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All of the information provided in this manual is provided for illustrative purposes only. No party
should take any action based upon the contents of this material without consulting the relevant
legislation and, where appropriate, seeking professional advice or assistance.



Preface

It might seem a strange thing to say, but it is probably easier to build a community facility -
community centre, community hall or parish hall - than to run it.

A community will put huge work into fund-raising, an application for a grant will be put together and
submitted, interested volunteers will work with engineers, planners, contractors and after a lot of
effort and money, the brand new or newly refurbished community building will be in place.

So then, after the official opening and tape cutting, everybody can relax, and the facility will be used
by the various clubs and organisations for their activities and events and all will be well? Not unless
the community puts at least as much thought and effort into the running of the centre as they put
into the building of it.

Therefore, in an attempt to address this vitally important but sometimes overlooked aspect of the
development of community facilities, South West Mayo Development Company has produced this
Information Pack for Managing a Community Building. This Pack follows a very successful series of
Rural Development Programme (LEADER) funded training programmes for community groups on
managing community resources.

The pack is divided into very convenient and relevant sections, and we hope that community groups

will use it to improve the management of their facility so that it can continue to be of maximum

value to all who use it.
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Information Pack for Managing a
Community Building

As all community groups know, managing a community building requires a serious commitment from
everyone involved, including members, directors, committees and other volunteers. As well as day-to-
day concerns such as keyholding, insurance and fundraising, there are legal implications such as

governance, auditing, liability and many others having direct effect upon those involved with the group.

Providing a management toolkit for all types of community organisations, this manual and accompanying
CD provides a guide to dealing with the day-to-day concerns, as well as an introduction to best practice to

support community groups meet their wider roles and responsibilities.

Issues such as legal status, governance, insurance, finance and operational planning will be introduced in
each section, with examples of policies, procedures and best practice provided where relevant. Each
section can be read separately, or used as an overall management toolkit for the community group and

building.

Using the toolkit wisely, a community group will be able to prepare a set of relevant policies and
procedures, and establish a structure that can easily be understood by current and new members;

supporting the long term sustainability of both the community group and building.

Note

All of the information provided in this manual and accompanying CD is provided for illustrative
purposes only. No party should take any action based upon the contents of this material without

consulting the relevant legislation and, where appropriate, seeking professional advice or assistance.
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Section 1

Introduction to Management Structures

All of the information provided in this manual and accompanying CD is provided for illustrative
purposes only. No party should take any action based upon the contents of this material without

consulting the relevant legislation and, where appropriate, seeking professional advice or assistance.



Introduction to management structures
for community buildings

The type of structure that a community group uses to manage a community building will determine how
it operates, how it stands legally and the liability of the members of the community group itself.

The main question in this regard is - do the members want the community group to be a separate entity
or not? If they want a separate legal entity, such as a limited company or co-operative, the members get
some personal protection from liability for the group’s activities, but with the added burden of greater
administration and cost. If they want to have minimal administration and cost, they can form a simple
association, but should be aware of the effect this structure has on their liability for the group’s activities.

What sort of structure should we use?

The checklist below describes the types of structures that are best suited towards certain types of
community groups that own, run or manage a community building. It can be seen that, in the vast
majority of cases relating to ownership of community buildings, it is best to use a separate legal entity
such as a limited company (for almost all community groups, the limited company will be in the form of

what is called a Company Limited by Guarantee or CLG for short.)

Description Association Limited Co-operative
Company (CLG)
Small informal group v X X
Short-term or limited number of projects v X X
Minimum amount of administration, paperwork and regulation v X X
Minimal annual cost, e.g. accounting, tax, etc. v X X
New group, exploring options for projects v X X
Want to maintain control over membership of the group v v X
Use volunteers v v v
Owns land or buildings X v v
Leases land or buildings X v v
Owns valuable equipment X v v
Limited liability for members regarding debts and liabilities X v v
Employ staff X v v
A separate legal entity is required by a funding organisation X v v
Has a strict ethos aimed at supporting development of members X X v

It should be noted that the Trust structure has been excluded from the checklist because, in practical
terms, it is rarely used nowadays for community groups and one of the other three options will, in almost
all cases, serve as a better option for the group. The Trust is described later in this section.
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Who is responsible and liable?

The effect of the three main types of structures on responsibilities and ownership within a community group managing a community building are summarised as follows:

Association

Description

Ownership of buildings and equipment,
e.g. Community centre, computer suite,
training equipment, kitchen facilities,
sports equipment, etc.

Lease of buildings

Liability for health and safety within the
building

Employing staff

Liability for loans, debts and other
money owed

Funding, donations and cash in bank

Named members own the assets. They
may intend to do so on behalf of the
group or general community, but,
legally, they are the owners.

Named members are personally
responsible for the lease.

The named owners or members will be
personally responsible for health &
safety within the building, including the
cost of compensation for injury or
damage to people or property. In this
case, they would hope that their
insurance policy would cover the costs of
their liability.

Members employ staff and are fully
responsible for all duties as an employer.
This is not a suitable structure unless the
individual members are willing to accept
direct responsibility for employees.
Members are personally liable for all
debts and money owed.

All monies are owned by the individuals
in control of the bank account.

Limited Company (CLG)
In the case of a CLG, the company owns the

assets, i.e. it is separate to the members.

The company is responsible for the lease, i.e. in
most cases the members and Directors will not be
personally liable.

In general, the company will be responsible for
health & safety, including the cost of
compensation for injury or damage to people or
property.

Members and Directors are responsible for
ensuring health and safety procedures are in
place and, in limited circumstances, may be held
liable for failing to fulfil their duty in this regard;
particularly if the company has no insurance.
The company employs staff and is fully
responsible as the employer.

The company is liable, not the Directors or
members, as long as rules of governance are met,
i.e. in most cases the members and Directors will
not be personally liable. See Section 2 Page 13.
All monies belong to the company.

Co-operative
In the case of a co-operative, the members of
the co-operative own the assets equally.

The co-operative is responsible for the lease, i.e.
in most cases the members and Directors will
not be personally liable.

In general, the co-operative will be responsible
for health & safety, including the cost of
compensation for injury or damage to people or
property.

Members and Directors are responsible for
ensuring health and safety procedures are in
place and, in limited circumstances, may be
held liable for failing to fulfil their duty in this
regard.

The co-operative employs staff and is fully
responsible as an employer.

The co-operative is liable, not the Directors or
members, as long as rules of governance are
met, i.e. in most cases the members and
Directors will not be personally liable.

All monies belong to the co-operative.
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Association

An association is the easiest of all options when setting up a community group. There is nothing that
needs to be done to set up the association, no legal forms to fill or registration fees to be paid; it is just a
group of people who gather together for a purpose, such as a Tidy Towns Committee, Parent & Toddler
Group, Festival Committee, etc.

Tidy Towns

Parent & Toddler Group

ff /ﬂ\,ﬂ\ Association Festival committee

Arts group

Campaigning

Often, when people form an association or group they assume that, once it is up and running, the
association exists of its own right and is a separate legal entity to themselves. However, the important
thing to remember about an association is that, from a legal point of view, there is actually no
“association.” In other words, legally, the “association” as we know it is regarded as being the very same
as the people who run it and, as a result:

o If money is owed, or the association is sued, the liability to pay falls personally on the people
running the association®

e If money is given to the association, the money is actually given to the people themselves, who
may hold it on behalf of the association — usually in a bank account under the association’s
name. This is why most grant funders will rarely give large grants to associations; because they
are actually giving the grants to the people themselves.

® ®e
,ﬂ\ /ﬂ\ | Association |
Legally, the people are the Association
To help avoid any misunderstanding that may arise between the people running the association, it is

strongly recommended that most associations prepare a set of rules, called a Constitution, which

provides guidelines on how the association should be run and managed.

This is in contrast to the scenario where, as we will see on page 5 of this Section, the community
group form a Company Limited by Guarantee that will operate as a completely separate entity to the
people themselves and, in most cases, the people who run the Company will not be held liable for any
of its debts.
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Association as a legal entity - Case Study
Mary, Paul and Kevin meet to form the Loughana Festival Committee. They decide not to form a limited

company because they want to set the committee up quickly and only intend to use it for a one-off festival

in June. They open a bank account in the name of the Loughana Festival Committee and, in it, lodge €800
that they raised locally and €400 that they received as a grant. During the course of the festival, they
spend €1,100 on food and music expenses.

Legal status

Mary, Paul and Keith are the Loughana Festival Committee. They set up the bank account and, from a
legal perspective, the money raised is actually given to them. They are also personally liable for any
expenses incurred in running the festival, including the amount for food and music expenses. If there is
any money left over, Mary, Paul and Keith are responsible for what happens to that money. In most cases,
such money is either held over for next year’s festival or given to another local community group. Their
Constitution will provide guidance as to the purposes for which such monies can be held or used.

When to use an Association

Situations in which an association may be suitable to use include the following:

The group is being set up to deal with a single project or task, e.g. a festival committee

The amount of money to be collected or raised is relatively small, e.g. a Tidy Towns group

The number and value of capital items, e.g. equipment, buildings, etc., to be bought and owned
for the project is relatively small

The project will not involve the employment of any staff

When not to use an Association

Situations in which an association may not be suitable to use include the following:

If any
comp

There is a significant amount of capital to be bought and owned for the project
There is a significant amount of money to be collected or raised
Staff need to be employed
The project will be an ongoing one and people are unwilling to become involved if there is a
possibility that they may become liable for the debts that will be incurred
of the above scenarios apply, then it is likely that the most suitable option is to form a limited
any, which is discussed later in page 5 of this Section.

Points of note for Associations

They are easy, quick and cheap to set up

They are perfectly suited to situations where the project is clear, simple and uncomplicated
regarding money, capital and equipment, e.g. Tidy Towns committee

Legally, there is no “association”, there is a group of individuals

It is strongly recommended that a set of rules is prepared to provide guidelines on how the
association should be run and managed

If the group want to protect the name of the Association and/ or open a bank account using the
Association’s name, they have to register the name with the Company Registration Office (CRO)
which costs around €20 if completed online. It should be noted however, that this sometimes
causes confusion among community groups and leads them to assume that, by registering a form
with the CRO, they are a limited company. They are not a limited company; they are still an
association; it just so happens that the CRO is in charge of registering all Business Names in

Ireland regardless of whether the name refers to a limited company or not.
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Sample Constitution for an
Unincorporated Association

Date of Constitution

22/03/2017

Name of Association

Turlough Community Association

Objectives for the association 1. Village enhancement and regeneration
2. Implement Litter and Waste Plan for Village
3. Identify areas of improvement in Village
4. Implement Action Plan based upon improvements
identified
5. Promote actions of the Association in the local
community
Powers of the Committee 1. Develop and implement an Action Plan
To achieve the objectives of the 2. Raise funding to support actions
Association, the Committee have the ] ] )
) 3. Lodge and spend monies as appropriate (in
following powers
accordance with Financial Procedures document)
4. Publicise actions within the community
5. Make decisions as required to run the Association
Membership 1. Living within the townland
Membership of the Association can be 2. Over the age of 16 years
achieved by fulfilling the following o ] .
o 3. Approved by majority at a general committee meeting
criteria
Meetings AGM to be held in 3" week of May each year

General frequency for all meetings,
including AGM and general meetings,

are as follows

General meetings to be held on first Thursday of every month

Committee
The Committee will be elected
according to the following rules

The Committee resigns at the AGM each year

Names are forwarded for the posts by members

Members vote on the names

Committee is elected according to members

Committee members elected for 1 year

A A Pl R L e

Committee members can be removed by majority

vote at a general meeting of the Committee.

Committee Decision

Committee decisions will be based upon majority rule, with

the Chairperson casting the deciding vote if necessary
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Quorum
The number of Committee Officers
required to form a quorum for meetings

at which a vote is being held

5 people are required for a quorum, with at least 40% of those

present being committee members.

Removal of Officers and
Members

Officers and Members can be removed by simple majority

vote by the Members

Committee Officers
The Committee Officers will be
comprised of the following posts

Chairperson

Secretary

Treasurer

Public Relations Officer

Policies and Procedures A. Health & Safety Policy
The Association will adhere to all B. Child Protection Policy
relevant policies and procedures ) o
) C. Policy for Building Usage
prepared and implemented by the
Committee D. Financial Policy
E. Equality Policy
F. Volunteer Policy
Dissolution All assets will be realised and funds distributed evenly among

If dissolved, all monies, equipment and
assets held on behalf of the Association
will be dealt with in the following

manner

the following:

Parish council

County Hospice

Signatures to the Adoption of the Constitution - Post, Signature and Date

Chairperson

Secretary

Treasurer

PRO
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Limited Company (CLG)

Put simply, a Limited Company is an entity that is regarded as being completely separate from the people
who set it up and manage it on an ongoing basis. (For almost all community and voluntary groups, the
company will be formed as a Company Limited by Guarantee (CLG.)) This is in stark contrast to an
Association where the people who run the Association are regarded as the very same as the Association
itself. The term “limited” gives an indication of the main benefit from forming a CLG, i.e. the people who
are involved in the day-to-day management of the company have a limited liability when it comes to the
debts of the company. In other words, in most cases, the people involved in its management will not be
personally liable for the debts of the company. Again, this is in contrast to an Association where the

people involved have unlimited liability and are personally liable for the Association’s debts.

Limited liability

Buy and sell assets

Can enter contracts

o Enter a lease
in its own name

Employ staff

Owns its own assets and funds

Local people involved in setting up - Can apply for funding in its
and running the company Limited Company own name

Community festivals

Projects

Community activities can be

run through the Company Fundraising

Building development

Subtopic

CLG as a legal entity - Case Study

Loughtall Community Development Ltd. is a company limited by guarantee that has been set up to lease and
run a community centre, and surrounding sports grounds, from the parish council. Seven local people were
named as members when setting up the company and seven other local people were named as Directors.

Legal status

The Limited Company is entirely separate from the members and directors. The members have power over the
appointment of the directors, but the directors are responsible for ensuring that the company meets all the
requirements of good governance (see Section 2 of this Information Pack.) In return for ensuring good
governance, the members and directors will, in most cases, be afforded the protection of limited liability, i.e.
they will not be responsible for the debts or liabilities of the company. Regarding staff, if the company employs
staff, e.g. a Manager, it is the company that is the employer, not the directors or members.

As we will see in Section 2, the limited liability that is afforded to people involved in the CLG’s
management comes with a proviso that minimum levels of adequate governance are imposed by the
people responsible for managing the company. Failure to meet these minimum levels of governance
can have serious implications for those involved and are described in detail in a later section of this
information pack.

Many funders favour the CLG structure because it means that, if they give significant amounts of funding
to a group, the funding is being given to a formal legal structure that is completely separate from the
people who are involved in its management. This also gives some protection to the local community in
that it helps prevent the possibility of any one or a number of individuals claiming ownership to assets or

projects that have been bought, developed or initiated through the CLG.
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Co-operative

A Co-operative can be a useful structure for some groups, particularly community groups for whom both

of the following are important:

a) The group will intend to carry out activities related to a form of business or trade, e.g. a group of
artists, a community radio station, an agricultural society, and
b) Itis very important for the group to have an ethos that is based on the following:
i Open and voluntary membership.
ii. Democratic participation (every member has an equal vote)
iii. Adequate re-investment of profit
iv. Equitable distribution of surplus profit
V. Continuing education of members

vi. Co-operation with other co-operatives

If both a) and b) do not apply to the community group, it is likely that another structure would best suit

their interests. (Both need to apply, not just one.)

A Co-operative with a minimum of seven members may be registered with the Irish Co-operative
Organisation Society. By registering in this manner, the Co-operative has the potential to benefit from
limited liability, similar to that described earlier in relation a Limited Company. Templates for Co-
operative Rules and Policies are available from the Irish Co-operative Organisation Society (ICOS), which
must be approved by the Registrar prior to formal registration. A Co-operative can also be registered as a
Limited Company, in which case the normal company rules will apply alongside those referring to the Co-
operative’s ethos, e.g. open and voluntary membership, democratic participation, continuing education

of members, etc.

Example of a Co-operative - Case Study

The Devenagh Community Arts Group is an informal group comprised of artists, craftspeople and creative
designers in the West. The group has been given the opportunity to acquire a gallery and workshop on a
long-term lease and access to funding to support their general expenses. To secure the building and the
funding, the group need to establish a formal structure that meets the legal obligations regarding the long-
term lease, as well ensuring that the group continues to serve the creative community in the region.

Co-operative

The group decide that the Co-operative structure suits them best. It provides a formal and separate legal
structure that ensures that the members of the group themselves are given some protection regarding debts,
liabilities, etc. It also meets their needs because the Co-operative format guarantees the ethos of the Arts
Group is protected, i.e. open membership, re-investment in the Arts Group, education and training of the
members, etc.
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Trusts

A Trust offers the option of transferring a valuable asset, usually land or a building, to local community
representatives, as part of a legally recognised transaction, while providing some protection in ensuring
that the asset will be used for a specified purpose for the benefit of the community. In this case, a
number of individuals would be named as part of a formal legal Trust document and the asset transferred
to these individuals with the proviso that they hold and use the asset for the benefit of the community.
The Trustees, i.e. the people named on the Trust, can be appointed for life or can be changed as
necessary — this will be stated on the Trust document. The Trust can be registered as a Charitable Trust,
thereby reducing the tax implications for the Trustees. (Registration as a Charitable Organisation is
discussed on page 6 of Section 6.)

Example of a Trust - Case Study

The local Parish Council in Glendowrna own an old national school building on the road into the village. The
Parish Council is willing to give the school building to the local community, for use in community
development. However, they are reluctant to transfer the building to the Glendowrna Community
Association because to do so would, in effect, be giving personal ownership of the asset to the people running
the Association. At the same time, the people within the Association do not want to be given the school
building, because there would be tax implications for them in receiving ownership of the asset. The Parish
Council and the Association agree to set up a legal Charitable Trust, whereby 3 of the people involved in
running the Association are named as Trustees, with responsibility for holding the school building on behalf of
the local community.

Legal status

A Trust can be set up by a local solicitor to affect the legally recognised transfer of the property. It can also be
registered as a Charitable Organisation at this time. The 3 Trustees are responsible for the ownership of the
asset on behalf of the local community, and they are also responsible personally for any obligations, debts
and actions arising from its use. The Trust owns the building and will lease it to the Glendowrna Community
Association for ongoing use. The Trustees have liability insurance on the building and, as part of the lease,
liability insurance is also required to be held by the Community Association. No other group should be
allowed use of the building without adequate insurance.

Points of note for Trusts

e Trusts are no longer as common for Community Groups as they once were

e The trustees are liable for the debts and liabilities of the Trust

e Although Trusts, in principle, are relatively simple to set up, they have created difficulties in the
past where, for example, the original Trustees are no longer in the community, cannot be
contacted or, as a community structure, the Trust is not able to adapt to the changing needs of
the community

e Ingeneral, trusts are used for the transfer of the asset and are not directly involved in its actual
use; this is normally left to those who are given a lease, or permission, to use the asset, e.g. a
community group

e Many Community Groups now find that the option of setting up a Limited Company provides the
same advantages as a Trust, while also being more suitable towards fundraising, ongoing

community development and adapting to the changing needs of the community
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Limited Company

When a community group forms a Limited Company, they are forming a separate legal entity that will

operate independently from each of the individual members in a group.

The main benefit of forming a Company is that it provides protection to the members from personal
liability that may arise from the actions of the community group. However, forming a Company also
imposes a responsibility upon those involved with the Company to ensure that it is run according to

proper rules of governance.
This section introduces the Company structure, the people responsible for managing the Company and

the duties that arise from being an officer of the Company. For almost all community and voluntary
groups, the relevant form of limited company is that of Company Limited by Guarantee (CLG.)
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Forming a Limited Company

Forming a Limited Company is more complicated than forming an Association, mainly because a number
of legal documents must be completed prior to the Company being formally accepted by the Companies
Registration Office (CRO.) A small number of community groups will complete the legal documents
themselves but, in the vast majority of cases, most community groups will use the services of a solicitor,
accountant or online company formations business to establish the Company. The cost of such a

formation will range from between €550 to €700 and take between 10 to 21 days to complete.

It is strongly advised that, when forming the Company, the community group avoid using what are called
“off-the-shelf” companies, which are companies that have already been established by, for example, a
solicitor or accountant and simply require a change of names on the Company forms to transfer the
company to the community group. A major disadvantage of such a Company formation is that it is not
tailored specifically to the needs of the community group and, in the long run, will cause more difficulty
to the group as it gets more involved in community activity on a regular basis. Ironically, such Company
formations also end up being more expensive to complete, due to the large number of changes that will

need to be made to the company documents to transfer it to the community group’s name.

