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Abbreviations and definitions 

Abbreviation or terminology Description 
APC Annual Practising Certificate 

 
AV Authorised vaccinator 

 
FAQ Frequently asked question 

 
HPI | CPN Health Provider Index | Common Person Number 

 
IC Immunisation coordinator 

 
IMAC Immunisation Advisory Centre 

 
MOoH Medical Officer of Health 

 
NPHS National Public Health Service 

 
NVAP National Vaccinator Authorisation Project 

 
Prevention Prevention Directorate in the NPHS 

 
The portal Health New Zealand | Te Whatu Ora Workforce Requests 

Portal – the online portal for vaccinators to apply for 
authorisation 
 

VHW Vaccinating Health Worker 
 

4 regions of Health New Zealand | Te 
Whatu Ora 

Northern / Te Tai Tokerau 
Midland / Te Manawa Taki 
Central / Te Ikaroa 
South Island / Te Waipounamu 
 

Northern / Te Tai Tokerau 
 

Encompasses: 
Northland 
Waitematā 
Auckland 
Counties Manukau 
 

Midland / Te Manawa Taki 
 

Encompasses: 
Waikato 
Bay of Plenty 
Lakes 
Tairāwhiti 
Taranaki 
 

Central / Te Ikaroa 
 

Encompasses: 
Whanganui 
Hawke’s Bay 

https://www.tewhatuora.govt.nz/health-services-and-programmes/health-identity/health-provider-index/hpi-overview
https://www.workforcerequests.health.nz/
https://www.workforcerequests.health.nz/
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Mid Central 
Wairarapa 
Capital Coast & Hutt Valley 
 

South Island / Te Waipounamu Encompasses: 
Nelson Marlborough 
West Coast 
Canterbury 
South Canterbury 
Southern 
 

Workforce Requests Portal The online portal for vaccinators to apply for authorisation 
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FAQs 

Immunisation Handbook, Appendix 4 

Question Answer 
Where can I find the latest copy 
of the Appendix 4 of the 
Immunisation Handbook? 
 

On the Health New Zealand | Te Whatu Ora website. 

As a vaccinator what are the key 
changes that I need to be aware 
of? 

• Local vaccinator authorisation processes are phasing out 
a nationally consistent approach is phasing in. 
o Northern | Te Tai Tokerau – 5 November 2025 
o Midlands | Te Manawa Taki – 11 February 2026 
o Central | Te Ikaroa – 11 February 2026 
o South Island | Te Waipounamu – 5 November 2025 

• All vaccinators requiring authorisation will be required to 
use the national Workforce Requests Portal (the portal) to 
apply for vaccinator authorisation. 

• Training for new authorised vaccinators will now include a 
vaccinator skills log. 

• Peer assessments, vaccine logs and practice summaries 
are no longer required for renewal. 

• You only need to provide a new clinical assessment if your 
authorisation has expired for more than 90 days. This was 
previously 30 days. 
 

Where do I go if have questions 
about the new requirements? 

For questions on vaccinator training, you can contact IMAC by 
calling 0800 882 873 or you can email 
imaceducation@auckland.ac.nz  
 
For questions on vaccinator authorisation, you can email 
vaccinatorauthorisations@healthnz.govt.nz  

 

Vaccinator training requirements 

Question Answer 
What are the key changes to 
vaccinator training? 

New authorised vaccinators will complete a Vaccinator 
Foundation Course (online and in-person components) and 
then they will be provided a vaccinator skills log to support 
their practice and skill development before they complete their 
clinical assessment. 
 

Who do I talk to if I have any 
questions about vaccinator 
training? 

For questions on vaccinator training, you can contact IMAC by 
calling 0800 882 873 or you can email 
imaceducation@auckland.ac.nz  
 

How much experience does a 
supervisor/mentor need? 

Supervisors/mentors must have at least six months of relevant 
vaccinating experience with the relevant age group.   

https://www.tewhatuora.govt.nz/for-health-professionals/clinical-guidance/immunisation-handbook/appendix-4-authorisation-of-vaccinators-and-criteria-for-pharmacist-vaccinators
https://www.workforcerequests.health.nz/
mailto:imaceducation@auckland.ac.nz
mailto:vaccinatorauthorisations@healthnz.govt.nz
mailto:imaceducation@auckland.ac.nz
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For rural nurses, there may be a 
number of mentors, as the 
casual staff go from clinic to 
clinic.  Are multiple mentors 
allowed? 

