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Nothing in this policy should be taken to be a legal interpretation of any legislation nor does it 

confer any obligation or liability on the Diocese of Limerick 



Diocese of Limerick Vetting Policy and Procedure 
 
 
 
Foreword 
 
Garda vetting is a key element of safe recruitment of all persons involved in relevant ministry at 
parish and diocesan levels. 
 

In the context of the Catholic Church, vetting is particularly relevant as there is, for example, 
a legal requirement for vetting for any person who may be involved in any work as a minister 
or priest or any other person engaged in the advancement of any religious beliefs to children 
unless such work or activity is merely incidental to the advancement of religious beliefs to 
persons who are not children 
 

Vetting is required for anyone who is 18 years or over and involved in any form of ministry, 
employed/contracted or volunteering, who has contact with children and/or vulnerable persons 
which is more than incidental. Those who are aged over 16 years and under 18 years may be 
vetted, but this can only be carried out with the written consent of their parent/guardian and the 
young person themselves. 

 

Vetting is not required for persons involved in church ministry whose contact with children and/or 
vulnerable persons is merely incidental 
 
This Diocesan Policy and Procedure sets out clearly how vetting, by the National Vetting Bureau, 
operates in the Diocese of Limerick. 
 
Compliance with these procedures is essential for all diocesan and parish personnel and volunteers 
in order to ensure, not only compliance with legislation but also as a clear expression of our shared 
commitment to safeguarding children and vulnerable persons. 

 
 
 
 
 
 

 
 
+Brendan Leahy 
Bishop of Limerick 
  



 

Introduction 
 
The National Vetting Bureau (Children & Vulnerable Persons) Acts 2012 – 2016 (the “Acts”) makes 
it mandatory for relevant organisations, to vet certain persons through the National Vetting Bureau 
prior to allowing those persons to be involved in certain relevant work or activity with children or 
vulnerable persons.  
 
An organisation shall not, in law, employ, permit or contract with any person to provide relevant 
work or activities without receiving a vetting disclosure from the National Vetting Bureau. A person 
who contravenes this obligation shall be guilty of an offence 

 
The Diocese of Limerick is registered as a ‘relevant organisation’ with the National Vetting 

Bureau for the purposes of applying for and receiving vetting disclosures.  The Diocesan 

Vetting Service is managed within the Diocesan Safeguarding Service and the Diocese 

has nominated two Vetting Liaison Persons who are registered with the National Vetting 

Bureau. 

 

Every person whom the Diocese requests to be vetted has the right to have the basis for 

this request outlined to them 

 

At this time the Liaison Persons are Jemma O’Shea and Finola Downes and they can be 

contacted at  vetting@limerickdiocese.org  

 

 

Vetting for Diocese/Parishes and Relevant Programmes 

 

The Vetting Liaison Persons are authorised to submit applications for vetting disclosures 

on behalf of the Diocese/Parishes and relevant programmes/ministries and to receive 

vetting outcomes from the NVB 

 

 

Vetting for Affiliates 

 

The Vetting Liaison Persons are authorised to submit applications for vetting disclosures 

on behalf of another relevant organization, e.g. Primary Schools that have signed service 

level agreements with the Diocese.  

 
 

Agreement to Share Vetting Information 

 

The Diocese can also, from time to time, enter into a shared vetting agreement with other 

relevant organisations for example a religious congregation.  

 

 

 

 

Section 12.3(A) of the Acts allows for such sharing of information as follows: Where 2 or more relevant organisations 
jointly agree in writing to the employment, contracting, permitting or placement of a person to undertake relevant 
work or activities, it shall be a defence in any proceedings brought against a person for an offence under subsection 
(2) to show that another relevant organisation who was party to the agreement received a vetting disclosure in 
respect of the employment, contract, permission or placement of the person concerned 
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Who Needs to be Vetted 
 
Any person involved in work or activity on behalf of the Parish/Diocese, with children or vulnerable 
persons, which is more than incidental must be vetted. 
 
If the involvement in work or activity with children or vulnerable persons is merely incidental to 
involvement in work or activity with people who are not children or vulnerable persons then vetting 
is not required. 

 
Key Roles Involved in Vetting at Parish Level 
 
Parish Priest 
 
The Parish Priest is the responsible person for appointing, contracting or permitting a person to be 
involved in relevant work or activity in a Parish and is responsible for ensuring that, if required, 
vetting takes place. 
 
Parish Priest should be taken to also refer to the person in charge of a programme of ministry 
which operates at a diocesan level or across a number of parishes, for example, Director of 
Lourdes Pilgrimage. 
 
 
Lay Designated Signatory 
 
In 2019 the Diocese began the process of inviting Parish Priests to nominate a suitable person to 

act as the Lay Designated Signatory for Vetting Applications in their parish. The role of a Lay 

Designated Signatory includes providing information and assistance relating to vetting applications 

(NVB1 Forms) and maintaining certain parish records in respect of who has been vetted. The Lay 

Designated Signatory is trained by the Diocesan Vetting Service and signs a confidentiality 

agreement. 

 
 

Key Roles involved in Vetting at Diocesan Level 
 
Vetting Liaison Person 
 
The Vetting Liaison Person is the person authorised by the Diocese to submit vetting application 
forms to the National Vetting Bureau and receive disclosures from the National Vetting Bureau. 
 
Director of Safeguarding 
 
The Director of Safeguarding is authorised by the Bishop to have overall responsibility for the 
Diocesan Vetting Service.  



 

General 
 

The procedures for processing vetting applications are set out in the Legislation and in 

guidance from the National Vetting Bureau.  Changes particularly in the vetting application, 

Form NVB1, may be required from time to time and, therefore, the NVB Form(s) should 

be downloaded as required from the: 

 

Safeguarding Website at https://www.limerickdiocesesafeguarding.com/vetting/  

 

The National Vetting Bureau, in accordance with the provisions of the legislation, may disclose both 
particulars of a criminal record and a statement of certain specified information relating to the person 
who is the subject of the vetting application or a statement that no such record or specified 
information exists. 
 