It is much simpler to start with a completely new Company whose name, rules and structures are tailored
precisely to the needs of the community group. This can easily be arranged by talking to the solicitor,
accountant or online company formations business. Care should also be taken at this stage to ensure
that any necessary requirements regarding Charitable Status are met in the Company’s documents, if

such a status is being sought by the community group.?

2 Revenue will require the Company documents to meet a certain format before they will approve a
Company for Charitable Status. This is in more detail discussed later.
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Impact of Forming a Limited Company

Forming a limited company is not a decision that should be taken lightly and, prior to any company

formation, the group should consider the impact of the following:

e Forming a limited company puts a level of responsibility upon the officers of the company, i.e.
the Directors and Company Secretary, to ensure that the company follows all aspects of
Company Law. Failure to meet this responsibility can result in direct personal liability for the
company officers.

e For a Company Limited by Guarantee, i.e. the structure most popular among community groups,
the cost of producing annual accounts will be much higher than would otherwise apply in the
case of an unincorporated association.

e A company that registers itself as a charity can apply to have an exemption from the
requirement for an annual audit. However, some funders oblige groups in receipt of funding not
to avail of this exemption. Furthermore, it should be noted that carrying out an audit on an
annual basis is a good way to ensure transparency and good governance.

e Alimited company is a separate legal entity to the people involved in its formation. This means
that, once formed, the people responsible for the company, i.e. the Directors, cannot just walk
away from the company. Closing down a limited company formally can cost up to €600, which
can increase significantly if the company has debtors that are looking for payment prior to the

company being dissolved.

However, having considered the above, it should be noted that the vast majority of groups operating as
limited companies in Ireland do so without any major difficulty. With the right advice and support from
sources such as your accountant, solicitor, community forum and local development company, the
limited company should provide a structure that offers significant benefits and protection to community

members.
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Company Limited by Guarantee

It should be noted that almost all companies formed by community groups in Ireland are formed as a
“company limited by guarantee” (CLG.) The easiest way to describe what is meant by such a company is
to contrast it with the type of company that is used by almost all private businesses, i.e. a “company

limited by shares.”

In a company limited by shares, the company will have a number of shareholders who actually own the
company itself. They have complete control over the company, with the level of control given to each
shareholder being allocated according to the number of shares they own. For example, if a shareholder
owns 55% of the shares then, in general, they have 55% of the voting rights and own 55% of the
company. This company structure is not suited for community development. If such a format was used
for community development, then any community projects being carried out through the company
would be owned directly by the shareholders themselves and one, or a number of shareholders, would
have complete control over how the company is managed. Furthermore, any funding given to the
company by a funding agency would eventually become the property of the shareholders, not the local

community.

In a company limited by guarantee, the issue of shares and shareholding is eliminated entirely. In such a

company:

e There are no shareholders; instead, there are members

e Each member of the company is given one vote and one vote only, usually for a fee of €1 that is
lodged to the company account

o The members have absolutely no right of ownership of the company’s assets or funds. Such
assets or funds are held strictly for the benefit of the community (or whichever purpose is stated

in the rules of the company)

Beware of the term ‘not for profit’

It should be noted that ‘not for profit’ companies such as CLGs should actually be run to make a profit.
They will need to make a profit or surplus to ensure their viability and sustainability. The term ‘not for
profit’ means primarily that the people involved in running the CLG are not doing so to make a personal
‘financial’ profit. It does not mean that the company itself should not be making a profit or surplus —in
fact, it can be considered poor governance if a Board runs a CLG without making some form of profit or
surplus to sustain the company in the long run.

Remember, the term ‘not for profit’ means the members do not make a profit, it does not mean the

company does not make a profit. This is an extremely important point.
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Company Documents

A summary list of the main documents required to set-up, administer and run a company in accordance

with legal requirements is provided below. While the titles of the documents may seem to complicate

the formation and management of a company, in practice, all of the more technical documents are

prepared by the firm that supports the group to form the company, e.g. online formations firm,

accountant or solicitor.

Document

Constitution The colle

Description

ctive name for the document containing both the

Memorandum and Articles of Association

Memorandum of A docum

ent that lists the type of activities in which the company
volved, e.g. Developing and implementing programmes
supporting the cultural heritage of the local community.

If seeking Charitable Status, the Memorandum must include a

number of items recommended by Revenue.

Association will be in
aimed at

Articles of

Association °

List of Members A simple

This provides the basic rules within the Company for items such as:

Appointing Directors

Removing Directors

Holding AGMs

Appointing a Management Committee or sub-committees
to carry out the tasks of the Directors

list of current Members of the Company, which can be

held in any format, e.g. a copy book, Word document, etc. The

number of Members should not fall below 7.

Updating the list is simple and there is no need to inform any

outside body, e.g. CRO, of any change in members.

List of Directors

As above, with the following important exceptions:

e The number of Directors should not fall below 2 (not below 3
for a charity.)
e Any change in Directors needs to be formally notified to the

CRO

e The CRO will not let a company reduce its number of Directors

belo
whe
Minute Book

w 2, and it is not possible to simply resign as Director

n there are only 2 Directors remaining.

This contains the minutes of the management meetings, Director

meetings, AGMs, etc. It can be held in any format, e.g. a copy

book, Word document, etc. and its general layout can change to

meet the needs of the Company.

Company Seal An actua
It is used
signing o
Certificate of

Incorporation

| stamping tool embossed with the name of the company.
in addition to the signatures of the directors in the

f a small number of documents.

In essence, the birth certificate of the company. Itis a vital

document that proves the company has been set-up and is

necessary for opening a bank account, initial dealings with

Revenue

and many grant applications.

Regular use

Yes, see section on
Memorandum and Articles
Yes, this should be reviewed at

least once a year

Yes, all meetings and decisions
must meet the rules of the
Articles of Association.

The Directors should have a
working knowledge of the
Articles, as should a
Management Committee.
Yes, this should be updated at
least once per year and/ or
every time a member joins or
leaves

As above, although on a more
formal basis, i.e. all changes
must be notified to the CRO.

For charities, Revenue require

a minimum of 3 Directors

Yes, every time a meeting is

held and/ or a decision is made

Not used on a regular basis.

Regularly used in the early
stages of the company with the
bank and Revenue. Also used

for funding application.
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People involved in setting up and
running a CLG

A minimum number of people are required to set up and run a CLG for a community group, as outlined

below:
Title Minimum Description
Number
Members 7 e Members are needed to form the core of the company and are responsible for
guiding the long-term development of the company through the appointment of
the Board of Directors
e Members are people who are formally included in the List of Members and are
entitled to attend the AGM of the company, as well as vote on important matters
such as appointing the Board of Directors for the company
e When becoming Members, they pay a set amount, usually €1 to €10, to become
formally included on the List of Members. If the company gets into financial
difficulty, the membership fee is the maximum amount that the Members can
become liable to pay, i.e. usually between €1 to €10
e The Members who are present when the company is formed are also called
Subscribers
o Always remember to keep an updated List of Members, to ensure the number of
members does not fall below 7 and all information regarding AGMs etc. are sent to
the relevant people.
Directors 2 e Directors are legally responsible for the ongoing management of the Company
(3 for e There needs to be a minimum of 2 directors, although in most community-based
Charities) Companies there will usually be between 5 and 9
e Revenue require a minimum of 3 Directors for charitable organisations
o No formal qualifications are required to become a director
e Directors are voted in by the members, usually at the AGM
e Directors can also be members
e Directors can't be:
o Undischarged bankrupts
o The Company Auditor
o Under an order preventing them from becoming a Director
e Alimited company cannot be appointed as a Director.
Secretary 1 e Every company must have a Company Secretary who will be named on company

documents
The Company Secretary is often also a Director, although not always
It is best if the Secretary is not a member of staff, due to confidentiality issues
This is not a “secretary” in the conventional sense, e.g. office staff, but is rather a
title given to a person who is formally responsible for
o Overseeing company’s administration and ensuring specifically that the
company complies with Company Law and observes its own regulations
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Members, Board of Directors and
Management Committees

It should also be noted that, apart from the legal positions described in the previous section, as
community-based companies become more established, they tend to appoint other positions within the
organisation to support them in running the company. The most common way in which this is done is by
appointing a Management Committee to administer and run the day-to-day operations of the CLG. This

Management Committee may be comprised of:

e Members, directors or a mix of both
e A mix of members, directors and other individuals

e Other individuals, none of whom are members or directors

The Articles of Association, which include the rules for running a CLG, will normally state that the Board
of Directors can appoint sub-committees, including a Management Committee, to manage on their

behalf. Ensure that this is addressed in the Articles of Association.

Guidelines and suggestions for the structure of a Management Committee are discussed in Section 3, but,
regardless of whatever structure is used or the composition of the Management Committee, Directors
should, at all times, remember that they are responsible for the management and administration of the
company. In other words, the Board of Directors may decide to appoint a Management Committee or
other sub-committee to run the company. However, it is they, the Board of Directors and not the
Management Committee who are legally responsible for managing and administrating the company. The

various roles and responsibilities in this regard are summarised on the next page.
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Many community groups that form a CLG will have a number of different management levels, including Members, Directors and a general Management Committee. It is
easy to mistakenly believe that all three levels are the same, particularly when many of the posts are filled by the same people. However, it is very important to

understand the different levels of legal responsibility that is imposed upon each level.

*Members, as listed in the
List of Members

*The Members propose,
vote and appoint the
Directors to manage the
company

¢In general, Members will
never be held liable for
the debts of the Company
(beyond the amount they
may have paid to become
members, e.g. €1 or €10)

eDirectors, as listed in the
List of Directors and
appointed by the
Members

*The Directors are legally
responsible for the
management of the
company

*Often, Directors will
delegate the day-to-day
running to a Management
Committee

e¢In general, Directors will
not be liable for the debts
of the business. However,
to maintain this
protection, they must
meet minimum rules
regarding Corporate
Govenance. Failure to
meet these rules may
leave them open to being
personnally liable for the
debts, as well as
prosecution under
Company Law. (See page
13 of this Section.)

J

Management Committee

eManagement Committee
as appointed by the
Directors

*The Management
Committee are involved in
making decisions and
running the activities on a
day-to-day basis

¢In general, the
Management Committee
are not liable for the
debts of the business
merely by virtue of being
on a commitee. The only
liability that will apply to a
member of a
Management Committee
will be in relation their
other role as Member or
Director, if applicable.
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Legal Responsibilities of Directors

Anyone appointed as a Director of a community-based Company has the exact same legal responsibilities
regarding corporate governance as a Director of any other company. In other words, regardless of
whether the company is a profit-based company or one that has been set up for a charitable or
community purpose, all Directors have the same legal responsibilities and have the same onus to fulfil

these responsibilities; or face possible civil and criminal consequences.

Statutory Duties
The Companies Act 2014 codified the duties and responsibilities of the directors, which are set out in

eight fiduciary duties:

e Actin good faith

e Act honestly and responsible

e Actin accordance with the company’s constitution and to exercise those powers only for lawful
purposes

e Not to use company property unless approved by the members or the company constitution

o Not to fetter discretion unless permitted if it’s in the company’s interest

e To avoid conflicts of interest

e To exercise care, skill and diligence an

e To have regard for the interests of members as well as employees

The responsibilities of Directors under the Companies Act are regarded as very serious and all Directors
have a responsibility to ensure they are made aware of the implications of Company Law. If Directors are
found to have failed in their duties under the Companies Act they can be penalised and, in certain
circumstances, held liable for the debts of the company.

The sections below provide further discussion on the responsibilities of the Directors, illustrating the
practical effects of the statutory duties.

Keep Adequate Accounting Records
It is a criminal offence for any director to fail to take all reasonable steps to ensure that the company
maintains proper books of account that:
e Correctly record and explain transactions, i.e. show all of the money going in and out of the
Company, regardless of how many, or how few, transactions take place
e Enable the financial position of the Company to be determined with reasonable accuracy, i.e.
show the real value of all transactions, when they actually happen
e Enable accounts to be readily audited, i.e. make all books available for inspection and make sure
they are reconciled with the bank statements
e Provide a daily record of income and expenditure, i.e. keep all books up to date
e Record company’s assets and liabilities, i.e. have a list of all assets as well as liabilities, which will
be included on the Company’s Balance Sheet at the end of the year

e Record sales invoices where appropriate, i.e. issue invoices and receipts where required
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Prepare Annual Accounts and Financial Statements
Directors must ensure that annual accounts are prepared for the Company by the Auditor, including, for
example, the following financial documents:
e Profit & Loss Account
e Balance Sheet
e Directors Report
e Notes to the accounts
In addition to the above, Directors must write a report for the members of the company, which shows:
e How the company is doing
e How the company has developed over the year
e Anyimportant developments
e Any likely developments

Usually, the above items are provided at the AGM of the Company.

The Company must be audited, unless availing of the audit exemption
The Company must be audited by a recognised Auditor. Remember, community-based companies that
are limited by guarantee are classed as “public companies”, so they must carry out an Audit every year,
regardless of whether they very small, very large, have no transactions whatsoever or have a large
number of transactions. An Audit is an independent review of the Company, during which the Auditor is
required to give their opinion on whether the accounts:

e Give a proper state of the company’s affairs

e Give a “true and fair view” of the company
Where necessary, the Auditor will highlight issues of a serious nature which they believe need to be
noted by the Directors and Members. Some charitable organisations will avail of an exemption from the
need to have an audit, but this can be superseded by some funders who will require an audit as part of

their funding criteria. Also, an audit is a good way of supporting good governance and transparency.

Documents and Registers
Directors have an obligation to ensure that certain documents and registers are maintained regarding the
Company, including:

e Register of Members

e Register of Directors and Secretary

e Register of Directors’/Secretary’s interests

e Register of debenture holders

e Directors’ Service Contracts

e Minute Books

File certain documents
Directors are obliged to ensure that certain documents are filed with the Registrar of Companies, either
on an Annual Basis or, in the majority of cases, as circumstances arise in the management of the
company:

e Annual return, each year

e Change in constitution of company, as it arises

e Change in registered office, as it arises

e Change of directors/secretary, as it arises

e Increase in Nominal/Issued Capital, as it arises
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e Mortgages and charges, as it arises
e Ordinary or Special Resolution, e.g. a vote to change an item in the Company’s Memorandum or
Articles of Association

Duty of Disclosure
Directors are required to disclose certain information relevant to them or their relationship with the
Company, e.g.:

e Certain personal information in the register of Directors

e Interests in the company

e Contracts with the company

Convene Meetings
Directors have an obligation to convene general meetings, as required by the Companies Act. The two

main types of meetings in this regard are the following:

e Annual General Meeting (AGM)
The AGM is an annual meeting at which the Accounts and Reports are presented to the
Members, new Members are registered and, in some cases, new Directors are appointed. Itis
important to ensure that all Members are given notice of the AGM and that a decision is made
prior to the AGM as to who else other than Members may attend, e.g. the general public, service
users or other interested parties. Failure to notify the appropriate people may render decisions
made at the AGM void.

e Extraordinary General Meeting
Extraordinary General Meetings are held to deal with important events that fall outside the
AGM. Examples of such events include the removal of a Director and changing a section of the

Articles of Association.

Stationary
All companies must comply with the requirements that their stationary, websites and emails must
include the:

e  Full name of company

e  Registered number

e Registered address

e Directors (on letterheads)

Failure to fulfil duties
If a Director fails to fulfil their obligations as described in the Companies Act, then they can be held liable
for a Criminal Offence, Civil Penalty or both.
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Personal Liability
Directors should be aware that it is possible that they can be held personally liable for the debts of a

company if they knowingly carry out business in a reckless or fraudulent manner.

e Areckless manner
A Director ought to have known that the actions of the company would cause loss to creditors
and/ or if the Director did not honestly believe the company would be able to repay a debt. In
this case, the question is not if the Director “actually” knew but rather “should” they have

known.

e A fraudulent manner
This arises when a person knowingly carries out the business of the company with intent to

defraud creditors or for any other fraudulent purpose.

In either of the above cases, a Court may decide that the Directors are personally liable for the debts of

the business and the principle of “limited liability” and the protection it provides will no longer apply.

Directors Indemnity
The Companies Act makes void any agreement to indemnify the directors unless and until they have been
proved innocent. Notwithstanding, a company may purchase for its directors or officers, insurance in

respect of a liability for:

e Actual or alleged breach of duty, error, omission, misleading statement, act or neglect in capacity
as director or officer

e Any matter claimed against them solely because of their position as director or officer

A growing number of community-based, voluntary and charitable Companies are acquiring Directors
Indemnity insurance, both to encourage the recruitment of new Directors and because some statutory
organisations will not allow their employees to become Directors on community-based or voluntary

companies unless such a protection is in place.

Office of Director of Corporate Enforcement (ODCE)

The ODCE is the official office in Ireland for ensuring compliance with Corporate Law and Governance.
The ODCE is charged with providing information to those involved in Companies regarding their
obligations and the consequences of failing to meet those obligations. If the ODCE deems it necessary,
the office will bring actions to Court to enforce Corporate Law against, in particular, Directors who have

failed to meet their minimum requirements.
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Company Secretary

Apart from Directors, the other principal Officer in a company is the Company Secretary. As mentioned
earlier, every company is required to have a Company Secretary, who may also be one of the Directors.
The Company Secretary’s main functions are to oversee the company’s day-to-day administration and

ensure specifically that the company complies with the law and observes its own regulations.
Examples of the main duties required of a Company Secretary include the following:

e Signing the Company’s Annual Return to the Companies Registration Office

e Certifying that financial statements attached to the Annual Return are true copies of originals
e  Making the Statutory Declaration before the Company starts operating

e Duty of disclosure on register of Directors and Secretary

o Keeping minutes, or appointing someone to keep proper minutes

o Keeping registers of interest of Directors and Secretary

e Ensuring documents are filed in time, e.g. the Annual Return

o Notifying members of AGMs, EGMs, resolutions, annual statements, etc.

o Delivering copies of resolutions passed to Members and Directors

e Keeping custody of the Company Seal, or ensuring its storage in a secure place

e Ensuring the company name, letterhead and website meet Companies Act obligations

Anyone being asked to become a Company Secretary should be informed of their responsibilities and

confirm that they understand the obligations within the role.

Health & Safety Responsibilities within a Company
Apart from regular health and safety legislation, which applies to all workplaces, Directors and Members

should be aware of the following regarding health and safety within a Company:

e  Where an offence has been authorised, consented to, or is attributable to connivance or neglect
of a Manager or Director, they can be held guilty of an offence under Health and Safety
legislation.

e  Where a company is managed by its Members, the above will apply to the Members as if they

were Directors

In line with the above, the Health and Safety Authority recommends that all Directors and Officers of
Companies “who authorise or direct any work activities must understand their legal responsibilities and
their role in governing safety and health for their business, upholding core values and setting good safety
and health standards... Whatever role directors play in the running of their undertakings, they must have,
or ensure the availability to the undertaking of, the knowledge and basic health and safety competence

that their role requires.”
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Committees

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,
seeking professional advice or assistance.



Committees

As mentioned earlier, there are different levels of management within a community group that owns,
manages or runs a community building, each of which will tend to have different roles and

responsibilities.
Associations

If the organisation responsible for the community building is an Association, the management will usually
be comprised of the Management Committee, which is drawn from the people involved in its day-to-day
running. In most cases, the Management Committee will have the usual posts associated with such
groups, e.g. Chairperson, Public Relations Officer (PRO), Secretary, etc., though this is not always the case
or necessary. It should be remembered that, in general, such posts are merely titles and legal
responsibility for the Association lies with all those directly involved in the Management Committee,

whether title-holders or ordinary members.
Company Limited by Guarantee

If the organisation responsible for the community building is a company limited by guarantee, the
management is usually comprised of the Board of Directors, which is appointed by the Members of the
CLG. In turn, the Board of Directors will often delegate the ongoing management of the Company, and

the building, to a Management Committee, which may be comprised of:

e Members, directors or a mix of both
e A mix of members, directors and other individuals

e Other individuals, none of whom are members or directors

Regardless of whatever structure is used, or the composition of the Management Committee, Directors
should, at all times, remember that they are responsible for the management and administration of the
Company. In other words, the Board of Directors may decide to appoint a Management Committee or
other sub-committee to run the company, but, it is they, the Board of Directors, and not the

Management Committee who are legally responsible for managing and administrating the company.

