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2) Leave letter date blank and click create. 

 

 

3. A report letter will be sent to your email. These letters need to be printed and placed into envolepes with the adress 

window showing.  

4. Drop these off to your nearest mailroom to be sent out to electors. 

Note – Read the letters and if a ROE1 or return envolpe is required ensure these are placed into the envlope with the 

letter to be sent. This should be completed at the end of each day 

 

6. UNPUBLISHED STAKEHOLDERS             

• MSD -  - @msd.govt.nz.  

• DEPARTMENT OF CORRECTIONS - @corrections.govt.nz , @corrections.govt.nz 

• NEW ZEALAND POLICE – @police.govt.nz , @police.govt.nz 

• MINISTRY OF JUSTICE – If applicant is a member of the judiciary or a judicial officer = 

@justice.govt.nz , @justice.govt.nz  

If applicant is not = @justice.govt.nz  

• ACC –  - @acc.co.nz. @acc.co.nz  

• ORANGA TAMARIKI – @ot.govt.nz.  

• SHAMA –  - manager@shama.org.nz, info@shama.org.nz, fvsvmanager@shama.org.nz.  

• ENGLISH LANGUAGE PARTNERS - @englishlanguage.org.nz 

• WOMEN’S REFUGE - @refuge.org.nz 
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7. UNPUBLISHED STAKEHOLDERS - APPLICATIONS ENDORSEMENTS   

SOP Unpublished Process FV.docx 

If an endorsement is needed for a staff member from one of the organizations mentioned above, we need to 

send an email to our KEY contacts to endorse accordingly.  

NOTE: Depending on the quantity of applications received, collect a list to provide weekly to our 

stakeholders, rather than contacting for each application.  

➢  “Good afternoon, 

          I have received the following application to be on the unpublished electoral roll: 

          (Elector’s name) 

          (CITY) 

          If you are satisfied that the applicant’s  personal safety is at risk by having their name published 
on the electoral roll, please endorse the application accordingly.” 

          Regards, 

 

Steps to follow after we recevied a confirmation from our KEY contacts: 

1. Print the email confirmation with the the elector’s name removed. 

2. We attached the email confirmation to the elector’s Unpublished application. 

3. Unpublished Coordinator will complete the Unpublished Application procees in MIKE (2.1 and 2.2) 

 

Police additionally have their own application form found here. If received filled out correctly (both sections 

signed), they can be placed straight on to the unpublished roll. 
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6. UNPUBLISHED DECLINE PROCESS     

 

When an elector is overdue in providing evidence (6 weeks) and the elector has been contacted several times 

by email or by phone, and an SLE has been sent, we can go ahead and decline the elector’s application. Make 

sure you get approval from the Unpublished Manager first. 

This process is also followed when an elector wishes to disconinue with their Unpublished Application.  

MIKE Instructions: 

1. Open the elector from the Unpublished Pending queue 

2. Write in the notes field ‘Declined [date] by [Unpublished Manager]’ 

3. Click ‘Ready for UPR approval’ 

The manager will then decline the application in MIKE, and the SLDU letter will be scheduled automatically. 

 

 

(X:\08-Enrolment and Engagement\04 - Operations\02 -  Operations Support Team\04 - Unpublished\Unpublished Flowcharts Processes\Unpublished 

Decline Process.vsdx) 
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Template for One off letter Wording:  

Further to your application to be on the Unpublished electoral roll. 

Under section 115 of the Electoral Act states that the Electoral Commission may include you on the 
Unpublished Roll if it is prejudicial to your personal safety, or your family, to have your details on the printed 
roll. 

Unfortunately, as you have not provided enough evidence to support your application, I am unable to meet 
your request at this stage. 

However, if you feel you may require this service at a later date please feel free to submit your application 
again.  

Get in touch if you have questions  

If you have any questions, please contact us. We’re here to help. 

Phone: 0800 36 76 56  

Email: unpublished.roll@elections.govt.nz. 

