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p u r p o s e
We link social and economic issues to enable people to develop
and utilise their potential for the advantage of themselves and
New Zealand.

m i s s i o n
Wired for Work and Wellbeing.

v a l u e s
• Customers and their needs:

We are responsive to our customers through listening, 
understanding and acting. We work in partnership with our 
customers to achieve high quality results.

• Taking and giving responsibility:
We are all responsible for our actions and the outcomes
we achieve.

• Excellence and continuous development:
We encourage learning and development which supports 
and motivates us to achieve results.

• Diversity for the strength that it brings:
We appreciate and encourage difference.

• Working together:
We support and encourage each other and share our successes.

p u r p o s e ,  m i s s i o n ,
v a l u e s  s t a t e m e n t

Department  of  Labour
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p u r p o s e
The purpose of the New Zealand Immigration Service (NZIS) is

“To manage immigration for national advantage”.

m i s s i o n
To be the best Immigration Service in the world.

v a l u e s
The New Zealand Immigration Service’s values are captured in the
phrase “Service with integrity and respect”. These words are based
on the following principles:

• Service:
Ensuring every customer’s service encounter is a positive 
experience.

• Integrity:
Demonstrating honesty, fairness and confidentiality in all our 
dealings.

• Respect:
Having regard for ourselves and others.

p u r p o s e ,  m i s s i o n ,
v a l u e s  s t a t e m e n t

New Zealand
Immigration Service

Immigration Service
Te Ratonga Manene

New Zealand
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This Code of Conduct (the Code) is to assist you, as an employee
of the New Zealand Immigration Service (“NZIS”) and therefore  of
the Department of Labour (“DoL”),(“the Department”), to know and
understand the standards of integrity and behaviour that we, as a
Department, consider essential.

The examples given are for your guidance. However, they do not
cover every eventuality.

s t a t u s
The Code applies to all NZIS employees of the Department, including
temporary and locally engaged staff working offshore.

The Code incorporates minimum standards required of public service
employees as set out in the State Services Commission Code which
all public servants are expected to observe.

The Code is in accordance with legislation applying to public
servants generally (State Sector Act 1988) and with legislation
applying specifically to NZIS employees (Immigration Act 1987
plus amendments). It is also consistent with the Department’s
Employment Agreements.

i n t r o d u c t i o n

intention
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In respect of offshore employees, it is consistent with the MFAT
Code of Conduct. Sections 2.3 to 2.12 and 2.23 of that Code are
not replicated in the NZIS Code, but continue to apply to the
Department’s offshore employees.

Behaviour or actions that are found to be in breach of the Code
may result in disciplinary action against the employee concerned.

g u i d i n g  p r i n c i p l e s
The Code has three guiding principles which apply to all public
servants. As a public servant, you are expected to:

1. fulfil your lawful obligations to the Government with 
professionalism and integrity.

2. perform your official duties honestly, faithfully and efficiently, 
respecting the rights of the public and your colleagues.

3. not bring the public service into disrepute through your private
activities.

Good judgement based on integrity, honesty and openness to scrutiny
is required in applying the Code to any situation you face.

If you are concerned about your own, or others’, ability to abide
by any aspect of the Code, please discuss it with your manager.
Disclosure is very important.

If you require any further explanation as to the contents of the Code,
your manager or Human Resources will be able to help you.
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c o d e  o f  c o n d u c t  f o r
N Z I S  e m p l o y e e s

performance of duties
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As an employee of the Department I have a responsibility to carry
out my duties to the best of my ability, respecting the rights of others
and avoiding behaviour which may impair my effectiveness.

I will:

• obey the law, including the laws and regulations of any country
in which I am working

• obey all lawful and reasonable employer instructions and work
as directed

• undertake my duties in accordance with the legislation 
administered by the Department

• be honest, fair, impartial, competent and efficient in the 
performance of my assigned duties

• act with integrity in all matters, and show respect and courtesy 
to all colleagues and customers

• abide by NZIS, Department of Labour and Government policies
and procedures

• not discriminate against or harass any colleague or customer on
the basis of sex, sexual orientation, marital status, colour, race, 
age, ethnic or national origins, political opinion, employment 
status, family status, ethnicity, disability, religious or ethical belief

• practice the general principles of equal employment opportunities
within the Department to ensure a supportive working environment



• keep required hours of attendance and be absent from the 
workplace only with proper authorisation

• contribute to maintaining a workplace which is both healthy and
safe for myself and others

• not allow workplace relationships to adversely affect the 
performance of official duties

• not harass, bully or otherwise intimidate any colleague or customer

• notify my manager of any special health circumstances which 
may reduce my ability to perform my duties

• respect the cultural background of colleagues and clients in all
official dealings and

• avoid behaviour which might endanger or cause distress to my
colleagues, or otherwise contribute to disruption of the workplace.

