IRISH HOCKEY ASSOCIATION

Affiliated to the International Hockey Federation and to the European Hockey Federation

Guide & Checklist for completing the IHA Garda Vetting Application Form

· All sections of the form (apart from the signature) must be completed in BLOCK CAPITALS. 

· Forms must be completed in ball point pen only (preferably blue).

· Writing must be clear and legible. They will be returned otherwise. 

· Forms may also be typed. 

· Use N/A if part of the form is not applicable to you, do not leave sections blank. 

· Original forms can be accepted only – no photocopies.

· Use ‘Previous Name’ to provide your Maiden Name or any other previous name you have had.

· Use ‘Alias’ if you commonly use another name e.g. your name is John Joe but you are known as JJ. 

· Include your city or town of birth.

· Include ALL ADDRESSES from birth to present. If you are unsure of any details, include as much information as possible. If you have lived abroad, include details. 

· You must also insert the years that you resided at these addresses; ‘year from’ and ‘year to’.  Ensure that there is not a period of time unaccounted for (e.g. 1975 – 1987 and 1987 – 1992 and 1992 – 2013 etc.) These will be checked and if there is any time unaccounted for, the form will be returned as unprocessed.

· The ‘Declaration of Applicant’ must be completed with a signature (matching the name provided), printed name (provided in the brackets below) and the date. Also provide the role of the position to be filled e.g. Coach, Club Children’s Officer, Manager, Physiotherapist, Driver etc. 

· If you have no prior convictions, tick no. If you have been convicted of an offense in the Republic of Ireland or elsewhere, tick yes. Also provide details. Remember that a stated conviction or unsuccessful prosecution may have no bearing whatsoever on the acceptance of an individual and it is recommended that all cases be treated individually and confidentially and that they be assessed as per the requirements of the post/role and the work that it entails.  
· The Garda Vetting Application Form is two pages in length, ensure that both pages are completed. 
· All forms must be processed by the Irish Hockey Association and must not be sent directly to An Garda Síochána. 
· Garda Vetting is open to individuals aged 16 and older. A Parent/Guardian Consent Form must also be completed by any applicant under the age of 18. 
Note that incorrectly filled in forms pose the greatest delay in the completion of Garda Vetting

Common reasons for forms being returned as unprocessed:

· Applicant has not included all address from birth. For example, Mary Daly is born in 1979 and dates her first address from 1985.

· Applicant has not included all addresses to present day. For example, Mary Daly includes all addresses from 1979 to 2008 (as opposed to 1979 to the current year).

· Applicant has left a time gap in the addresses, for example:

· 1 Beech, Lane, Dublin 2: 1979 to 1984.

· 74 St Patrick’s Road, Dublin 18: 1988 to 2013.

· There is a gap above between 1984 and 1988. 

· Writing is not legible.

· The ‘Declaration of Applicant’ is not signed or not dated.

· The ‘Declaration of Applicant’ includes an initial that is not stated previously. For example, Mary Daly is the named provided but the signature is ‘Mary N. Daly’. 
Checklist for Ensuring the Garda Vetting Application is Correctly Completed
The nominated person in the club who oversees vetting should use this checklist when collecting Garda Vetting Forms. This should be done verbally by asking the individual to check the form by answering the questions below. The nominated person in the club does not need to see the form unless the individual submitting the form asks them to do so.
	Questions
	Answers 

	Have you included your Surname and Forename?
	Yes
	No
	N/A

	Have you used ‘previous name’ if you have a maiden name?
	Yes
	No
	N/A

	If you are known by another name, have you used ‘alias’?
	Yes
	No
	N/A

	Is your date of birth included?
	Yes
	No
	N/A

	Is your place/city of birth included?
	Yes
	No
	N/A

	If you’ve changed your name, have you ticked yes and included it?
	Yes
	No
	N/A

	Do your addresses start at your year of birth?
	Yes
	No
	N/A

	Have you included all of your addresses?
	Yes
	No
	N/A

	Have you included the ‘year from’ and ‘year to’ for all addresses?
	Yes
	No
	N/A

	Have you ensured there are no gaps in years from year of birth to current day?
	Yes
	No
	N/A

	Have you completed the section on previous convictions?
	Yes
	No
	N/A

	Have you included your role?
	Yes
	No
	N/A

	Have you signed your name (same name provided for Forename & Surname)?
	Yes
	No
	N/A

	Have you included today’s date?
	Yes
	No
	N/A
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