








































































































































































































Food Safety Authority of Ireland
Abbey Court, Lower Abbey Street
Dublin 1

Tel: 01 — 817 1300 or
Locall: 1890 - 336 677
www.fsai.ie

Fundraising Ireland

3rd Floor, La Touche House
1 Grove Road

Dublin 6

Tel: 01 — 407 1613
info@fundraisingireland.ie
www.fundraisingireland.ie

Health and Safety Authority
The Metropolitan Building
James Joyce Street, Dublin 1

Locall: 1890 — 289 389
www.hsa.ie

National Employment Rights Authority

O'Brien Road
Carlow

Locall: 1890 — 808 090
www.employmentrights.ie

Office of the Data Protection Commissioner
Canal House, Station Road
Portarlington, Co Laois

Locall: 1890 - 252 231
www.dataprotection.ie

Office of the Information Commissioner
18 Lower Leeson Street, Dublin 2

Tel: 01 — 639 5689 or
Locall: 1890 — 223 030
WWW.0iC.gov.ie

Office of the Revenue Commissioners
Tel: 1890 — 306 706 (for forms)

* Tax clearance form TR1
www.revenue. iefen/tax/vat/forms/formtr1l

Philanthropy Ireland
85 Merrion Square South, Dublin 2

Tel: 01 - 676 8751
www.philanthropyireland.ie

Standards in Public Office Commission
18 Lower Leeson Street, Dublin 2

Tel: 01 — 639 5666
WWW.Sipo.gov.ie

Volunteer Ireland
18 Eustace Street
Dublin 2

Tel: 01 - 636 9446
www.volunteer.ie




CHAPTER 6: EQUALITY
making your organisation
accessible, diverse and inclusive

In this chapter, you will find out what is meant by equality and why
equality is an important issue for your organisation. You will learn
that equality legislation applies to all organisations, however small.
You will discover that there are many simple ways to make your
organisation more accessible, diverse and inclusive.
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6.1 Why equality?

Although most people in the community and
voluntary sector would agree that equality is
an important concept, many find it challenging
to translate a general belief in equality and
inclusion into concrete action in the structures,
processes and operations of an organisation.

However, for the many groups and organisations

that are set up to progress social justice it is
essential that you do so, because having an
ethos of equality is simply an extension of that

commitment to equity and fairness. Furthermore,

for all organisations, embracing equality will
ultimately save you time and money, by
increasing the eﬂiciency and effectiveness of
your organisation. Finally, you have no choice
about some matters of equality, as the law
requires you to meet a number of obligations.

6.2 Equality law

6.2.1 The scope of equality law

|- Equality law currently consists of the
WS Employment Equality Acts 1998 -
2011 and the Equal Status Acts 2000 -
2011. Please note that even if you are a
small, underfunded charity, you are not
exempt from equality law! Even if you have
only one part-time member of staff you have
to abide by employment equality legislation,
and even if the services you provide are free,

you are still bound by equal status legislation.

- This legislation is also very important
in relation to how your organise any

services that you might deliver to your client
group. You need to be aware of it when you
are planning, designing, advertising,
promoting, delivering and evaluating

your services.

6.2.2 Discrimination

. The law prohibits discrimination.

. Discrimination is the less favourable
treatment of one person over another and
can be:

= Direct For example, harassing a gay
man over his sexuality.

= Indirect For example, requesting a large
number of written references from all
prospective employees, including newly
arrived migrant workers. The requirement
is likely to put migrant workers at a
disadvantage compared with other
groups. Unless the employer can justify
the requirement and its extent, there
may be indirect discrimination against
the migrant workers.

« By association For example, refusing
entry to a person to your fundraising
event because s/he is accompanied by
a particular person, such as a person
with a disability.




By imputation For example, refusing a
service to a person because it is thought
the person is a member of the traveller
community.

