each document to ensure.they have been correctly uploaded and are legible.

If... Then...

The required documents are all.present and Go to next step.

there are no problems (e.g{withsquality of scans,

completeness etc.)

o) Note the concern.

It appeats thatall required documents have been
o Go to next step.

provided'but there are some problems (e.g.

quality of document scan, pages missing, etc.)

OR




Mandatory documents are missing

4. Update the AMS client profile with the relevant applicant information

o Check all information in AMS is correct. See SOP - Update a client profile in AMS for an application

= client details: name/other name/country of birth/citizenship/marital status/region or province

. travel document details, address

] family tab — including any information on the application form relating toparents/ sibling etc
o If the client has multiple identities in AMS, speak with a TA before linking to.one ¢lient ID number

o Associate the application with the identity that matches the passport

See SOP — Link identities in AMS

5. Determine whether any partners or children who must be included in-the application
o Check the family tab to determine if there are any partners or dependent children holding or applying for a visa based on their

relationship to the principal applicant (PA)

See Visa Pak 508 Residence Applications Involving Family Members

If... Then...

The PA has no partner or children included on their Go to next step.
residence application and has no“dependants holding
(or applying for) a visa based, on their relationship to
the PA

OR

The PA has a partner and/or children who hold (or are

applying for) a visa based on their relationship to the

PA, and those same family members are included in




the residence application.

o) Note the concern
o Go to next step.

The PA has a partner and/or children who hold a visa,
or are applying for a visa, based on their relationship
to the PA, but those family members are not included

in the residence application

6. Complete the AMS Contacts tab

All contacts included in the application must be added to the AMS contact tab. Check the applieation form for any contacts to be added, including:
o Employer (take care to select the correct employer identity (CN))
o Licenced Immigration Adviser or Lawyer (if applicable).

To search: use their licence number (if available); the reason they are. exempti(if€xempt from licencing); if unlicenced, talk to a TA about next steps.

Refer to the AMS Manual: Contact tabs

Note: Double check all contact details (name, address, email) and NZBN (where applicable) have been entered correctly.
7. Complete data entry
In AMS, on the application Summary tab:

o Click Process Lodgement
The Lodgement screen appears.

o Chéck the'data entry and lodgement questions are correct



For applicant :  Singh, Parvinder
Questions
No | Yes | Waive | To Follow | Description ]
v [~ Signed and completed application form

O T2 O r Passport size photograph{s) A Q\
- ~ r 1] Valid passport, travel document or other identity document \}O
r ~ r r Al other lodgement requirements met

r F r r Relevant medical documents received @‘

0O P 0O ™ Police Certiicate (Q

r F L] r Full birth certificate or ID card ‘

- ~ { 1] Thqﬂ:ﬂkNDTiﬂthhﬁ@n@mﬂ

R\

- Data Entry Questions ‘; \}

Duration of ntended stay T <= bmonths . <=12months (* > 12 months

Is the applicant from a TB nisk country? K  Yes & No

Has the applicant spent 3 months or mote in the s in a TB risk countiy? " Yes & No

Is an Immigration Adviser acting on 'ﬁhﬁm? ™ Yes @ No

Is the applicant being assessed under 2017 SMC instructions?  Yes * No

Employer E 0 g ||

on | Health ok | Cancel |

o Click OK.

Note: If any requirements have been waived, follow the screen prompts to add the required explanation.



If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete.

o Go to the Determinations tab

o Ensure occupation is entered

o Under question, 'Employment6 meets remuneration threshold?', enter hourly rate (where this has.been provided)
Notes:

e |t is important to complete the Data Entry Questions section because the information entered mayshave an impact on the
triage result.

¢ The fields in the Lodgements screen may vary between the visa types.

e For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Questions are ticked either Yes or Waive

8. Complete health lodgement

Follow SOP Health lodgement.

9. If required, request a New Zealand Police Check (NZPC)

NZPCs are required for applicants who:
o are aged 17 or older and

o have spent a total of 12 mmenths'or more in New Zealand at the time their application is lodged (either in one stay or intermittently)

since turning 17.
NZPCs are also required for applicants who declare New Zealand convictions.
Applicants under the age-of*T7)and/or who have spent less than a year (total) in New Zealand do not require an NZPC.
If required, theseican be requested and viewed through the Police Intelligence Check (PIC) portal.
FollowSOP — Submit NZPC

See PIC User Guide

If... Then...




An NZPC is not required There is no need to request a new NZPC. Continue to next step.
OR

An NZPC is required but there is already an existing NZPC in
the portal that is less than 6 months old at the time the SMC

application was accepted

An NZPC is required and there is no previous NZPC in the © Request aMgRLAhrough the portal
o Contintie,tonext step.

portal

OR

Any existing NZPC in the portal is more than 6 months old (at

the date of lodgement)

10. If required, manage any referral to the Specialist Assessment.Team (SAT)

Determine whether the application needs to be transferred to the SAT. See IAC 21-RESTRICTED-01.

If... Thena.

There is no indication a SAT referral is requiged | GO to nextstep.

- o Check INZ1200 is on file — if this is not available, make a note in
e ' I O I l AMS, the IO will them request this as part of their assessment

o Follow the SAT referral process.




i~ Transfer to ? O
Office : » |lmmigratinn Frofiling Group ;I

o FT——
Date Despatched:  » [08/Aug/202 @
Transfer Type : »v N Urgent

f\

(29 I Cancel

In AMS @\the application to SAT
m

\ ail SATSMC@mbie.govt.nz advising of the transfer of
% ation to SAT

Send V375 template letter to the applicant

If referral to SAT may be required due to CP e‘ o These SAT referrals should be completed by the 10 as part of the
assessment

concerns (refer paragraph 28(d) of the IAC) (\

11. If required, request a N wrlty Check (NSC)

NSC for all applicants s% submitted at the same time

Check the NS the relevant forms

Q . Determine whether the applicant(s) requires an NSC

If... Then...

NSCs are needed for any applicant Continue to Step 11(b).




NSC is not required Go to Step 12

2. Check whether the correct form has been provided and completed

For all applicants:
o Check they have provided either an INZ 1209 or INZ 1200

o Section 6(c)

See SOP — Submit NSC

o If the information is incomplete, note the concern, the 10 will request this'information as part of their assessment
o Go next step
12. In AMS manually initiate risk assessment

After completing all relevant data entry, initiate a risk assessment

o Go to AMS
o Go to Application Details tab
o Click Initiate Assessment

les] +Eolm

[Initiate Assessment]™

Press F5 on the computer kéyboard to refresh and ensure most up-to-date results are available.

13. Make asrecord of actions in AMS
o) In AMS application notes, create a note to outline any actions not already noted in previous steps.
(o) outline any outstanding information that needs to be requested by the immigration officer, for example if there are:

] Mandatory documents missing or

] Illegible documents or



Family members not included who need to be included or
Incomplete NSC forms or

Any other relevant information.

14. Allocate application to the relevant office/officer

Visa Operations will provide the name of the queue, a bulk transfer will be completed at the end of each day.

The following are the queue names for distribution of applications at the end of the day

Queue, Res SMC

Landing queue SMC Applications (old policy and new policy)

Queue, Res STR

Landing queue STR applications

Queue, Res WTR

Landing queue WTR applications from 29 Sept 2023 (new
policy)

Queue, Res Sector

Landing queue from 29 Septémber 2023 (new policy)

See SOP How to Electronically Transfer Applications in AMS between Offices

See SOP Using the Bulk File transferscreen

END.

Receive application (SMC)

When to use

When an application is received for the first time, or an application is re-submitted.

Role




o Mail Officer, or

e Documentation Officer.

Guidelines
e Lodgement templates have been revised so that one standardised template can be used at all offices (see standardised\Lodgement templates at the end
of this SOP)
e Follow the timeframes in the table below when lodging an SMC application.
Situation Timeframe
Lodge application Complete lodgement and forward to processing
team within 3 working days
Mandatory documents Identify missing documents and contact applicant
missing within 24 hours of receipt of application
Applicant has 2 working days (from eontact) to
provide missing documents
RFL application on 3d wotking day if above
deadline not met
Steps

1. Open application

Open all SMC'applications.

Note: Applications are received via the INZ drop box or Courier Post.

2. Date stamp applications

Date stamp every application and all supporting evidence (except originals).



3. Scan Passport

If a passport is enclosed then scan the passport.

Result: This automatically appears on the client page in AMS.

4. Deliver applications
: OQ

Deliver applications to Support Staff/Documentation Officer for lodgement. \3
End @

Paper Lodgement (SMC)

When to use 0
)

When a paper application for a Skilled Migrant Ca C) residence visa has been received.

<&
A2

o Support Officer

° Imm@@ er
Prerequisites

e Application has been entered in AMS

e Application has been allocated to the appropriate case manager queue



Steps
1. Create online application
Transfer the EOI from CS:SM Online Services by doing the following:

Search for the EOI by application number

Click Manage
Click Transfer to AMS.
Result: The application has arrived in AMS. AMS automatically generates an application number.

2. Check whether the client is on an interim visa
1. Confirm in AMS that the applicant was not on an interim visa on the,date they submitted their application.
2. Where an applicant was on an interim visa when they applied, their application will need to be RFL'd.
=|n AMS, click the ‘Decide,” button, thenselect Return Fail Lodgement
=Edit the email template to commUnicate to the applicant that their application cannot be accepted.

=Check that the letter is clearrand can be easily understood by the applicant, then email this to the applicant, or print and

send this to the applicant with*any original documents.
=Copy the emaikand paste the AMS application notes.
3. Check whether the applicant has\a validJnvitation to Apply (ITA)
1. Confirm infAMS:that the applicant submitted their full SMC application within their four-month ITA period.
2. Whereanapplicant did not have a valid ITA when they applied, their application will need to be RFL’d.
=In AMS, click the ‘Decide,” button, then select Return Fail Lodgement.
=Edit the template letter to communicate to the applicant that their application cannot be accepted.

