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This policy was reviewed and updated in August 2026 following an 
internal review of recruitment and vetting procedures. 
 
The Registered Provider will review this policy annually or sooner 
where legislation, regulation or service requirements change. 
 
Signed by: Katie Uí Chaoimh;  
Príomh Stiúthóir on behalf of Naíonra Céimeanna Beaga  
 

Policy History 1.0: Nov 2018 
Original policy adopted 
 
 
2.0 : Aug 2026 
Reviewed following Tusla inspection. Added Recruitment & Vetting 
Checklist (Appendix A) and strengthened procedures relating to 
overseas police vetting and pre-employment verification. 

 
 
Garda Vetting  
 
It is the purpose of this policy to ensure that appropriate vetting of all staff, students and volunteers who 

have access to children is carried out.  This requires getting references from past employers and 

completing Garda vetting through the National Vetting Bureau (NVB).   
 
All employees, volunteers and students working in the service must be Garda vetted.   

 

The Early Years Inspectors will require that all employees are Garda vetted before they commence 

employment with the service. 

 

Applicants that work unsupervised with children may not take up a post until a satisfactory outcome of the 

Garda vetting process in accordance with these guidelines is obtained.  

 
Policy: 
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The Child Care Act 1991(Early Years services) Regulations 2016require any person carrying on a 

Naíonraservice must ensure appropriate vetting of all owners directors, BOM members, staff, students 

and volunteers  

1.​ Checking employer and other reputable references in respect of owners, directors, staff, students and 

volunteers. 

2.​ Seeking Garda vetting from An Garda Síochána. 

3.​ In respect of owners, directors, BOM members, staff, students and volunteers who have lived abroad, 

for more than six continuous months, ensuring that these persons provide the necessary police 

vetting from other police authorities.  

 

The Child Care Act 1991(Early Years services) Regulations 2016 require that services complete vetting 

prior to any person being appointed or being allowed access to children 

 

The Registered Provider is responsible for ensuring that all recruitment, Garda Vetting and any required 

overseas police vetting requirements have been completed and documented before an individual is 

permitted to commence employment or have access to children.   

 

Employment with the service is subject to a satisfactory outcome of the Garda Vetting Process. Where an 

employee is successful for a position with the service, they will be required to complete a Garda Vetting 

Application Form before they commence employment.  

Management will ensure that the identity of the applicant is confirmed against an original (not a 

photocopy) official documentation (such as a driving licence or passport), which includes the applicant’s 

name, address, date of birth and a photograph. This should be compared with their written application.  

 
Recruitment & Vetting Checklist: 
The Registered Provider shall complete the Naíonra Céimeanna Beaga Recruitment & Vetting Checklist 

(Appendix A) for every employee, student, volunteer and contractor before they commence employment 

or have access to children. 

The checklist requires verification that: 

●​ identity has been confirmed; 

●​ references have been obtained and reviewed; 

●​ Garda Vetting has been completed; 

●​ any period of residence outside Ireland has been assessed; 

●​ overseas police vetting has been obtained where required; 

●​ all recruitment documentation has been placed on the personnel file; and 

●​ the Registered Provider has approved the individual to commence employment. 
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No person shall commence employment, be rostered for duty, or have access to children until every 

applicable recruitment and vetting requirement has been completed, verified and approved by the 

Registered Provider.  
 
Delay in Obtaining Garda Vetting:  
The service will follow and respect the Garda Vetting Procedures and will follow the advice and guidance 

of the NVB and Tusla-The Child and Family Agency Early Years Inspector or any requirements that are 

compulsory under legislation.   

Garda Vetting is not transferable from one service to another.  

 

Students: 
All students must be Garda Vetted. Students will be required to complete a Garda Vetting Application 

Form before they commence their placement at the service. Students are required to complete Garda 

Vetting Application Forms in accordance with the guidelines issued by the National Vetting Bureau. Garda 

Vetting Forms will be held on site and are not transferable to other services or organisations. 

 
Transition Year Students:  
If the servicetakes on a transition year student or student under 18 years of age their parent/guardian will 

be required to complete and sign a form declaring that there are no convictions against the transition year 

student. The service will obtain two validated references for all transition year students.  A transition year 

Student should never be left alone with any child in an early year’s service. They must be accompanied at 

all times by a staff member. Garda Vetting will be required, however, for all transition students over 18 

years.  

 
Employees Who Have Lived Outside of Ireland: 
For persons who have lived/worked outside of the state for more than six continuous months a Garda 

Vetting Form should be completed listing the addresses both in Ireland and other countries that the 

person has resided in. Additionally, the person is required to provide an original Police Vetting 

Certificate/s from the country / countries that they have lived / worked in. This applies to international 

applicants as well as Irish applicants who have resided / worked abroad. Employers should take 

reasonable steps to verify Police vetting from other countries and these attempts should be recorded on 

the personnel file. 

The Registered Provider shall ensure that any required overseas police certificate has been received, 

reviewed and retained on the employee's personnel file before the individual commences employment or 

has access to children.  

 

Dealing with Disclosures: 
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The report that comes back from the NVB may show: 

●​ No previous convictions against the named applicant whose details were supplied.  

OR 
●​ Details of convictions that appear on Garda records. These are based on the information supplied on 

the application for Garda vetting. However, they cannot be positively confirmed by the Gardaí, as 

fingerprints have not been supplied. These details must be verified with the applicant before any 

decision is made. 

OR  
●​ Prosecutions successful or not, pending or completed. 