- Discrimination is prohibited on
. nine grounds:

Gender (man, woman, transsexual)

Marital status (single, married, separated,
divorced, widowed)

Family status (parent of a child under
18 or resident primary carer or parent

of a person with a disability)

Sexual orientation (gay, lesbian, bisexual,
heterosexual)

Religion (religious belief, background,
outlook, or none)

Age (all ages above the maximum age
at which a person is statutorily obliged
to attend school)

6.2.3 Employment equality

. If you employ anyone, the

= Employment Equality Acts apply
to you. As an employer, it is your duty to
ensure that:

There is no discrimination when you
advertise job opportunities

There is equal pay for equal work

Employees are protected from harassment
and sexual harassment

You make reasonable accommodation
for potential and current employees
with disabilities

You ensure there is no victimisation of
employees who decide to take action
under the Acts

You take all reasonable practical steps to
prevent discrimination in your workforce
(please note that you are liable for all the

actions of your employees during the
course of their employment).

* Disability (people with physical,
intellectual, learning, cognitive or
emotional disabilities and a range of
medical conditions) In addition, you may take positive action that

* Race (race, skin colour, nationality, strives for full equality between employees.

ethnic origin)

* Traveller community (people identified 6.2.4 Equal status

both by travellers and others as having - The Equal Status Acts apply to
the shared history, culture and traditions your organisation if you do any
of a nomadic way of life on the island of the following:

of Ireland). « Sell goods

« Provide services (even if these are free)
There are a limited number of defined
exceptions to these categories: contact the
Equality Authority for further information.

* Provide accommodation and related
services

« Run an educational establishment.

. Under the Acts you:

« Must ensure you do not advertise in
a way that discriminates or harasses

« Must prevent harassment and sexual
harassment

« Must make reasonable accommodation
for people with disabilities




e May not victimise

* Must take all reasonable practical steps
to prevent discrimination (please note that
you are liable for all the actions of your
employees during the course of their
employment).

You may allow preferential treatment of, or
make special provisions for, disadvantaged
groups or individuals if this genuinely
promotes their equality of opportunity.

6.2.5 Reasonable accommodation

!. Under both Acts, there is an

B obligation do all that it is reasonable
to accommodate the needs of people with
disabilities. This might involve providing
special treatment or facilities if, without these,
it would be unduly difficult or impossible to
access and use goods/services, or to access,
participate in, advance in, and receive training
for, employment. Appropriate measures may
include the adaption of premises and
equipment, changes in the distribution of
tasks or patterns of working time, and so on.
You are only obliged to do so, however, if in
relation to employment, the measures do not
impose a ‘disproportionate burden’ on you and
if, in relation to the Equal Status Acts, they
involve no more than a ‘nominal cost’. This
will depend on the nature and size of your
organisation. If the state provides grants, for
example for physical adaptions to premises,
there may be an onus on the organisation to
avail of these.

6.3. Good practice
in equality

6.3.1 A strategic approach

! The law outlines the minimum
that you must do to ensure basic
equality in your organisation. However, you
should look beyond the law, by proactively
promoting equality and adopting, over time,
as many examples as possible of good
practice in equality, some of which are
outlined below. You should take a strategic
approach, with a clearly defined equality
policy (or similar) and plan with targets,
taking into account the resources — in terms
of knowledge, time and money — that you
have available to you at any one time.

6.3.2 Organisational culture

! Everyone in the organisation must be
committed to championing equality
in the organisation. If fears are expressed or
resistance is shown, this must be dealt with
sensitively, yet robustly. One of the most
important factors for success in terms of
equality is having an open and inclusive
atmosphere in which people feel free to speak
their minds. It is also important to be open to
change, as this is a fast-changing area of
work, and to have a solution-focused ‘can-do’
approach. If any changes to working practices
are required, they are usually minor and easy
to implement, provided that the will is there to
make them. Also note that making changes to
benefit one group of people may also improve
the situation for others (for example, if you
improve physical accessibility for wheelchair
users, you will also make it easier to get
around for people with prams).