Specified information is information concerning a finding or allegation of harm to another person 
that is received by the Bureau from An Garda Síocahána or certain scheduled organisations in 
respect of the person and which is of such a nature as to reasonably give rise to a bona fide concern 
that the person may:  
 

(i) harm any child or vulnerable person, 
(ii) cause any child or vulnerable person to be harmed 
(iii) put any child or vulnerable person at risk of harm 
(iv) attempt to harm any child or vulnerable person or 
(v) incite any other person to harm any child or vulnerable person 

 
 
 
For the Purposes of the Vetting Legislation 
 

“child” for the purposes of this legislation means a person under the age of 18 years 

 
“Relevant work or activity” with children in the context of the Diocese/Parishes includes for 
example: 

 

 Any work as a minister or priest or any other person engaged in the advancement of 
any religious beliefs to children unless such work or activity is merely incidental to the 
advancement of religious beliefs to persons who are not children 

 Any work or activity which consists of care or supervision of children unless the care 
or supervision is merely incidental to the care or supervision of persons who are not 
children; 

 Any work or activity which consists of the provision of educational, training, cultural, 
recreational, leisure, social or physical activities (whether or not for commercial or any 
other consideration) to children unless the provision of educational, training, cultural, 
recreational, leisure, social or physical activities is merely incidental to the provision of 
educational, training, cultural, recreational, leisure, social or physical activities to 
persons who are not children 

  Any work or activity which consists of treatment, therapy or counselling provided to a 
child by a person in the course of that work or activity 
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For the Purposes of the Vetting Legislation 

 

“Vulnerable person” for the purpose of this legislation means a person, other than a child, who:- 

a. is suffering from a disorder of the mind, whether as a result of mental illness or 
dementia; 

b. has an intellectual disability; 
c. is suffering from a physical impairment, whether as a result of injury, illness or age, or 
d. has a physical disability, which is of such a nature or degree; 

i. as to restrict the capacity of the person to guard himself or herself against harm 
by another person, or 

ii. that results in the person requiring assistance with the activities of daily living 
including dressing, eating, walking, washing and bathing 

 
“Relevant work or activity” with vulnerable persons in the context of the Diocese/Parishes 
includes for example: 

 

 Any work as a minister or priest or any other person engaged in the advancement of 
any religious beliefs to vulnerable persons unless such work or activity is merely 
incidental to the advancement of religious beliefs to persons who are not vulnerable 
persons 

 Any work or activity which consists of the care (including the provision of health and 
personal social services and essential domestic services) of vulnerable persons unless 
the care if merely incidental to the care of persons who are not vulnerable persons 

 Any work or activity which consists of the provision of educational, training, cultural, 
recreational, leisure, social or physical activities (whether or not for commercial or any 
other consideration) to vulnerable persons unless the provision of educational, training, 
cultural, recreational, leisure, social or physical activities is merely incidental to the 
provision of educational, training, cultural, recreational, leisure, social or physical 
activities to persons who are not vulnerable persons 

  Any work or activity which consists of treatment, therapy or counselling provided to a 
vulnerable person by a person in the course of that work or activity 

  

 

The Diocesan Vetting Services Provides  
 

A full vetting service to Parishes/Diocese in respect of people who are required to be 

vetted. 

 
In relation to Church Ministry, vetting is required for: 
 

Anyone who is 18 years or over and involved in any form of ministry, employed/contracted or 

volunteering, who has contact with children and/or vulnerable persons which is more than 

incidental. Those who are aged over 16 years and under 18 years may be vetted, but this can 

only be carried out with the written consent of their parent/guardian and the young person 

themselves. 

 

Vetting is not required for persons involved in church ministry whose contact with children 

and/or vulnerable persons is merely incidental. 

 
 
  



 

Deciding Who Needs to be vetted in a Parish 
 
The Parish Priest is the responsible person for appointing, contracting or permitting a person to be 

involved in relevant work or activity in a Parish and is responsible for ensuring that, if required, 

vetting takes place.   

The Parish Priest, with the agreement of the Diocesan Vetting Service, may identify a suitable 

person in their Parish, such as the Parish Secretary/Safeguarding Rep, who is willing to take on the 

role of Lay Designated Signatory for Vetting Applications.   

The Parish Priest at all times remains the responsible person for vetting in a Parish.  The person 

who has been appointed as the Lay Designated Signatory for Vetting Applications will be trained 

and supported by the Diocesan Vetting Service.   

 

It is important to consider the actual activity that the person is involved in when deciding who needs 

to be vetted. 

 

Examples of Roles that typically will require Vetting 

 

 Clergy (Bishops, Priests, Deacons), Chaplains; 
 Parish Safeguarding Reps: 
 Sacristans responsible for Altar Servers; 
 Supervisors of Altar Servers; 
 Eucharistic Ministers who bring the Eucharist to homes, hospitals, care homes and other 

institutions where there are children and/or vulnerable persons present; 
 Leaders of youth ministry and youth liturgy groups including, for example, youth choirs, 

parish run youth clubs, Pope John Paul II Awards; 
 Leaders of Communion Programme: “Do This in Memory of Me”; 
 Leaders of Confirmation Programme: “You shall be my witnesses”; 
 Those whose ministry, work or activity involves the coaching, mentoring, counselling, 

teaching or training of children and/or vulnerable persons; 
 All other roles which involve a person in activities with children and/or vulnerable persons 

which are more than incidental. 
 
Vetting is not required for Church personnel whose contact with children and/or 
vulnerable persons in unregulated activity is ‘merely incidental’. 
 
 
Examples of Roles that typically may Not Require Vetting 
 
 Readers of the Word. 
 Those present in the Sacristy who don’t have an official role with children and/or vulnerable 

persons. (Note: However, these persons should never be left alone with children and/or 
vulnerable persons);  

 Eucharistic Ministers who only distribute the Eucharist within the main body of the church 
during public Mass or other liturgical celebrations  

 Sacristans who have no involvement with children/vulnerable persons  
 Collectors, Car park attendants, gardeners, cleaners, stewards etc. 

 
 

  



 

The Role of the Lay Designated Signatory 

 

In 2019, the Diocese began the process of inviting Parish Priests to nominate a suitable person to 

act as the Lay Designated Signatory for Vetting Applications in their parish. The role of a Lay 

Designated Signatory includes providing information and assistance to vetting applicants with 

vetting applications, checking and signing vetting applications (Form NVB1), maintaining certain 

parish records in respect of who has been vetted; ensuring that appropriate documentation is sent 

to the Vetting Liaison Person during the vetting application process. The Lay Designated Signatory 

is trained by the Diocesan Vetting Service and signs a confidentiality agreement before carrying out 

their role. 

