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1. Policy Statement 

Due to the nature of the services provided by Inspired, the work of our staff, tutors, 

volunteers, or students on placement will bring them into contact with vulnerable adults 

and children. All persons working with or for Inspired will assume a position of trust. To 

ensure the protection of our participants, as well as volunteers and the public, and to 

promote public trust and confidence, Inspired is committed to ensuring that only suitable 

candidates are recruited into these positions of trust.  This policy is closely aligned with the 

Health Service Executive’s Guidance for Disability Services on Recruitment, Selection, and 

Garda Vetting of Staff and has been framed in compliance with: 

• General Data Protection Regulation (GDPR) 2018 

• Data Protection Acts 1988 to 2023 

• Employment Equality Acts 1998 to 2015 

• Equal Status Acts 2000 to 2018 

• Industrial Relations Act 1990 

• Garda Central Vetting Unit Code of Practice 

 

2. Purpose 

Inspired is entirely committed to acting in accordance with the Children and Vulnerable 

Persons Act 2012 – 2016, under which the National Vetting Bureau was established and 

there is now a statutory requirement for people who work or have contact with children 

and vulnerable adults, to be vetted prior to commencing employment or relevant volunteer 

work. The purpose of the Garda Vetting Policy is to outline the responsibilities of Inspired 

and related persons who have contact with vulnerable adults, ensure Inspired is a safe 

environment for all persons and to confirm all the relevant persons understand and abide 

by their duties and responsibilities under the Act.  

 

2.1 Goals 

• To ensure that Inspired is a safe and secure environment. 

• To ensure that vetting of personnel is carried out to the highest standards of 

good practice, in compliance with all legal and ethical obligations, in an open, 

transparent and just manner and with the highest standards of confidentiality. 
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3. Scope 

This policy applies equally to anyone who is employed and/or engaged by Inspired or acts 

on behalf of Inspired and who will have unsupervised access to children and vulnerable 

adults in the course of their employment/engagement with Inspired. Individuals who are 

not directly employed by Inspired, but who are employed by contractors (or sub-

contractors) of Inspired and who will have unsupervised access to vulnerable adults in the 

course of their duties will also be required to undergo the vetting process. This policy 

applies to all Board members, management, staff, tutors, volunteers, and students on work 

placement.  

 

4. Nominated Garda Vetting Contact Person  

The Nominated Garda Vetting Contact Person at Inspired is Taylor Maher. It is their role to 

liaise with Kerry Volunteer Centre in order to manage all new Garda vetting applications, 

resubmit applications when existing clearance is due to expire and maintain up to date 

records on all matters relating to Garda Vetting at Inspired. 

 

5. General Guidelines 

5.1 Information relating to requirements for Garda Vetting will be provided in a clear, 

consistent and timely manner to applicants/existing staff and volunteers. 

5.2 Information collected as part of this vetting process will be treated in confidence 

but may be released to other parties as deemed necessary by Inspired. 

5.3 By signing and returning the Contract of Employment or Volunteer Agreement 

Form, the applicant expressly acknowledges that the offer of engagement is 

conditional on the applicant successfully completing the Garda Vetting process. 

Furthermore, the applicant consents to the offer of engagement being withdrawn if 

they do not successfully complete the Garda Vetting process. 

5.4 Candidates who fail to give such acceptance will not be considered for appointment 

to any position. 
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6. Garda Vetting Process 

The various stages that are involved in the Garda Vetting process are outlined below.  

 

6.1 Advertisement 

All posts identified as requiring Garda Vetting will explicitly state in both the 

advertisement and job description that the post will be subject to Garda Vetting.  

 

6.2 The Offer / Contract  

Following completion of the recruitment and selection process, the candidate(s) 

deemed suitable for appointment will be offered the position subject to him/her 

satisfying the full requirements of the role including Garda Vetting. This will be 

explicitly reflected in the offer letter and/or contract, which will be accompanied by 

a Garda Vetting Form and instructions for completion of same. The candidate will 

be obliged to complete a Garda E-Vetting Invitation Form. Save in exceptional 

circumstances, no applicant will commence work until such time as all parts of the 

recruitment and selection process including Garda Vetting has been fully 

completed to the satisfaction of Inspired. (Exceptional circumstances must be 

agreed in advance with the Board and Management on the understanding that the 

staff member or volunteer will not have unsupervised access to vulnerable adults 

until the Garda Vetting process has been completed).  

