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Overview  

This handbook has been developed to provide members of the 
Board of Donegal Travellers Project with the necessary 
information to understand their role and responsibilities in respect 
of the overall governance and management of Donegal Travellers 
Project.  

This handbook sets out Donegal Travellers Project policies and 
procedures in relation to all aspects of the organisations 
governance from the perspective of the Board of directors. The 
handbook documents the legal obligations of the organisation's 
directors as well as the processes that the organisation has in place 
to meet good governance standards, including those set out in the 
Charities Governance Code. 
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 This handbook will be reviewed every three years, although 
changes can be proposed at Board meetings and the handbook 
adapted accordingly. Any change that would affect the 
constitution of the Donegal Travellers Project must be ratified at 
an Annual General Meeting or Emergency General Meeting. 

  
1 INTRODUCTION 
1.1 Organisation Introduction 
Donegal Travellers Project (DTP) is a locally based community 
development organisation working for, and with, the Traveller 
and Roma communities in Donegal. We were established in 
Donegal with the ultimate aim of achieving equality and 
recognition for the Traveller and Roma community. The 
organisation has a staff team of nineteen working in a range of 
areas. Please see below for the organisation’s structure:   

 

 

1.2 Vision 
We have a vision where the 
Traveller and Roma 
Communities experience 
equality and  the social, 
political, economic, cultural 
and human rights are realised 
across the country of Ireland.  

1.3 Mission Statement 
The overall mission of Donegal 
Travellers Project is to bring 

about significant social change which contributes to the 
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eradication of racism, discrimination and inequalities as 
experienced by the Traveller and Roma communities in Ireland.   

 
 
 
 
1.4 Values & Guiding Principles:  
Donegal Travellers Project mission will be informed in accordance 
with our core principles:  

● Collective Action  
● Solidarity  
● Empowerment  
● Social Justice  
● Equality and Anti-Discrimination  
● Participation  
● Partnership  
● Cultural diversity  
● Conflict resolution and peace building 

 
The Board of Donegal Travellers Project is committed to the 
principles of the Charities Governance Code. 
 
As such, each member of the Board of Donegal Travellers Project 
is understood to commit to:  

1.   Advancing the Charitable Purpose of Donegal Travellers 
Project  
2.   Behaving with integrity 
3.   Leading people within Donegal Travellers Project  
4.   Exercising control over Donegal Travellers Project  
5.   Working effectively 
6.   Being accountable and transparent 
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1.5 Legal Structure 
Donegal Travellers Project is a company limited by guarantee not 
having share capital. As a guarantee company Donegal Travellers 
Project does not and cannot have a share capital, the members are 
not required to buy any shares in the company. Liability is limited 
and members personally guarantee to contribute €1 to the assets 
of the company in the event of a winding up of the company. 
Details of the members of the company are maintained in the 
Members Register. Companies limited by guarantee must have at 
least 2 company directors at all times. Donegal Travellers Project 
currently has 9 board members. Details of the directors of the 
company are maintained in the Directors Register and any 
appointments / resignations are notified to the Companies 
Registration Office (CRO), Charities Regulator and Register of 
Beneficial Ownership in a timely manner in line with current 
Company Law and other regulations. 
 
2 TERMS OF REFERENCE 
2.1 Charitable Status 
Donegal Travellers Project is a registered charity. Registration as 
a charity means the company is governed by charity specific 
legislation and can avail of beneficial taxation breaks and is able 
to undertake specific types of fundraising. A distinct regulatory 
body called the Charities Regulatory Authority was formally 
established on the 16th of October 2014. The newly established 
Charities Regulatory Authority (CRA), and the Revenue 
Commissioners are two distinct bodies. It is the CRA that has 
responsibility for the registration and regulation of charities in 
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Ireland, not the Revenue Commissioners. All charities in Ireland 
are now legally required to register with the CRA to receive their 
charity registration number – this is a new number, and is, as and 
from the 16th of October 2014, the number which identifies an 
organisation as a charity in the eyes of the law and the public, 
and is the number which is now legally required to appear on all 
printed / fundraising materials, website, email signatures etc. 
 
2.2 Legal Requirements 
The Donegal Travellers Project is required to make Annual 
Returns to the Companies Registration Office (CRO). Annual 
Returns received more than 28 days after the company’s annual 
return date will be liable to a late filing penalty of €100 with an 
additional daily penalty of €3 accruing thereafter up to a 
maximum of €1,200 per return. This penalty is in addition to the 
standard filing fee. Failure to file an Annual Return and the 
relevant financial statements could result in the prosecution of 
the company and its directors and / or striking off the company 
from the register of companies. The Companies Act 2014 
contains a number of legally binding obligations which directors 
must ensure that both they and the company comply with. These 
include: 

▪ Maintaining proper financial books and records and 
submitting financial statements with the Annual Return 

▪ Maintaining a register of members and directors  
▪ Holding Annual General Meetings, no more than 15 months 

apart  
▪ Making Annual Returns to the CRO  
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▪ Notifying the CRO of any special resolutions and of any 
changes to the Constitution 

▪ Notifying the CRO of any changes in the directors, secretary, 
auditors or the registered office of the company  

▪ Keeping minutes of all meetings.  
 

2.3 The Donegal Travellers Project Constitution (The Company 
Constitution)  
The Company Constitution sets out the rules by which DTP is 
governed and managed. Companies limited by guarantee are 
required by law to have two documents. DTP’s Constitution is 
made up of a Memorandum of Association and Articles of 
Association. Donegal Travellers Project revised the Constitution in 
line with CHY requirements in 2021.These documents form the 
legal basis for the company. Essentially, the main purpose of the 
Memorandum of Association is to set out the name and 
objectives of Donegal Travellers Project CLG (i.e. the reason for 
which the company has been established). The Articles of 
Association are essentially the rules setting out how DTP is 
governed. These documents are very important as they set out 
the company’s rules and procedures and outline what rights 
members have in terms of having a say in how the company is 
run. In the event of a dispute involving the Donegal Travellers 
Project, the courts will look to the DTP Constitution as being the 
internal legal documents which govern all activities. Donegal 
Travellers Project has lodged its Constitution with the Companies 
Registration Office and the Charities Regulator; where it is 
available to the public.  
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2.4 Review of the Constitution  
The Constitution will be reviewed regularly as part of the 
governance of the Board. The purpose of the review is to ensure 
that the organisation is acting in line with its objects. Should a 
change be required and having been agreed via the Annual 
General Meeting (AGM) or an Emergency General Meeting 
(EGM), this then needs to be submitted to the CRO and CRA for 
approval. 
 
2.5 Amendments to the Constitution 
It is the responsibility of the Board to ensure the Constitution 
accurately reflects the governance structure and decision-making 
processes in the Donegal Travellers Project. This will be formally 
reviewed by the Board every 3 years. Any changes should be 
approved by the members at an EGM or AGM of the company by 
way of a Special Resolution. A completed G1 form should then be 
sent to the Companies Registration Office. The Board may engage 
a third-party professional, if deemed necessary, to oversee any 
changes to the Constitution. 
 

2.6  Directors and Members 
Directors 
Directors have been appointed to manage Donegal Travellers 
Project. The main legislative provisions concerning company 
directors under the Companies Act are set out under Part 
4 in sections 128 to 167 and under Part 5 in sections 219 to 255. 
DTP is required as a CLG to have a minimum of tw6+o directors, 
one of whom must be resident within the state. There is no 
maximum number.  
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Members 
For the purposes of registration, the number of members of the 
Donegal Travellers Project is set out by the constitution. The 
Donegal Travellers Project may from time to time register an 
increase of members.  
 
3 ROLES AND RESPONSIBILITIES OF BOARD MEMBERS 
3.1 Vision and Leadership 
The Board will review and ensure the relevance of the vision, 
values, ethical principles and strategic direction of Donegal 
Travellers Project. The Board will ensure that organisational 
activity supports its ethos, vision, purpose and aims. 
 
3.2 Accountability  
The Board will account for everything Donegal Travellers Project 
does, including its spending and activities. The Board is 
accountable to all key stakeholders such as funders and donors, 
and the target group. The Board monitors and evaluates all areas 
of Donegal Travellers Project’s performance. 
 
3.3 Legal Matters  
The Board will ensure compliance with all relevant legal and 
regulatory requirements and will seek guidance around any 
uncertainties. All activities and processes of the Board and 
Donegal Travellers Project will be in-line with its governing 
document, the Company Constitution.  
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3.4 Financial Responsibilities 
The Board will ensure that all money, property and resources are 
properly used, managed and accounted for. In order to be 
accountable, suitable systems must be in place and kept up to 
date.  
 
3.5 Managing Staff and Volunteers  
The Board has full responsibility as an employer. This involves 
ensuring that appropriate policies and procedures are in place for 
staff (including students), and that staff are properly managed 
and supported. The Board, represented by a nominated 
person/director, will line manage and ensure suitable supervision 
for the Project Manager and Assistant Project Manager. 
 
3.6 Code of Conduct for Board members 
Board members are bound by an overriding duty, individually and 
as a group, to act reasonably at all times in the interests of 
Donegal Travellers Project and of its present and future 
beneficiaries. All Board members are equally responsible in law 
for the Board’s actions and decisions, and have equal status as 
members of the Board. At all times the Board acts collectively, 
even if an individual does not agree with the majority decision. 
The Chairperson has the right to call a vote, although this would 
be only exercised where usual consensus decision-making 
processes have not been successful. The Board gives the 
authority to the Project Manager/Assistant Project Manager to 
operate the business of the company and these persons are 
accountable for, and reports, the Board on day-to-day operations 
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and performance. By reading this document and agreeing to 
participate at Board level, all members agree to:  

▪ Understand their role and responsibilities as described 
in this handbook  

▪ Know and support the mission of Donegal Travellers 
Project  

▪ Uphold the values, aims and objectives of Donegal 
Travellers Project  

▪ Give adequate time and energy to the duties of being a 
director  

▪ Prepare for meetings in advance  
▪ Maintain confidentiality  
▪ Offer informed and impartial guidance  
▪ Fulfil fiduciary and statutory duties and participate in 

committees and special events where possible  
▪ Support the Project manager/Assistant, while 

monitoring their conduct 
▪ Present their views on all topics and listen to those of 

other members  
▪ Act with integrity, and avoid or declare personal 

conflicts of interest 
 

3.7 Division of responsibilities between the Project 
Manager/Assistant Project Manager and the Board 
The Project Manager and Assistant Project manager are 
responsible for the operational matters and the Board is 
responsible for the Strategic Direction of Donegal Travellers 
Project including oversight of the strategic plan. 
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3.8 The Chairperson  
Board members are the people who ultimately exercise control 
over, and are legally responsible for, the organisation. The Board 
has a chairperson whose duties include:  
 
Leading the Board  
Ensuring smooth running of Board meetings;  

● Promoting good governance among fellow Board members;  
● Providing supervision and support to the Project Manager 

and Assistant Project Manager where applicable;  
● Acting as a figurehead or spokesperson where required;  
● Making sure any correspondence for the Board members is 

brought to the attention of the Board.  
 

Prioritising the governance role:  
The Board of Directors is responsible for the governance of the 
organisation. At meetings of the Board, the chairperson must be 
clear on whether a matter being considered by the Board relates 
to an operational issue i.e. the day-to-day work of the Donegal 
Travellers Project, or whether the issue is strategic in nature and 
thus relates to the longer-term plans or governance of the overall 
organisation. DTP should keep their eyes on the ‘bigger picture’. 
It is very easy for the Board to get drawn into the operational side 
of things. It is the role of the chairperson to be clear in their own 
mind about the boundaries between governance, management 
and operations and to ensure that the Board fulfils its governance 
role and doesn’t stray into areas of management or operations, 
which may be carried out by employees or other volunteers.  
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Ensuring that DTP is managed effectively:  
The chairperson must coordinate the Board of Directors to 
ensure that appropriate policies and procedures are in place for 
the effective management of the organisation. The chairperson 
should ensure that where the Board delegates authority to carry 
out any of its functions, to the Project Manager and Assistant 
Project manager or other employee of the organisation that such 
delegations are subject to regular reporting requirements. 
Delegations of authority by the Board and the associated 
reporting requirements should be documented, understood and 
applied.  
 
