
 
 
 
 
 

Guide to NVB Vetting Application  
 

Checklist Summary and Guidance Contents:  
Steps guiding you through the application process: 

• Login to your OWN profile in JustGo Step 1 
• Check you are in your OWN profile Step 2 
• Navigate to the vetting area of your profile Step 3 

The details shown should be yours, not a family member, if you need to change anything you are 
either in the wrong profile (login to your own) or your own profile is not correct (go back to Step 2 
and correct your profile) and continue 

• Final check of your details for your vetting application Step 4 
• Completing the application form Steps 5  

Includes explanation on Type ofaApplication, Positions applying for and Common mistakes.   
• Complete the Legal Declaration and Submit Step 6  

If your application details are not correct DO NOT submit – go back to your profile and correct 
and start again 

• Confirming the application Step 7 
• Downloading and printing the application form Step 8  

Check your printed form is correct; if you need to change anything you will have to go back and 
start again – what is printed is what is submitted to NVB and if this is wrong your application will 
be cancelled.  We cannot change details that you have declared as correct. 

• Print the Parent/Carer Consent Form and ask parent/carer to complete (required for 16/17-
year-old applicants) 

• Sign and date the vetting application form Step 9 

• Validating your ID Step 10  
Check the page with this information - only these documents are accepted by the NVB; if 
incorrect or out-of-date documents are provided your application will be cancelled  

• Checklist and sending your application Step 11 
We are required to have received a wet signature on the application form – hence we must 
receive this by post to confirm this.  An emailed copy is not sufficient to meet the 
requirements of the NVB.   

 
What happens now – brief summary of what happens when we receive your form 
Dealing with incorrect applications – useful information listing common errors for cancelling 
applications  
Error Table – details you will be given to correct your errors and reapply or to reprint your form  
Reprinting your application form if required to do so  
Useful contact and documents  
 
 

  

 

Process 

https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf


 
 
 

Step 1 – Login to your profile  

Click JustGo Login page using your own JustGo log in details:  
• Username, usually your Swim Ireland membership number  
• Password.   

Family members are usually linked via a parent/carer email address so using this may not 
bring up your own profile.   

For the vetting process, it must be the person who wants to apply that logs in; you cannot 
switch between profiles by just selecting yourself from the family list.  

If you do not have a JustGo profile you will need to create one – follow the instruction here.   

 
 

 
  

https://swimireland.justgo.com/
https://swimireland.ie/wp-content/uploads/sites/2/2026/01/Adding-a-new-member-to-JustGo.pdf


 
 

 
Step 2 – Checking your profile  
Once logged in, check your own profile details are correct – the highlighted details must be YOUR 

personal information – this is what is transferred to your vetting application.   

If this is your profile but certain details are not correct use the Update Details button (red arrow) to 

correct it.   

If this is not your profile DO NOT change the details.  Log into your own profile.  If you cannot do this, 

contact the Clubs or Education Teams at clubs@swimireland.ie or education@swimireland.ie  
IMPORTANT notes:  

If your email address is not correct you will not receive your invitation from the NVB (if you 
are aged 16/17 years this must be your parent/carer email address)  

If you are aged 16/17 years the phone number must be your parent/carer’s phone number   

Your photo ID provided must match the name and date of birth entered here – use only full 
names, initials are not accepted 

Your address ID provided must match the address entered here – there should be NO 
commas, full stops or blank fields and DO NOT write N/a in any field 

 

 
 

 
 
 

 
  

mailto:clubs@swimireland.ie
education@swimireland.ie%20


 
 
 
Step 3 – Navigating to the vetting area 
 

Click the three little buttons on the top left-hand side of your profile page 

 

 

 
Click the Vetting tile, shown below, from the drop-down menu  

 

 
A screen will open showing options below: 
Click the NVB Application button (red circle and arrow)   
 

  



 
 
 
Step 4 – Final check of your details in the application screen 
 

The yellow highlighted details on this screen should be YOURS – not a family member; if you 
have to change any details here your profile is not correct – go back to Step 2.  