 

The role of the Lay Designated Signatory for Vetting Applications includes: 

 

 Providing information regarding the vetting application process i.e. providing acopy of 

Guidelines for Completing the NVB1 Vetting Invitation and Information in relation to the 

eVetting Process and Frequently Asked Questions (FAQ) Handout.  

 Advising the applicant to contact the Diocesan Vetting Service at 

vetting@limerickdiocese.org if their queries are not addressed in the FAQ handout or if any 

further advice is requested. 

 Assisting the applicant when completing Section 1 & 2 of the NVB1 Form, as required 

 Checking Section 1 & 2 of the NVB1 Form to ensure accuracy, legibility etc. 

 Validating proof of photographic identification and proof of current address documents (on 

behalf of the Diocese) provided by the applicant and attaching copies of same to the NVB1 

Form. Original documents should be returned to applicant in each case. 

 Informing the applicant that they will receive an email directly from the National Vetting 

Bureau containing a link to the online NVB1 which must be completed within 30 days of 

receipt 

 Completing Section 3 of the NVB1  

 Submitting the original NVB1 Form with attachments to the Diocesan Vetting Service for 

processing to the National Vetting Bureau 

 Filing correspondence of confirmation of vetting in respect of each applicant in a safe, secure 

and confidential manner in the Parish Office/Pastoral Unit Office (This information can be 

subject to audit by the National Vetting Bureau)  

 Informing the Diocesan Vetting Service when a person ceases to be involved in relevant 

work or activity.  

  

The Vetting Service Liaison Person(s) will support the Lay Designated Signatory as follows: 
 

 Provide an information training session to all Lay Designated Signatories to include 

information on data protection. 

 Acknowledge receipt of each vetting application by email;  

 Process Vetting Applications received in a timely manner; 

 Forward correspondence confirming an applicant’s vetting to the Parish Priest c/o the Lay 

Designated Signatory at the Parish Office when the National Vetting Bureau has completed 

the vetting process; 

 Provide the Lay Designated Signatory with assistance and advice relating solely to the 

processing of Vetting Invitations;  

 Make available any relevant updates/information in respect of vetting to the Lay Designated 

Signatory  
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Re-Vetting  

The section of the legislation which deals with re-vetting has not been implemented. The 

Dioceses of Limerick has adopted a general 3 Year Re-Vetting Policy. The Bishop may 

require more frequent vetting for a particular role if considered appropriate. 

The Vetting Database will be fully operational from 2021 and will alert the Vetting Liaison 

Person when re-vetting is required. The Liaison Person will alert the Parish Priest/Lay 

Designated Signatory when a volunteer is required to be re-vetted in their Parish. 

Pending the enactment of Section 20 the Vetting Legislation the time period for re-vetting 

may be extended in certain circumstances i.e. pandemic etc. by the Diocesan Director of 

Safeguarding. 

 
How the Diocesan Vetting Process Operates 
 
Applications for Garda Vetting are submitted electronically to the National Vetting Bureau in a 
process known as e-Vetting. This eVetting process removes the lengthy paper application and 
replaces it with an electronic form. As the process is online it requires that the applicant has 
access to a valid email address and access to the internet.  

 
 
Vetting Invitation Form (NVB 1) (Appendix 1) 

 
By completing the Vetting Invitation Form (NVB1) the applicant consents to the: 
 

 Sharing of identification documentation or copies of such documents with the Parish 
Priest/Lay Designated Signatory/Diocesan Vetting Service as appropriate; 

 Making of the application to the National Vetting Bureau by the Diocesan Vetting 
Service; 

 Disclosure of information by the National Vetting Bureau to the Vetting Liaison 
Person; 

 Sharing the disclosed information by the Vetting Liaison Person with the 
Parish/Diocese; 

 
Process  
 

 A copy of the Vetting Invitation Form (NVB1) and associated guidance for completion 
should be provided to the applicant by the Parish Priest/Lay Designated Signatory.   

 This is available to download at https://www.limerickdiocesesafeguarding.com/vetting/ 
The NVB1 Form may also be requested  from vetting@limerickdiocese.org    

 Information regarding the process involved in the making of a vetting application should 
be provided to the applicant by the Parish Priest/Lay Designated Signatory 
 
NVB1 Forms are regularly updated and you are advised to download forms as required and 
not to batch print. It is important to submit current forms to the Vetting Service. 

 
 
Section 1 & 2 of the NVB1 Form must be completed by the Applicant  
 
The applicant must: 
 

 Read the Guidelines prior to completing Section 1 & 2  
 Provide details which are legible and accurate  
 Provide a valid Email Address 
 (If the applicant does not have their own email address, they can provide an email of a 

friend or family member. If the applicant uses a family member or friend’s email 

https://www.limerickdiocesesafeguarding.com/vetting/
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address, the applicant should be informed that personal information regarding him/her 
will be sent to this email address and given details as to the nature of that personal 
information 

 A full description of the role being applied for must be supplied and not just “volunteer”, 
for example, ‘Leader of Children’s Choir’, Eucharistic Minister visiting vulnerable people 
etc. 

 Provide original documents of *photographic proof of identification and proof of 
current address to the Parish Priest/Lay Designated Signatory for validation on behalf 
of the Diocese. (Forms will be photocopied and originals returned to the applicant). 
 
 
 

*Photographic proof of Identity & Current Address 
The applicant must produce at least one original form of identification to the Parish Priest/Lay 
Designated Signatory and one document evidencing current address so the identity and current 
address of the applicant can be validated.  For example:-  
 

 Photographic ID  
i.e. current passport or new format driver’s license 

 Proof of Current Address  
i.e. original utility bill or bank statement (issued within the last six months) 

 

If these documents are not available other forms of identification/proof of current address 

may be used as outlined in Section 3 of the Vetting Invitation Form (NVB1). 