As with Associations, the Management Committee of a Company will have the usual posts associated

with such groups, e.g. Chairperson, PRO, Secretary, etc., the roles of which are discussed below.
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Roles

The most common roles associated with Management Committees are as follows:

Title Roles

Chairperson e Plan and run meetings
o Prepare and follow agenda
Make sure decisions are made
Resolve difficulties in a sensitive manner

Motivate group and encourage input from everyone

O O O O

Have an understanding of the general scenario facing both the Company
and the Management Committee
o Make sure the meeting starts and finishes on time
e Represent group and provide focus when dealing with agencies, other groups and
funders
e Make sure the Management Committee follows the aims, objectives and terms of
reference within which it was established
Secretary e Ensure meetings are held as required by the terms of reference of the
Management Committee and/ or the Company’s Articles of Association
e Assist Chairperson in preparing for meeting
e Provide notice to members and distribute agenda
e Take, review and distribute minutes
e Keep accurate files and records
e Manage correspondence
Treasurer e Keep accounts of all income and expenditure
e Present financial reports at meetings, focusing particularly on reports that provide
a clear picture of the finances of the organisation
e Prepare the Annual Report for the AGM
e Co-ordinate fundraising activities

e Act as co-signatory of cheques

Public Relations e Publicise the service as much as possible

Officer (PRO) o Websites, press releases, twitter, Facebook
o Posters
o Notices

e  Work with the Manager, where applicable, in promoting the service
Staff Liaison Officers e Meet regularly with staff, where applicable
(when employees e Inform committee of any issues
involved) e Consult and agree on a decision with at least two other members (sub-committee)

e Be first point of contact between the committee and staff

Every Management Committee should have clear Terms of Reference for each of the roles above,
describing their role, the decisions they can make and their responsibility to report to the Management
Committee. If a sub-group, led by each of the above, e.g. the Staff Liaison Officer, is formed to deal with
particular issues, regard should be given to the rules of sub-committees discussed on page 4 of this
Section.
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Importance of holding effective meetings

While many organisations are concerned about not being able to attract and keep new members, they
often fail to recognise and acknowledge the importance that holding effective meetings can have in this
regard. For many new members leaving home at night after work to attend a committee meeting that
starts a half hour late and ends 2-3 hours later after a rambling discourse during which little or no
decisions are made is enough to put them off ever attending another meeting. Where a group fails to see
the impact of starting and finishing later than planned, the outcome is foreseeable and they should have

no basis for complaint when potential new members disappear back into the community.

It is often the case that fear among potential members of having to commit to ongoing and often
unstructured meetings, and the impact of such meetings on their personal free time, is a major reason
for them not joining a group which they, otherwise, would be interested in supporting.

Holding effective meetings:
Simple rules for holding effective meetings include the following:

e Start on time — allow no leeway for poor timekeeping

e No meeting should be held unless there is a reason to do so

e Have someone in charge (Chairperson) who will ensure that the meeting has clarity and purpose

e Call the meeting to order on time, thereby providing a formal structure for the meeting

e Have an agenda that is described at the start and is adhered to strictly

o The Chairperson and Secretary should prepare a time plan for the agenda prior to the meeting
and keep to the times agreed, having consideration to the fact that spending all of your time on a
small point of the agenda will limit your time to deal with the remaining points — there will be no
leeway regarding extra time, so deal with all points in accordance with your time plan

e  Again, stay with the agenda (strictly); discussion on other non-related items can be dealt with at
tea and coffee afterwards without putting undue pressure on those who need to be in and out of
the meeting in the times agreed

e Sum up the points before moving to next agenda item (Chairperson), again providing a formal
structure as well as clarity

o Delegate specific tasks fairly and equally, remembering to record those allocated each specific
task

e Record what was agreed throughout the meeting

e Follow-up on what was agreed at the next meeting

e The longer a meeting goes on, the more likely it is that either very little is being achieved, or that
which is being achieved is lost among other unimportant items

¢ Finish on time — allow no leeway for poor timekeeping

Section 3 Page | 3



Sub-committees and working groups

Some tasks involved in the management of a community building will require the Management
Committee to establish a smaller sub-group to deal with the task in a more efficient manner. In other
words, sometimes, the Management Committee is too large and unwieldy a group to be able to deal with

specific projects or actions. Examples of such can include:

e Building projects that require a small group of named individuals to meet with the architect,
builder, quantity surveyor and other professionals

e  Specific projects, such as fundraising events, that have to be prepared and managed by a small
number of named and dedicated people

e Personnel issues with staff, officers of the organisation or general members, which require
confidentiality and a discrete approach to be taken by a small number of independent people

e A Finance Committee that reviews the financial viability of the building in a detailed manner and

provides a summary report to the Management Committee

In all such cases, the group need to ensure that the following guidelines are considered when establishing

a sub-committee or working group:

1. |If the group is an Association, ensure that the Constitution allows the Management Committee
to establish a sub-group

2. Ifthe group is a Limited Company, ensure that the Articles of Association allow the Directors to
delegate their powers to sub-committees

3. Specify the powers of the sub-group, with particular reference to the types of decisions the sub-
group can make on its own and the decisions that it needs to refer to the Management
Committee

4. If the sub-group is being given decision-making authority, the Management Committee should
support and implement their decisions

5. The sub-group should provide summary reports to the Management Committee, without having
to explain, in detail, all aspects of their work
Name the individuals appointed to the sub-group

Formally approve the sub-group at a Management Committee meeting

As with all meetings, the sub-group should use an agenda and minutes for their meetings, which will be

used to provide summary reports to the Management Committee.
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Agenda and minutes

Having a good agenda is essential to holding an effective meeting. A sample structure of such an agenda,

aimed at meeting the principles of good governance, is provided below.

e Declare the meeting open (Chairperson)

e Read out the apologies (Secretary)

e Read out minutes of the last meeting (Secretary)

o Deal with any matters arising from the previous meeting, amending the previous minutes if
necessary (Chairperson)

e List and read any correspondence of relevance to the Management Committee (Secretary)

e |If relevant, present the summary Financial Report (Treasurer)

e |If relevant, present the Staff Report (Staff Liaison)

e Deal with the main business (Chairperson)

e Deal with any other business (Any member)

e Agree on all action points to be followed, along with timescales for each action (Chairperson and
Secretary)

e Date of next meeting (Chairperson)

A sample template for the minutes of a meeting is provided on the next page.
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Proper Governance in a Company

Community groups need to ensure that they follow all duties regarding good governance, regardless of
whether they are an association, CLG, trust or co-operative. The good news in this respect is that the
Code of Governance provides an excellent template for identifying and meeting a group’s governance

obligations. The Code is described in detail on www.governancecode.ie.

The Code of Governance divides groups into three types; A, B and C. Type A refers to small groups, for
example Tidy Towns Committees, while Type C refers to larger groups that employ a number of staff.

The requirements of the Code of Governance differ depending on which type of organisation you are.

There are five main headings within the Code of Governance:

Leading our organisation, e.g. Plan
Exercising control, e.g. financial controls
Being transparent, e.g. communication with funders

Working effectively, e.g. roles and responsibilities

e wnNR

Behaving with integrity, e.g. declaration of interests

These are described in more detail below. Remember to visit the Code of Governance website for all new

updates and a detailed description of how to start the process.

Leading the organisation
Leading the organisation includes the following actions:
e Agreeing vision, purpose and values and making sure that they remain relevant
e Developing, resourcing, monitoring and evaluating a plan to make sure the organisation achieves
its stated purpose
e Managing, supporting and holding to account staff, volunteers and all who act on behalf of the

organisation

Sample items you need to address to ensure good governance in this section include the following:

e Agree the purpose of your group.

Discuss how the group wants to achieve its purpose and how it wants to work.

Make sure the above is in line with the written constitution.

e Review at least every three years to make sure that the organisation is still relevant.

Work with staff on the Plan, including aims, targets, budgets, funding, etc.

e Use a monitoring and evaluation system

Adopt good employment policies, contracts, supervision, etc.

Plan for Volunteers, including recruitment and policy

Exercising control over our organisation
Exercising control over the organisation includes the following actions:
e Identifying and complying with all relevant legal and regulatory requirements;

e Making sure there are appropriate internal financial and management controls;
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e Identifying major risks for our organisation and deciding ways of managing the risks.

Sample items you need to address to ensure good governance in this section include the following:
o Decide if legal form is appropriate
e Appoint board member as Company Secretary, not the Manager
e Meet charity regulations
e Review Health & Safety Policy
e Make sure all policies in place
e  Ensure Data Protection
o Meet all funding criteria
e Manage all finances and budgets
e Have a risk management plan, with policies and insurance cover

e Review transferability of assets in long-term

Being transparent and accountable
Being transparent and accountable includes the following actions:
e |dentifying those who have a legitimate interest in the work of our organisation (stakeholders)
and making sure there is regular and effective communication with them about our organisation;
e Responding to stakeholders’ questions or views about the work of our organisation and how we
run it;
e Encouraging and enabling the engagement of those who benefit from our organisation in the

planning and decision-making of the organisation.

Sample items you need to address to ensure good governance in this section include the following:
e Have a communications policy
e Have a yearly activity report — put on website

e Meet reporting requirements of funders and regulators

Comply with AGMs and communications with members, funders, service users, etc.

State publicly compliance with Governance Code

Respond to funders and other stakeholders

Actively seek feedback from service users

Working effectively
Working effectively includes the following actions:
e Making sure that our governing body, individual board members, committees, staff and
volunteers understand their:
o role,
o legal duties, and
o delegated responsibility for decision-making;
e Making sure that as a board we exercise our collective responsibility through board meetings
that are efficient and effective;
e Making sure that there is suitable board recruitment, development and retirement processes in

place
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Sample items you need to address to ensure good governance in this section include the following:
e Make sure all board members are familiar with Governance Code and company documents
e Make sure board understand their responsibilities towards the organisation
o Agree and document roles for officers and sub-committees
e Agree process for decision making
e Clarify the roles and responsibilities of the Board and the Manager
e Board should not interfere with duties of staff
e Board meetings should be in line with company procedures

e Ensure proper membership and training of the Board

Behaving with integrity
Behaving with integrity includes the following actions:
e Being honest, fair and independent;
e Understanding, declaring and managing conflicts of interest and conflicts of loyalties;

e Protecting and promoting our organisation’s reputation.

Sample items you need to address to ensure good governance in this section include the following:
e Chairperson to promote ethical culture

e Code of conduct for Board members

Gifts and hospitality

Code for conflicts of interest and Conflict of loyalty

Register of directors’ interests

All directors should understand their role regarding conduct and confidentiality
Steps to follow regarding the Code of Governance

1. Decide on your organisation type
2. Fillin Form 1, the ‘journey’, i.e. you are starting on the process — send it to the Governance body
3. Complete the checklist for your organisation type
4. Fillin Form 2 (statement of compliance) and Form 3 if relevant (reasons for not complying with
some sections) — send these to the Governance body
5. Once submitted and accepted, compliance lasts for 3 years
6. Every 3 years, the Board should review compliance and resend Form 2 and Form 3 (if relevant)
7. State in your public materials:
“We confirm that our organisation complies with The Governance Code for the Community,
Voluntary and Charitable Sector in Ireland”.
You may now use the Governance Code logo, which you can request from the Governance Code

at info@governancecode.ie.
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Section 4

Financial Procedures

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,
seeking professional advice or assistance.



Financial Procedures

Good financial procedures are essential for all community groups. For Associations, financial procedures
act as a safeguard against financial recklessness, personal liability and misappropriation of funds. The
same applies to CLGs, but with the added imposition that it is the legal responsibility of all Directors to
ensure that such financial procedures are in place; failing to do so can have serious implications upon all
Directors.

A financial procedure is a written document, usually 3-4 pages that clearly states the steps involved in

receiving money and spending money within the Community Group. It should keep as concise as

possible, yet provide clear guidelines as to how to process monies.
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Financial procedure checklist

Does your group’s procedure deal with the following items?

Item Description Yes No

1 Is there a concise general Financial Policy stating that the group is a a

committed towards good financial procedures?

2 Do you have a written Financial Procedure? (| a
Does the Financial Procedure deal with grant income? a a
4 Are steps provided in the Financial Procedure for dealing with trading a a

income and expenditure?
5 Does the Financial Procedure explain how to record transactions? a a
6 Are steps for budget management by the Committee described in the a a
Financial Procedure?
7 Does the Financial Procedure refer to the method of recording, e.g. manual a a

system, spreadsheet or financial software?

8 Is Petty Cash covered in the Financial Procedures? (| a
9 Does the Financial Procedure explain the process for buying capital items? a a
10 Have all Directors and Management Committee members completed a a a

Declaration of Interest Form?

If the answer to any of the above questions is No, an adequate explanation should be given or action
taken to include the item in the Financial Procedure. A sample of a Financial Procedure is provided on

the next page.
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Sample Financial Procedure

Financial Policy

The management committee of Kildarna Community Centre Ltd. are committed to establishing,
maintaining and applying all necessary good practice to ensure that their duty of care to the management

of the finances of the organisation is fulfilled.
The financial procedures of the company therefore reflect the requirements to:

= Keep records in an accountable and transparent manner

= Support the effective and efficient use of available resources

=  Provide financial information on an accurate, relevant and timely basis.
= Meet the needs of our stakeholders including funding bodies

=  Follow good and accepted financial practices

The Directors require the Management Committee to ensure the day to day operational activities are

conducted in a manner consistent with these procedures

Financial Procedure

Grant Income

1. Income from grant payments is paid directly into the appropriate bank account by each funder or
if received by cheque will be paid manually into the appropriate bank account and recorded.

2. Separate bank accounts will be opened and maintained if required by the appropriate funding
body.

3. If separate bank accounts are not maintained, the accounting system in place shall allow for the
identification of project income and expenditure.

4. The organisation will record all grant monies received, and reconcile any grant payment advice
notes to the amount received in the bank account as detailed on the bank statement. Grant

payment advice notes and all other relevant correspondence will be filed and retained.

Trading Income and Expenditure

1. A current list of members who owe fees showing how many months these fees have been
outstanding (accounts receivable) is maintained.

2. The supervisor, who is responsible for collecting fees, must be aware of, and implement, the fee
collection policy and procedures.

3. A current list of suppliers owed money by the Centre ordered by date of invoice (accounts
payable), is maintained.

4. Complete and up-to-date employee payroll records are maintained.
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5. The monthly bank statement is reconciled each month to make sure that it is in agreement with
the Centre’s financial records.

6. Cheques are recorded when they are received and then deposited in the bank with a detailed
record of deposit.

7. If cash payments are made, members make the payments directly to the supervisor, who issues a
receipt noting amount and time period. Members are asked to initial the receipt.

8. Cash receipts deposits are made to the bank at least once a week.

9. The financial records are stored in accordance with legal requirements. Annual audited
statements, the general ledger and annual adjusting journal entries must be kept for the lifespan
of the organisation plus two years. Other financial records must be kept for at least six years.

10. Expenditures must be approved for in the budget before making commitments to spend money.
The supervisor must seek approval from the treasurer or finance committee for deviations that
are not included in the budget.

11. Supervisors have approval to spend according to the weekly limit, on relevant items, as stated at
the start of each financial year.

12. After expenditure has been authorised and paid, invoices and payroll records are filed and a
record is made of each transaction.

13. Each cheque signed for the Centre requires two authorised signatures. Individuals who are
authorised to sign cheques are signing officers of the board of director and the Centre’s
supervisor. The signing officers cannot pre-sign blank cheques.

14. The treasurer will review the financial record keeping system (at least every six months) to ensure

that practice is consistent with the policy and procedures.

Recording Transactions

1. After expenditure has been authorised and paid, invoices and payroll records are filed and a
record is made of each transaction.

2. A cheque journal is maintained for each bank account on SAGE accounting software.

3. This journal is used to record all receipts and expenditure for each account.
On a monthly basis, and within 7 working days of the monthly payments day, a cheque journal is
prepared using cheque stubs and source invoices/payroll documents.

5. Each item of expenditure is allocated a cost category and cost centre. Based on this allocation,
entries are made into the relevant cheque journals.

6. The total and category columns of the cheque journal are cross checked for accuracy.
When this process is complete, and as soon after each month end as possible, the company
performs a bank reconciliation for each bank account.

8. The calculations for the bank reconciliation are recorded in the cheque journal.
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Budget management

An annual organisational budget is prepared in advance of each financial year.

2. The preparation of the annual budget/ project budgets is co-ordinated by the Treasurer, is
examined and amended as required by the finance sub-committee and presented to the
management committee for approval.

On approval the budgets are filed appropriately and maintained

4. Regular management reports will be prepared and produced for the finance sub-committee and
the management committee in respect of the entire organisation and each individual project

5. These reports will give details of total actual spend to date for each budget category and cost
centre, the agreed budget for the period to date and the agreed budget for the entire financial

year.

Financial Software

All financial transactions will be recorded and stored electronically on SAGE accounting software.
Salaries and wages will be calculated and recorded on QUICKPAY software.

3. Back-ups of all financial and payroll information will be made securely and confidentially on a
regular basis.

Petty Cash

Petty cash is managed by on a day to day basis.

2. Where a cheque payment is not practical, petty cash is used. No petty cash expenditure shall be
used for a single item costing more than €50.00, in this case payment shall always be by cheque.

3. A secure petty cash box is kept. The Treasurer and supervisor keep the key.

= A float’ is maintained

=  Where eligible expenditure is identified, the Treasurer or supervisor distributes the appropriate
amount of cash to the relevant staff member.

= The relevant staff member completes and signs a petty cash voucher with details of amount of
petty cash, the nature of the purchase and the purchase date.

=  On purchase, the relevant staff member presents the relevant invoice and any unspent monies to
the Treasurer or supervisor.

= The Treasurer or supervisor attaches the invoice to the relevant petty cash voucher, records the
relevant details in a petty cash ledger and places the voucher, invoice and any returned monies in
the petty cash box.

=  When the total of the remaining petty cash float is reduced to €15, a cheque is prepared to
restore the balance to the agreed float. This cheque is authorised under normal ‘authorisation of
payment’ procedures (as above).

= The Treasurer and supervisor analyses monthly petty cash expenditure and uses the relevant
codes to categorise expenditure.
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Capital Expenditure

10.

No second hand equipment will be purchased without the written approval of the relevant
funding body.

A fixed assets register is maintained by the Treasurer and all items of capital expenditure
purchased at a cost of €200 or more are recorded on this register.

The register includes details of the fixed asset, including; description, original cost, date of
purchase and, for electronic equipment, identifying serial numbers.

Portable items (e.g. lap top computers, data projector, overhead projector) are kept in a secure
storage area. The Treasurer manages access to these resources.

Assets will be retained for a period which reflects their economic life and no assets will be
disposed of in contravention of the requirements of any funding Letter of Offer or without the
prior written approval of the relevant funding body.

The Directors co-ordinate a review of capital equipment requirements for the coming year in the
three months preceding the start of each financial year.

Information is gathered from staff both informally and at staff meetings.

Existing agreed budgets relating to particular programmes are reviewed to ascertain capital
expenditure planned for each programme.

Proposals for capital expenditure in the coming year are discussed at finance sub-committee
meetings and agreed proposals are incorporated into the annual budget.

The management committee confirm authorisation to designate funds for capital expenditure
when they approve the annual budget.

Buying Goods and Services

We will ensure that goods and services are purchased in a cost-effective manner.

For EU Funded projects we will obtain written quotations for goods and services as follows. We
will keep a record of whom quotations are sought from along with copies of any public tender
advertisements placed and when received original quotes will be retained and filed with the
appropriate order/requisition.
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Section 5

Health & Safety

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,

seeking professional advice or assistance.



Health, Safety and Risk Management

Health and safety rules apply to community groups, in the same way as they apply to any other
organisation, imposing a general duty of care on the group towards anyone who will be impacted upon
by their activities, e.g. staff, participants on a training course, people using a Community Sports Centre,
general public on the premises, parents collecting children at a créche, walkers taking part in a walking
festival, etc. Furthermore, if a group employs staff, it will be subject to the normal rules of the Health &

Safety at Work Act

Addressing this duty of care requires the group to carry out its activities in a reasonable manner, having
consideration for what is regarded as good health and safety practice. This is best met by following the
general procedure for drawing up a Health & Safety Statement (even if the group do not employ staff),

which will involve hazard and risk assessment.
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Health and Safety Responsibility and
Liability
The two main sources of law relevant to health and safety within community facilities arise from:

e The Occupiers’ Liability Act, which gives rise to cases being taken personally by people who have
been injured on a premises, i.e. compensation

o Health and Safety and Welfare at Work Act and subsequent acts and regulations, which gives rise
to cases being taken against an organisation by the Health & Safety Authority, i.e. warnings and

fines

Occupiers’ Liability Act 1995

Occupier

Under the 1995 Act, an occupier is defined as a person exercising such control over the state of the
premises that it is reasonable to impose upon that person a duty towards an entrant in respect of a
particular danger thereon. It is not required that the occupier owns the premises — having sufficient
control over the premises is enough to impose a duty and liability upon them. Based upon this definition,
a community group that owns or leases a community facility can be regarded as an occupier under the
Act.