7s e r v i c e  w i t h  i n t e g r i t y  a n d  r e s p e c t



In conducting activities under the Immigration Act, employees of
the Department are bound to act in accordance with the legal
provisions of the Act, and Regulations and Government Immigration
Policy made under the Act.

However, within that legal framework, there is considerable provision
for the exercise of discretion at various levels and on the administrative
procedures to be followed.

It is important that the way in which this discretion is exercised, and
the administrative procedures and instructions followed by officers
involved in these activities, be demonstrably consistent not only
with the letter of the law but also with the spirit and relevant
principles endorsed by the Government.

Set out below are some general principles and policy drawn up by
NZIS to guide officers in fulfilling their responsibilities under the
Act. They include:

• undertaking activities without any discrimination in respect of 
the person’s nationality or ethnic origin, and ensuring that all 
administrative procedures for dealing with persons unlawfully in
New Zealand are applied in a consistent manner

• taking into account the individual circumstances of each case so
that the action proposed is seen to be fair and reasonable

• ensuring that the person concerned has a clear understanding of
his/her rights and obligations and, where any doubts exist about
the person’s understanding of the English language, that the 
services of an interpreter be engaged
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exercis ing immigration duties



• conducting physical enquiries or serving removal orders

i. (at residences) only between the hours of 7.00am and 9.00pm
so long as the time of the visit or service is reasonable 
in the circumstances, and

ii. (at workplaces) at any time that the workplace is in operation
so long as the time of visit or service is reasonable in the 
circumstances. Weekend visits are permitted within the 
working hours of the business, and

iii. (at workplaces which are also residential premises) between
the hours of 7.00am and 9.00pm. Visits outside of these 
hours to locations which are both residential and business 
premises may only be made where approval has been sought
and obtained from the Office of the Minister of Immigration.

• ensuring that the arrangements associated with the removal of 
persons in New Zealand unlawfully are conducted in a humane
manner with due regard for the individual’s dignity.

In fulfilling responsibilities in relation to activities, and in administering
the Immigration Act 1987 and its associated Regulations, immigration
officers must also adhere to the principles of fairness and natural
justice.

It is essential that officers conducting compliance and
enforcement activities make a contemporaneous record of all action
taken so that there is a written record of every stage of the proceedings.
Ideally, officers should draw up a job sheet for each individual and
record on that job sheet what action has been taken and when it
was taken.
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conflict  of  interest
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I recognise a conflict of interest arises when personal interests
compromise, or are seen to compromise, my responsibilities to
NZIS and/or the Department. Formal disclosure of any actual or
potential conflict of interest is important. My manager will decide
on the best course of action to take.

I will:

• have the highest standards of integrity and be beyond reproach,
in any situation where a conflict of interest may arise or where 
there could be the appearance of such a conflict of interest

• ensure there is no bias, or perception of bias, in my
decision making

• tell my manager if my NZIS duties within the Department involve
matters in which I have either a private, family or business 
connection before taking any action in respect of that matter

• notify my manager, at the earliest possible stage, if I intend to 
seek future employment as an immigration advocate

• notify my manager if I have personal, financial or other 
circumstances which may affect my responsibilities to
the Department

example: while working offshore, I enter a relationship which 
creates a potential conflict of interest, or which may offend, or 
appear to offend, against local laws, customs or acceptable 
standards of behaviour.



gifts  and favours
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I recognise that the acceptance of gifts and favours - whatever their
nature and value - may be, or be seen to be, an inducement that
puts me under an obligation to a third party. This may compromise
both myself and the Department. I understand that, as a general
guide, gifts or favours will not be accepted except in circumstances
where it would be offensive or culturally insensitive to decline.
It is the responsibility of my manager to make that decision.

I will:

• not personally accept any gifts or favours NB: gifts and favours 
include offers of hospitality such as lunch invitations, flowers, 
chocolates, air points, discounted travel or other incentives

• report the delivery or offer of such gifts or favours to my manager
who will decide whether to accept the gift or favour

• ensure the details of all gifts or favours accepted, and the method
of disposal, are entered into a register kept for that purpose

• agree to any such gifts accepted becoming property of the 
Department unless or until my manager decides otherwise.



use of knowledge and influence
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As an employee of the Department, I have access to knowledge of
laws, procedures, activities and systems which may personally
benefit myself and others. My use of this knowledge, and the
influence it may give me, will be beyond reproach, open to the
closest scrutiny and comply with the Privacy Act 1993.