=Check that the letter is clear and can be easily understood by the applicant, then email this to the applicant, or print and

send this to the applicant with any original documents.

=Copy the email and paste the AMS application notes. END



4. Check application file

Check that the following mandatory documents are present:

o Signed application form (signed by all applicants aged 17 and over)
o Payment Details section of application form
o Birth Certificate (full; including name, date and place of birth, parent’s names) or acceptablé,secondary identity evidence (e.g. Indian or

South Korean clients)

o Photos

o Medical Certificate (less than three months old, or the applicant has provided a Medical Certificate with a visa application in the past 36
months)

o Police Certificate (PC) for all countries declared in the application form at Sections A11, A13, H11, H13, P10 (less than six months old, for

all applicants aged 17 and over, or the applicant has proyited relevant PCs with a previous visa application which are still less than 6 months old

and the result of the PC is noted on AMS i.e. is either,‘clear’ or includes details of convictions).

5. All mandatory documents present?
Are all mandatory documents present?

Follow the steps in the table below.

If... Then...

All mandatory documentsyare present Go to Step 4

All mandatorydocuments are not present See SOP Manage missing mandatory documents
Not present but evidence provided of applying for See SOP Create document waiver

missing documents

6. Process payment



Process the payment for the application.
Check the Payment Details form.
Process the payment either via:
o AMS Finance.
7. Update the client profile
In AMS, on the Applicant(s) tab:
Double click the client listed.
The AMS Client Profile screens opens.
In the Client Profile:
o Update the tabs, as necessary.

See SOP Updating Profile in AMS for Lodgement

4
Note: If you are unable to update the applicant’s clien: E file because the client is undergoing identity resolution, make a clear AMS note

stating this (‘IDME in manual resolution, unable t IDME’) and continue to lodge the application.

8. Complete the Contacts tab
Determine whether any contacts need to be’added for the application. Common contacts for the SMC include (but are not limited to):
o Advisor.or Lawyer

o Employéer

'l\@t is important to correctly add any known or required contacts:
h‘o an application as it may impact the triage result.

¢ To the Contacts tab, so INZ staff who are not able to view the application may still appropriately discuss the application with

an authorised contact person e.g., an advisor, partner, or employer.



eAdvisors (if applicable) should have associated addresses added in the Client Contact screen.

If... Then...

There are no contacts for
o Go to Step 7
the application

In AMS, on the Contacts tab

Click Add

The Add New Contact dialogue box appears.
In the drop-down box:

There are any contacts for
Select the contact type; then...

the application

If the contact is an
. Go,to Step 7
adviser

Any other contact Go to Step 8

9. Contact is an adviser

If the contact is an adviser:
o Click Search’Adviser.

The Search Adviser sereeh appears.

Use the advisér’s liecence number to search for them, or
o If a licence number is not available, complete the fields, and
o Click Find, then

o) From the search results, select the adviser; and



o) In the Add New Contact screen, click OK.

Note: If the adviser is exempt from licensing, then the reason they are exempt must be selected. A\

10. Contact is not an adviser
If the contact is not an adviser:

Click Search Client.

The Client Search screen appears.

Search the contact in AMS. See SOP Search a Client in AMS, and then
o) From the search result, select the contact and

o In the Add New Contact screen, click OK.

After adding a contact, in the AMS Contacts tab, highlight and double€lick the,contact to view the contact’s AMS client profile. Update the contact’s AMS

client profile with any supporting information submitted with the application.

Note: If the contact search in AMS results in no matchingpecMee SOP Create a new client ID in AMS.
11. Complete Health lodgement

Check if there is a health case warning in AMS.

o Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate for the visa application.
Refer to SOP Searching for a Health Case in IHS, SOP Check the Health Case Status in IHS, and Check the Health Assessment Qutcome in IHS.

In the Applicants tab in/AMS;.enter the IHS Health Details (NZER or NZHR and Health Outcome if available). Refer to SOP Recording Health Details in AMS.

Check if the medieals.in the health case meets the medical requirements for the visa application. Refer to SOP Checking Medical Certificates in IHS. For

examplg, if'a valid General Medical Certificate is ASH under Residence, it can be accepted for the SMC.

Check the'latest assessment notes or the outcome banner of the health case for details of the assessment conditions where applicable. The outcome
banner on the top of the health case will indicate if it is ASH for a particular visa category. If it is unclear, use full view to read all assessment notes. If

there are no notes, then the medical certificate may have auto-cleared. Refer to FAQs - 'Auto-Assessed' health cases.




Client Assessed Temporary ASH
History Residence ASH

Check the date the medical was ASH and if there is new health information on the application, then determine if a new referral may be required.

You may need to reopen the health case to reactivate it for the assessment and attach any new information. Réfer te’SOP F Re-open a health case in IHS.

Or if the Health Assessment Team (HAT) has requested to be informed when an application has been aceeptédithen you may need to release the health

case from on hold. Refer to SOP Release a health case from on hold in IHS.

A
Note: If the medical in IHS is being assessed for a Temporary visa application, then you V\AKM wait until that assessment is completed.

Update the ‘Visa Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral Type) and add the new application under the Visa
Details section (Visa Category, Visa Type, and Intended Length of Stay). Addiin a‘Referral Note’ with what you need for the new assessment. Refer

to SOP Update the visa details in a health case in IHS.

Unless the applicant was ASH for a General Medical Certificate undenrresidence, then a medical referral will be required if the previous medical is less

than 36 months old and any of the following situations apply:

Refer to SOP Checking Medical Certificates in IHS@nd use the following guidelines to check if the medical certificate requires a referral to the HAT:

If Then ...

The applicant submitted a Genéral Médical Certificate and A referral is not required.
Chest X-ray and was ASHunder Residence guidelines (and Go to Step 13

is within the 3 months’'medical completion date)

The applieant,submitted a General Medical Certificate and The medical certificate can be re-used for this application and a referral is not required.

Chest X-ray with a previous application and was ASH under | it the applicant has not indicated they have spent more than 6 consecutive months in a

Residence guidelines (and is within the 36 months medical | cqyntry not listed as having low incidence of TB (A4.25.10) since their last x-ray completion,

completion date) their x-ray certificate can also be re-used for this application.




Go to Step 13

The applicant submitted a General Medical Certificate and
Chest X-ray with a previous application and was ASH under
Temporary after referral (and is within the 36 months

medical completion date)

The medical certificate can be re-used for thisapplication but needs to be assessed under

residence guidelines.

If the applicant has not indicatedthey have spent more than 6 consecutive monthsin a
country not listed as haviagiow ificidence of TB (A4.25.10) since their last x-ray completion,
their x-ray certificate can also be re-used for this application but needs to be assessed under
residence guidelines.

Referthe health case to the HAT to be assessed under residence guidelines.

Go'to\Step 12

The applicant submitted a General Medical Certificate-and
was Not ASH (and is within the 3 months medical

completion date)

A referral is not required.

Go to Step 13

12. Refer health case to HAT

Where applicable, refer thesMedical Certificate to the Health Assessment Team (HAT) by re-opening the health case in IHS. See SOP ¥ Re-open a health

case in IHS.

Update the ‘Visa Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral Type) and add the new application to the Visa

Detailssection(Visa Category, Visa Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for the new assessment. Refer

to SOP Update the visa details in a health case in IHS.

If the health case was previously assessed as ‘ASH with conditions’” and the client has provided further medical tests, then attach any relevant medical

tests to the health case. Refer to FAQs - Add attachments to a health case.




Create a note in AMS e.g., ‘Medical for [name] referred to the HAT [today’s date].’

13. Determine whether the client (as well as all included secondary applicants) requires a New Zealand Police Certificate {(NZPC)
Check type Note...

New Zealand Police For the SMC, a New Zealand police certificate is required for clients who are aged 17

Certificate (NZPC) and have spent a total of 12 months or more in New Zealand at the time their

application is lodged. Existing, current NZPCs that are less than six monthswold atthe

time the SMC application is accepted can be used again.
Note: Clients who have never been to New Zealand do not require an NZPC.

If the client requires a NZPC, then request one using the,Palice Intelligence Check

(PIC) portal. Follow the guidelines in the portal user guide.

14. Check against Specialist Assessment Team (SAT) rules

See |AC 21 Restricted 01 for instructions on when to make SAT referkals. In general, a SAT referral at lodgement stage is needed in the following cases (but

see the IAC for more details):
o Mandatory first tier assessment (nationals of several countries)

o CP concerns

If a referral is not required, skip to step 15

-
Note: Support officers do %@to consult the risk indicator guides (RIGs) to see if a referral to RAT is required. This will be the task of
e

the immigration ofﬁcAer%
15. If SATyreferral needed, check for complete information.

r stage.

If a case,requires a SAT referral, check whether a INZ1200 form has been provided for each of the adult applicants. If they have not, request the

applicant(s) provide the INZ1200 form in the acknowledgement letter.

16. SAT referral needed (cont’d) — Email SAT and change location in AMS

o If the case needs a SAT referral, email SATSMC@mbie.govt.nz with the subject line Mandatory 1st Tier SAT assessment: AN xxx’




Use the SAT email referral template below when making the referral:

Email referral template

on/off shore

App number

Visa Type Residence

Name

Citizenship

Employer

Area of Employment

Job title

Continue lodging the applicatioh..Reeerd AMS notes as appropriate. Go to step 15.

17. Request thirdparty check if required — National Security Check (NSC)

Do not submit National Security Checks (NSCs) for applications which meet any of the requirements for referral to the SAT. If the application meets any of

the reqdirements for a SAT referral, go to step 16.

