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If you are an appointed Justice of the Peace (JP), follow the steps below to set up your JP Online 
account.  

You must register for JP Online to receive correspondence from the Department of Communities and 
Justice, including reminders for reappointment. 

You can use JP Online to apply for reappointment, update your appointment details, check your JP 

 

If you are an appointed Justice of the Peace (JP), follow the steps below to set up your JP Online 
account.  

You must register for JP Online to receive correspondence from the Department of Communities and 
Justice, including reminders for reappointment. 

You can use JP Online to apply for reappointment, update your appointment details, check your JP 
registration number and expiry date, and order JP products. 

Step 1: register 

Visit JP Online and select Register for JP Online from the page. 
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https://dcj.nsw.gov.au/legal-and-justice/legal-assistance-and-representation/justice-of-the-peace/jp-online.html
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Enter your details, then select Verify. (Please note, ‘Appointment number’ refers to your JP 
registration number.) 
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A message confirming that your details have been validated will display. Select Proceed. 

If the confirmation message does not display, check if your details are correct and fix them. 

If your details are correct and the message still does not display, please contact JP Appointment 
Services (see contact details on the last page).  
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Enter your personal details and create your password, then select Continue. 

Your password must be a minimum of 10 characters long. It must contain at least: 1 lowercase letter 
(a-z), 1 uppercase letter (A-Z), 1 number (0-9) and a special character (,.!@#). 

Please note, each JP Online account must have a unique email address as it will become your 
username to login. If you share an email address with another JP, only one of you can use that 
email address. 
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To verify your account, we will send you a unique security code.  
The security code will be sent to your email address or mobile (based on your selection). 
Select either SMS or Email, then select Send security code. 

Enter the security code you receive via SMS or email and select Verify. 
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   Once your security code has been verified, you can proceed. 
You will be prompted to accept and confirm your profile registration. 
Please tick all the required boxes, then select the Register button. 
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Once you have selected Register, a confirmation screen will display.  

To continue, select Login here (or if you are finished, select Close). 

We will also send you an email confirming your successful registration. 
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Step 2: update your JP public register details 

Log in to your account to update your details.  

To log in, enter your username (this should be your email address) and password, then select Log 
in.  
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Once you have logged in, you can check your appointment details, including your appointment 
expiry date, on the JP Online homepage.  

If there is an issue with your details, please contact the JP Appointment Services team (see 
contact details on the last page). 

Then, select your name in the top right-hand corner to update your JP public register details. 
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Navigate the update profile section by clicking on the tabs. 
You can now: 

• Select Service details to update your JP public register details, including your hours of
availability. The default hours are 9am – 5pm.

• Select Preferred languages to add another language to your JP public register

listing. Make sure to select Update to save your information.
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Step 3: update your appointment details 

Select Home to return to the JP Online homepage. 

From the homepage, you can notify us of a change in your circumstances. Select Change my 
details to submit a request for: 

• New disclosure (as required by the JP Code of Conduct)

• Change of name

• Resignation

• Update address

• Update email address (please note that the email you registered with will remain as your user
ID)

• Update phone number

• Update service type

• Update booking details

• Update preferred language.
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Complete the details in the request. Each request will ask you to enter different details. To submit 
the request, select Proceed or Submit. 

For more information on how to update your appointment details via JP Online, you can watch an 
instructional video.  

https://www.youtube.com/watch?v=md8_S1Md1Jc
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Step 4: take the JP knowledge test – if your appointment expires within the next 12 months 

Select Home to return to the homepage. 

Check your appointment expiry date on the JP Online homepage. If your appointment expiry date 
is less than 12 months away, you will need to take the JP knowledge test before you can start a 
reappointment application.  

You should have a copy of the JP handbook with you when attempting the JP knowledge test. Click 
the JP Handbook button in the top right hand corner to open a digital copy.  

You can practice the JP knowledge test by selecting the Practice Test icon. 

When you are ready to attempt the JP knowledge test, Select JP Knowledge Test, then follow the 
instructions on each page to take the test.  

If your appointment expiry date is more than 12 months away, you do not need to complete the 
test until 12 months prior to the end of your term. 
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Step 5: sign out 

You can complete other actions from the JP Online homepage such as re-apply for appointment and 
purchase JP products. 

Select Logout when you have finished to keep your account secure. 

 

 

 
 
 
 
 
 

More information 
• Visit the website at https://www.dcj.nsw.gov.au/legal-and-

justice/legal- assistance-and-representation/justice-of-the-
peace.html 

• Email jp@dcj.nsw.gov.au 

• Write to 
Appointments and Applications 
NSW Department of Communities and Justice 
Locked Bag 5000 
Parramatta NSW 2124 

 
• Call the JP Infoline on 02 8688 0500 

(8.30am – 11.30am and 1.30pm – 3.30pm, Monday) 

http://www.jp.nsw.gov.au/
http://www.jp.nsw.gov.au/
mailto:jp@dcj.nsw.gov.au
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