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1.1 Welcome to your JP and Cdec handbook 
This handbook is a guide for Justices of the Peace (Qualified) and Commissioners for Declarations. 
Both qualifications are referred to as JP and Cdec in this handbook. 

Justice of the Peace (Qualified) has, at times, been abbreviated to JP and Commissioner for Declarations to Cdec. 
The term JP may also refer to any number of the separate JP positions listed in section 2.1. 

Sections 1 to 4 are relevant to the duties being performed by both JPs and Cdecs. These chapters provide 
information on the administrative duties for both qualifications. 

Sections 5 and 6 relate to the judicial duties of JPs only such as issuing summonses and warrants. 

The handbook has been written to provide you with a clear understanding of what is expected of you in your role 
and a day‑to‑day reference to help you perform your duties responsibly, correctly and consistently. 

You’ll note there are other abbreviations used throughout the handbook. Each is defined the first time it is used 
and is also listed in the glossary in chapter 1.3. 

How to use this handbook 
The handbook describes your role in the community and then deals chapter by chapter with your duties, your 
special responsibilities and your conduct as a JP or Cdec. 

Each of the chapters dealing with your duties is divided into: 

‘What…?’ (giving a definition of the subject) 

‘Why…?’ (explaining the reason or purpose) 

‘How…?’ (explaining the procedure). 

You’ll also find sections on things to bear in mind, frequently asked questions and where to find more information. 
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6. If the date of the document is given in more than one place (e.g. at the beginning as well as where it is 
signed) check it is correct wherever it appears. The date of the document must always be the same as the 
date it is signed and witnessed. Do not witness a document with the incorrect date as this may invalidate 
the document at a later time.

7. Check the contents of the document for:
• Any alterations, spaces or omissions, all of which should be initialled by both you and the signatory. 

Remember to check and initial any places where correction fluids or tapes have been used over any text.
• Unanswered questions. Ask the signatory to cross them out or complete them. Ensure both you and the 

signatory initial them.

  Note: A signatory may withhold information in a document, such as an address or other personal details, 
if they have concerns it may jeopardise their safety if disclosed to another party. This information will be 
supplied to the receiving agency or court at the time of lodgement.

8. If you have knowledge the material in the document is false, you should decline to witness it. Remember 
you may not refuse to witness a document simply because you do not agree with the contents or the law 
under which the document is made.

9. Check any annexures (or attachments) to the document. Annexures are usually information supporting and 
referred to in the main document as outlined in chapters 4.2, 4.7 and 4.8.

10. Warn the signatory, at the outset, for making a false statement under oath, affirmation or declaration. 
Explain that if information in the document is found to be untruthful, the signatory commits an offence. 
Ensure the signatory understands that making an oath, affirmation or declaration is a solemn matter.

11. If you have not already done so, administer the oath, affirmation or declaration as required. The taking of 
these is outlined in chapters 4.2 and 4.6.

12. Ensure the document is signed in front of you. You are witnessing a signature, not someone telling you the 
signature on a document is theirs. If someone approaches you with a document already signed, ask them 
to cross out through the one already there and sign the document again. Ensure both you and the signatory 
initial the alteration to the unwitnessed signature.

13. Once the signatory has signed in the appropriate place on the document, you should immediately sign 
your name, affix your seal of office and insert your registration number. If there is more than one signature 
required on the document, you should witness each one in turn.

Affidavits, statutory declarations and Titles Registry forms require you to print your full name on the 
document. This means you must insert your entire name (including any given names), not just your initials, 
on these documents.

  Note: If you do not provide your full name, we may disclose your name to relevant third parties in order to 
verify the validity of the document(s) you witnessed or certified.

Place your seal of office close to your signature, either immediately beneath or beside it. Do not place the 
seal over your signature or sign over your seal. Be careful with the application of your seal of office to avoid 
obliterating other information on the document.

The prescribed mark of office of your title is either Justice of the Peace (Qualified) – abbreviated to ‘JP 
(Qual)’ – or Commissioner for Declarations – abbreviated to ‘Cdec’. You can use this mark of office if you do 
not have your seal of office with you when you witness the document. 

  Note:  As a JP you must apply your seal of office and registration number when issuing a warrant, 
complaint and summons or to constitute a court as outlined in the chapters in section 5.

  Note:  A JP (Cdec) does not have a seal of office or a registration number.
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