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INTRODUCTION 

There is a long history of non-statutory organisations providing health and social 

services in Ireland. Such organisations vary in scale and complexity – ranging 

from large independent acute hospitals to local community based organisations 

providing social care services.  

 

The object of the HSE is to use the resources available to it in the most 

beneficial, effective and efficient manner to improve promote and protect the 

health and welfare of the public. 

 

The introduction of the HSE Management Framework for the revenue funding of 

the non-statutory sector provides a Standard National Approach to the 

governance arrangements for the funding to the sector. 

 

This Framework includes the use of standard governance documentation, which 

are a requirement for all funding provided by the HSE to voluntary organisations. 

 

Information on the different types of documentation and when they are used is 

available on the HSE website. 

http://www.hse.ie/eng/Publications/Non_Statutory_Sector/ 

 

 

 

This document has been prepared to provide a resource guide for small 

organisations who are applying for grant aid from the HSE, either through care 

group specific, community care, or National Lottery funding sources. 

 

It is intended for use in cases of funding below €50,000.   

 

The document for use in such funding scenarios is the  

GRANT AID AGREEMENT. 
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This document and an explanatory guide are available on the HSE Website  

http://www.hse.ie/eng/Publications/Non_Statutory_Sector/ 

The “Guide to the Grant Aid Agreement” provides an explanation of the sections 

of the agreement. 

 

This document seeks to provide guidance on the information needs of 

organisations who are faced with these specific section requirements for the first 

time. The document will either provide instruction or direct organisations to 

approved websites which will contain the relevant instruction. 

 

 

 

Part 1 Covers the Agreement and the various sections. 

 

Part 2 Covers the Application  
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Part 1 Grant Aid Agreement 

Only sections which may require additional organisational administration have 

been covered.   

 

Section 1 Introduction 

This Section deals with general matters in relation to the named organisation 

relating to the agreement. 

 

Section 1.6 Emphasises the need for the Organisation to adhere to good 

corporate governance practice and to complete the Governance Self-Evaluation 

Questionnaire which is available on the HSE Internet and Intranet sites if the 

grant is over €50,000. 

 

For organisations in receipt of grants under €50,0000, there are no 

additional or new requirements arising from this section 

 

Section 2 General 

This section sets out a range of general provisions in relation to the grant 

agreement. 

 

The only potential additional requirement for an organisation comes in    

Section 2.7 Charitable Status / Tax Clearance Requirement.  

Which requires the organisation to supply the HSE with a valid Tax Clearance 

Certificate or Charity Number (CHY) in order for payment to be made.  

 

If the amount of the grant is lower than the €6,500 (inc. VAT) threshold set in the 

HSE Financial Regulations and the organisation is not in a position to furnish a 

Tax Clearance Cert or CHY No, this will be noted in Section 10 and the grant 

may be paid. 
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If the Grant is over €6,500 than an organisation must have either a charity 

number or Tax Clearance Certificate 

 

Information on both routes is available through the Revenue Website 

WWW.Revenue.ie  

 

Extracts of particular relevance have been included as appendices to this 

document. 

 

Charitable Status 

Appendix 2 -:Provides information on charitable status from Revenue. 

Appendix 3 -: Application for charitable status from Revenue. Please be advised 

you may also apply on line. 

 

Tax Clearance 

Appendix 5 -:Information on Tax Clearance requirements 

Appendix 6 -:Application for Tax Clearance Certificate Please be advised you 

may also apply on line. 

 

Section 3 Management 

This section sets out a range of matters relating to good governance practice in 

the organisation. 

 

Potential additional requirements for an organisation some under 

3.1 Governing Document 

Which sets out the requirement for the organisation to have appropriate 

governing documents.  

 

If your organisation is incorporated it will have governing documentation under 

Company’s legislation know as the Articles and Memorandum of Association. 
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If your organisation does not have any written document which sets out the rules 

and aims, it will need to create one. 

 

This document is commonly known as a constitution. 

 

Appendix 1 sets out a guide to the creation of such a document. 

Appendix 2 sets out an example of a simple constitution for a fictitious 

organisation. 

 

 

Section 3.2 Meetings and Records. 

Requires the organisation to hold regular meetings of its governing body, keep 

records of meetings and follow its election or selection arrangements. 

 

The existance of the constitution or other governance document will set out the 

frequency of meetings. 

 

If your organisation does not formally minute meetings the following will provide 

usefull starting points. 

 

Appendix 7 provides  templates for meeting Agenda and minute taking. 

 

A valuable source of information regarding the functioning of committees is the 

website WWW.diycommitteeguide.org  

 

Section 3.3 Conflict of interest 

Requires the organisation to avoid conflicts of interest and not to influence 

decisions in order to gain advantage for themselves or others relating to the 

agreement. 
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For small organisation this will be covered by the inclusion of a section in the 

constitution precluding members from using their positions for personnal gains 

other than those provided by the organiations Aims and objectives. 

This is in section 8 of the constitution instruction above. 

 

 

 

Section 3.5 Insurance cover 

Puts the onus on the organisation to ensure that it has appropriate insurance 

cover for activities undertaken with the grant funding. 

 

This should be a matter of best practice, should an individual organisation have 

issues/concerns regarding the levels necessary please seek the advise of your 

key contact within the HSE. 

 

 

Section 3.7 Children and Vunerable Adults 

Sets out the requirement of the organisation to have clear policies and 

procedures to safeguard children and vulnerable persons and their obligation to 

comply with all legal requirements and national guidelines in respect of such 

matters.  

 

This is relevant if the organisation in delivering its aims and objectives comes into 

contact with children or adults within the category of vunerable due to age, 

disability etc.  

 If your organisation does not have such contact than this section is not directly 

relevant. 

 

This section is particularly relevant where volunteers or provider personnel are 

involved with children or vunerable Adults.  
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The organisation must have relevant policies and procedures in place to ensure 

the safeguard of these individuals. 

 

Appendix 8 of this document contains detailed information for voluntary 

organisations on Garda Vetting. 

 

The website of The Disability Federation of Ireland 

WWW.Disability-Federation.ie  contains valuable information on Human resource 

issues for voluntary organisations. 

  

Another  valuable source of information regarding policies and procedures for 

committees is the website WWW.diycommitteeguide.org  

 

Section 3.8 to 3.10 Abuse/complaints etc. 

Sets out the principle that the safety of participants is paramount. The 

organisation must ensure that participants are aware of their right to be free from 

abuse and it’s obligation to  have a formal policy on Protection from Abuse and a 

Complaints Procedure accessible to all. 

 

Obliges the organisation to fully investigate any allegations of inappropriate or 

illegal behaviour by staff, employees, volunteers or agents in relation to any 

participant. 

 

Obliges the organisation to take all necessary actions to ensure the safety and 

protection of participants in the event that any employee, officer, volunteer or 

agent has behaved illegally, wrongfully or inappropriately irrespective of whether 

through their action or failure to act and report the matter to all relevant 

authorities. The same provisions apply where the organisation becomes aware of 

an allegation or complaint of illegal, wrongful or inappropriate behaviour. 
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For most small organisations without paid employees and/or direct 

involvement with children or vunerable adults the inclusion of section 9 in 

the constitution will suffice. 

 

For larger organisations or those with involvement with children or vunerable 

adults it is advised that a complaints policy is developed in line with the HSE 

policy “Your service your say” 

  

Appendix 9 Contains the requirements of a complaints policy 

 

 

Section 4 Financial Management 

This section sets out a range of matters relating to financial and accounting 

matters. 

 

A new requirement may be the fact that the HSE are now requiring the 

Organisation to have a bank account in it’s own name. 

 

This is a fundamental financial governance requirement and the organisation will 

need to comply, however it is inportant to note that it is equally valid to have a 

post office or credit union account.   

 

Audited accounts are only required in organisations with total funding of 

over €150,000. 

 

For smaller organisations where it was the practice to submitt receipts and 

payments to the HSE for the amount of the grant aid, this covers the 

requirements of reporting and accounts.   

 

Again the website for the Disability Federation WWW.Disability-Federation.ie 

contains valuable information with regard to financial management. 
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Section 5 Equality 

Requires the organisation to comply with a range of legislation relating to equality 

and disability and to ensure that it has the necessary structures and systems in 

place to ensure compliance. 

 

States that the organisation will not discriminate on the grounds of gender, 

marital or family status, age, race, religion, disability, sexual orientation or 

membership of the Traveller Community. 

 

Allows the organisation to target activities towards specific groups in order to 

address discrimination or social exclusion without breaching the provisions of 

Section 5.1 or 5.2 above. 

 

For most small organisations the inclusion of  section 4 in the constitution 

will suffice in this regard. 

 

 

Section 6 Employment Practices 

This section deals with matters relating to the employment practices in the 

organisation. 

 

For small organisations without paid employees this section is not relevant 

 

If paid staff are involved than the appendix on Garda Vetting in Appendix 8 is 

relevant. 

 

Further information etc. is also available for such organisations in the previously 

mentioned WEB sites. 
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Section 7 Monitoring and accounting for activities. 

This section deals with matters relating to monitoring and accounting for the 

activities carried out using the grant funding. 

 

Section 7.1 Secvise activity/quality 

Organisations will need to keep records of the activities undertaken by the 

organisation with the use of the Grant funding. 

 

Annual reports, newletters or existing membership communications may be 

sufficent, if no such records exist than the organisation needs to ensure it can 

provide some form of evidence of the activities undertaken with the grant funding. 

 

Section 7.2 Complaints records 

See section 3.8-3.10 above. 

 

For most small organisations without paid employees and or direct involvement 

with children or vunerable adults the inclusion of section 9 in the constitution will 

suffice. 

 

For larger organisations or those with involvement with children or vunerable 

adults it is advised that a complaints policy is developed in line with the HSE 

policy “Your service your say” 

  

Appendix 9 Contains the requirements of a complaints policy 
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Part 2 Application 

 

Introduction 

The objective of the Executive is to use the resources available to it in the most 

beneficial, effective and efficient manner to improve, promote and protect the 

health and welfare of the public.  It is legally obliged to account for all expenditure 

on health and personal social services and to ensure value for money (VFM) in 

service delivery.   

Application processes exists for agencies to apply to the HSE for funding to 

support services which seek to improve, promote and protect the health and 

welfare of the public, however it should be noted that  funding is limited and most 

will be committed to existing services. 

 

Specific funding streams exist which may be open to new applications 

annually.  

1. National Lottery 

For grants provided for under the National Lottery scheme the HSE advertise the 

availability of the funding, the application criteria and process, annually in the 

local and national press.   

 

All the applicants are co-ordinated regionally and assessment criteria are utilised 

to prioritise these within the available funding. Local input is then requested and 

adjustments may be made based on these local recommendations.  

 

2. Development funding for specific services. 

For new developments for enhanced delivery, service specifications are agreed 

and where applicable, there may be, local partnership fora to prioritise the clients 

with an assessed need for services within the available funding; the HSE then 

manage the  process for the delivery of the services to the prioritised clients. 

Various options are considered including: 

� Supplying the service directly though HSE facilities; 
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� Tendering for the provision of the service; 

� Utilising a preferred supplier if the client group are best served by 

this route and costs are within market norms; 

� Application route from existing providers. 

 

 

 

3. Local community care grants  

These grants are available annually within each local health office area, and may 

also include “In Kind” supports such as accommodation, training, possible 

secondment of staff/provision of assistance and/or advice by HSE staff on work 

the non-statutory agency is undertaking.  These Grants are made each year 

however many are paid on a recurring basis. These are open to community 

groups/non statutory agencies who are providing community services which 

provide social care services which support improve, promote and protect the 

health and welfare of the public.  

