
Garda Vetting Procedure

All CÉIM leaders are required to satisfactorily complete a Garda vetting process. 

NUI Galway Garda Vetting Website
CÉIM students leaders are vetted using the NUI Galway Garda Vetting website. Please note that this website is 
predominantly used for vetting students undertaking degree programmes requiring mandatory vetting and has 
recently been opened up to also vet student volunteers. 

We ask that CÉIM leaders promptly locate the required personal identifi cation and complete the required forms 
in order to make the Garda Vetting procedure straightforward and quick for everyone involved.

If you’ve been recently Garda vetted by NUI Galway
If you have already been vetted by NUI Galway for a volunteering role with ATS Mentoring in the past two years, 
please email su.ceim@nuigalway.ie to let us know. We will then check our system and confi rm that you do not 
need to go through the vetting process again for CÉIM.

How to complete your Garda Vetting

Locate your identifi cation and photograph or scan it
You need to upload two forms of identifi cation to the NUI Galway Garda Vetting website.
(1)  Valid photo identifi cation – your passport or driver’s licence. A selfi e will not suffi ce!
(2)  Proof of address (for example, an electricity bill, a bank statement etc.)
      – just the top of the letter will do.

1
Log into the NUI Galway Garda Vetting website using a laptop or PC
Do NOT use a smartphone or tablet to access the website – it won’t work properly.
The best browsers to use are Microsoft Explorer or Google Chrome. Safari is NOT 
recommended.

Use your NUI Galway Offi ce 365 user account credentials to log in and start a new 
Garda vetting application using this link: https://bit.ly/3hMZZPJ

2

3 Complete the NVB1 Garda Vetting Invitation form
You are required to enter your name, address, and date of birth here and upload 
your two forms of identifi cation. In the Vetting Role dropdown menu, make sure to 
select ‘Outreach/Volunteer - Céim’.

Continued on next page
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4

Check your email for your NVB1 form and upload a signed copy of it to the 
NUI Galway Garda vetting website
Soon after you have completed the NVB1 form on the NUI Galway Garda Vetting 
website, you will receive an email containing your completed NVB1 form to both 
your NUI Galway and your private email address. 

If you have a printer, print out the NVB1 form, sign it, photograph or scan this 
signed version of the NVB1 form, and upload it into the NUI Galway Garda vetting 
website.

If you don’t have a printer, you can take a photo of your signature and use the 
Acrobat Fill & Sign tool to sign the NVB1 form online. 

5
Complete the online Garda Vetting form from the National Vetting Bureau
Shortly after you have completed step 4, you will receive an email from the National 
Vetting Bureau asking you to complete a short online Garda Vetting form. Please 
complete this quickly – it needs to be completed within 30 days, but ideally sooner.

6 You will receive an email with your Garda Vetting Disclosure 
This signifi es that the Garda Vetting process is now complete. You can also 
download your Disclosure from the NUI Galway Garda Vetting website.

Got questions?
Check out the Frequently Asked Questions at 
https://www.nuigalway.ie/undergrad-admissions/garda-vetting/

Please email gvadmissions@nuigalway.ie if you experience any diffi culties with the NUI Galway 
Garda vetting website. You are also welcome to contact the CÉIM team on su.ceim@nuigalway.ie

Police Clearance
If you have resided for six months or more in any country outside of Ireland/Northern Ireland from the 
age of 18, you must also obtain a Police Clearance Certifi cate from that country.

The following website provides useful information about obtaining Police Clearance Certifi cate(s) from various 
countries around the world: http://www.canadavisa.com/canadian-immigration-police-clearance.html.

If you cannot fi nd any information using the above link regarding your previous country/countries of 
residence, you are advised to contact the relevant Embassy regarding the procedure for obtaining a Police 
Clearance Certifi cate from that country. A list of Embassies can be found on the website of the Department of 
Foreign Affairs.
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Detailed guidelines about how to complete your Garda Vetting  
 

Logging in 

Before you log in, make sure you have saved a photo or scanned copy of your two forms of identification 
to your computer. 