 

7. UNPUBLISHED PROCEDURES FOR REGIONAL STAFF  

  
(X:\08-Enrolment and Engagement\04 - Operations\02 -  Operations Support Team\04 - Unpublished\Unpublished Flowcharts Processes\Unpublished 

requests recevied by Reagional offices.vsdx) 
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8. UNPUBLISHED CONFIRMATION LETTER   

 

When an Unpublished elector request a confirmation of being on the Unpublished Roll, we can send out this 

confirmation by email as a PDF file. 

1. We require a form of ID to confirm the elector’s identity. Macro for wording - confirmation of being on 

Unpublished Roll. 

➢ Kia ora (xxx) 
 
Thanks for getting in touch. 
To proceed with your request, you are required to provide some form of I.D (e.g Drivers License, 
Passport).Please return a photo copy to this email address at your earliest convenience. 
We can then confirm your status on the electoral roll. 
Hope to hear back from you soon. 

 Ngā mihi, 

2. Once we confirm the elector’s identity and their electoral roll status, we can provide them with a pdf 
letter confirming their status on the Unpublished Roll.  

Template letter can be found here-> LINK: X:\08-Enrolment and Engagement\04 - Operations\02 -  Operations 

Support Team\04 - Unpublished\Unpublished Confirmations. 

UP Confirmation 2022 

After sending out an unpublished confirmation by email, please save the document into the appropriate 

folder. 

 

9. UNPUBLISHED FILING AND ARCHIVING PROCESS WITH TIMG 

 

Each Unpublished Application is filed accordingly and sent to TIMG for storage.   

When an application is received, both the application (ROE6, ROE1 Or written request) must be printed, along 

with their evidence.  
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These can be attached to a pink checklist - Enrolment & Community Engagement - Unpublished - pink checklist.pdf - 

All Documents (sharepoint.com) 

This is to ensure each step of the process is followed correctly.  

 

 

 

 

 

(X:\08-Enrolment and Engagement\04 - Operations\02 -  Operations Support Team\04 - Unpublished\Unpublished Flowcharts Processes) 

LINK: R:\Operations\00 Archive\01 Unpublished - TIMG\Unpublished Centralized NO 

Passwords for:   

➢ NO Prisoners Unpublished       

 

o TIMG Barcode: WNQ-00641 

 

➢ NO Unpublished 2019        

 

o TIMG Barcode: WNQ-00599 

 

➢ NO Unpublished 2020       
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o Jan-Feb 2020 TIMG Barcode: WNQ-00600 

o Mar-Apr-Jun 2020 TIMG Barcode: WNQ-00611 

o July 2020 TIMG Barcode: WNQ-00610 

o Aug 2020 TIMG Barcode: WNQ-00607 

o Sep 2020 TIMG Barcode: WNQ-00601 

o Oct 2020 TIMG Barcode: WNQ-00608 

o Nov-Dec 2020 TIMG Barcode: WNQ-00642 

 

➢ NO Unpublished 2021       

o Jan-Feb 2021 TIMG Barcode: WNQ-00643 

o March-April 2021 TIMG Barcode: WNQ-00644 

o May-June-July 2021 TIMG Barcode: WNQ-00612 

o Aug – Dec 2021 TIMG Barcode: WNQ-00647 

 

➢ NO Unpublished 2022       

Jan 2022 TIMG Barcode: WNQ-00647 

Feb 2022 TIMG Barcode: WNQ-00647 

March 2022 TIMG Barcode: WNQ-00647 

April  2022 TIMG Barcode: WNQ-00647 

May 2022 TIMG Barcode: WNQ-00613 

June 2022 TIMG Barcode: WNQ-00613 

July 2022 TIMG Barcode: WNQ-00613 

Aug 2022 TIMG Barcode: WNQ-00614 

Sep2022 TIMG Barcode: WNQ-00614 

October 2022 TIMG Barcode: WNQ-00614 

 

➢ Unpublished 2023 

November 2022 to May 2023 – TIMG Barcode: WNQ-01057 

March 2023 to August 2023 – TIMG Barcode: WNQ-01058 

August 2023 to September 2023 – TIMG Barcode: WNQ-01059 

September 2023 to TBC 

 

 

➢ When you have a TIMG box full of applications please email bookings to @elections.govt.nz 

        and request a TIMG barcode. 