 

6.3 Completion of Nominated Garda Vetting Contact Person’s section of form  

The applicant must sign and return the completed confidential form to the 

Nominated Garda Vetting Contact Person upon receipt of the offer. Once the 

Nominated Garda Vetting Contact Person is satisfied that all sections of the form 

are duly completed the form will be forwarded to the Kerry Volunteer Centre, along 

with a photocopy of the applicant’s ID and Proof of Address. Failure to complete 

this form or to disclose a conviction will disqualify the candidate and no offer of 

employment will be made to him/her. The provision of inaccurate information on 

this form may also disqualify. 
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6.4 E-Vetting 

• The Kerry Volunteer Centre validates proof of identity and sends the vetting 

subject an e-mail with a link attached inviting them to complete a Vetting 

Application Form. 

• The vetting subject completes a Vetting Application Form online. 

• The Kerry Volunteer Centre reviews the Vetting Application Form and 

submits it to the National Vetting Bureau. 

• The National Vetting Bureau processes the application and forwards a 

vetting disclosure to the Kerry Volunteer Centre. 

• The Kerry Volunteer Centre reviews the vetting disclosure and as soon as is 

practicable provides a copy of the disclosure to the vetting subject. 

 

6.5 Vetting Outcome 

The Garda Central Vetting Unit (GCVU) responds to the vetting request by 

confirming whether any previous convictions appear against the applicant or if any 

prosecutions are pending.  

 

Should the vetting reveal a disclosure, Senior Management will meet the preferred 

candidate in person and in private. The candidate will be informed of the nature of 

the disclosure and will be given an opportunity to respond to it.  

 

Any candidate requesting to see the garda vetting disclosure document will be 

provided with the original document. Inspired will retain a copy. 

 

6.6 Confirmation of GCVU response by Nominated Garda Vetting Contact Person 

Where a vetting subject disputes the detail contained in a vetting disclosure from 

the National Vetting Bureau, he or she may refer the issue to the National Vetting 

Bureau dispute process. The Nominated Garda Vetting Contact Person will request 

the GCVU to review their information and confirm or review their initial response.  

 

 



 

Page | 5  
 

6.7 Evaluation of information  

Each person’s convictions will be assessed on a case by case basis. The provision of 

false, inaccurate, or misleading information will disqualify applicants from the 

selection process and for existing staff members may result in disciplinary action 

(up to and including dismissal). Once the information has been verified and 

confirmed, it is then reviewed by the relevant decision makers, namely the 

Nominated Garda Vetting Contact Person and the Board and classified as follows:  

• No convictions recorded 

• Minor Offence 

• Serious Offence 

• Very Serious Offence  

 

In deciding whether a particular conviction, pending prosecution or unsuccessful 

prosecution renders a candidate unsuitable for appointment, Inspired will consider: 

• The nature of the offence and its possible relevance to the position 

• The age of the offence 

• The frequency of the offence 

• The age of the preferred candidate at the time of the offence 

 

The following offences are subject to automatic disqualification: 

 

Abduction Money laundering 

Aggravated burglary Murder 

Arson Non-fatal offences against the person  

Assault causing harm Possession of drugs for sale or supply 

Explosives offences Robbery 

False imprisonment Sexual offences 

Firearms offences Terrorist offences 

Fraud offences Theft 

Manslaughter Trafficking of illegal immigrant 
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6.8 Areas for Consideration by the Board 

Information concerning convictions or prosecutions relating to the following 

legislation must be brought to the attention of the Board of Management, 

whether from the Republic of Ireland jurisdiction and/or other jurisdictions:  

 

• The Child Care Act (1991)  

• Domestic Violence Act (1996)  

• Non-Fatal Offences against the person Act (1997) 

• Protection for Persons Reporting Child Abuse Act (1998)  

• Criminal Justice Act (2006) 

• The Education and Welfare Act (2000) 

• Children’s Act (2001) 

• Sex Offenders Act (2001) 

• Criminal Justice (withholding of information on offences against children 

and vulnerable persons) Act 2012. 