Entrants on Premises

The Occupiers’ Liability Act states that an occupier has a responsibility towards three classes of people on
their premises:

e Visitors

e Recreational users

e Trespassers
The level of responsibility to each of these people will depend on how they are categorised under each

class.

e Visitors
A visitor includes the majority of people entering a community-owned building or facility and are
classed as:
o anentrant who is present on the premises of the occupier at the invitation or with the
permission of the occupier or a member of his family, e.g. general visitors or users of a
Community Centre
a member of the occupiers' family
an entrant who is present on the premises of the occupier for the purpose of an express

or implied term in a contract, e.g. an independent contractor, painter, etc.
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The occupier is under a duty to take such care as is reasonable to ensure that a visitor to the
premises does not suffer injury or damage by reason of any danger due to the state of the
premises. Regard may be had to:

a) the care which a visitor ought to have to his own safety

b) the extent of supervision and control that an accompanying visitor can be expected to

exercise over such visitor

c) all the circumstances of the case
An occupier may restrict or vary his duty towards a visitor to a duty not to intentionally injure or
act in reckless disregard of the visitor or his property. This may be done by a reasonable express
agreement, or by a reasonable notice which the occupier has adopted reasonable steps to bring
to the attention of the visitor. Such reasonable steps are prima facie presumed if the notice is
displayed at the normal means of access to the premises. The notice only acts to absolve the
occupier if its terms are such that they would have enabled the visitor to avoid the damage or

injury.

Put simply, if there is a danger on the premises, e.g. steps, etc., the occupier can restrict their
liability by placing signs that can clearly be understood and seen by the visitor. (It should be
noted that the ability of the visitor to see and understand the sign or notice should be taken into

consideration, e.g. age, language, etc.)

Recreational Users

Under the Act, a recreational user is a person, other than a visitor (see above), present on the
premises or land of a private citizen, without charge (other than a reasonable charge for parking
facilities) for the purposes of engaging in a recreational activity. Under these circumstances, the
owner of the land is obliged only to not intentionally injure or harm the recreational user or act
with reckless disregard for the recreational user's welfare. This is an important distinction
because it removes previous insurance liability concerns, which still apply to an invited visitor
onto private land. The most common example of a recreational user is a horse rider, walker or
rambler who travels across land with or without getting the express permission of the land

owner.

In deciding whether the occupier has acted with reckless disregard for the safety of the

recreational user, the Act lists a number of circumstances that have to be considered.

o Whether the occupier, knew or had reasonable grounds for believing that a danger
existed on the premises

o Whether the occupier knew or had reasonable grounds to believe the entrant was on
the premises

o That the occupier knew or had reasonable grounds to believe that the entrant was in the
vicinity of the danger.

o Whether the danger was one which the occupier might reasonably be expected to
provide protection

o The burden on the occupier of eliminating the danger taking into account difficulty,

expense, impracticability in taking this action
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o The character of the premises, including whether it was likely to be used by recreational
users

o The conduct of the person using the premises, including the care which he or she could
reasonably be expected to take for his or her own safety

o The nature of any warnings on the premises

o Whether the person was on the premises with somebody else who could control or
supervise that person

o Ifthe person is on the premises for the purposes of committing an offence the occupier

shall not be liable for any breach of his or her duty of care

The occupier is under a duty to maintain a structure primarily provided for use as a recreational

structure in a safe condition.

By reducing the responsibility of occupiers towards recreational users, walkers and ramblers, the
Act has made it easier for community groups to encourage land owners to become involved in
community walks, mapped walking and rambling projects — addressing the insurance issue that

previously prevented land owners from getting involved.

e Trespasser
A trespasser is simply defined as an entrant other than a visitor or a recreational user. The duty
owed to a trespasser is similar to that owed to a recreational user, excluding the section referring

to the maintenance of a structure used for recreational purposes.

However, the occupier is not under any duty to a trespasser present for the purpose of

committing an offence, or to a trespasser who commits an offence while on the premises.

Work of Independent Contractors

The occupier shall not be liable to an entrant for damage or injury to him or his property due to the
negligence of an independent contractor which the occupier has employed, provided that the occupier
has taken reasonable care, and was not in a position to have knowledge of the inadequacy of the work
done. (An exception to this principle arises under the Hotel Proprietors Act 1963, and this is preserved
under the 1995 Act.)

In terms of community buildings, this would imply that community groups, as occupiers, should ensure
that reasonable care has been taken to employ an independent contractor capable of carrying out the
work safely — otherwise it could be argued that the group are responsible for injuries caused by the

independent contractor to an entrant or his property.
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Health, Safety and Welfare at Work

The Health Safety and Welfare at Work legislation refers primarily to premises that are regarded as
workplaces. For many community groups that do not employ staff, it is often argued that such legislation

does not apply to them. However, it is important to consider the following:

e Community groups can be employers without actually knowing it, e.g. running a Community
Employment Scheme

e  The community facility may be regarded as a workplace for schemes such as JTI, the Tus
initiative, RSS, CSP’s, etc.

e Without doubt, best practice would recommend that all community groups follow the principles
and guidelines of the Health, Safety and Welfare at Work legislation to ensure that they limit
their potential liability towards the public, volunteers, staff, visitors and general users as much as

possible.

It is therefore strongly recommended that all groups implement policies and procedures in line with the
Health, Safety and Welfare at Work legislation, which focused primarily on the development of a Safety

Statement to address risks and hazards, as discussed on the next page.
Health & Safety Responsibilities within a CLG

As mentioned earlier in Section 2, apart from regular health and safety legislation, which applies to all
workplaces, Directors and Members should be aware of the following regarding health and safety within
a CLG:

e Where an offence has been authorised, consented to, or is attributable to connivance or neglect
of a Manager or Director, they can be held guilty of an offence under Health and Safety
legislation.

e  Where a company is managed by its Members, the above will apply to the Members as if they

were Directors

In line with the above, the Health and Safety Authority recommends that all Directors and Officers of
Companies “who authorise or direct any work activities must understand their legal responsibilities and
their role in governing safety and health for their business, upholding core values and setting good safety
and health standards... Whatever role directors play in the running of their undertakings, they must have,
or ensure the availability to the undertaking of, the knowledge and basic health and safety competence

that their role requires.”

Section 5 Page | 5



Hazard and Risk Assessment

A Hazard is a situation with the potential to cause damage, injury or loss to a person or property. A Risk
is the likelihood of such damage, injury or loss occurring.

It is reasonable to assume that all community groups should carry out a Risk Assessment, with the

intention of:

Identifying hazards arising from the group’s activities
e Measuring the risk arising from the hazard

o Severity

o Likelihood
Acting to reduce the risk

Monitoring the situation

A sample of a risk assessment sheet for a community group is provided on the next page.
Liability

Failing to carry out an adequate risk assessment can have direct impact upon the members of the groups,
with the potential for personal liability and, in some cases, criminal prosecution. The importance of
addressing this issue can be seen in the Case Study below.

Health and Safety Liability - Case Study

Kildowrna Community Centre is used by the local community for a variety of activities during the week.
One evening Sheila was playing indoor football in the hall with her local team. The floor of the hall was in a
poor state of repair, due to a leak that had occurred during the night and which was being attended to by
the committee. Sheila slipped on the floor, injuring her knee. She is considering suing the Centre for
medical fees and personal injury.

Association

If the Kildowrna Community Centre is being run by an Association, the liability for any compensation being
sought by Sheila will fall upon the active members of the group. (The Association is the same as the
members.) In this case, the Association members will hope that their public liability insurance will cover
them for such an action — as long as they fulfilled the insurer’s criteria, e.g. carrying out a risk assessment,
having a safety policy, etc. If the insurance does not cover the Association’s activities, then any
compensation will apply directly against the members.

Limited Company

If the Kildowrna Community Centre is being run by a Limited Company, the liability for the compensation
will be borne by the Company itself (the Company is separate to the members.) In this case, it would be
envisaged that the insurance would cover the Company in such an action. If the insurance does not cover
the Company and there is insufficient money within the Company to meet Sheila’s compensation, she may
consider taking action against the Directors of the company for failing to fulfil their obligations as officers
of the Company. (The latter scenario will only occur where it can be proved that the Directors failed in
their responsibility for Health & Safety within the Company.)
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Format of a Safety Statement

The following is a format for a sample basic Health & Safety Statement, provided by the Health & Safety

Authority, www.hsa.ie. This is very basic and would need to be expanded upon by the relevant group.

FORMAT FOR A SAFETY A
STATEMENT FOR SMALL BUSINESS = =&

Business Name: Name/Tel of:

Address: Doctor

Hospital/Ambulance

Fire Brigade

Business Activity: Garda Station
Safety Rep.
First Aider
HSA Local Office

“This Safety Statement is aimed at protecting our employees from workplace accidents and ill health. It is our programme
in writing for managing health and safety. We will provide a safe workplace for our employees, the necessary protective
equipment, guards etc., as well as information, fraining and supervision. This Safety Statement is available to our
employees, outside contractors and inspectors of the Health and Safety Authority. We will update it as necessary and
review it at least once a year”

Signed. Date:
ProprisforiManager

Name of Deputy { in absence of above):

CHECKLIST OF HAZARDS AND RELATED ISSUES

* |Is your werkplace safe, clean and tidy? * Are goods safely stacked?
* Are your work sysfems safe? Is there training, consultation, information

* |s your equipment and machinery safe, ie. and supervision of employees in health and
guarded If necessary and maintained safety?
regularly? * Are records kept of safety training?

* Are machinery and equipment suppliers’ * Is ventilation adequate?
instructions followed? * Is personal protective equipment provided

* |s poritable equipment such as ladders, and used?
welders, electrical tools etc., properly * Do vyour VDU's comply with safety standards?
maintained? * Are First Aid provisions adequate?

* Are boilers, air receivers, lift and cranes * Is there any history of accidents/ill health in
examined and maintained? the business?

* Can manual lifting, pushing, pulling or * Are accidents reported to the Health and
dragging of heavy weights be avoided? Safety Authority?

* |s care taken with chemicals? - remember to * Are there other hazards in the workplace?
read the labels and material safety data * Are employees adhering to all remedial steps

sheets. to avoid injury?
* Are there health hazards - processes giving * Are the welfare facilities (e.g. toilet/washing/
rise to dust or fumes? eating/supply of drinking water) adequate.
* Have vyou made arrangements for * Are employees and outside contractors
emergencies and fire-fighting? Are escape aware of this Safety Statement?
routes clear? * Have you displayed your health and safety
* |5 there safe means of access to heights? poster?
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HAZARDS IDENTIFIED -
REMEDIAL STEPS

PHYSICAL HAZARDS/HOUSEKEEPING/PREMISES

e.0. mishandling goods or equipment, heavy weights, faulty equipment, wet floors, slipping,
tripping, falling, inadequate guarding of machinery, electricity, poor housekeeping, internal
transport (e.q. fork lift trucks), ladders, stacking, safe access and egress.

List hazards and risks here:

List employees who are at risk
from the hazards identified:

Steps required to be taken to
avoid injury
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HAZARDS IDENTIFIED -
REMEDIAL STEPS

PHYSICAL HAZARDS/HOUSEKEEPING/PREMISES

e.g. mishandling goods or equipment, heavy weights, faulty equipment, wet floors, slipping,
tripping, falling, inadequate guarding of machinery, electricity, poor housekeeping, internal
transport {e.g. fork lift trucks), ladders, stacking, safe access and egress.

List hazards and risks here:

List employees who are at risk
from the hazards identified:

Steps required to be taken to
avoid injury
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Section 6

Registration for Names, Tax
Clearance, Charitable Status, Bar
Licence, Fire Safety Certificate and
Insurance

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,
seeking professional advice or assistance.



Registration of Names

If trading income is generated through activities in the community building, e.g. sports hall rental fees,
training room fees, etc., it would be advisable for the community group to register their name with the
Companies Registration Office (CRO.) (This should not be confused with forming a limited company; the

CRO is merely the body which administers the registration of business names in Ireland.)

All groups can register their names as long as they meet the general criteria being applied to business
names by the CRO, e.g. avoid using names already being used, names that are too generic, etc. For
limited companies, the name will be registered as part of the initial company registration process with
the CRO. However, with associations, the members will need to complete the process themselves, using

the application forms available from the CRO at www.cro.ie (€40 fee) or online at www.core.ie (€20 fee.)

Even if the group is not in receipt of trading income, registration of the business name is required if the
group want to open a bank account in the group’s name, e.g. Kildowrna Community Centre Association.
It can also be helpful when applying for a Tax Clearance Certificate, website domain name and a club or

general alcohol licence.
Remember, if you are an Association, registering the group name is not the same as forming a company.

Both are administered through the CRO, but registering the name does not change the status of the

Association, i.e. the Association is still the same as its members and is not a separate entity.
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Tax Clearance (Now Tax Reference)

Tax Clearance status is a confirmation from Revenue that a group’s tax affairs are in order at a particular
date.

Tax clearance is no longer provided in a written format by Revenue; it is provided as part of the
Revenue Online System. Using ROS.ie, groups can get a Tax Reference Number and Access Number
specific to their organisation, which can be used by third parties to confirm that your tax affairs are in
order. They simply enter the Tax Reference Number and Access Number on ROS.ie to confirm the tax

details.

A Tax Reference will be required in almost all cases where the group are receiving funding or income
from a State or European organisation. In most cases, the application for funding or income must include
the Tax Clearance details. If the details are not submitted, funding is unlikely to be provided and, in some

cases, can be withdrawn or reclaimed.

Tax Clearance is also required where the group is applying for an excise licence for the building, e.g. club

or general alcohol licence.

Letter of Confirmation of Non-
Registration for VAT

If your group, whether a limited company or association, is not registered for VAT and is making an
application for funding, it is likely that you will have to get a letter from Revenue confirming that your
group is not registered for VAT. (The funding agency requires this letter to ensure that grant payments
made to the group do not include a VAT payment that your group will also be able to reclaim back from
Revenue, i.e. you will be receiving more funding than intended.) It is a simple process in which you or, in
most cases, your accountant contact Revenue with your company number (limited company) or business
name reference (association) and a standard form of letter will be sent to the group. This letter should

be used in conjunction with all funding applications.
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Fire Safety Certificate

A Fire Safety Certificate, issued from a local authority, e.g. Mayo County Council, certifies that the design
of a building or works would be in compliance with the requirements of part B of the Second Schedule to
the Building Regulations, 1997-2008.

Community groups should also note that Fire Safety Certificates not only apply to new buildings, but also

for material changes of use and certain alterations and extensions to building.

The decision to provide the Certificate is based on the plans, documents and information submitted to

the authority with the application, which can be downloaded at www.mayococo.ie in the Fire Services

section of the website. A fire safety certificate may be granted with or without conditions, or it may be

refused. The decision of the local authority can be appealed to An Bérd Pleanala.

Application forms are available from the Mayo County Council website, and should be submitted with the

following:

e Plans, calculations and specifications for works or building

o Details of the nature and extent of the proposed use and, where appropriate of the existing use
of the building

e The appropriate fee, based on floor area (details available from your local authority)

e Atechnical report demonstrating that the design would comply with Part B of the Second
Schedule to the Building Regulations.

e Any application not including the above can be rejected by the authority as invalid.

The statutory period allowed to a building control authority to process a fire safety certificate application
is two months. However, all the information must be made available to the authority, so that they have
sufficient information to make a decision, before this statutory period starts. If the application

documentation is incomplete, this will delay the decision on the application.
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Bar Licence

The issue of bar licences, also known as excise licences, is a highly technical legal area in which

community groups should ensure they receive proper legal advice to ensure compliance with the strict

regulatory framework. Any person/entity who wishes to sell alcohol by retail or wholesale requires an

excise licence.

A general outline of the types of excise licences relevant to groups and community buildings is provided

below:

Publican’s Licence
A publican’s licence is the general licence that most public houses will use, although it can have
specific limitations to its use, e.g. 6-day trading, early closing, etc. It is extremely rare for this

general type of licence to be approved for a community group and community building.

Theatre Licence
A theatre licence is a form of publican licence, with specific use applying to a building that has an

extensive schedule of music, singing, etc., events.

Occasional Licence

An occasional licence may be granted for premises to which no license for the sale of intoxicating
liquor is attached. It applies to festivals and events consisting wholly or mainly of the
presentation of performances of music, dancing or plays or showings of films or of any
combination of such performances or showings. It authorises the license holder to sell

intoxicating liquor at the time and place specified in the licence.

Registered Club

A club registered under the Registration of Clubs Act may apply for a licence enabling them to
sell alcohol, under certain conditions, to members of the club. Only members may be served and
the licence cannot be leased, franchised or passed on —a manager may be employed, but the

profits from the licence must be retained by the club itself.

The licences above are approved on an annual basis by the courts and will lapse each year. A detailed

notice of the intention to make the application to the court must be submitted to the relevant persons,

e.g. Garda Siochana, District Court, County Registrar and Fire Authority, at least 21 days prior to the

application. If the application is for a Limited Company, the licensee is the company, not the members.

If the Court Certificate is granted, an application must be made to the National Excise Licence Office,

subsequent to which the group will be asked to confirm that they are in possession of the following:

Valid, Original Court Certificate
Tax Clearance Certificate
Short Certificate of Incorporation (if Licensee is a company)

Certificate of Registration of Business Name

If the application is for a Theatre Licence, a detailed schedule of events must also be submitted.
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Cinema Showings

All films showings in a public building, including community centres, by DVD or otherwise are regarded as
public showings and require a licence. Having a screening with an open invitation, whether paid or not,
requires the equivalent of a public theatre licence, which is often too expensive for most community
groups. As a result, the most practical approach for a group to take is to form a film club (or encourage a
local group to form a club and rent the centre) that will screen its films or DVD’s to its members. The

basic guidelines for such a club include the following:

o All film showings, by DVD or otherwise need a licence, e.g. from organisations such as the

Motion Picture Licensing Corporation (www.mlpc.ie) or Access Cinema (www.accesscinema.ie)

o Aclub will need to be formed, with a membership fee

o No prices can be charged at the door, although members can bring a guest

e The licence can be paid per showing, with the cost varying on the size of the facility and audience
numbers

e Afacility can be held in breach of licensing if they allow a leasee to show films without a licence

The above rules apply to all pubic screenings of films or DVD’s, with the exception of childcare facilities

that can apply for an exemption relating to showing educational material.
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Charitable Status

The issue of charitable status should not be confused with that of legal status, i.e. any organisation can
apply to Revenue for a Charitable Tax Exemption, regardless of whether it is an Association or an
incorporated body. The benefits of acquiring a Charitable Tax Exemption can be significant for many

community-based organisations and can include the following:

e Exemption from certain taxes, e.g. corporation tax, capital gains tax on the transfer of property
to the Charity, etc.

e  Possibility of lower rates on buildings

e Having a registered Charity Number (CHY) can give higher priority when dealing with some
funders

Applying for the exemption will require the organisation to fulfil the following minimum requirements:

e |f the organisation is already in existence, it will need to revisit its Constitution (if an Association)
or its Memorandum and Articles of Association (if a CLG.) The aim of this requirement is to
ensure that the rules governing the management and structure of the organisation are
compatible with those of what are regarded as reputable charities. Templates of a suggested
Constitution, Memorandum and Articles of Association are available on the Revenue website,

www.revenue.ie. It should be noted that if the documents do not meet Revenue’s requirements,

they will not be accepted and will need to be amended further.

e If the organisation is new, it should use the templates provided on the Revenue website when
preparing its Constitution, Memorandum and Articles of Association. As above, if the documents
do not meet Revenue’s requirements, they will not be accepted and will need to be amended.

e If any change is proposed to the Constitution, Memorandum or Articles of Association, these
should be submitted to Revenue prior to approval. Otherwise, the Charitable Tax Exemption
could be revoked.

e Asimple application form, available on www.revenue.ie, should be completed and submitted to
Revenue

e |tis likely that Revenue will contact the organisation representatives, mentioned on the
application form, to ask a number of other questions regarding the aims, objectives and
proposed activities for the organisation seeking the Charitable Tax Exemption. It is essential that
complete answers are given to all of these questions; otherwise the application will not proceed.
In some cases, the same questions will be asked a number of times — all answers must be

comprehensive each time, regardless of the number of times you have answered the question.