Determine whether the applicants require an NSC, including the principal applicant and any secondary applicants aged 17 years or over. Section 6(c)

If it is required, follow the instructions below. Otherwise, go to step 16.



If then

The applicants have provided the INZ1209 or INZ1200 Section 6(c)

form with their application
AND

The applicant(s) answered at least the 1209 questions
completely (that is: Education, Employment, and Military

history is complete with no significant timeline gaps)

The applicant(s) did not answer the 1209 questions Request the applicant(s) to provide the missing gap(s)
completely (that is: Education, Employment, and Military in the timeline in the acknowledgement letter.

history is NOT complete, i.e. has significant timeline gaps)

The applicants have not provided the INZ1209 or INZ1200 Reguest the applicant(s) to provide the INZ1209 in

form the.acknowledgement letter.

1. Record a note in AMS of the action(s) you took in step b) above. Copy any email you sent to the applicant into AMS.

Note: The SAT and NSC stepsiabove need to be undertaken regardless of whether the principal applicant has a pending
or recently decided/withdeawn application in which these steps were completed, or even where an NSC or SAT result is
recorded.

18. Complete the Lodgement screen

In AMS, on the application Summary tab:
o Click Process Lodgement.

The Lodgement screen appears.
o Complete all the Lodgement Questions and the Data Entry Questions sections. Ensure that the ‘Acceptance Date’ entered in AMS is the

date that the last mandatory lodgement requirement was received by INZ.



o) Click OK.

Note: If any requirements have been waived, follow the screen prompts to add the required explanation. O\'

If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete. V

Notes: . \.\

It is important to complete the Data Entry Questions section because the information entered may have an i che triage result.
If applicable, ensure the applicant’s occupation is accurately recorded in the ‘Occupation’ field.

The fields in the Lodgements screen may vary between the visa types.

For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Quest&‘cked either Yes or Waive.

19. Triage the application manually

After completing the data entry for the application, triage the application (i‘e.‘a\e a risk assessment).



llu. Visttor, General - Q V
AP
. T

Date Tendered:  [117Ap:/2018 Date Accepted : [11/Ap/2018 Status ‘\O
Date Decided : I DabCuuhhd:'

e

Ready [ | Audi Trad is OFF | DB = amsbranch
This is because the ap 'Sshould be re-assessed because of the updates that have been made.

Note: Triage @ manually initiated whenever updates are made to the application and / or client throughout the application process.
To mar@ﬁtiate triage, on the Application Summary tab:

o Click Initiate Assessment.



See SOP Working with an a

lication’s risk assessment.

Also, to make sure the most up-to-date triage results are viewed, refresh the screen by:

o Pressing the F5 key on the keyboard.

20. Check if application meets allocation priority criteria

Then... ‘ \

The application meets

-@ Application Notes
criteria for high priorityﬁa

@\6

Q<

In AMS Workflow, set the pnor@& ient’s application to ‘Y’

Date
Acce

Priority | Days | Dat

ent Notes

Bringup Notes

Select Reasons

Then go to Step 19




The application does not

meet criteria for high Go to Step 19
priority
21. Process original documents

Keep all certified documents.
Photocopy and return all original documents.

Stamp 'Original Sighted' and initial copies.

Note: Original Police Certificates, INZ forms, certified copies and any documents clea@sed to INZ do not need to be copied. These
belong to INZ and are retained on file.  a

22. Create physical file
Create a physical application file.

Tag documents with flags in the following order:
1. Application coversheet

Lodgement waiver

Cover letter from applicant

Applicatiopferm

AdditionalDetails form

Passport

Birth Certificate

OGP S, 9 B~ wN

Medical Certificate or AMS Health Certificate
Police Certificate

10. NSC



11. Relationship evidence

12. Custody \
13. Dependence C)
14. English language ability V

15. Skilled employment * O<\

16. Registration @&}

17. Qualification @
18. Work experience KO‘

19. Partner’s skilled employment \Q

20. Partner’s qualification . \

21. Close family support.

O
23. Create acknowledgement letter K&\

Select relevant template via AMS TLS (AMS Template Letter \@vdard Application Acknowledgement letter).

Write Acknowledgement letter following tempIat&@&

List all the original documents being return
iéi

Request any additional information_that

Save in TLS. %8

Print out a ¢ nd place on file.

opy of é@:
24. S@Q wledgement letter

Email the lettér to the applicant. Return any original documents to the applicant by courier.

a mandatory lodgement requirement or has been included as part in a document waiver.

25. Complete coversheet

Complete the application cover sheet as applicable.



Forward the physical file to the processing team.

END

Plone Lodgement (SMC)

When to use
When an application has been entered into AMS and Plone.
Role

e Support Officer

e Immigration Officer

Prerequisites

o Application has been entered in AMS

o Application has been allocated to the appropriate case manager queue
Context

Applicants who apply for the Skilled Migrant Category (SMC) can make their application online through Plone. Plone captures the application and all information about the

applicant. INZ staff can view this information and other supporting documents in the SAFER system.

INZ staff can access Plone threugh a-browser. Plone automatically updates AMS when a client applies. Plone is a one-time submission channel. As such, clients cannot view

Plone after submitting,an@pplication.

Once applications are received via Plone and entered into AMS, officers should:

e Check and complete the data entry for the applications, and



e Manually initiate triage and prepare for allocation.

Note: For best practice, it is recommended that support staff deal with all administrative tasks. However, as this is not practical for all offices, fu@i'nformation is
included in the detailed step description. K

Steps
1. Check the AMS workflow queue for any new applications that have been received
In the AMS Workflow Management screen:
o Select and double click the application.
The AMS application opens.
An application is Plone based if "Paperless" is indicated in the Summary tab,
2. Check whether the client was on an interim visa
Confirm in AMS that the applicant was not on an interim visa'en the date they submitted their application.
1. If the applicant was on an interinmi visaisubmitted their online application, their application cannot be accepted.
=In AMS, click the#“Decide,” button, then select Cancel — data entry error.
Edit the template letter to communicate to the applicant that their application cannot be accepted.
Check that the letter is clear and_cansbe easily understood by the applicant, then email this to the applicant.
Copy the email and paste the-sAMS application notes. END

3. Check whether theapplicant has a valid Invitation to Apply (ITA)
1. Confirm in AMS that the applicant submitted their full SMC application within their four-month ITA period.
2. Where an applicant does not have a valid ITA and they manage to submit an online application, their application cannot be accepted.

=In AMS, click the ‘Decide,” button, then select Cancel — data entry error.

Edit the template letter to communicate to the applicant that their application cannot be processed.



Check that the letter is clear and can be easily understood by the applicant, then email this to the applicant.

Copy the email and paste the AMS application notes. \
4. Check documentation VC)
In Plone, check that all required documentation has been uploaded correctly for the application. 0
Examples of documentation problems include: \‘30

o Scanned documents illegible @’

o Incorrect document uploaded, e.g., expired passport ‘@

o Documents uploaded not complete, or system errors resulting i u%&gbeing able to be opened

Log into Plone.



Login Name ?\Q\

Password ((Q

Forgot yo%ﬁ}ssword?
If you %q,@forgotten your password, we can send you a new one.

8\6

QS

Open the corresponding application in Plone. Copy the Plone reference number from the AMS notes in the application.



I" Individual. lan 18/Dec/1991

I~ Character Notes
[ Employment
[ Group Notes
I~ Health Notes

I Institution and Course
“I" Qualification

Search For:

e Edit_Help
+/- & ’,\
[ Client pecial, Expression of Interest, Border Exceptions Roquest (Individual)

= Officer | Branch IType ' Client/App Cientnamel

29/Jul202 Queue HAO. Criti Henderson Aoolication
Application created by Queue HAO, Critice

29/Jul202 Queue HAO. Criti Henderson Aoolmtno '
Case Manager changed from Que

=

Find Now

ofInterest Border Exceotiq

stfor an exception to the border restrictions to allow travel to New Zealand.

lone Reference Number. 06256aa2{85240b9a7f392a23afeadb2

eason for travel to NZ: Critical health worker
VISER DETAILS

lease refer to the Plone repository for further supporting data including answers to the health and character questions
nd the reasons provided to support the request for a border exception.




Section 9(2)(a)




Section 9(2)(a)




Section 9(2)(a)




e
Scroll down t d\th€é required information. Click on the PDF attachments to open the documents.

5. Upd client profile
In AMS, on the Applicant(s) tab:

Double click the client listed.




The AMS Client Profile screens opens.
In the Client Profile:
o Update the tabs, as necessary.

See SOP Updating Profile in AMS for Lodgement

Note: If you are unable to update the applicant’s client profile because the client is undergoing identity res Wke a clear AMS note
stating this (IDME in manual resolution, unable to update IDME’) and continue to lodge the application®™
6. Complete the Contacts tab

Determine whether any contacts need to be added for the application. Common contacts<fonthe’SMC include (but are not limited to):

o Advisor or Lawyer
o Employer
Notes: It is important to correctly add any known contacts:

- To an application as it may impact the triage re
- To the Contacts tab, so INZ staff who ar

able to view the application may still appropriately discuss the application with

an authorised contact person e.g., a , partner, or employer.

- Advisors (if applicable) shoultil@

ociated addresses added in the Client Contact screen.

If... Then...

There are nO contacts for the application Goto Step 7

In AMS, on the Contacts tab

There are any contacts for the Click Add

application The Add New Contact dialogue box appears.

In the drop-down box:




Select the contact type; then...

If the contact is an adviser Go to Step 7
Any other contact Goto Step 8
7. Contact is an adviser
If the contact is an adviser:
o Click Search Adviser.
The Search Adviser screen appears.
Use the adviser’s licence number to search for them, or
o) If a licence number is not available, complete the.fields,’and
o Click Find, then
o From the search results, select the adviser; and
o In the Add New Contact screén,cliek OK.