Driving director’s recruitment and succession planning: 
 It is difficult sometimes to find and retain new board members. 
Successful recruitment of board members requires thought, 
planning and effort. It is essential that the chairperson takes the 
lead in this process. A really effective chairperson will give some 
consideration to succession planning for both their role as 
chairperson and other directors who may be nearing the end of 
their term of office. The chairperson should also consider how 
they will be replaced when they step down as chairperson and 
how new board members with the necessary skills and 
experience will be recruited. A skills matrix with length of time 
served will assist in the management of succession planning.  
 
Leading Board development: 
 It is also part of the chairperson’s role to make sure that the 
Board of Directors is operating as effectively as possible. This may 
involve the induction of new board members and on-going 
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training and development to ensure that all board members 
understand their role and have the necessary skills to carry it out. 
All board members benefit from the opportunity to reflect on the 
way in which they work together and there are a number of ways 
of doing this such as planning days, training and Board 
evaluations. 
  
To ensure smooth running of Board meetings Preparation:  
A certain amount of preparation is necessary to ensure that 
board meetings are as effective as possible. The chairperson, the 
Secretary and the Project Manager and Assistant Project manager 
should agree the agenda ensuring the focus is always on strategy 
and governance. In all cases the agenda itself should tell board 
members as much as possible about what to expect at the 
meeting. It is also useful to draw up a calendar of annual items 
such as agreeing the budget, approving the annual report and 
financial statements or preparing for the AGM so that they can 
be scheduled appropriately. These items should also appear in 
the organisation’s work plan.  
 
Managing the meeting process and behaviour of Board 
members:  
Chairing the meeting itself, is perhaps the most obvious part of 
the chairperson’s role. It can also be a challenge. The Chairperson 
must work through the agenda in a timely fashion, but also allow 
for the necessary discussion and ensure that everyone has an 
opportunity to speak. Some board members can exhibit unhelpful 
behaviour, such as dominating the discussion or carrying on ‘side 
conversations’ with their neighbours. Meetings may also get 
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heated or argumentative. Where inappropriate behaviour 
persists, the Chairperson will apply the Code of Conduct for 
Board members.  
 
Decision-making: 
 There should always be a certain number of decisions to be 
taken at Board meetings. If the decisions that are proposed to be 
made at a particular meeting are unclear, the necessity for the 
meeting should be questioned. The agenda indicates where a 
decision needs to be taken and, where appropriate, supporting 
papers should outline both the background and the proposals. 
The Chairperson will ensure that all the Board members 
understand what the decision, if taken, will mean for Donegal 
Travellers Project. It may be necessary for the Chairperson to put 
the decision to a vote, in accordance with the DTP constitution.  
 
Checking and signing the minutes:  
The chairperson should work closely with the Secretary and 
Project Manager and Assistant Project manager and read over 
the draft minutes prepared after each meeting, before they are 
circulated to the Board in order to correct any major inaccuracies. 
Minutes are draft minutes until they are approved and signed at 
the following Board meeting by the chairperson and Company 
Secretary. This can also be completed digitally (if necessary).    
 
To promote good governance among fellow Board members  

● Leading on recruitment of suitable new Board members.  
● Supporting new Board members through the induction 

process. 
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● Following up with Board members on items or actions 
outstanding throughout the year. 

● Encouraging dialogue and participation from Board 
members.  

 
To supervise and provide support to the Project Manager and 
Assistant Project manager: 

● Overseeing the recruitment process of the Project Manager 
and Assistant Project manager: It is the role of the 
chairperson to oversee the recruitment process and ensure 
that all steps are taken to find the best possible person for 
the role.  

● Guiding work priorities: It is vital that the Chairperson and 
Project Manager and Assistant Project manager meet 
regularly to discuss and agree work priorities.  

● Providing support: The roles of the Project Manager and 
Assistant Project manager is also demanding and can be 
quite isolating. An effective chairperson will encourage the 
Project Manager and Assistant Project manager to discuss 
any difficulties that they may be facing and act as a sounding 
Board. While there may be times when they have to act as a 
‘critical friend’, this needs to take place against a backdrop 
of encouragement and support. 

● Succession planning: The most effective chairperson will also 
give some thought to what will happen when the current 
Project Manager and Assistant Project manager leaves. 
Ideally, this is something that the chairperson and Project 
Manager and Assistant Project manager will work on 
together.  
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● Acting as figurehead or spokesperson: The chairperson of 
DTP may be seen by many people as the figurehead or main 
spokesperson for the organisation. There will be certain 
meetings that require the presence of the Chairperson, such 
as meetings with regulatory bodies including the Charities 
Regulator, significant funders or politicians. It may also be 
the case that the media will want a comment from the 
Chairperson if the organisation is receiving adverse publicity. 
In these circumstances, the Chairperson should have the 
confidence and competence to rise to the occasion on 
behalf of Donegal Travellers Project.  

● The Chairperson leads the Board in developing an ethical 
culture in line with the values of Donegal Travellers Project. 
An effective chairperson is a key player in ensuring effective 
governance for our organisation. 
 

3.9 The Company Secretary    
The Companies Act 2014 retains the requirement for a company 
secretary and the retention of this requirement demonstrates the 
importance of the role of the company secretary in the eyes of 
the legislature.  The Board of Directors of Donegal Travellers 
Project has the responsibility to ensure that the Company 
Secretary has the requisite knowledge and experience to 
discharge the functions of secretary of Donegal Travellers Project 
and to maintain the records as required by the Act.  
 
The Company Secretary is required to sign a declaration 
acknowledging the existence of the Company secretary’s duties 
on appointment. 
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Donegal Travellers Project is an organisation employing 
professional staff. In Donegal Travellers Project compliance with 
the Companies Act and other common law requirements is 
devolved to its employees and agencies under the administrative 
direction of its Project Manager and Assistant Project manager. 
However, the Company Secretary retains the ultimate 
accountability to the Board and to the State for the fiduciary 
actions of Donegal Travellers Project. 
 
The general duties and responsibilities of the Company Secretary 
which are devolved to the Administration Staff team and 
overseen by the Project Management staff team of Donegal 
Travellers Project to manage are outlined below:  
 
Administration and compliance     

▪ Making sure that the full name of Donegal Travellers Project 
is displayed outside the registered office, and that a change 
in the registered office is notified to the Companies 
Registration Office (CRO) within 14 days;  

▪ Seeing to it that the certificate of incorporation is displayed; 
▪ Ensuring that the company name, registered number, place 

of registration, registered office and directors’ names (and 
nationality if not Irish) appear on Donegal Travellers 
Project’s letterhead; 

▪ Keeping the company’s registers (that is, lists of all members 
and directors) up-to-date and at the registered office;  

▪ Notifying the CRO of any change in director, company 
secretary or home address within 14 days; 
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▪ Ensuring that all legal agreements and contracts are properly 
discussed, agreed by directors and kept in a safe place;  

▪ Ensuring that the annual AGM is held at least every 15 
months, provided that an AGM is held in each calendar year;  

▪ Calling general meetings (AGMs and extraordinary general 
meetings, EGMs) at the request of the directors and/or 
members, according to the rules in the Articles of 
Association Ensuring that due notice, in accordance with the 
Company Constitution (and, where relevant, company law 
requirements), for general meetings is given and that they 
are run according to the Articles of Association;  

▪ Ensuring an independent auditor is appointed at the AGM;  
▪ Ensuring that the accounts are properly prepared and 

audited (in conjunction with the treasurer); 
▪ Keeping the minutes book (AGM and EGM minutes and the 

minutes of the Board of Directors and any subcommittees); 
general meeting minutes should be open for inspection by 
members;  

▪ Sending in the Annual Return to the CRO by the relevant 
Annual Return date;  

▪ Notifying the CRO within 15 days of passing special 
resolutions (for example, changes to the Constitution or a 
change to Donegal Travellers Project’s name); 

▪ Keeping copies of all annual returns and accounts;  
▪ Complying with any other duties as imposed by the 

Companies Acts 2014;  
▪ Maintaining the register of any members, the register of 

directors and secretaries, the register of directors’ and 
secretary’s interests;  
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▪ Being familiar with the DTP governing document, the legal 
responsibilities of charities under the Charities Act 2009 and 
DTP’s internal governance rules;  

▪ Filing all relevant statutory returns and information with the 
Charities Regulator (e.g. annual reports, changes to Donegal 
Travellers Project details and/or directors’ details); 

▪ Ensuring that board members are aware of the 
requirements to comply with the relevant codes such as the 
charity’s Code of Conduct for Board members and the 
Charities Governance Code. 
 

Meetings 
● Making sure the timetable of Board meetings for the year 

ahead is agreed;  
● Assist the Chairperson of the Board with the planning of and 

the agenda for each Board meeting.  
● Sending out notification of Board meetings to Board 

members (and others where applicable); Working with the 
Chairperson of the Board to set each board meeting agenda, 
including the management of any agenda items received 
from other board members;  

● Circulation of board papers/pack at least five days in 
advance of meetings;  

● Dealing with any issues board members have regarding 
board papers/pack;  

● Checking that a quorum is present (and that it is present 
throughout the meeting if required) and being aware of any 
proxy voting arrangements by DTP’s governing document;  
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● Ensuring the venue/room or on-line platform is prepared 
appropriately for the meeting; 

● Taking the minutes at Board meetings and maintaining the 
records of all meeting minutes;  

● Keeping a record of all issues discussed, decisions taken and 
any actions required to implement a decision;  

● Working closely with the Chairperson to ensure that the 
draft minutes are accurate;  

● Issuing draft minutes to board members for consideration 
after Board meetings and dealing with any subsequent 
requests for corrections to be made before they are formally 
approved;  

● Ensuring that minutes are stored safely and are accessible by 
the Chairperson of the Board and any other directors if 
required.  
 

Annual General Meeting and Emergency General Meetings 
● The company Secretary will normally play a support role to 

the Project Manager and Assistant Project manager in 
setting up and running any Annual General Meeting (AGM) 
or Extraordinary General Meetings (EGMs) where required.  
 

Ensuring that decisions and actions of the Board of Directors are 
accurately recorded and implemented 

● Tracking progress with the organisation’s risk register/ 
business plan/ strategic plan and making sure any 
correspondence for the Board members is brought to the 
attention of the Board. 
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3.10 The Treasurer 
▪ The Treasurer must ensure that the Donegal Travellers 

Project spends its money correctly, pays all its bills and does 
not get into financial difficulty. The Treasurer will act as a 
co-signatory on cheques and / or Electronic Funds Transfers 
and will chair the Finance and Staffing Sub-committee 
meetings. 
 

The Treasurer ensures with the cooperation of the administration 
team and the Project Manager and Assistant Project manager 
that: 

▪ The Board receives regular financial reports and has enough 
information to make decisions relating to the financial 
matters of the Donegal Travellers Project 

▪ Accounts of all income and expenditure are kept 
▪ Reports of financial activities are available at Board meetings  
▪ Financial reports or information is available to funders as 

requested  
▪ An annual report is prepared for the AGM  
▪ Funding applications and fundraising activities are 

coordinated and managed 
 

It must be noted that the Board are ultimately collectively 
responsible for the prudent use of finances of the Donegal 
Travellers Project. 
 
 
4 MANAGEMENT OF CONFLICTS OF INTEREST 
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A general understanding of conflicts of interest for Board 
members would be where a conflict arises between the private 
interest and the official responsibilities of a person in a position 
of trust on the Board of Directors. In legal terms a conflict of 
interest arises where any individual could privately gain 
financially from their position on a voluntary Board. The Board 
may not take for granted that an individual appointed to a 
voluntary Board is not there to pursue their own individual 
interests or the sole interests of the constituent base which 
nominated them to the Board.  
 
The role of a Board Director is to take responsibility for the 
overall direction of Donegal Travellers Project and for advice 
given to management and staff in the exercise of delegated 
responsibilities. The key stages in management of the conflicts of 
interest are to identify, manage, and record.  
 
Donegal Travellers Project manages any potential conflict of 
interest by:  

▪ tabling conflict of interest as an agenda item for all Board 
and sub-committee meetings to alert Board members to 
highlight any conflicts on the agenda where they may need 
to absent themselves 

▪ Making sure that all Board members are fully informed of 
Donegal Travellers Project’s values and guiding principles 

We Identify:  
▪ We adopt a conflicts of interest policy (See Appendix 2) 
▪ We know what the governing document says about conflicts 

of interest  
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▪ We have created and maintain a register of interests and 
include ‘conflicts of interest’ as an agenda item at the 
beginning of all the BOM meetings  

▪ We declare any potential conflict of interest as soon as the 
person is aware 

We Manage: 
▪ We have put clear procedures in place that state what 

should happen when a conflict of interest is identified  
▪ We apply the conflict of interest policy in all situations 

where there is a conflict or potential conflict 
▪  We decide if any person with a conflict of interest should be 

involved in any discussions or decisions about the situation  
▪ We ensure that decisions are taken in the organisation’s 

best interests 
▪ We ask: Would a reasonable person, who was aware of the 

directors’ personal interest, believe that the directors might 
be influenced by that personal interest when deciding on 
behalf of the organisation? 