 
 
Section 3 of the NVB1 Form must be completed by the Parish Priest or their Lay 
Designated Signatory 
 
On behalf of the Diocese the Parish Priest or Lay Designated Signatory must: 
 

 Validate the original documents of photographic identify and proof of current addresss 
provided by the applicant and identify them at Section 3 of the Vetting Invitation Form 
(NVB1); 

 Take a copy of the documents and attach them to the completed Vetting Invitation 
Form (NVB1); 

 Return the original documents to the applicant; 

 Post the original NVB1 and attached copies of document to the Diocesan Vetting 
Service at the Limerick Diocesan Centre, St. Munchins, Corbally, Limerick. 

 
 
 
Diocesan Vetting Service  

The Vetting Service will:-  

 Electronically process the NVB1 Form to the National Vetting Bureau; 

 Retain the original NVB1 and copies of documentation in a secure location at the 
Diocesan Vetting Service in line with the Diocese Data Retention Policy. 

 
 
  



 

National Vetting Bureau Communication with Applicant 
 
The National Vetting Bureau will 
 

 Email the applicant directly inviting them to verify their details, as entered by the Vetting 
Liaison Person, and to complete the on-line form NVB2. This is referred to as eVetting. 
(eVetting must be completed on-line within 30 day or the link will become inactive. A 
significant number of people fail to complete the online form within the required 30 days 
and therefore the importance of this should be stressed to each applicant) 

 
The Garda vetting process will only begin when the NVB2 Form is submitted online  
 
A key feature of the eVetting system is that an applicant can track progress of their own vetting 
application online and can see when their application has been processed and returned to the 
Diocesan Vetting Service 
 
 
 
National Vetting Bureau Communication with Diocesan Vetting Service  
 
Once the applicant completes the online eVetting process the National Vetting Bureau will 

 
 Notify the Vetting Liaison Person who will review the application and submit it for 

processing to the National Vetting Bureau. 
 Process the application when it has been reviewed by the Vetting Liaison Person and 

notify Diocesan Vetting Service when the disclosure is available 
 

There are two types of disclosures, the vast majority are NIL disclosures and some Actual 
disclosures. 
 
 
Diocesan Vetting Service Communication with the Parish Priest/Lay Designated Signatory 
 
The Diocesan Vetting Service will 

 Inform the Parish Priest/Lay Designated Signatory of the vetting outcome by letter 

 Retain the Vetting Disclosure with the applicants NVB1 Form (in line with the Diocesan 
Retention Policy) 

 
 
NIL Vetting Disclosures 
  
A NIL Vetting Disclosure indicates that there is no criminal record or specified information in relation 
to the person 
 
 
Actual Vetting Disclosures from the National Vetting Bureau  
 
Two types of information may be disclosed to Diocesan Vetting Service: 
 

 Criminal record information 

 Specified information 

The Director of Safeguarding is authorised to assess the disclosure and make an appropriate 
determination regarding the suitability of the applicant for the role. 
 
 
 
 



 

The Director of Safeguarding will:- 
 

 Arrange to make a copy of the disclosure available to the applicant (Appendix 2). 

 Ordinarily, discuss the disclosure with the applicant and with the Parish Priest;  

 Make a determination as to whether the person can act in the role and inform the 
applicant, the parish priest and Vetting Liaison Person of the decision; 

 If the applicant wishes to withdraw his/her application at this time they should inform the 
Director of Safeguarding in writing of their decision;  

 Arrange to retain any relevant correspondence on file 
 

 
 

 
If the applicant maintains that the disclosure details are not correct the Diocesan Vetting Service 
will inform the National Vetting Bureau who will assess the information and provide an outcome to 
the Diocesan Vetting Service. 
 
The Director of Safeguarding may obtain relevant advice and assistance as deemed necessary. 
This is done on an anonymised basis. 
 

 
Appeals  

If the applicant wishes to appeal a decision not to employ, contract or engage them, an 

appeals process may be used. The Diocesan Vetting Service will inform the applicant in 

writing of the process of the appeal. 

 
In respect of decisions based solely on the vetting disclosure, the appeal can only be in respect of 
this information.  Appeals will be directed by the applicant to the Chairperson of the Appeals 
Committee who is the Diocesan Secretary/General Manager at Limerick Diocesan Centre.   
 
The making of an appeal will require that the information disclosed by the National Vetting Bureau, 
and any further details provided by the applicant, is shared with the Appeals Committee.  It may 
also arise that in order to fully assess information provided by the applicant, for example to explain 
the background to a conviction, the applicant may need to give the appeals committee further 
permission to discuss the information with relevant authorities. The consent of the applicant will be 
required as part of this process. If the applicant does not consent the process will not proceed.  
 
 
Appeals will be made in writing but may also involve an oral hearing. 
 
The role of the Appeals Committee is to make a final determination in relation to the application. 

 

 
Consent regarding Retention Personal Information by the Diocesan Vetting Service 
 
In completing the NVB1 Form the applicant is: 
 

 Confirming that they have been informed of the process involved in the making of the 
application for a vetting disclosure; 

 Giving signed consent to the making of the application; 

 Giving signed consent to the disclosure of information by the Parish Priest/Lay Designated 
Person to the Vetting Liaison Person and by the National Vetting Bureau to the Vetting 
Liaison Person;  

 Giving signed consent to the sharing of the disclosed information from the National Vetting 
Bureau with the Director of Safeguarding and Parish/Diocese. 

 



 

Retention of Information 
 
The retention of certain information by the Diocese is a requirement of the National Vetting Bureau 
in order that it can meet its functions of ensuring Diocesan compliance with the statutory process 
set out in the legislation.   
 
 
Personal Information - People who remain engaged in relevant work or activity  
 
While a person remains engaged in relevant work or activity,  in the Diocese/Parish the following 
documentation is retained by the Diocesan Vetting Service:- 
 

 Original Form NVB1 

 Copy of ID documents 

 Copy of Vetting Disclosure 

 Any documentation provided by the applicant to the Parish/Pastoral Area or Diocesan 
Vetting Service in relation to the vetting application. 

 
The documents will be retained securely by the Diocesan Vetting Service.  The National Vetting 
Bureau and certain authorised personnel of the Vetting Service shall have access to the retained 
documents. 
 
