Coaches /Administrators/Team Leads

Like all organizations, a Basketball Club is comprised of members who wish to
promote and develop our sport.

In accordance with the law (Children's First 2017) and Basketball Ireland policy, any
person intending to work with children, must have completed the following:

1.Garda vetting
2.Child Safeguarding 1

3. Introductory Coaching Course at minimum. (applicable to coaches only)

To become a Coach/Team Lead/ Administrator with Ballincollig Basketball
Club the following process applies:

Step 1.
Indicate your availability/interest in becoming involved with the club via our
Membership Form or by approaching any of our coaches/ administrators.

Step 2.
Complete a BBC Technical Registration form and pay the appropriate remuneration

Step 3.
Acceptance of membership and your role from Club Management Committee and
receipt of Basketball Ireland Personal Identification Number (BIPIN).

Step 4.

Under the Validation of Identity & Consent in accordance with the National Vetting
Bureau (Children & Vulnerable Persons) Acts 2012 to 2016 all Coaches /
Administrators/Team Leads must complete an e-vetting invitation application and
return to our Club CPO/ Secretary for validation. All applications must be
accompanied with supporting identification documents as outlined on e-vetting form.

Since August 2025 the following updated rules apply for all vetting applications
1. Completion of forms
o Hand written (wet) signature required only (digital signatures
are not accepted).
Role on form must clearly match Bl definitions of relevant work.
All sections of the form must be completed in full.
Forms older than 6 months will not be accepted.
For U18, a parent guardian email and contact number must be provided in the
email and contact field
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ID Validation Must Be Done In-Person:
Copies of ID/address documents must be validated by someone who
physically viewed the original.
Validator must include their name, position, club, and validation date.

o The club CPO can appoint extra validators in the club to assist in this

role.
o These can be members from club exec. or coach/team manager
= Club CPO to let Bl NCSO who these validators will be.

If validation begins online (e.g. for overseas applicants), in-person verification
is required before vetting is submitted.

Accepted Proof of ID & Address:

Strict document rules apply (see updated “Identity Document Schedule”).
Bank statements must come from recognised institutions (not Revolut, etc).
Only utility bills from approved services are accepted (e.g. electricity,
broadband).

Under-18s must provide a birth cert and school/college letter for ID/address.

Retention Rules:

NVB1 forms (hard copy) must be retained for at least 6 months by club (soft
copy after this point). Bl may request these hard copies for auditing purposes.
Copies of ID/address documents must be retained while the individual is
active (soft copies only).

All records for inactive members must be securely destroyed within 12 months
of departure.

Once processed the club CPO/Secretary will forward your application to Bl who will
then issue you with the formal online e-vetting application to complete.

Successful candidates will be issued an approval vetting letter from the National
Garda Vetting Unit which must be copied to the Club CPO for their records. Vetting
must be renewed every 3 years.

Step 5.
Undertake a Safeguarding 1 course - this is renewable every 3 years.

Step 6.
Undertake relevant coaching Course/Licencing (appropriate to coaches only).

Risk Assessment Policy

In the event of a vetting disclosure of any prospective candidate the Chairperson,
Children’s Officer and DLP will review the nature of the disclosure and assess any
risks. This group will advise the committee of its decision before approving the
candidate.



Important Note: It is the responsibility of the
individual to keep their vetting and licence records
current.