▪ We ensure that Donegal Travellers Project can still carry on 
its business and form a quorum, even if a number of Board 
members have to withdraw due to a conflict arising 

We Record: 
▪ We document any conflicts of interest and how Board 

members have managed them 
 

5 MEETING FREQUENCY AND STRUCTURE 
5.1 Frequency  

The Board meets a minimum of 10 times per year. 
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5.2 Notification of Meetings 
The meeting schedule will be agreed at the start of the year.  
Board members will be notified if there are any changes by 
email. A copy of the agenda and minutes of the last meeting 
will be sent out via email one week before the next meeting 
and this is the responsibility of the Administration team in 
consultation with Project Manager and Assistant Project 
manager. 
 

5.3 Agenda  
The agenda is a list of meeting activities in the order in which 
they are to be undertaken. The agenda is established by the 
Chairperson in conjunction with Project Manager and Assistant 
Project manager. Board members can request to have issues 
included on the agenda by contacting the Chairperson two 
weeks prior to the meeting. The Chairperson reserves the right 
to postpone any issues as seen fit. The agenda will be 
circulated a minimum of one week in advance of the meeting 
by the Project Manager and Assistant Project manager. 
 
Should a director wish to raise a matter for discussion which is 
not on the agenda the director will seek permission from the 
Chairperson at the start of the meeting. The Chairperson may 
or may not grant permission. Should permission be granted 
then the matter will be discussed under any other business 
(A.O.B.) 

5.4 Minute Taking  
It is a legal requirement that minutes of meetings be retained 
on file and also be accessible to members. Minutes are taken 
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in a standard format using the template from the CRA 
(Appendix 4) and are approved at subsequent committee 
meetings as an accurate reflection of proceedings. Minutes are 
kept in soft copy format in the Donegal Travellers Project 
office in Letterkenny.  

 
5.5 Circulation of Minutes 

Minutes will be sent out at least one week prior to the next 
meeting.  Minutes of sub groups where established will be 
circulated to all Board members after they have been ratified. 
If Board members need to request the draft minutes of a sub 
group they can do so through the Chairperson. 
 

6 QUORUM AND MEETING ATTENDANCE 
6.1 Quorum  

A quorum is the number of members of the Board who must 
be present for Donegal Travellers Project to conduct its 
business. The quorum for the Board is 2 directors. 
 

6.2 Attendance  
Board members are expected to make at least 70% of all 
meetings in the year. When a board member cannot attend 
they must contact the Administration team by phone or email 
as soon as possible so that a quorum can be assured. If two 
consecutive meetings are missed, the Chairperson will contact 
the member to explore whether membership of the board will 
be continued, unless this has already been made clear. If three 
consecutive meetings are missed without a valid excuse, by 
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default the member will have resigned from the Board and will 
be notified by letter from the Chairperson. 
 

7 ANNUAL GENERAL MEETINGS (AGMs) & EXTRAORDINARY 
GENERAL MEETINGS (EGMs) 

7.1 Purpose of the AGM  
Every year DTP must call an annual general meeting. The only 
exception to this is where, under the Companies Act 2014, a 
company limited by guarantee becomes a single member 
company and chooses not to hold an AGM. 
Donegal Travellers Project is not permitted by its funders to 
become a single member company and therefore will continue 
to hold an AGM each year. The purpose of the AGM is to:  
▪ To allow company members to hear reports from the Board 

of Directors on the achievements and the work of DTP over 
the year  

▪ To elect the Board for the next year  
▪ To make any changes to the Constitution  
 

7.2 Organising and running the AGM  
The AGM is held once a year and all company members are 
invited to attend. The company’s accountants, directors and 
members are notified in writing of the date, time and location of 
the AGM one month prior to the meeting date. The quorum for 
AGMs is the standard relevant to Board meetings. Nominations 
for new members of the Board of Directors should be raised with 
the Chairperson prior to the meeting. All nominations should be 
proposed and seconded by members of the outgoing Board. If 
any members wish to propose changes to the Constitution then 
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these should be brought to the attention of the Chairperson one 
month before the meeting. Members should be given sufficient 
information and time to discuss proposals prior to a vote on 
making changes to the constitution.  
The directors must have sent the members, at least 21 days prior 
to the AGM, the Income and Expenditure Account and Cash Flow 
Statement and Balance Sheet, for the previous financial year. 
These accounts must be audited, and give a true and fair picture 
of the financial affairs of Donegal Travellers Project for the 
previous financial year.  

At the AGM, The Company Secretary and one other director sign 
these accounts on behalf of all the directors.  
 
7.3 EGMs  
EGMS are formal meetings of the membership that are called 
outside of AGMs. The purpose of these meetings is to agree a 
change in Donegal Travellers Project ‘s Constitution or to conduct 
any business that requires the passing of a resolution by the 
company members. The period of notice, quorum and 
requirements for taking minutes are the same as that of the 
AGM. 
 
7.4 Decision-Making Process 
In all cases the Board aims to make decisions through consensus. 
This is based on the Board having access to appropriate 
information and sufficient time for discussion and debate. The 
Chairperson reserves the right to move to a vote where 
consensus cannot be reached after adequate discussion, 
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however, it is considered that this would be a rarity. Voting must 
be organised in the way outlined below.  
 
7.5 Voting and Proxy Votes 
In the instance of a vote there should be equal time allotted for 
discussions of all the various options. All board members have 
one vote. For a vote to take place members should be informed 
two weeks prior to the event, meaning that proxy votes can be 
facilitated. Every board member can hold one proxy vote, and 
should inform the Chairperson of this before voting commences. 
Staff or external persons (eg: auditor) in attendance at meetings 
will not have voting rights.  
 
7.6 Subcommittees  
Subcommittees may be established to progress specific pieces of 
work. Where a subcommittee exists, they will have terms of 
reference. Subcommittees will present recommendations to the 
full Board that will be responsible for approving any 
recommended actions. It is encouraged that all members should 
participate in at least one sub-committee. 
 
8 TERMINATION OF BOARD MEMBERSHIP 
 

8.1 Resignation Procedure 
If a director wishes to resign from the Board, the following 
guidelines apply:  

▪ Notification should be made in writing to the Chairperson  
▪ The period of notification is two months, so as to allow for a 

new member to be recruited 
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▪ If the member is either in the position of Chairperson or 
Company Secretary it is requested that three months’ notice 
be given to enable other members to be inducted into the 
role  

▪ The resigning director must complete their details on the 
appropriate CRO form (B10) so they can be deregistered as a 
Board member with the Companies Registration Office 

 
8.2 Termination Procedure 
Termination of an individual’s tenure on the Board will occur if 
they have not attended 3 consecutive meetings, without a valid 
excuse and other arrangements have not been made. 
Termination of tenure will be by letter from the Chairperson. 
 
9 ROTATION AND RECRUITMENT OF DIRECTORS 
 
The following rules govern terms and rotation of Board 
membership: 
 
9.1 Directors 
Directors retire annually by rotation (30%) and being eligible offer 
themselves for re-election 
 
9.2 Board Members 
All officers have a maximum term of 5 years. 
 
9.3 Recruitment Procedure  
The Chairperson will instigate processes to recruit new members. 
In some instances, this will be preceded by a skills audit so that 
people with the appropriate skills can be targeted. Vacancies on 
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the Board will be advertised through agreed forums and 
community participation will be valued by the Board. The steps 
that are to be followed include:  
 
Selection process (as agreed by the Board and recorded in 
minutes)  
Selected candidates will be provided with induction which would 
include a workshop on Community Development and Human 
Rights. 
 
9.4 Induction of New Directors 
Induction to the Board will occur as soon as possible after an 
individual has been selected to join the Board. In all cases this will 
take place before attendance at the first meeting. Induction is the 
responsibility of the Chairperson and will involve a meeting in 
which the following will be introduced: 

▪ The role and aims of Donegal Travellers Project 
▪ Its core activities  
▪ History  

Also covered will be an introduction as to how the Board 
functions, as well as the role and responsibilities of becoming a 
member of the Board. 
 
Donegal Travellers Project directors who are new will be provided 
with an induction pack. Materials to include in the induction pack 
are as follows:  
 

▪ A copy of the Board of Directors Handbook;  
▪ Donegal Travellers Project Constitution;  
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▪  A brief history of Donegal Travellers Project and an outline 
of the current work;  

▪ DTP’s current strategic plan;  
▪ A recent progress report describing the organisation’s 

position in relation to any targets or goals;  
▪ Donegal Travellers Project’s Organisation Chart;  
▪ A list of current directors and the Chairperson, the secretary 

and their contact details; 
▪  The minutes of recent board meetings;  
▪ A schedule of forthcoming board meetings;  
▪  A list of the board sub-committees, names of directors 

serving on the sub-committees and their meeting schedule;  
▪  The annual report and accounts for the past two years;  
▪  Donegal Travellers Project Code of Conduct for directors;  
▪ A Declaration of Interests form;  
▪ All policies within the organisation, or a list of such policies 

and an indication of where they can be obtained;  
▪ Details of websites relevant to the work of Donegal 

Travellers Project;  
▪ Donegal Travellers Project Governance Code. 

 
10 LEGAL OBLIGATIONS AND DUTIES OF BOARD MEMBERS 
 
The commencement of the Companies Act 2014 (the “Companies 
Act”), which took place in June 2015, consolidates, reforms and 
amends all company law legislation, and has impacted on every 
Irish company as well as its directors and members. Part 5 of the 
Companies Act gives statutory recognition to the current 
common law and equitable principles regarding directors’ duties, 
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ensuring greater clarity for directors. The newly codified duties 
detailed in Chapter 2 of Part 5 of the Companies Act are 
discussed below. 
 
Chapter 1 of Part 5 of the Companies Act provides that those 
persons who are “shadow directors” and “de facto” directors will 
equally be bound by the provisions of Part 5 in the same manner 
as directors who have been formally appointed. These concepts 
are not necessarily new and refer to directors who effectively act 
as such (without formal appointment having been made) or in 
accordance with whose instructions the directors are accustomed 
to act. The duties as set out in this Part of the Companies Act can 
be broadly broken down into fiduciary duties (previously 
developed and detailed by means of case law) and general duties 
(recognising certain common law duties but also including and 
expanding upon existing statutory duties).  
 
General Duties of Directors  
 
The general duties which directors owe to the company in the 
performance of their role include:  
 
10.1 Compliance with legislation  
Directors must ensure compliance by the company with the 
Companies Act. A breach of this duty will not invalidate any 
contract or agreement or affect its enforceability, other than by 
the director in breach. This is without prejudice to the principles 
of liability of a third party where he or she has been an accessory 
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to a breach of duty or has knowingly received a benefit from such 
a breach.  
 
10.2 Interests of members and employees  
Directors must consider the interests of the members of the 
company and have regard to the interests of the employees in 
the performance of their functions; however, it is worth noting 
that this duty is owed by the directors to the company, not to the 
members or employees.  
 
10.3 Compliance statement  
Directors are required to acknowledge the existence of their 
duties by signing a declaration to that effect in the form of a 
compliance statement. They are also required to submit a signed 
statement to the Charities Regulator. Directors of all public 
limited companies and of private companies which meet certain 
financial thresholds will be required to include a directors’ 
compliance statement in their directors’ report (or explain why 
not). The directors also sign the financial statements on an 
annual basis which states that they stand over the financial 
controls of Donegal Travellers Project, the financial statements 
and the going concern of Donegal Travellers Project.  
 
10.4 Appointment of company secretary  
There is an obligation on directors to ensure that the company 
secretary is suitably qualified for the role. In appointing a 
company secretary, the directors shall have a duty to ensure that 
he or she has the skills necessary to enable him or her to 
maintain (or procure the maintenance of) the records of the 
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company (other than accounting records) necessary under the 
Companies Act. 
 
10.5 Directors’ duty to disclose any interests in contracts made 
by the company 
A director who is, in any way, directly or indirectly interested in a 
contract or proposed contract to which his or her company is a 
party, shall have a duty to disclose the nature of that interest at a 
meeting of the directors. This is, in the main, a restatement of the 
existing law.  
 