 
During this period, the Diocesan Vetting Service also has access to the history of each vetting 
application on the Garda eVetting System   This allows the Diocesan Vetting Service to see the 
procedural steps taken in respect of each vetting application.  This information is available to the 
Diocesan Vetting Service for seven years from the date of vetting once the Garda vetting reference 
number is retained by the vetting service 

 
 
Actual Disclosures Information 

 
In the event that the vetting disclosure provides actual information and the person withdraws their 
application to be involved in relevant work or activity, the following information will be retained by 
the Diocesan Vetting Service 
 

 Section 1 and 2 of the NVB1 Form  

 Note of withdrawal of the application  
 
If the Director of Safeguarding determines that having assessed the information disclosed by the 
National Vetting Bureau, the person can be involved in relevant work or activity then, usually with 
the agreement of the person, the following information will be retained by the Diocesan Vetting 
Service while the person is still engaged in relevant work or activities by a parish/the Diocese: 
 

 Original Form NVB1 

 Copy of ID documents 

 Copy of Vetting Disclosure 

 Associated correspondence between the applicant and the Vetting Service 

 Note of determination 
 

Previous Vetting Application 

 Section 1 and 2 of their previous NVB1 Form  

 Note of determination 
 
 
 



 

 
If a determination is made not to allow the applicant to be involved in relevant work or activity, the 
following information is retained by the Diocesan Vetting Service: 
 

 Section 1 and 2 of the NVB1 Form  

 A note of the determination 
 
The documents will be retained securely by the Diocesan Vetting Service.  The National Vetting 
Bureau and certain limited personnel of the Vetting Service shall have access to the retained 
documents. 
The Diocesan Vetting Service has access to the history of each vetting application submitted by the 
Diocese on the Garda eVetting System.  This allows the Diocesan Vetting Service to see the 
procedural steps taken in respect of each vetting application.  This information is available to the 
Diocesan Vetting Service for seven years from the date of vetting once the Garda vetting reference 
number is retained by the vetting service. 

 
 
Joint Vetting Agreement (Appendix 3) 

 
A copy of all joint vetting agreements will be permanently retained by the Diocesan Vetting Service. 
 
 

Diocesan Vetting Service  
 

 Executive responsibility is held by the Director of Safeguarding 
 The Vetting Advisory Committee is advisory in relation to policy, procedures and 

organisation of the service 
 The role of the Vetting Appeals Committee is as outlined above 

 
 

Vetting Advisory Committee 
Chairperson at this time is Mr. John Murphy  
Director of Safeguarding at this time is Mr. Ger Crowley  

Vetting Liaison Person at this time is Ms. Jemma O’Shea 

Vetting Liaison Person at this time is Ms. Finola Downes 

 

 
   Vetting Appeals Committee 

General Manager/Diocesan Secretary (Chair) at this time is Ms. Catherine Kelly, 
Canon Lawyer at this time is Fr. Richard Keane 
Chairperson Vetting Advisory Committee at this time Mr. John Murphy 
Any other person who may, from time to time, be appointed by the Bishop of Limerick 

 
 

Quality Assurance  
 
 
The Diocesan Vetting Service works collaboratively with the National Vetting Bureau to ensure best 
practice is maintained. 
 
The Diocesan Vetting Liaison Person will  

 Review every vetting application NVB 1 submitted by a Parish/Diocesan Service and ensure 
that all the necessary information is available prior to making a submission to the National 
Vetting Bureau. 

 Inform both Parish Priest/Lay Designated Signatories of any relevant change in legislation, 
policy and procedures and will update its policies and procedures. 



 

 

 Maintain a Vetting Advisory Committee to have oversight of the performance of the vetting 
service. 

 Develop and operate a capacity to identify when relevant persons require re-vetting. 
 

 
Expired Vetting Invitations (Appendix 4) 
 
On a monthly basis the Diocesan Vetting Service will conduct a quality assurance exercise to 
identify any vetting applications that have not been completed online by an applicant and have 
therefore expired.  The Parish Priest/Lay Designated Signatory will be informed of the expired 
applications relating to their Parish/Diocesan Service by email. If they wish to continue the vetting 
process for the applicant, they must email vetting@limerickdiocese.org requesting that the National 
Vetting Bureau re-issue a link to the applicant. This email should include the applicants name, date 
of birth and email address. The Vetting Service will then request the new link. If a request to re-
issue a link to the applicant is not received within 14 days, the expired vetting applications will be 
safely destroyed. 
  



 

 

Overview of the Diocesan Vetting Process for Parish/Church Ministry 
 

 
 

A person is not permitted to carry out relevant work or activities until the Vetting Service 
confirm, to the Parish Priest/Lay Designated Signatory that the persons vetting has been 

successfully completed 

  

When a Parish Priest wishs to 
appoint a staff member or engage 
a volunteer in a role that requires 

vetting, the Parish Priest or the  
appointed Lay Designted 

Signatory for Vetting Applications 
must provide the applicant with 

the NVB/NVB3 Vetting 
Application Form and Guidelines. 

The applicant  must read the 
guidance prior to completing 

Section 1 & 2 and provide original 
documents of  photographic 
proof of identity and proof of 

current address

On behlaf of the Diocese the 
Parish Priest/Lay Designated 

Signatory will:

Check and validate the  
original documents of 

photographic identity and 
proof of current address 

provided by the applicant and 
attach a copy of the 

documents to the NVB1/NVB3 
Form. (Originall documents 

are returned to the applicant). 

Complete Section 3 of the 
NVB1 Form, sign, date and 

post the original to the 
Vetting Liaison Person for 
processing to the National 

Vetting Bureau

The Vetting Liaison Person 
checks the information 

provided on the form and 
ensures that the attached 

documents are valid. If there 
is any inconsistency the 

NVB1/NVB3 Form is returned 
to be amended.  If the details 
are correct the form will be 
processed to the National 

Vetting Bureau.

The National Vetting 
Bureau will forward an 
email to the applicant 
that contains a link to 
the online NVB2 Form.  

The applicant must  
complete the online 

NVB2 Form and submit 
to the National Vetting 
Bureau for processing 

within 30 days of 
receipt  to allow the 

Bureau commence their 
eVetting process.

The eVetting process 
generally takes 5 working 

days after the online 
NVB2 Form is submitted 
to the National Vetting 

Bureau.  The Bureau will 
then issue a disclosure to 

the Vetting Liaison 
Person.

Disclsoures

When the National Vetting 
Bureau has completed the 

vetting process, the Vetting 
Liaison Person will receive a 
disclosure in respect of the 
applicant from the Bureau. 