 

Once the barcode is received: 

1. Stick this on a side of the TIMG Box. 

2. Record barcode number above 

3. Seal the TIMG box with a security tape. 
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4. Email bookings to request: “A box to be taken to TIMG which contains Unpublished documents, 

TIMG Barcode XXXX-XXXX”(please include the box barcode #).  

5. Bookings will organize the pickup of the TIMG Box and will let you know the time. 

 

10. UNPUBLISHED REVOCATION 

 

Unpublished Revocation occurs when an Unpublished elector request to be placed back on the Main roll. 

We require a signed request from the elector stating the no longer need to be on the Unpublished Roll.  

When an elector makes his request, the following macro can be sent: 

➢ Kia ora, 

If you wish to return to the main roll, you will need to submit a signed request stating that you no 
longer need to be on the Unpublished Roll. 

You can scan or take a picture of your signed request, and email it to 
unpublished.roll@elections.govt.nz 

As soon as we receive your signed request, we will process it and a confirmation letter will be sent to 
you.  

Please don’t hesitate to contact me if you have any questions. 

Ngā mihi 

  

1. Once a signed request is received from the elector, it can be uploaded into the ‘Uploaded Forms Admin 

Queue’ 

2. Search the electors’ details against the signed request. (a) Once you have found the correct elector select 

their name.  
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11. UNPUBLISHED DVP PROCESS (DOWNLOADING VOTING PAPERS)  

 
 

An overseas Unpublished electors must enrol as soon as eligible and advise ROE's of any changes to their 

details so the electoral rolls used on election day are as up to date as possible. 

An elector who is overseas who: has missed the opportunity to access voting papers via post; is unable to vote 

at an overseas post; does not qualify for remote voting services; and who is currently on the Unpublished Roll - 

has requested to be taken off the Unpublished roll for a ‘window of opportunity’ to down load voting papers. 

Access the download service within the timeframe arranged. 

 

The Overseas Voting team will respond to voter that they will be forwarded to the unpublished roll team who 

will arrange with them to be taken off the Unpublished roll for a ‘window of opportunity’. Also adds info about 

returning their voting papers with timing information. 

Forwards the email/details to the Unpublished Roll Co-ordinator. 

The Unpublished Co-ordinator with the elector will arrange a time for them to be taken off the unpublished 

roll. 

 

Ensure elector is placed back on the Unpublished roll after delegated time. 

Clear ROE Transaction Status report after elector has been made Unpublished > Main and then Main > 

Unpublished 
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11.1  SCRIPT / EMAILS TO SEND TO UNPUBLISHED ELECTORS:  

 

Script / Email 

template 74 

Kia Ora [insert name] 

 

The Overseas team have passed your email on to me to contact you. 

I understand you wish to download voting papers. 

 

Understandably, we place high importance on security for electors on the Unpubli-----shed Roll. 

This means you cannot search your details online, and consequently are not able to download 

voting papers. 

 

However we can temporarily take you off the unpublished roll and placed on the main roll for a 

period of time.  This will allow you to download your voting paper. We can then return you to 

the unpublished roll once you have download your papers. 

 

To reassure you, even though you will be temporarily placed on the Main Roll, this does not 

mean your details are made available to the public or included on the printed roll.  

 

How do you feel about that? 

 

Just so you are aware you can start voting from overseas Wednesday  30 September. 

 

If you are happy with the process please provide a timeframe (e.g. a day, or two days) and 

confirmation that you give your consent to be placed on the main roll to download voting 

papers by return email [unpublished.roll@elections.govt.nz] 

 

I will need you to confirm your full name, the residential address you are enrolled at, your date 

of birth and, timeframe. 

 

Once this process is complete, I will advise Overseas team.  