• National Vetting Bureau (children and vulnerable persons) Act 2012.   

• Offences against the state 

• Offences related to drugs 

• Number and frequency of convictions particularly in the last ten years 

• Serious road traffic offences such as drunk driving, dangerous driving, hit 

and run, no insurance and car theft. 

• Non child protection related offences that may still give cause for concern 

for example a prosecution and successful conviction under the Domestic 

Violence Act (1996).  

 

This list is not exhaustive. For the avoidance of doubt, any disclosures relating to 

any amendments to the aforementioned legislation and/or to any other relevant 

legislation enacted after the date of issue of this policy may also require 

assessment by the Board of Inspired. 
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6.9 Final Decision 

The Garda Central Vetting Unit does not provide clearance for an individual. It is 

the responsibility of Inspired to make the decision regarding the suitability, or 

otherwise, of that person to become a volunteer or a staff member. 

 

7. Appeal 

The decision not to confirm an offer of work with Inspired can be appealed by the applicant 

to Inspired within 14 days of issue of the decision. The appeal should be made in writing to 

the Nominated Garda Vetting Contact Person and will be heard by a member of the Board. 

Full details of the appeal will be considered and a decision will be communicated to the 

applicant by the Nominated Garda Vetting Contact Person. This decision shall be final. 

 

8. Re-Vetting 

It is Inspired policy to re-vet employees every two years, or sooner in the case of a change in 

role. 

 

9. Data Protection 

Any personal information relating to an applicant will be treated with the utmost care. 

Applicants will be treated with dignity and respect at all times. Inspired will protect the 

rights and privacy of individuals and is in compliance with the General Data Protection 

Regulation (GDPR), which sets out strict rules about the way in which personal data is 

collected, accessed, used and disclosed. The GDPR permits individuals to access their 

personal data on request, and gives individuals the right to have their personal data 

amended if found to be incorrect. Any data received from the Garda Central Vetting Unit via 

the Kerry Volunteer Centre, in respect of any individual is for the sole use of Inspired. All 

data disclosed will be managed and protected within the statutory provision of the GDPR 

and any other legislation that may be enacted in respect of Data Protection. 
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10. Responsibility 

10.1 All persons referred to within the scope of this policy are obliged to be familiar with 

the provisions of this policy.  

10.2 It is the responsibility of the both the management, and the Board of Inspired to 

ensure that all of the guidelines and procedures in this document are implemented 

effectively and efficiently. Under the Act, Criminal offences may apply to the Board 

in the event of failure to comply with Garda Vetting requirements. 

10.3 Maintenance, regular review and updating of this policy is agreed and carried out 

by management and the Board. All amendments and alterations to the policy, 

where necessary, can only be implemented following the reflection and 

authorization of the Board of Inspired.  
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Appendix One – HSE Audit Tool 

 
 

Guiding Principles to be included Yes/No Action/Required 

Does the policy set out the Garda Vetting 
Procedure as set down in the National 
Vetting Bureau (Children and Vulnerable 
Persons) Acts 2012-2016? 

Yes  

Is the relevant Organisation Registered with 
National Vetting Bureau (NVB)? No 

Via Kerry Volunteer 
Centre 

Does the registered Organisation have a 
relevant Liaison Person making Vetting 
applications to NVB and receiving the 
vetting disclosures? 

Yes  

Is the Vetting/E-vetting process clearly 
identified for the individual completing the 
Vetting Application? 

Yes  

Does the organisation have a procedure in 
place regarding Dispute Resolution? Yes  

Does the organisation have a clearly 
specified reasonable timeframe for Re-
Vetting of individuals as per HIQA 
guidance? 

Yes  

Does the organisation have processes in 
place to ensure processing, management 
and retention of records are maintained as 
per legislation? 

Yes  

Does the organisation reference and align 
their local policy around most relevant and 
up to date Legislation and policy 
documents?  

Yes  

Does the policy address HIQA guidance 
around Vetting?  

NA 
Inspired is not a 
designated Centre 

 