Registering for a Charitable Tax Exemption may not always suit your group. If your group is eligible

to register for VAT and is eager to reclaim VAT on capital or ongoing purchases, it may be best not

to register for the Charitable Tax Exemption, primarily because, in most cases, you will then not be
able to register for VAT and thus reclaim any VAT paid
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Charities Regulatory Authority (CRA)

The enactment of the Charities Act 2009 represented the first step in a significant overhaul of legislation
relating to charities in Ireland. It should be noted that the act does not come into effect straight away,

but is being implemented in stages.

The most important development to date has been the establishment of the Charities Regulatory

Authority, www.charitiesregulatoryauthority.ie, which maintains a Register of Charities on which all

charities must be listed for approval. The CRA will also monitor compliance with the Charities Act 2009.

Some points to note regarding the CRA include the following:

e All charities will have to submit and Annual Report to the Charities Regulator, the extent of which will
be determined by levels of income and expenditure

e Compliance with the Charities Act 2009 will be the responsibility of the Charity Trustees, which, for
limited companies will include the Directors and other officers of the company.

e The names of the Charity Trustees must be submitted to the Charities Regulator

e The High Court will be able to grant relief from person liability for trustees where the trustee has
acted in good faith and in accordance with their fiduciary duties

e The fundraising process will become more regulated, with only registered charities being allowed

fundraise from the public

All information, updates and obligations regarding the Charities Act and CRA is available at

www.charitiesregulatoryauthority.ie.
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Insurance

A community group’s need for insurance depends primarily on the types of activities it is carrying out; not

on whether it is an Association or Limited Company. Most insurances are provided as a “bundle”,

however liability insurances, can be taken or disregarded by the community group as deemed necessary.

For community buildings, the minimum level of insurance should include general insurance and public

liability. Furthermore, other groups using the community building should be obliged to hold their own

insurance prior to being given access to the building; this is to help prevent liability for any injury or

damage falling solely on the group that owns/ manages the building.

Type of insurance Description

General Insurance - Usually described as a “bundle”, this
Equipment, premises, form of insurance covers the

cash, stock, and general replacement cost of materials,

insurance premises, stock, etc. It tends to be
sold as one insurance product.
Public Liability Insures against claims made by the

public as a result of damage caused
to persons or property as a result of
the activities of the community
group

Employers Liability Insures against claims made by
employees as a result of damage
caused to them or their property
through work

Directors’ Indemnity Insures Directors against personal
Insurance liability arising from their roles as

Directors.

Product Liability
Insurance

Insures against claims made by the
public as a result of damage caused
to persons or property as a result of
products made by the community

group
Professional Indemnity  Insures against claims made by the
Insurance public as a result of damage caused
to persons or property from advice

given by the community group

When to use

This will be relevant to all community buildings
and/ or groups that own large equipment. In
general, it is relatively cheap to acquire and
many groups will hold such insurance “just in
case.”

It should certainly be held by all groups who
lease, own or use property on which the public
are likely to enter, i.e. all community buildings.

Apart from community buildings, groups that
are participating in activities involving the
public would also be strongly advised to
acquire this insurance, e.g. parents & toddler
groups, Tidy Towns committees, festival
committees, etc.

All groups that employ staff should acquire
Employers Liability Insurance. It can be costly,
but is essential to protect those involved in
managing the group. If the group does not
employ staff, then it is not necessary.

This only applies to Companies, not
Associations. The need for this insurance is
dependent upon the needs of the Directors. A
minority of community-based and voluntary
companies hold this insurance, but the number
is growing each year.

It is only relevant if the group is producing a
product, e.g. an agri-food community-based
enterprise selling produce such as jams,
minerals, breads, etc. The cost of the insurance
needs to be weighed against the possibility of
having a claim made against the group.

This is only relevant if the group is providing
advice and guidance, e.g. advice regarding
holistic therapies, financial advice, etc.
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Section 7

ICT Guidelines and Procedures

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,

seeking professional advice or assistance.



Information and Communication
Technology (ICT)

A large number of community buildings have access to ICT in the form of computers and mobile devices
(iPads, android tablets, smartphones, etc.), which are usually located in the main office of the building, a

general training room or a dedicated computer training room.
ICT poses a number of practical issues for community groups, which need to be addressed to promote

the best use of the community building and ensure that correct safety, security and confidentiality

procedures are implemented.
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Dedicated ICT Room

Some community buildings have been designed to include a dedicated ICT training room, the usual layout
of which consists of a series of PC’s, keyboards and monitors installed at tables around the walls of the

room, with a central space available for other training activities if required.

Although this form of ICT room became almost standard in community buildings, in general, dedicated
ICT training rooms tend to limit the available space within a community building and, in many cases, the

room becomes outdated with only occasional use.

It is strongly advised that, unless the community building has secured ICT training programme activities
for the foreseeable future, that such space should be designed to be as flexible as possible. Even if ICT
training programmes have been secured, the majority of these programmes can be met using a flexible

training environment that is adaptable to many other uses.

ICT Layout

In this regard, the following points may be helpful regarding ICT layout and storage:

o Dedicated ICT rooms with PC’s, keyboards and monitors installed at fixed points around the walls
of a room are very inflexible and severely limit their use for other community purposes. Even as
a training room, they are not ideal and would benefit from a more adaptable layout.
e |tis possible to meet the needs of any ICT programme using a suite of PC’s, laptops, etc., based
on mobile units that can be moved around the room as required
e Unless there is a specific need for PC’s, many educational programmes, for all ages, use mobile
devices (iPads, tablets, smartphones, etc.), thereby significantly reducing the space, equipment
and wiring required for a tradition ICT room
e Remember, when it comes to training, meetings, education modules, etc., the main benefit to a
community building comes not from the equipment but from the flexibility of the space.
o Leave the walls free of tables and equipment
o Have no furniture or equipment within the room that is locked-down into place and
immovable
o Leave one wall coloured white, for use with a projector
o If possible, put a whiteboard just off-centre of the white wall, so the whiteboard can be
used at the same time as a projector
o Have discreet electrical connections in the middle of the floor to minimise the number of
wires trailing around the room
o Consider the lighting — lighting should be adaptable, e.g. dimmable, with a separate
lighting switch for the lights closest to the white wall
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ICT Guidelines

Every community building should have an ICT procedure, which is reviewed on a regular basis by the
community group and those involved in the day-to-day activities of the Centre. A summary of the
suggestions for inclusion within the ICT procedure is provided below, with a detailed ICT procedure

available at the back of this section.

e Have a mix of a wired and wireless network system, with administration rights available solely on
the wired system
o Change the secure wireless network password at least once a month
e Strictly limit the storage of data and information relating to the community building, group, staff,
volunteers, members, limited company, etc., to one PC or laptop, access to which is strictly
controlled
e Carry out regular and secure back-ups for data and information
e  Promote a policy for ICT behaviour, i.e. an ICT poster, throughout the community building,
reminding ICT users that information accessed on the system will be reviewed by management
and, if misused, may result in disciplinary procedures, a ban from the building or prosecution
e Only allow “controlled” items, i.e. community-owned ICT equipment, access to the main network
where possible
e If “uncontrolled” items are allowed, e.g. a publicly accessible Wi-Fi area in a youth café, maintain
total control over the access allowed through the network
e Appoint an ICT advisor to install and review the system on a quarterly basis; either paid or
voluntary
e Keep an equipment register containing:
o Detailed descriptions of all ICT equipment
o Asign-out sheet for all equipment, which must be strictly enforced
o The names of the 1 or 2 people who are authorised to allow use or access to the
equipment and network
e Make sure the ICT Procedure is consistent with the building’s Child Protection Policy and

Procedures
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ICT Checklist

| Item Description ~ Yes No

1 Do we have an ICT policy? a a

2 Do we promote the ICT policy throughout the building? (| a

3 Do we have a mix of wired and wireless access to our network? a d

4 Are administration rights to the network only available on one computer? a a

5 Do we change the wireless network password at least once a month? a a

6 Is important and confidential information stored solely on one secure a d
computer?

7 Do we carry out regular and secure back-ups of important and confidential a a
information?

8 Can users access our public network using their own equipment? a d

9 If users can access our public network with their own equipment, are we a a
able to control their level of use?

10 Do we have a named ICT advisor? a d

11 Do we review our ICT system on a quarterly basis at least? a d

12 Do we have a formal register for all ICT equipment? (| a

13 Is the register used at all times with ICT equipment? a a

14 Do we have a named person responsible for ICT equipment, including a a
access to, use and storage?

15 Is the ICT Procedure consistent with the building’s Child Protection Policy a a
and Procedures?
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Sample ICT Procedures

Introduction

In general, the use of ICT within Edengort Community Centre is encouraged and supported through a
variety of network systems and equipment. However, the use must be correct and proper as described in
this procedure and failure to comply with the procedure will classed as a serious breach of the Centre’s
rules that may result in disciplinary action, dismissal (staff), a ban from the premises, reporting to An

Garda Siochdna or prosecution.

The Centre’s ICT system is comprised of workstations, PCs, telephones, mobiles, smartphones, PDAs,
laptops, tablets and all other electronic systems including electronic mail and messaging systems, voice
mail, internet, databases and application systems. Edengort Community Centre has the right to access all

data and information processed on the ICT system — there is no right of privacy in this regard.

Conditions of Use for Hardware and Software

e All use of ICT equipment must be formally recorded in the ICT equipment register. No use of ICT
equipment is allowed without being recorded on the register at the front desk.

e Users may not in any way cause any form of damage to ICT hardware or software. The term
“damage” includes unauthorised modifications or additions to hardware and software, which,
whilst not permanently harming the hardware or software, incurs time and cost in restoring the
system to its original state.

e Users must not install any software without the written or email consent of the Management
Committee or Manager; this includes software downloaded from the Internet or passed through
any email system.

e Users must adhere to the terms and conditions for all licence agreements relating to any part of
those facilities, including software, hardware, services documentation or other goods.

e Reproduction or distribution of copyrighted works, including, but not limited to, images, text, or
software, without permission of the owner is an infringement of Copyright Law and is subject to
civil damages and criminal penalties.

e Users must comply with any instructions or regulations displayed alongside ICT facilities.

e Users must not deliberately introduce any virus, worm, Trojan horse or any other nuisance
program or file onto any system or take deliberate action to circumvent any precautions taken to
prevent infection of the ICT facilities. If a virus is found or suspected, then you must immediately
inform the Management Committee or Manager.

e Users must not delete other users’ files or software; interfere in any way with the contents of
their directories without the explicit agreement of the owner.

e Users are required to take all reasonable precautions to maintain the integrity of passwords and
other security mechanisms. It is the responsibility of users to maintain the security of their own
password.

e Every user of networking facilities must observe any standards published for, or any rules
pertaining to, use of the networks and/or computer systems to which s/he has access over those
networks.

e Users must not connect any device not provided to them into the network without prior
agreement with the Management Committee or Manager.
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Behaviour

e The creation, display, production and circulation of offensive material in any form or on any
medium is not permitted, this includes the downloading of the material from the Internet or
passed through any email system. “Offensive material” refers to material that may be deemed
defamatory, abusive, intimidating, hostile or obscene.

e The playing of computer games is strictly prohibited unless agreed beforehand with the
Management Committee or Manager.

e No equipment should be moved from its designated place if connected to a network or
communications link without prior agreement from the Management Committee or Manager or
be tampered with in any way.

e You should not attempt to access ICT systems for which you are not authorised.

Email and Internet

e Transmission of large documents especially large spreadsheets, images, pictures can take
considerable lengths of time and should be kept to a minimum.

e When sending important documents via the Internet - delivery receipt should be set to confirm
receipt by the recipient.

e Edengort Community Centre accepts no responsibility for any offensive material, which you
send. In the event of any third party taking action against Edengort Community Centre as a
result of your sending offensive material, you alone shall be responsible for payment of any
costs, expenses, damages or any other sum, which may be awarded as a result of such offensive
material being transmitted. You shall reimburse Edengort Community Centre for any costs or
losses it may incur as a result of action being taken against Edengort Community Centre by a
third party as a result of your transmission of offensive material.

e Messages containing personal data are subject to the provisions of the relevant Data Protection
legislation and a substantial portion of email to government and other public bodies may be
accessible under Freedom of Information Legislation. If in any doubt about the Data Protection
implications of an email message, contact a director before proceeding.

e You should ensure that your email communications do not:

o Create an unintended contract through the acknowledgement or acceptance of another
party’s offer or conditions.

o Incorporate work of a third party for which prior consent to reproduce has not been
explicitly received.

o Distribute graphics, logos or other electronic files, which are not owned by, or licensed
to Edengort Community Centre unless written permission has been explicitly obtained
from the owners.

e The electronic mail system is not to be used to create any offensive or disruptive messages.
Among those which are considered offensive, are any messages which contain sexual
implications, racial slurs, gender-specific comments, or any other comment that offensively
addresses someone's age, sexual orientation, religious or political beliefs, national origin, or
disability.

e Edengort Community Centre name is included in the heading carried with every message sent by
Edengort Community Centre staff member. This reflects on Edengort Community Centre’ image
and reputation. Therefore, e-mail messages must be appropriate and professional.
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The electronic mail system shall not be used to send (upload) or receive (download) copyrighted
materials, trade secrets, proprietary financial information, or similar materials without prior
authorisation.

All electronic mail (email) and communications made on the system remain the property of
Edengort Community Centre. Edengort Community Centre reserves the right to and intends to
exercise the right to review, audit, intercept, access and disclose all messages created received
or sent at any time.

Edengort Community Centre reserves the right to access/monitor and review the contents of
both email and voicemail systems.

Improper use of the Internet

When accessing the Internet from Edengort Community Centre equipment you must ensure that you do

not use the service in any way, which may bring Edengort Community Centre, members or staff into

disrepute. For example, by:

Visiting sites that contain pornographic material

Visiting sites that contain obscene, hateful or other objectionable material

Visiting sites that contain material that could offend others because of its racist, sexist, terrorist
or political nature

Unauthorised contributions to news groups

Sending or receiving jokes, playing games

Doing anything, which may bring Edengort Community Centre or individuals into disrepute
Making or posting indecent remarks, proposals or materials on the internet

You should be aware at all times access to the internet will be logged by Edengort Community Centre,

details of which will be used to enforce this policy.

Disciplinary Procedures

Failure to observe these regulations covering the use of ICT facilities will be classed as misconduct and

may result in the following procedures being invoked.

Minor infractions of this policy or those that appear accidental in nature are typically handled
internally in an informal manner by electronic mail or in-person discussions.

In some situations, it may be necessary to suspend account privileges to prevent ongoing misuse
while the situation is under investigation.

Edengort Community Centre’ Disciplinary Procedure, up to and including dismissal for staff and
banning for members and users may be instigated.

Serious offences may be reported to the Garda for further investigation and possible
prosecution.
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Section 8

Managing Staff, Volunteers and
Other Schemes

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,
seeking professional advice or assistance.



Managing Staff, volunteers and other

schemes, e.g. JTI, the Tus initiative, CES, RSS, CSP’s,
etc.

When a group decides to employ one or more members of staff, they are taking on a significant level of
responsibility; one which will require them to develop a whole new set of skills and knowledge. If the
new level of responsibility is acknowledged and accepted, the group will be in an excellent position to get
maximum benefit from the working relationship between themselves and the staff. On the other hand,
accepting this new level of responsibility can be difficult. Where not done properly, informal
management systems can develop that can lead to significant personnel management issues, with
adverse effects on the group, the members and staff. This section of the document provides a number of
suggestions, tools and recommendations to support the implementation of a good personnel

management system to benefit all involved in the employment process.

Communication between Management, Staff and Volunteers
Communication is the key to a good personnel management system. It is important to know employees’

and employer’s rights and obligations, but good communication tends to prevent most problems.

Systems
It is important to have systems in place within an organisation that are clear and detailed. A good system
provides a clear and detailed guide to what should be done when an employment issue arises.
Difficulties arise most often when:
e The systems were not there in the first place
e The systems were not followed

e People try to follow or “tidy up” the system after the issue has arisen — usually too late
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Main issues for Community Groups

The following should be noted as the main points of concern that arise for community groups in regard to

personnel management issues:

e Making sure that independent contractors are actually independent contractors and would not
be classed by NERA or Revenue as employees

e Confusion as to who is the employer

e Having no contract or staff handbook

e Having different contracts and terms of employment for different employees

o Most likely arising from changes in staff and/ or management over time

e Contracts that state or summarise an issue differently to how it is dealt with in the Staff
Handbook

e Not having strict, clear guidelines for procedures such as discipline, grievance, bullying, etc.

o Dealing with issues informally as opposed to formally. This is one of the main problems for
community groups, primarily because dealing with an issue informally provides what seems like
an easy solution for all. Ultimately though, in a large majority of cases, such an approach causes
significant problems in the long run and will give the impression that the group did not seriously
address the issue and, once the issue becomes formal in a legal proceeding, no consideration will
be given to the original intentions of the group, however altruistic they may have been.

o Not keeping strictly to their own procedures

o Not keeping proper employment records

Groups should keep the above in mind and make sure that each issue is addressed clearly in their own

policies and procedures.
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Employees and Independent Contractors

Almost all employment rights only apply to employees and not independent contractors. Revenue’s
Code of Practice in Determining Employment Status provides guidelines for deciding whether a person
will be considered an employee or independent contractor. There are no absolute guidelines for use in
determining the issue, i.e. the decision will be based on a review of a series of questions, such as:

e Isthe person told what to do and how to do it?

e Does the person have insurance?

e Does the person supply their own tools and equipment?

o Does the person have other clients?

e Does the person always work in the building and/ or do they have their own office in the
building?

Why an independent contractor? - Case Study

A community group may prefer that a person is classed as an independent contractor to avoid having to pay
Employer’s PRSI, as well as steering clear of any obligations that would arise in the case of an employee, e.g. annual
leave, hours of work, etc. However, as can be seen from the above, while such an approach will be valid in some
cases, the group need to prove that the person is actually an independent contractor and not an employee.

Note: The decision will not be based, in any way upon the contract between the two parties, it will be decided by
the answers to the questions being asked by Revenue. In other words, you do not decide, Revenue does.

Who is the employer?

In general, the employer is the organisation paying the person’s wages. This is an important statement
because it has the following impact:

e If the group is an Association, the employer is comprised of all of the people involved in running
the Association, i.e. the people and the Association are the same thing

e If the group is a limited company, the employer is the Company itself, with responsibility resting
upon the Directors to ensure that the Company meets all of its employment obligations (it can
delegate the task to a Management Committee, but overall responsibility still lies with the
Directors)

e If funding for wages is provided by another organisation, which also has a significant role in
deciding the type of work, contract, etc., the employer is still the organisation paying the wages —
not the funder

A funded post - Case Study

Killisheen Community Development Ltd. employs four employees on a CE scheme, the conditions and
contracts for which are recommended by FAS. In this case, Killisheen Community Development Ltd. is the
employer and all employment issues and obligations are their responsibility, not FAS. For example, if a
redundancy payment had to be made to one of the employees on the CE scheme, the employer’s contribution
would come from the Killisheen Company, not FAS. Furthermore, any action taken by the employee against
the employer would be against the Killisheen Company, not FAS.
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National Employment Rights Authority

All employers need to be aware of NERA, which is the national body responsible for monitoring
employment rights within the workplace. NERA Inspectors instigate and inspect employers’ premises,
records, etc., with the intention of reviewing documents, practices, policies and procedures in relation to
employer’s obligations under all of the Acts regarding employment law. These inspections can occur at
random, or as part of a review of a particular employment sector in a specified region — in other words,
community groups are as likely to get a NERA inspection as any other employer. In general, the main

documents and records which will be reviewed in this process include the following:

e List of employees

e Names, addresses and PPS numbers

e Terms of employment

e Pay details and records, e.g. payslips

e Start and completion dates

o Hours of work, breaks, start and finish times, which is the main item of concern for many
employers

e Annual leave entitlements

e Register of employees under 18 years of age

Records of all of the above should be kept in general for 3 years.

Terms of Employment

Employees have a right to a written statement on the terms of their employment, which must be
supplied within two months of the start of employment. It must be signed and dated by the employer

and contain the following:

e Terms of Employment

e  Full name of employer and employee
o Address of employer

e Place of work

e Job title or nature of the work

o Date employment started

e Details of fixed term contracts

o Details of rest period and breaks

e Pay

e Hours of work and overtime, if paid
e Paid leave

o Sick pay & pensions, if applicable

e PRSA arrangements for employees
e  Minimum Period of notice

It is a legal requirement to provide the Terms of Employment.
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Contract of Employment

The only main difference between the Terms of Employment and an Employment Contract is that a
contract is signed by both the Employer and Employee. In most cases, organisations will use an
Employment Contract instead of Terms of Employment. A sample contract is provided below.