• Not your profile: DO NOT CHANGE the details – go back, log into your own account and 
make sure your details are correct and follow from Step 2 

• Right profile but some incorrect details: Go back to your profile, change them and follow 
Step 2 onwards  

Remember your name, date of birth and address must match your ID documents.  

If you are aged 16/17 years the email address and phone number must be your 
parent/carer’s and match the Parent/Carer Consent Form  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf


NVB Vetting Application Process 
 
Step 5 – Completing the application screen  
 
You need to complete ALL the yellow highlighted areas:  

• Type of Application – choose from the drop-down menu – see next page 
• Club name – enter the name of your club if you are in a club, if not leave blank 
• Middle name – if you have any middle names, you must enter the full name not the initial, if 

not leave blank  
• Tick ONLY the position(s) you wish to be vetted for; you may tick more than one if applicable 

– see next page to help you decide 
Please note if you are ticking Person on Duty as a role you must meet the conditions circled in red 
(there may be delays to your application if this needs to be checked).  
 
Click Next to move on (green arrow)  

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

NVB Vetting Application Process 
 
Type of application  
It is important you select the correct reason for being vetted and you can only select one, so 
select the most relevant:   

• Club – if you are a member of a club, add the Club name  
• Associate – this is for an Associate membership as a Teacher or Coach  
• Course attendee – if you are being vetted to attend a Coaching, Teaching or Tutoring 

course in Swim Ireland you must select this as you will not have this position on your 
profile  

• Other – only applies in exceptional circumstances; enter the reason in the text box 
 

Position applying for   
You are vetted in Swim Ireland because your position involves working with children – this is 
indicated for NVB purposes using the word ‘Youth’ in the position title.  Only select positions 
that apply to you – if this is queried your application will be held up or may be cancelled.   
  

Position  What this means  
Youth Committee member  You are or intend to be on a committee at club, regional or national level 
Club Children’s Officer  If you are in the role or applying to be in the role in a club or region 

Person on Duty  
Where the specific Person on Duty role is being done two or more times per 
week 

Youth Coach  If you are, or applying to be, a Coach in a Club or as an Associate member 
Youth Teacher If you are, or applying to be, a Teacher in a Club or as an Associate member 
Youth Tutor If you are, or applying to be, a recognised and qualified Swim Ireland Tutor  

Youth Team Manager 
If you are or applying to be a Team Manager in a Club, Region or at National 
level 

Youth Official If you are, or applying to be, an Official in a Club, Region or National level 

Swim Ireland Staff 
Reserved for Swim Ireland staff only – if you tick this and not applying for or 
employed by Swim Ireland your application will be returned 

Youth lifeguard 
Reserved for individuals who are providing lifeguarding service for Swim Ireland 
only – if you tick this for any other reason your application will be returned 

Volunteer working with children 
Only applies in exceptional circumstances where a volunteer role is not 
covered above – this will be queried for validity  

Other role working with children  
Only applies for additional roles not included above e.g. Sports Science; 
Physio, S&C – this may be queried for validity  

 

 

  



 
 
 
Common mistakes in selecting type of application and position 
 
Completing this part of the application correctly is part of the legal declaration you make that 
permits us to vet you.  The Vetting Team will check type of application and the positions on 
the application match your role or intended role in Swim Ireland.  Mistakes or queries hold up 
your application and may require you to redo your application.  Think about the positions you 
are in (if being re-vetted) or those you intend to hold – these are what you need to be vetted 
for.    
 
Common mistakes:  

• Ticking every position – this is will always be queried; it will never be the case that an 
applicant holds or is intending to hold, in Swim Ireland, all the positions listed.   