Note: If the adviser is exempt fremlicensing, then the reason they are exempt must be selected.

8. Contact is not an adviser

If the contact is not an adviser:
Select contact type/—.contact other
Click Seafch Client.

The Client'Search screen appears.

Search the contact in AMS. See SOP Search a Client in AMS, and then

o From the search result, select the contact and



o) In the Add New Contact screen, click OK.

After adding a contact, in the AMS Contacts tab, highlight and double click the contact to view the contact’s AMS client profile. Update the contact’s AMS

client profile with any supporting information submitted with the application.

Note: If the contact search in AMS results in no matching records, see SOP Create a new client ID in AMS. If there is n(@ciént
information provided for INZ to create a new client ID in AMS, we need to record contact person information(t]‘tq ote

9. Complete Health lodgement
Check if there is a health case warning in AMS.

Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate for the visa application. Refer
to SOP Searching for a Health Case in IHS, SOP Check the Health Case Status in IHS, and Check the Health Assessment Outcome in IHS.

In the Applicants tab in AMS, enter the IHS Health Details (NZER or NZHR and Health Outcome if available). Refer to SOP Recording Health Details in AMS.

Check if the medicals in the health case meets the medical requirements for/the visa application. Refer to SOP Checking Medical Certificates in IHS. For

example, if a valid General Medical Certificate is ASH under Résidence, it can be accepted for the SMC.

Check the latest assessment notes or the outcome banner of the health case for details of the assessment conditions where applicable. The outcome
banner on the top of the health case will indicate ifiit'is’ASH for a particular visa category. If it is unclear, use full view to read all assessment notes. If
there are no notes, then the medical certificate'may/have auto-cleared. Refer to FAQs - 'Auto-Assessed' health cases.

Client Assessed Temporary ~ ASH
History Residence ASH

Check the date<the,medical was ASH and if there is new health information on the application, then determine if a new referral may be required.

You mayyfieéerto reopen the health case to reactivate it for the assessment and attach any new information. Refer to SOP ¥ Re-open a health case in IHS.

Or if the Health Assessment Team (HAT) has requested to be informed when an application has been accepted then you may need to release the health

case from on hold. Refer to SOP Release a health case from on hold in IHS.

Note: If the medical in IHS is being assessed for a Temporary visa application, then you will have to wait until that assessment is completed.



Update the ‘Visa Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral Type) and add the new application under the Visa
Details section (Visa Category, Visa Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for the new assessment. Refer
to SOP Update the visa details in a health case in IHS.

Unless the applicant was ASH for a General Medical Certificate under residence, then a medical referral will be required if theprevious medical is less

than 36 months old and any of the following situations apply:

Refer to SOP Checking Medical Certificates in IHS and use the following guidelines to check if the medical certificate requires a referral to the HAT:

If Then ...

The applicant submitted a General Medical A referral is not required.
Certificate and Chest X-ray and was ASH under
Residence guidelines (and is within the 3 months

Go to Step 11
medical completion date)

The applicant submitted a General Medical The medical certificate can be re-used for this application and a referral is not required.
Certificate and Chest X-ray with a previous
application and was ASH under Residence

If the applicant has not indicated they have spent more than 6 consecutive months in a country not

guidelines (and is within the 36 months megical listed as having low incidence of TB (A4.25.10) since their last x-ray completion, their x-ray certificate

completion date . s
P ) can also be re-used for this application.

Go to Step 11




The applicant submitted a General Medical
Certificate and Chest X-ray with a previous
application and was ASH under Temporary after
referral (and is within the 36 months medical

completion date)

The medical certificate can be re-used for this application but needs to be assessed under residence

guidelines.

If the applicant has not indicated they have spent more than 6 cafsecutive months in a country not
listed as having low incidence of TB (A4.25.10) since their lastix-ray completion, their x-ray certificate

can also be re-used for this application but needs to heé assessed under residence guidelines.

Refer the health case to the HAT to be assessed under residence guidelines.

Go to Step 10

The applicant submitted a General Medical
Certificate and was Not ASH (and is within the 3

months medical completion date)

A referral is not'fequired.

Go to Step 11

10. Refer health case to HAT

Where applicable, refer the Medical Certificate to the Health Assessment Team (HAT) by re-opening the health case in IHS. See SOP * Re-open a health

case in IHS.

Update the ‘Visa Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral Type) and add the new application to the Visa

Details section (Visa_Category, Visa Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for the new assessment. Refer

to SOP Update.the visa'details in a health case in IHS.

If the healthwcase was previously assessed as ‘ASH with conditions’ and the client has provided further medical tests, then attach any relevant medical

tests to the health case. Refer to FAQs - Add attachments to a health case.

Create a note in AMS e.g., ‘Medical for [name] referred to the HAT [today’s date].’

11. Determine whether the client (as well as all included secondary applicants) requires a New Zealand Police Certificate (NZPC)




Check type Note...

New Zealand Police For the SMC, a New Zealand police certificate is required for clients who are aged 17 and have.spent agotal of 12 months or
Certificate (NZPC) more in New Zealand at the time their application is lodged. Existing, current NZPCs that are less'than six months old at the

time the SMC application is accepted can be used again.
Note: Clients who have never been to New Zealand do not require an NZPC.

If the client requires a NZPC, then request one using the Police Intelligenee,Check (PIC) portal. Follow the guidelines in the

portal user guide.

12. Check against Specialist Assessment Team (SAT) rules

See IAC 21 Restricted 01 for instructions on when to make SAT referrals. In general, a SATreferral at lodgement stage is needed in the following cases (but

see the IAC for more details):
o Mandatory first tier assessment (nationals of sevetalicountries)

o CP concerns

If a referral is not required, skip to step 15.

Note: Support officers do not need to consultstheiskindicator guides (RIGs) to see if a referral to RAT is required. This will be the task of
the immigration officer at a later stage.

13. If SAT referral needed,(Check for complete information.

If a case requires a SAT refefral,'eheck whether a INZ1200 form has been provided for each of the adult applicants. If they have not, request the

applicant(s) provide.the NZ1200 form or any other missing information via email to the central mailbox (SkilledResidenceDocuments@mbie.govt.nz).

14. SATyeferral needed (cont’d) — Email SAT and change location in AMS
o If the case needs a SAT referral, email SATSMC@mbie.govt.nz with the subject line Mandatory 1st Tier SAT assessment: AN xxx’

Use the SAT email referral template below when making the referral:




Email referral template: On/Offshore

App number

Visa Type Residence

Name

Citizenship

University Offshore attended

Employer

Area of Employment

Job Title

Continue lodging the applicationRecord AMS notes as appropriate. Go to step 15.

15. Request thirdyparty check if required — National Security Check (NSC)
1. (Do not not submit National Security Checks (NSCs) for applications which meet any of the requirements for referral to the SAT. If the
application meets any of the requirements for a SAT referral, go to step 16.
2. Determine whether the applicants require an NSC, including the principal applicant and any secondary applicants aged 17 years or
over. (Section 6(c) If it is required, follow the instructions

below. Otherwise, go to step 16.



then

The applicants have provided the INZ1209 or INZ1200 form

with their application
AND
The applicant(s) answered at least the 1209 questions

completely (that is: Education, Employment, and Military

history is complete with no significant timeline gaps)

Section 6(c) | D N

The applicant(s) did not answer the 1209 questions
completely (that is: Education, Employment, and Military

history is NOT complete, i.e. has sighificant timeline gaps)

Request the applicant(s) to provide the missing gap(s) in the timeline via email

to central mailbox (SkilledResidenceDocuments@mbie.govt.nz. There is no

need for a support officer to wait for a response, as the processing office will

monitor

Theapplicants have not provided the INZ1209 or INZ1200

form

Request the applicant(s) to provide INZ1209 via email to central mailbox

(SkilledResidenceDocuments@mbie.govt.nz). There is no need for a support

officer to wait for a response, as the processing office will monitor

3. Record a note in AMS of the action(s) you took in step b) above. Copy any email you sent to the applicant into AMS.




Note: The SAT and NSC steps above need to be undertaken regardless of whether the principal applicant has a pending
or recently decided/withdrawn application in which these steps were completed, or even where an NSC or SAT res-&i
recorded. N\

16. Complete the Lodgement screen
In AMS, on the application Summary tab:

o Click Process Lodgement.
The Lodgement screen appears.

o Complete all the Lodgement Questions and the Data Entry Questions sections, and then

o Click OK.

L J
Note: If any requirements have been waived, follow the scre%@t}to add the required explanation.

If the application landed as ‘Accepted’ a CRisM risk assessment must he ‘manually initiated once data entry is complete.

Notes:

e |t is important to complete the Data Entry Ques r%&on because the information entered may have an impact on the triage result.
o |f applicable, ensure the applicant’s occu a@s accurately recorded in the ‘Occupation’ field.
¢ The fields in the Lodgements scr: Q@ry between the visa types.

e For applications that havqﬂl’o;@ as ‘Tendered’ please make sure all the Lodgement Questions are ticked either Yes or Waive.



For sppbeant = Tedt_ Test

Lodgement Quesions:

Hao | hi il |'.|I'iu |TnFﬂ|l|D£E}
Sagned and compleled appbeshon foim

Passport size photographlz]

Wi paipsoet, tranvel document or other idenily document
A0 thet loclpament eGuEnEmETEE el

Flelervark medcal documents racenved
Mairbenance lunds of other supgot

Orweard Tiaved

o o |

Diata Entry Questions

Dusition of intended sty " om Gmonthe £ 3 Bronth and <= 12monthe 5 b 12 monthd
I the apphcant hom & TH sk coury? ~Yer & Mo
Has e appbeart spenkt 3 months: of mae 0 the past e pears n 8 TE mk counliy? i Yer F Mo
Iy the applicant pregnant? ™~ Yer & Ma
I o hmvrageation Achvives acting on benall of s applcation  Yex ¥ Mo
Occposn |
Emplyer [

17. Triage the application

% %ﬂua
After completing the data e r@ e application, triage the application (i.e., Initiate a risk assessment).