6.3.3 Proofing

! In the 1990s, the concept of
poverty proofing was introduced.
When formulating new policies and projects,
proposals are assessed on whether they
have a positive, negative or neutral effect
on poverty reduction. Since then, gender
and disability proofing, and more recently,
equality proofing, have been introduced as
ways of assessing the potential impact of
new initiatives. It is worth considering this
approach for your organisation.

6.3.4 Accessibility
! Accessibility is a wide concept.

In people's minds, it is often limited
to physical accessibility in terms of lifts,
ramps, and the like. Certainly, these may
be important for users of wheelchairs, but
accessibility is much broader than this.
Consider also where your premises are located
or where you hold events. Are these places
easily reached by different forms of transport?
Are they welcoming? Are they properly signed?
Are your opening times and the times of your
events and meetings suitable for all types of
people? How do you communicate with
people? Have you considered any of the
following: audio, braille, disability friendly
websites, email, fax, large print, interpreters,
SMS/text, plain English, signers, video? Are
you sure you have no overly complicated
procedures that can be simplified?

6.3.5 Diversity

! Closely linked with accessibility

is diversity. Unless you ensure
accessibility for as wide a group of people

as possible, you will not have a diverse
organisation. Look at your current situation:
do your members, service users, staff,
governing body and volunteers reflect the
society in which we live or the community in
which you operate? Should they? It is unlikely
to happen organically, so what proactive steps
will you take to ensure diversity? If you do not
know where to start, there are many resources
that can help you. It is important that
everyone in the organisation is trained on
matters of equality. Assess where the training
needs in your organisation lie and source
information and training as appropriate,

for example, cultural or disability

awareness training.

6.3.6 Inclusion

_ How do you become a fully inclusive

=== organisation? Certainly by adopting
the approaches outlined above you are well
on your way. However, this is not an area for
complacency, and you must continue to ask
yourself hard questions, the answers to which
may require radical changes in the way you
work. Can you truly say that you are open to
all types of people, especially if you are set
up to serve a particular subsection of the
community? Are you really dealing with those
most at risk of social exclusion, or do people
fall through the net? Is the work you do
making society a better and more just place?
These are the issues that prompted
the setting up of many community and
voluntary organisations and the ones that
should continue to inform the ways in which
they work.



6.4 Checklist

Questions for

the organisation

Has your organisation discussed
discrimination and equality, and is
there common agreement about
dealing with these issues?

In progress

If you employ staff, do you understand
how the Employment Equality Acts
apply to your organisation?

If you run an educational
establishment, provide services or
accommodation, or sell goods, do you
understand how the Equal Status Acts
apply to your organisation?

Are you clear what is meant by
‘reasonable accommodation’ for people
with disabilities?

Do you have an equality policy or
similar?

Have you considered equality proofing?

Have you policies in place to
address issues of harassment,
especially sexual harassment?

Have you implemented any
accessibility measures?

Have you taken steps to make your
organisation more diverse?

Do you feel that you are a truly
inclusive organisation?

Have people in your organisation
undertaken any equality training?




6.5 Signposts

Please contact The Wheel
for further information:
The Wheel

48 Fleet Street,

Dublin 2

Tel: 01 — 454 8727
www.wheel.ie
info@wheel.ie

Additional signposts:

Department of Justice and Equality
Bishop's Square

Redmond's Hill

Dublin 2

Tel: 01 - 479 0200
http://www.inis.gov.ie/en/JELR/Pages/Equality
disability

Department of Social Protection
Social Inclusion Division
Gandon House

Amiens Street

Dublin 1

Tel: 01 — 704 3245/968/614
www.socialinclusion.ie

The Equality Authority
Birchgrove House
Roscrea

Co. Tipperary

Locall: 1890 — 245 545
www.equality.le

The Equality Tribunal
3 Clonmel Street
Dublin 2

Tel: 01 — 477 4100 or
Locall: 1890 — 344 424
www.equalitytribunal.ie



Some more useful signposts

Below is a list of further signposts that have
cross-cutting relevance and therefore were not
suitable to put in any one particular chapter.