10.6 Breach of duty liability to account and indemnify  
The Companies Act provides that breaches of certain director 
duties will result in the director who is in breach being liable to 
account to the company for any gain made by him or her and to 
indemnify the company against any loss made by it as a result of 
any such breach.  
 
10.7 Fiduciary Duties of Directors 
The eight principal fiduciary duties of directors are set out at 
section 228 of the Companies Act as follows:  
 
1. Act in good faith 
Each director is obliged to act in good faith in what the director 
considers to be the best interests of the company. This is a 
subjective test and recognises that two directors can have two 
different but equally legitimate opinions as to what constitutes 
the best interests of the company.  
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2. Act honestly and responsibly  
Directors must act honestly and responsibly in relation to the 
conduct of the affairs of the company. While this was not a 
common law duty, it was deliberated on by the courts on 
numerous occasions in the context of imposing restrictions on 
directors.  
 
3. Act within powers  
Directors must act in accordance with the company’s constitution 
and exercise his or her powers only for the purposes allowed by 
law.  
 
4. Use of company property  
A director is not permitted to use the company’s property, 
information or opportunities for his or her own or anyone else’s 
benefit unless this is expressly permitted by the company’s 
constitution or the use has been approved by a resolution of the 
company in a general meeting. 
  
5. Independent judgement  
A director shall not agree to restrict his or her power to exercise 
independent judgement unless this is expressly permitted by the 
company’s constitution; or the director believes, in good faith, 
that to fetter his or her discretion is in the best interests of the 
company.  
 
6. Avoid conflicting interests  
A director is obliged to avoid any conflict which may arise 
between the duties the director owes to the company and the 
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director’s other (including personal) interests, unless the director 
is released from his or her personal duty to the company in 
relation to the matter concerned by virtue of either the 
provisions of the company’s constitution or by a resolution in a 
general meeting.  
 
7. Due care, skill and diligence  
A director must exercise the care, skill and diligence which would 
be exercised in the same circumstances by a reasonable person 
having the knowledge and experience that may reasonably be 
expected of a person in the same position as the director; and 
who also possesses the equivalent level of knowledge and 
experience which the director has. This sets a quasi-objective 
standard by which a director should be judged. While it does use 
the ‘reasonable man’ test, that ‘man’ is taken to be a person with 
the director’s knowledge and experience. 
 
8. Regard to members’ interests  
In addition to the general duty as referred to above, directors 
have a fiduciary duty to have regard to the interests of the 
members of the company. 
 
10.8 Breach of Duties 
As in the case of a breach by directors of their general duties, a 
breach of any of the fiduciary duties will not invalidate the 
validity of any contract or transaction or its enforceability, other 
than by the director in breach. However, this is without prejudice 
to the principles of liability of a third party where he or she has 
been an accessory to a breach of duty or has knowingly received 
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a benefit from the breach in question. Where an officer of the 
company is shown to have acted honestly and reasonably the 
court may grant relief to that officer in any proceedings for 
negligence, default, breach of duty or breach of trust. Likewise, a 
court may grant relief where an officer has acted honestly and 
reasonably in relation to any anticipated future claim for 
negligence, default, breach of duty or breach of trust. While 
providing welcome clarification, the Companies Act does not 
displace the importance of case law relating to existing common 
law rules and equitable principles and section 227 reiterates that 
regard shall be had to the corresponding common law rules and 
equitable principles in interpreting the duties and applying the 
new provisions. 
 
 
11 STRATEGIC AND ANNUAL PLANNING 
 

11.1 Strategic Planning  
Donegal Travellers Project will have a Strategic Plan every 5 years 
which sets out the overall actions and objectives of the 
organisation.  
 
Strategic planning will have the following characteristics: 

● A clear and transparent process that ensures clear pathways 
of communication with any group invited to participate in 
the formulation of the Strategic Plan and Organisational 
Review and/or evaluation.  

● The process will include a draft phase whereby selected 
groups can provide input into content prior to final sign off  
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● The plan will be clearly written  
● The plan will also identify key performance indicators (ways 

of proving that Donegal Travellers Project has achieved its 
objectives), so that it can be determined whether the goals 
have been met  

● The plan will outline the resources that are required for it to 
be carried out. 

 
The Strategic Plan 2021 – 2026 documents where the Donegal 
Travellers Project is going and how it plans to get there. The 
Strategic Plan describes Donegal Travellers Project’s goals, visions 
and areas of action for a period of five years and has included this 
process above.  

 
 

11.2 Annual Planning  
Donegal Travellers Project will have an annual plan which sets out 
the work plan for each area of operation. The annual plan will 
include clear goals or key performance indicators that will form 
the basis of service review and evaluation. Annual plans will be 
developed in line with the longer-term strategic plan of Donegal 
Travellers Project. 

12	FINANCIAL	POLICY	AND	PROCEDURES	 

12.1	Introduction 
The objectives of DTP Financial Procedures Policy are: 

• To support members of the DTP Board of Directors to 
exercise their responsibilities in relation to DTP finances. 
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• To establish and maintain good practice which ensures that 
all activities are fully and accurately accounted for. 

• To ensure that finances are used to fulfil the aims of Donegal 
Travellers Project.  

• To ensure that the books of account and supporting 
documentation are transparent. 

• To support the administration team to carry out all financial 
administration in line with good governance, reporting 
requirements and relevant legislation.  

12.2 Legal Structure 
Donegal Travellers Project CLG trading as Donegal Travellers 
Project is a company limited by guarantee. 

• CHY 12244 

12.3 Funding Information 
Funding for Donegal Travellers Project is received from a range of 
sources. The main source of funding is the Health Service 
Executive (HSE) and the National Traveller Partnership (DCEDIY).   

12.4 Financial Year and Deadlines  
For the purpose of accounting the financial year for Donegal 
Travellers Project is from 1 January to 31 December of each year. 
 
The annual financial report is prepared and together with all 
supporting documentation is submitted to the auditor by the end 
of January each year. 
 
The audited accounts are submitted to the Companies Office by 
the Annual Return (AR) date of 29th of December each year. 

12.5 Bank Accounts 
For the purpose of accountability and transparency Donegal 
Travellers Project operates seven current accounts with the Bank 
of Ireland.  Funding is lodged directly into these accounts and 
administered from these accounts as relevant. 
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12.6 Tax Clearance Certificate 
It is the duty of the Directors to ensure that a valid Tax Clearance 
Certificate is in operation for each year. The staff management 
and administration will facilitate this process and report to the 
Treasurer. 

12.7 Auditors 
The auditor is SMC Chartered Accountants, unit 3, 1st Floor, 
Glenview Business Park, Letterkenny, Co. Donegal.  

12.8 DTP Board of Directors Responsibilities 
The Donegal Travellers Project Board of Directors has overall 
responsibility for the management of the Donegal Travellers 
Project’s finances.  The committee is accountable to the funders 
for how the finances are used. It is the responsibility of the Board 
of Directors to ensure that: 
 

• The finance is used to fulfil the aims of the Donegal 
Travellers Project.  

• A suitable system of accounts is set up and maintained 
• The methods of financial reports, cash flow forecasts and 

budgets are used to plan and control spending. 
• The resources of Donegal Travellers Project are utilised and 

expended conservatively and responsibly.   
 
To fulfil these responsibilities, all members of the Board of 
Directors need to have up-to-date information on the financial 
situation, system of accounts, policies and procedures as this 
information enables members to discuss important financial 
decisions and to ensure that all financial matters are in order. 
 
The Board of Directors has overall responsibility for ensuring the 
financial viability of the organisation. The Board of Directors may 
delegate defined responsibilities to the Staff & Finance Subgroup 
with specific reporting requirements.  
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12.9 Staff & Finance Subgroup 
The Finance and Staffing Subgroup directs and supports the DTP 
staff management and administration in budgeting, monitoring 
and reviewing the finances of Donegal Travellers Project and in 
establishing and maintaining financial controls, policies and 
procedures. The Treasurer assists the project manager and 
assistant project manager in this process.  
 
The Staff & Finance Subgroup meet in advance of Board of 
Directors meetings to discharge its duties. The Treasurer, in 
conjunction with the DTP staff management may convene a 
meeting of the Staff &Finance Subgroup as and when the need 
arises. 
 
Membership of the Staff & Finance Subgroup comprises the 
Treasurer (who is one of the cheque signatories), at least one 
other cheque signatory and one other member of the BOM. The 
DTP staff management can attend these meetings.  

12.10 Fundraising Subgroup  
The Board of Directors or Treasurer may convene a Fundraising 
Subgroup as the need arises. Fundraising involves being aware of 
what grants are available, knowing when and how to apply, co-
ordinating all applications and raising funds through events etc. 
Membership of this group may fluctuate depending on the nature 
of fund raising but will usually consist of the Treasurer, staff 
members and members of the BOM. The Fundraising Subgroup 
may co-opt members from outside of the organisation as 
required or staff within the organisation with expertise or 
knowledge in this area may attend meetings.  

12.11 Financial Advice 
Donegal Travellers Project may from time to time seek financial 
advice from a professional. 
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12.12 Role of the Treasurer   
• Convening and chairing the Staff and Finance Subgroup 
• Work with the Staff and Finance Subgroup and the DTP staff 

management in drawing up an annual budget 
• Monitoring income and expenditure against the budget on a 

bi-monthly basis in conjunction with the DTP staff 
management and administration 

• Keeping the DTP Board of Directors informed of the financial 
situation of the organisation in conjunction with the project 
manager/assistant project manager  

• Working with the auditor in conjunction with the DTP 
project manager/assistant project manager on the final 
accounts 

• Presenting the accounts at the DTP AGM 
• Representing the organisation in funding applications where 

required 
• Support the DTP managers  to proactively manage funds to 

maximise full potential on excess funds. 

12.13 Role of the DTP Project Manager, Assistant Project 
Manager and Administration   
The role of the DTP Managers and Administration includes: 

• The day-to-day administration of the organisation's 
accounting function. 

• Monitoring income and expenditure.  
• Producing monthly and quarterly reports.  
• Keeping the treasurer informed of the financial situation of 

the organisation.   
• Oversight and management of  grants/budgets for new 

activities.   

12.14 Budgeting 
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An overall annual budget is prepared in accordance with the 
annual project plan prior to the commencement of the financial 
year.   
 
The budget will be prepared by the staff management, relevant 
team leaders and administration will be approved by the BOM. 
Any proposed changes to the allocation of spend budgets or 
salaries must be presented by the project manager to the BOM. 
Decisions to change on annual budget is the overall decision of 
the BOM or on occasions the funders.   
 
Subsequently the actual income and expenditure from the books 
is compared to projected income and expenditure and any 
variances noted, monitored and appropriate provisions made. 
 
The BOM will review the budget on a quarterly basis. 
Administration will provide detailed financial reports on all 
funding to the board.  

12.15 Recording, Monitoring and Reporting 
• All financial activities are recorded by the Administrators 

and accounts are backed-up on a regular basis. 
• Record of Income: incoming funds are recorded, and 

corresponding documentation kept on file. 
• Record of Expenditure: all expenditure is recorded, and 

corresponding documentation kept on file. 
• Administration with the project manager and assistant 

project manager will update financial records and carry out 
financial monitoring on a monthly basis.  

• A combined Financial Report for all funding will be 
presented to the BOM at each meeting.  

• The Treasurer with the administration team  will report back 
on the financial report to the DTP Board of Directors 
meeting, supplying documentation for review.  
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12.16 Salaries   
 

• Salaries are administered through the Payroll System. Wages 
are calculated and paid through standing order on a BI-
weekly basis.  

• The company subcontracts the administration of payroll to a 
financial service. It is the responsibility of the administration 
team to maintain and administer time sheets, leave and 
recruitment of new staff and advise the financial services 
personnel of any changes, increases, reductions or new staff 
that need to be included in the payroll and ROS.  

• It is the responsibility of administration staff to use the data 
collected from payroll files for analysis and the preparation 
of all financial reports eg: for the board or funders.  

• It is the policy of the Donegal Travellers Project that 
payments to the Revenue Commissioners are paid in full and 
on time. Payments to the Revenue Commissioners are paid 
by EFT on a monthly basis. 

• Review and monitoring of all costs associated with salaries 
will be carried out monthly by administration staff and any 
changes or variants are brought to the attention of the 
project manager.  