 

If you have any concerns you can contact us at unpublished.roll@elections.govt.nz.  

 

Ngā Mihi 
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Once the application is received and processed, we can proceed with the Unpublished archiving process. 

Prisoner family members who are enrolled at the same address as the prisoner are eligible to apply, once the 

prison has been approved. 

 

 

13. NOTIFICATION OF SENTENCE –  PSELECTORL  

 

Notifications of Sentences are received when a person has received a custodial sentence of 3 years of more, 

which disqualifies them from registering to vote until released (Section 81 of Electoral Act 1993). 

The Department of Corrections sends these to @elections.org.nz 

The Unpublished Roll coordinator is also responsible for PS elector inbox on Zendesk. 

Once this is received, this must be sent onto the correct electorate that the prison is in. 

A list of penal institutions, and their addresses can be found here: List of Penal Institutions | ECHO (mcas.ms) 
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Are you 
concerned 
about your 
personal 
safety?
Not everyone feels safe enough 
to have their details publicly 
available on the electoral roll, 
but that doesn’t mean they lose 
the right to vote.

If you’re concerned about your 
personal safety, or that of your 
family, you can apply to go on the 
confidential unpublished roll.  
Your enrolment details will be kept 
secure and not given to anyone.

Concerned 
about your 
personal 
safety?

vote.nz
0800 36 76 56



To apply to go on the unpublished roll, complete 
the form attached to this brochure and return to us.

If you’re not already enrolled, or you need to 
update your details, you also need to complete an 
enrolment form. To get an enrolment form, choose 
one of these two options:

•  call 0800 36 76 56 and we’ll post an 
enrolment form to you

•  download an enrolment form at vote.nz 
to complete and return to us.

Once you’re on the unpublished roll, you need  
to let us know if any of your enrolment details 
change, such as your name or address. You can 
do that by filling in a new enrolment form and 
returning it to us. You can also ask to go back 
on the publicly available roll if your personal 
circumstances change. 

Contact the Electoral Commission or email us at 
unpublished.roll@elections.govt.nz if you need to 
make any changes. 

You can vote at any voting place in a general 
election or by-election. You’ll need to cast a special 
vote because your details won’t be on the printed 
electoral roll used to issue voting papers at the 
voting place.

You’ll need to fill in an extra form with your voting 
paper to confirm the electorate where you’re 
enrolled to vote. You don’t need to complete the 
address or previous name information on the 
form if you don’t want to. However, providing this 
information helps us to confirm your eligibility to 
vote. When you get to a voting place, someone will 
be there to show you what to do.

To vote in local elections, you’ll need to ask the 
electoral officer at your local council to send you 
voting papers.

How to go on the 
unpublished roll

What if my personal  
details change?

How do I vote when I’m on 
the unpublished roll?

You need to provide information that shows why 
you need to register on the unpublished roll. Here 
are some examples of the type of information 
to include. (You don’t need all of these types of 
information to apply.)

•  A letter explaining why your work or personal 
circumstances place you at risk. This letter 
could be from your employer, lawyer, social 
worker, advocate, or someone of standing in  
the community.

•  A copy of a protection order that is in force 
under the Family Violence Act 2018.

•  A copy of a restraining order that is in force 
under the Harassment Act 1997.

•  Information from a police officer or corrections 
officer explaining why publishing your name  
and address could prejudice you or your  
family’s safety.

What supporting 
information do I need to 
include?

Full name:

Date of birth:

Contact phone number:

Email: 

Address where you are enrolled to vote or have  
applied to enrol: 

List the information provided to support 
your application:

         Please tick one of the following: 

         I am already enrolled to vote

          I am not enrolled and I have enclosed a completed 
enrolment form  

Signature     

                   Date 

Complete and return to Electoral Commission,  

PO BOX 3220, Wellington 6140

Remember to return any information that supports your 
application to register on the unpublished roll. 

For more information visit vote.nz

Complete this form 
to apply to go on the 
unpublished roll.
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