Bar Council
Four Courts
Dublin 7

01 - 817 5014
www.lawlibrary.ie

* Voluntary Assistance Scheme

Institute for Managers of Community and
Voluntary Organisations

Coleraine House

Coleraine Street

Dublin 7
Tel: 01 - 873 4162
WWW.imcv.ie

Institute of Public Administration
57 — 61 Lansdowne Road, Dublin 4

Tel: 01 - 240 3600
www.ipa.ie

» Administration Yearbook and Diary, published
anually

National Adult Literacy Agency
Sandford Lodge
Sandford Close

Dublin 6
Tel: 01 - 412 7900
www.nala.ie

* Plain English Guides

Public Interest Law Alliance
c/o Free Legal Advice Centres
13 Lower Dorset Street
Dublin 1

Tel: 01 — 872 8048
www.pila.ie

SE Toolbelt
International

www.setoolbelt.org

* QOpen content resource hub for social
entrepreneurs




Glossary

Abstain
Accessible

Accountable
Agenda

AGM

Aims
Ancillary

Annual report

Anonymous
Appraisal

Articles of association

Assets register
Audit

Autonomous
Back-up

Benevolent society

Board of directors
Boundaries

Certificate of incorporation

Charitable Incorporated
Organisation

CHY number

To refrain from voting.
Easy to approach, reach, enter; obtainable; attainable.

Responsible; able to account for policies and actions
undertaken; open and transparent.

An outline for a meeting, with items to be noted, discussed
and voted upon.

AGM stands for Annual General Meeting; a meeting of all
members of an organisation, ordinarily held once a year.
Companies limited by guarantee are required to hold an
AGM each calendar year and not separated by more than
15 months.

The specific changes/benefits an organisation is aiming for.
Of secondary importance.

A report published by an organisation describing its activities
over the past year.

Unknown.
A review, usually annual, especially of staff performance.

Legal document for establishing a company, containing
the rules that apply for running the company. Also see
memorandum of association.

An up-to-date listing of all your assets (equipment, etc).

Usually, a detailed examination by an ‘auditor’ of an
organisation’s financial statements and records for the purpose
of determining that they are sufficiently accurate

and properly representative. The term can also apply to
non-financial information, for example, a skills audit.

Self-governing; independent; subject to its own laws only.
To copy computer files in case of loss.

A type of friendly society used as a structure by a minority
of voluntary organisations.

The governing body of a company.
Something indicating borders or limits.

A certificate provided to companies by the Companies
Registration Office.

A possible future legal structure for organisations in the
community and voluntary sector.

A number provided the Revenue Commissioners to
organisations with charitable purposes, granting certain
tax exemptions.



Cloud computing

Code of conduct

Collaborate

Commensurate

Community organisation

Company limited by guarantee
without share capital

Company secretary

Complacency

Comply

Confidential

Conflict of interest

Consensus
Constitution
Consultancy

Consult

Contract

Contractor

Copyright

Consortium

Cooperative

Co-opt

Delivering hosted services over the internet (infrastructure,
platforms and software).

A set of principles and expectations that are considered
binding on any person who is a member of a particular group.

Organisations pooling expertise and resources in order to be
more efficient and effective.

Having the same measure; proportionate.

A local not-for-profit organisation with a community
development focus.

An organisation incorporated under the Companies Acts and
registered with Companies Registration Office with members
rather than shareholders; members guarantee a set amount
(usually nominal) towards final debts.

By law a company must have a company secretary who is
responsible for ensuring all the legal requirements of the
company are met.

A feeling of security and self-satisfaction, often while unaware
of some potential risk.

To act in accordance with another's command, request, rule,
or wish.

Entrusted with secrets or private affairs.

This can occur if an individual or organisation ‘wears more
than one hat'.