12.17 Contract for Service 
Donegal Travellers Project may from time to time enter into a 
contract for service with individuals and/or companies. The terms 
and conditions of any arrangement will be clearly outlined in a 
contract and Donegal Travellers Project should be appropriately 
invoiced for services rendered. The tax and PRSI liabilities of 
contractors are their own responsibility and contracts will reflect 
this. 

12.18 Financial Controls 
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• The Administrators will reconcile the accounts monthly. All 
transactions will be accounted for in the reconciliation 
statement. 

• Authorisation of expenditure:  
• Routine expenditure is indicated in the budget projection 

and does not need additional authorisation. Routine 
expenditure includes salaries, rent, utilities, telephone, 
stationary supplies, postage, insurance, bank charges, 
maintenance, cleaning services. 

• All non routine expenditure will complete the payment 
authorisation system and will be signed off by the project 
Manager and two named signatories must approve EFT.  

• All other expenditure requires the approval of the DTP 
Project Manager on behalf of the board.  

• All spend must be in line with the procurement policy  
• Year End Accounts: 

o The Annual Financial Report is prepared at the end of each 
Financial Year. The auditor will independently review all 
accounts and documentation. The audited accounts will be 
submitted to the Companies Office. 

• Files will be set up for each bank account and all bank 
statements filed so that the project manager/treasurer can 
review at any time.  

• A register of the assets of DTP Donegal Travellers Project will 
be maintained. The register will be reviewed quarterly by the 
DTP Staff & Finance Subgroup. 

• Financial reports are prepared quarterly for funders in a timely 
manner. The administration and management teams will 
respond to all queries from funders within 5 working days.   

12.19 Payment of Expenses 
The following expenses will be paid in the outlined manner: 

• Travel by public transport is reimbursed in full upon 
presentation of receipt / ticket. 
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• Travel by car is reimbursed at the rate of 40 cents per 
kilometre travelled.  

• A travel expense claim form should support claims. 
• Accommodation should meet the needs / requirements of 

the event / person and should be pre-booked through the 
office.  

• Subsistence rates are set out in the operational policies of 
the company.  

• Members of the DTP Board of Directors cannot be paid for 
their time or work for or with the Donegal Travellers Project. 
However, expenses incurred in representing DTP will be paid 
in the manner outlined above. 

  
Claims for expenses must be claimed within one month of the 
expense being incurred. Late claims will not be paid out. 

All claims will be processed, and cheque/payments issued at the 
end of each month – completed claim forms should be presented 
to the relevant administrator before the 25th of each month.  

12.20	Benefit	in	Kind	 

In the event where a member of the board of management sits 
on an interview panel for a full working day the board will 
provide a one for all voucher for up to a maximum of €100 to 
cover all out of pocket expenses and voluntary time.   

12.21	Amendments	to	the	Financial	Policies	or	
Procedures 
 
Any amendments to the Financial Policies or Procedures should 
be recorded, signed, and dated. 
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13	Donegal	Travellers	Project	Guidance	Policy	and	
Internal	Procedure	on	the	use	of	Electronic	Banking	
Systems	within	the	organisation 

13.1 Introductory Note 
The purpose of this policy is to provide both general information 
on the organisation’s policy in the area of Electronic Banking 
Systems (which may also be referred to as Internet Banking 
systems or Online Banking Systems).  

13.2 Decision to Implement an Electronic Banking System  
The decision to implement an Electronic Banking System was 
made by the DTP Board of Directors (Board of Directors of 
Directors) on the recommendation of the DTP Staff & Finance 
Subgroup. This decision was approved as noted in the Board of 
Directors minutes. The decision was based on the expanding role 
of the organisation and the additional requirements of a growing 
organisation and the attendant requirements this brings in 
relation to the management and administering of funding.  

The internal procedure for the EBS is written below and has been 
incorporated into our internal financial procedures and policy 
document-in light of this new additional procedure the overall 
internal financial procedures and policy document was reviewed 
by the Board of Directors and signed off on  

Our chosen bank in this regard is Bank of Ireland, Main Street, 
Letterkenny with which we are a long-term client.  

13.3 Internal Control Risks  
Careful consideration has been given to issues such as security, 
access, functions, reports etc. The Board of Directors has 
assessed the internal control risks associated with the 
introduction of an Electronic Banking System and this system is 
considered appropriate in light of the additional complexity and 
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level of financial administration and transactions being 
undertaken by the organisation.   

13.4	Security	Issues 
The security of the Electronic Banking System is vital. The Board 
of Directors will ensure that all necessary procedures are in place 
to protect the system from misuse. 

• All passwords/ user names/codes must not be stored within 
the office environment. This will prevent unauthorised 
individuals from accessing them. Passwords may be 
memorised and destroyed rather than stored where they 
could be accessed. 

• Passwords/user names/codes should be confidential; 
therefore, they must never be shared between individual 
users. They should be unique and individual to named 
authorised users of the Electronic Banking System. 

• Passwords/user names/codes should be changed regularly. 
They should automatically lapse after the expiration of a 
given time period e.g. 90 days. This will automatically require 
them to be changed. 

• Any separate handheld electronic devices that form part of 
the banking system (i.e. devices that provide unique 
transaction codes for subsequent input to the computer 
system) should be securely stored under lock and key. 

13.5	Segregation	of	Duties 
It is vital to ensure the segregation of duties when using an 
Electronic Banking System. Such segregation protects the 
beneficiary from the possible misuse of the System by any one user 
and thus minimises the possibility of fraudulent transactions being 
undertaken. 
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A user cannot exclusively authorise a payment to themselves. Such 
payments will need to be authorised by other user/s at a higher 
level within the organisation. 
 

13.6	Monitoring	of	use	of	Electronic	Banking	System 
The Board of Directors will ensure that the use of the Electronic 
Banking System is monitored on an on-going basis. Such 
monitoring will ensure that all transactions are legitimate 
business transactions and have been conducted appropriately, in 
line with agreed approval procedures. 
Monitoring of transactions should include, but not be limited to, 
the following: 

• Payments and transfers (including internal transfers) 
• Setting up of new accounts 
• Deletion of accounts 
• Payroll transactions, with particular focus on start and finish 

dates for staff members 
 
This procedure below clearly outlines the use of Electronic 
Banking within the organisation, with clear instructions in relation 
to the following: 

All Electronic Fund Transfers must be carried out in line with the 
DTP Financial Policy. 

All new users with access to the system will be approved in 
advance at Board of Directors level. All individuals being deleted 
will also be approved at a Board of Directors meeting and this 
updated information will be included in the internal procedure. 
All decisions will be recorded in the minutes of the relevant 
Board of Directors meeting. 

All new accounts to the system will be approved in advance at 
the BOM. All accounts being deleted will also be approved at a 
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Board of Directors meeting and this updated information will be 
included in the internal procedure. All decisions will be recorded 
in the minutes of the relevant Board of Directors meeting.  

The project manager will review all online banking accounts 
monthly with the administration team.  

13.7	Review	of	Electronic	Banking	Internal	Procedures	
Document 

The Internal Procedures Document will be reviewed and, 
where appropriate, updated at least once a year. The results of 
this review should be approved and minuted by the BOM.  

14 RISK MANAGEMENT  
 
Directors of Donegal Travellers Project are responsible for 
ensuring that a risk management system is put in place in order 
to protect the organisation from any harm that may be caused, 
by reducing the likelihood of each risk occurring and minimising 
the impact of each risk where possible. This section should assist 
directors to identify, evaluate and manage all of the risks within 
the organisation, by setting out:  
 

● What is risk?  
● Various risk categories  
● Risk management:  

-An overview of a risk management system 
 - How to identify, evaluate and manage risk 
 - The benefits of managing risk 

14.1 What is risk?  
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A risk is an uncertain event which may occur in the future 
preventing or delaying an organisation’s ability to realise and 
achieve its objectives. Examples include: the failure of a board of 
directors in respect of governance obligations; staff 
unavailability; damage to buildings or work space; inability to 
raise sufficient income; and failure to comply with health and 
safety or other legal obligations. The likelihood of a risk occurring 
can only be estimated. To estimate risk properly, each risk should 
be identified, understood and evaluated by the board of 
directors.  

14.2 Risk categories  
 
To help identify risks, they should be considered under the 
following categories, which may have both internal and external 
elements:  
 
1. Governance  
 
Governance risks may include DTP directors not knowing or living 
up to their responsibilities; high board turnover; conflict on a 
board; conflicts of interest not properly managed; absence of 
relevant policies; failure to properly implement agreed policies; 
and policies not being reviewed. A significant governance risk 
may also arise where the directors do not give due consideration 
to the organisation’s legal form and governing document and 
decide whether they are fit for purpose.  
 
2. Strategic  
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Strategic risks include any risk which may cause the organisation 
to be delayed or prevented from achieving its objectives. 
Examples include failure to control costs or failure to understand 
the resources needed for a particular project or particular service 
that the organisation wishes to offer. 
 
 3. Compliance (legal or regulatory) 
 
 Compliance risks may include failure to comply with legal or 
regulatory requirements, for example: legislation in respect of 
charity regulation; health and safety; child protection; data 
protection; employment law; or company law. Such failures may 
arise due to a lack of resources within the organisation to meet 
the requirements, or due to a lack of knowledge within the 
organisation of the legal or regulatory requirements that the 
organisation is required to comply with. Failure to have an 
appropriate level of insurance in place for the organisation is also 
a compliance risk. 
 
 4. Operational 
 
 Operational risks include DTP employees being unavailable for 
duty, or volunteers or employees that are only trained for one 
role and are unable to cover for another employee in the event of 
an absence. A lack of planning in the event of premises being 
damaged and unusable for a period of time is also an operational 
risk.  
 
5. Financial 
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 Financial risks include failure to meet financial management and 
reporting requirements; failure to maintain prudent financial 
reserves; failure to plan to meet future needs; and failure to 
properly assess and understand the financial viability of the 
organisation. Misunderstanding funder priorities, poorly 
articulated funding applications or missed deadlines for funding 
applications are all potential risks for Donegal Travellers Project.  
 
6. Environmental  
 
Environmental or external risks include risks arising from a 
change in the overall environment in which the DTP operates 
such as a change to Government policy that affects the 
organisation. For example, an environmental risk could be 
adverse publicity generated by another organisation resulting in 
loss of support for Donegal Travellers Project.  
 
7. Reputational  
 
Charities in general rely heavily on their reputation. DTP should 
consider the actual and perceived impact of the decisions it 
takes, ensuring that all decisions are taken in line with the best 
interests and charitable purpose of the organisation. For 
example, DTP providing services to children could risk damage to 
its reputation by accepting a donation from an alcoholic drinks 
company. Failure to identify, evaluate and manage all of the risks 
within the DTP can have serious implications for the board 
directors and may adversely affect the reputation of the 
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organisation. For example, poor financial oversight of the  
finances could lead to the misappropriation of funds which, in 
addition to having serious implications for the directors, would 
likely cause all stakeholders (including funders and donors), to 
lose trust and confidence in DTP and the voluntary and 
community sector as a whole. 
 
 

 14.3 Risk management System  
 
Donegal Travellers Project have a risk management system which 
includes the following: 
 
Risk Register - A document (table format is recommended) used 
to record details of each risk. It includes: the category of risk; a 
clear description of each risk; the likelihood of occurrence; the 
potential impact; mitigation measures; and the person(s) 
responsible for managing each risk. (See appendix 6)  
 
Risk Management Policy – A document setting out procedures 
for managing risk and risk reporting. (See Appendix 7)  
 
Monitor and Report - Risk is  monitored regularly in a structured 
way by DTP board and staff management team.  
 

14.4 How to identify, evaluate and manage risk 
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In order to identify risks, directors should understand the DTP 
and the specific roles within the organisation. In addition, 
directors should understand the external environment DTP 
operates in.  
 
DTP directors should meet regularly to discuss and agree these 
matters and act on the following:  

● Agree on how to manage risk – this can be done through 
discussions at board meetings and through outlining and 
monitoring the document setting out procedures for 
managing risk and risk reporting i.e. the DTP risk policy.  

●  Identify the risks – carry out an internal and external 
analysis of what risks could affect DTP using the risk 
categories set out in this document.  

●  Adopting a risk register. (See Appendix 6)  
● Evaluate and rate the risks - what is the likelihood of the risk 

occurring and what is the potential impact on the charity if 
the risk materialised?  

●  Prioritise the risks - based on your evaluation of each risk, 
priority for action should be given to those risks most likely 
to occur and most likely to have significant impact and 
serious consequence(s) for DTP.  