"



Type :
Date Tendered :
Date Decided :
Decision :

ru Visitor, General

1/Ap/2018

—

Case Manager - [Boyle, Eugene
Location : MM
Date Accepted : [117Ap/2018

Date Completed :

| | Audit Tral is OFF ' DB = amsbranch

o}

This is because the ap

'S‘Should be re-assessed because of the updates that have been made.

Click Initiate Assessment.

manually initiated whenever updates are made to the application and / or client throughout the application process.

Note: Triage
To man initiate triage, on the Application Summary tab:



See SOP Working with an application’s risk assessment.

o Pressing the F5 key on the keyboard. \ 0&0

18. Check if application meets allocation priority criteria 2N

Then... \Q\

The application meets criteria %

high priority 66

Client Notes
Application Notes
Bringup Notes

Select Reasons

Then go to Step 15




The application does not meet
Go to Step 15
criteria for high priority

19. Send Plone SMC acknowledgment letter
1. Select relevant template via AMS TLS.
2. Write the letter following template prompts.
3. SaveinTLS.
4. Send the email to the client/adviser
5. Make an AMS note

20. File transfer

Once everything is completed, transfer the application to ‘Queue — Skilled Residenee,” in AMS.

Note: Do not transfer the application directly to SAT if a SAT email N\I has been made during lodgement. Responses to the SAT email
referral will be handled by the branch processing the applicacﬁ
END



Investor 2/Plus Pre-AlP assessment guidelines

Assessing an Investor 2/Plus
Application (Pre-AlP)

When to use

When pulling an Investor 2 application from the manage queue or directly allocated an Investor Plus

application.

Role C:\
e Business Immigration Specialist E
e Technical Advisor . O<\

Prerequisites (Q

You are a member of the Investor team with BIS delegations. KO‘

Context @\AP\‘(\

Use these instructions when completing Investor 2/ Plﬁ\ assessments.

Steps 5{‘\\0
O
1. Open AMS and allocate 6®&your name

e loginto
e Inserta tion number into the search field.

e Change case manager to your name.

File Edit Special Window Help

+/|-le[4l% Dls| 2 2 Hles| 8[| m|w[E Bk

- ) isa, Resident, Investor 2 Category
ppicsionNunter: [ |” -

P | ]
Held At : [\A/eington Business Unit (Retain for 20 Years)

File Number : I-_ ) Case Manager : _7%'
Type: W Location : Assigned M
Date Tendered : W Date Accepted : WE—IIZUT Status

Date Decided : [— Date Completed ;I— Accepted r

Decision : I




Investor 2/Plus Pre-AlIP assessment guidelines

2. Email the LIA/Solicitor/Principal Applicant that you have been allocated the file for assessment.

NE2 s e

Greetings from Immigration New Zeahnd.

lmvnit'qi\recamsm-’nndkaﬁonfovmm\rzh New Zealand under the Investor 2 category. This email isto advise that the application has been assigned to me for
assessmest.

| Twill be intouch once the initial assessment & compieted.
Fed free t contict me should you hare any queriesin regards to this apglication.
Regards




OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



Parent Retirement pre-AlP assessment guidelines

Assessing a Parent Retirement
Application (Pre-AlP)

When to use

When pulling a Parent Retirement application from the manage queue.

Role

e Business Immigration Specialist

e Technical Advisor

Prerequisites

You are a member of the Investor team with BIS delegations. @

Context

Use these instructions when completing Parent Reti rementwwmts.

Steps ,‘\\(:)\
1. Open AMS and allocate the file {ygsl

® Loginto AMS qe
* Insert applicat umber into the search field.

’

E @E Enter the &pplication Number :  » I sl Fs

Workflow |
Enter the AMS Group D : » I e | |

X

e Change case manager to your name.

File Edit Special Window Help

+H|=l@%l%] Dl 2 B Hle| +lao(n|wD|

Back I

Aok Nunbsr: I-— rflsa, Resident, Investor 2 Category

00.00

pocod o Y

Held At : Melngton Business Unit (Retain for 20 Years)

File Number : l-_ ) Case Manager : _— Change I

Type: lStandard Location : }Assigned

Decision : |

Date Tendered : |05/Mar/2018 Date Accepted : ﬁS/MarlZOlB Status
DateDecided: | Date Completed: | Accepted [

Change I




Parent Retirement pre-AlP assessment guidelines

2. Email the LIA/Solicitor/Principal Applicant that you have been allocated the file for assessment.

... ... _

NP2 e
_ Message | inset  Opions  FormatTet  Revew « @
X e o P ¥ collowip + ¢ 2 wassswo (2 esstRicTiD
T daane - = (2 at
E 4 cepy ﬁ 3 g ik T 1 waghimportance [} M-CONSTRNCE + @ ed +
" Fromapu | P LBV AW EWIEE LT I e | S towmon | P | Brema
Cigboxd 1 Sasic Teit Names Incude Tags 5| Zoom Searty
v | :
= |
= | R
se ||
seee (oo 2 (R ]

» @1

Greetings from Immigration New Zeahnd. \

Ianvn'n’ninmnrdsm-‘c lication for residence in New the Investor 2 category. This email isto advse that the apolication has been assigned to me for
assessmest.

- Twill be intouch once the initial assessment & compieted. s
Fed free t contact W queriesin regards to this i
X O

M \




OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



Victims of People
Trafficking Visas

Border and Visa Operations
Assessment-Process

Aug 2023




Temporary visas for victims of people trafficking (visitor, student and work)

Background
Victims of People Trafficking temporary visas allow any certified® victim of trafficking to stay
in New Zealand to:

o Access services to support their rehabilitation
o Co-operate with the police investigation of the trafficking case, if they choose

There are three temporary visas available to certified victims of people trafficking:

e work visa (WI16)
e student visa (U10.5) for child victims
e visitor visa (V3.135) for child victims

There is also a resident visa available to certified victims of peeple‘trafficking who are
unable to return to their home country. This is covered.in thewnext section.

Application

There is no online application form.for'vietims of people trafficking visas, so applications will
be made on paper forms. The applicant must use the generic visitor/student/work visa
application form (INZ 1017, IN2:1012 and INZ 1015) and select ‘other’ for the question
‘What type of visa are you applying for?’ For example, to apply for a work visa, the applicant

should provide INZ,1015. On page 3, they may select “Visas based on humanitarian reasons”
and write in ther“Other (Specify)” section: Victim of People Trafficking

Visas based on humanitaran reasons
[ Refugee or protection status claimant
[(Jvictm of Domestic Viclence

Cother (specity) | ¥

Step One: Lodging the application

Note: Certificate from the police that the applicant is believed to be a victim of people
trafficking is not a mandatory lodgement requirement

1. Lodge the application under the relevant Victims of People Trafficking application
type, as per VisaPak 256, which outlines the different application types for lodging in

1 A person must be certified by New Zealand Police as a victim of trafficking before they can be granted a visa
under these categories.



AMS.

2. Applications under this category are exempt from the prescribed fee or immigration
levy pursuant to section 26AAB of the Immigration Regulations 2010.

3. Instructions state that an appropriately delegated immigration officer may waive the
following requirements :

a. Requirement to provide evidence of funds or sponsorship
b. Requirement to provide police certificates if not available (but they would \
need to provide statutory declarations in this case VO
Note: this will be considered by the |0 after lodgement as well as waived on 0

lodgement. .
\O

4, When applications are lodged under these categories, they mu arded to
the Specialist Assessment Team (unless the applicant is in Q aland unlawfully,
then it must be lodged as a Section 61 request and b ed to the Section 61
team as per IAC 2013-08)

2 The investigation of a people trafficking case commences when allegation or complaint is received by either
Police or Immigration New Zealand (INZ). Victims are interviewed in the first instance due to the seriousness of
the allegation. So when applicants apply for this visa, they should have already been in contact with the INZ
Verification and Compliance (V&C) branch. However it is the responsibility of the receiving office to ensure INZ
Investigations be aware of the application.



OUT OF SCOPE



S4.15 Residence Category for Victims of People Trafficking

Background

The Victims of Trafficking residence visa enables victims of people trafficking to remain in
New Zealand where they cannot return home, because they will be endangered, at risk of
being re-victimised, or at the risk of suffering significant social stigma and financial hardship
as a result of being trafficked. The policy also recognises New Zealand’s international
obligations to offer protection and assistance to victims of people trafficking and enable
trafficking offenders to be prosecuted.

The relevant section of immigration instruction for this visa is S4.15.

Application

Step One: Lodging the application

Applicants under this category should use application formiNZ 1000. On page 1, they should
select “Other (specify)” and write in Victim of People Trafficking.

Residence category/instructions you are applying, under

Which residence category are you applying under?

O Family [ Pacific Access Category [] Refugee Family Support Category

[ residence from Work [] samed@Quota Scheme ] Employees of a Relocating Business Category
(] other (specry | A |

1. The-application should be lodged under the relevant Victims of People Trafficking
application type, as per VisaPak 256.

2. Applications under this category are exempt from the prescribed fee or immigration
levy pursuant to section 26AAB of the Immigration Regulations 2010.

3. An appropriately delegated immigration officer may waive any lodgement
requirements including the provision of character and/or medical certificates for on
a case-by-case basis, for lodgement purpose only.

4. Where police certificates are not available, the applicant must provide a statutory
declaration in line with A5.10.1.



5. When applications are lodged under these categories, they must be forwarded to

the Specialist Assessment Team (unless the applicant is in New Zealand unlawfully,

then it must be lodged as a section 61 request and be forwarded to the Section 61
team as per IAC 2013-08.




OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



OUT OF SCOPE



Straight to Residence Online Lodgement

When to use

When a Straight to Residence application has been entered into AMS via Immigration ONLINE.

Role

e  Support Officer

e Immigration Officer
Prerequisites

e  Application has been entered in AMS

o Application has been allocated to the appropriate case manager queue
Context

Once applications are receivéd via Immigration ONLINE and entered into AMS, Officers are:
e Required to.check and complete the data entry for the applications; and
e  Manually initiate triage and prepare for allocation.

Note: For best practice, it is recommended that support staff deal with all administrative tasks. However as this is not
practical for all offices, if tasks can be completed at a later stage, this is indicated in the detailed step description.



Steps

1. Open the AMS application
In the AMS Workflow Management screen:
o Select and double click the application.

The AMS application opens.

In the AMS application Summary tab:
o Check that the IGMS Application identifier is present

Note: If the identifier is not present, then it is not an ImmigratiogMONLINE application.
Then locate the application in the Document Management System.(DMS).

o Open DMS in a web browser

o Enter the AMS application number.(er other search criteria such as name); and

o Click Search.



+| 7= & sl s \
@)

~ Date Tendered y |
Case Mansger. [XC. Test20 =] | From [oomgzoie e Bieriin? Tota Apphcations: 13 o v
Total Tendered n
Locaton:  |AB Locations =] E—— | TowAccepted 0 |
Total Recommended 0 O
Type: |41 Cases w| | From [087Apc/2016 To [oerap02017 Close \
, Total Decided 2
BringUp / | Apphicant | AppiNbe GroupID | Apphcation Type | Priocity| Days | Date Date Status | Reasen o |
Apphcation) Snce |Tendered | Accepted
Date Tende: —
Test, SOP |20005142 3795 Visa, Visior, Genesal 2 16/Ma/2017| 16M2/2017 | D) Medm
Test, SOP | 20005173 |3795 Visa, Vistos, Genesal 17 | 20Ma/2017 N Medum
Test, SOP |20005174 [3795 Viea, Viskoe, Genecal 17 20Ma/2017 \ - Medam
Test, Test |20006203 |3795 Visa, Visor, General 13 24Ma W? DEC Medim
Viza, Vistor, General

Visa, Woek, Asyhum S
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2. Update the client profile

In AMS, on the Applicant(s) !@0
c@f e

o Doub client listed.
The AMS Client Profi een opens.
In the Client

% Update the tabs as necessary.

See SOP*Updating Client Profile in AMS for Lodgement.

Note: If you are unable to update the applicant’s client profile because the client is undergoing identity resolution, make a clear
AMS note stating this (‘IDME in manual resolution, unable to update IDME’) and continue to lodge the application.




3. Complete the Contacts tab

Determine whether any contacts need to be added for the application. Common contacts for a Straight to Residence Visa
include (but are not limited to):

o Adviser or Lawyer

o Employer (the applicant’s current employer or an employer who has offered. a role*to the applicant. This will be in
the application form, and there should be an employment agreement or letter from.the employer for all Straight to
Residence visa applications.)

Notes: It is important to correctly add any known or required contacts:

e To an application as it may impact the triage result.

e To the Contacts tab, so INZ staff who are not able to view the application may still appropriately discuss the application with
an authorised contact person e.g. an advisor, partner or employef,

e And advisors (if applicable) should have associated addfesses added in the Client Contact screen.

In AMS, on the Contacts tab

o Clickadd ¥l

The Add New Contact dialogue box appeatrs.

o In the drop-down box:
o Select the contactitype; then...
If... Then...

The contactds an adviser Gotostep 4

The contact is not an Gotostep 5
adviser

4. Contact is an adviser



If the contact is an adviser:

o Click Search Adviser.
The Search Adviser screen appears.

Use the adviser’s licence number to search for them, or

o If a licence number is not available, complete the fields, and
o Click Find, then

o From the search results, select the adviser; and

o In the Add New Contact screen, click OK.

Note: If the adviser is exempt from licensing, then the reasomtheytare exempt must be selected.
5. Contact is not an adviser

If the contact is not an adviser:

o Click Search Client.
The Client Search screen appears.

Search the contact in AMS. See SOP Search.a€lient in AMS, and then

o From the search result,\select the contact and

o In the Add New Contact screen, click OK.
After adding a contact, in tfie 'AMS Contacts tab, highlight and double click the contact to view the contact’s AMS client profile.

Update the contact/SJAMS client profile with any supporting information submitted with the application.

Note 1: If thexcaentact search in AMS results in no matching records, see SOP Create a new client ID in AMS.

Note 2; Jfyoware unable to confirm the identity of a contact (for example, there is no address information to
confirm'a client identity on AMS, or there are multiple employer results and not enough information is provided with
the application to be able to confirm which is the applicant’s correct employer), place a clear AMS note stating this
and continue to lodge the application.




6. Check documentation

In DMS, check that all the required documentation has been uploaded correctly for the application. See IGMSuser guide -
Locate and view Immigration ONLINE Application documents

Examples of documentation problems include:

o Scanned documents illegible
o Incorrect document uploaded, e.g. expired passport
o Documents uploaded not complete

If documents have been Goto Step 7

correctly uploaded

If documents have not Request the information from'the client. See SOP
been correctly uploaded Request additional information

Then go to Step 7,

7. Complete Health lodgement
Check if there is a health case warning imf\AMS.

Search in the Immigration Health System (IHS) to locate the health case with the relevant medical certificate for the visa
application. Refer to SOP Searehing for a Health Case in IHS, SOP Check the Health Case Status in IHS, and Check the Health
Assessment Qutcome.irrTHS.

In the Applicantsttab in AMS, enter the IHS Health Details (NZER or NZHR and Health Outcome if available). Refer
to SOP-Récarding Health Details in AMS.

Check if'the medicals in the health case meets the medical requirements for the visa application. Refer to SOP Checking Medical
Certificates in IHS. For example, if a valid General Medical Certificate is ASH under Residence, it can be accepted for a Straight to
Residence Visa.




Check INZkit Guidelines to decide if a medical referral is required.

Check the latest assessment notes or the outcome banner of the health case for details of the assessment conditions where
applicable. The outcome banner on the top of the health case will indicate if it is ASH for a particular visa,category. If it is
unclear, use full view to read all assessment notes. If there are no notes, then the medical certificate may’have auto-cleared.
Refer to FAQs - 'Auto-Assessed' health cases.

Client Assessed Temporary ASH
History Residence  ASH

Check the date the medical was ASH and if there is new health information on(the application, then determine if a new referral
may be required.

You may need to reopen the health case to reactivate it for the assessment and attach any new information. Refer to SOP » Re-
open a health case in IHS. Or if the Health Assessment Team (HAT).has requested to be informed when an application has been
accepted then you may need to release the health caselfrém on hold. Refer to SOP Release a health case from on hold in IHS.

Note: If the medical in IHS is being assessed for a Temporary visa application, then you will have to wait until that assessment is
completed.

Update the ‘Visa Details and Application Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral
Type) and Visa Details (Visa Category, Visa Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for
the new assessment. Refer to-SOP Update the visa details in a health case in IHS.

Unless the applicant was ASH for a General Medical Certificate under residence then a medical referral will be required if the
previous medical isflessthan 36 months old and any of the following situations apply:

If Then ...
The applicant was ASH without referral or ASH under Check the AMS Health Notes for any significant or abnormal findings.
Residence Review the latest assessment notes of the health case in IHS for




details. Refer to SOP Check the Health Assessment Outcome in IHS.

Were there abnormal findings?
Yes, go to Step 3 of this table
No, go to Step 9 of this SOP

The applicant was ASH under Temporary after referral

Retrieve medical certificate from‘previous application and refer for
Residence.

Review the latest assessment notes of the health case in IHS for
details. Refer:to. SOP*Check the Health Assessment Outcome in IHS.

Go to Step'8 of this SOP

The applicant was ASH without referral but AMS Health
notes includes details of abnormal findings

Retfieve medical certificate from previous application and assess
against INZkit referral guidelines (FAQs - Re-open health cases in
IHS, http://inzkit/publish/globalprocessmanual/#71168.htm) to
determine whether referral is required for Residence

Review the latest assessment notes of the health case in IHS for
details. Refer to SOP Check the Health Assessment Outcome in IHS.

Is a referral required?
Yes, go to Step 8 of this SOP
No, go to Step 9 of this SOP

8. Refer health case to,HAT

Where applicable;refer the Medical Certificate to the Health Assessment Team (HAT) by re-opening the health case in IHS. See

SOP FRe‘epen a health case in IHS.

Update the ‘Visa Details and Application Details’ tab in IHS with the AMS information (AMS Client ID, Referral Note and Referral
Type) and Visa Details (Visa Category, Visa Type, and Intended Length of Stay). Add in a ‘Referral Note’ with what you need for
the new assessment. Refer to SOP Update the visa details in a health case in IHS.




If the health case was previously assessed as ‘ASH with conditions’ and the client has provided further medical tests, then attach
any relevant medical tests to the health case. Refer to FAQs - Add attachments to a health case.

Create a note in AMS e.g. ‘Medical for [name] referred to MA [today’s date].’
9. Request third party check — NZPC

Determine whether the client (as well as all included secondary applicants) requires a New Zealand Police Certificate (NZPC)

Check type Note...

New Zealand Police Certificate (NZPC) For a Straight to Residefice Visa, a New Zealand police certificate is required for clients
who are aged 17 andhave'spent a total of 12 months or more in New Zealand at the
time their applicatigntis lodged. Existing, current NZPCs that are less than six months
old at the timeithe Straight to Residence application is accepted can be used again.

