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DIOCESE OF DROMORE
VETTING PROCESS 
 For Parish Safeguarding Representatives (PSR)

Please read the document POLICY and GUIDANCE before starting this process. 

Stage 1: PSR  - Give Forms and Information to the Applicant 
1. 	Give the applicant the Vetting Application Form
· This is the first step for anyone performing a Regulated Activity with Children or Vulnerable Adults.
· Send the Vetting Application Form to the applicant.

2.	 Give the applicant the Confidential Declaration Form
· The applicant completes this form privately, places the form in a sealed envelope.
· Note: Post the Vetting Application Form & Confidential Declaration Forms together to:  The Registered Person, Northern Dioceses Vetting Office, 120 Cliftonville Road, Belfast, BT14 6LA.

3.	Completion of Vetting Application Form
· Part 1: Must be completed by the applicant (include the 10-digit AccessNI case reference number allocated to them when they have submitted their AccessNI online application).
· Parts 2 & 3: Must be completed by and signed off by the Parish Safeguarding Representative.
· Post the vetting Application Form along with the Confidential Declaration Form to the Northern Dioceses Vetting Office (same address as above).
4.  	Advise the Applicant to start the NI Direct & Access NI Process
          immediately
· Give them the step-by-step guide and the list of acceptable ID. 
· You don’t need to wait for references first — this speeds things up.
· However, two satisfactory references must be received before the applicant can start their role.


Stage 2: Online NI Direct Application Process 
1. AccessNI Online Application 
2. The applicant must create or log into their online NI Direct Account
3. The applicant must enter all forenames & surnames used from birth.  (This means if the applicant ticks the “Mrs” box on the application, they must make sure their maiden name is entered where appropriate. 
4. Their names must match exactly the paper form
5. Use PIN Code: 480892 when applying.
6. Select ENHANCED DISCLOSURE link.
7. The applicant can track the progress of their application online.
Please Note: 
· Mismatched information between online and paper forms will delay the process.
· ID checks are no longer done in the Diocese. The Applicant must upload their ID online (The Step by Step guidance includes screenshots of the process). 
· If the applicant is not confident using a computer, they can get help from a family member, friend, or the Parish Safeguarding Rep.
· The applicant must not use another person’s NI Direct Account or email account during this process
References
· Two references are required.
· Cannot be from a family member, parish priest, or Parish Safeguarding Rep.
· Referees should have known the applicant for at least two years.
Stage 3: Appointment Letter & Agreement
· Once the following are complete:
· Application form sent to Belfast
· Two satisfactory references received
· ‘Free to Appoint” & Clearance communication received from Diocese
→ Then you may issue the Letter of Appointment.
· Send the applicant:
· A copy of the Diocesan Code of Behaviour
· Two copies of the Safeguarding Agreement Form
· The applicant returns one signed copy of the Agreement Form to you.
· Keep it on file along with:
· Application Form
· References
· Free to Appoint and Clearance communication from the Diocese Vetting Office
Only once all these steps are complete can the applicant begin their role.
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