●  Mitigate the risks – where possible directors should identify 
what action can be taken to mitigate against each risk, for 
example: Take out appropriate levels of insurance.  

●  Assess if the risk rating has changed as a result of mitigating 
actions you have taken and update the risk register as 
appropriate.  
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● Monitor the risks and report on their management – risks 
should be monitored regularly and should be a standing 
item on the agenda at board meetings. Monitoring and 
reporting is completed by the DTP board and staff 
management team.  

 

 

Appendix 1 Annual Statement and Register of Interests               

Annual Statement and Register of Interests 
By signing this statement, I acknowledge my agreement with the 
spirit and intent of Donegal Travellers Project Conflicts of Interest 
Policy and I agree to declare to the Board of Directors any 
possible conflicts (other than those stated below) that may 
develop before the next Annual General Meeting.  
 
 
_______ I am not aware of any potential conflict of interest 
 
 
_______ I have a conflict of interest in the following area(s): 
 
Description of 
Interest 

Has the 
Board been 
notified of 
this declared 
interest? 
(Y/N) 

Date of 
declaration of 
interest 

Steps 
taken to 
manage 
interests 
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Name of Director: _______________________ 
 
 
 
Signed by Director:  _______________________  
 Date:  ________________ 
 
 
 
Date of appointment to DTP Directorship: 
 _____________________________ 
 
 
  
 

 

Appendix 2 Donegal Travellers Project Conflict of interest 
policy  
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1. Purpose  
The purpose of this policy is to assist directors of Donegal 
Travellers Project to effectively identify, record and manage any 
conflicts of interest in order to protect the integrity of Donegal 
Travellers Project and to ensure that the directors act in the best 
interest of the organisation.  
 
2. Objective  
The Donegal Travellers Project Board of Directors aims to ensure 
that: 

● they are aware of their obligations as directors to disclose 
any conflicts of interest that they may have,  

● senior staff members are aware of their obligations to 
disclose any conflicts of interest that they may have, 

● and to comply with this policy to ensure they effectively 
manage those conflicts of interest as representatives of 
Donegal Travellers Project.  

 
3. Scope  
This policy applies to the Board of Directors and senior staff 
members of Donegal Travellers Project. 
 
These parties will consider ‘personal connections’ Section 2(2) of 
the Charities Act 20092 sets out what is meant by a ‘personal 
connection’. Persons who may be classed as a ‘connected person’ 
in respect of a directors include:  

● a parent, brother, sister, spouse, grandparent or grandchild 
of the individual, or a child of the spouse of the individual; 
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● any person the individual is in a partnership with;  
● any person the individual is employed by under a contract of 

service;  
● a body corporate if the individual has control of it, or if the 

individual and any of the above-mentioned connected 
persons together have control over it.  

 
 
4. Definition of conflicts of interests  
 
A conflict of interest is any situation in which a directors’ or 
senior manager’s personal interests or loyalties could, or could be 
seen to, prevent the directors or senior manager from making a 
decision in the best interests of the organisation. This personal 
interest may be direct or indirect, and can include interests of a 
person connected to the directors. 
These situations present the risk that a person will decide based 
on, or affected by these influences, rather than in the best 
interests of the Donegal Travellers Project and therefore must be 
managed accordingly.  
 
5. Policy  
This policy has been developed because conflicts of interest 
commonly arise, and do not need to present a problem to the 
organisation if they are openly and effectively managed. It is the 
policy and responsibility of the Board of Donegal Travellers 
Project that ethical, legal, financial or other conflicts of interest 
be avoided and that any such conflicts (where they do arise) do 
not conflict with obligations to the Donegal Travellers Project. 
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Donegal Travellers Project will manage conflicts of interest by 
requiring Board of Directors and Senior Staff Members to:  

● avoid conflicts of interest where possible  
● identify and record any conflicts of interest  
● carefully manage any conflicts of interest, and  
● follow this policy and respond to any breaches.  

 
5.1 Responsibility of the Board of Directors  

The Board is responsible for:  
● establishing a system for identifying, disclosing and 

managing conflicts of interest across DTP;  
● monitoring compliance with this policy; and  
● reviewing this policy on an annual basis to ensure that the 

policy is operating effectively.  
 
Board members and senior staff should ensure they are aware of 
their legal obligations in the management and control of their 
organisation and should refer to the Charities Regulator’s 
‘Guidance for Board members’ for further information on this – 
see their website www.charitiesregulator.ie 

 
5.2 Identification and disclosure of conflicts of interest  

Once an actual, potential or perceived conflict of interest is 
identified, it must be entered into Donegal Travellers Project’s 
register of interests, as well as being raised with the Board of 
Directors or the Project Manager and Assistant Project manager 
for senior staff members or the Company Secretary for the 
Project Manager and Assistant Project manager. The register of 
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interests must be maintained by Project Manager and Assistant 
Project manager and Company Secretary in one specific instance 
and record all information related to a conflict of interest 
(including the nature and extent of the conflict of interest and 
any steps taken to address it).  
 
Confidentiality of disclosures  
In order to support Board members to disclose their conflicts of 
interest, there will be a level of confidentiality associated with 
any disclosure. The information disclosed will be restricted to the 
Company Secretary of Donegal Travellers Project and the Project 
Manager and Assistant Project manager. 
 
6. Action required for management of conflicts of interest  
 
6.1 Conflicts of interest of members of the Board of Directors 
and Senior Staff Members. 
Once the conflict of interest has been appropriately disclosed, 
the Board of Board members (excluding the disclosing directors 
and any other conflicted person) must decide whether or not a 
conflicted Board member should:  

● vote on the matter (this is a minimum),  
● participate in any debate, or  
● be present in the room during the debate and the voting.  

In exceptional circumstances, such as where a conflict is very 
significant or likely to prevent directors from regularly 
participating in discussions, it may be worth the Board of 
Directors considering whether it is appropriate for the person 
with the relevant conflict to resign from their position.  
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6.1(a) Conflicts of interest of Senior Staff Members. 

Once the conflict of interest has been appropriately disclosed, 
the Project Manager and Assistant Project manager or Company 
Secretary (if the Project Manager and Assistant Project manager 
is conflicted) must allocate the processing and decision making 
around the matter to another appropriate senior staff manager. 
 

6.2 What should be considered when deciding what 
action to take:  

In deciding what approach to take, the Board of Directors; 
the Project Manager and Assistant Project Manager or the 
Company Secretary as required, will consider the following; 

• whether the conflict needs to be avoided or simply 
documented  

● whether the conflict will realistically impair the disclosing 
person’s capacity to impartially participate in decision-
making  

● alternative options to avoid the conflict  
● the objects and resources, and  
● the possibility of creating an appearance of improper 

conduct that might impair confidence in, or the reputation 
of, the organisation.  

In the case of members of the Board of Directors; the approval of 
any action requires the agreement of at least a majority of the 
Board of Directors (excluding any conflicted director) who are 
present and voting (if applicable) at the meeting. All details 
regarding the conflict of interest, including the action arising, will 
be recorded in the minutes of the meeting.  
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In the case of members of the Board of Directors; the approval of 
any action requires the agreement of at least a majority of the 
Board of Directors (excluding any conflicted director) who are 
present and voting (if applicable) at the meeting. All details 
regarding the conflict of interest, including the action arising, will 
be recorded in the minutes of the meeting.  
 
In the case of a senior staff member; the approval of any action 
requires a recorded decision of the Project Manager and 
Assistant Project manager or the Company Secretary as required.  
 
7. Compliance with this policy  
If the Board of Directors has a reason to believe that a person 
subject to this policy has failed to comply with it, it will 
investigate the circumstances. If it is found that this person has 
failed to disclose a conflict of interest, the Board of Directors may 
take action against the person. This may include seeking the 
person’s resignation from the organisation. If a person suspects 
that a Board member or senior staff member has failed to 
disclose a conflict of interest, they must, discuss with the person 
in question, notify the Board of Board members, or the Project 
Manager and Assistant Project manager or Company Secretary as 
appropriate. 
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Appendix 3  Briefing Note on Charities Act 
 

The Board of Directors is responsible for ensuring that Donegal 
Travellers Project is compliant with the provisions of the Charities 
Act 2009, the implementation of which commenced in 2014.  
The primary compliance requirements under the Act are as 
follows:  
 
▪ A new Charities Regulatory Authority (CRA) will maintain a 

Register of Charities which will be accessible by the public. Any 
organisation in receipt of charitable tax exemption from the 
Revenue Commissioners on the day that the Register was 
established will be automatically deemed registered with the 
Charities Regulator.  

▪ All charitable organisations will be obliged to ensure that the 
particulars relating to them are correctly entered in the 
register.  

▪ All charities will be obliged to state in their public literature 
that they are a registered charity.  

▪ It will be an offence for a body not on the register to claim that 
it is a registered charity or to operate or fundraise as a 
registered charity.  

▪ All charities will be required to keep proper books of account.  
▪ All charities will be required to submit Annual Reports to the 

Charities Regulator detailing their charitable activities during 
the year. The Finance Minister will consult with the sector on 
what the content of these ‘Annual Activity Reports’ should be.  

▪ Both cash and non-cash charitable fundraising from the public 
will require permits from An Gárda Síochána and only 



 

 

Page 69 of 104 
 

registered charities will be able to conduct those types of 
fundraising.  

▪ Sealed collection boxes will be the default requirement for 
collections in public areas and the boxes will have to display 
the name and charity number of the charity. The Regulator has 
the discretion to make an exception to the sealed collection 
box rule to facilitate the making of change for token sellers 

▪ Charities that fundraise are expected to comply with the non-
statutory Statement of Fundraising Principles (available at 
www.ictr.ie) and will also be expected to comply with specific 
Codes of Good Practice for Fundraising.  

▪ ‘Board members’ are defined in the Act and are essentially 
those persons having day-to-day control of a charitable 
organisation. This means that the directors (under company 
law) of a charity that is a company limited by guarantee will be 
considered to be the directors of the charity.  

▪ A charity will be permitted to pay a Charity Directors (or 
persons connected to a directors) for work which is not related 
to their role as a directors. A charity is not, and will not be, 
permitted to pay directors for their work in their capacity as a 
directors (other than for receipted expenses).  

▪ Charities will be permitted to purchase ‘directors’ and officers’ 
insurance to indemnify its directors for liabilities relating to 
acts done or omitted by the directors in good faith and in 
performance of their functions as a charity directors. 

Additionally, a Charities Governance Code was launched in late 
2019. Charities were to become compliant in 2020 with a view to 
reporting in 2021.  
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Under the Charities Act 2009, every charity registered in the 
Republic of Ireland is required to submit an Annual Report to the 
Charities Regulator no later than ten months after the charity’s 
financial year end date. For example, if a charity’s financial year 
end date is 31 December 2020, the Annual Report for that charity 
is due to be filed with the Charities Regulator before 31 October 
2021. When a charity files its Annual Report in 2021, it will be 
required to declare if, at the date of filing of the Annual Report, 
the charity: 
▪ is fully compliant with the Charities Governance Code 

(Declaration A), or  
▪ is partially compliant with the Charities Governance Code, with 

a free text box allowing the charity to explain what standards it 
is not in compliance with and why (Declaration B), or  

▪ Has not started implementing the Charities Governance Code, 
with a free text box allowing the charity to explain why it is not 
in compliance with the Code (Declaration C). 

 

Appendix 4 - Board minutes template 
 

Donegal Travellers Project  

Minutes of board (or) [specified sub-committee] meeting 

[No. X] 

Date:  

Time:  

Venue:  
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Chairperson:  

Present 

(Charity 

Directors): 

 

Quorum:  

In 

Attendance 

(Others): 

 

Apologies:  

 

Approval of the minutes of the meeting of [ date of last 

meeting ]: 

 

Matters arising: 

 

Declarations of conflicts of interest: 

 

Financial report: 

 

 

Yes No
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Report on activities: 

 

[ Heading for other standing item if applicable, in line with 

the agenda ] 

 

[ Heading for other standing item if applicable, in line with 

the agenda ] 

 

[ Heading for general business item, in line with the 

agenda ] 

 

[ Heading for general business item, in line with the 

agenda ] 

 

 
[ Heading for general business item, in line with the 

agenda ] 

 

Any other business (AOB): 

1. 

2.  
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3.  