A supervisor needs to sign that the vaccinator skills log has 
been completed to their satisfaction. A vaccinator can work 
through the skills log with several people to gain experience 
but should identify one person to whom they will demonstrate 
competency so that the vaccinator skills log can be signed off. 
 

Once I've completed my 
vaccinator course with IMAC, 
how long do I have to submit the 
certificate to the portal before it 
expires? 

Authorisation is granted for two years from the date on the 
training certificate. We encourage people to submit soon after 
their training, so they don't have to undergo update training 
before they get authorised. If it is over two years since they 
completed training, they will need to complete the foundation 
training again. 
 

How long do vaccinators 
vaccinate under supervision? 

For new vaccinators who haven't vaccinated before they will 
be on direct 1:1 supervision until they have worked through 
their Vaccinator Skills Log and submitted that and their clinical 
assessment. If the vaccinator has not submitted those 
documents by 45 days after authorisation, an automated 
reminder is sent to notify them that they need to submit that 
documentation so their full supervision conditions can be 
removed. Authorisations with full supervision conditions 
cannot be renewed. A vaccinator will need to submit their 
clinical assessment and Vaccinator Skills Log sign off to 
renew. 
 
If the vaccinator submits a clinical assessment on someone 
under 2 years old, they will be authorised as a whole-of-life 
vaccinator without supervision conditions. 
 
If the vaccinator submits a clinical assessment on someone 
over 2 years old, they will be authorised with no supervision 
conditions for ages 3 years old and over, but will continue to 
have a 1:1 supervision condition for people under 3. This 
authorisation can be renewed and allows for the vaccinator to 
increase their scope if required, for example, during an 
outbreak response. The vaccinator can also later become 
whole-of-life vaccinator by completing an upskilling course 
and new clinical assessment on a person under 2 years old. 

 

Standing orders and prescriptions 

Question Answer 
The process change has 
removed the need for standing 
orders. What measures are in 
place to ensure vaccinators are 
clinically safe while practicing? 

Vaccinators are authorised with strict supervision conditions 
(described in their authorisation letter) until the vaccinator is 
ready to complete their clinical assessment. Vaccinators must 
have direct 1:1 supervision with an authorised vaccinator, who 
has at least 6 months relevant vaccinating experience. 
Vaccinators use the Vaccinators Skills Log that has been 
developed with IMAC and signed off by Prevention, NPHS 
clinical advisors, which supports the vaccinators skill 
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development and assists them to build competence before 
they complete their clinical assessment. Once their clinical 
assessment is complete, the vaccinator will be issued with an 
updated authorisation letter with the relevant supervision 
conditions removed. 
 

When do I need a standing order 
or prescription for administering 
vaccines? 

Vaccinators will only require a standing order or prescription 
for administering vaccines if they have yet to be authorised, or 
if their authorisation has expired and they need to complete a 
new clinical assessment before renewing their authorisation. 
 

Can nurses vaccinate under 
standing orders while waiting for 
authorisation? 

Yes. They will also need a standing order or prescription if their 
authorisation has expired and they are going through their 
authorisation renewal. 
 

Where do I go to ask questions 
about standing orders or 
prescriptions for administering 
vaccines? 

If you think you require a standing order or prescription for 
administering vaccines in the first instance have a discussion 
with your employer or supervisor and understand the process 
for your organisation.  
 

Does my authorisation letter 
cover recommended but 
unfunded vaccines like 
Influenza vaccines? 

Yes. The authorisation letter authorises a vaccinator to 
administer vaccines within the Immunisation Schedule and 
any approved immunisation programmes. These include local 
or nationally approved immunisation programmes. 
 

Do I still need a standing order 
for administering adrenaline? 

Currently yes, until planned Regulation changes have been 
made. Please refer to the Immunisation Handbook for more 
information.  

