DATA RETENTION

Hardcopy of completed original NVB1 Form — requirement of Garda NVB for

inspections

Inspections will take place at National Office Only

Over 6 months old — online copy with suffice with copies of Identity Documents. F— |
Reminder will come from MNational Childrens Office to County Childrens Officers P ' I T | | 1 | —H
(Forms ______|Retain___| Purge/shred = FEE
Forms Dated 1st January  Retain until January of January | | 11 1
to 30th June: the following year.

Forms Dated 1st July to  Retain until July of the July
31st December: following year.
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STORAGE & DELETION OF NVB1 FORMS

Storage

Secure Storage:

. All paper forms must be stored in the most secure
location possible within the club.

Filing System:

. Locked filing system for paper forms.
Access to Storage:
. The Children's Officer and one other member of the

Club Executive (Chairperson or Secretary) must
have a key to the locked system.

Transfer of Keys:

. When new officers are appointed, outgoing officers
must return the key to the incoming officers fo ensure

continuity of secure access.
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Deletion

Shredding:

= Once retention periods are met, the paper forms must be
shredded.

Cross-Cut Shrecder:
= Due to the sensitive nature of the information, use a cross-
cut shredder to ensure the forms are securely destroyed.
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