Click this link to access the NUI Galway Garda Vetting app:  
https://apps.powerapps.com/play/5bcb66a0-9a45-4be2-b6eb-7fff6dd94a04?tenantId=13e3b186-c446-
4aab-9c6d-9ab9bb76816c 

Note, you may be required to validate your credentials by clicking the ‘Allow’ button. 
 

 

 
 
 

  

https://apps.powerapps.com/play/5bcb66a0-9a45-4be2-b6eb-7fff6dd94a04?tenantId=13e3b186-c446-4aab-9c6d-9ab9bb76816c
https://apps.powerapps.com/play/5bcb66a0-9a45-4be2-b6eb-7fff6dd94a04?tenantId=13e3b186-c446-4aab-9c6d-9ab9bb76816c


Enter your NUI Galway email address. 

 

Enter your NUI Galway password. 

 

  



Completing the NVB1 form 

Click the first yellow button ‘New Application’. 

 

Fill in the form. 

 

 

  



In the Vetting Role dropdown menu, make sure to select ‘Volunteer/Outreach - Céim’. 

 

 

 

 



Upload the NVB1 form to the NUI Galway Garda Vetting website 

Soon after you have completed your Garda Vetting submission on the website, you will receive an email 
containing your completed NVB1 form to both your NUI Galway and your private email address.  

 

 

  



Doublecheck that all of the details on your NVB1 form are correct. 

If you have a printer, print out the NVB1 form and sign it. Then photograph or scan the signed form and 
save it to your computer. 

If you do not have a printer, you can insert your signature online. Scroll to the end of this document for 
information about how to do this.   

 

 

  



Log into the Garda Vetting website again and click the second yellow button ‘Upload NVB Form’. Upload 
the signed NVB1 document and click Submit.  

 

 

 

 

  



Complete the online Garda Vetting form from the National Vetting Bureau 

Your application will now be sent to the National Vetting Bureau. They will email you directly to ask you 
to complete an online vetting form. Please complete this quickly – it will expire within 30 days.  

 

 

Your Garda Vetting Disclosure 

Once you have completed the National Vetting Bureau online vetting form you will be emailed your 
Garda Vetting Disclosure document. This signals that the Garda Vetting process is now fully finished. 
You can also download a copy of your Disclosure by logging back into the NUI Galway Garda Vetting 
and selecting the fourth yellow button ‘Disclosure Doc’. You do not need to email this Disclosure to the 
CÉIM Team – they will automatically be informed when your Garda Vetting process is complete. 

 

  



How to insert your signature on the NVB1 form if you do not have 
a printer 
If you do not have a printer, you can insert your signature online using the eSign PDF online tool. 
PLEASE NOTE: The website will only allow you 2 free documents to sign, so please ensure you 
complete the process in those 2 attempts. 

Step 1: Save the NVB1 form PDF document to your computer, where you can easily find it.  

Step 2: Take a blank white unlined piece of paper and sign your name with pen (no pencil). Use your 
phone to take a photograph of your signature, then send and save this to your computer. Please see 
example below.        	 

 

Step 3: Go to website: https://smallpdf.com/sign-pdf  

Step 4: Click the white Choose File button in the pink box, and choose the NVB1 form you saved to your 
computer. 

 

Step 5: Once your form has loaded, click on the first box called Your Signature in right side menu. 
(circled in red below) 



 

Choose the Upload tab to upload the photgraph of your signature, and click the Select Image button. 

 

Your signature will be uploaded. When you are happy with how your signature looks, click the blue 
Create button.  

 

You will now see that the Your Signature box has been replaced by the image of your signature. Click on 
this box to add it to your document. 



 

Move your signature into the signature box on the document. You may need to alter the size of your 
signature by dragging on the outside lines. Click anywhere outside the text box to fix the image in place. 
Click on the blue Finish & Sign button once you are happy with the document. 

 

 

Click the blue Save button in the top right corner, and select Save to Device from the dropdown menu. 

 

 



 

 

 

The document is now ready to be uploaded to the NUI Galway Garda Vetting website.  


	FIRST 2
	INNER 2022
	LAST 4 PAGES