 

Vaccinator assessment 

Question Answer 
Who do I contact to arrange a 
clinical assessment? 

Contact your local immunisation coordinator, you can find a 
list on the IMAC website. 
 

Where do I go to find the clinical 
assessment form? 

For nurses and pharmacists you can use this clinical 
assessment form. 
 

Do I need to complete a peer 
assessment to renew my 
authorisation? 

No. We no longer require peer assessments to renew your 
vaccinator authorisation. However, if you would like a 
colleague or mentor to review your vaccinating practice from 
time to time, you can do so as your own professional 
development. It is just no longer part of the formal renewal 
process. 
 

If my authorisation expires, at 
what point do I need to do a new 
clinical assessment? 

After 90 days of your vaccinator authorisation being expired 
you will be required to complete a new clinical assessment. 
Before 90 days you will just need to complete your vaccinator 
update course and apply for authorisation. 
 

https://www.tewhatuora.govt.nz/for-health-professionals/clinical-guidance/immunisation-handbook/appendix-4-authorisation-of-vaccinators-and-criteria-for-pharmacist-vaccinators
https://www.immune.org.nz/resources/regional-advisors-and-local-coordinators
https://www.immune.org.nz/factsheets/assessment-of-clinical-practice-for-vaccinators
https://www.immune.org.nz/factsheets/assessment-of-clinical-practice-for-vaccinators
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However, if your authorisation has expired, you must have a 
standing order or prescription to continuing vaccinating or 
cease vaccinating until you have renewed your authorisation. 

 

Vaccinator authorisation requirements 

Question Answer 
Is my current authorisation still 
valid or do I need to apply earlier 
to come into the portal? 

Your current authorisation is valid until it expires. We 
recommend you renew your authorisation one month before 
you expire to enable time for your authorisation application to 
be processed. 
 

What do I need to provide to 
apply as a new authorised 
vaccinator? 

For details on the training and authorisation process for new 
authorised vaccinators, visit the Health New Zealand | Te 
Whatu Ora vaccinating workforce webpage.  
 
Also, see the process map in Appendix 1 of this document. 
 

What do I need to provide to 
renew my authorisation? 

For details on the training and authorisation process for 
renewing as an authorised vaccinator, visit the Health New 
Zealand | Te Whatu Ora vaccinating workforce webpage.  
 
Also, see the process map in Appendix 1 of this document. 
 

I am applying to become a BCG 
vaccinator, what do I need to 
provide? 

For details on the training and endorsement process for new 
BCG vaccinators, visit the Health New Zealand | Te Whatu Ora 
vaccinating workforce webpage.  
 
Also, see the process map in Appendix 1 of this document. 
 

I am a BCG vaccinator; how do I 
renew my BCG endorsement? 

For details on the training and endorsement process for 
renewing as a BCG vaccinator, visit the Health New Zealand | 
Te Whatu Ora vaccinating workforce webpage.  
 
Also, see the process map in Appendix 1 of this document. 
 

Do I need to provide a summary 
of practice or a vaccine log when 
I renew my authorisation? 

No. We no longer require a summary of practice or vaccine log 
for renewal of vaccinator authorisation. 

Some regions require a peer 
review for reauthorisation. Is 
this continuing? 

No. Peer review is not a requirement to renew vaccinator 
authorisations. A new clinical assessment will be required 
after an authorisation has been expired for 90 days. 
 

When will an authorisation be 
seen as lapsed? 1 month, 6 
months?  

Authorisation expires on the date stated on the letter, which is 
two years from the date of the foundation course or update 
course completion. The vaccinator won't have to supply a new 
clinical assessment until after 90 days of expiry. The 
vaccinator must cease vaccinating until they have a new 
authorisation letter. They will also need a standing order or 

https://www.tewhatuora.govt.nz/health-services-and-programmes/vaccine-information/vaccine-service-delivery/vaccinating-workforce/authorised-vaccinator
https://www.tewhatuora.govt.nz/health-services-and-programmes/vaccine-information/vaccine-service-delivery/vaccinating-workforce/authorised-vaccinator
https://www.tewhatuora.govt.nz/health-services-and-programmes/vaccine-information/vaccine-service-delivery/vaccinating-workforce/authorised-vaccinator
https://www.tewhatuora.govt.nz/health-services-and-programmes/vaccine-information/vaccine-service-delivery/vaccinating-workforce/authorised-vaccinator
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prescription to complete a new clinical assessment if that 
becomes necessary. 
 