Maijority of opinion; general agreement.
The governing document of an unincorporated association.
Providing (paid) expert advice/work.

To seek information or advice before undertaking a course
of action.

An agreement between two or more parties, written or verbal
and enforceable by law.

A person of company that provides materials or labour for
a service or job.

The exclusive legal right given to an originator of
information or other material to print, publish, perform, etc.

A cooperative working arrangement among groups
or institutions.

Working or acting together willingly for a common purpose or
benefit. Also the commonly used term for an industrial and
provident society.

To appoint to a committee on invitation by the current
committee.




Data controller

Deed of trust

De facto director

Delegate

Discrimination

Director

Diversity
Dividend

EGM

Ethos

Evaluation

Equality
Equity

Executive director

Exempt
Fraudulent

Friendly society

Governance

Governing body

HACCP

Headhunting

A person, defined under the Data Protection Acts, responsible
for keeping and using personal information about people,
whether on computer or in manual files.

The governing document of a trust.

A person who has not been validly appointed but who in effect
occupies the position of, and acts as if s/he were a director.
Considered a director for company law purposes.

To entrust work to another; a person authorised to act as a
representative for another.

The less favourable treatment of different types of people.

One of a group of persons chosen to control or govern the
affairs of a company.

Difference; variation.

A sum of money paid regularly by a company to its
shareholders.

Extraordinary General Meeting: any general meeting of the
members of the organisation that is not the AGM.

The underlying sentiment that informs the beliefs, customs, or
practices of a group.

Using monitoring and other information to make judgements
on how an organisation, project or programme is doing.

The quality of being the same in value.
Something that is fair and just.

Company director who is involved in the day-to-day
management of the company.

Free from an obligation or liability imposed on others.
Dishonest in the eyes of the law.

An organisation established under the Friendly Societies Acts
1896 — 1977 for various purposes, mostly to provide small
life assurance benefits, sick benefits and death benefits to
members, to provide benefits to non-members or to promote
particular activities or interests.

Taking overall responsibility for the work of an organisation.
The grouping of people in an organisation who undertake the
governance role.

Hazard Analysis Critical Control Point: a new food regulation
from the Food Safety Authority Ireland which has been
enforced since January 2006, requiring that all food handlers
work to a HACCP plan.

Actively searching for new employees or committee members.



Hierarchical structure

Honorary

Impact

Implementation
Incorporation

Induction

Industrial and provident society
Inputs

Intern

Liable
Management

Memorandum of association

Minutes

Mission statement

Monitoring
Multi-agency

Networking

NGO

Nominate

Non-executive director

A structure with a ruling body organised into orders or ranks
with each subordinate to the one above it.

A title or position conferred for honour only (unpaid).

The effect that an organisation has on wider society
(that is, beyond its direct users).

Putting ideas and plans into action.
The process by which an organisation takes on legal status.

The introduction and training process for new committee or
staff members. Sometimes known as ‘orientation’.

An organisation incorporated under the Industrial and
Provident Societies Acts 1893 — 1978. Most are profit-
making and allow distribution of profits amongst members.

Resources that an organisation uses to further its goals.

A student or trainee who works, often without pay, to gain
work experience.

(Legally) responsible.
Organising the work of an organisation.

Legal document for establishing a company, containing
the aims and powers of the company. Also see articles
of association.

Written record of the proceedings of a meeting.

A short statement of the overall purpose of the organisation,
usually concentrating on the difference it wants to make and
defining the values that it will work by.

Routine and systematic collection and recording of
information that can be used for evaluation purposes.

Multiple agencies working together to provide
integrated services.

The coming together of organisations to exchange information,
contacts and experience for mutually beneficial purposes.
Also: linking computers so that they can share data.

NGO stands for Non Governmental Organisation, a term for
the various types of charitable, social, civil society and other
not-for-profit organisations. In Ireland, the term is used mainly
in the context of internationally active development
organisations and environmental organisations.