 

Organisations may make application to the HSE through either their Local Health 

Office or the relevant national care group directorate. Contact details are 

available on the HSE Website – www.hse.ie  under Find a Health Service; 

 

These applications will then be considered within the availability of funding. This 

application process will include an assessment of: 

 

 Evidence of performance in previous years; 

Capacity to deliver; 

A validation of the identified need for the services/activities using evidence based 

justification; 

The proposed service or activity should have explicit objectives on throughput 

and outcomes; 
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The extent to which the current services provided by the non-statutory agency 

meets current Business Plan priorities and/or strategic directions of the HSE; 

The extent of demonstrated commitment to relevant quality standards; 

The outcome of previous evaluation of services or activities provided or engaged 

in by the non-statutory agency; 

A thorough examination of estimates/financial costings should take place and the 

extent to which the application represents value for money and the financial 

performance of the provider should be assessed; 

The adequacy of governance and accountability arrangements, including 

adequacy of internal audit and internal controls commensurate with the nature 

and scale of the non-statutory agency’s operations.  

 

An Application form is included in Appendix 

 

Where the grant provided is of a Capital nature, the non-statutory provider 

must formally agree to engage in the HSE process to protect the State’s 

interest and the HSE shall not progress the capital funding application until 

this commitment is formally obtained from the provider in question. 

 

 

Appendix 10 provides the Application Form. 

 

 

 

 

 

 

 

 

 

 



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 14 

 

 

The Graph below illustrated the process for the provision of grant aid, 

under €50,000.  
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Conclusion 

 

While it is acknowledged that some aspects of the new governance 

arrangements, will incur additional administrative burdens on small organisations, 

providing personal health and social services, the HSE seeks to minimise this as 

much as possible, and will provide as much assistance as is necessary to ensure 

the contribution made by this essential sector is maintained.   

 

 

 

 

 

 

 

 

 

 

 

Disclaimer: While every care has been taken in the preparation of the 

information provided in this guide, it does not constitute any legal or other 

professional advise, and the HSE would advise readers to seek specific 

advice in relation to any decision or cource of action.  

 

 

 

 

 

 



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 16 

 

 

 

Listing of Appendices 

 

Appendix 1  Provides a guide to preparing a constitution 

 

Appendix 2  Provides an example of a simple constitution for a youth   

  organisation for your information. 

 

Appendix 3  Provides information on charitable status from Revenue. 

 

Appendix 4  Application for charitable status from Revenue. Please be advised  

  you may also apply on line. 

 

Appendix 5  Information on Tax Clearance requirements 

 

Appendix 6  Application for Tax Clearance Certificate Please be advised you  

  may also apply on line. 

 

Appendix 7  Template for Agenda and minutes 

 

Appendix 8  Garda Vetting information 

 

Appendix 9  Complaints procedure 

 

Appendix 10  Application Form 
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FURTHER INFORMATION 

 

The following sites are recommended 

 

The HSE’s website has a specific section which provides access to all the 

relevant documentation for the HSE’s Governance Framework for the Revenue 

funding of the Non-Statutory Sector. Including this Guide. 

http://hse.ie/eng/Publications/Non_Statutory_Sector/ 

• S39 Grant Aid Agreement 

• Guide to the Grant Aid Agreement 

• Application form  

• Frequently asked questions 

• Etc. 

 

The Disability Federation of Ireland 

WWW.Disability-Federation.ie  This Website contains information on 

• Organisational Development 

• Planning and Governance 

• Forming a company 

• Financial management 

• Human resources 

• Garda Vetting 

And much more 

 

WWW.Artscouncil.ie/publications A Practical guide for board members of Arts 

organisations 
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Although this publication was created for the Arts Council, its content is equally 

applicable to board members of all voluntary incorporated entities.  

 

WWW.diycommitteeguide.org Although this resource was developed in Northern 

Ireland it provides a valuable source of information to organisations in all 

locations. 

• Templates for  

  Risk Management 

  Recording minutes of committee meetings 

  Draft Agenda for meetings 

• Examples of policies and procedures 

 

WWW.CRO.ie Company Registration Office provides all the information you 

need if you decide to incorporate your organisation. 

 

WWW.Revenue.ie Provides information on Tax Clearance and Charity Status  
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Appendix 1 Writing a constitution 
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Step by step help with writing a constitution 

A constitution is simply the aims and rules that your group will use. It’s a 

statement of what your group is going to do and how it is going to do it. 

It is important because: 

• Without this written understanding people can easily find 

 themselves at cross purposes and the jobs won’t get done 

• It will serve as a reference, and help to resolve problems in times 

 of controversy 

• Outsiders, especially potential funders, will want to see that your 

 group is democratic and accountable. This involves having a clear 

 procedure by which decisions are made.  

• It is also a condition of the Governance Framework for HSE funding to 

voluntary Groups. 

 

This guide will help you to draw up a constitution for a small group such as an 

Active Retirement Association orYouth group. It will work well for you if you want 

a simple, uncomplicated structure to guide your group.  

 

It is not suitable if you are employing workers, buying premises or dealing with 

large amounts of money. This would involve incorporation and you can find the 

necessary information for this in the Companies Registration Office Website 

www.cro.ie   

 

 

It is important to try and get a constitution that actually reflects the way in which 

you do things, or want to do things. There is no point in lumbering yourself with a 

lot of bureaucracy you don’t want, or writing down loads of things you don’t 

intend to do, simply because you think they are what people expect. 

It is sometimes useful to look at other groups’ constitutions, so we have provided 

a sample constitution from a fictitious group in appendix 2 of this document. 
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It is still a very good idea to work through this guide to make sure you write a 

constitution which suits your group. 

 

 

 

What do you put in a constitution? 

Constitutions usually cover the following areas: 

1. Name of organisation 

2. Aims 

3. Members 

4. Equal Opportunities 

5. Committee & Officers 

6. AGM & other meetings 

7. Rules of procedure 

8. Finances 

9. Freedom from Abuse / Complaints 

10. Amendments to constitution 

11. Dissolution 

 

The next section of this guide goes through each of these areas in turn. 

 

You might find it useful to sit down with the members of your group and work 

through the following questions. Keep detailed notes of the discussion. 

 

1. NAME OF ORGANISATION what will you be called? 

Do you want a name that reflects the area you are based in, what you are doing, 

or both? Does it need to be ‘catchy’ so people easily remember it? Why not come 

up with some ideas and then go and ask other people who are not involved in the 

group what they think. 

 

2. AIMS: what are your aims? 
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Your aims, sometimes called objectives or mission statement, are a statement of 

your long term goals: what you want to achieve and how you want to achieve it. 

This is probably the most important part of your constitution and needs to be very 

clear. 

Discussing your aims and objectives will help you to make sure that everyone in 

the group agrees on the purpose of the group and what it will be doing. If your 

aims are clearly written, you can use them to let others know what your group is 

about. 

Your aims should include information about the area you are working in, who will 

benefit from the activities of the group, and how they will benefit. 

 

 

3. MEMBERS: who will your members be? 

Any group will be composed of members. 

Who can be a member? 

You need to decide who will be entitled to be a member. 

This could be: 

• Everyone who pays a membership fee; or 

• Everyone who lives in a certain area; or 

• All users and volunteers at the project; or 

• Anyone who supports the aims of the group and participates in its 

 activities 

Will there be a membership fee? 

Whether you have a membership fee is entirely up to you. The advantages are 

that it makes it very clear who is a member (the people who have paid) and it 

raises a bit of money. The disadvantages are that it may put people off and that it 

can be fiddly to collect the money. 

If you choose to have a fee, will it be weekly, monthly or yearly? How much will it 

be? You could decide this each year at your AGM, but remember to put this in 

your constitution. 

How can people join? 
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In some organisations people become members automatically when they move 

into an area, start volunteering or using the services that the group provides. 

Alternatively, you could have a membership form that people fill in when they 

want to join. You need to decide who they must give this to, and if they become a 

member when they hand in the form, or if their membership has to be approved 

by a meeting of the committee or the group. 

Even if you plan to have a very open membership it is a good idea to have a 

membership list. It is then clear who you mail about meetings, who can come, 

and who can vote. 

Ceasing to be a member 

When will somebody stop being a member? Will it be: 

• When they move out of the area? 

• When they stop volunteering or attending activities? 

• When they have not paid any membership for a set period of time? 

• When they have done something that goes against the aims of the group? 

 

You may wish to include a section which prohibits individual members from 

utilising their position within the organisation to gain advantages for themselves 

other than the advantages gained through the stated aims and objectives. 

 

4. EQUAL OPPORTUNITIES 

A full equal opportunities policy is usually a separate document to the 

constitution. However, you may want to include a statement of your commitment 

to equal opportunities in your constitution as well, for example “The group will not 

discriminate on the grounds of gender, race, colour, ethnic or national origin, 

sexuality, disability, religious or political belief, marital status or age.” 

 

5. COMMITTEE & OFFICERS will you have a committee? 

Some groups have a committee which is elected once a year and is responsible 

for running the day to day affairs of the group. Other groups share or ‘rotate’ the 

jobs that need doing. 
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Running your group with an elected committee 

If you choose to have a group of people to run your organisation they will usually 

be called the management committee. 

It is up to you to decide how many committee members you will have and what 

officers you want. 

The committee is usually made up of members of the group and elected once a 

year at the Annual General Meeting. 

Officers have responsibility for specific jobs. These are usually: 

• Chair 

• Secretary 

• Treasurer 

You can choose to have people who are responsible for other tasks 

such as:- 

• Press Officer 

• Fundraiser 

• Membership secretary 

Decide whether your officers will be elected by the full membership at the AGM 

or by the committee at its first meeting. 

 

The committee may also invite other people to serve on the committee (known as 

co-opting). They may be members of the group but can come from outside, and 

are generally co-opted because they have particular skills or knowledge (such as 

fundraising or accountancy). 

Running your group without a committee 

Many groups with modest aims and activities run very successfully without an 

elected committee. In this instance, the entire group is the ‘management 

committee’ and everyone is responsible for the group’s affairs. 

 

You will still need to have members that take responsibility for long term tasks 

such as managing the money. It is useful to decide in advance of each meeting 

who will be the Chair or Facilitator and who will take minutes. When you make 
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decisions (such as running a press campaign or organising a fundraising event) 

you will also need to decide who will be responsible for carrying them out. 

 

6. AGM & OTHER MEETINGS: what meetings will you have and how often will 

you meet? 

Annual General Meeting 

You will need to hold an Annual General Meeting (AGM) once a year. At the 

meeting you will have reports of your work for the last year and discuss your 

plans for the coming year. Many groups use this as an opportunity to involve their 

members in a celebration of their achievements. You will also elect your 

committee (if you have one) and can make changes to the constitution. 

 

Your constitution should state: 

•  How members will be notified of the date, time and venue of the AGM. How 

many weeks notice must they be given? 

• The maximum time there can be between AGMs. This is usually 15 months to 

allow some flexibility. 

• How many days/weeks in advance members can submit items for discussion 

• Whether nominations for the committee must be made in advance or taken on 

the day of the meeting 

• What the quorum will be. The quorum is the minimum number of members 

that must attend the meeting for it to elect officers or make decisions on 

behalf of the group. Take care not to make the quorum so high that you can 

never have a proper meeting. On the other hand, a quorum can prevent the 

organisation being taken in an unwanted direction by two or three people. 

 

Committee Meetings 

How often will the committee meet? Do you want to specify a minimum number 

of meetings? 

Who will be entitled to attend – just the committee or will it be open to all 

members? 
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Will there be a quorum for committee meetings? 

 

Note -: that the HSE require organisations to have regular meetings, this will be 

commensurate with the funding supplied therefore this should be considered 

when planning the timetable of meetings here. 