 

Next Meeting 

Date:  

Time:  

Venue:  

 

Actions Arising From This Meeting: 

Item No. Action Person 

Applicable 

Timeframe 
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Chairperson’s signature and 

date                            

Secretary’s signature and 

date 

  

Chairperson’s name 

(printed)                                   

Secretary’s signature and 

date 

 

Appendix 5 – Code of Conduct for Directors of DTP  
 

Donegal Travellers Project  

Code of Conduct for Directors of Donegal Travellers 

Project  

By reading this document and accepting the role of a director of 

Donegal Travellers Project, all directors agree to the following 

responsibilities: 

General Conduct 

▪ Directors are required to act with honesty and integrity and 

exercise good judgement which may include seeking 

professional advice on appropriate matters on which directors 

do not have relevant expertise.  

▪ Directors are required to act in the best interests of the 

organisation at all times. 
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Independence  

▪ Directors are required to act independently, particularly in 

relation to assets, property, legal and regulatory obligations.  

▪ Directors should conduct themselves with integrity and in a 

manner, which does not damage or undermine the reputation 

of the organisation or its volunteers and employees.  More 

specifically directors: 

- should not place themselves under any financial or 

other obligation to outside individuals or organisations 

that might seek to influence them in the performance 

of their duties; 

- must avoid actual impropriety and any appearance of 

improper behaviour. 

▪ Directors must not act in order to gain financial or other 

benefits for themselves or for any persons connected to them 

such as their family, their friends, or any organisation that they 

own, manage or work for. 

▪ Directors should avoid accepting gifts and hospitality that 

might reasonably be thought to influence them in carrying out 

their role. Any gifts or hospitality received in any connection to 
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Donegal Travellers Project should not exceed the value of €100 

and should be declared to the Board. 

 

Charity Directors Roles 

Charity directors should: 

▪ Understand and perform their roles and responsibilities to the 

best of their abilities at all times.  

▪ Be prepared to provide adequate time and commitment as 

required to fulfil the role, adequately preparing for meetings 

and participating in committees and special events when 

required.  

 

Board Meetings 

Directors should: 

▪ Aim to attend all meetings, contribute appropriately and 

effectively, and avoid dominating the contributions of others. 

▪ Always respect the authority of the Chairperson of the board, 

and the Chairperson of any meeting. 

▪ Bring a fair and open-minded view to all discussions of the 

board, maintain a respectful balance between speaking and 

listening, treating different views with respect, and ensuring 

that all decisions are made in the best interests of the charity. 
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▪ Bring a genuinely independent perspective to enhance 

decision-making, given that directors share responsibility for 

board decisions. 

▪ Ensure their contributions are informed and impartial when 

presenting views on topics in meetings while listening to and 

respecting the input and experience of other charity directors. 

 

Volunteers/Employees within the Charity 

Directors should: 

▪ Aim to support volunteers and employees in carrying out their 

duties and always, in terms of their conduct, serve as an 

example of how everyone in the charity should conduct 

themselves in order to reflect the values of the charity.  

▪ Work considerately and fairly with everyone in a way that 

respects diversity, different roles and boundaries and avoids 

giving offence. 

▪ Accept and respect the difference in roles between the board 

on the one hand and volunteers and any employees on the 

other, ensuring that the board, volunteers and any employees 

work effectively and cohesively for the benefit of the 

organisation and develop a mutually supportive and loyal 

relationship by: 
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- respecting management arrangements and avoiding 

any actions that might undermine such arrangements; 

- not interfering in the performance by volunteers or 

employees of duties delegated to them within the 

organisation while ensuring that volunteers and any 

employees working for the organisation are held to 

account through the Project manager/Assistant Project 

Manager, as appropriate. 

 

Legal Requirements and Policies 

Directors must: 

▪ Act in accordance with the organisation’s governing document 

and ensure that DTP complies with all applicable laws including 

charity law, company law, health and safety law, data 

protection law and employment law. 

▪ Promote and preserve the obligations of confidentiality about 

sensitive board matters.  However, the requirement for 

confidentiality may not apply if it becomes necessary for the 

directors to inform the Charities Regulator or any other 

statutory body about any matter, which could threaten the 

future of DTP or could represent a breach of any law with 

which the organisation is required to comply. 
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▪ Abide by the organisation’s conflict of interest’s policy and 

ensure the conflict of interest register is completed and 

updated as required. 

▪ Abide by any equality, diversity, safeguarding, health and 

safety, bullying and harassment policies and any other policies 

agreed by the board. 

▪ Ensure that claims for out of pocket expenses are made in 

accordance with agreed procedures.  

 

Where a director is found to be in breach of the standards 

outlined by the board in its Code of Conduct he or she will be 

asked to meet with the Chairperson of the board and project 

manager to assess his or her suitability for the role.  Consistent 

breach of the Code of Conduct by a director may result in the 

directors’ tenure being terminated. 

 

The board of directors should review this Code of Conduct for 

directors at 3-year intervals or as appropriate. 

 

Signed . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

 

Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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Date . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



 

 

Appendix 6 – Risk Register Donegal Travellers Project  
 

Risk Register 

This document should be read in conjunction with section 14 above.  

 
Risk Register- Donegal Travellers Project  

Ri
sk 
N
o 

Descriptio
n of 
Potential 
Risk   

 

Descriptio
n of 
Potential 
Impact  

 

Risk 
Owner 

Steps to 
Mitigate  

 

Monitoring 
Frequency  

 

Likelih
ood 
(1-5) 

Imp
act 

(1-5) 

Cont
rols 
(1-3) 

Risk 
Ratin

g 

1. Risk Category: Governance 
1 Members 

do not 
come 
forward to 
the board 
of DTP 

Lack of 
governanc
e 
structure 
for DTP 

DTP 
Director
s, 
Manage
ment 
and staff 

Building DTP 
directors 
engagement in 
working groups 
and sub-groups. 
 

Annual 2 5 1 Low 
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Regular 
communication 
with DTP 
members on the 
role and work of 
DTP. 
 
Communication 
with members of 
the Traveller 
Community in 
Donegal in 
advance of AGM 
to encourage 
members 
interest in going 
forward for the 
DTP BOM  
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2 Conflict 
arises 
amongst 
Board 
members 

Conflict 
affects 
how the 
board 
operates 
and 
impacts 
staff also 

Board 
member
s and 
Staff 

Conflict is 
identified and 
addressed at an 
early stage. 
 
BOM meetings 
are managed in a 
way  that 
ensures all voices 
are heard and 
perspectives 
listened to. 

Every 6 weeks 2 3 1 Medi
um 

3 BOM and 
Staff do 
not 
implement 
full 
policies 
and 
procedure
s of the 

Profession
al 
standards 
of staff 
are seen 
negatively 
and can 
cause 
conflict 

BOM 
and Staff  

Regular full staff 
meetings and 
BOM meetings 
to review 
policies and 
procedures of 
the company  

Monthly  2 3 1 Medi
um  
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company 
including 
Child 
Protection 
and GDPR  

among 
staff  

2. Risk Category: Strategic 
1 Failure to 

control 
costs  

Impact on 
financial 
sustainabil
ity of the 
organisati
on 

BOM, 
Staff 
manage
ment 
team 
and 
administ
ration 

Clear financial 
reporting 
processes in 
place including 
budget 
projections 

On going 
monitoring by 
staff and 
oversight by 
staff 
management 
and 
administratio
n  

2 5 1 Low 

2 Failure to 
understan
d the 
resources 
needed for 
a 

Failure to 
complete 
project 

BOM 
and staff 

Clear planning 
and budgeting 
processes in 
place for each 
project. 
 

Ongoing 1 4 1 Low 
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particular 
project 

Regular 
reporting to 
funders 

3. Staff 
leaving the 
organisati
on 

Loss of 
skills and 
knowledg
e 

BOM  Succession 
planning in place  
 
 
 
 
 
 

 2 2 2 Low 

4 Lack of 
planning 
and 
continual 
review and 
monitorin
g of the 
implement
ation  

Failure to 
comply 
with SLA’s 
and 
funding 
agreemen
ts  

BOM, 
staff 
manage
ment 
and 
team 
leaders 

Reviewing and 
monitoring all 
actions plan  

Quarterly  3 3 1 Medi
um  

3. Risk Category: Compliance (Legal or Regulatory) 
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1 Lack of 
knowledge 
and 
understan
ding of the 
Board in 
relation to 
legal 
obligations 

Failure to 
comply 
with other 
legal 
obligation
s. 
  
Legal 
action 
take 
against 
DTP for 
non 
complianc
e 

BOM, 
staff 
manage
ment 
and Staff 

Updates at BOM 
meetings on 
compliance 

Monthly 
(BOM 
Meetings) 

1 5 1 Medi
um 

4. Risk Category: Operational 
1 Staff 

unable to 
cover due 
to lack of 
knowledge 

Work not 
being 
completed 
to a high 
standard 

BOM 
and Staff 

Regular staff 
planning 
meetings  
 
 

Ongoing 2 4 2 Medi
um 
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or skills in 
the event 
of a staff 
member 
being 
absent 

 
 

 
Risk Category: Financial 

1 Reduction 
in levels of 
funding 

Reduced 
capacity 
to deliver 
programm
es,pay 
staff and 
overheads 

BOM 
and staff 
manage
ment 

Regular meetings 
with funders 
(HSE/NTP/Tusla)  
Source 
appropriate 
funding eg: 
Traveller Pride  

On going 3 4 2 Medi
um - 
High 

Risk Category: Environmental or External 
1 Changes 

across 
departme
nts/agenci
es ie: 

Limitation
s of 
resources 
and 
communit

BOM 
and staff 

Meeting with 
new staff as 
appropriate to 
discuss the work 
of DTP and 

Ongoing 2 4 1 Medi
um 
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movement 
of staff 
with 
limited 
knowledge 
of 
Traveller 
infrastruct
ure and 
Communit
y 
Developm
ent  

y 
developm
ent 
funding . 

importance of 
Traveller 
infrastructure 
and Community 
Development 
approach  

Risk Category: Reputational 
1 DTP  is 

considered 
too closely 
aligned 
with 
agencies 
ie: DCC 

Reduction 
in support 
from the 
communit
ies we 
work with 
and in 

BOM  
and staff 

Regular strategic 
discussions on 
our approach at 
BOM and staff 
management 
meetings 

Ongoing 2-3 4 2 Medi
um 
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levels of 
trust  

          

 

The Matrix for assessing impact, likelihood and effectiveness of existing controls  
 
Each risk is scored in terms of: 
*  likelihood i.e. the probability of future occurrence, how likely the risk it is that the risk will occur 
and how frequently it has occurred in the past.  
*  impact i.e. the impact on the organisation and external stakeholders if the risk occurs. 
*  effectiveness of existing controls i.e. given the controls which are currently in place, how effective 
are they at mitigating the risk. 
 
A scale of 1 to 5 is used for Likelihood and Impact, and 1 to 3 is used for the effectiveness of existing 
Controls, according to the following matrix: 
 

Likelihood 
Scale of 1 - 5 

Impact 
Scale of 1 - 5 

Controls 
Scale of 1 - 3 

1 = Rarely, if ever 1 = No significant impact 1 = Controls highly effective 
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2 = Possible 2 = Minor impact 2 = Controls effective, but could 
be improved 

3 = Likely 3 = Significant but containable 
impact 

3 = No controls / controls are 
ineffective 

4 = Very Likely 4 = High impact  
5 = Unavoidable / already 
occurring 

5 = Extremely detrimental 
impact 

 

 
The risk score is determined by multiplying the risk impact by the risk likelihood by the 
effectiveness of the controls. 
 
The following traffic light system can be used on a risk register to highlight / prioritise risk: 
 

Risk Level Risk Score Action / Response 
High 25+ [Insert text here regarding the action your charity will take for 

risks rated High] 
Medium 13 – 24 [Insert text here regarding the action your charity will take for 

risks rated Medium] 
Low 0 – 12 [Insert text here regarding the action your charity will take for 

risks rated Low] 
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Appendix 7 Risk Management Policy  
 

1. Policy 
1.1 Policy Statement 
Donegal Travellers Project recognises that the nature of our 
activities and the environment in which we operate exposes us to 
risks which have the potential to impact or harm our staff, 
community, stakeholders, reputation, finances, operation and 
success of the organisation. The application of risk management is 
an important element of good governance and assists the Donegal 
Travellers Project in achieving its stated objectives.  Effective risk 
management provides assurance regarding the effective 
management of risks that may threaten the achievement of stated 
objectives.  Specifically, the analysis and management of 
uncertainty surrounding these objectives will assist Donegal 
Travellers Project in ensuring that threats are mitigated whilst 
opportunities are advanced. 