Item Description |

Employer & Brighlights, Aherlow, Co. Sligo

workplace

Name of employee  Karen O’Sullivan.

Job title Childcare Leader.

Start date 20/1/2012

Duties As outlined in the Job Description

Reporting to Manager.

Probation This offer is subject to a satisfactory completion of a Probation Period of 3 months from the start

date. Management reserves the right to terminate your employment either during or at the end

of this Probation Period.

Place of Brighlights, Aherlow, Co. Sligo.

employment

Personnel record A Garda Clearance and 2 suitable written references are required prior to signing this contract.
Hours of work 09.30am to 12.30pm Monday to Friday.

Brighlights reserves the right to change these working hours. Flexibility will be required from

time to time, which may require you to work weekends or evenings.

Rate of pay The rate of pay is €270 per week.

Annual leave, The statutory minimum entitlement for annual leave, statutory leave and holidays will apply.
statutory leave and  Further details on annual leave, statutory leave and holidays are provided in the Staff
holidays Handbook.

Pay frequency, Monthly by electronic bank transfer. If necessary payment will be made by cheque where the

method and period  electronic bank transfer is not available.

Fixed Term contract This is a fixed term contract to support the provision of childcare services under the ECCE
for ECCE period scheme, which operates for 38 weeks within the 44-week academic year. The contract will

commence on Employment Date and will cease on Dismissal Date.

Dismissal under Where dismissal of the employee relates to a dismissal consisting only of the expiration of the
Fixed Term fixed term contract then the Unfair Dismissals Acts will not apply.

Contracts

Rest Breaks Rest arrangements will be given in line with the Organisation of Working Time Act. Short

morning breaks, and afternoon where relevant, are afforded at the appropriate time and in

agreement with the person to whom you report. If provided, main meal breaks are unpaid.

Staff Handbook The Staff Handbook forms part of this Contract of Employment.
Health, Safety and It is a condition of employment that all aspects of Brighlights’s policies and procedures on
Childcare Policies health, safety and childcare must be complied with at all times.

and Procedures
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Contract continued

Item Description |

Disciplinary and The procedures for dealing with disciplinary matters and grievances are provided in the Staff
grievance Handbook. During the Probation Period, management reserve the right to terminate
procedures employment under disciplinary procedures upon issuing a First Warning.

Confidentiality The Staff Handbook’s rules on confidentiality must be adhered to at all times.

Period of notice Brighlights is required to provide 1 week notice to the employee to terminate employment. The

employee is required to provide 2 weeks’ notice. Brighlights reserves the right to provide staff

with pay in lieu of the minimum statutory notice period.

Sick leave Brighlights does not have a salary continuance plan for time off due to illness or injury.

Pension Brighlights will provide access to at least one standard Personal Retirement Savings Account

(PRSA) contract and to make deductions from the payroll at the employee’s request in respect of

the employee’s contribution to the PRSA. Brighlights is not obliged to contribute to the PRSA.

Offer
I confirm this contract of employment on behalf of Brighlights subject to the conditions above:

Signed Position Date

Acceptance
| hereby accept this contract of employment on under the terms and conditions stated above:

Signed Date

Remember
All of the information provided in this manual and accompanying CD is provided for illustrative

purposes only. No party should take any action based upon the contents of this material without
consulting the relevant legislation and, where appropriate, seeking professional advice or assistance.
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Staff Handbook

It is strongly advised to keep the Contract of Employment as concise as possible, i.e. preferably 1-2 pages,

dealing only with information specific to that individual employee. All other information relevant to staff,
other than that listed above, should be dealt with in a detailed document called the Staff Handbook.

Detailed items such as Dismissal Procedures can be mentioned briefly in the Contract with reference to

the full Procedure in the Staff Handbook. (In that case, it is important not to summarise the procedure in
the Contract; refer to the fact that the detailed Procedure is available in the Staff Handbook.)

The Staff Handbook can be included in the Contract of Employment as a term of employment. A sample

list of headings to be included in the Staff Handbook is provided below.

e  Staff policy

e  Contract of employment

e  Other employment

e  Probation

e  Resignations

e Lay- off and/short-time

e Pension

e Trade Unions

e Hours of Work

e  Sick Leave Policy

e  Parental Leave

e Adoptive Leave

e  Work Sharing

e Dress Codes

e Right of Search

e  Retention of Records

e Disciplinary Policy and Procedure
e  Equality Policy?

e  Work-Life Balance Policy

e  Electronic Communication Policy

Safe Recruitment and Selection Policy
Job description

Induction

Temporary Employment
Termination of employment
Salary and Pay

Hygiene and Dress

Place of Work

Annual Leave

Maternity Leave

Force Majeure Leave

Special Leave

Training and Development
Confidentiality

Personal files

Line Manager

Grievance Policy and Procedure
Anti-Harassment & Bullying
Health, Safety and Welfare Policy

There should be at least two copies of the Staff Handbook available. One to be held within the Office and

one to be given to members of staff as required.

3

A helpful resource available for the preparation of an equality policy is the Equality Policy

Development Tool kit for Community and Voluntary Sectors in South and West Mayo, developed by

South West Mayo Community Development Co. Ltd.
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Signatures

There should be a separate sheet kept in the same file as the Staff Handbook, which contains the names
of the staff and their signature (and date) to confirm they have read the handbook. This should apply to

all existing and new members of staff.
Changing the Staff Handbook

As with employment contracts, a Staff Handbook cannot be changed without the consent of the
employee. In this regard, the employer must give a written document to the employee, providing details

on the following:
e The existing wording of the Staff Handbook
e The actual change in working being proposed

e The impact of the change, particularly if it has specific implications for individual employees

The document must be signed, dated and returned to the employer prior to any change being formally
introduced to the Staff Handbook.
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Grievance and Disciplinary Procedures

Two areas of particular importance within the Staff Handbook are those of Grievance and Disciplinary
Procedures. These procedures must be dealt with in detail within the Staff Handbook and followed step-

by-step by the community group where required.

Failing to follow the Procedures exactly as described may leave the group open to an action by the

employee, e.g. for unfair dismissal, unequal treatment or harassment.
General Guidelines for Grievance and Disciplinary Procedures

e Prepare detailed procedures for inclusion in the Staff Handbook.

e Remember, committee members joining at a later stage will need as much guidance as possible
in these situations. Therefore, the Staff Handbook should describe exactly what steps should be
taken.

e Provide aclear line of management that is described to staff at least once per year, i.e. staff
should be clearly aware of the name of the person or post that they should they contact to lodge
a grievance, complaint or appeal. This can be shown in a simple organisation chart.

. Every step in the grievance and disciplinary procedures should be preceded by:

o Aninvestigation of the facts and a decision whether there is a case to answer or not
o Adisciplinary meeting, if appropriate, to decide whether to discipline or not
o An opportunity to appeal the decision of the disciplinary meeting
Failure to include these in every step of the process may invalidate the process, with possible
repercussions for the employer, e.g. unfair dismissal.

e  When called to a disciplinary meeting, the employee should be made clearly aware of the issue
being addressed, the possibility of a disciplinary procedure and their right to be accompanied

e The Grievance and Disciplinary Procedures should state the length of time for which a
disciplinary warning will remain on the employee’s record, e.g. 6-months for a verbal warning,

12-months for a first written, etc.

A description of the process for each procedure is described on the next page.
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Disciplinary Procedures

A detailed sample Disciplinary Procedure is provided in the sample Staff Handbook in the accompanying
CD. A summary of the main steps in the procedure is provided below. It should be noted that it is
essential that a formal record is kept of all steps in the process as they occur. Even if a step is described

as “informal” or “verbal” a written record should always be kept.

Stage Description

Investigation Stage  If the employer becomes aware of a possibility that an employer is performing or
behaving below the required standards, the employer should carry out an
investigation to gather the facts and determine if there is a case to answer.

Disciplinary If the investigation highlights a case to answer for the employee, a disciplinary

Meeting meeting should be arranged. The employee should be notified of the meeting in
advance, stating clearly the issue to be addressed and informed of their right to
have someone accompany them. The facts should be presented and the
employee given an opportunity to reply, explain or put the facts into context.
Having considered the facts and the employee’s reply, a decision should be made

to either disregard the matter or initiate a warning.

Appeal The employee is entitled to appeal the decision of the Disciplinary Meeting. If the
appeal is unsuccessful or if no appeal is made, the next stage in the disciplinary

process is implemented.

Informal Stage If an employee is not meeting the standards required, the manager may raise the
subject with the employee, stating the issue and outlining that the Disciplinary
Policy and Procedure may be invoked if the employee fails to address the issue.
Support may be offered to the employee to help them improve in this regard.
Disciplinary Process Verbal warning (in writing)
First written warning

Final written warning

P W e

Dismissal

Prior to all stages in the disciplinary process, the employer must carry out:
e An Investigation Stage
e A Disciplinary Meeting

e Offer the opportunity for an Appeal

Each warning should state the length of time for which it will exist on the
employee’s record.
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Grievance Procedures

A detailed sample Grievance Procedure is provided in the sample Staff Handbook in the accompanying
CD. A summary of the main steps in the procedure is provided below. It should be noted that it is

essential that a formal record is kept of all steps in the process as they occur.

Stage Description

Raising Grievance If a formal grievance is raised, thank the person for raising the grievance and
inform them of the next step in the process, i.e. the investigation stage.
Investigation Stage = Meet with the person raising the issue, providing them with the opportunity to be
accompanied at the meeting.
Details of any allegations or complaints are put to the other person in writing and
an investigative interview should be arranged, with the person being informed of
the time, date and opportunity to be accompanied at the interview.
The issue is discussed and a timeframe agreed for the line manager to
communicate a response within 3-10 days at most.
Response The response of the investigative stage is provided to both parties, usually
resulting in:
e Anend to the formal procedure, i.e. no case to answer
e A suggested step for informally dealing with the issue, e.g. mediation,
facilitation, etc.
o A formal disciplinary step to be taken against the other party
Appeal The employee raising the grievance is entitled to appeal the decision of the
investigation stage.
Disciplinary If the investigation highlights a case to answer for the other employee, a
Meeting disciplinary meeting should be arranged. The employee should be notified of the
meeting in advance, stating clearly the issue to be addressed and informed of their
right to have someone accompany them. The facts should be presented and the
employee given an opportunity to reply, explain or put the facts into context.
Having considered the facts and the employee’s reply, a decision should be made
to either deal with the matter informally through mediation, etc., or initiate a
warning.
Disciplinary Process 1. Verbal warning (in writing)
2. First written warning
3. Final written warning
4. Dismissal
Prior to all stages in the disciplinary process, the employer must carry out:
e An Investigation Stage
e A Disciplinary Meeting
e Offer the opportunity for an Appeal
Each warning should state the length of time for which it will exist on the

employee’s record.
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Volunteers in a community building

Obviously, having volunteers, as opposed to paid staff, assist in the running the day-to-day activities of a
community building is of enormous benefit to a community group. However, community groups need to
understand that working with volunteers places an onus upon the community groups to ensure that they
have the correct policies and procedures in place to help protect the volunteers, the community group
and other members of the community using the community building. Failure to implement the policies
and procedures can lead to a liability being imposed upon the community group; either the members of
the group itself of a limited company.

Volunteer Centre

If you are intending on using volunteers, it can be very helpful to register with the Volunteer Centre. This
organisation provides very useful guidance and support to groups working with volunteers, particularly
regarding issues such as policies, Garda vetting, advertising for volunteers, recruiting volunteers,
managing volunteers, etc. The Volunteer Centre provides access to a wide range of volunteer skills, but
you must make sure that your group is committed towards implementing its Volunteer Policy and

understands its responsibilities when using volunteers.
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ChecKlist for using volunteers - risk
management

| Item  Description ~ Yes No

1 Do we have a Volunteer Policy? a a

2 Does our insurance policy cover injury or damage to the person and (| a
property of the volunteers themselves?

3 Does our insurance policy cover injury or damage to the person and a a
property of other people, caused by volunteers?

4 Do we need Garda Vetting for our volunteers? a d

5 Are volunteers included in our Child Protection Policy? a d

6 Are volunteers included in our Safety Statement? (| a

7 Have we made it clear to everyone that volunteers cannot act on behalf of a a
our community group in their role as volunteers?

8 Have we registered with the Volunteer Centre a d

Point 7 above refers to the need to ensure that volunteers do not act on behalf of an organisation
without the express consent of the management committee. This should not be confused with the
situation where a member of the management committee (who is also a volunteer) legitimately acts on
behalf of the organisation. In that case, the member is acting under his or her role on the management

committee, not as a general volunteer.
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Volunteer Policy

A Volunteer Policy provides a guideline to the community group regarding the appointment, use and
support of volunteers in the community building. Tips for writing a Volunteer Policy include the

following:

e Make the policy as simple as possible
e Make it clear that there is no contractual agreement between the group and the volunteer
e Volunteers are not obliged to provide any services; the group hopes that they can support them

o Use the Volunteer Policy and review it every year

Sample Volunteer Policy

Introduction

e Glenfarne Community Building values the significant contribution made by volunteers and relies
heavily upon their support and assistance.

e The aim of this Volunteer Policy is to ensure that volunteers are provided with a safe and
fulfilling environment in which to support Glenfarne Community Building.

General Policy

e Volunteers shall be treated equally, with respect and dignity at all times

e Volunteers shall be provided with a safe environment in which to carry out their voluntary
activities, support and assistance

e The support of volunteers will be acknowledged by Glenfarne Community Building on a regular
basis

Voluntary Committee

e The Voluntary Sub-Committee will be responsible for organising the recruitment, supervision
and, where appropriate, training of volunteers

o The Volunteer Policy will be reviewed by the Voluntary Sub-Committee on an annual basis

e The Voluntary Sub-Committee will ensure that the volunteers are addressed in the Insurance
Policy, Health & Safety Statement and Child Protection Policies and Procedures

e The Voluntary Committee will maintain a list of volunteers
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Procedures for Volunteers

Recruitment

All volunteers’ applications will be reviewed by the Volunteer Sub-Committee

Where necessary Garda Clearance will be required for specified volunteer support

Where necessary, volunteers will be reviewed and, if appropriate, removed from the volunteer
list. If a volunteer wishes to appeal this removal, the appeal may be made to the Management
Committee.

Induction

Where necessary, training will be provided to volunteers to carry out their functions safely and
effectively

It is not a condition of volunteering that training will be provided by Glendowrna Community
Building

Supervision

The Voluntary Sub-Committee will carry out supervision of volunteers as appropriate.

Reimbursement

Volunteers will receive re-imbursement for expenses incurred in carrying out their voluntary
activities

Expenses will only be reimbursed where express prior written approval is provided by the
Voluntary Sub-Committee, in line with the Financial Procedures of Glendowrna Community
Building.

Other relevant documents

Health & Safety Policy
Child Protection Policy

Financial Procedures

Equality Policy
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Insurance

Community groups need to ensure that their insurance policies cover both of the following:

e Injury or damage to the person and property of the volunteers themselves in the course of work
being carried out on behalf of the community
e Injury or damage to the person and property of other people, caused by volunteers in course of

work being carried out on behalf of the community group

If not, the liability and cost for such injury or damage is likely to fall outside the remit of the insurance

policies and may be placed on the group.

Garda Vetting

The Garda vetting process is relevant to organisations and people who work or perform services in the

following areas:

e New employees and volunteers in the youth work sector and certain sports organisations

e Staff, students and volunteers in the childcare sector

e Staff working in care homes for older people

e Prospective employees of the Health Service Executive (HSE) and agencies funded by the HSE
where the work involves access to children and vulnerable adults.

e New teachers in the primary and post-primary sector

e Garda vetting is also being extended to employees covered by the Private Security industry

If an organisation provides services such as those listed above, they should contact the Garda Vetting unit
to become a registered organisation. If you are using the Volunteer Centre, the process can be organised

through them.

It is intended that the State will soon expand the Garda vetting service to all organisations which recruit

people who have substantial unsupervised access to children and vulnerable adults.

Decisions Based on Garda Vetting Information

Unless there are specific regulations or guidelines for your particular sector, it is likely that it is the
responsibility of your group to decide the impact of Garda Vetting information on your willingness to
accept a person as a volunteer or member of staff. In this regard, it is strongly recommended that the
group prepare a one-page policy document that states the type of record that could prohibit a person
from becoming involved with the group. This should be based on circumstances relevant to the post. For
example, a 4-year-old driving conviction may have no relevance to work as a volunteer with a sports

group, but could be very relevant for a post involved in the transportation of children.
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Child Protection, Health & Safety

Volunteers should be included in the community building’s Child Protection Policy and Health & Safety
Policy.

o  Where relevant, the Child Protection Policy should refer to volunteers:
o Garda Vetting
o Appointment
o Supervision
o

Review

e The Health & Safety Statement should refer to hazards, risks and actions taken to support Health
& Safety of volunteers:
o Risks and hazards arising from activities carried out by volunteers
o Risks and hazards to others arising from activities of the volunteers

o Equipment and safety training for volunteers, where appropriate

Volunteers acting on behalf of the group

Community groups need to ensure that volunteers involved with the community building are not acting
on behalf of the group, e.g. making contracts, buying or selling equipment, etc. Often, groups may
assume that they are protected in this regard, simply by ensuring that volunteers do not have access to
cheques, bank details, etc. However, if the perception is given by a community group that a volunteer
can act on their behalf, then it is likely that the community group will be liable for the debt generated by
the volunteer. For example, if a volunteer has access to headed notepaper and uses the notepaper to
order equipment, they can be perceived to have the authority to act on the community group’s behalf.
This would apply in the case of both Associations and Limited Companies — remember, the members

themselves would be directly liable in the case of the Association.

The above refers to the need to ensure that volunteers do not act on behalf of an organisation without
the express consent of the management committee. This should not be confused with the situation
where a member of the management committee (who is also a volunteer) legitimately acts on behalf
of the organisation. In that case, the member is acting under his or her role on the management

committee, not as a general volunteer.
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Volunteerism

Most community development initiatives, whether economic, social, recreational, cultural, or otherwise,
are the result of activities undertaken by local volunteers working together for the benefit of their
community. This age-old tradition of local people coming together to achieve a common goal has in

more recent times suffered decline as a result of societal changes.

Developments in transportation, communications, social and recreational activities, economic activity,
and traditional family structures, have all had a significant impact upon the role and function of the
community, particularly on volunteerism, the “backbone” of community development. Attracting new
volunteers is one of the major problems confronting community groups and across Ireland as lifestyle
changes and increased pressures erode the traditional links between the individual and his/ her local

community.

Some groups and organisations have not adapted to the lifestyle changes within communities and
continue to function as though none of these developments have occurred. In general, group structures,
meeting times, meeting places and purpose for existing have been inherited from pre-ceding

committees, sometimes remaining the same for over thirty years.

Some groups only announce meetings by word of mouth or in a parish newsletter, elect the same people
to the same positions, and then expect them to contribute the same levels of voluntary activity. This
traditional approach to community development, while enjoying occasional success, tends to alienate
those not involved, particularly newcomers to an area, and leads to the perception that organisations are

“closed” to new members or too closely identified with individuals.

Addressing the lack of volunteers

The challenge for community groups, and all voluntary organisations, is to identify new “rules” for
volunteerism that address the pressures and limitations of modern life. It is not enough that
communities complain about a lack of volunteerism in their locality; they must attempt to understand
the reasons for this decline and identify ways to address them that take into account modern lifestyles
and needs. A proactive approach, with support from community development organisations, will assist

community groups in attracting and retaining new members.
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Actions

Change how groups interact with the community

Community groups must address the problem of decline in volunteerism by changing the way they
operate and how they view themselves. New methods of communicating with the community, of
committee structures, roles, expectations, and fundraising, must be identified and, where appropriate,
put into practice. For example, instead of stating “new members welcome,” groups must be proactive in
informing the community about specific needs and objectives. Using social media such as Facebook,
twitter, websites, e-zines and notices, they should tell the public about what they do and how new

members can help.

Avoid the fear of commitment

In their attempts to encourage greater participation by individuals, groups should consider adopting a
project-based approach to development issues. This allows individuals who are interested or have
strengths in a specific area, such as fundraising, or issues involved in the development of the community
building, to become involved in projects in which they have an interested and have a set duration.
Limiting volunteer commitment to a specific length of time, project, and/ or function, with no expectation
to extend involvement, helps in gaining attention and in reducing the individual’s fear of becoming

“trapped” in a long-term commitment to the community.

Changing words and perceptions

Groups may also consider changing the terminology of community development, e.g. volunteer,
committee, chairperson, and the actual name of the group itself. For many people, such terms can
conjure visions of poorly lit halls, cold meeting rooms, long winter nights and the need to spend long
hours of their personal time at committee meeting. As a result, when competing with recreation time,

family commitments and a home entertainment system, “voluntary commitments” can often lose out.