 

General Meeting 

These are meetings that all members can attend. You will need to state: 

• How often you will have a general meeting 

• What the quorum will be 

•  

Special General Meeting 

A Special General Meeting is used to discuss important matters that need to be 

put before the whole membership, such as an amendment to the constitution. 

They can usually be called by the committee or requested by members. Your 

constitution should state: 

•  How members will be notified of the date, time and venue of the meeting. 

•  How many weeks notice must they be given? 

•  What the quorum will be. 

•  

7. RULES OF PROCEDURE how do you want to make decisions? How will you 

run your meetings? 

When somebody makes a suggestion you will want to have a discussion. You 

can then make a decision by consensus, or by voting. Consensus decision 

making means that you will discuss an idea and try to find a solution that is 

satisfactory to everybody present by working it through together. 

If you want to make decisions by voting, it is usual to state that a simple majority 

is required, and that if there are an equal number of votes on each side, the chair 

will have an additional casting vote.  You could choose to have a combination of 

both, where you aim to make decisions by consensus but can have a vote if 

consensus cannot be reached. 
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How will you run your meetings? 

You don’t have to have the details of how you run your meetings in your 

constitution. However, it is useful to think about how your meetings will work. 

We suggest discussing this in the group and drawing up a set of meeting rules – 

e.g. raise hands/don’t interrupt/start and finish on time/stick to the item on the 

agenda/be respectful to each other. 

This is a working tool for the group and can be separate from the constitution. 

 

8. FINANCES: how will you look after your money? 

You need to spell out how you will deal with any money. 

You will probably want to state that: 

• A bank account will be maintained on behalf of the group at a bank agreed 

by the committee 

• Signatories to the account will be the officers of the association. 

• Each cheque will require two signatures one of whom will normally be the 

Treasurer 

• Records of income and expenditure will be maintained by the Treasurer 

and a financial statement given to each meeting 

• An annual statement of account will be presented to the Annual General 

Meeting 

• All money raised by the Association will be spent solely on the objects laid 

out in the constitution 

You may also wish to include exclusion here on personnel gain for individual 

members. 

• No individual member should benefit from this association other than as a 

result of the  aims  as specified in item 2 of this constitution. 

 

9. FREEDON FROM ABUSE / COMPLAINTS  

You will need to detail the policy of the organisation with regard to the protection 

of its members from abuse. 
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You will need to detail the obligation of members to act if he/she has knowledge 

of any abuse or wrongdoing against any individual by any person associated with 

the organisation.  

 

You should also give details of the access routes available to members to make 

complaints. 

 

This should detail the record management and resolution mechanisms for such 

complaints. 

 

10. CHANGES TO CONSTITUTION how will you make changes? 

Once you have agreed your constitution you should not need to change it without 

good reason. You need to decide: 

•  what meetings can decide to make changes to the constitution 

•  how much notice has to be given to members of the proposed changes 

•  if you will require a vote, and if it will have to be a simple majority or a 2/3 

majority 

 

11. DISSOLUTION how will you close the group down? 

At some stage you may decide you want to close the group down, and you need 

to have an agreed procedure by which this can happen. 

You need to decide: 

• who is entitled to make this decision 

• how much notice is needed 

• what would happen to any money and assets still held by the group 

 

SIGN AND DATE 

Your constitution should be agreed at a meeting of the group, and then dated 

and signed by the Chair, Secretary, or a representative of those present at 

meeting. 
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This shows that the constitution has been agreed by the whole group. This is 

useful if the status of the constitution is called into doubt at a future date. 

 

Now you are ready to draft your constitution 

• Agree one or two people who will draft your constitution based on your 

discussion. Have a look at our sample constitution to get some idea of 

how these are usually written. 

• Take the constitution to a meeting for formal acceptance by the group. Get 

it signed and dated. 

• File it somewhere where you’ll be able to find it next time you need it. 
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Appendix 2 Sample constitution 
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Constitution for Fingal Youth Action Group 

 

1. Name 

The name of the group shall be Fingal Youth Action Group 

 

2. Aims 

The aims of Fingal Youth Action Group will be: 

a) To bring together and foster understanding amongst young people from the 

diverse communities in Fingal and surrounding areas. 

b) To promote recreational activities, mutual support and joint aid among our 

members. 

c) To establish sports clubs and participate in different sporting activities 

d) To use dance, drama and music to share culture and experiences 

 

3.1 Membership 

Membership is open to anyone who: 

a) is aged between 16 and 30 years old; and 

b) lives in Fingal or surrounding areas; and 

c) supports the aims of Fingal Youth Action Group 

Membership will begin as soon as the membership form and first annual payment 

has been received. Please note that there is no requirement for membership 

fees they are optional. 

There will be an annual membership fee which will be agreed at the Annual 

General Meeting (AGM) and will be payable by all members. Please note that 

there is no requirement for membership fees they are optional. 

A list of all members will be kept by the membership secretary. 

3.2 Ceasing to be a member 

Members may resign at any time in writing to the secretary. 

Any member who has not paid their membership fee for one year will be 

contacted by the committee, who will then decide whether that member is 

deemed to have resigned. 
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Any offensive behaviour, including racist, sexist or inflammatory remarks, will not 

be permitted. Anyone behaving in an offensive way or breaking the equal 

opportunities policy may be asked not to attend further meetings or to resign from 

the group if an apology is not given or the behaviour is repeated. The individual 

concerned shall have the right to be heard by the management committee, 

accompanied by a friend, before a final decision is made. 

 

4. Equal Opportunities 

Fingal Youth Action Group will not discriminate on the grounds of gender, race, 

colour, ethnic or national origin, sexuality, disability, religious or political belief, 

marital status or age. 

 

5. Officers and committee 

The business of the group will be carried out by a Committee elected at the 

Annual General Meeting. The Committee will meet as necessary, and not less 

than four times a year. 

The Committee will consist of 8 members, and be composed of 4 officers and 4 

committee members. Up to 2 additional members may be co-opted onto the 

committee at the discretion of the committee. 

 

The officers’ roles are as follows: 

a) Chair, who shall chair both general and committee meetings; 

b) Secretary, who shall be responsible for the taking of minutes and the 

distribution of all 

papers; 

c) Membership secretary, who shall be responsible for keeping records of 

members 

d) Treasurer who shall be responsible for maintaining accounts; 

 

In the event of an officer standing down during the year a replacement will be 

elected by the next General Meeting of members. 
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Any committee member not attending a meeting without apology for three 

months will be contacted by the committee and asked if they wish to resign. 

The Committee meetings will be open to any member of Fingal Youth Action 

Group wishing to attend, who may speak but not vote. 

 

6. Meetings 

6.1 Annual General Meetings 

An Annual General Meeting (AGM) will be held within fifteen months of the 

previous AGM. 

All members will be notified in writing at least 3 weeks before the date of the 

meeting, giving the venue, date & time. 

Nominations for the committee may be made to the Secretary before the 

meeting, or at the meeting. 

The quorum for the AGM will be 10% of the membership or 10 members, 

whichever is the greater number. 

At the AGM:- 

a) The Committee will present a report of the work of Fingal Youth Action Group 

over the year. 

b) The Committee will present the accounts of Fingal Youth Action Group for the 

previous year. 

c) The officers and Committee for the next year will be elected. 

d) Any proposals given to the Secretary at least 7 days in advance of the meeting 

will be discussed. 

6.2 Special General Meetings 

The Secretary will call a Special General Meeting at the request of the majority of 

the 

committee or at least eight other members giving a written request to the Chair or 

Secretary stating the reason for their request. 

The meeting will take place within twenty-one days of the request. 

All members will be given two weeks notice of such a meeting, giving the venue, 

date, time and agenda, and notice may be by telephone, email or post. 



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 4 

The quorum for the Special General Meeting will be 10% of the membership or 

10 members, whichever is the greater number. 

6.3 General meetings 

General Meetings are open to all members and will be held at least once every 3 

months or more often if necessary. 

All members will be given two weeks notice of such a meeting, giving the venue, 

date, time and agenda, and notice may be by telephone, email or post. 

The quorum for a General Meeting shall be 10% of the membership or 5 

members, whichever is the greater number. 

 

7. Rules of Procedure for Meetings 

All questions that arise at any meeting will be discussed openly and the meeting 

will seek to find general agreement that everyone present can agree to. 

If a consensus cannot be reached a vote will be taken and a decision will be 

made by a simple majority of members present. If the number of votes cast on 

each side are equal, the chair of the meeting shall have an additional casting 

vote. 

 

8. Finances 

An account will be maintained on behalf of the Association at a bank agreed by 

the committee. Three cheque signatories will be nominated by the Committee 

(one to be the Treasurer). Any two of these must sign every cheque. The 

signatories must not be related nor members of the same household. 

Records of income and expenditure will be maintained by the Treasurer and a 

financial statement given to each meeting. 

All money raised by or on behalf of Fingal Youth Action Group is only to be used 

to further the aims of the Association, as specified in item 2 of this constitution. 

No individual member should benefit from this association other than as a result 

of the aims as specified in item 2 of this constitution. 

 

9. FREEDON FROM ABUSE / COMPLAINTS   
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It is the intention of Fingal Youth Action Group that every member will be entitled 

to freedom from abuse and that every member will be entitled to make a 

complaint to any member of the committee either in writing or orally at any time. 

The committee member will seek to deal with the situation locally if possible, 

however if a resolution is not possible, the committee member is obliged to report 

on any complaints received to the committee either at the next general meeting 

or if the complaint is of a serious nature to convene an immediate committee 

meeting to address the situation. A complainant is entitled to a reply from a 

committee member within 14 days of the date of the meeting at which the 

complaint was reported. 

 

All members are obliged to inform a committee member if he/she has knowledge 

of any abuse or wrongdoing against any individual by any person/s associated 

with the organisation.  

 

 A record of all complaints received will be maintained. 

 

 

10. Amendments to the Constitution 

Amendments to the constitution may only be made at the Annual General 

Meeting or a Special General Meeting. 

Any proposal to amend the constitution must be given to the Secretary in writing. 

The proposal must then be circulated with the notice of meeting. 

Any proposal to amend the constitution will require a two thirds majority of those 

present and entitled to vote. 

 

 

11. Dissolution 

If a meeting, by simple majority, decides that it is necessary to close down the 

Association it may call a Special General Meeting to do so. The sole business of 

this meeting will be to dissolve the Association. 
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If it is agreed to dissolve the Association, all remaining money and other assets, 

once outstanding debts have been paid, will be donated to a local charitable 

organisation. The organisation to be agreed at the meeting, which agrees the 

dissolution. 

 

 

This constitution was agreed at the Inaugural General Meeting 

of the Fingal Youth Action Group on:- 

 

 

date ………/…………/……………. 

 

 

name and position in group Signed: 

…………………………………………….. ………………………………… 

...................................................................... ………………………………… 
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Frequently Asked Questions Frequently Asked Questions Frequently Asked Questions Frequently Asked Questions ---- Charities Charities Charities Charities    

 

 

 

How do I register as a Charity?  

 

There is no legal framework for the registration of charities in Ireland. The Office of the 

Revenue Commissioners, Charities Section maintains a database of organisations to 

which they have granted charitable tax exemption. In granting tax exemption Charities 

Section give the body a CHY reference number. The full list of bodies granted exemption 

is published on the Revenue Commissioners website. 

 

 

How should I set up a Charity? 

 

All charitable organizations, if applying for tax exemption require a legal structure and a 

Governing Instrument. The form of Governing Instrument best suited to the function of 

any charity depends very much on the charitable purposes, the planned activities of the 

charity and how it is proposed to fund these activities.  