It is our policy to adopt best practice in the identification, analysis, 
evaluation, control, monitoring and review of risk to ensure that 
they are avoided, reduced, shared or accepted. To ensure this, we 
will: 

1. Embed full and effective consideration of risk within the 
planning and management of new and existing activities 
across the organisation.  

2. Engage with our stakeholders and use our knowledge and 
understanding to identify our risks. 
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3. Determine the level of risk for our organisation by considering 
the likelihood and impact of identified risks.  

- Risks will be ranked in order of importance. 
4. Ensure that acceptable net risk thresholds are clearly defined 

and managed.  
5. Effectively manage risk to ensure that DTP’s objectives, goals 

and purpose are achieved. 
6. Create and maintain a risk register and management plan.  
7. Monitor and review the risk register on a regular basis. 
8. Put a contingency plan in place in case of a severe business 

disruption. 
1.2 Purpose 
The purpose of the policy is to provide a risk management 
framework to ensure levels of risk and uncertainty are identified 
and managed in a systematic, structured way, so any potential 
threat to the delivery of our service is appropriately managed and 
completed successfully. 

1.3 Scope 
The scope of the policy applies to all operational activities and 
directors, committee members, staff, and volunteers involved in 
the delivery of those activities. 

1.4 Responsibilities 
The Board of Directors of Donegal Travellers Project has overall 
responsibility for the management of risk. The Board of Directors 
can delegate risk related responsibilities and tasks, as it sees fit to 
the Project Manager, Assistant Project Manager and staff. It is 
important that staff nominate a health and safety officer to 
represent any Health and Safety matters on their behalf. 
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1.4.1 Board of Directors 

The Board’s responsibilities include:  
● Determining the appropriate level of risk that the 

organisation is willing to accept.   
● Ensuring that the organisation has effective risk 

management in place.  
● Delegating authorities and responsibilities.  
● Approving the completed Risk Management Policy 
● Approving the Risk Register and Management Plan.  
● Reviewing the ongoing effectiveness of the risk 

management process in achieving the organisation’s 
objectives.  

● Reviewing the organisation’s risk profile against its agreed 
strategy ensuring that they are aligned and within the 
agreed levels risk and uncertainty. 

1.4.2 Project Manager and Assistant Project Manager  
 
The Project Manager and Assistant Project Manager’s 
responsibilities include:  

● Assisting the Board of Directors to develop, review and 
approve the policy and procedures.  

● Ensuring the development of a reporting mechanism for all 
‘critical’ and emerging risks. 

● Develop operational policies for dealing with and reporting 
identified risk situations. 

● Develop a culture of risk awareness. 
● Ensuring that the risk management policy and procedures 

are understood and effectively communicated to staff and 
volunteers. 
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● Ensuring staff are consulted in respect of risk management 
issues.  

● Ensuring all activities under their supervision are 
performed in accordance with the Risk Management Policy 
and Procedures.  

● Risk management procedures are effectively applied. 
1.4.3 Staff 
 
Staff responsivities include:  

● Being aware of those aspects of the risk management 
system that are immediately relevant to their jobs.  

● Complying with all policies and procedures and 
communicate any breaches promptly and accurately to 
management.  

● Reporting any real or perceived risks to the health, safety 
and working environment of themselves, their colleagues 
or associated stakeholders. 

● Reporting any real or perceived risks that may significantly 
affect the performance or reputation of organisation or 
that may leave it exposed to legal or regulatory action.  

● Looking for opportunities to improve operational 
efficiencies, optimise outcomes and minimise risk.  

● Undertaking their part in, the actions and requirements of 
risk action and mitigation plans. 
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2. Procedures 
2.1 Establish the Context 
The organisation will consider the environment in which the 
organisation operates to establish the context in which risk 
management will take place. In order to establish the context, the 
following internal stakeholders will be involved; Team leaders and 
administration, Staff and thematic work group members. The 
following procedure will be followed: 

1. The Management team will consult with all internal 
stakeholders  

2. The DTP BOM convenes and will consider the following: 
a. The organisation's purpose and objectives and what it takes 

to achieve them. 
b. The structure and key activities affect on the way the 

organisation operates. 
c. Who the internal and external stakeholders are and the 

potential impact any change in their contribution might 
have.  

d. The risk factors associated with stakeholders and activities. 
Questions to help identify risk factors: 

e. The risk categories associated with the organisations 
strategic and operational activities, which include: 
1. Governance 
2. Human Resources 
3. Reputation 
4. Finance 
5. Legal 
6. Technology 
7. Health and Safety 
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8. Compliance  
 

2.2 Identify the Risk 
The purpose of risk identification is to produce a list of the 
potential risks that could impact on the achieving of the 
organisation's objectives. In order to identify the risk the following 
procedure will be followed: 

1. All directors are given a copy of the risk register 
2. Participants are asked to consider the risk factors on the form, 

one at a time. For each risk factor, group members should 
consider the following questions: 

o What could go wrong in relation to this risk factor? 
o Has it happened before, and what did we learn? 
o What is already in place to mitigate against this risk? 
o What could change in relation to each risk factor? 
o What could harm people? 
o What legal obligations could we be at risk of breaching? 
o What might a natural event or disaster mean? 
o What might affect our assets or systems? 

3. The board of directors make decisions about which factors are 
potential risks. 

4. Each risk is written on to the risk register under the identified 
category. 

5. For each risk identified the possible consequences for the 
organisation if it were to happen is recorded on to the risk 
register and management plan (Appendix 2). 
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2.3 Assess the Risk 
The size of any risk can be measured using two dimensions, the 
affect on the organisation should the risk materialise (impact) and 
the probability of the event occurring (likelihood).  To ensure 
consistency of application across the organisation, risks identified 
must be assessed and measured in relation to these two 
dimensions. 

2.3.1 Likelihood 
Consider the likelihood that each risk identified may occur, using 
the criteria below to support consistency of the score. Record the 
level under the column heading – (Likelihood “L”) on the Risk 
Register and Management Plan. 

The following criteria applies when considering the likelihood of 
the event taking place: 

● Rare/Remote – The event may only occur in exceptional 
circumstances.  

● Unlikely – The event will probably not occur. 
● Possible – The event might or could occur at some time.  
● Likely – The event will probably occur in most 

circumstances. 
● Almost Certain – the event is expected to occur in most 

circumstances. 
2.3.2 Impact 
Consider the possible impact that each risk identified may have, 
using the criteria below to support consistency of the score. 
Record the level under the column heading – (Impact “I”) the Risk 
Register and Management Plan. 
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2.3.3 Calculate the Risk Level  
The Management committee will assess types and levels of 
risk as set out in the DTP risk register. For example, a risk with 
a likelihood score of 3 and an impact score of 2 achieves a risk 
level of acceptable. The risk level will be calculated for “Gross 
Risk” prior to mitigating actions and “Net Risk” following 
mitigating action.  

Risk Matrix – Acceptable “Net Risk” after mitigating 
action has been taken. 

Impact 
Likelih
ood 

Rare/R
emote 

Unlik
ely 

Possi
ble 

Likel
y 

Alm
ost 
Cert
ain 

 Score 1 2 3 4 5 
Extre
me 

5 
     

Seriou
s 

4 
     

Moder
ate 

3 
     

Minor 2      
Insigni
ficant 

1 
     

Legend 
 

Acceptable  
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Marginal - Activities considered marginal can 
only be undertaken after detailed scrutiny 
and with the approval of the Board. Marginal 
activities include:  
- Extreme, considered unlikely.  
- Serious, considered possible or likely.  
- Moderate, almost certain. 

 Unacceptable 

 
1. Record the scores and the overall “Gross Risk” level on the 

Risk Register and Management Plan. 
2. Discuss the actions to be taken to mitigate against each 

risk and record on the Risk Register and Management Plan. 
3. Record the scores and the overall “Net Risk” level on the 

Risk Register and Management Plan. 
4. When all the identified risks are rated, these are prioritise 

by the highest rated risks and sorted in order of 
importance to our organisation.   

5. The Risk Register and Management Plan is presented to 
the Board of Directors for review. 

 
2.4 Managing and Controlling the Risk 
The Managment committee will meet to identify the appropriate 
response to manage/control the risk. This stage involves 
identifying the range of options for managing and/or controlling 
the risk, assessing those options, preparing risk management plans 
and implementing them. The Risk Management Sub-committee 
will consider the following in managing and controlling the risk: 
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1. Consider one of the following four options to manage a risk: 
1. Avoid the risk 
2. Reduce the risk 
3. Share the risk 
4. Accept the risk 

2.4.1 Avoid the Risk 
Avoiding a risk is considered when the consequence of a risk is too 
much to accept and it cannot easily be reduced or shared. Avoiding 
might involve: 

● Not undertaking the activity that would create the risk. 
● Engaging in an alternative activity. 
● Removing the source of the risk. 

Note: If a decision is to avoid the risk, consideration should be 
given to what the potential consequences of that decision are for 
the organisation. 

2.4.2 Reduce the Risk 
Exposure to risk may be limited by reducing or controlling the 
likelihood of an event occurring. The following may reduce or 
control the likelihood of an event occurring: 

● Policies and Procedures  
● Internal and External Audits  
● Contractual Conditions  
● Project Management  
● Preventive Maintenance  
● Continuous Quality Improvement Activities 
● Technological development  
● Structured Training 
● Support and Supervision 
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Preparations to reduce, control or mitigate the impact of an event 
can aid in making a particular risk more acceptable. The following 
may reduce or control the impact of an event occurring: 

● Contingency Planning  
● Contractual Conditions  
● Financial Control Planning  
● Minimisation of Exposure to Sources of Risk  
● Separation or Relocation of an Activity and Resources  
● Reserving Resources  
● Public Relations 

Note: These lists are not exhaustive or exclusive – there may 
be other options. 

2.4.3 Share the Risk 
The following should be considered for sharing risk: 

● Using a third party to complete a specialist or difficult 
activity. (Any third party needs to be competent and 
suitably qualified). 

● Using Insurance (Check that the insurer and insurance 
policies are suitable and will cover specific risks). 

● Limiting liability by using waivers and disclaimers. 
● Partnerships or Joint Ventures. 

Note: Legal or regulatory risks cannot be shared. Waivers and 
disclaimers cannot be used to avoid statutory obligations. Legal 
advice should be sought when developing and intending to rely on 
waivers or disclaimers. 

2.4.4 Accept the Risk 
The acceptable net risk (i.e. the risk level after mitigation measures 
have been put in place) threshold for risks is described as follows:   



 

 

Page 103 of 104 
 

a) We will not undertake any activities that would have a 
catastrophic impact on the organisation unless the 
likelihood of occurrence is considered to be at worst 
unlikely after mitigation measures have been taken.  

b) We will not undertake any activities that would have a 
major impact and are highly likely to occur after 
mitigation measures have been taken.  

c) Activities considered marginal (highlighted in amber on 
the matrix) can only be undertaken after detailed 
scrutiny and with the approval of the Board.  

d) Activities highlighted in yellow, green or blue on the risk 
matrix are considered acceptable.  

 
2. Questions to be considered when assessing risk management 

options: 
● How adequate are our current ways of managing this risk? 
● Is more than one option necessary to reduce the risk to an 

acceptable level? 
● Does the option reduce the risk but also reduce our 

opportunities? 
● How do the costs of an option weigh up against its benefits? 
● Does the option fit with the expectations of stakeholders? 
● Has the risk been reduced to an acceptable level?  

 
3. Assign responsibility for carrying out mitigating actions and set 

timelines for completion. (Document these on the Risk Register 
and Management Plan) 
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4. Complete the Risk Register and Management Plan and submit 
to the Board of Directors for approval. 

 
3. Monitoring and Review 
The risk management policy and risk register and management 
plan will be systematically reviewed to ensure they are adequate, 
suitable and effective. The DTP management committee will 
review this policy every three years or sooner if required. In 
addition, they will review and sign off on the risk register and 
management plan and monitor the implementation of actions 
identified in it at regularly scheduled meetings.  

Should an unexpected incident or event associated with 
identified risks occur the BOM directors will meet to discuss and 
update the risk register and management plan as required. The 
DTP Managers will have responsibility for monitoring activities on 
a day to day basis. Regularly scheduled staff meetings will provide 
an opportunity for staff to highlight an issue. The DTP Managers 
will report to the Management committee at regularly scheduled 
meetings 