Stay relevant to the needs of the community

In all cases, communities must step back and review their organisations, their structures, their purposes,
and the operations to ensure that they remain relevant. Keeping a group in existence, purely for the sake
of having meetings and ensuring the survival of the committee will prove very counterproductive when it
comes to attracting new members. If a group has served its purpose, disbanding it should not be

regarded as a failure, but rather as a reflection of its success in achieving its goals.

Register with the Volunteer Centre
Once your group has confirmed that it will implement a good Volunteer Policy and accepts its
responsibilities in using volunteers, the Volunteer Centre can be an invaluable source of advice and

support — also providing access to a wide range of volunteer skills.
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Strategic and Operations Planning

All of the information provided in this manual and accompanying CD is provided for
illustrative purposes only. No party should take any action based upon the contents of
this material without consulting the relevant legislation and, where appropriate,
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Strategic and Operations Planning

Strategic planning refers to the medium and long-term management of a community building to ensure it

continues to provide a quality facility that meets the actual needs of the community.

Operations planning refers to the day-to-day management of the building where community groups use

procedures as models of good practice to ensure the efficient and effective running of the Centre.

Strategic Planning

Although often neglected by community groups, every group should carry out a strategic planning
process at least once every year. At its most basic level, the aim of the process is to list the facilities and
services within a community building and ensure that the facilities and services meet the needs of the

local community.

It is a simple process that can take place over the course of one group meeting by following the steps
below:

Set a date for the strategic planning meeting at the first meeting after the AGM

2. Let people know what it involves, i.e. ensuring that the community building meets the needs of
the local community

3. Make a list of all clubs, groups, societies and representatives that should be contacted; including
points of contact for each

4. Inthe weeks before the strategic planning meeting, contact should be made with as many of the
clubs, groups, societies and representatives as possible — encouraging them to provide any
suggestions for improvement within the building, in terms of facilities and services

5. Contact can be made directly, using survey forms or where possible, using the group’s website
and Facebook page to provide links to a simple online survey (This is also a great way of raising
the profile of the community group and building)

6. At the strategic planning meeting, all suggestions from within the group itself, other clubs,
groups, societies and representatives should be summarised

7. Use atemplate, such as the one provided on the next page, to:

List current facilities and services

a
b. Summarise unmet and future needs of the community

o

List the resources needed to meet the community’s needs

e

Prioritise the needs — this is extremely important because without prioritising the needs,

the list becomes merely a wish list that is likely to be unachievable and, in some cases,

cause disruption among the group if the suggestions are not acted upon. The priority

can also include a reference to likely cost and timescale if relevant.

8. Use the template to decide on actions to be taken by the groups, as well as identifying possible
requirements for funding and finance.

9. Publicise the results of the planning process within the community, preferably using as many
sources of social media as possible.
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Strategic Plan Template

A sample strategic plan template that can be used at the planning meeting is shown below. Remember to prioritise the resources and/ or actions; otherwise it just

becomes a wish list.

Current facilities within the Unmet and future needs of the community Resources needed to meet the unmet and Priority Cost Timescale
Community Building relevant to the Community Building future needs of the community

e Main hall e Information centre for visitors and tourists e Larger kitchen to provide meals on 2 €25,000 8 months
e Training room e Meals on wheels wheels

e Computer suite e Support for local arts and crafts e Audio-visual equipment for a local 3 €15,000 10 months
o Small kitchen e Cultural space for local events cinema

e Small office area e Youth café e Indoor market tables for use in main 1 €8,000 5 months
e Seats e Suitable space for community meetings hall

o Kitchen cutlery and utensils

Make sure that all of the actions identified in the strategic plan follow the SMART principle:

e Specific — don’t have general actions or aims. Specifically mention what is to be achieved to ensure the action can be clearly understood by everyone, without
having to be explained further. New members should be able to pick up the Plan and understand immediately what needs to be achieved.

e Measurable - the action should be measurable, i.e. in 12 months’ time you should be able to look back and see whether the action or objective was actually
achieved. To do this, put specific milestones in the action, e.g. contact architect, get costings, advertise the post, etc.

e Achievable — only agree on actions that you can actually achieve. Putting in a wish list will only lead to disappointment and disinterest from other members of

the group and the general community. It also discourages funding organisations from getting involved with your group.

e Relevant - the actions should be directly relevant to your group. Don’t get involved in actions that are outside your group’s remit unless you have very good

reasons for doing so and have specifically agreed on the course of action.
e Timescale — put a timescale on all actions and objectives. Without a timescale the Plan becomes irrelevant and loses all credibility. As with the Measurable term,

you should be able to sit down at a later stage and determine if you achieved the action or objective on time.
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Promoting a Community Facility

Promoting and fundraising activities for community buildings are inextricably linked. Without a high
profile among the local community it is not possible to secure the support necessary to ensure local
contributions towards funds for day-to-day costs, maintenance, improvements and larger capital

projects.

When deciding on methods for promoting a community building, groups should ensure that they do not
fall into the trap of simply using older methods of promotion such as printed newsletters and church
notes. While such methods are important, they are regarded by most communities as an outdated
method of communication and, in many cases, they are only targeted at an ever-decreasing section of
the local community. A more innovative approach to promotions should be taken, including a mix of

some or all of the following:

Local Newsletter

The local newsletter should have contributions from a wide range of local contributors, ranging from
clubs, groups, societies, businesses, schools, churches, service providers, health organisations, etc. While
it can be published in hard copy, the number of hard copies should be limited, with the larger number of

issues to be shared online, on the building’s website, or emailed directly to local people

Local Newspapers
Community notes are a good source of information for local people. Groups should also submit press
releases to the local paper at least twice per year, usually focusing on an interesting story or event

around which the group can increase awareness of the community building’s facilities and services.

Local Radio

Establish a relationship with the local radio and, if using the radio for advertising, ensure that there are a

number of extra spots to publicise larger events and festival activities that take place in the building.

Posters and Fundraisers

If the group does not have members that have the skills to prepare an innovative newsletter or posters,
ask members of the local community who may be willing to volunteer their time solely for such a project.
These are an older method of communication, but they can be used very successfully to promote specific
events or activities. However, it is very important that all old posters are removed or the impression of
an “out of date” activity can become closely associated with the community building, thereby defeating

the purpose of promoting the building as a vibrant focal point of activity for the community.

Website

Every community building should have a website. It promotes the building itself, the group, services and
activities taking place on a regular basis. It also serves as a comprehensive source of information for the
wider community who, otherwise, would not having any direct interest in the building itself. All
newsletters, posters, fundraisers, etc. should be promoted on the website. As with posters, it is

extremely important to update the website on a regular basis.
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Email
Email is one of the most efficient and cost-effective methods of communicating with the local
community. Just remember, keep the emails short and only email when there is something interesting to

tell people. All other information can be kept to the website and Facebook page (see below.)

Facebook and Twitter

Often referred to as social media, Facebook and Twitter can be used very successfully to keep an active
presence among the younger generation. Of the two, Facebook is the best suited towards community
groups and, with regular updates, is much more effective than the more traditional printed media, e.g.

printed newsletters, church notes, etc.

Texting

Texting is the easiest form of sharing bite-sized information for community groups. It is easily accessed
by most members of the community and is ideal for reminders about dates, locations and events. As
with other forms of social media, texting needs to be managed carefully — only texts with relevant
information should be sent and all recipients should be given the option of unsubscribing from the

updates.
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Marketing Activities

Generating public awareness of and interest in the facility as an important community asset will be one of
the most important factors in ensuring the short to long-term viability and sustainability of the project.
This is particularly important where a significant amount of the financial support required to deliver the
project will have to be raised locally. Much of this can be achieved through local and low cost, i.e. free,

activities, examples of such activities are described below:

e Establish a formal committee, including Terms of Reference, office holders, etc.

e Develop a dedicated website to promote the project to the wider community

e Link project website page with other local websites to facilitate greater awareness

e Develop a project brand identity, e.g. identify an appropriate name, create a logo, etc.

e Establish a Facebook presence to inform and update ‘friends’

e Consider the potential for a Twitter account keep locals informed

e Hold regular fundraisers to generate revenue and keep the project in front of the wider
community

e Hold a public meeting to inform the community of proposed plans and seek suggestions and
local input

e  Print and display posters providing information regarding the project

e Liaise with local school teachers to initiate students’ projects looking at the history of the site,
local built and natural heritage, etc.

e Provide speakers to give talks about the area, the building/site, etc., to inform the local
community, etc.

e Write and distribute press releases for local newspapers, radio, etc. to inform the public and
create interest

e Include project updates in Local Notes sections of papers, parish newsletters, etc.

e Invite local radio to visit the facility to view its current condition and learn of the community’s
plans for its development, provide periodic updates to local media, etc.

e Organise open days for local residents to view the facility and plans for its development

e Erectinformational signage on-site to inform passers-by of project progress

Most of these types of activities, i.e. creating a brand, logo, Facebook page, etc., can be done locally

at little or no cost to the group
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Fundraising

Fundraising Strategies

Ideally, every group should have a fundraising strategy based on their specific funding needs, i.e. capital

requirements, operating costs, etc. The reasons for fundraising should determine the extent and nature

of a group’s fundraising activities, that is to say, an organisation’s purpose in fundraising should be

carefully matched to an appropriate method of doing so.

Groups should be careful not to fundraise for the sake of it. They should have a clearly identified and

agreed reason for fundraising, even it is only to generate funds to cover small annual costs such as mobile

phone rental, public liability insurance, room rental, etc. Without this clarity, fundraising efforts can work

to your disadvantage damaging the group’s reputation and the goodwill existing between itself and the

wider community. Also, in general, people want to know who they are funding and what specifically they

are contributing towards.

Purpose of fundraising

Raising awareness and maintaining
the group’s profile within the
community, covering small
expenditure (e.g. <€1,000)

Sample types of fundraising

Occasional coffee mornings, race nights,
table quizzes, church gate collections,
cake sales, raffles, etc.

Target funds
€500 to €1,000

As above, but covering more
significant annual and operational
costs, e.g. insurance, maintenance

and repairs, fees, etc.

As above, but conducted with more
frequency and, or of a more substantial

nature, i.e. larger events, prizes, etc.

€1,000 to €3,000, or
more

Specifically, to pay for capital
expenditure and, or contributing to
significant annual expenditure
associated with larger projects, e.g.
hospices, schools, etc.

As above, and including more significant
activities such as monthly card nights,
big item raffles, ‘500’ clubs, charity runs
and other sponsored events, ‘Celebrity’
events such as ‘Jigs and Reels’, ‘Who’s
got Talent’, etc.

€5,000 to €100,000,

or more
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Target Market

Once you have agreed the reasons for fundraising give careful consideration as to who you will ask to
contribute, i.e. your ‘target market’ for fundraising activities. In almost all cases this should start at the
local level, that is to say within the local community. You should recognise the fact that your group will
most likely not be the only one looking for support from the community as many others will be doing the
same, probably at the same time. Despite this, the local community should always be the first port of call
as the rule of thumb here is: if locals don’t support the project, there is little chance that others from

outside the area will.

It is important, no matter how much needs to be raised, that the local community is seen to be publicly
supportive of and actively engaged in your fundraising efforts. For this reason, it is essential for you to
cultivate relations with local people, especially as there may be some in the community who may have
access or links to other sources of funding, e.g. a business looking for a community-project to support,

charitable donations, etc.
Funding Committee

Where necessary, i.e. where significant funding needs to be raised, it is advisable to establish a separate
fundraising committee to oversee this specific function. This committee, or sub-committee should meet
regularly throughout the year to discuss, plan, organise and implement fundraising activities and can be
comprised of members as well as non-members co-opted specifically for this purpose. Again, it is
important that this committee fully understands the necessity of fundraising for the group and is able to
express this coherently to a wider audience, i.e. the public. They should be well informed of the funding
required and have agreed targets for the year. A calendar of fundraising events, based upon the financial
needs of the group, should be published at the start of the year even if there are only a small number of

events planned.
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Fundraising Methods

Traditional fundraising events such as table quizzes, bingo nights, Boston Tea parties or coffee morning
are simple and effective ways to raise small amounts of money to support operational costs for

community groups such as insurance costs, maintenance or phone rental.

When it comes to larger fundraising drives, however, it is advisable that groups consider new and
innovative approaches, such as car boot sales, duck races, community walks or ‘Celebrity’ events.

‘Celebrity’ Event - Case Study

Rathoy Community Development decided to go the professional route to support them in their fundraising
event for a new Community Centre. They appointed a professional fundraising organiser with the equipment
and experience to host a ‘Celebrity’ event such as ‘Who Wants to be a Millionaire?’, ‘Deal or no Deal’ or
‘Rathoy’s Got Talent.

They met with the organiser who provided them with instructions on how the ‘Rathoy’s Got Talent’ event
should be planned, starting with promoting the event and attracting people to participate. A set fee was
agreed with the organiser, as well as a fee based upon the level of funding raised through the event.

A number of well-known and popular community leaders were selected to participate on the show, with each
raising money through sponsorship in the months prior to the event. Funds were also raised directly from
attendance at the show, which was held at a hotel venue large enough to accommodate a sizable audience.
The organiser acted as compere and provided all equipment necessary to ensure the show appeared
professional.

The amount of work required by the group to host the event was considerable, but it raised a significant
contribution towards the group’s funding target.

Monthly Draw - Case Study

Moylough Community Development is a well-established community group that decided to fundraise for a
new Enterprise Centre within the Village. The group had a significant number of local representatives on its
committee and were in an ideal position to organise and implement a Monthly Draw.

A map of the local area was used to assign a dedicated number of representatives to specific areas within the
community, e.g. roads and estates, with the aim of signing-up and collecting monthly contributions towards
the draw.

Due to the excellent reputation of the group, as well as the number of committee members available to
implement the Monthly Draw, they were able raise a significant amount of funding towards the Enterprise
Centre over a 3-year period.

Boston Tea Party - Case Study
Dromode Community Association held a Boston Tea Party every year. However, over the past three years,
the numbers attending the event reduced significantly; with no young people attending whatsoever.

The Association met with a number of young people to find out why young people did not attend. The main
issue raised at the meeting was that young people in the area did not have any idea what a ‘Boston Tea Party’
involved. Furthermore, when the event was described, the young people stated that they would have no
interest in attending. They did, however, have a number of ideas for a food event that would interest other
young people.

The Association scrapped the idea of the Boston Tea Party and gave the young people the support to arrange
the Local Food Event. The event was relatively successful from a fundraising point of view, but the greatest
achievement from the project was the addition of a ‘young people’s committee’ to the Dromode Community
Association that has since arranged other fundraising events in the area.
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Marketing and Promotion

It is also important that the community is kept fully aware of all fundraising activities, the purpose for
these activities, the levels of funding raised and the spending of these monies. Needless to say, these

monies should be accounted for in a most professional manner.

Social media is ideally suited for keeping the community informed of progress regarding large funding
targets, with regular updates often greatly appreciated by those contributing towards the project.

Funding Promotion- Case Study

Maynard Community Development was fundraising for a large sports and recreational facility on a site owned
by the group, just outside the village. Their fundraising drive lasted over 3 years, during which the group were
eager to ensure that the local community were kept up to date with progress regarding the fundraising target.
This was particularly important due to the number of other fundraising initiatives that were also happening
within the community.

The group organised a website newsletter, Facebook posts, texts and twitter updates. They made sure to
time their updates carefully, avoiding having too many updates that might not actually inform the community
and cause fundraising fatigue.

The group also secured the use of the window of a prominent, yet vacant, shop premises in the middle of the
village, displaying plans of the proposed Centre, the funds needed, the costs involved and progress regarding
the funding target. Three interviews were held over the 3-year period on Clare FM, further promoting the
project and fundraising events.

Feedback from the community regarding the fundraising drive was excellent, with particular praise given for

the fact that people were given a clear description of the reason for the fundraising as well as regular updates
on progress.
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Online Fundraising Campaigns

Online fundraising campaigns have been given prominence recently as a method of fundraising for

community groups. Put simply, an online campaign involves the following:

e Deciding on a fundraising event

e Registering with a dedicated charity website, examples of which are provided below

e Uploading the details of the fundraising event onto a dedicated webpage of the charity website

e Distributing the link to the webpage to as many people as possible, e.g. email, twitter, website
and Facebook

e Contributions towards the event can be made directly by people on the webpage using PayPal

e A portion of the money raised online through the webpage will be paid as a fee to the charity

website (the amount can vary considerable, e.g. 7% to 15% depending on the website involved)

Online fundraising can be hosted on international or Irish charity websites, a small sample list of which

includes:

e Activenetwork.ie
e |donate.ie

e  Mycharity.ie

e Sponsor.ie

e Indiegogo.com

e Pledgeup.com

Other websites provide support to community, voluntary and charitable organisations through training,

information and online seminars, for example Fundraisinglreland.ie and Resource-Alliance.org.
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Event Checklist

Groups should have a basic checklist or turnover file that facilitates the organising of future events,
especially when new people are in involved. Ideally, this file should include a checklist of required actions
needing to be completed to ensure a successful event, e.g. purchase of raffle tickets, booking a location
for the event, hiring a sound system, etc. It should also include contact details for relevant individuals or
bodies that may need to be contacted, e.g. local Garda representative to arrange a church gate
collection, contact(s) for getting notices into the Local Notes section of regional newspapers, Keyholder
of community facility where event is to be held, etc.

Many subjects covered in a turnover file may appear to be obvious actions, e.g. booking a space, but, as
often happens, when the person who would traditionally have organised an event steps down, moves on
or is otherwise unavailable, groups often find themselves having to re-invent the wheel when trying to
organise the event. This not only results in extra work on the part of volunteers, but can also lead to
duplication of efforts, wastage of resources, extra cost and, potentially, a less than successful event. A
simple checklist (see sample below) for each fundraising event can reduce the likelihood of this

happening and ease the burden of those responsible for organising the event.

Annual Table Quiz Checklist

Description Action Completed
1. Agree need for and purpose o |dentify funding target for event d
of event, i.e. to raise funds Publicise in press releases, emails, posters, etc.
for new safety equipment
Identify appropriate date, Check that it does not clash with other local events d
time and location for Confirm availability of desired location
fundraising event
Identify quiz master Prepare quiz materials, e.g. questions, answer sheets, tally board, etc. u
Identify others to assist with Assign tasks, e.g. sandwich making, acquiring raffle prizes, publicity, etc. Qa
the event
Publicise the event Local Notes section in paper, posters, church bulletin, email, texting, Q
website, Facebook, school bag note, etc.
Coordinate activities with Ensure seating arranged for the event d
responsible person at event Confirm time of event
location Ensure adequate heat, light, etc. for event
Monitor activities Follow up to determine progress, identify problem areas, etc. d
Event Host event u
Post event Lodge funds a
Provide written event report to Committee
Issue ‘thank you’ letters to sponsors, prize donors, etc.
Publicise results, thanking those who supported the event and informing
about use of funds raised
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Financial Viability

Financial Viability refers to the ability of the community building to meet its ongoing day-to-day costs.
When examining the viability of a community building it is important to, initially, exclude all forms of
fundraising and grants. By focusing solely on income from trading activities, e.g. rent, income from
services, etc. a more realistic picture is given of the building’s ability to meet its own costs. Once the
relative profit or shortfall is identified between trading income and day-to-day costs, the community

group will be aware of the amount of fundraising or grants necessary to keep the building open.

Remember, the primary aim should be to meet all day-to-day costs with trading income. Even if this is
not possible, this approach ensures that the management committee will focus on the viability of the
building and become less reliant on fundraising and grants as an “easy fix” to the difficulties being faced.
Over reliance on fundraising and grants as an “easy fix” tends to camouflage the fact that the building is
not being used as often as required and the management committee may not be aware, or will ignore,

the reasons for such a reduction in use, e.g. facilities are deteriorating, poor service, poor hygiene, etc.

Summary examples of trading income for centres are provided below.

Anchor Tenant

Securing an anchor tenant in one or more available rooms in the building is the ultimate goal for many
community buildings. Such tenants could include HSE services, public advice services and state training
programmes. Negotiating the inclusion of such services in the building can be difficult and will require
direct contact with the relevant agency at the early stages to ensure the layout, facilities (e.g. toilets,
private rooms, etc.) and general building is suitable. Groups should also ensure that securing the anchor
tenant does not adversely affect the use of the building by the local community, e.g. putting an IT course

in a meeting room that, otherwise, is used regularly by local groups, clubs and societies.

