Validation of documents identity & address Validation required by GNVB 
The validation required by GNVB refers to the process by which an individual certifies that a copy of a document is a true and accurate reproduction of the original. The person validating must have seen the original document and must state that the copy was made by them from the original which was presented at the time of validation. The validation required by GNVB refers to the process by which an individual certifies that a copy of a document is a true and accurate reproduction of the original. 
To ensure a thorough validation process, organisations must validate identity documents in person, and maintain an auditable process in which: 
1. The validator must physically see the documents to confirm the vetting subject matches the documents. 
2. The following details must be recorded in the designated section of the NVB1 form: 
· Document type and reference number (e.g. Passport number) 
· The date of validation must be recorded. 
· The validator’s name, position, and organisation must be clearly recorded and their name printed and signed.
· This must be filled in BLOCK CAPITALS and wet signature only.

Validating Applicants Over 18
The proof of identity document must be deemed acceptable (as per the Identity Document Schedule).
Criteria for Assessment: 
· The document being relied upon must be current and not expired. 
· The identity document must be a valid form of identification (as per the Identity Document Schedule).
·  The photograph on the original document must match the vetting subject and must be of high quality and clear. 
· The name on the document must match the name provided on the NVB1 Form.
·  The date of birth on the document must match the date provided on the NVB1 Form.
· The copy of the document produced must also be clear and legible for audit purposes.
[image: ]

Validating Applicants Under 18
In circumstances where an applicant under the age of 18, does not have documentation outlined in the accepted documentation table, the following will also be accepted. 
 Two documents must be submitted, one to support identification and one to support proof of address.
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What Next?
The individual being vetted emails a photo/scan of the completed form (both sides) and also the ID and proof of address documents to info@tabletennisireland.com. The individual being vetted must also post the original completed form (both sides) to Garda Vetting, Table Tennis Ireland, Irish Sport HQ, Sport Ireland Campus, Blanchardstown D15DY6. It is not the responsibility of the validator to email or post the documents, this is to reduce risk of retention of members soft copy documents.

Retention and Storage of Documents.
The GNVB requires the retention of identity documents and consent forms. 
Purpose of Retention: 
· Prevent, detect and investigate offences under the Act. 
· Enable the GNVB to perform its functions. Ensure compliance with the vetting process. 
· Assist in investigating breaches. 
Who will retain these documents?
· Table Tennis Ireland will safely store the documents both hard and soft copies. Once the individual 
Data to be Retained:
· Retain original NVB1 form for the initial 6 month at a minimum.
· After the initial 6-month period a soft copy of the NVB1 form will suffice.
· Soft copies of proof of identity and proof of address documents. Retention periods required by Garda National Vetting Bureau (other oversight or government bodies may require you to retain documents longer) 
· Active Individuals: Data retained for duration of engagement. 
· Inactive Individuals: Data destroyed within 12 months of departure.
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Birth Certificate

Written statement by a school principal or an accredited third level institution
confirming attendance and address
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Accepted Documentation Table:

(Applicants Over 18)

Category Document Type

Pl Identi

Passport from country of citizenship

Irish/EU/UK Driving Licence or Learner Permit

Irish Certificate of Naturalisation

National Identity Card (EU/EEA/Swiss Citizens)
Proof of Address

Credit Bank Statement from a recognised bank (not private money lenders or
Institutions | Revolut)

Building Society Statement

Credit Union Statement

Credit Union Passbook

Utility Utility Bill (the only utility bills accepted are: gas, electricity, television,
Providers broadband, waste & TV licence)

Government | Correspondence from government departments

Bodies

Local

Authorities | Letter from Local Council confirming tenancy





