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Policy on Garda Vetting

(as part of recruitment procedures for all teaching and hon-teaching positions)

not provide clearance for any individual. As it js now compulsory for 3| persons who are in contact with children in 3
school to be garda vetted — DES Circular 63/2010 - it is the policy of Our Lady of Mercy Convent School to Garda Vet
any individual who may find themselves in a Position on their own with a child or children. This includes members of
the Board of Management and non-teaching staff.

Reference also circulars:
0094/2006, 0063/2010, 0026/2015, 0031/2016 (lead circuiar) and 0072/2017

Relationship to characteristic spirit of the schooi
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3. To clarify the requirements for Garda Vetting as part of the recruitment procedures for all teaching and non-
teaching positions.

4. To ensure compliance with the requirements set out in Circular 0031/2016.

What is Garda Vetting?

The process of Garda Vetting is carried out by the Garda Central Vetting Unit (GCVU). The function of the GCVU is to
provide details of ‘all prosecutions, successful or not, pending or completed, and/or convictions’ in respect of an
applicantto a registered organisation.

The Procedure re Garda Vetting
(For further details, refer to Circular 0031/2016 on www.education.ie)

The applicant completes a Garda Vetting form which is then sent to an Authorised Signatory in Our Lady of Mercy
Convent School. The Garda Vetting form is then forwarded to the GCVU. If the form is not completed correctly, it will
pe returned to the applicant for further completion/verification: this could significantly delay an appointment/Garda
Vetting process.

Ali rules of Data protection will be observed in respect of any data received following a Garda Vetting:

1. Information will be obtained and processed fairly.

2. information will be kept for a specified, explicit and lawful purpose.

3. Use of and disclosure of information obtained occurs only in ways compatible with these purposes.
4. information will be kept safe and secure.

5. it will be retained only while necessary for the purpose obtained.

6. Information received from the Vetting Unit will be shared with the individual at their request.

Al offers of employment 10 non-teaching staff and volunteers are ‘subject 10 satisfactory vetting by the Garda
vetting Unit’. Teaching staff are vetted separately by the Teaching Council.

Failure to complete the Garda Vetting form will automatically disqualify the candidate. The provision of inaccurate
information on the Garda Vetting form, such as inaccurate date of birth or address, may also disqualify.

Decisions on whether 10 accept an applicant will involve consideration of a number of criteria as well as the Garda
yvetting findings. In the case of convictions, cognisance will be taken of the nature and dates of the conviction,
restorative justice and rehabilitation of offenders.

Candidates will be able to challenge the information provided by the GCVU especially to avoid errors or cases of
mistaken identity. In such cases re-vetting will take place.

in all decisions, itis recognised that the school will take as its first priority its responsibility to the protection of children
attending school activities.
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Completing a Garda Vetting Form

Please use BLOCK CAPITALS when completing the form. It is imperative that you complete the Garda Vetting Form
fully and correctly. Do not leave any part of the form blank. If there is not an applicable answer please write N/A or
Cross out.

Surname: Insert your current surname,

Previous surname: Insert your previous name here (i.e. maiden name if applicable).

Forename: Insert your forename / first name.

Alias: If you are known by any name other than that/those on your birth certificate please insert here.

PPS No (formerly R.S.I Number): Please enter your P.P.S No. here (if you do not have a P.P.S. No, please contact the
office of your local Revenue Commissioners to obtain same}.

Date of birth: Insert your date of birth (dd/mm/yy).
Place of birth: insert the name of the city or town that you were born in (e.g. Dublin City).
Have you ever changed your name? If yes, tick ‘yes' box, if no tick 'no’ box.

If yes please state former name: Insert any previous surnames if applicable (e.g. in the event that you were married
on more than one occasion or that you have changed your name by deed poll etc).

Please state all addresses from year of birth to present date: It is very important that your current address and all
previous addresses, including all addresses abroad, are provided. You must also insert the years that you resided at
these addresses, year from and year to. These will be checked and if there is any time unaccounted for, the form will
be returned to you.

Have you ever been convicted of an offence in the Republic of Ireland or elsewhere? If no, tick 'no’, box. If yes, tick
'ves' box and then please provide details of conviction(s), i.e. Date, Court, Offence, Court Qutcome.

Declaration: Please make certain you fill in the position you are applying for in the section marked: "I, the undersigned
have applied to work as a ...” You must read this declaration carefully, sign and date it, and also print your name in
block capitals underneath the signature. (BLOCK CAPITALS).

If the form is not completed correctly it will be returned to you for further completion/ verification.
Please note that this could significantly slow your appointment/ Garda Vetting process.