I recognise that information created during the relationship with the
Department belongs to the crown.

I will:

• ensure privileged information gained as an employee of the 
Department is not used for my own or any other person’s financial
or other advantage

example: directing migrants to businesses or agencies connected
with friends or relatives (e.g. immigration consultants, lawyers, 
real estate companies)

• not use my position as an employee of the Department to obtain
information not normally available to me except as required in 
the course of my employment.

example: accessing immigration records of friends or 
acquaintances not connected with my work

• use information only for the purpose(s) for which it is collected

example: accessing an airport manifest for personal reasons.



confidentiality
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The Department complies with the provisions of the Privacy Act
1993. I therefore recognise that information concerning customers,
and other employees of the Department, must be treated with the
utmost confidentiality.

I will:

• not, without my manager’s approval, access a file on behalf of 
friends, family or any other person with the purpose of releasing
information other than that normally available to them

example: accessing a customer’s file at the request of an employer
and advising whether the applicant is to be granted residence

• respect the privacy of individuals when dealing with personal 
information

• treat any work I do for the Department with care and confidentiality
both within and outside the Department

• take reasonable care to ensure the Department’s information is 
not available to non-authorised people

example: not allowing tradespeople on the premises at night 
without authorisation and/or supervision.



system security  and use
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With the increasing use of technology within the Department,
I recognise that the integrity and security of our systems is vital.

I will:

• keep my user password confidential.

NB. Any requests for my password - i.e. when going on leave 
and for practical reasons access to my PC is required - will be 
authorised by my manager. My password will be changed 
immediately upon my return

• not leave a record of my password anywhere where someone 
else may see it

• not allow anybody to use my logon or to use someone else’s 
logon

• not use the Department’s computer systems in a way that will 
knowingly corrupt or disrupt their normal operation

• only enter data against a person's record that is known to be true
and correct

• only introduce authorised software or hardware, or continue to
run authorised software, at any of the Department’s premises

example: privately obtained software which introduces a computer
virus to the Department’s systems

• always access, or attempt to access, machines or networks by 
authorised means

example: not using unauthorised dial-in modems



• use information related to the Department’s systems for authorised
purposes only

• keep social and personal use of email, internet and intranet to 
a reasonable level and use it for reasonable purposes

• ensure, when transmitting any information by email, internet or
intranet, that I will meet my personal obligations and any 
obligations of the Department  such as the Privacy Act, Official
Information Act and the Copyright Act

• ensure when using email, intranet and internet, that I will neither
distribute, publish, produce or transmit profanities, obscenities 
or pornographic material, nor intentionally seek to access material
containing profanities, obscenities or pornography or any content
likely to be a nuisance to or offend other staff or third parties

• abide by the Department’s guidelines for use of Email, Intranet 
and Internet HR policies

• report any breaches of the Code that I become aware of to my 
manager or to such other person as provided pursuant to the 
Department’s policy established under the Protected Disclosures
Act 2000.
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purchasing and tendering
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Any actions I take on behalf of the Department in purchasing or
tendering for goods and services will not be influenced, or be seen
to be influenced, by my private interests.

I will:

• not create any liability on behalf of the General Manager beyond
my delegated authority

example: authorising an invoice for an amount which exceeds 
my financial delegation

• purchase goods or services for the Department impartially and 
in accordance with the standard procedures

example: not negotiating a private purchase with one of the 
tendering companies while receiving tenders for a contract for 
the Department

example: disclosing any personal or financial interest in a company
I am dealing with on the Department’s behalf.



NZIS property
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As an employee of the Department I recognise that I have a
responsibility to treat the Department’s property with care and to
use such property in an official capacity only

I will:

• use the Department’s property for authorised purposes only

• treat the Department’s property with reasonable care and use it
reasonably and economically

• not remove the Department’s property from the workplace without
proper authorisation

example: borrowing money from the day’s takings overnight 
intending to replace it the next day

• return all the Department’s property if I resign or leave the NZIS

example: returning all keys, warrants and access cards.



drugs and alcohol
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As an employee of the Department I carry out my duties responsibly
and professionally.

I will:

• not work while affected by alcohol, drugs, or other intoxicants 
or while my ability to work competently and safely is affected 
by the use of medication

• not drink alcohol on the Department’s premises except for official
or other functions authorised by my manager

• advise my manager if prescription drugs may impair my 
performance.



other paid employment
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As an employee of the Department I have a responsibility to carry
out my duties to the best of my ability and avoid behaviour which
may impair my effectiveness.