To propose a candidate for election.

A director who is not involved in the day-to-day management
of the company, but nevertheless has the same responsibilities
as any other director.




Objectives

Officer
Operations
Orientation

Outcomes
Qutputs
Parameters
Partnership
Policy

Presenter

Proactive

Proofing

Protocol

PRSA

PRSI

Quorum

Quorate

Ratify

Reasonable accommodation

Reconcile

Registered office
Remunerate
Rules

Risk analysis and management

The practical steps an organisation will take to accomplish
its aims.

A committee member with a specific role.

The day-to-day work of an organisation.

See induction.

The changes or benefits resulting from services and activities.
What the organisation does; the ‘service’ it delivers.

Limits; boundaries; guidelines.

An arrangement between organisations for joint action.

A clear statement of intent about how an organisation
will behave over certain issues.

The person completing Company Registration
Office documentation.

Acting in advance to deal with an expected challenge.

Assessing the potentially positive, negative or neutral
impact of proposals.

A code of correct conduct.

Personal Retirement Savings Account, a simplified
type of pension.

A social welfare tax paid by employees and employers.

The number of members of a group or organisation
required to be present at a meeting to transact business
legally, usually a majority.

A meeting is quorate if a guorum is present.

To give formal consent to a decision, thereby making it
officially valid.

Providing special treatment or facilities for people with
disabilities if, without these, it would be unduly difficult
or impossible to access and use goods/services, or to
access, participate in, advance in, and receive training
for, employment.

To make one account consistent with another, usually
used as a financial term.

The official address of a company.
To pay someone for services or work.
The governing document of a friendly society.

The process of controlling the activities of an organisation to
minimise the effects of risks on it.



Secondments »  The temporary transfer of a member of staff (‘seconded’)
to another organisation or another department within
an organisation.

Server » A computer that manages access to a centralised resource
or service in a network.

Service level agreement » Usually, a contract between a statutory agency and a
voluntary organisation to provide services on behalf of
that agency.

Shadow director » Any person other than a professional advisor, with whose
instructions the directors of the company normally comply.
A shadow director has many of the legal responsibilities
of a director.

SMART » Objectives that are Specific, Measurable, Attainable, Realistic
and Time-bound.

Social finance » Provision of loan finance by organisations that seek a social
as well as a financial return.

Social media »  Web and mobile based technologies for interactive dialogue
amongst organisations, communities and individuals.

SORP » Statement of Recommended Practice: a set of standards
issued by the Accounting Standards Board and Charity
Commission in the UK. It is mandatory for charities in
the UK but not in Ireland.

Special resolution » In company law, special resolutions include those seeking
a change in the memorandum or articles of association,
changing the name of the company or a voluntary winding
up. Not less than 21 days’ notice must be given of special
resolutions. In addition they must be passed by 75% at
least of the votes cast by members.

Staggered replacement » To arrange replacements in alternating or overlapping
time periods.

Stakeholder » Any person or body that has an interest in what an
organisation does.

Statement of Guiding Principles » Voluntary set of principles for organisations that raise
for Fundraising funds from the public.

Statement of terms and conditions » The formal name for an employment contract.
Statutory » Relating to the structures and processes of the state.

Strategic plan »  The goals for the future of the organisation and the steps
necessary to achieve these over a defined period of time,
usually three to five years.

Strategy » A planned way of accomplishing specific goals.




Subcommittee

Subscriber

Sustainability

SWOT analysis

Tax reference number

Template

Tender

Teoranta

Terms of reference

Trademark

Trust

Trustee

Values statement

Vision statement

Voluntary organisation

Unincorporated association

Volunteer

Working group

A smaller committee dealing with specific issues that must
report back to a main commitiee.

The original seven or more members of a company limited by
guarantee who sign the memorandum and articles

of association.

Ensuring that an organisation can generate sufficient revenue
to be financially viable. Also, adopting environmental policies
and practices which minimise the impact of the organisation
on the environment.