Please note further information regarding the vetting of persons entering the school:
1. All substitute teachers and SNAs working in the school.

2. Transition year or work experience students must be over the age of 16 years old to volunteer
in school, and fill out the veiting form, and form NVB3 for persons under the age of 18 years
old. The NVB3 form is for 16-18 years old, which required parental consent. The two vetting
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forms are attached below in Appendix 1 (Vetting Form) and Appendix 2 (Parent Consent
Vetting Form)

3. Allinside school teachers/coaches, and afterschool coaches must be vetted accordingly.
4. All teacher practice students will be vetted by their attending college.
5. All parents going on school trips and outings must be vetted.

It must be stated that any adults working with students will be garda vetting.

Implementation Date

The procedures outlined in this policy will apply immediately in relation to all new appointments (teaching and/or
ancillary staff).

Timetable for review

The operation of the procedures outlined in the policy above will be reviewed in a timely manner if any changes take
place. Otherwise, it will be reviewed in 4 years.

Ratification and communication

This plan was ratified by the Board of Management and was communicated to the school community.

Signed: (Principal)

Dated: {Principai}

Proposed date of revision: May 2029
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APPENDIX 1: Garda Vetting Form:

Archdié\ceﬁe of Dublin

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 ball point pen.
Photocopies will not be arcepted.
Al applicants will be required to provide documents to validate their identity.

If the applicant is under 18 vears of age, a completed NVE 3 - Parent'Guardian Consent Form
will be required.

Personal Details
Insert details for each field, allowing one block letter per box.
For 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 dagit per box for your contact number.
The Current Address means the address vou are now lviag at.
The address fields should be completed in full, including Eircode/Postcode. Mo abbreviations.

Role Being Vetted For

The role being applied for must be clearly stated Generic terms such as “Volunteer” will rot
suffice.

Reole for Parents/Guardians in Our Lady of Mercy Convent School:

Teacher Support/Assistant

Declaration of Application

The applicant must confirm their enderstanding and acceptance of the two statements by sigming
the application form at Section 2 and ticking the box provided.
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el Ve Archdi@cese of Dublin

Child Safeguarding &
Protection Service

Holy Cross Diocesan Centre
Clonliffe Road

Dublin 3

Vetting Invitation

Section 1 — Personal Information

Under Sec 26(b) of the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2014, it is an
offence to make a false statement for the purpose of obtaining a vetting disclosure.

Fhrename[s]:

Middle Name:

Surname

Date of Birth:

Email
Address:

Please note: If NVB3 Form (Parent/Guardian Consent Form) is attached please enter
Parent/Guardian email address in field above and Parent/Guardian contact details in field below

Contact No.

Role Being
Vetied For:

Corrent
Address

Line 1:

Line 2:

Line 3:

Line 4:

EircodePostcode

Section 2 — Additional Information

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 Veiting Bureau (Children and Valnerable Persons) Acts 2012 te 2016.
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Please fick box L

Applicant’s DIn| palne] o f¥]¥]¥ Y
Signature:

An invitation to the e-velting will then be sent vour email address

isation/ Group Information

Name of Organisation Our Lady of Mercy Convent School
requesting vetting

{Parish/School/Order)

Contact Person’s Role Principal Teacher

Address of Organisation/Group | Resemount Terrace, Booterstown, Co Dublin. A94 V656

Contact Person’s Email olomprincipal@gmail.com
Contact Person’s 01 2884223

Primary Contact No.

Roll No. (School Only 17970F

The applicant has provided documentation to validate their identity in accordance with the
National Vetting Burean (Children and Vulnerable Persons) Act 2012 to 2016.-

Contact Person’s Signature:

Date:
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APPENDIX 2: Parent Consent Vetting Form

AN GARDA SIOCHANA NATIONAL VETTING BUREAU
PARENT ARDIA ENT FORM
Forename(s):
Surname:
Date OfBirthyf © [ o | /vl /v |y

Parent/Guardian Details

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.

Forename(s):

Surname:

Relationship to applicant: Father: Mother: Guardian:

Address:

Line 1:

Line 2:

Line 3:

Line 4:

Line 5:

Eircode/Postcode:

Parent/Guardian Consent

I, being the Parent/Guardian of the above named applicant, consent for the National Vetting Bureau to
conduct vetting in respect of the above named applicant in accordance with the National Vetting Bureau
(Children and Vulnerable Persons) Acts 2012 te 2016.

Parent/Guardian Date:
Signature: 1, il a1l 2