 

Charitable organisations mainly take one of three legal forms: 

 

• an unincorporated association with a Constitution or Rules; 

• a charitable trust established by Trust Deed; 

• a company governed by a Memorandum and Articles of Association. 
 

It is recommended that intending charities take their own advise on this issue. 

 

 

How should a governing document define an organisation’s purposes? 

 

An organisation must be constituted and operated exclusively for charitable purposes. In 

addition, it is a basic principle of charity law that an organisation’s objects must be 

expressed in precise rather than broad or vague terms. This identifies as clearly as 

possible a recognized charitable purpose.  

Exemption to tax will not be granted to organisations that have a mix of charitable and 

non-charitable purposes or where the objects of the body are considered to be either too 

vague or too broad. 

 

What are charitable purposes? 

 

While there is no legislation defining what is legally charitable it is generally determined 

by considering whether a particular purpose comes within one of the four broad 

categories: 

 

1 Trusts for the Relief of Poverty 
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2 Trusts for the Advancement of Education 

3 Trusts for the Advancement of Religion 

4 Trusts for other purposes beneficial to the community 

 

It is not unusual for a charitable body to come within more then one of the headings. It 

should be noted that not all purposes of benefit to the community would be considered a 

charitable purpose. In examining an application for tax exemption the Charities Section 

will examine the case with regard to the objects, the actual activity of the applicant body 

and with regard to established charity case law 

 

How do I apply for charitable tax exemption? 

 

Where a charitable organisation wishes to apply for exemption, it must submit a 

completed application form, (i.e. CHY 1) Please click here to download form-     

http://www.revenue.ie/en/business/charities.html 

to Charities Section, Office of the Revenue Commissioners, Nenagh, Co. Tipperary.  The 

following documents should be submitted in support of the application: -  

 

 Copy of the Governing Instrument - in draft format for a charity being newly               

formed. 

 

 Statement of activities to date and plans for next 12 months, including any trading 

activities being undertaken/proposed. 

 

 Annual reports and other documentation, if applicable. 

 

 Latest Financial Statements 

 

 List of Names, addresses, occupations and PPS numbers of the 

Officers/Trustees/Directors. 

 

Does a Charity have to apply for a tax exemption from the Revenue 

Commissioners? 

 

No, it is only necessary for a charity to apply to the Revenue Commissioners for 

Charitable Tax Exemption if it may incur a liability to tax. 

 

Will Charities Section advise upon draft governing documents? 

 

Yes, provided that a full application CHY1 and supporting documentation are submitted 

with the draft document. In order that organisations can alleviate costs in time and 

money, Charities Section is prepared to consider draft governing instruments. In 

considering whether a body might qualify for exemption to tax all other documents and 

information required on the application form must also be provided. If all is in order 

Charities Section will advise the applicant to finalize the governing documentation in 

order to proceed with the granting of the claim to tax exemption. 
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What reliefs from tax are available on the income and property of Charities? 
 

The tax code provides exemptions for charities as follows: 

 

• Income Tax - Sections 207 and 208, Taxes Consolidation Act, 1997 

• Corporation Tax (in the case of companies) - Sections 76 and 78 Taxes Consolidation 

Act, 1997 

• Capital Gains Tax - Section 609, Taxes Consolidation Act, 1997 

• Deposit Interest Retention Tax (DIRT) - Section 266 Taxes Consolidation Act, 1997 

• Capital Acquisitions Tax - Sections 17, 22 and 76 of the Capital Acquisitions Taxes 

Consolidation  Act 2003 

• Stamp Duty -  Section 82, Stamp Duties Consolidation Act 1999 

• Dividend Withholding Tax  - Chapter 8A, Part 6, Taxes Consolidation Act, 1997. 

 

We are a not for profit organization does that mean we are a charity and entitled to 

tax exemption? 

 

No, the absence of profit motivation does not automatically make a charity entitled to tax 

exemption. In examining an application for tax exemption the Charities Section will 

examine the case with regard to the objects, the actual activity of the applicant and case 

law. 

 

We are an unincorporated body and have been advised to change the legal structure 

of the organisation to an incorporated body governed by Memorandum and Articles 

of Association; will this affect charitable tax exemption? 

 

No, if the ethos of the organisation does not change then a body that wishes to change its 

legal structure should write to Charities section prior to the change, notifying us of the 

reason for the proposed change and enclosing a copy of the new draft Governing 

Instrument. 

 

Can a foreign charity be granted charitable tax exemption in Ireland? 

 

A charity will only be granted charitable tax exemption if it is legally established in the 

State and has its centre of management and control herein.  The majority of its directors 

must be resident within the State and the organisation must have a permanent 

establishment and conduct some operations within the State. 

 

Can a Director/Trustee be paid as director/trustee?  

 

In general no payments should be paid to Directors/Trustees other then out of pocket 

expenses. Specifically Directors/Trustees are not to be paid for holding such an office.  

 

Can an organisation that has charitable tax exemption have paid employees? 

 



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 4 

Yes, a charity that has employees should note that charitable tax exemption does not 

relieve it of its obligations as an employer to operate the P.A.Y.E. system for its 

employees. 

 

Is an organisation that has been granted charitable tax exemption exempted from 

VAT? 

 

No.  There is no general VAT exemption for charities.  However, there are a number of 

specific reliefs from VAT which may relate to charitable activities and are outlined in our 

leaflet CHY 10 (http://www.revenue.ie/en/business/charities.html 
), which can be obtained on our website. 

 

We have charitable tax exemption, do we still need to get a Tax Clearance 

Certificate? 

 

 

In the case of a body, which has been granted charitable exemption by the Revenue 

Commissioners, they will be issued with a Charity (CHY) Number. In certain instances it 

may be sufficient for a body just to quote their CHY number. Tax clearance would not be 

a requirement. 

 

An applicant with charitable tax exemption who has secured a Public Sector Contract or 

requires tax clearance in connection with an application for the renewal of an Excise 

Licence or certain other licences (including authorization required under the Consumer 

Credit Act 1995 and the Criminal Justice Legal Aid (Tax Clearance Regulations 1999) 

should apply on form TC1 for a General Tax Clearance Certificate to the Office of the 

Collector General. 

 

Does a body with Charitable Tax Exemption have to renew its tax exemption? 

 

No.  However, a charity must adhere to the conditions attaching to that exemption and is 

subject to review by Charities Section. 

 

Can Charitable Tax Exemption be withdrawn? 

 

Yes, tax exemption may be withdrawn (retrospectively if necessary) if the body does not 

comply with its charitable objects or to the conditions associated with the tax exemption. 

In such circumstances a charge to tax as determined by the Inspector of Taxes may be 

raised. 

 

What accounts does a body with Charitable Tax Exemption need to keep? 

 

Annual Accounts must be kept and made available to the Revenue Commissioners on 

request.  In the case of a body with income in excess of   €100,000 per annum audited 

accounts must be submitted.   
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Our charity is dissolving.  What information/documentation do we have to provide 

to the Revenue Commissioners?  
 

1.  The date the organisation ceases to exist officially, 

2.  Final set of accounts of the organisation.  

3.  Confirmation of how any residual funds, at the time of dissolution, were 

 distributed. 

 

What tax reliefs apply in the case of donations to Charities? 

 

All the information that you need is contained within our publication CHY 2 (http:// 

http://www.revenue.ie/en/business/charities.html) 
“Scheme of tax relief for donations to eligible charities and other approved bodies, under 

Section 848A, Taxes Consolidation Act 1997”, which is available on request from 

Charities Section, Office of the Revenue Commissioners, Nenagh, Co. Tipperary. 

Telephone No. 067 –63400 ext 63305/63308/63142 or on our website .  

 

 

 

CONTACT DETAILS 

 

Office of the Revenue Commissioners 

 Charities Section 

 Government Offices 

 Nenagh 

 Co. Tipperary 

 

Tel. 067 63400 ext. 63377 Fax 067 32916   Lo call 1890 66 63 33  Email: 

charities@revenue.ie 

 

 

It should be noted that the Revenue Commissioners can make available to any person the 

name and address of any charity which has been granted exemption from tax. 
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Appendix 4 Applying for Relief from Tax 
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1. INTRODUCTION 
 

This booklet has been produced in order to: 
 

• list the tax exemptions which are available for charities 
 

• explain what constitutes a ‘charity’ for exemption purposes 
 

• describe how a charity may apply for tax exemption 
 

• provide guidance on completing the application form  
 

• set out the conditions attaching to exemption from tax. 
 

 

2. WHAT RELIEFS FROM TAX ARE AVAILABLE ON THE INCOME AND 

    PROPERTY OF CHARITIES? 
 

The tax code provides exemptions for charities as follows: 
 

• Income Tax - Sections 207 and 208, Taxes Consolidation Act, 1997 

• Corporation Tax (in the case of companies) - Sections 76 and 78 Taxes Consolidation 

Act, 1997 

• Capital Gains Tax - Section 609, Taxes Consolidation Act, 1997 

• Deposit Interest Retention Tax (DIRT) - Section 266 Taxes Consolidation Act, 1997 

• Capital Acquisitions Tax – Sections 17, 22 and 76 of the Capital Acquisitions Taxes 

Consolidation Act 2003  

• Stamp Duty - Section 82, Stamp Duties Consolidation Act, 1999 

• Dividend Withholding Tax  - Chapter 8A, Part 6, Taxes Consolidation Act, 1997 

 

Section 848A of the Taxes Consolidation Act, 1997 provides for a scheme of tax relief 

for certain “eligible charities” and other “approved bodies” in respect of donations 

received on or after 6th April, 2001.  A charity may apply for authorisation as an “eligible 

charity” under the provisions of this scheme after it has been granted exemption from tax 

(i.e. assigned a CHY number) by the Revenue Commissioners for a period of not less 

than 2  years. 
 

It should be noted that:  
 

(i)  There is no general exemption in respect of Value Added Tax for organisations 

which are  

      granted charitable tax exemption.  ( Specific reliefs from VAT may however 

apply in certain  

      circumstances e.g. humanitarian aid, medical equipment etc. - see leaflet CHY 10) 

and 

(ii)  Employees of a charity are liable to income tax in the ordinary course under 

the PAYE  

        system. 

 
3. WHAT BODIES ARE ELIGIBLE TO APPLY FOR CHARITABLE TAX  

    EXEMPTION? 
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The Revenue Commissioners are responsible for the administration of the relevant tax 

exemptions and for this purpose determine whether a body of persons or a trust claiming 

the benefit of any exemption is established for charitable purposes only. An applicant 

body who is refused exemption has a legal right to appeal such refusal to the Appeal 

Commissioners who are independent of the Revenue Commissioners. 

 

In the first instance, applications for exemption are examined having regard to whether 

the body concerned is engaged in an activity under either one or more of the following 

headings:- 
 

•Relief of Poverty 

•Advancement of Education 

•Advancement of Religion 

• Other works of a charitable nature beneficial to the community.  (N.B. Not 

all   

purposes which may be beneficial to the community are charitable in law e.g. 

the promotion of sport and amateur games is not accepted as being legally 

charitable. However, approved athletic or amateur games or sports bodies 

may obtain exemption from Income Tax and Corporation Tax by contacting 

the Games and Sports Section and a separate leaflet is available in relation to 

‘Sporting Bodies’). 

 

In addition, Revenue requires that the body: 

• must be legally established in the State and have its centre of management and 

control therein.  There should be a minimum of three directors/officers/trustees the 

majority of whom must be resident within the State and the organisation must have a 

permanent establishment and some operations therein, and 

• must ensure that its objects and powers are so framed that every object to which its 

income or property can be applied is charitable, and 

• must be bound, as to its main object(s) and the application of its income or property, 

by a 

     Governing Instrument, e.g. Memorandum and Articles of Association in the case of 

an  

     incorporated body or Deed of Trust, Constitution or Rules in the case of an 

unincorporated body. 