There are two types of 
disclosures:

(i)        NIL Disclsoure

(ii) Actual Disclosure

(i) NIL Diosclosure

If a NIL disclsoure is received the 
Liaison Person will inform the 

ParishPriest/Lay Designated Signtory 
by letter of the applicant's successful  
vetting outcome.  This letter is kept 

on file in a secure location in the 
Parish Office/Pastoral Unit. At this 

stage the person may  be permitted 
to take up the role for which they are 

vetted.

(ii) Actual Disclsoure

If an actual disclosure is received in 
respect of an applicant the Vetting 

Liaison Person will notify the Director 
of Safeguarding who is responsible 

for the decisions in respect of actual 
disclosures.

The Director of Safeguarding will notify the 
person, who is the subject of the vetting 

application, by registered post of the 
National Vetting Bureau's dislcosure  and 

provide a copy of the disclosure.

The Director of Safeguarding will  
ordinarily discuss the disclosure with the 

applicant and the Parish Priest .

If the applicant deeems that the disclosure 
is incorrect they must make a written 

submission to the Vetting Liaison Person 
within 14 days. The Vetting Liaison Person 

will communicate this to the National 
Vetting Bureau who will assess the 

information and provide an outcome to the 
Liaison Person who will inform the Director 
of Safeguarding. If the disclosure is correct 

the Director of Safeguarding will issue a 
determination as to whether the person 

can/cannot act in the role.

If an applicant wishes to appeal the 
decision not to employ, contract or engage 
them, an appeals process may be used. In 

this instance the Vetting Service must 
inform the applicant in writing of the 

process of an appeal.



 

 
 
 

Appendix 1 

 

 

 

Garda Vetting Form NVB 1 



 

Guidelines for Completing the Vetting Invitation Form (NVB1) and 
Information relating to the eVetting Process 

The applicant must read these instructions carefully prior to completing the attached NVB1 Form    
 

General: 
• The Applicant is required to complete Section 1 and 2 

• The Contact Person for the Parish/Lay Designated Signatory/School is required to complete Section 3 

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

• Photocopies of this form will not be accepted. 

• All applicants will be required to provide original documents to validate their identity and current address as outlined in 

Section 3. 

• If the applicant is under 18 years of age, the Parent\Guardian Consent Form NVB 3 must be completed  

• Vetting Liaison Person (for the purposes of Section 2) is the Vetting Administrator in the Diocese 

 

Personal Details: 
• Insert details for each field, allowing one block letter per box. 

• For Date of Birth DD/MM/YYYY, allow one digit per box. 

• Please fill in your Email Address accurately, allowing one character/symbol/number per box. The invitation to 

the e-vetting website will be sent to the email address you provide. 

• Please allow one digit per box for your contact number. 

• The Current Address means the address you are currently living at. 

• The address fields should be completed in full, including Eircode/Postcode.  Postal codes are mandatory for 

Northern Ireland addresses. No abbreviations to be used. 

 

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

 

Declaration of Applicant: 
Applicants must confirm their understanding and acceptance of the first two statements in Section 2 by ticking the boxes 
provided and signing and dating the Form. Please note Electronic Signature is not accepted. 

 

Identification Documents: 
Applicants are required to provide original documents to validate their identity and proof of current address.  

 To validate photographic identity, applicants should provide their passport or a new format drivers’ license. 

 To validate proof of current address, applicants should provide an original utility bill or bank statement issued 

within the last six months.   

If these are not available other forms of identification/proof of current address may be used as outlined in Section 3.  
 

eVetting Process  
When the Diocesan Vetting Service has processed the NVB1 Form to the National Vetting Bureau, the applicant will 
receive an email from the National Vetting Bureau that provides access to the on-line NVB2 Form. The online NVB2 
must be completed within 30 days of receipt otherwise it will become inactive.  
 
The Garda eVetting process can only commence when this online form has been completed by the applicant.  
 
When completing the online VNB2 the applicant must have the following available: 

• Valid Passport Number 

• Mothers maiden name  

• All addresses where the applicant has resided from birth to current address 

• Postcodes for Northern Ireland addresses are mandatory 

A key feature of the eVetting system is that an applicant can track the progress of their own vetting application online 

and can see when their application has been processed and returned to the Diocesan Vetting Service. 

 
It is recommended that applicants retain this information page for reference purposes until vetting is complete. 



 

 

Diocese of Limerick 

Vetting Service 

Diocesan Centre 

St. Munchins 

Corbally 

Limerick 

 
Please tick if  previously 

vetted by the Diocese  
 

Ref No: DOL001- 

 
 

 

 

For Office Use Only 

Date Returned 
Date Received Back 

  

Ref No: DOL001- 
 

 

Date of Disclosure 
Received from NVB 

 

Indicate if Disclosure is 
NIL or ACTUAL NIL    □   ACTUAL    □ 

Date of Parish Letter 
/School Email 

 

Contact Person Name 
School/Parish 

 
 

Form NVB1 

BLUE BALLPOINT PEN TO BE USED       Vetting Invitation    BLUE BALLPOINT PEN TO BE USED 
 

 

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):                           

Middle Name:                           

Surname:                           

Date Of Birth:   /   /     

Email Address:                          

Contact Number:                          

Role Being Vetted For:                         

                         

Current Address:                        

Line 1:                          

Line 2:                          

Line 3:                          

Line 4:                          

Line 5:                          

Eircode/Postcode:                          

Organisation/Parish   
 

 

I have been informed of the process involved in the making of this application. I consent to the making of this application, to the 
sharing of my identification documentation with the Lay Designated Signatory (where applicable) and the disclosure of information 
by the National Vetting Bureau to the Vetting Liaison Person. Also to the sharing of the disclosed information with the Director of 
Safeguarding, Parish/Diocese or School Contact Person pursuant to Section 13(4)(e) National Vetting Bureau (Children and 

Vulnerable Persons) Acts 2012 to 2016.             
                                                                                                                                                                                         PLEASE TICK BOX                     
I have provided documentation to validate my identity and proof of current address, as outlined in  
Section 3, copies to be supplied to the Vetting Liaison Person and  retained with this application             PLEASE TICK BOX                     

Applicant’s Signature 
    

           
Electronic Signature not 
accepted 

    Date:   /   /     

Section 2 – Additional Information (Please tick box in respect of each Statement)               