Noteé: Clients who have never been to New Zealand do not require an NZPC.
If the client requires a NZPC, then request one using the Police Intelligence Check (PIC)
portal.

10. Check against Specialist Assessmient Team (SAT) rules
See IAC 21 Restricted 01 for instructions on when to make SAT referrals. In general, a SAT referral at lodgement stage is needed
in the following cases (butseg the IAC for more details):

o Mandatory first tier assessment (nationals of several countries)

o CP(concerns

If a refefrallis’mot required, skip to step 13.
Note: Support officers do not need to consult the risk indicator guides (RIGs) to see if a referral to RAT is required. This will be

the task of the immigration officer at a later stage.
11. If SAT referral needed, check for complete information.




If a case requires a SAT referral, confirm that the INZ1200 questions have been answered for each of the adult applicants. If they
have not, request the applicant(s) to upload INZ1200 or any missing information into their IGMS application.

See SOP Requestion additional information

Note: The IGMS form should, in most cases, ask the INZ1200 questions of the principal applicant autematically. For
non-principal adult applicants, the IGMS form will ask them to upload the PDF version of INZ1200 into IGMS.
12. SAT referral needed (cont’d) — Email SAT and change location in AMS

If the case needs SAT referral, email xxxxxx@xxxx.xxxx.XxX___ with the subject line GREEN LIST Mandatory 1st Tier SAT
assessment: AN xxx

Use the SAT email referral template below when making the referral:
Email referral template:

On/Offshore

App number

Visa Type Residence

Name

Citizenship

University Qffshore
attended

Employer




Area of

Employment C’)\'

Job Title 0
O

Continue lodging the application. ’\\
Record AMS notes as appropriate and change the AMS location of the file to ‘SAT R(@( . Go to step 13.

13. Request third party check if required — National Security Check (NS

principal applicants) requires an NSC.-
If it is required, follow the

1. Determine whether the applicant (as well as all inclu

instructions in this table. (Otherwise go to step’l'.N

lf ey

g

The IGMS form asked the INZ1209 or IN26®‘ Secton6(c)
questions 0
AND 0

The applicant(s) answererg t the 1209
is: Education,

questions completel (%
Employment, ar@@qry history is complete
with no signifi imeline gaps)

A
The IGMS form did not ask the INZ1209 or Request the applicant(s) to upload INZ1209 into IGMS. There is no need for a
INZ1200 questions support officer to wait for a response, as the processing office will monitor




The IGMS form asked the INZ1209 or INZ1200 Request the applicant(s) to fill in the missing gap(s) in.the timeline and to
guestions upload that information into IGMS. There is no needfora support officer to
BUT wait for a response, as the processing officewill monitor

The applicant(s) did not answer the 1209
guestions completely (that is: Education,
Employment, and Military history is NOT
complete, i.e. has significant timeline gaps)

2. Record a note in AMS of the action(s) you took in step a) above. Copy any email you sent to the applicant into
AMS.

Note: The SAT and NSC steps above need¢ode undertaken regardless of whether the principal
applicant has a pending or recently décidedywithdrawn residence application in which these steps
were completed, or even where am NS€or SAT result is recorded.

14. Complete the Lodgement screeh

In AMS, on the application Summary tabs

+
o Click Process-hodgement il
The Lodgement screen appeatrs:
o Complete all of the Lodgement Questions and the Data Entry Questions sections, and then
o Click’OK.

Note: If any requirements have been waived, follow the screen prompts to add the required explanation.

If the application landed as ‘Accepted’ a CRisM risk assessment must be manually initiated once data entry is complete.

Notes:
e Itisimportant to complete the Data Entry Questions section because the information entered may have an




impact on the triage result.
e Ensure that the applicant’s occupation is accurately recorded in the ‘Occupation’ field

e For applications that have loaded as ‘Tendered’ please make sure all the Lodgement Questions are ticke<b\,
either Yes or Waive.

For spphcart : Test Test \
Lodgement Quests \
No | Yes | Waive | To Follow | Desciption | @
= Suned and comgieted apghe shon fom @

Passport sze photogragh(s)
Vahd passport, ravel document o other identlty document

hrny e O‘
e 0

- Data Entry Questions 2 O
Dusation of ntended stay C ¢mBmonthe  >6mortheand <= 12monthe & D1 \
Is the apphcant fom & TB nsk county?

aaaacicl
U999 q
aaaacit
w (| (|

Y
Has the apphcant spert 3 morths o mose in the past frve pears in & TB sk country? C Y
Is the apphcant pregnant? Yes (* No
Is an leneragration Adviser acting on behall of this applcahon? ez  No
Occupaton == |
Employer Il

__on | Heath | [Foeiin] ok | Coce |

15 y triage the application
After %eting the data entry for the application, manually triage the application (i.e. Initiate a risk assessment).



F=lS4%| Dbl # 2] B Hiel +lalo/w|x|5|

Bock_ |

llu Visitor, General

00.00

Case Manages FWEW

Type : Location : FdAlocM
Date Tendered : 1/Ap0/2018 Date Accepted: FIIMIZGIG
Date Decided : | DabCuwbud:'

Decision I

e
x|

o

_ Summaey | Aopbcantis)| Feez| Cortact: |

Ready [ | At Trad is OFF

| DB = amstranch

This is because the ahﬁ%n should be re-assessed because of the

updates that have been made.

Note: Tri
the a
To man

process.
lly initiate triage, on the Application Summary tab:
o Click Initiate Assessment.

be manually initiated whenever updates are made to the application and / or client throughout



@8 AMS - [Application Details]

ile dit l Help
Hrl-lel4ix il 2l 2l B Hel HElmlE e |

TR EET Q ?s

See SOP Working with an application’s risk assessment. @0\\
Also, to make sure the most up-to-date triage results are viewed, refresh the scm‘&Q

&

(Straight to Residence and Work to Residence applications areW@\ed above other skilled residence applications)
y_ 3

o Pressing the F5 key on the keyboard.
16. Check if application meets allocation priority criteria

If Then... ‘{‘\\U‘

The application meets In AMS Workf et the priority of the client’s application to ‘Y’
criteria for high priority

6 I Client Notes
o0

@\ Application Notes
Q\ Bringup Notes
Select Reasons




Then go to Step 17

The application does not Go to Step 17
meet criteria for high
priority

17. File transfer

Once everything is completed, transfer the application to the appropriate queue in ANS

Note: Do not transfer the application directly to SAT if a SAT email referral hasibeen made during lodgement.

Responses to the SAT email referral will be handles by the branch processing,the application.
End



Lodge Victims of Family Violence work visa

DATE PUBLISHED: 5 APRIL 2023
Classification: Unclassified

When to use

When lodging a Victims of Family Violence (VFV) work visa application (Immigration Instructions W17).

Role
o Support Officer (SO), or
e  Technical Advisor (TA), or
o Immigration Manager (IM)
Steps

1. Receive VFV work visa application

Receive paper application.

2. Complete data entry and lodge application
o Check mandatory lodgement requirements, including for health and character.

o Complete all lodgement activities, answer lodgement questions, and lodge the application. See SOP Lodge application

(temporary; paper).

o Ensure client passport details, family tab and client contacts are completed. See SOP Update a client profile in AMS for an
application.

Note: If applicant has not provided mandatory lodgement documents, discuss with TA/IM. Refer to table below.

If... Then...




The application does not meet mandatory SO must speak to TA/IM to discuss whether it is appropriate to

lodgement waive any documents
Go to Step 3
The application meets mandatory lodgement Go to Step 3

requirements

3. Manually triage the application and assess risk

Manually initiate a risk assessment by clicking ‘Initiate Assessment’. See SOP Workingswithian application’s risk assessment.

Note: Triage should be manually initiated whenever updates are made to thew}ion and/or client details throughout the
application process. . ,\\

Electronically transfer application to the Hamilton Office+~5ee'SOP How to Electronically Transfer Applications in AMS between Offices.

4. Transfer lodged application to Hamilton Office

END



Lodge an application for a visa under the Special Ukraine Visa Category 2022

Date Published: 5 APRIL 2023
Classification: In-Confidence
When to use

When an applicant has been issued with an Invitation to Apply (ITA) under the Special Ukraine Visa Category,2022,and has sent their application form (INZ

1372) to the Special Ukraine Applications inbox within four months of the ITA issuance.

Note: Applicants are not required to provide medical or police certificates under this category.

Role

o Support Officer (SO)

Steps

1. Application received by the National Docuiméntation Office (NaDO) in Special Ukraine Applications inbox
2. Check that the correct form has been provided and has been completed fully in English

If Then
Yes o Go to next step
No o SO to request via email that the correct form be fully
completed
o Continue to next step once received
3. Raise application(s) in AMS
o Look up nominated family member in AMS.

o Locate client IDs for family members included in ITA/application and raise individual applications in AMS for each applicant.



If Then

Applicant o Raise the application under: ‘Visa, Work, Ukraine 2022’ Q:)\,

is aged v

16 years (\
L

or older \30

O\

\ )
o Raise the application under: ‘Visa, Student, U ah%&'

Applicant

; d . . . Nt

IS age Note: For guidance on how to raise an appllcatm\(k SOP Tender

15 years an application in AMS (Tender an application th

or below AMS, http://inzkit/puinsh/gIobaIprocess?m@)’index.htm#65918.htm).
\ 2

&
4. Complete ‘Contacts’ tab Q‘
o Add both the New Zealand supportin ily member and the sponsor to the ‘Contacts’ tab:

=  The New Zealand @ing family member must be added as ‘Contact (Other)’.