 

A body which is granted charitable tax exemption will be issued a charity reference 

number e.g. CHY 1111 and this CHY number should be quoted in all future 

correspondence with Revenue. 
 
  

4. APPLYING  FOR  EXEMPTION  FROM  TAX 

 

a. Income Tax, Corporation Tax, Capital Gains Tax or DIRT 
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Where a charitable organisation wishes to apply for exemption, it must submit a 

completed application form.  (An application form is included with this booklet).  

Paragraph 5 following contains detailed instructions on how to complete the application 

form.  In addition to the completed application form, the body must submit for 

examination a copy of its formal Governing Instrument. i.e. either Deed of Trust, 

Memorandum and Articles of Association or Constitution/Rules, as appropriate.  For 

bodies who are not yet formally constituted a draft copy of the Governing Instrument 

should be submitted in the first instance as certain amendments and additions may be 

sought by Revenue. 

 

 

An outline of a Governing Instrument which shows the preferred layout and the clauses 

required is available on the Revenue website at http://www.revenue.ie or may be obtained 

by contacting Charities Section. 

 

 
b. Stamp Duty 

 

Exemption from stamp duty only arises where a transfer or lease has been made for 

charitable 

purposes in the State or Northern Ireland to a body of persons or a trust established for 

charitable  

purposes only. A claim for exemption from stamp duty cannot be considered in advance 

of the execution of the transfer or lease.  

 

To obtain exemption the relevant instrument should be lodged for adjudication with the 

Revenue Commissioners quoting the appropriate charity (CHY) number, where 

exemption has already been granted by the Charities Section. The location of the Solicitor 

representing the body liable for the payment of Stamp Duty determines which Revenue 

Office deals with the case. Galway Revenue Office at Hibernian House, Eyre Square, 

Galway deals with Galway, Donegal, Mayo, Sligo, Leitrim and Roscommon. Cork 

Revenue Office at Assumption Road, Blackpool, Cork deals with Cork, Kerry, Clare and 

Limerick and  all other counties are dealt with at the Revenue Office at Dublin Castle.  

 
c. Capital Acquisitions Tax  

 

A gift or an inheritance which is taken for a charitable purpose will be exempted from 

Capital Acquisitions Tax to the extent that Revenue are satisfied that it has been, or will 

be, applied to purposes which are charitable in law. 

 

To obtain exemption, details of the gift/inheritance for Dublin Applications should be 

sent to the Dublin Regional OfficeArus Brugha, 9/10 O'Connell St.,Dublin 1. For all 

other counties please contact the relevant Tax District for the charity in question quoting 
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the appropriate charity (CHY) number where exemption has already been granted by 

Charities Section.  If charitable exemption has not previously been obtained, the 

application form attached should first be completed and forwarded to Charities Section.  

When charitable exemption is granted the relevant charity (CHY) number should be 

quoted when making application for Capital Acquisitions Tax exemption. 

 

d. Dividend Withholding Tax 

 

A Charity which has been granted exemption under Section 207 of the Taxes 

Consolidation Act, 1997, may receive relevant distributions from companies resident in 

Ireland without the deduction of Dividend Withholding Tax where that Charity is 

beneficially entitled to the relevant distributions and where a declaration of their 

entitlement to exemption has been made.   
 

A declaration of exemption may be made by completing the appropriate section of the 

Composite Resident Form and lodging it with the “relevant person”.  A “relevant person” 

is defined as  

 

- a company resident in Ireland which makes a relevant distribution directly to 

the person beneficially entitled to the distribution; 

- a qualifying intermediary, where the relevant distribution has been made 

indirectly to the person beneficially entitled to the distribution via that 

qualifying intermediary; 

- in addition, where relevant distributions are made via an authorised 

withholding agent, that agent effectively steps into the shoes of the company 

and is the “relevant person” in relation to the distributions. 

 

The Composite Resident Form is available on the Revenue web-site at www.revenue.ie 

or directly from the DWT Section, Government Offices, Nenagh – Telephone 067-

63400 

 
5. NOTES FOR GUIDANCE ON HOW TO COMPLETE THE APPLICATION  

    FORM FOR CHARITABLE TAX EXEMPTION 

 

Please read these instructions carefully before you complete the application form 

attached. We have numbered each paragraph below to correspond with the number 

of each item on the application form.  You must answer all the questions on the form 

and submit it, when completed, with the information and documentation requested.  

Omissions and errors can lead to delays in the processing of the application. 
 

The term “body” is used throughout these notes and is applicable to companies, trusts and 

unincorporated organisations. 

 

If you need any help in completing this form, please contact Charities Section, 

Government Offices, Nenagh Telephone: 067-63400  Locall 1890 666333. 

Part  A  -  IDENTIFICATION 
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1.  Name of the body applying for exemption - This refers to the legal name of the 

organisation, association, corporation, trust, etc. that is seeking exemption.  The name 

entered on the form should be identical to the name of the body as it appears on its 

Governing Instrument (see Part B below).  Exemption is normally only granted in this 

name. 

 

2.  Any other name e.g. a trade name -  If the organisation operates under another 

name, please attach a statement indicating why this is necessary. 

 

3 & 4 Name and Role of Corrspondent – Name of Applicant on behalf of the body and 

position held i.e. secretary, chairperson, solicitor, accountant etc. 

 

5, 6,7,8 & 9 Permanent addresses, phone and fax numbers for future contact - These 

should reflect where the organisation is based and/or operates from. A post box number is 

not sufficient. 

 

10.  Tax reference number - If a tax reference number has been allocated to the body 

this should be stated. Such a number would have been obtained from the local Tax 

Office. If a body does not have a tax reference number already, it should get one at the 

local Tax Office. This is a separate requirement over and above the granting of 

exemption from tax.  However the body may apply for charitable exemption in advance 

of acquiring a tax reference number. 

 

11.  Correspondence address – only complete this if the address for correspondence is 

different to that given at no. 5. 

12. Employees – Please indicate whether the Charity has employees. 

 
 

13 Charitable Activity - 

     (a)  Please indicate under which of the charitable headings - Relief of  

          Poverty, Advancement of Education, Advancement of Religion, Other purpose of 

Benefit to the  

          Community, the application is being made 

     (b) Give a brief summary of the activities which are or will be carried on by the body 

to further the 

          main object as et out in its governing instrument. 

 
 

 

Part  B  -  DETAILS OF OFFICERS/TRUSTEES/DIRECTORS 

 

The full name and address  of every officer /trustee/director should be stated clearly.  

Also, any involvement or connection by any such person with another charity should be 

specified.  It should be noted that there should be a minimum of three officers 

/trustees/directors and who are not related.   
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Part  C  -  OBJECTIVES  AND  ACTIVITIES  - SUPPORTING INFORMATION 

 

1.  Governing Instrument - A body seeking exemption from tax as a charity must be 

established formally by a Governing Instrument. (In the case of a charity about to be 

newly formed it must propose to adopt a Governing Instrument).  To apply for 

exemption, a body can either be incorporated (i.e. formed as a company) or be 

unincorporated (i.e. established by a constitution, rules or trust.) 

A copy of the standard clauses required in the governing instrument of a body seeking 

charitable tax exemption is attached at Page 7 

  

You should provide an official copy of your Governing Instrument as follows: 

 

In the case of an incorporated body, you need to provide a copy of the Certificate of 

Incorporation and the Memorandum and Articles of Association. In the case of a body 

not yet incorporated, a copy of the draft Memorandum and Articles of Association will 

suffice.  It should be noted however, that an application for exemption will not be 

examined on the basis of a Memorandum and Articles of Association alone (See ‘F’ 

Enclosure Checklist). A copy of a standard Memorandum and Articles of Association for 

companies seeking charitable tax exemption is available on the Revenue website at  

http://www.revenue.ie/en/business/charities.html 
• or may be obtained by contacting Charities Section. 

 

In the case of an unincorporated body, an official copy or photocopy of the constitution, 

rules or trust document must be signed  by the current officers or trustees.  The document 

should also show the date from which it is effective.  If an unincorporated body does 

not currently have a Governing Instrument, it will need to draw up the appropriate 

document.  A copy of a sample Constitution for unincorporated bodies seeking charitable 

tax exemption is available on the Revenue website at 

http://www.revenue.ie/en/business/charities.html 
• or may be obtained by contacting Charities Section 

 

 

If the Governing Instrument has been amended at any stage e.g. by  supplementary 

deed(s) or by Special Resolution(s), copies of those amending documents should also be 

provided. 

 

 

2.Statement of activities to date and of activities proposed - This statement must fully 

describe all aspects of the operation or intended operation of the body applying for 

exemption.  If the description of the body's activities is vague or incomplete, or only a 

reiteration of the objects or purpose, this will delay the processing of the application as 

we will need to contact the body for more details.  The statement should refer to the 

objects or purposes set out in the Governing Instrument (see number 1) and explain in 

full how the body intends to accomplish each of these objects or purposes.  If the body 

has brochures, advertising or other published material, samples should be attached, as 

directed on the application form. 
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Part  D  -  FINANCE  AND  FUNDING 

 

1. (a)   Financial Statements - Financial statements normally include a Statement of 

Income and Expenditure as well as a Statement of Assets and Liabilities.  These 

statements should relate to the most recent complete accounting period. Where the 

annual income exceeds €100,000, accounts must be audited. If the body is not yet 

operating, or has not been in existence for a full year, a proposed budget or estimate of 

income and expenditure and assets and liabilities will suffice.  The statements or estimate 

should indicate the proposed sources of income and should also account for the entire 

operations of the body. 

 

(b) Please provide details of the accounts where charitable funds are held i.e. name, 

number and type of account 

 

(c) If the body engages professional fundraisers please provide details of same i.e. names, 

addresses and P.P.S. numbers 

 

2. Where the body has not commenced activity please provide details of projected income 

and expenditure and indicate the main sources of income i.e. Government or other Public 

Funded Grants.  

 

3. Trading - A separate exemption is available under Section 208, Taxes Consolidation 

Act, 1997 in respect of trading income derived by a charity in pursuit of its objects.  

Trading exemption is not granted automatically with charitable exemption and must be 

applied for specifically if the body is either currently or may, in the future, be engaged in 

trading. 

 

Trading by charities can take a number of different forms but must fall into one of two 

broad categories: 

 

 a. trades which are exercised in the course of the actual carrying out of a 

primary  

  purpose of the charity, or 

 

 b. trades carried on by the beneficiaries of the charity. 

 

In either case the profit of the trade must be applied solely for the purpose of the charity. 

 

 

 

Part  E  -  PROPERTY 

 

Provide details of of property owned by the body i.e. House/Office etc. 
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Part  F – ENCLOSURE CHECKLIST 

 

This checklist is provided for your assistance to ensure that all of the details required are 

provided with the initial application. Please remember that incomplete applications can 

lead to delays and further correspondence.  
 

 

 

 Part G - DECLARATION 

 

The Revenue Commissioners need accurate information to carry out their functions.  

Please take care to ensure that the information you are giving is correct.  The provision to 

the Revenue Commissioners of information which you know or suspect to be false in a 

material way may be an offence. 

 
 

 

Part H - ADDRESS FOR COMPLETED APPLICATION FORMS 

        

       Completed application forms should be forwarded to the Charities Section at the address provided.  

 

6. CONDITIONS ATTACHING TO EXEMPTION FROM TAX 
 

• The income and property of the charity must be applied solely towards the promotion of its  

           main object as set out in its Governing Instrument. 
  

• In all instances a copy of the first years financial accounts together with a report on activities  

           must be submitted to Charities Section within 18 months of the date that exemption was granted.  