 
There is also the option of ‘possible matches’ where almost all the applicant’s details match but there is 

some difference, such as the address or date of birth. Again, these details must be verified with the 

applicant before any decision is made. 

 
When information is returned indicating a prosecution or possible match, it is recommended that a Garda 

vetting review meeting be held with the applicant. This has two purposes: 

●​ To verify that the applicant is the person about whom the disclosure of convictions has been made. 

The information returned by the Gardaí may apply to the applicant and should be verified with the 

applicant before any decision is made. 

●​ To provide an opportunity for the employer and the applicant to discuss the disclosure from Garda 

vetting. 

 

If the applicant disputes the information returned by the NVB, the onus is on the applicant to contact the 

Gardaí to resolve the matter. 

 

Management may also convene a meeting together appropriate personnel such as a Development 

Worker from the Clare County Childare or a Consultant from an organisation with expertise in this field if 

required. The meeting will be convened to discuss the disclosure from the NVB in relation to the 

(prospective) employee and to decide what action is required. Some points to consider are: 

●​ Has the employee already indicated to the servicewhat may by disclosed by the NVB. 

●​ Does the employee disclosure ‘match’ the NVB disclosure? 

●​ Where the employee has not indicated to the servicewhat the NVB has disclosed then management 

need to use the risk assessment below. This approach must consider the risk in terms of the 

individual, the offence and the purpose of the job. 

●​ Management may speak to the employee in relation to this matter before making a final decision. 

●​ Management should record their decision and inform the (prospective) employee of their decision. 
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Risk Assessment: 
Risk will be assessed in relation to the individual in terms of the risk due to the disclosed offence.  In 

some cases, the relationship between the offence and the position the individual has applied for will be 

clear enough to take a decision as to whether or not the individual is suitable for employment with the 

service. Points to consider are: 

●​ Offences concerned with larceny, fraud and theft are crimes of deception and may be a behavioural 

indicator. 

●​ Child Protection or related offences. 

●​ Breaches in trust e.g. fraud. 

●​ Offences against property e.g. arson, armed robbery. 

●​ Drug related charges/convictions (particularly possession for sale or supply). 

●​ Offences against the person e.g. assault, harassment, coercion. 

●​ Offences against the state. 

 

The risk will be assessed by the person in charge. Assessment of the risk of the employee together with 

the offence: 

●​ In carrying out this assessment, the following factors in addition to other relevant case specific 

concerns should be considered and documented in support of the recommendation to either stay on 

the current work assignment or transfer to a more suitable one. 

●​ The seriousness of the offence and its relevance to the safety of the children. 

●​ The length of time since the offence was occurred. 

●​ The age of the applicant at the time. 

●​ Whether the offence was a ‘one off’ or part of a history of offending. 

●​ Whether the applicant’s circumstances have changed since the offence was committed, making 

re-offending less likely. 

●​ The degree of remorse or otherwise, expressed by the applicant and their motivation to change. 

●​ The sentence imposed in relation to the offence. 

●​ Whether the applicant has undertaken any kind of rehabilitation relating to the offence they committed 

e.g. anger management or drug treatment programme. 

●​ Work history since the offence. 

●​ Protecting the employee from situations that might cause difficulty e.g. allegations against them etc.  

 

The risk assessment and the decision to employ or not to employ should be carried out by those 

nominated as outlined above. 

 
Data Collected through Garda Vetting: 

Polasaithe Naíonra Céimeanna Beaga - Grinnfhiosrúchán an Gharda Síochána / Garda Vetting                 6 
 
 



 

The service will conform to the provisions of the Data Protection Act 1998 and the Data Protection 

(Amendment) Act 2003 in relation to the storage and retention of records. 

 
Storage of Data: 
The storage and security of Garda Vetting Form is a very important consideration under the Data 

Protection Acts.  Appropriate security measures will be taken by usagainst unauthorised access to this 

data. A minimum standard of security will include the following measures: 

●​ Access to the information should be restricted to authorised staff on a “need-to-know” basis. Access 

to Garda Vetting Forms should be restricted to a maximum of two individuals within the service. 

●​ Access will also be restricted to external authorised personnel – e.g. the early Year’s Inspector.  

●​ The forms will be stored in a lockable filing cabinet located away from public areas. 

●​ Any information that needs to be disposed of will be done so carefully and thoroughly when 

out-of-date but only if a new vetting procedure has been completed.  

●​ Premises will be secured when unoccupied.  

 

Retention:  
We will retain a record of the decision to appoint an employee and the reasons for the decision as part of 

the overall recruitment records. In the event of a decision not to appoint an employee on the basis of a 

Garda vetting disclosure, records should be retained confidentially indefinitely. 

 
Repeat Garda Vetting: 
The Garda Vetting procedure may be carried out at any time during the employees contract of 

employment and the procedure should be followed at least every three years for continuing employees 

and in line with any subsequent legislation. 

 
Note: 
It is important to recognise the limitations of Garda/Police vetting, which can only alert an employer to 

criminal convictions. Research indicates that very few child abusers receive criminal convictions. Garda 

vetting will be used as part of the overall safe recruitment practices of the serviceand is one component of 

the recruitment decision. The Management reserves the right to use their own judgement about whether a 

person is suitable for a post with us. 
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Appendix A 
Recruitment & Vetting Checklist 

The checklist requires verification that: 

• identity has been confirmed; 

• references have been obtained and reviewed; 

• Garda Vetting has been completed; 

• any period of residence outside Ireland has been assessed; 

• overseas police vetting has been obtained where required; 

• all recruitment documentation has been placed on the personnel file; and 

• the Registered Provider has approved the individual to commence employment. 
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