• Ticking a Position with a Type of Application that does not make sense, e.g.:  
o Selecting Club and Coach where you do not hold a coaching qualification – this 

should be Course attendee and Coach; you can select other roles that apply as 
well 

o Selecting Associate member and Team Manager – this should be Club and 
Team Manager 

o Selecting Other and entering ‘Attending course’ in the text box – this should be 
Course attendee and the relevant Position    

• Ticking a position that does not apply to you e.g.   
o Tutor – where you are not on the listed of registered tutors for Swim Ireland  
o Lifeguard – where you are not working as a lifeguard for a Swim Ireland 

programme or a Swim Ireland facility (this will always be checked with Swim 
Ireland staff) 

o Swim Ireland staff – where you are not being employed by Swim Ireland (note – 
this will always be checked with HR)   

These are given as examples of errors being made, you need to check what you have 
selected is relevant and correct i.e. does it make sense.   

If your form is not correct you will have to reprint it, re-validate your ID and send it in to 
us – this delays your vetting application.   

 
  



 
 

 
Step 6 – Legal declaration and submitting your application  
 
Tick the small box (red arrow) to confirm you have read and understood the declaration – see the 
red box.  
This is a legal requirement and provides your permission for us to vet you. 
 
Click Submit Application (green arrow)  
 
If you close the page before submitting the application, it will not enter the JustGo vetting system 
and we cannot process it.   
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NVB Vetting Application Process 
 

Step 7 – Confirmation of your application 
 
Click OK (yellow highlight) 
If you do not click OK, this application will not enter the JustGo vetting system and we cannot 
process it.   
 
If you have not checked your details in the previous steps and you submit multiple applications, it 
takes us longer to sort through which is correct and this will delay the processing of your 
application.    
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Step 8 – Downloading and printing your application   
 
Read the instructions in the red box – this tells you exactly what to do. 
 
If you are 16 or 17 years of age you MUST also print a Parent/Carer Consent Form and have this 
completed by your parent/carer 
 
Click Download (red arrow) to download a paper copy of your application form.    
This downloads a PDF version of your application on 2 pages.  Both pages are required.   
 
Print your application form.  

https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf


NVB Vetting Application Process 
 

Step 9 – Signing and dating your application  
 
IMPORTANT NOTE: 
These printed details will be sent to the NVB, declared by you as being correct.  
If the details on the application form are wrong and you correct it here, your application 
will be cancelled.   
Do not get this form ID validated if it is wrong – you are wasting your time as your form 
will be cancelled.    
Go back to Step 2, correct your profile and start again.  
 
If you are asked to reprint this application form, see end of this guidance: Reprinting your 
application form  
 
Find an approved ID Validator from the list and copy your ID documents, see ID Validator and 
ID documents 
You must then sign and date the application form with a pen in front of the ID Validator 
(yellow highlight in red boxes).  
  

  
 

 Gude swimireland.ie 

https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx
https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx


NVB Vetting Application Process 
 
 
Step 10 – Validating your ID 
 
The ID Validator then checks the details on your application form match your original ID 
documents and copies of your ID documents.  
The ID Validator must complete this part of the application form.   
   

• All the answers in the red boxes must be completed by the ID Validator  
• All the areas highlighted in yellow must be completed by the ID Validator 

 
The form must be signed by you and the ID Validator BEFORE sending the form and copies of 
the ID documents (and Parent/Carer Consent form if relevant) to Swim Ireland.  

 

 
 



NVB Vetting Application Process 
 

 

ID Validator and Acceptable ID 
ID Validator  

Your ID validator must be one of the following:  

• For Club applicants: Club Committee member, Complaints & Disciplinary Officer, Club Children’s Officer, Head Coach (please 

note these people must hold this role on the membership system)  

• For other applicants: Swim Ireland appointed Tutor, Peace Commissioner, Doctor, Solicitor, Facility Manager (please note 

their contact details must be provided) 

ID documents  
Two documents are required: one document from Part 1 and one document from Part 2.  These are the only documents accepted by 

the NVB. 

You must produce your original ID documents and a copy to the person validating your identification.  The original and the copy must 

be the same.   