A strategic planning tool which identifies an organisation’s
Strengths, Weaknesses, Opportunities and Threats.

A number provided by the Revenue Commissioners to enable
an organisation to deal with tax matters.

Anything that serves as a pattern or a model.

Make a formal written offer to carry out work or supply goods
at a fixed price.

The Irish word for Limited, as in a Limited Company. It is
abbreviated to Teo.

A brief written document outlining the purpose and
parameters of a committee.

Any sign which distinguishes the goods or services of one
company or organisation from that of another. Trade marks
can be registered.

A body without legal status, usually set up to hold funds

or property on behalf of a group.

Person legally charged with responsibility for a trust

and its funds. '

A statement outlining the principles and basic beliefs about
what really matters to your organisation and that guide how
things should be done.

A statement outlining why your organisation was founded
and why it has continued to exist; the ideal you are trying
to achieve.

A self-governing organisation that is separate from
government, does not distribute profits to owners/directors and
has a meaningful level of voluntary involvement.

An organisation that has no legal status of its own in the eyes
of the law.

A person who, of their own free will, undertakes unpaid work
for the benefit of others.

A time-limited group set up to progress a specific issue.
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Funding/fundraising 14, 20-21, 23, 28, 34, 36,
42-45, 49-56, 65-66, 68
- Funders 14, 28, 34, 42-45, 48-49, 54

Good practice 7, 10-11, 15, 20-23, 26-28,
32-33, 35-38, 43-50, 54, 56-63, 70-71

Governance 19-30, 32, 37, 44, 61

Governing body (see Committee)

Governing document 10-17, 21, 23-28, 33, 49

Health and safety 23, 48, 56, 60, 62-63, 66

Incorporation 10-14, 25

Induction 28, 37, 59-60

Industrial and provident society 10, 13-14

Information and communications technology 21,
56-57

Insurance 11, 63

Intern 42, 58, 60

Law 6-14, 17, 21-22, 25-26, 28, 43,
48-49, 55-65, 68, 70, 73-74
- Building regulations 56
- Charity 14, 49
- Company 10, 12-13, 17, 21-23, 25-27, 49
- Data protection 48, 57
- Employment 58-60, 62, 65, 68-70
- Equality 62, 68-70
- Freedom of information 57
- Copyright 57-58
- Health and safety 23, 48, 62-63, 66
- Licensing 56
- Planning 56
- Road safety 56
- Trade mark 57-58
- Trust 10-12

Law Reform Commission 10, 17
Liability 10-12, 63

Management 11, 15, 20, 22, 37, 40, 42-44,
46-47, 55-56, 60-66

Meetings 11, 20-30, 36-37, 43, 47, 71
- General meetings/AGMs/EGMs 23, 25-26, 28, 47
Members 11-15, 20-29, 35-37, 42-47, 52, 54-55, 66, 71

- Register of 23
- New members on governing body 27-28

Memorandum and articles of association 10, 12-14,
16-17, 23, 26, 33

Minutes 13, 23-24, 26-29
Mission 32-33, 35-36

Newsletter 23, 45, 47

Objectives 13, 21-22, 32, 35-36
- SMART 35
Officer 12, 23, 63
Operations 20, 35, 37, 54, 61, 68

Partners 33, 35, 37, 41-43, 50-51, 58

Planning 15, 22, 24, 26, 28, 32-37, 40, 43-44,
46-47, 54, 56, 59-63, 68, 70

Policy 7, 22, 26, 28, 32, 36-38, 42, 44-49, 55-57,
59-60, 62-64, 70-71
- Policy makers 42, 45