A~
(&/ Zealand supporting family member and the sponsor may be the same person. In this case, they must

Note: Q
b x ed in the ‘Contacts’ tab twice, as ‘Contact (Other)’ and ‘Acceptable Sponsor’.
5. Che 200 form needs to be completed

To determine whether or not applicant (and any non-principal applicant) needs to complete INZ 1200 - Additional Information Form:

o Consult the RIG; and



o Section 6(c)

If Yes

o Applicant must complete INZ 1200 -

A person included in the application requires
Additional Information Form

a RIG-check and/or NSC

o SO to send form to applicantvia email
and request it be completed in English and
returned. See SOP Request additional
information

o When completedform is received, file in
MAKO folder, farapplication, as outlined in Step 7

o Continue to next step

No one in application appears to require a © Go to next step

RIG-check or NSC

6. Manually triage the application and assess risk

Manually initiate a risk assessment by clicking.nitiate Assessment. See SOP Working with an application’s risk assessment.

Note: Triage should be manuall@iMwhenever updates are made to the application/s and/or client details throughout the
application process. O,

7. Transfer EOI application’to Hamilton Office

o) Save a copy of the email containing the application in the designated Mako folder: Special Ukraine Visas Applications. Name

theé MAKO folder either the application group or application number (if only one application).
o Transfer the application to ‘Queue, Ukraine Applications’ in the Hamilton Office. Refer to SOP How to electronically transfer
applications in AMS between offices.

o Rename the application email in the inbox to the AMS application number using this guide.



Move the application email to the ‘Complete’ folder in the inbox.

END



Lodge Recovery Visa for the Extreme Weather Events Recovery, and associated partners and dependents

Date Published: 5 APRIL 2023
Classification: In-Confidence

When to use

When lodging a Specific Purpose Work Visa (known as Recovery Visas), and associated dependents, for the Extreme"Weather Events Recovery (Immigration

Instructions WS2.1.1(n)).

Role

e Support Officer (SO), or

e Immigration Manager (IM)

Related Resources

Visa Pak 540 — Response Visa supporting the Recovery from the 2023 Extreme Weather Events

INZ 1377 Recovery Visa - Employer Supplementary Form (ESF)

Steps

1. Receive Recovery Visa.application (and any associated dependents) allocation
o Open,application in IGMS and view INZ 1377 Recovery Visa - Employer Supplementary Form (ESF), and other supporting

documents.

If... Then...

o Identify if the client has provided a INZ 1377

The client has submitted the Specific Purpose or Event
Recovery Visa - Employer Supplementary Form (ESF)

Work Visa and chosen the "Other" field for sub-category.




or provided any information stating the application is
related to the recovery. \
o Continue to Step 2.
The client has not chosen the "Other" field for sub- Do not proceed. See SOP Lodge application (o@
category and there is no other indication the application | gND.
is related to the recovery.
2. Lodge application
o Complete all lodgement activities, answer the lodgement quest dge the application. See SOP Lodge application
(online)
o Review application information for lodgement requwe&&lGMS user guide - Locate and view Immigration ONLINE
Application documents \
Ensure the Specific Purpose application is submitted with: K&\O
o Copy of passport
o Photo
o INZ 1377 Employer Su @ tary Form (ESF)
o Full medicals CXR (if required)
o Character, éates if stay exceeds 24 months in New Zealand (if required)

3. Complete data en

@ﬁ client passport details, family tab and client contacts are completed. See SOP Update a client profile in AMS for an

Link any dependent applications to the primary Recovery Visa application




e ——— 's
= o

(o)
. Q

Sk Tk 9V et

4. Complete lodgement AMS data entry for Employer and client occupation

Visa - Employer Supplementary Form (ESF) submitted by the

Information required for the steps below are found in the INZ 1377 R
*

applicant.
o Ensure employer is added to the co — search the employer on AMS using the correct business name and/or NZBN

number provided on the INZ 1377 Employer Supplementary Form (ESF)

o Ensure AMS employer ID @correct NZBN number recorded.
Add ANZSCO code t ccupation on the Determination tab




Noarh | T vt |

r——— oG
fa\OQ
[pavm s ‘(Q

et | = Lorcel
o Add appropriate location of client’s occupation to Region f&Qent on the Determination tab

o \ @Other for Specific purpose or event on the Determination tab

Q<



SPET
YPE

@ <clect Special Purpose or event X O\'

Select a special purpose or event Q ?‘

| Other i
Comments GQ(Q@&}

5. Request NZPC (if required) : e‘
o Determine if NZPC is “ )

o Submit requeﬁ through the portal. See SOP Submit third party request - NZPC.

6. Request a National Securj

k (NSC) (if required)

“ Then.

But the

information; or forms have not been provided information

MS form does not contain all of the necessary Then request the information from the client. See SOP Request additional

Note: Check a full chronological timeline (no gaps)




END.

education, employment and military (if applicable) history
from the date/year that they left secondary/high school,
e.g. tertiary education onwards (approx. age 18).

And the IGMS form does contain all necessary information; o  Ensure Application Formeer NSC form is completed in full.
or forms have been provided o Afull chronological timelife (no gaps) education,
employment and miilitary (if applicable) history from the
date/year that'they left secondary/high school, e.g. tertiary
educatioh enwards (approx. age 18).

o Section 6(c)
QS

7. Manually triage the application and assess risk
o Manually initiate a risk assessment by’clickinginitiate Assessment. See SOP Working with an application’s risk assessment.

Note: Triage should be manually initiated.whenever updates are made to the application and/or client details
throughout the application process:

8. Transfer lodged application to Christchurch-Office

Electronically transfer applications to'thé.Christchurch Office to ‘Queue, RecoverySPWV’. See SOP How to Electronically Transfer

Applications in AMS between_Offices.

Note: This includes all asseciated partner and dependent applications, including those where the main Recovery Visa
application has been already decided.




Lodge application for a Partner of a Worker Work Visa (ESWV or AEWV)

Date Published: 30 MAY 2023
Classification: In-Confidence

When to use

When lodging a work visa application for the partner of an ESWV or AEWV holder.

Role

e Support Officer (SO)

Steps

1. Receive application
o Open the application form and supparting documents.

o Ensure the application is submitted with the required documents:

Note: The requirement to providesmedical and police certificates has been removed for applicants who are in New
Zealand and are applying for'a Work visa based on their relationship with an ESWV holder, and who have provided
medical and police certificates to INZ with a previous visa application. Refer to A4.25 and A5.5.

If the request is The following should be provided
submitted




Online (through IGMS) o  Copy of passport for both the applicant and supporting partner (SP)
o  Photo of the applicant (head and shoulders)

o INZ 1146 - Form for Partners Supporting Partnership-Based TemporaryEntry
Applications

o  Evidence of the applicant and SP’s relationship
o  General medical certificate and chest x-ray (if requifed)

o  Character certificates if stay exceeds 24 months in New Zealand

By paper o  Original or certified copy of passports for both the applicant and supporting partner
(SP)

o  Two passport-sized photographs of the applicant’s head and shoulders
o INZ 1198 -Partnership-Based Temporary Visa Application form

o INZ 1146 -Form for Partners Supporting Partnership-Based Temporary Entry
Applications

o, \Evidence of the applicant and SP’s relationship
o  General medical certificate and chest x-ray (if required)
o  Character certificates if stay exceeds 24 months in New Zealand

o Fee

2. Complete data.entry in AMS

Ensureithe applicant’s passport details, family tab and client contacts are updated. See SOP Update a client profile in AMS for an application

3. Create and lodge application in AMS

The application will need to be created under one of three application types. To find out which application type should be raised:



o If IGMS application: check what the applicant has ticked under ‘Visa details’

o If hardcopy application: check what has been ticked at B8 of the Supporting Partner form (INZ 1198)
If applicant is the Then lodge application as
Partner of an ESWV holder Visa, Work, Partner of a Worker

Partner of an AEWV holder earning twice the median wage or | Visa, Work, Partner of AEWV=0pen
in a Green List role

Partner of AEWV holder earning less than 2x the median Visa, Work,®Partneriof AEWV - Conditional
wage and not in a Green List role

Complete all lodgement activities, answer lodgement questions; and lodge the application. See SOP Lodge application (temporary, paper). If

the SP has a pending ESWV or AEWV application, ensure it is/linked to this application using the link icon

4. Request New Zealand Police Check (NZPC) (if required)
o An NZPC is required for applicants who have lived in New Zealand for at least five years (in one stay or intermittently) since

attaining the age of 17.

o If applicant requirestan NZPC, request using the Police Intelligence Check portal. See SOP Submit third party request - NZPC.

5. Check against Specialist AsSessment Team (SAT) rules

o If an‘application has triggered SAT rules, a flag in AMS would have appeared when the application was created.
o If @ dialogue box appears, consult with a Technical Advisor as to whether to refer application to the SAT
o See IAC 21-RESTRICTED-01 for instructions on when to transfer to SAT.

If SAT transfer is Then

Required Follow transfer instruction outlined in IAC




END

END

Not required Go to next step

6. Check if National Security Check (NSC) is required

Determine if NSC is required — Se€tion'6(€)| and IAC 21-RESTRICTED-01.

If Then

Applicant requires NSC If application is hard-copy: applicant must complete INZ 1209 - National Security Check Form
Send form to applicant. See SOP Requestiadditional information

If IGMS application, there is.no deed\for applicant to complete INZ 1209 as IGMS application form
contains the information required for NSC

Continue to next step

Applicant does not appear to Go to nextrstep
require an NSC

7. Manually triage the application and-assess risk

Manually initiate a risk assessment by clicking ‘Initiate Assessment’. See SOP Working with an application’s risk assessment.

Note: Triage shouldyb€ pranually initiated whenever updates are made to the application and/or applicant’s details throughout
the applicatienyproeess.
8. Transfer.lodged application

Electronically transfer application to the Hamilton Office, unless advised to transfer to a different office by Technical Adviser or Immigration
Manager. See SOP How to Electronically Transfer Applications in AMS between Offices.