Does the authorisation letter 
only apply to a 'funded' vaccine? 

No. Authorisation letters also cover all approved immunisation 
programmes, both national and local. 
 

What happens for AVs that have 
just been authorised for 2 years? 
Are they going to have to re-
apply or will they transition to 
portal in 2 years? 

Recently authorised AVs do not need to re-apply immediately 
in the portal. They should apply for renewal via the portal 
before their current authorisation expires, whenever that may 
be. 

 

Vaccinator authorisation portal 

Question Answer 
Who uses the portal to apply for 
authorisation? 

Currently the following vaccinators use the Workforce 
Requests Portal to apply for authorisation: 

• vaccinating health workers 
• pharmacist vaccinators transitioning to authorised 

vaccinators 
• authorised vaccinators transitioning to whole-of-life 

authorised vaccinators 
 
All authorised vaccinators and BCG endorsed vaccinators will 
begin to use the portal in a regionally phased approach. The 
following dates are when each region begins to use the portal: 

• Northern | Te Tai Tokerau – 5 November 2025 
• Midlands | Te Manawa Taki – 11 February 2026 
• Central | Te Ikaroa – 11 February 2026 
• South Island | Te Waipounamu – 5 November 2025 

 
Can you provide a link to the 
portal? 

https://www.workforcerequests.health.nz 
 
 

When do I know when to use the 
portal instead of the local 
process? 

All authorised vaccinators and BCG endorsed vaccinators will 
begin to use the portal in a regionally phased approach. The 
following dates are when each region begins to use the portal: 

• Northern | Te Tai Tokerau – 5 November 2025 
• Midlands | Te Manawa Taki – 11 February 2026 
• Central | Te Ikaroa – 11 February 2026 
• South Island | Te Waipounamu – 5 November 2025 

 

https://www.workforcerequests.health.nz/
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How do current vaccinators 
transfer across? Just when they 
are due for renewal? 

Yes. Current vaccinators will renew in the portal when they are 
due for renewal. New vaccinators will apply through the portal 
from the go live date for their region. 
 

Are there instructions on how to 
use the portal? 

The Workforce Requests Portal Guide will be able to support 
you to use the portal. 

Where do I go to for help logging 
in to the portal? 

The Workforce Requests Portal Guide will be able to support 
you to use the portal. 
 
For support regarding My Health Account Workforce and My 
Health Account, visit the Health NZ webpage. 
 

What do I do if I have trouble 
applying for authorisation and 
uploading my documents? 
 

You can either send a message via the portal. Or you can email 
vaccinatorauthorisations@healthnz.govt.nz  

Do I have to provide information 
about my ethnicity? 
 

No, you have the option not to disclose that information. 

Can I identify as more than one 
ethnicity? 
 

Yes, you can select multiple ethnicities from the drop-down 
list in your profile. 

Where can I find my HPI | CPN 
number? 
 

Your APC will have reference to both your registration number 
and your HPI | CPN. 

Where can I find my LMS User 
ID? 

This is found on all IMAC training certificates. 

How long will it take for my 
authorisation to be processed? 
 

We aim to process your application within 10 business days. 
However, this can vary depending on local workloads and time 
or year. 
 

Does the portal notify a 
vaccinator that their 
authorisation needs to be 
renewed? 

Yes, the portal sends a series of automated reminders to 
vaccinators to support the renewal process. They will receive a 
reminder at: 60 and 30 days before expiry; on the day of expiry; 
31 and 90 days after expiry. The reminder notifications will be 
sent to the primary and alternative email addresses that have 
been provided by the vaccinator.  
 
If they are a new vaccinator and haven't submitted their 
clinical assessment to the portal, the portal will send a 
reminder at 45 days after authorisation to remind them to 
complete and submit their clinical assessment so their 
supervision conditions can be reduced. 
 