  

Section 1 – Personal Information                
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BLUE BALLPOINT PEN TO BE USED                                           BLUE BALLPOINT PEN TO BE USED 

 

 

Please note original form of Photographic ID and proof of current address must be supplied for verification by the applicants in all instances.  
Please tick  which documents are provided by the applicant.                     Only the documents listed below can be accepted                                                                                       

 
Copies of these documents must be forwarded by Schools to the Vetting Office and should also be held on file  

 
One in five forms that are submitted cannot be processed because information has not been filled in  

correctly /legibly and is returned to the Organisation 
 

By signing this form, I confirm that I have reviewed originals of the documents indicated above in relation to the Vetting Applicant 
and that I have validated the identity and current address of the Vetting Applicant (on behalf of the Diocese of Limerick) in  
accordance with the requirements of the National Vetting Bureau (Children and Vulnerable Persons) Act 2012 to 2016.  In 
respect of schools/affiliates I confirm that copies of the identification documents have been retained in accordance with the Data  
Protection Acts 1988 to 2018 and GDPR. 
 

                                                 Electronic Signature not accepted 

 

 

 

Name of Parish/School 
requesting vetting.   Roll No.  

Contact Person (i.e. Parish 
Priest/Lay Designated 
Signatory or School Principal)  

 Contact No.  

Address of Organisation.  
Email.  

Forms of Photographic ID - The combination of identity/proof of address documents 

provided must result in a combined score of 100.  

 Important:  Only the documents listed below can be accepted  

Please insert   to 
indicate which 
documents were provided 

Over 18 Years 
Points for Vetting  
Applicant  

 

Under 18 Years 

Points for Vetting 
Applicant  

Forms of  Photographic Identification –One, or more as outlined below must be provided   
 

Irish Driving license or learner permit (credit card format)  80  

Passport   70 100 

Irish Certificate of Naturalisation  50  

Birth Certificate (One form of Photographic ID must also  be provided with birth certificate)  50 100 

Garda National Immigration Bureau (GNIB) Card  50  

National Identity Card (EU/EEA/Swiss citizens)  50  

Irish Driving License (old paper format)  40  

Membership card from an Educational Institution  

 

  

 25  

Current National Age card issued by An Garda Síochána  25  

Forms of Proof of Current Address – One as outlined below  must be provided    

Letter from employer(within last six months) confirming name and address  35  

P60, p45 or Payslip (within the last year, with name and home address)  35  

Utility Bill (Issued within last six months) (Mobile phone bills are not acceptable)  35  

Bank/Building Society/Credit Union Statement (Issued with the last six months)  35  

Current written statement  from  Principal  confirming attendance at educational institution on letter head of 

that institution 
 N/A 100 

 Vetting Subject is unable to achieve 100 points but has provided Affidavit witnessed by Commissioner for 
Oaths. 

 100 100 

Combined Minimum Score Required =100                                                       Total    

Contact Person Signature 

(i.e. Parish Priest/Lay 
Designated Signatory or 
School Principal) 
 

 
           

     Date:   /   /     

Section 3 – Organisation Information    

 Photographic Identification / Proof of Address Documents   
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Appendix 2 Letter of Disclosure 
 

 
PRIVATE & CONFIDENTIAL 
 
 
Date: 
 
 
 
A Chara, 
 
I refer to your application for vetting in connection with the role of ………………………… in ………..Parish. 
 
I am attaching a copy of the vetting disclosure received from the NVB for your information. 
 
It is my responsibility to consider this disclosure and to determine whether it is appropriate for you to be allowed 
participate in the role of ………… within your parish and to communicate my decision to the Parish Priest. 
 
If you wish to discuss this with me, prior to my making a decision, please contact me 
 
Tel:  087 3233564 
Email:  ger.crowley@limerickdiocese.org  
 
I would welcome any observations or additional information that you may wish me to consider before making a 
recommendation. 
 
 
Yours sincerely, 
 
 
 
 
 
 
Ger Crowley 
Director of Safeguarding 
 
 
 
 
 
 

Limerick Diocesan Centre, St. Munchins, Corbally, Limerick.    
Tel: (061) 350000  email: vetting@limerickdiocese.org    

website:  www.limerickdiocese.org 
               CRA  20014728                                                                                                    CHY  7140 

 
  

mailto:ger.crowley@limerickdiocese.org
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Appendix 3 Joint Vetting Agreement 
 

Agreement to Share Vetting Information  

This section must be completed by the Bishop of the Catholic Diocese of Limerick 

This agreement regarding Garda vetting and sharing of disclosures is between:  

(A)  The Catholic Diocese of Limerick  
 
And  __________________________________________________________________________________________ 
(B)   Name of the other Organisation 
 

This agreement sets out the arrangements for obtaining Garda vetting disclosures and the sharing of information obtained  

through a vetting disclosure, to determine the suitability of and to permit members of B) _____________________________  

__________________________________to minister in the Catholic Diocese of Limerick. 
 

Section 12.3(A) allows for such sharing of information as follows: Where 2 or more relevant organisations jointly agree in writing  

to the employment, contracting, permitting or placement of a person to undertake relevant work or activities, it shall be a defence  

in any proceedings brought against a person for an offence under subsection (2) to show that another relevant organisation who  

was party to the agreement received a vetting disclosure in respect of the employment, contract, permission or placement of the  

person concerned. National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016.  

If a person is vetted by organisation B_________________________________________________________ and he/she and  

organisation B _______________________________________________________________ wishes for this person to be 
 permitted  
to minister in the Catholic Diocese of Limerick, then the following procedure will apply. 

1. In order to obtain his/her original vetting by organisation B _____________________________________________ the  
person will have given their consent for the Vetting to be undertaken. In addition to that Garda vetting consent requirement 
 the person will now need to fill out the consent form attached which permits the sharing of a copy of the  
individual’s vetting disclosure between organisation B _________________________________________________ and  
Catholic Diocese of Limerick.  Responsibility for getting this additional consent and keeping a record of it will 
 remain with organisation B ______________________________________________________________________ and  
by forwarding a copy of the disclosure to the Diocese of Limerick, Organisation B warrants and confirms that it has received 
such consent. 

