
Note: If using this model agreement, it must be fully tailored to reflect the actual supervision arrangements between you and your supervisor. Please refer to the associated guidance document and Supervision Toolkit available on our website to assist with completing your proposed agreement. (Please delete this statement before submitting your agreement for approval) 
Model supervision agreement

The Parties
Between………………………………………………………….(Provisional licence holder)

Company…………………………………………………………

Immigration adviser number……………………….....(If available) 

Contact phone: ………………………………………………

Email: …………………………………………………………….

And…………………………………………………………………. (Supervisor)

Company………………………………………………………..

Immigration adviser number…………………………

Contact phone: ……………………………………………..

Email: …………………………………………………………….
And…………………………………………………………………. (Back-up supervisor, if applicable)

Company………………………………………………………..

Immigration adviser number…………………………

Contact phone: ……………………………………………..

Email: …………………………………………………………….

Purpose of agreement

1. The purpose of this agreement is to establish a robust supervision arrangement that:

1.1. 
gives [name of provisional licence holder]’s clients access to the same standard of full, accurate, competent and ethical advice that would be received by a full licence holder’s clients; 

1.2. 
facilitates the education and professional development of [name of provisional licence holder] so that they may develop the skills and competencies required for a full licence; and

1.3. 
facilitates the education and professional development of [name of supervisor] by providing them with the opportunity to develop leadership and training skills in their areas of expertise. 

The supervision arrangement

2. [Name of provisional licence holder] intends to work full-time/part-time (delete as applicable) as a licensed immigration adviser and anticipates having a case load of [X] per month.
3. Supervision will take place as follows:

3.1. [Name of supervisor] will monitor all formal documentation and correspondence from [name of provisional licence holder] to clients, the Minister of Immigration, Immigration New Zealand, the Immigration and Protection Tribunal and the New Zealand Qualifications Authority.
3.2. Monitoring at 3.1 above will take place prior to documentation/correspondence being sent until such time as the supervisor agrees particular tasks can be monitored after they are sent.

3.3. At any time the supervisor may resume monitoring documentation and correspondence prior to it being sent where they are concerned that the provisional licence holder’s clients are not receiving the same standard of full, accurate, competent and ethical advice that would be received by a full licence holder’s clients 

3.4. [Name of supervisor] and [name of provisional licence holder] will meet on a regular  [weekly/fortnightly] (state intended frequency of meetings) basis. Formal supervision meetings are to occur on a one-on-one basis. Either party must give as much notice of cancellation as possible, and must arrange an alternative date.[1]
3.5. The regular meetings will be used to discuss: 

3.5.1. 
[name of provisional licence holder]’s current client cases

3.5.2. 
relevant provisions of the Immigration Act 2009 and its regulations

3.5.3. 
the relevant provisions of the Immigration Advisers Licensing Act 

2007 (the Act) and its regulations and

3.5.4. 
relevant instructions in the Immigration New Zealand operational manual
to ensure [name of provisional licence holder] is working within the scope of their individual knowledge and skills and that documentation is being monitored by [name of supervisor].
3.6. [Name of supervisor] will be available to answer emails and phone calls at other times. [Or replace with how contact will take place in between supervision meetings]
3.7.  [Name of supervisor] and [name of provisional licence holder] will maintain a 
professional development plan that identifies [name of provisional licence holder]’s learning needs set out in the table below. [Name of supervisor] will monitor and support [name of provisional licence holder] to develop the skills and competencies required for a limited or full licence by providing:

3.7.1. 
critical feedback
3.7.2. 
support and guidance for work and business practices
3.7.3. 
structured learning and

3.7.4. 
opportunities for on-the-job learning and development.
Professional development plan (PDP) agreed between the parties [2]
The provisional licence holder may incorporate the agreed learning needs, outlined below, into their continuing professional development (CPD) plan. From time to time, the parties may agree to  review and update the PDP to better reflect their ongoing learning needs while under supervision.
	
	Agreed learning needs
	Agreed Activities
	Date learning need achieved
	Supervisor 
Sign-off

	
	e.g. Maintain a compliant CPD plan and record 
	Supervisor and provisional licence holder to continually review CPD plan and record to see if PLH is on the right track for this years’ licensing period.
	
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	[Add more rows if necessary]
	
	
	


4.  [Name of provisional licence holder] is employed by [company name]. [Company name] has agreed to this supervision agreement. [Delete clause if not applicable].
5. [Name of supervisor] is employed by [company name]. [Company name] has agreed to this supervision agreement. [Delete clause if not applicable]. 
6. There are no charges for this supervision arrangement [OR] The provisional licence holder / the provisional licence holder’s employer will bear the following fair and reasonable costs of the supervisor: 

6.1. travel and accommodation associated with supervision

6.2. an hourly rate of [$…] to be charged for formal supervision meetings only [or amend as appropriate]
6.3. a monthly rate of [$...]
6.4. [xx] percentage of the provisional licence holder’s fees will be paid to the supervisor. The provisional licence holder’s standard fees are:
[Insert schedule of standard professional  service fees- these may be the starting point of setting fees for services which may be tailored for clients]
[Delete the parts that are not applicable and adjust to reflect who will bear the charges. If there are no charges this must be clearly stated].
Back-up supervision [3]
7. In the event that [name of supervisor] is unavailable for any period of time, supervision may be undertaken in accordance with this agreement by [name of back-up supervisor].[Name of back-up supervisor] is employed by [company name]. [Company name] has agreed to this supervision agreement. [Delete sentence if not applicable].
8. In the event that both the named supervisor and back-up supervisor are unavailable for any period of time, [name of provisional licence holder] shall not provide immigration advice. 
[Delete clauses that are not applicable and adjust to reflect arrangements].
Roles and responsibilities of the supervisor(s)
9. [Name of supervisor(s)] agree(s) to:

9.1. hold a full immigration adviser’s licence in accordance with the Act
9.2. inform the provisional licence holder immediately if their licence expires, or is cancelled, surrendered or suspended
9.3. ensure that any fees charged for supervision are fair and reasonable in the 
circumstances

9.4. act in accordance with this supervision agreement as approved by the Registrar of Immigration Advisers (the Registrar)

9.5. preserve the confidentiality of [name of provisional licence holder]’s clients

9.6. provide direct supervision on the basis that they have supervision, leadership or management experience, and/or have
completed a relevant training course

9.7. provide direct supervision for [name of provisional licence holder] by: 
9.7.1.  accepting responsibility for the quality of [name of provisional licence holder]’s work by ensuring they are operating within the scope of their individual knowledge and skills
9.7.2.  monitoring all documentation and correspondence to clients, the Minister of Immigration, Immigration New Zealand, the Immigration and Protection 
Tribunal and other relevant organisations 
9.7.3. maintaining oversight of [name of provisional licence holder]’s handling of immigration matters
9.8. inform the Registrar when any notice is given that this supervision agreement is to be terminated.
Roles and responsibilities of the provisional licence holder
10.  [Name of provisional licence holder] agrees to:  

10.1. hold a provisional immigration adviser’s licence in accordance with the Act

10.2. provide to the Registrar a copy of their signed and dated supervision agreement for the approval of the Registrar
10.3. act in accordance with this supervision agreement as approved by the Registrar

10.4. advise each of their clients that they hold a provisional licence and are being formally supervised by [name of the supervisor/back-up supervisor (delete as applicable)]
10.5. obtain the client’s consent to disclose the client’s personal information to [name of the supervisor back-up supervisor (delete as applicable)], unless this consent has previously been obtained due to the supervisor and the provisional licence holder’s employment relationship [amend as necessary]
10.6. retain responsibility for their own professional practice 

10.7. work within the limits of their competence

10.8. provide to [name of the supervisor/back-up supervisor (delete as applicable)] for monitoring all formal documentation and correspondence from the provisional licence holder to clients, Immigration New Zealand and tribunals

10.9. implement actions and strategies agreed with [name of the supervisor/back-up supervisor (delete as applicable)] aimed at enhancing their immigration advice services 

10.10. inform the Registrar when any notice is given that this supervision agreement is to be terminated
10.11. not give immigration advice without the direct supervision of [name of the supervisor] or [name of back up supervisor (if applicable)].
Conflicts of interest

11. The parties to this agreement will identify any commercial or professional conflicts of interest or close personal relationships and will agree on how these will be addressed so that the supervision agreement is not compromised. 
	
	 Nature of conflict(s) of interest or personal relationship.
	A description of how you intend to manage this conflict of interest or personal relationship 

	1
	
	

	2
	
	

	3
	[Add more rows if necessary]
	


(If no conflicts of interest are identified at the time of signing the agreement, this must be clearly stated).
Dispute resolution

12. If a dispute arises, the provisional licence holder or the supervisor(s) will discuss this with the other party immediately and in good faith, so that an open, honest and professional relationship is encouraged.

13. Should resolution prove impossible either party may cancel this agreement on giving 20 days’ notice in writing to the other party. 
[Notice period should be agreed by the parties]

Keeping records [4]
14. The parties agree to keep records relating to the supervision arrangement. These records should include the supervision agreement approved by the Registrar, minutes of supervision meetings held in accordance with the approved agreement, a list of client files, and  [name of provisional licence holder]’s professional development plan. The Registrar may inspect these records at any time, in accordance with section 57 of the Act.
Amendments to the supervision agreement

15. Before any amendments to this supervision agreement take place, [name of provisional licence holder] must submit a ‘change in supervision request’ for the Registrar’s approval. [5]
Upgrading to a full licence
16. [Name of provisional licence holder] may apply for a limited licence or a full licence at any time, providing they meet the relevant upgrade policy criteria. 

Period of agreement


17. This agreement will remain in force until terminated, or until [name of provisional licence holder] upgrades/expires/surrenders their provisional licence, or has their licence cancelled by the Registrar or Tribunal. 
Declaration
18. This agreement has been tailored to ensure it is an accurate reflection of the supervision arrangement between [name of provisional licence holder], [name of supervisor] and [name of back-up supervisor (if applicable)].
19. All parties agree that the Registrar may raise questions or concerns regarding this supervision arrangement with the supervisor and/or the provisional licence holder.
Signature of parties

	Provisional licence holder

[Insert name here]
	Signature:
	Date

	Provisional licence holder’s employer (if applicable)
[Insert name here]
	Signature:
	Date

	Supervisor 

[Insert name here]
	Signature:
	Date

	Supervisor’s employer (if applicable)
[Insert name here]
	Signature:
	Date

	Back-up Supervisor (if applicable)
[Insert name here]
	Signature:
	Date

	Back-Up Supervisor’s employer (if applicable)
[Insert name here]
	Signature:
	Date
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