How will a vaccinator be notified 
when there are things that 
require their attention in the 
vaccinator portal? (E.g. an 
application to process or a 
response to a query sent) 

Vaccinators will receive a generic email to their stated email 
address notifying them that there is a message for them in the 
portal. They can use the link provided and login to the portal 
and check the portal messages. They can respond back and 
forth with the administrator through the portal message 
function as required. 
 

https://www.tewhatuora.govt.nz/assets/Health-services-and-programmes/Immunisation/Vaccinating-workforce/Workforce-Requests-Portal-Guide-Authorised-vaccinator-and-transition-to-whole-of-life.pdf
https://www.tewhatuora.govt.nz/assets/Health-services-and-programmes/Immunisation/Vaccinating-workforce/Workforce-Requests-Portal-Guide-Authorised-vaccinator-and-transition-to-whole-of-life.pdf
https://www.tewhatuora.govt.nz/for-health-professionals/my-health-account-workforce/creating-your-account
mailto:vaccinatorauthorisations@healthnz.govt.nz
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Is it recommended to register 
with a work email rather than 
using RealMe or a personal 
email address? 
 

This is personal choice. However, it is not recommended to 
use a shared work email address. Only use addresses under 
personal control. My Health Account Workforce has been 
introduced for those who wish to keep work activities separate 
from personal activities (My Health Account). The portal also 
supports a second, backup email address, and we encourage 
vaccinators to use this. 
 

Is the letter sent as hard copy or 
just available for download and 
printing? 

 

Authorisation letters are available for download via the portal. 
A hard copy of a vaccinator’s authorisation letter will not be 
sent. 

Is there the option to add 
personal email in addition to a 
work email, in case I change 
workplaces? 
 

Yes. Vaccinators can provide both primary and alternative 
emails. 

If a current authorised 
vaccinator moves regions, will 
they need to register with the 
portal for that to apply? 

Vaccinators authorised in the portal have national 
authorisation, so can vaccinate across the motu. 
 
Vaccinators must inform the MOoH and IC in the new district 
they move to. And we do ask that portal information be kept up 
to date for reporting and contact purposes. 

 

Other 

Question Answer 
I am an employer of vaccinators, 
what do I need to know about 
the changes with National 
Vaccinator Authorisation?  

We recommend that you request a copy of your authorised 
vaccinators’ and vaccinating health workers’ authorisation 
letters and understand the scope of their authorisation and 
when they are due to renew. That way you can ensure your 
workforce is authorised and completing training when 
required. 
 
It may also be a good opportunity to identify if any of your 
vaccinators would like to increase their scope. For example, 
Stage 1 VHW can transition to Stage 2 VHW, and age restricted 
authorised vaccinators can transition to whole-of-life 
authorised vaccinators. 
 

I currently employ vaccinators, 
am I required to have indemnity 
insurance? 
 

Indemnity insurance is not a mandatory requirement for 
vaccinator authorisation under the new process. However, it is 
recommended, and each vaccination provider should make 
their own decision based on their organisational policies and 
risk management considerations. 
 

Will the cold chain work be in 
this system as well? 
 

No. Cold chain management will continue as it is now. 
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Will local immunisation 
programmes be impacted by the 
process changes? 

Local immunisation programme approvals will continue to 
operate in the way they do now. All authorisation letters cover 
all approved immunisation programmes, both national and 
local.  
 

Where can I access more 
information about these 
changes? 

Questions related to the Workforce Request Portal can be 
directed to the Vaccinating Workforce team at 
vaccinatorauthorisations@healthnz.govt.nz   
 
Or you can visit the website:  
https://www.tewhatuora.govt.nz/vaccinating-workforce  

 

 

  

mailto:vaccinatorauthorisations@healthnz.govt.nz
https://www.tewhatuora.govt.nz/vaccinating-workforce
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Appendix 1 – Process Maps 

New authorised vaccinator training and authorisation 
pathway 

 

Renewing authorised vaccinator training and 
authorisation pathway 
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New BCG endorsed vaccinator training and 
authorisation pathway 

 

Renewing BCG endorsed vaccinator training and 
authorisation pathway 

 