           Furthermore, it should be noted that a body holding exemption may be reviewed periodically  

           towards ensuring that the income of that body continues to be applied for charitable purposes 

only. 
 

• If it is proposed to make any changes to the Governing Instrument of the organisation, advance 

notice 

           in writing of the proposed changes must be given to the Revenue Commissioners for their 

approval. 
 

• If upon the winding up of the organisation there remains any funds or property the 

same must be transferred to some charitable body having similar main objects, or 

failing that, to some other charitable body.  Notification of winding up should be 

forwarded to the Revenue Commissioners together with a final set of accounts and 

details of how any residual funds at the time of dissolution were distributed. 
 

• Prior permission must be obtained from the Revenue Commissioners where it is intended to 

           accumulate funds over a period in excess of two (2) years specifying the reason(s) why such  

           funds are being accumulated rather than applied for charitable purposes. 
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• No Director/Trustee/Officer shall receive any remuneration or other benefit in money or money’s 

           worth from the exempted body. 
 

• The Revenue Commissioners can make available to any person the name and address of any 

 charity which has been granted exemption from tax. 
 

• The Revenue Commissioners to be notified in writing of any change of address of 

the organisation 

 
 

  ADDRESSES FOR CONTACT 
 

  Exemption from Income Tax, Corporation Tax, Capital Gains Tax, DIRT and Dividend 

Withholding Tax. 
    

Office of the Revenue Commissioners 

   Charities Section 

   Government Offices 

   Nenagh 

   Co. Tipperary 
    

   Tel: 067 63400  or (direct dial):  067 63377 

   Low call 1890  66 63 33          Fax:  067-32916          email: charities@revenue.ie 

 

Stamp Duty : Issues relating to Stamp Duty are dealt with by three Revenue Offices 
 

Dublin  Office of the Revenue Commissioners 

   Adjudication  Section 

   Stamp Duty Customer Service Unit 

   Capital Taxes Division 

   Dublin Castle 

   Dublin 2 
    

   Tel:  01- 6792777 Extns. 48552/3, 48556, 48558/9, 48560.           Fax:  01-6790636 

 

  Cork    Revenue Office,Revenue House,Assumption Road,Blackpool,  Cork. Telephone ; 021 6027000 

 

  Galway: (Galway Revenue Office) Hibernian House, Eyre Square, Galway. Tel; 091 536000 
 
 

  Capital Acquisitions Tax Customer Service Unit 
 

   Office of the Revenue Commissioners,Arus Brugha, 9/10 O’Connell Street, Dublin 1. 

 

   All other Counties should contact their local Revenue Office  
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STANDARD CLAUSES REQUIRED IN THE GOVERNING INSTRUMENT OF A BODY 

SEEKING EXEMPTION FROM TAX AS BEING ESTABLISHED FOR CHARITABLE 

PURPOSES ONLY 

 

Income and Property 
 

The income and property of the company/trust/body shall be applied solely towards the 

promotion of its main object(s) as set forth in this Memorandum of Association / Deed of Trust 

/Constitution / Rules.  No portion of the company/trust/body’s income and property shall be 

paid or transferred directly or indirectly by way of dividend, bonus or otherwise howsoever by 

way of profit to members of the company/trust/body.  No Director/Trustee/Officer shall be 

appointed to any office of the Company/trust/body paid by salary or fees, or receive any 

remuneration or other benefit in money or money’s worth from the company/trust/body.  

However, nothing shall prevent any payment in good faith by the company/trust/body of: 

 

 a. reasonable and proper remuneration to any member or servant of the company/trust/body 

(not being a Director/Trustee/Officer) for any services rendered to the company/trust/body; 

 

 b. interest at a rate not exceeding 5% per annum on money lent by 

Directors/Trustees/Officers or other members of the company/trust/body to the 

company/trust/body; 

 

             c. reasonable and proper rent for premises demised and let by any member of  the 

company/trust/body (including any Director/Trustee/Officer) to the company/trust/body; 

 

            d. reasonable and proper out-of-pocket expenses incurred by any Director/Trustee/Officer in 

connection with their attendance to any matter affecting the company/trust/body;   

 

            e. fees, remuneration or other benefit in money or money’s worth to any Company of which 

a Director/Trustee/Officer may be a member holding  not more than one hundredth part of 

the issued capital of such Company. 

 

 

Additions, alterations or amendments 

 

No addition, alteration or amendments shall be made to or in the provisions of the 

Memorandum of Association/Deed of Trust/Constitution/Rules for the time being in force 

unless the same shall have been previously submitted to and approved in writing by the 

Revenue Commissioners. 

 

 

Winding-up 
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If upon the winding up or dissolution of the company/trust/body there remains, after 

satisfaction of all its debts and liabilities, any property whatsoever, it shall not be paid to or 

distributed among the members of the company/trust/body. Instead, such property shall be 

given or transferred to some other charitable institution or institutions having main objects 

similar to the main objects of the company/trust/body.  The institution or institutions to which 

the property is to be given or transferred shall prohibit the distribution of its or their income 

and property among its or their members to an extent at least as great as is imposed on the 

company/trust/body under or by virtue of Clause ….  hereof. Members of the 

company/trust/body shall select the relevant institution or institutions at or before the time of 

dissolution, and if and so far as effect cannot be given to such provisions, then the property 

shall be given or transferred to some charitable object. 

 

 

Keeping of Accounts 

 

Annual accounts shall be kept and made available to the Revenue Commissioners on request. 

  
**************************** 

 

 

While every effort is made to ensure that the information given in this leaflet is accurate, it is 

not a legal document.  Responsibility cannot be accepted for any liability incurred or loss 

suffered as a consequence of relying on any matter published herein. 

 

November 2005
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APPLICATION FOR EXEMPTION FROM TAX - 

CHARITIES 
 

BEFORE COMPLETING THIS FORM PLEASE READ CAREFULLY THE ATTACHED NOTES FOR GUIDANCE 
 

A. IDENTIFICATION 
 

  1.  Name of Body  

 

 

 2.  Any other name if applicable 

 e.g. a trade name 

 

3. Name of Correspondent 

 

4. Role of Correspondent e.g. chair,  

   secretary, accountant, solicitor etc 

 

5.  Main address of Charity 

 

N.B. Please note that a post 

        box number is not sufficient 
 

 

 

 

6.  Main Phone number   

 

7.  Fax number   

 

8. Email address (where available)           

 

9. Website address (where available)             

 

10. If a tax reference number has been  

    allocated to the body please provide it. 

  

11 Correspondence Address  

(if different from 5 above)   
 

 

 

 

 

 

12.  Does the organisation have Employees    Yes                           No 
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13. (a) Which charitable heading(s) best describes the activities either being, or to be,   

undertaken by the applicant body?  (See Note 3, Page 2 on Information Leaflet)    

  

•Relief of Poverty  
   

•Advancement of Education 
  

•Advancement of Religion  
    

•Other purposes of Benefit to the Community.   

 
 

 

 

 

 

(b) Please provide a brief summary or attach a report describing the activities which 

are/will be carried on by the organisation to further its main objects and as set out in its 

Governing Instrument i.e. Memorandum of Association, Deed of Trust/Constitution/Rules 

 

  

  

  

  

  

  

  

 

(c) Is the body aware of any other organisation/charity which is engaged in similar 

activities.  If ‘Yes’ please specify the name and address of such body including any links 

therewith formal or otherwise.  
 

 
 

B. DETAILS OF OFFICERS/TRUSTEES/DIRECTORS 
 

Please list the individuals who will be responsible for running the body e.g. trustees, 

officers, directors. (If more than 6 please provide details on separate page) If any of the 

persons listed has an involvement or connection, either current or in the past, with 

another charity please provide details.   

 

Name      Name   

Address      Address   
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Occupati
on 

    
Occupatio
n 

  

P.P.S.No
. 

    P.P.S.No.   

 

 

    

Name     Name   

Address     Address   

       

       

       

Occupati
on 

    
Occupatio
n 

  

P.P.S.No
. 

    P.P.S.No.   

     

Name     Name   

Address     Address   

       

       

       

Occupati
on 

    
Occupatio
n 

  

P.P.S.No
. 

    P.P.S.No.   

 

 

C.  OBJECTIVES AND ACTIVITIES 
 

Please attach a copy of the body’s Governing Instrument, e.g. Memorandum and Articles 

of Association, Deed of Trust/Constitution/Rules.  For bodies being newly formed please 

note that a copy of a draft standard Constitution/Memorandum and Articles of 

Association, as appropriate, are available on the Revenue website at 

http://www.revenue.ie./  

 

a.  Please attach a detailed statement of activities, if any, which have been carried out by 

the body to date and of the activities, which will be carried out during the next 12 

months. 
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b. Please attach any publications available which will help explain the work of the body or 

indicate the activities undertaken by it including any annual reports, leaflets for fundraising 

or newspaper cuttings. 

 
 

 

D.  FINANCE AND FUNDING  
 

1.  (a) If the organisation has been in existence for more than a year please attach a copy of 

the latest set  

          of financial accounts including a detailed breakdown of income and expenditure.  

Please indicate    

          the main source(s) of income and provide details regarding any Government or other 

Public  

          Funded Grants receivable.  

 

(b) Please provide details of bank accounts where the organisation’s funds are held 

 

Name and Address of Financial Institution Type of 
Account 

Account 
Number 

      

      

      

 

(c) Indicate whether professional fundraisers are engaged by the body.  If  “yes”, please 

provide  

     details i.e. Name, address and P.P..S. numbers. 

 

 

2. If the organisation is at start-up stage please indicate how the organisation will be funded 

and  

    provide details of projected income and expenditure. Will the organisation be in receipt 

of  

    Government or other Public Funded Grants?  If so, provide details. 

 

3. Trading  
 

(a) A separate exemption is required in connection with trading activities.  If you wish to 

apply for  

     such exemption, please attach a statement showing how it will advance the objectives 

of the body. 

 
 

(b) If the body has already engaged in any trading activities please attach details. 

 
 

 

E. PROPERTY   



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 17 

 

Does the organisation own property? If so provide details 

 

Type of Property Address  Value 

House/Office/Factory/ 
other 

    

      

      

 

 

 

F. ENCLOSURE CHECKLIST 

 

Please examine the following checklist to ensure that you have included all of the 

material required in support of your application. 

 

 Copy of the Governing Instrument. 

 

 Statement of activities to date and plans for next 12 months, including any  

              trading activities undertaken/proposed. 

 

 Annual reports, other documentation, if applicable. 

 

 Latest Financial Statements 

 

 

 

G.  DECLARATION 

 

I certify that the information given is correct to the best of my knowledge and belief. 

 

Signed on behalf of the body by: 

 

 

 

_______________________________________________________ 

e.g. Chairperson/Secretary/Agent 

 

 

 

 

H.  ADDRESS FOR APPLICATION FORM 

 

This form and all relevant enclosures should be sent to: 
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 Office of the Revenue Commissioners 

 Charities Section 

 Government Offices 

 Nenagh 

 Co. Tipperary 

 

Tel. 067 63400  Fax 067 32916   Lo call 1890 66 63 33  Email: charities@revenue.ie 

 

 

It should be noted that the Revenue Commissioners can make available to any person the 

name and address of any charity which has been granted exemption from tax. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Guide for Small Voluntary Organisations Version 1 – Sept 2009 19 
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Appendix 5  Tax Clearance  
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Tax Clearance Certificates 

A Tax Clearance Certificate is a written confirmation from Revenue that a person's tax 

affairs are in order at the date of issue of the Certificate. In some instances a Certificate 

may be issued to a customer who has tax arrears provided such arrears are covered by an 

installment arrangement that has been agreed with Revenue. 