Premises 11-12, 14, 21, 28, 37, 53-54, 56, 63, 70-71

Quorum/quorate 11, 21, 27

Rates 14
Registered office 13, 25
Regulators 10, 12-15, 17-18, 21, 25-26, 54-55, 58,
63, 66
- Charities Regulator 10, 14, 42
- Commissioners for Charitable Donations and Bequests
in Ireland 10, 12, 17
- Companies Registration Office/CRO 10, 12-13, 17,
25-26, 44
- Director of Corporate Enforcement 10, 12, 17, 27,
30, 42
- Data Protection Commissioner 42, 66
- Food Safety Authority of Ireland 63, 66
- Registrar of Friendly Societies 10, 12, 18
- Revenue Commissioners 10-12, 14-15, 17, 21,
54, 58, 66
- Standards in Public Office Commission 55, 66



Remuneration and expenses 20-21, 44, 47, 56, 58-60

- Board 20-21, 44, 47
- Staff 44, 56
- Volunteers 20, 60
- Third party contractors 60
Reporting 14-15, 20-21, 25, 28, 38, 42-45, 47-49,
55, 61, 63
- Annual report 14, 28, 44-45, 47, 63

Resources 22, 25, 32-33, 35-36, 44, 46-47, 49-50,
53-66, 70-71

Revenue Commissioners 10-12, 14-15, 17, 21, 54,
58, 66

- Charity number 14, 20-21, 49
- Tax clearance 54, 66

- Tax exemption 14-15

- Tax reference number 15

Risk (also see Health and safety) 7, 22, 35, 37, 44,
48, 52, 54-55, 61-63

- Vetting workers 48, 52
Rules 10-12, 14, 23, 25

Secretary 13, 23-27
- Company secretary 13, 25-27

Service delivery/users 8, 15, 33, 35-37, 42-49, 51,
54, 57-58, 70-71

Social exclusion 71, 73
Social media 46

Special resolution 26

Subcommittee 11, 20-21, 26-29, 36-38, 42, 44, 61
Subscriber 12-13
SWOT analysis 35

Tax (see Revenue Commissioners)

Terms of reference 7, 21, 28

Trade mark 57

Training 28-29, 37, 46, 48, 58-60, 70-74
- Trainees 42, 60, 64

Treasurer 23, 25-26, 56
Trust 10-12, 14, 16-17, 54, 66

Unincorporated association 10-11, 14

Values 32-33
Vehicle 56, 63
Vision 22, 31-33, 35-36

Volunteer 15, 20-21, 23, 28, 35-37, 42-44, 48,
54, 58, 60, 63-66, 71

Voting 11, 15, 21-22, 27-28
- Abstaining 22, 27

Website 36, 46-47, 71, 74
Working group 20-21, 28, 37-38

Staff (also see Employment) 11-12, 15, 20-22, 24-29,
35-37, 42-44, 46, 48, 50, 54, 58-63, 65, 68, 71-72
- CEOQ/most senior member of staff 22, 24, 26, 44, 59
- Line management 42
- Pensions/PRSAs 59-60
- PAYE 15
- PRSI 15, 58
- Recruitment 22, 59, 60, 65
- Representation on board 21
- Supervision 22, 24, 37, 59, 65
- Unfair dismissal 21, 60
Stakeholder 20, 22, 36, 42-44, 50-51
Stock 56, 64
Strategy 15, 32-37, 43-44, 50-51, 61, 64, 70
Structure 9-17, 28, 44, 46, 58, 68
- Organisational structure chart 28, 58
- Review 15







This is the first guide of its kind in Ireland and can be used by
any community, voluntary and non-profit organisation, any NGO
and charity, regardless of age, size, location and area of focus.

It provides factual information about the legal obligations that
organisations in the community and voluntary sector face, as
well as practical advice on how they can run their organisations
in line with good practice standards.

You can read it from cover to cover, or more likely, you can use
it as a reference tool as and when needed.

The Wheel

48 Fleet Street
Dublin 2

Tel: 01 — 454 8727

Email: info@wheel.ie

Website: www.wheel.ie

You can find us on Facebook and Twitter

Charity number: CHY 13288
©The Wheel, Second Edition 2012

Price: €20
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