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GUIDELINES FOR COMPLETION OF GARDA VETTING FORM

CHECKLIST - get your Garda Vetting processed quickly
· PLEASE USE BLOCK CAPITALS WHEN COMPLETING YOUR FORM - Writing on form must be clear and legible
· Name and Address of Nursing Home: Please enter Nursing Home name and address
· Surname:  Insert your current surname

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

· Forename: Insert your forename / Christian name (No Initials Please)
· Alias: If you are known by any name other than that / those on your birth certificate please insert here.

· P.P.S. Number.(formerly R.S.I Number) : Please enter your P.P.S number here (if you do not have a  P.P.S. number please contact the office of your local Revenue Commissioners to obtain this) 

· Date of birth: Insert your date of birth (dd/mm/yy)
· Place of birth: Insert the name of the city or town that you were born in (e.g. Galway City)

· Have you ever changed your name? If yes, tick ‘yes’ box, if no tick ‘no’ box

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

· State all addresses from year of birth to present date: it is very important that your current address and all previous addresses, including all addresses ABROAD, are provided.  
You must also insert the TOTAL NUMBER OF years that you resided at these addresses year from and year to.  These will be checked and if there is any time unaccounted for, the form will be returned to you. 
· Please note that this application will only cover Irish addresses.  If you have resided in any other countries, for a period of 6 months or more, it will be mandatory for you to furnish your employer with a Police Clearance Cert from those countries stating that you have no convictions recorded against you while residing at the overseas addresses.

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

· Declaration: Please make certain you fill in the position you are applying for in the section marked: “I, the undersigned have applied to work as a       ” You must read this declaration carefully, sign and date it, and also print your name in block capitals underneath the signature. (       BLOCK CAPITALS       ) 
· PLEASE INCLUDE A WITH COMPLIMENTS SLIP/ LETTERHEAD CLEARLY STATING YOUR NURSING HOME NAME AND ADDRESS WITH YOUR GARDA VETTING FORM.

Common mistakes that delay processing:

· Forms stamped by your Local Garda Station or forms forwarded by candidates personally to Garda Headquarters WILL NOT BE ACCEPTED.

· If the form is not completed correctly, it may be returned to you for further completion/verification. This can significantly slow your Garda Vetting Process.

· No signature

· Unclear writing

· Convicted of an offence in the Republic of Ireland or elsewhere? MUST BE COMPLETED COMMONLY MISSED.

· Addresses section:  this is a common area where applicants fail. ALL DETAILS FROM birth to present day AND DATES!  
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