 

2. Organisation B shall ensure that the copy of the vetting disclosure given to the Catholic Diocese of Limerick is the most  
up-to-date vetting disclosure of the individual concerned and is an exact copy of the disclosure received from the National  
Garda Vetting Bureau relating to the individual concerned. 

 
3. Upon receipt of a copy of vetting disclosure, the Catholic Diocese of Limerick reserves the right to refuse to permit the  

person to minister within the Catholic Diocese of Limerick.  
 

4. Only vetting disclosures dated subsequent to April 2016 satisfy the terms and spirit of this Agreement. 
 
5. The conduct of the vetting process and the processing by both parties of the results of the vetting and verification 

processes   shall be undertaken at all times in accordance with the requirements of the National Vetting Bureau legislation, 
Data  
Protection legislation and the Garda Vetting Bureau Code of Practice. 

 
6. Without prejudice to the generality of paragraph 5 above, the parties agree that:- 
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a. They shall jointly decide on the method which is to be used by Organisation B to send the copy disclosure to the      
Diocese of Limerick.  In deciding what method to use, the parties will take their obligations under data protection 
legislation to ensure the confidentiality and accuracy of the information into account.   

 
b. They shall ensure that the copy disclosure is used fairly and lawfully by the Diocese and by Organisation B 

respectively.  Both parties shall ensure that they have legitimate grounds for processing the data contained in the 
disclosure under data protection legislation. 

 
c. They shall ensure that they each have in place appropriate technical and organisational measures to protect the 

confidentiality of the copy disclosure and, in the case of Organisation B, the consent in the form attached, in 
accordance with data protection legislation.  

d. The Diocese of Limerick shall hold the copy vetting disclosure and any associated documentation only for so long 
as is necessary for the fulfilment of the purpose for which it obtains it i.e. determining the suitability of an individual 
to minister in the Diocese and to permit an individual to minister in the Diocese.  The period of retention shall be 
determined by the Diocese of Limerick with reference to its safeguarding and other legal obligations.  

 
e. Any data to be deleted or disposed of under this Agreement shall be deleted or disposed of using secure and 

confidential methods. 
 

f. They shall assist one another in complying with their respective obligations and the rights of data subjects under 
data protection legislation and shall maintain records of all data subject requests received.  

 
g. In the event of a personal data breach, where a report of the breach to either the Data Protection Commission or 

to the affected data subjects is required under data protection legislation, each Party shall comply with its 
obligations to make such a report.  Where appropriate, each Party shall inform the other Party of any such breach 
without delay, irrespective of whether it is required to be reported to the Data Protection Commission or to data 
subjects. 

 
7. The Diocese of Limerick reserves the right to withdraw from this Agreement if the rights and entitlements of vetting subjects 

are breached or due to breach of vetting procedures or malpractice.  In those circumstances, the Diocese of Limerick shall 
be entitled to retain such documentation as it has received prior to the termination of the Agreement, where the retention 
of the documentation is required pursuant to data protection legislation, safeguarding requirements or other legal 
obligations.  

. 
8. This Agreement shall be governed by and construed in accordance with the laws of Ireland.  Any dispute, controversy, 

proceedings or claim between the Parties relating to this Agreement, shall fall within the jurisdiction of the courts of Ireland. 
 

9. This Agreement contains the entire agreement between the Parties with respect to this subject matter and may not be 
modified except by a further agreement in writing signed by the duly authorised representatives of both parties. 

 
 
 

 
 

 

Signature: ________________________________________   Date: ______________________________  

Bishop of Limerick 

 

 

Signature: ______________________________________    Date: ______________________________  

Authorised Person on behalf of the organisation 
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Agreement to Share Vetting Information Consent Form 
 

 
This section must be completed by each member of organisation B _______________________________________ and a copy 
provided to the Diocese of Limerick 

 

I ___________________________________________ (insert name) give my consent for my Garda Disclosure to be shared with the 

Diocese of Limerick to enable me to carry out relevant work relating to children and vulnerable adults as defined in the National Vetting 

Bureau (Children and Vulnerable Persons) Acts 2012 to 2016.  

I understand that and I give my consent to a copy of my vetting disclosure including any adverse outcomes being shared with the 

Catholic Diocese of Limerick in order that the Diocese of Limerick may determine my suitability to engage in ministry within the Diocese 

without the need to conduct an additional vetting process.   

 
I also agree to the Diocese of Limerick retaining a copy of the vetting disclosure for as long as is necessary in accordance with 
safeguarding and other legal obligations.  I acknowledge that this may be for a significant period of time. 
 

 

_________________________________________________   _________________________________ 
Signature of applicant       Date 

 

 
________________________________________________   _________________________________ 
Witness by authorised person Organisation B    Date 
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Appendix 4 Expired Vetting Invitations 

 

 
PRIVATE & CONFIDENTIAL 
 
 
 
Date 
 
Re: Expired Vetting Invitation NVB 1 - Parish 
 
 
A Chara, 
 
I refer to your recent NVB1 Application regarding vetting Ms/Mr ………… 
for the role of………………………… in your Parish. 
 
The National Vetting Bureau provided a link to the online application via the email address the 
applicant provided on the NVB1 Form.  The applicant did not complete this link within the 30-day 
allotted period and the link has now been made inactive by the National Vetting Bureau. 
 
Therefore, this applicant has not been vetted. 
 
If you wish the vetting link to be re-issued to the applicant, please: 

 Check with the applicant that they have given a valid email address on their application. 

  Make the applicant aware of the requirement to complete the re-issued link within 30-days 
of receipt of the link from the National Vetting Bureau 

 Email vetting@limerickdiocese.org requesting that the link be re-issued to the applicant 
 
As the vetting service does not retain personal information regarding expired applicants this 
application will be confidentially and safely destroyed if we do not receive a request to reissue 
same within 14 days of receipt of this correspondence. 
 
You will be aware of your legal requirement and responsibility “not to allow” a person to be 
engaged in relevant work or activity as defined in the legislation without having completed the 
vetting process. 
 
 
Yours sincerely, 
 
 
Vetting Liaison Person 

 

Limerick Diocesan Centre, St. Munchins, Corbally, Limerick.    
Tel: (061) 350000  email: vetting@limerickdiocese.org    

website:  www.limerickdiocese.org 
               CRA  20014728                                                                                                    CHY  7140 
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