The requirement to produce a Tax Clearance Certificate usually arises in the context of a 

person seeking State money (e.g. Government contracts, grants) or obtaining licenses 

(e.g. excise license, road transport license) but can also arise in other cases (e.g. the 

Standards in Public Office Act, 2001 recently applied tax clearance requirements to 

persons elected to the Dail or Seanad, judicial appointees and senior office appointees). 

Apart from situations where a person is legally required to produce a Tax Clearance 

Certificate, Revenue is also prepared to issue a Certificate to any customer whose tax 

affairs are in order. 

TAX CLEARANCE FOR BODIES WITH CHARITABLE STATUS 

 

Introduction 

 

1.1 In the case of a body, which has been granted charitable recognition by the Revenue 

Commissioners, they will be issued with a Charity (CHY) Number. 

 

1.2 In certain instances (see below) it may be sufficient for body just to quote their CHY 

number.  Tax clearance would not be a requirement  

 

 

Circumstances where a charity number is sufficient  

 

2.1 Other than that listed in Par. 3.1 below an applicant who has a Charity (CHY) 

Number and who wishes to secure a Public Sector Grant, subsidy or similar type payment 

does not require a tax clearance certificate.  However they must quote their charity 

number to the public body awarding the payment who may require further confirmation.  

When requested the Charities Section of the Revenue Commissioners will issue a 

confirmation letters to the CHY number of the Charity.  A full list of the charities granted 

tax exemption and their CHY number is also available on this website. 

 

 

Circumstances where a tax clearance certificate is required 

 

3.1 An applicant with charitable status who has secured a Public Sector Contract, or 

requires tax clearance in connection with an application for the renewal of an Excise 

Licence or certain other licences (including authorisation required under the Consumer 

Credit Act 1995 and the Criminal Justice Legal Aid (Tax Clearance) Regulations 1999), 

should apply on form TC1 for a General Tax Clearance Certificate to the local Tax 

District.  
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Enquiries 

 

4.1 Any further information required on the operation of charities may be obtained from 

Office of the Revenue Commissioners Charity Section, Government Offices, Nenagh Co. 

Tipperary (phone LoCall 1890 254565, Fax 067-32916 or email charities@revenue.ie). 
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Appendix 6 Application Tax Clearance 
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APPLICATION FOR A P.A.Y.E. TAX CLEARANCE  

CERTIFICATE (TC11) 

 

 

 

 
A Tax Clearance Certificate is required in respect of grants, subsidies and similar  

type payments in excess of €10,000, claimed from Government Departments  
or Public Authorities. 

 

1.  Name and Address of Applicant 

 

 

 

 

 

2. Tax District: 3. Tax Reference Number 

          

 

4. Name of Government Department or Public Authority from which the relevant payment is being 

claimed: 

 

 

5. Nature and amount of relevant payment being claimed: 

  € 

 

6. Please state whether, to the best of your knowledge, your tax affairs are in order 

 

 

Signature Date 

                 /               / 
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Appendix 7 Templates for Meetings 
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Template for Meeting Agenda  
 
1. Title of meeting 
2. Date, time, venue 
3. Apologies for absence 
4. Minutes of previous meeting 
5. Actions relating to previous meeting 
6. Items to be discussed and decided 
7. Reports from sub-groups 
8. Any other business 
9. Date, time and venue of next meeting 
 
 
Template for Minutes of Meetings 
 
1. Title of meeting 
2. Date, time, venue 
3. People present 
4. Apologies for absence 
5. Corrections to Minutes of previous meeting 
6. Actions relating to previous meeting 
7. Items on the agenda 
8. Items to be discussed and decided 
9. Date, time and venue of next meeting 
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Appendix 8 Garda Vetting 
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NEW GARDA VETTING PROCESS INFORMATION LEAFLET  
 
 

Introduction 

In recent years it has become good practice for many organisations who work 
with children and vulnerable adults to have vetting procedures in place for their 
staff and volunteer workers.  Indeed, in many instances a vetting policy has been 
a requirement for those organisations which are in receipt of funding through the 
HSE and other state departments. 
 
However, many organisations have experienced severe difficulties in the past to 
obtain ‘clearance’ for their existing and prospective staff members and 
volunteers.  
 
In some areas it was common practice to get Garda ‘clearance’ through the local 
Garda Station. Where ‘clearances’ could not be obtained by the organisations 
themselves, sometimes the HSE or other organisations processed applications 
through their channels.  
 
It is recognised by An Garda that the process as it presented itself was not only 
cumbersome and very time consuming, most of all it did not achieve the desired 
level of monitoring and the depths of research that is deemed required to ensure 
best possible safety and vetting practice. All in all, the situation up until recently 
was highly unsatisfactory for all parties concerned. 
 

New Garda Vetting Procedures 

The Garda Vetting Unit was decentralised to Thurles in 2007. The Unit has 
begun to address the difficulties of the process and the shortfalls of the system in 
the past. They have established a range of new guiding principles in relation to 
the vetting process. All of the measures are aiming to fulfil the key purpose: to 
ensure that a worker, either as an employee or volunteer or board /committee 
member has gone through a proper and comprehensive vetting process. A 
complete and thorough vetting process is beneficial to all involved. The Garda 
Vetting Unit has also recognised that it is important that applications are being 
processed in a speedy manner. 
 
The revised Garda Vetting process will pose a significant challenge to voluntary 
disability organisations across the country. In order to achieve an improved and 
higher level in Garda Vetting, DFI, has been advised of the following system 
changes, which are currently being implemented: 
 

The Changes in the Garda Vetting Process 

• The process will be called Garda Vetting. The process will not be referred 
to as ‘Garda Clearance’ anymore. 
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• The Garda Vetting Unit does not provide ‘clearance for persons to work 
with children, vulnerable adults or any other capacity’. The function of the 
Garda Vetting Unit and the new vetting process is to disclose details 
regarding ‘all prosecutions, successful or not, pending or completed, 
and/or convictions’ 

• Registered organisations must make their own decisions in relation to 
suitability or otherwise of prospective employees, students or volunteers. 
The function of the Garda Vetting Unit extends solely to the provision of 
disclosure to an organisation. 

• In future all applications will have to be channelled through an ‘Authorised 
Signatory’. The role of the ‘Authorised Signatory’ is described below. 

• Whilst it is still common practice, in future the HSE will NOT be able to 
process applications on behalf of voluntary organisations anymore. This 
change of the current system to the new system will take place gradually. 

• Applications can only be made through the ‘Authorised Signatories’.  It will 
NOT be possible anymore to go through a local Garda Station or to 
directly contact the Garda Vetting Unit in Thurles.  For administrative 
reasons, the number of ‘Authorised Signatories’ will be strictly limited to 
ensure that the overall process does not become overloaded. 

• The new Garda Vetting process is the only valid and recognised system in 
the state.  Staff and volunteers ‘cleared’ under the old system will have to 
be re-vetted over time. 

 

Authorised Signatories 

Application to the Garda Vetting Unit can only be made by an ‘Authorised 
Signatory’. Organisations which have a large work force (employees & volunteers 
combined) may qualify to have an authorised signatory for themselves. It is 
anticipated that an organisation qualifying for their own ‘Authorised Signatories’ 
will have a combined volunteer and employee workforce in excess of a few 
hundred staff. Other smaller organisations will have to access an ‘Authorised 
Signatory’ through another mechanism such as Garda Vetting Networks of DFI 
members. 
 

Management of Garda Vetting Applications 

• All ‘Authorised Signatories’ are trained by the Garda Vetting Unit in the 
management of Vetting applications and disclosures.  Following training 
they are registered with the unit and given a registered number and 
security password. 

• The ‘Authorised Signatory’ is the liaison person between the requesting 
organisation and the Garda Vetting Unit. 

• All application forms are validated by the ‘Authorised Signatory’ and are 
submitted ONLY by them to the Garda Vetting Unit. 

• Applications will not be processed if submitted by any other party than the 
registered ‘Authorised Signatory’. 

• Details of individual applications will not be communicated with any 
unauthorised person. 
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• All disclosures are made in writing to the ‘Authorised Signatory’ and to no 
other person or organisation. 

 

What does all that mean for voluntary disability organisations? 

Obtaining Garda Vetting for employees and volunteers of an organisation is vital 
for the safety of children and vulnerable adults. Therefore it is critical that all 
organisations put in place a comprehensive vetting policy.  Failure to implement 
appropriate measures may have detrimental effects on the organisation in future 
(e.g. liability issues, claims against the company and its directors, breach of 
contractual obligations, etc.) 
 
Any Vetting Policy has to be comprehensive, which means that vetting has to be 
extended in time to all employees, voluntary workers and board / committee 
members without exception. 
 
All of the above pose a significant challenge to many disability organisations.  In 
addition to some organisational hurdles, it should also be noted that there may 
also be some cost implications for organisations. 
 

Next Steps 

As outlined above, individual ‘Authorised Signatories’ will only be allocated to 
larger disability organisations.  All other organisations will have to go through 
other qualifying mechanisms. 

 

 

 

 

 

 

 

 

 



 

  

Appendix 9 Complaints Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

Headings which should be covered in a complaints procedure 

 

• Definition of a complaint                  

(Definition as per the Health Act 2004) 
‘‘complaint’’ means a complaint made under this Part about any action of 
the Executive or a service provider that—(a) it is claimed, does not accord 
with fair or sound administrative practice, and adversely affects the person 
by whom or on whose behalf the complaint is made; 

• Purpose  
  What your document is to achieve  

 

• Who can make a complaint 

 
 Any person who is being or was provided with a health or personal social 
service y the Executive or  Service Provider or who is seeking or has 
sought provision of such service may complain, in accordance with the 
procedures established under this Part, about any action of the Executive 
or Service Provider that- 

(a)  it is claimed, does not accord with fair and sound administrative 
practice, and 

(b)  adversely affects or affected that person.    

 

• How complaints can be made  

Verbal, written, email, fax .  Outline if there are any complaints forms which 
should be used. 

 

• Acknowledgements  

(HEALTH ACT 2004) 

Acknowledgement of complaints 

7. (1) Upon a complaint being received by or assigned to the complaints 
officer (including a referral under section 48(2)), he or she shall notify, 
within 5 working days, the complainant, in writing, that the complaint has 
been so received or assigned and outline the steps that he or she proposes 
to take in investigating the complaint and the time limits for the completion 
of the investigation. 

 

 

 

 

 



 

  

 

• Advocacy  

All complainants have the right to appoint and advocate.  If a person is 
unable to make a complaint themselves who can assist them in making the 
complaint .  Citizen Information (Comhairle 2005) defines advocacy as a 
means of empowering people by supporting them to assert their views and 
claim their entitlements and where necessary, representing and negotiating 
on their behalf. 

 

• List the stages of the complaints management process  

Stage 1 – Local resolution of verbal complaints at point of contact 
(Informal) 
Stage 2 - Local investigation of written and serious complaints (Formal) 
Stage 3 – Internal Review  (The HSE) 
Stage 4 – Independent Review (Ombudsman) 

 

• Managing complaints  

 

• Timeframes involved once a complaint is received  

A Complaints Officer will inform the complainant in writing, within 5 working 
days of making the decision/determination, that the complaint will not be 
investigated and the reasons for it.  

•Where the complaint will be investigated, the Complaints Officer must 
endeavour to investigate and conclude the investigation of a complaint 
within 30 working days of it being acknowledged.   

•If the investigation cannot be investigated and concluded within 30 
working days then the complaints person must communicate this to the 
complainant and the relevant service/staff member within 30 working days 
of acknowledging the complaint and give an indication of the time it will 
take to complete the investigation.     