    

Part 1: Photographic documents  

Photo Identification – Documents accepted, must be in date and valid 

Passport from country of citizenship 

Irish Driving Licence or Learner Permit (new credit card format only) 

Irish Certificate of Naturalisation 

National Identity Card (EU/EEA/Swiss Citizens)  
 

Part 2: Proof of Address documents  

NB A driving licence cannot be used as proof of address unless it has been issued within the last 6 months, and in which case 

another form of photographic ID will be required i.e. a driving licence cannot be used to fulfil both requirements.   

Proof of Address – Documents accepted, dated within last 6 months 

Category Document type 

Credit Institutions  Bank Statement from recognised bank 
(private money lenders and Revolut are 
not accepted)  

Building Society Statement  

Credit Union Statement  

Credit Union Passbook 

Utility Providers  Utility Bill (i.e. gas, electricity, television, 
broadband, waste, TV licence; insurance)  
Mobile phone bills are not accepted   

Government Bodies Correspondence from a government 
department  

Local Authorities  Letter from Local Council confirming 
residency  

 

Applicants aged 16 or 17 years of age 

If an applicant, aged 16 or 17 cannot produce the documents required above the following two documents must be provided:  

Birth certificate (in place of Part 1 documents)  

Written statement by a school principal or an accredited third level institution confirming the 
applicant’s attendance and address – dated within the last 6 months (in place of Part 2 documents) 

 

NB – two documents are always required for ID validation, and these must be chosen from the selections above.   

 
 
 
 
 
 
 

https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx


NVB Vetting Application Process 
 

Step 11 – Checklist and sending in the application form 
 

Remember: if you are 16 or 17 years of age you MUST also print a Parent/Carer Consent Form and 
have this completed by your parent/carer 
 

Checklist  
1. Printed application form is correct, and you have NOT made any changes 
2. Printed application form is signed and dated by you as the applicant  
3. ID validation is completed, signed and dated by approved ID Validator  
4. Correct ID Validation documents have been copied  
5. Parent/Carer Consent Form (if relevant) is correctly completed, signed and dated  

 
 

The documents (application form, ID validation, copies of ID documents and 
Parent/Carer Consent if relevant) are sent together via post to   
Swim Ireland Vetting 
ISHQ 
Blanchardstown 
Dublin 
D15 DY62 
 

  

https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf
https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx
https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx
https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf


 
 

What happens now: 
1. When your documents arrive in ISHQ, your application form and ID documents are 

checked against your JustGo application by the Vetting Team (see Dealing with 
incorrect applications, if there are errors) 

2. If all is correct your application will be uploaded to the NVB portal and you will receive 
your NVB invitation with login details to the NVB Portal to complete your online 
application. 
If you haven’t received your invitation within 10 working days of posting, please check 
your spam/junk – if not there contact the Vetting Team urgently.   

3. Your online application for NVB must be completed correctly: 
Question relating to UK or EU (except Ireland) – if yes, addresses should contain UK or 
EU addresses; if no, there should be no UK or EU addresses except Ireland or the rest 
of the world 
Question relating to working with children – all roles are vetted for working with 
children, so answer yes 
If either question is not correctly answered your online application will be cancelled 
and returned to you for resubmitting.   

4. Correct online applications are sent for NVB processing.  
5. Check your progress by logging into the NVB Portal using your issued log in.  If you 

contact the Vetting Team to query the progress of your application, this delays their 
dealing with other applicants and slows the process.   
NB: We have no control or input into the speed of the NVB process.  Do not ask the 
Vetting Team to prioritise your application or the NVB process as they cannot.    
 

For example, what if … 
I forget the Parent/Carer Consent Form:  The vetting team will notify your parent/carer 
and hold your application for 2 weeks for this to be sent. 
 
I forget to attach all the ID documents: Your form will need to be reprinted, and ID 
validated as the Validator is signing to say they saw the original and copies of your ID 
documents. The Vetting Team do not hold documents – they are shredded  
 
The form is not signed: Your form will need to be reprinted, and ID validated as the 
Validator is signing to say they saw the original and copies of your ID documents.  The 
Vetting Team do not hold documents – they are shredded 
 
The details on the form are incorrect: your application on JustGo will be cancelled and 
you will need to reapply starting at Step 1.  

