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X COMMUNITY CENTRE CLG

Garda Vetting Policy

Overview
The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016 provide a statutory basis for the vetting of persons carrying out relevant work with children or vulnerable persons. The Act also creates offences and penalties for persons who fail to comply with its provisions. This document defines the procedure for ensuring all Employees and work placement staff working in the Community Centres on a regular basis are Garda Vetted. 
Scope
This process applies to all Employees and work placement staff in the Centre. Garda Vetting is conducted in respect of any person who is carrying out work or activity, a necessary and regular part of which consists mainly of the person having access to, or contact with, children or vulnerable persons. We will make such enquiries with An Garda Síochána or a Scheduled Organisation, as we deem necessary, to establish whether there is any criminal record or specified information relating to the applicant. We do not make decisions in respect of the suitability of an applicant for a position: this is the sole responsibility of the registered Organisation.
References
Application Forms:
· Garda Vetting Form.
· Checklist for volunteers / staff for completing e-vetting.
Policy / Procedure
Persons who are subject to Garda Vetting will receive a Vetting Application Form from the Human Resources (HR) Department.   X community centre uses the e-Vetting process, and the following steps will apply:
Step 1:
The Vetting Subject manually completes and forwards to the Community Centre General Manager a Vetting Invitation Form and provides proof of identity.

Step 2:
X person will validate proof of identity and send the Vetting Subject an email with a link attached, inviting    them to complete a Vetting Application Form.

Step 3:
The Vetting Subject completes a Vetting Application Form online and submits it to the Relevant Organisation.
Step 4:
The Relevant Organisation reviews the Vetting Application Form and submits it to the National Vetting Bureau.

Step 5:
The National Vetting Bureau processes the application and forwards a Vetting Disclosure to the Employer.
Step 6:
The Relevant Organisation reviews the Vetting Disclosure and as soon as is practicable provides a copy of the Disclosure to the Vetting Subject.

A Garda Vetting Disclosure is issued directly to the Community Centre General Manager in the Relevant Organisation.

Garda Vetting will only be conducted on the written consent of an individual Vetting Subject.

1.1 Role of the Community Centre General Manager
· To implement the Policy / Procedure in line with statutory regulations / recommendations.
· To review any forms that have been raised as issues / concerns and take appropriate action, depending on the issue or concern this may revoke their contract.

· To ensure that all work placement staff have approved Garda Vetting with their work placement Organisation.  

1.2 Role of Centre Manager 

 Staff
· To complete the Pre-garda Vetting Form prior to employment.

· To identify any concerns to Community Centre General Manager.
· To ensure that all reporting staff complete a Garda Vetting Form preferably prior to employment, and at the latest within one week of commencing employment.

· To review the Garda Vetting Form to ensure it is completed correctly.
· To keep a confidential copy of the form.
· To send the reviewed form to the Community Centre General Manager.
· To record the date of the form, once it has been returned, and to review it to ascertain if there are any issues or concerns.

· To ensure that all Employees are Garda Vetted every two years.
1.3 Staff 
· To complete a Garda Vetting Form.
· To complete all the information on the Form accurately and honestly.
· Any inaccurate / misleading information completed on the Garda Vetting or Pre-Garda Vetting Form may be deemed to be gross misconduct and appropriate action may be taken as a result.
· If, after submission, a Garda Vetting Form is returned with any issues / concerns, the Employee’s contract could be revoked.

1.4 Role of Staff – Work Placement

· All Work Placement Staff working in the Community Centres must complete a pre-Garda Vetting Questionnaire and a Garda Vetting Questionnaire, in line with their relevant Organisation’s Policy. 
· Any concerns raised in relation to this may result in the position not being given, or in the work placement staff being withdrawn.

2. Concerns Raised in Relation to Garda Vetting
Some examples of concerns that may be raised as a result of information divulged on Garda Vetting Forms are as follows:
· Inaccurate / misleading information given.

· Previous offences of a criminal / sexual / violent nature.
· Any offences in relation to children.

3. Data Protection
All information / completed forms must be kept secure and confidential and only available to relevant personnel.  Forms must only be kept for the duration of the employment of Employees and in line with the work placement procedure.

References: 

Guidelines for completing Vetting Invitation Form (NVB 1)

Please read the following guidelines before completing this form.

	Miscellaneous

	The Form must be completed in full using BLOCK CAPITALS and writing must be clear and legible.

	The Form should be completed in ballpoint pen.

	Photocopies will not be accepted.

	All applicants will be required to provide documents to validate their identity.

	If the applicant is under 18 years of age, a completed NVB 3 – Parent \ Guardian Consent Form will be required. Please note that where the applicant is under 18, the electronic correspondence will issue to the Parent \ Guardian. This being the case, the applicant must provide their Parent \ Guardian’s email address on this Form.

	

	Personal Details

	Insert details for each field, allowing one block letter per box.

	For the Date of Birth field, allow one digit per box.

	Please fill in your email address, allowing one character / symbol per box. This is required as the invitation to the e-vetting website will be sent to this address.

	Please allow one digit per box for your contact number.

	The current address refers to the address at which you are currently living.

	The address fields should be completed in full, including Eircode / Postcode. No abbreviations should be used.

	

	Role for Which Appicant is Being Vetted

	The role being applied for must be clearly stated. Generic terms such as “Volunteer” will not suffice.

	

	Declaration of Application

	The applicant must confirm their understanding and acceptance of the two statements by signing the Application Form at Section 2 and ticking the box provided.



	 INSERT DETAILS OF YOUR VETTING ORGANISATION 
	
	Your Ref:

	
	
	

	
	
	

	
	Form NVB 1
	

	
	Vetting Invitation
	


	Forename(s):
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Middle Name:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Surname:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date Of Birth:
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y

	Email Address:

(parents if U18)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Contact Number:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Role Being Vetted For:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Current Address:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Line 1:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Line 2:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Line 3:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Line 4:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Line 5:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Eircode/Postcode:
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Under Sec 26(b) of the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016,

it is an offence to make a false statement for the purpose of obtaining a vetting disclosure.

	Name of Organisation:
	

	

	I have provided documentation to validate my identity as required and
I consent to the making of this application and to the disclosure of information by the National Vetting Bureau to the Liaison Person pursuant to Section 13(4)(e) National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016. Please tick box 

	

	


	Applicant’s
	   
	
	
	
	
	
	
	
	
	
	
	

	Signature:
	
	    Date:
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y

	

	Note: please return this form to the above-named organisation. An invitation to the e-vetting website will then be sent to your email address.



References: 3.2
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Section 1 – Personal Information					





Section 2 – Additional Information					          