•The Complaints Officer must update the complainant and the relevant 
staff/ service member every 20 working days.  

•The Complaints Officer must endeavour to investigate complaints within 
30 working days. However, where the 30 working days time frame cannot 
be met despite every best effort, complaints officer must endeavour to 
conclude the investigation of the complaint within 6 months of the receipt of 
the complaint.  

If this timeframe cannot be met, the complaints person must inform the 
complainant that that the investigation is taking longer than 6 months, give 
an explanation why and outline the options open to the complainant. 
He/She should encourage the complainant to stay with the local HSE 
complaints management process while informing them that they may seek 
a review of their complaint by the Ombudsman/ Ombudsman for Children` 

 

• Time Limits for making a complaint 



 

  

The Complaints Officer must determine if the complaint meets the time 
frames as set out in Section 47, Part 9 of the Health Act 2004 which 
requires that:  

•A complaint must be made within 12 months of the date of the action 
giving rise to the complaint or within 12 months of the complainant 
becoming aware of the action giving rise to the complaint 

A Complaints Officer may extend the time limit for making a complaint if in 
the opinion of the Complaints Officer special circumstances make it 
appropriate to do so. These special circumstances include but are not 
exclusive to the following: 

•If the complainant is ill or bereaved 

•If the new relevant, significant and verifiable information relating to the 
action becomes available to the complainant 

•If it is considered in the public interest to investigate the complaint 

•If the complaint concerns an issue of such seriousness that it cannot be 
ignored 

•Diminished capacity of the service user at the time of the experience e.g. 
mental health, critical/ long-term illness. 

•Where extensive support was required to make the complaint and this 
took longer than 12 months 

•A Complaints officer must notify the complainant of decision to extend / 
not extend time limits within 5 working days. 

 

• Matters excluded (As per Part 9 of the Health Act) 

48.—(1) A person is not entitled to make a complaint about any 

of the following matters: 

(a) a matter that is or has been the subject of legal proceedings 

before a court or tribunal; 

(b) a matter relating solely to the exercise of clinical judgment 

by a person acting on behalf of either the Executive or a 

service provider; 

(c) an action taken by the Executive or a service provider solely 

on the advice of a person exercising clinical judgment in 

the circumstances described in paragraph (b); 

(d) a matter relating to the recruitment or appointment of an 

employee by the Executive or a service provider; 

(e) a matter relating to or affecting the terms or conditions of a 

contract of employment that the Executive or a service 

provider proposes to enter into or of a contract with an 

adviser that the Executive proposes to enter into under 

section 24; 



 

  

(f) a matter relating to the Social Welfare Acts; 

(g) a matter that could be the subject of an appeal under section 

60 of the Civil Registration Act 2004; 

(h) a matter that could prejudice an investigation being undertaken 

by the Garda Sıochana; 

(i) a matter that has been brought before any other complaints 

procedure established under an enactment. 

(2) Subsection (1)(i) does not prevent a complaints officer from 

dealing with a complaint that was made to the Ombudsman or the 

Time limit for making complaints. 

Matters excluded from right to complain. Complaint and review procedures 
to be established.  Refusal to investigate or further investigate complaints. 

Ombudsman for Children and that is referred by him or her to a complaints 
officer. 

 

• Review Process  

Internal reviews are to be carried out by the HSE.  All reviews should be 
addressed to  

Mary Culliton 

Head of Consumer Affairs  

he Health Service Executive 

Oak House 

Millennium Park  

Naas 

Co. Kildare 

• Independent Review – Ombudsman  

Nothing in this Part prohibits or prevents any person who 

is dissatisfied with a recommendation made or step taken in response 

to a complaint under this Part or with a review under this Part from 

referring the complaint to the Ombudsman or the Ombudsman for 

Children. 

 

Office of the Ombudsman    

18 Lr. Leeson Street, Dublin 2. 

Tel: +353-1-639 5600 

Lo-call: 1890 223030 

Fax: (01) 639 5674 

 

 



 

  

Ombudsman for Children’s Office 

Millennium House 

52-56 Great Strand Street 

Dublin 1 

Tel: 01-8656800 

 

 

•  Vexatious complaints  

 

• Redress  

An effective complaints system which offers a range of timely and 
appropriate remedies will enhance the quality of service to the consumers 
of the HSE. It will have a positive effect on staff morale and improve the 
HSE's relations with the public. It will also provide useful feedback to the 
HSE and enable it to review current procedures and systems which may be 
giving rise to complaints. 

Redress should be consistent and fair for both the complainant and the 
service against which the complaint was made. The HSE or Service 
Provider should offer forms of redress or responses that are appropriate 
and reasonable where it has been established that a measurable loss, 
detriment or disadvantage was suffered or sustained by the claimant 
personally. This redress could include: 

 

o Apology  

o An explanation  

o Refund 

o Admission of fault 

o Change of decision 

o Replacement  

o Repair /rework 

o Correction of misleading or incorrect records 

o Technical or financial assistance 

o Recommendation to make a change to a relevant policy or law 

o A waiver of debt 

 

A complaints officer may not, following the investigation 

of a complaint, make a recommendation the implementation of 

which would require or cause— 

(a) the Executive to make a material amendment to its 

approved service plan, or 

(b) a service provider and the Executive to make a material 



 

  

amendment to an arrangement under section 38. 

(2) If, in the opinion of the relevant person, such a recommendation 

is made, that person shall either— 

(a) amend the recommendation in such manner as makes the 

amendment to the applicable service plan or arrangement 

unnecessary, or 

(b) reject the recommendation and take such other measures to 

remedy, mitigate or alter the adverse effect of the matter 

to which the complaint relates as the relevant person considers 

appropriate 

 

 

• Annual Report to the HSE  

A service provider who has established a complaints 
procedure by agreement with the HSE must provide the 
HSE with a general report on the complaints received by 
the service provider during the previous year indicating: 
• The total number of complaint received 
• The nature of the complaints 
• The number of complaints resolved by informal means 

 • The outcome of any investigations  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 
Application Form 

 

 

 
 

 

 

Section 38 / Section 39 
Health Act, 2004 

 

 

 

 

 

Application Form 
 
 
 
 

This form should be submitted by voluntary/non-statutory agencies when 
applying for funding from the HSE 

 
 
 
 
 
 
 
 

An electronic version of this form is available for completion 



 

  

 

Application to Health Service Executive For Funding to Non-Statutory 

Agencies 

 
Organisational Details 

 
Name of Organisation  

Address of Organisation 
 
 
Telephone Number  

Fax Number  

Contact e-mail  

Website  

Name & Address of Chairperson 
 
 
Name & Address of Secretary of Board 
 
 
Name & Address of Main Contact/Liaison Person 
 
 

Status of Company  
Registered 
Charity 
 

Tick Limited 
Company 

Tick Other  Tick 

Charity (CHY) No. 
 

 Company Ref.  

Tax Clearance Cert. No. 
 

 Expiry Date  

 
History & Background of Organisation 

 
When was Organisation Established? Year 

 
Does the Organisation have formal Constitutional 
Documents e.g. Articles of Association? 
 

Tick 

List Aims and Objectives of the Organisation referring to Articles of Association 
where applicable 
 
 
 
 
Describe the activities of your Organisation 



 

  

Please provide a diagram which outlines your organisational structure on a 
separate sheet 
Identify Target Groups of your Organisation (Please attach your Access Policy if 
available) 
 
 
 
 

 
Staffing of Organisation 

 
Please give details of current numbers of paid, voluntary, community employment, 
and other workers involved in your Organisation 
 
Paid Full 
Time 
 

Paid Part 
Time 

Volunteers CE/ 
Supported 
Employment 
Schemes 

Other Total 

 
 

     

 
 

Service / Project Description 
 

Outline the service/project for which the funding is being sought. Please state 
whether this service/project is an existing service/project or new to the 
organisation and state type of activity and number of clients 

 
 
 
Describe the identified need your Organisation is seeking to satisfy. Please provide 
relevant information to support application 

 
 
 
 
Describe how do you propose to address the identified need 
 
 
 
 
 
Outline the expected benefits/outcomes of the service/project 
 
 
 
 
 
Outline how the service/project will integrate with other agencies and 
organisations 
 
 
 
 

 



 

  

 
Funding Requirements 

 
Has your Organisation previously applied for funding for this or a 
similar project from the HSE or another public source? If yes, please 
set out details 

 
 
 

Tick 

Has your Organisation previously applied for funding for this or a 
similar project from private sources? If yes, please set out details. 
 
 
 
 

Tick 

Total Amount of Funding Sought from the HSE  
Details to be set out in the attached Projected Financial Summary for 
this Application 

 

€ 

Please Attach the following: 
 
• Latest Annual Accounts prepared in accordance with Irish statutory 

requirements. Audited Accounts must be submitted by Organisations with a 
yearly total income or total expenditure of over €150,000. 

• Completed Projected Financial Summary for this Application on page 5 below. 

• Latest Annual Report. 
 

 
 

Signed on Behalf of Organisation 
 

Chairperson 
 

Treasurer 

Name 
 
 

Name 
 

Signed 
 
 

Signed 
 

Date 
 

Date 

 



 

  

Appendix  

 
 

Projected Financial Summary for this Application 
 

To be completed by all organisations, whether seeking once-off or on-going 
funding and with a separate summary in respect of each application  

Category Once Off  

€ 

Current Year  

€ 

Full Year  

€ 

Income     

Grant from HSE    

Grant from Other Agencies    

Fundraising     

Client Income    

Other Income    

Total Income    

    

Expenditure    

Salaries (incl. PRSI)    

Bank Charges    

Telephone    

Postage    

Rent    

Heat & Light    

Insurance    

Training     

Other Expenses    

Total Expenditure     

Surplus / (Deficit)    

Comments 

 

 

 

 



 

 

Checklist for Application  
 
This checklist must accompany all applications.  Please ensure that all information 
required above has been furnished and that the documents below are enclosed to 
ensure that applications are processed as quickly as possible 
 
Checklist Yes No 
 Tick Tick 
Fully Completed Application Form 
 

  

Charitable Status Number or Tax Clearance Certificate 
 

  

Insurance 
If the amount of funding sought from HSE is over €250,000, please 
confirm that the Organisation be in a position to comply with the HSE 
requirements for insurance contained in the Service Arrangement – 
Section 14 and Schedule 7 as follows: 
Public Liability Insurance with a limit of indemnity of €6.4m (any one occurrence) 
to the HSE  
 
Employer’s Liability Insurance with a limit of indemnity of €12.7m (any one 
occurrence) to the HSE 
 
Motor Insurance (if service involves use of motor vehicles) with a third party 
property damage limit of €2.6m (any one occurrence) with an indemnity to the 
HSE  
 
Professional Indemnity (if professional services are provided) with a limit of 
indemnity for any one occurrence of: 
Low Risk -       €2.6m  
Medium Risk - €4.0 m 
High Risk -      €6.4m 

 
If the amount of funding sought from HSE is below €250,000, please 
confirm that the Organisation will be in a position to comply with the 
HSE requirements for insurance contained in Section 3.5 of the Grant 
Aid Agreement as follows: 
The Organisation undertakes to have sufficient insurance coverage in respect of 
all services or activities it delivers when using the Grant. The extent and adequacy 
of the insurance cover is a matter for the Organisation and its insurance advisors.  

 

  

External Auditors Management Letter of Previous Year 
If applicable 

  

Annual Accounts of Previous Year  
Audited Accounts must be submitted by Organisations with a yearly total 
income or total expenditure of over €150,000 

 

  

Service Activity Report for Previous Year 
 

  

Completed Projected Financial Summary for this Application   
Annual Report – Most Recent Year 
If applicable 

  



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