I will:

• if contemplating taking secondary employment, or engaging in 
another business activity, consider whether the other employment
or business activity could in any way:

- conflict with my duties in the Department

- compromise my duties in the Department

- impair my performance as an employee of the Department

- compromise my integrity as an employee of the Department

• consult my manager before taking secondary employment or 
engaging in another business activity and not undertake such 
secondary employment or business activity which, in the opinion
of my manager might conflict with my duties in the Department.

• if seconded offshore, consult my manager in advance of my 
spouse, partner or other family member taking up local 
employment or engaging in local business activity.



personal  act iv i t ies
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My personal activities - both private and public - will not
discredit the Department in its relationships with either the
Government or the public.

I will:

• take the following into consideration when deciding whether my
personal activities, and those of my family members, bring the 
Department into disrepute:

- the nature and circumstances of the activity

- my position, duties and responsibilities as a Public Servant and
employee of the Department 

- the consequences of the activity on my ability to fulfil my duties
and responsibilities to the Department

- the effects of the activity or its consequences on the Department’s
relationships with its customers, Ministers, or the general public

pol i t ical  neutral i ty

As an employee of the Department I will remain impartial and
without political bias in my work.

I will:

• ensure all advice and information to or for the Government is 
delivered with the highest integrity and impartiality, regardless 
of my personal views.



political participation
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I recognise that participation, both in New Zealand and offshore,
in a private capacity in a political party, or in political matters,
should not conflict with my obligations to serve the Government
in a politically neutral way while an employee of the Department.

The Electoral Act 1956 provides that a public servant intending to
stand for Parliament take annual leave, or leave without pay, from
the closing date for the nomination of candidates. Should I stand
for Parliament I understand that my manager may decide I should
take leave prior to this date because of a potential conflict of interest.
If elected to Parliament, I understand that I will be considered to
have resigned from the Department and if not elected I can resume
work on the first working day after polling day.

I will:

• if planning to stand for office on any political, public or voluntary
body, discuss this with my manager before taking any action to
ensure no conflict exists with my responsibilities as a Public 
Servant and an employee of the Department. If a conflict is seen
to exist I am prepared to not stand, resign any position already 
held or possibly to resign from the Department

• discuss any intention to stand for Parliament with my manager

• not participate in any political activity in a foreign country when
seconded overseas.



private  comment
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I understand that employees of the Department have the same right to
comment on matters of public policy as private individuals. However,
I also have a duty not to compromise the Department by public criticism
of, or comments on, policies with which I have been professionally
involved or associated.

I will:

• make it clear to others when I am commenting as a private individual

• ensure that my contribution to any public debate or discussion 
on policy matters maintains the discretion and neutrality 
appropriate to my position

example: not revealing information which was not already known 
by, or available to, the general public

example: not criticising, or offering alternatives to, a proposed 
or actual Government policy or programme of the Department

example: not speaking personally purporting to express a view of
the Department

• if wishing to make comment to the Minister about matters 
concerning the Department, address my comments in the first 
instance to the General Manager, NZIS.

I will not:

• in the course of any discussion reveal any information gained in 
the course of official duties where this was not already known 
by, or readily available to, the general public.

• criticise, or offer alternatives to, a proposed or actual Ministerial 
policy or programme of the Department, or that of any other Minister
with which I am professionally involved

• purport to express or imply a departmental view, rather than 
clearly expressing a personal view only.



media comment
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I recognise that only certain authorised employees can respond to
media requests for comment on policy matters, or their
implementation or administration by the Department

I will:

• not discuss the Department’s business or release the Department’s
material to any member of the news media unless I am authorised
to do so

• not publicly comment on the policy of a foreign government 
while seconded offshore unless I am authorised to do so.

release of  off ic ial  information

I recognise that official information, whether issued under the Official
Information Act 1982, the Privacy Act 1993 or under other statutes,
may only be released outside the Department by those authorised
to release such information.

I will:

• not release official information outside the Department unless 
I am authorised to do so.



code of  conduct  form

Name
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Immigration Service
Te Ratonga Manene

New Zealand

ACKNOWLEDGEMENT OF RECEIPT OF CODE OF CONDUCT
FOR NEW ZEALAND IMMIGRATION SERVICE EMPLOYEES OF
THE DEPARTMENT OF LABOUR

I

acknowledge that I have received a copy of the Code of Conduct
for NZIS Employees issued April 2002 and I have seen the
New Zealand Public Service Code of Conduct.

I have read and understand my obligations under the Codes.

I recognise that a breach of either of the Codes may lead to
disciplinary action.

Signed Date

Please hand this signed form to your manager
THANK YOU