Services

If the facilities are available within the building, it may be possible for the community group to negotiate
with state organisations for a contract towards the provision of services on their behalf. The most
common example of this is “meals on wheels” being provided through the community building’s kitchen

facilities.

Facility Rental

Apart from rental to the local community, a community building can suitable for rental to businesses,
groups and organisations for rental on an hourly, daily or weekly basis. Examples of such rentals would
include LEADER training, training facilities for professional trainers, cookery courses in the community

kitchen and garden training in the community garden.

It should be noted that rental of facilities within the community building to businesses on a long-term
basis, e.g. rental of office space, is not usually suitable in a general community building (other than
buildings designed specifically as enterprise units), primarily because such office space will require a

quieter environment that can be guaranteed within the community building.
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Operating Procedures

Operating procedures refer to a list of written guidelines that are used by community groups on a day-to-
day basis within community buildings. Operating procedures help ensure the ongoing implementation of
best practice within a building by existing and new staff, volunteers and community group members.

Sample Operating Lists

Booking Contacts

Keyholders Names ‘ Phone Mobile ‘ Email

Caretaking

Rental Cost Per hour Full day Full evening Full booking
10.00-17.00 17.00 - 23.00 10.00 - 23.00
Main hall €40 €150 €150 €250
Training room €10 €50 €30 €70
Foyer €10 €50 €30 €70
Kitchen €10 €50 €30 €70
Small meeting room €5 €25 €15 €35
Discount off total price
for rental of 2 or more 10% 10% 10% 10%
sections

Opening Hours Monday-Friday Saturday Public Holidays

Community Centre 10.00 - 23.00 10.00 - 18.00 12.00 - 18.00 Closed
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Sample Policy for General Use

e The Community Centre is available for use and rental on a sectional basis:
o Main hall
o Training room
o Foyer
o Kitchen
o Small meeting room
e Bookings can only be made through one of the official booking contacts.
e Bookings can be made by the general public, groups, societies and organisations.
e Block bookings for 6 weeks+ can only be made by the following:
o Ballinfoyle Community Centre Ltd.
o Ballinfoyle Active Age
o Ballinfoyle Primary School
o Fordige
o All other block bookings must be approved by the Operations Committee.
e Upon completion of use, the Centre, or any section used, must be restored to the condition in which
it was found
e 3-days’ notice is required in the case of the user requiring a particular layout for the Centre or any
particular section, e.g. u-shaped meeting, classroom-style seating, presentation table, etc.
e 3-days’ notice is required if catering services are needed, e.g. tea, coffee, etc.
e Equipment brought into the Centre for any event must be removed at the completion of the event.

All requests to leave equipment overnight must be formally approved by the booking contact.
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Sample Daily Operating Procedures

Iltem  Daily Opening Procedures ~ Yes No N/A

Building opened by official Keyholder 1-hour prior to visitor opening

hours - -
2 Turn off and check alarm and fire system a a a
3 Record the opening of the building on the Daily Register a a d
4 Check heating system a a d
5 Carry out check in toilets and dressing rooms a a d
6 Visual inspection of remainder of building to identify any issues a a a

Ring caretaking contacts to address issues identified in visual

) ) (| (| ([

inspection
8 Check Booking Register to review equipment and layout needed a a a
9 Arrange equipment and layout as required a a d
10 Sweep all floors - daily a a a
11 Wet mop floors - weekly a a d
12 Place the Visitor/ user Register on the front desk of the office a a a
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Sample Daily Closing Procedures

Item Daily Closing Procedures Yes No N/A
1 Sweep all floors - daily a a a
2 Wet mop floors - weekly a a a

Carry out check, cleaning and utility replenishment in toilet as
(| (| a
necessary
Check kitchen, close doors to equipment and turn on dishwasher if
d d d
needed
5 Turn off all electrical and gas equipment as necessary Qa Qa a
6 Empty waste baskets a d d
7 Check heating system and turn off if necessary a a d
8 Carry out check in in dressing rooms Q Q Q
9 Visual inspection of remainder of building to identify any issues a a d
Ring, or make note to inform, caretaking contacts to address issues
. e e . . d d a
identified in visual inspection
11 Check and turn on alarm and fire system a a d
12 Record the closing of the building on the Daily Register a Q Q
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Sample Rental and Use Procedures

Item Rental and Use Procedures Yes No N/A

Booking for rental to be made solely through the official Booking

Contacts — the leasee should be informed of the price at this stage = -
A contact name, phone, mobile and email of the leasee should be a a
provided and recorded in the Booking Form
Any special arrangement required for the rental, e.g. equipment,

3 layout, etc., to be notified at least 3-days prior to event on the Qa Qa Qa
Booking Form
If equipment is required, all equipment to be listed and recorded as a a a
being made available at the event, using the Equipment Register
Any arrangement regarding catering services to be notified at least 5 5
3-days prior to the event on the Booking Form
If a block booking is being made for 6 weeks or more by a club,
group or organisation, there should be a requirement for them to a a a
hold Public Liability Insurance, unless otherwise agreed by the
Booking Committee
Payment to be made directly to either the Booking Contact or the 5 5 —

Keyholder

The Booking Contact or Keyholder to record the payment in the
Payments Receipts Book and issue a receipt to the payer

All cheques and cash to be immediately stored in the safe box upon

receipt

When the event is finished a visual inspection should be made of the

facility to ensure it is returned in an acceptable state

Rented equipment should be reviewed according to the Equipment

Register

If satisfied, the Equipment Register should be signed by the leasee

and the Booking Contact or Keyholder
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Sample Equipment Register & Rental Form

Item Equipment Register Location Serial/ Used Number and Returned in
Asset description acceptable
number condition
Hall Equipment
1 Stackable chairs a a
2 Foldable tables a a
Training Room Equipment
3 Flipchart holder a a
4 Flipchart a a
5 Projector a a
6 Extension leads d a
7 Computer cables d a
8 Presentation markers d a
9 Printer g a
Catering Equipment
10 Water boiler for tea & coffee a d
11 Cups, saucers, mugs, etc. a a
Sports Equipment
12 Goals with nets g a
13 Training cones a a
14 Training vests d a
15 Sports balls a a
16 Yoga mats d a
17 Exercise steps d a
18 Weights a a
Audio Visual Equipment
19 Music system a a
20 Display monitor a a
Print Name Position Date Signature
Keyholder/ Booking Contact
Leasee
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Sample Booking Form

Booking Form

Date

Time

Details of Booking and

special requirements

Availability Yes No (Please circle)
Bar Licence Required Yes No (Please circle)
Food required Yes No (Please Circle)

Details of insurance of

leasee

Contact name

Contact Phone

Booking form received by
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Glossary of Terms

All of the information provided in this manual and accompanying CD is provided for illustrative
purposes only. No party should take any action based upon the contents of this material without

consulting the relevant legislation and, where appropriate, seeking professional advice or assistance.



Glossary of Terms

Item Description

Articles of Association

Asset Register

Assets

Association

Audit

Balance Sheet
Bridging Loan
Cashflow Projections

Certificate of
Incorporation

Charitable Status

Charities Regulatory
Authority

Committee

Community Enterprise

Companies
Registration Office
(CRO)

Company Director

Company Limited by
Guarantee

Company Officers

This provides the basic rules within the Company for items such as:

e Appointing Directors

e Removing Directors

e Holding AGMs

e Appointing a Management Committee or sub-committees to carry out

the tasks of the Directors

A detailed list and description of all assets and equipment owned by an
organisation
All items of measurable economic value that are held by an organisation.
A structure in which a group of people have gathered together for a purpose(s)
without forming a separate legal entity. Legally, the Association is the same as

the people who are running it.

A process by which an Auditor conducts a thorough investigation of a

company’s accounts.

A financial report on the assets and liabilities of an organisation provided at the
end of the financial year.

Loan provided for short periods to cover the temporary cash needs of an
organisation, e.g. until grant aid is received, proceeds from sales, etc.

Financial forecast of all funds going into and out of a business on a monthly
basis.

In essence, the birth certificate of the company. It is a vital document that
proves the company has been set-up and is necessary for opening a bank
account, initial dealings with Revenue and many grant applications.

An organisation that has been approved for a Charitable Tax Exemption by
Revenue is regarded as having charitable status.

The body established under the Charities Act to maintain the Register of
Charities and monitor compliance with the Act.

A group of named people appointed to make management decisions on behalf

of an organisation.
A business or social enterprise established, owned and controlled by the local
community for the benefit of the local community.

The CRO is the authority responsible for registering incorporated bodied, e.g.

limited companies, and business names in Ireland.

Named individuals, registered with the CRO, who are responsible for the

management of the company.
A limited company that has members instead of shareholders. The members
have control of the company, but do not own any of the assets.

The name normally given to the Directors and Secretary of a limited company.
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Company Seal

Company Secretary

Constitution

Co-operative

Creditors

Current assets

Current liabilities

Debtors
Depreciation

Directors’ Indemnity
Insurance
Disciplinary Procedure

Dissolution

Employee

Employer

Employers Liability

Fire Safety Certificate

An actual stamping tool embossed with the name of the company. It is used in
addition to the signatures of the directors in the signing of a small number of
documents.

A named individual responsible for overseeing the company’s administration
and ensuring specifically that the company complies with the law and observes
its own regulations

A Constitution can refer to either:

e The term used to describe the single document containing both the
Memorandum and Articles of Association of a Limited Company (under
the Companies Act); or

e A formal set of rules prepared to govern a legally informal group of
people, e.g. an Association.

A Co-operative is a structure formed by a group of people for their mutual,
social, economic, and cultural benefit. It is run according to a strict set of co-
operative rules and, if registered with the Registrar of Friendly Societies, can be
established as a separate legal entity to the people involved in its set-up and
management. A Co-operative can also be registered as a limited company.
Amounts owed by an organisation such as invoices, loans, taxes, etc., classified
as ‘amounts falling due within one year’ or ‘amounts falling due after more
than one year.’

The assets of an organisation that can be used to fund the day to day
operations of a business, e.g. cash, savings, stock, etc., also referred to as
‘liquid” assets.

Monies payable by an organisation in the short, as opposed to long term and
shown on the balance sheet as ‘Creditors: Amounts falling due within one
year.’

Monies owed to an organisation for goods or services supplied.

An annual charge to the organisation that recognises, for accounting purposes,
normal wear and tear of assets.

Insures Directors against personal liability arising from their roles as Directors.

A step-by-step description of the procedure that the organisation will take
when dealing with possible issues regarding discipline.

The process involved in ceasing the activities of a group, settling debts and
distributing the assets.

A person that is regarded as being employed by an employer and, in relation to
their job, is told what to do and how to do it.

The organisation or group of people regarded as employing an employee. The
employer tells the employee what to do and how to do it, as well as usually
pays their wages directly

Insures against claims made by employees as a result of damage caused to
them or their property through work

A Fire Safety Certificate, issued from a local authority, certifies that the design
of a building or works would be in compliance with the requirements of the

relevant sections of the Building Regulations.
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Fixed assets
Fixed overheads

General Insurance -
Equipment, premises,
cash, stock, and
general insurance

Governance

Grievance Procedure

Hazards

Health and Safety
Statement

Independent
Contractor

Information
Communications
Technology (ICT)

Liability

Limited Company

List of Directors

List of Members
Long-term liabilities

Management Accounts

Members of a
Company

Members of an
Association
Memorandum of
Association

Equipment, property, fixtures and fittings, etc., held by an organisation and
whose value is ‘depreciated’ annually for accounting purposes

Operational or running costs that remain the same despite levels of activity,
e.g. rent, rates, insurance, etc.

Usually described as a “bundle”, this form of insurance covers the replacement
cost of materials, premises, stock, etc. It tends to be sold as one insurance
product.

Recognised principles of good practice required for managing an organisation.
Within a limited company, good governance is regarded as a legal requirement.
A step-by-step description of the procedure that the organisation will take
when dealing with a grievance issue raised by an employee.

A Hazard is a situation with the potential to cause damage, injury or loss to a
person or property.

A document that lists all of the hazards and risks in a physical location, as well
the actions taken to eliminate or reduce the risks.

A person who carries out work for an organisation or group of people, but who
is not regarded as being an employee, e.g. a self-employed person contracted
to perform a particular task.

Refers to items such as computers, networks, laptops, smartphones, modems,
etc.

Liability refers to the extent to which a person or group of people will be held
responsible for any loss, damage or criminal action.

A separate legal entity registered with the Companies Registration Office.
Legally, a limited company is separate to the people involved in its set-up and
management.

A formal list of the directors of a company. Any changes must be notified to
the CRO

A simple list of current members of the company.

Debts incurred by an organisation, e.g. bank loans, hire-purchase agreements,
which are payable over a long term, shown on balance sheets as ‘Creditors:
amounts falling due after one year’

The financial accounts of a business prepared internally for use in managing
the business.

A list of named individuals who have been accepted as formal members of a
company and who are entitled to attend the AGM and vote on items of
importance to the Company.

People actively involved in an Association, including general members and
named Officers.

A document that lists the type of activities in which the company will be
involved, e.g. Developing and implementing programmes aimed at supporting
the cultural heritage of the local community.

If seeking Charitable Status, the Memorandum must include a number of items
recommended by Revenue.
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Minute Book

National Employment
Rights Authority
(NERA)

Office of Director of
Corporate
Enforcement (ODCE)

Officers

Operations Planning

Policies and
Procedures

Product Liability
Insurance

Professional Indemnity
Insurance

Public Liability

Quorum

Risks

Signatories

Social Media

Staff Handbook

Strategic Planning

This contains the minutes of the management meetings, Director meetings,
AGMs, etc. It can be held in any format, e.g. a copy book, Word document, etc.
and its general layout can change to meet the needs of the Company. The
simpler the better, as long as the important points are noted.

NERA is the national body responsible for monitoring employment rights within
the workplace.

The ODCE is the official office in Ireland for ensuring compliance with
Corporate Law and Governance. The ODCE is charged with providing
information to those involved in Companies regarding their obligations and the
consequences of failing to meet those obligations. If the ODCE deems it
necessary, the office will bring actions to Court to enforce Corporate Law
against, in particular, Directors who have failed to meet their minimum
requirements.

The name normally given to the officially-titled members of a Committee, e.g.
Chairperson, Treasurer, PRO, etc.

Operations planning refers to the day-to-day management of the building
where community groups use procedures as models of good practice to ensure
the efficient and effective running of the Centre.

Policies are a general statement of an organisation’s approach to certain
management issues, e.g. health and safety, child protection, financial policy,
etc. Procedures provide a list of the specific steps to be taken by the
organisation when dealing with each of these management issues.

Insures against claims made by the public as a result of damage caused to
persons or property as a result of products made by the community group
Insures against claims made by the public as a result of damage caused to
persons or property from advice given by the community group

Insures against claims made by the public as a result of damage caused to
persons or property as a result of the activities of the community group

The minimum number of officers of a committee required to hold a meeting
and/ or make a decision at a committee meeting.

A Risk is the likelihood of the likelihood of damage, injury or loss occurring
from a Hazard.

Named individuals who have the competence and authority to sigh documents

on behalf of an organisation.

Facebook, Twitter, Flicker, Linked-In and other ‘new’ forms of communicating
with wider audiences

A document that provides a detailed description of the general rules, policies
and procedures that apply to employees within the organisation.

Strategic planning refers to the medium and long-term management of a
community building to ensure it continues to provide a quality facility that
meets the actual needs of the community.
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Sub-committee

Tax Clearance

Certificate (TCC)
Terms of Employment

Trust Beneficiaries

Trustees

Trustor

Trusts

Variable overheads

Working capital

A committee established by the management committee to deal with specific
items of importance, e.g. finance, staffing, building, etc.

A Tax Clearance Certificate (TCC) is a written confirmation from Revenue that a
group’s tax affairs are in order at the date of issue of the Certificate.
Employees have a right to a written statement on the terms of their
employment, which must be supplied within two months of the start of
employment.

The people for whom property is being held by the Trustees.

The people named on the trust who are holding the property on behalf of the
beneficiaries.

The person setting up the trust.

A trust is a legal document that specifies the rules involved in a transaction
whereby a number of named individuals hold property on behalf of an

organisation(s) or group of individuals.
Operational costs that that vary with level of activity, i.e. charges that increase
or decrease according to usage such as telephone, postage, energy costs, etc.

Cash ‘on hand’ used to pay salaries and operational expenses on a day to day
basis.
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List of Agencies and Organisations



Abbreviation

Local Agencies

Definition

Website for further

information

Community Ccbp Community-based projects providing supports to www.southmayo.com

Development marginalised, disadvantaged persons at risk of

Programme social exclusion

Community CE FAS employment scheme benefiting local www.fas.ie

Employment communities

Scheme

Community - Community Futures, through Mayo Community www.mayocdb.ie/Home/G

Futures Forum, supports communities to develop roupsForums/CommunityF
Community Action Plans. utures

Community CSP Voluntary and community projects providing local www.southmayo.com

Services services to their communities

Programme

Family Resource FRC Community-based agency providing support and www.familyresource.ie/cen

Centre services to families in combating disadvantage tre_mayo.php

FAS - Statutory training and employment authority www.fas.ie

Fordige - Youth organisation working with young people www.mayoforoige.ie
aged 10-18 through clubs and youth projects

Galway Mayo GMIT Regional third-level educational body with campus ~ www.gmit.ie

Institute of in Castlebar

Technology

Go Mayo/ lompar - Local sustainable transport campaign in County WWW.gomayo.ie

Mhaigheo Mayo

Health Service HSE - West  Organisation responsible for delivery of public www.hse.ie

Executive - West health services throughout County Mayo

Local Development LDC Company responsible for the delivery of a range of =~ www.southmayo.com

Company development programmes to local communities

Mayo County Mayo CCC Body responsible for co-ordinating the planningand www.mayochildcare.ie

Childcare development of childcare services in County Mayo

Committee

Mayo County Mayo CDB Statutory planning body including local www.mayocdb.ie

Development government, development bodies, State agencies

Board and social partners

Mayo County Mayo CEB Body responsible for supporting enterprise and www.mayoceb.com

Enterprise Board

creating an enterprise culture in County Mayo



http://www.southmayo.com/
http://www.fas.ie/
http://www.mayocdb.ie/Home/GroupsForums/CommunityFutures
http://www.mayocdb.ie/Home/GroupsForums/CommunityFutures
http://www.mayocdb.ie/Home/GroupsForums/CommunityFutures
http://www.southmayo.com/
http://www.familyresource.ie/centre_mayo.php
http://www.familyresource.ie/centre_mayo.php
http://www.fas.ie/
http://www.mayoforoige.ie/
http://www.gmit.ie/
http://www.gomayo.ie/
http://www.hse.ie/
http://www.southmayo.com/
http://www.mayochildcare.ie/
http://www.mayocdb.ie/
http://www.mayoceb.com/

Abbreviation

Definition

Website for further

information

Mayo Rural Mayo RTP Current rural transport programme in County Mayo  www.mayonortheast.com/
Transport rural-transport-
Programme programme.asp
Mayo Sport - Body responsible for promoting sport and Www.mayosports.ie
Partnership recreation in County Mayo
Mayo North East - Manages various programmes on behalf of various =~ www.mayonortheast.com
Leader Partnership Government Departments and the EU for the
Company collective benefit of the people and communities of
North and East Mayo.
Mayo Volunteer -- Mayo Volunteer Centre in an independent www.volunteermayo.ie
Centre organisation, which is part of Volunteer Ireland, a
network of 22 Volunteer Centres.
Rural Social RSS Department of Social Protection initiative for the www.southmayo.com
Scheme social welfare recipients that benefits local
communities
South West Mayo - Local Development Company for South West www.southmayo.com
Development County Mayo
Company
Tochar Valley TVRCN Voluntary autonomous grass root rural Community =~ www.tocharvalley.com
Rural Community Network, committed to the empowerment of rural
Network people in the development of sustainable rural
communities.
Tus Initiative Tas Department of Social Protection initiative for the www.southmayo.com
unemployed that benefits local communities
Vocational VEC Statutory education authority responsible for WWW.mayovec.ie
Education vocational educational training and other statutory
Committee functions

Western Care

Association

Organisation providing supports and services to

people with intellectual disabilities in County Mayo

www.westerncare.com



http://www.mayonortheast.com/rural-transport-programme.asp
http://www.mayonortheast.com/rural-transport-programme.asp
http://www.mayonortheast.com/rural-transport-programme.asp
http://www.mayosports.ie/
http://www.mayonortheast.com/
http://www.volunteermayo.ie/
http://www.southmayo.com/
http://www.southmayo.com/
http://www.tocharvalley.com/
http://www.southmayo.com/
http://www.mayovec.ie/
http://www.westerncare.com/
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