 
 

  



 
 

Dealing with incorrect applications   
 
If documents are missing or your application is not correct, you will be contacted via 
email.  This will detail what you need to do.  
Unless otherwise notified your application form and ID documents received by the Vetting 
Team will be shredded.  We do not have the capacity to hold individual applications 
waiting on applicants to correct errors.  Any application remaining on JustGo after three 
months will be cancelled – this is out of date 
 
For example, what if … 
I forget the Parent/Carer Consent Form:  The vetting team will notify your parent/carer 
and hold your application for 2 weeks for this to be sent. 
 
I forget to attach all the ID documents: Your form will need to be reprinted, and ID 
validated as the Validator is signing to say they saw the original and copies of your ID 
documents.   
 
The form is not signed: Your form will need to be reprinted, and ID validated as the 
Validator is signing to say they saw the original and copies of your ID documents.   
 
The details on the form are incorrect: your application on JustGo will be cancelled and 
you will need to reapply starting at Step 1.  Please take note of the errors notified and 
ensure they are corrected.    
 

  



 
 

 

Error Table   
Part 1 Errors: new application 
If your application is incorrect or has incorrect details, we will cancel your application and 
form, and you will need to start again, correcting the errors.  See table below for the 
issues requiring a new application.    
 
Part 2 Errors: reprint – see next page for guidance  
If you have any errors in your application such as incorrect documentation, missing 
Parent/Carer Consent Form, ID documents or the ID Validator is not approved this will 
require a reprint of your form.  See table below for all issues requiring a reprint of your 
application form.    
The application form needs to be signed, and ID Validated again and sent with the correct 
documents.   
We don’t NOT hold incorrect applications or documents – if you are requested to reprint 
your form this must be sent with all the correct documents.   
    
 
 
   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Part 1 Errors requiring new application  

 You have used another person’s profile with 

changed details – ensure you use your own. (if 

you have used another person’s profile your 

vetting credential will not be added to your 

profile).  See Step 1 of the Guidance   

 Initial letter of name(s) only given, names must 

be given in full.  See Step 5 of the Guidance  

 Date of Birth does not agree with ID 

documents  

 Email address incorrect (parent/carer email for 

16/17-year-old applicants) 

 Telephone number incorrect (parent/carer 

number for 16/17-year-old applicants) 

 Type of application is incorrect.  See Step 5 of 

the Guidance 

 Position(s) applied for do not match your 

profile or are not applicable.  See Step 5 of the 

Guidance  

 Form is more than 3 months old – the 

information given must be less than 3-month-

old to be accepted 

Part 2 Errors requiring reprint of form from JustGo  

 Signature is missing or not original i.e. it is a copy 

or printed  

 ID validation questions not completed 

 ID Validator is not on the approved list  

 Public Services Card is not accepted by An Garda 

Síochána as form of ID  

 Revolut correspondence is not accepted by An 

Garda Síochána as form of ID  

 Proof of address document dated over 6 months 

ago  

 Proof of address document is undated 

 Driving license used for proof of address issued 

more than 6 months ago 

 ID document(s) are out of date   

 No copy ID documents attached  

 Parental/carer consent form not attached/not 

completed  

 

 

 

 

https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf
https://swimireland.ie/wp-content/uploads/sites/2/2025/12/ID-Validation-for-NVB-Vetting-Applications-Dec-2025.docx
https://swimireland.ie/wp-content/uploads/sites/2/2026/04/Vetting-NVB-Parent-Guardian-Consent-Form.pdf


 
 

Reprinting your application form if notified to do so 
 
You can reprint your form by logging in and following this guide to Step 3.  
Once you are in the window below, locate the application that indicates Pending Initial Review 
(yellow highlight) 
Click the download button (red arrow) – this will allow you to download your application form again.   
 
Your application status must be shown as Pending Initial Review 
If any other status is shown this is not the right application form to print out 
If your application has been cancelled, you need to start the application again.     
   

 

 
 


