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Active Retirement Ireland 

Our Mission 

Active Retirement Ireland reaches out to all older people to stop loneliness 

through friendship and support. 

 

Active Retirement Ireland is a national network of local Active Retirement  
Associations (ARAs) with a regional structure of nine regions and an elected na-
tional board comprising members who are elected annually at the national AGM. 
ARI is a voluntary organisation whose voluntary members plan, organise and de-
liver activities at local, regional and national levels. 
Active Retirement Ireland has a national support office that supports the overall 
work of the organisation with a CEO and staff. 
 
The Board 
The board of Active Retirement Network Ireland is elected each year at the  
national AGM. 
The Board is responsible for the overall governance of the organisation. Each 
board member is a Director/Trustee of the company. 
 
The Company Member 
Any Active Retirement Association who affiliates to the national organisation may 
apply for membership of the company by nominating someone from their group 
to hold such membership in their own name on behalf of the local group. This 
entitles them to represent the group and vote at the general meetings of Active 
Retirement Ireland. 
 
The Region 
The 9 regions of Active Retirement Ireland are sub committees of the board and 
has a committee elected at the regional AGM. Each region has a voluntary  
committee and a Development and Outreach team that support the region to 
deliver a range of activities that bring local Active Retirement Associations (ARAs)  
together.  
 
The voluntary Development and Outreach teams are in place to support existing 
ARAs, set up new ARAs in areas of need; bring ARAs together for sharing  
information and networking through cluster meetings. 
 
The ethos of volunteering is vital to ARI and members are central to the  
development of the organisation.  
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The ARA 
The local Active Retirement Association (ARA) is an independent local association 
that enables older people to lead a full, happy and healthy life. They do this by 
offering organised opportunities for participation in a wide range of activities. Each 
local ARA plans and delivers a range of social, cultural, lifelong learning and physical  
activities based on what members like to do and their ability to participate. 
 
Activities include: 

 Physical activities such as walking, bowls, swimming and Go For Life exercises 

 

 Social activities such as tea dances, evenings out, holidays and short  breaks 

 

 Cultural visits to  theatres, museums, heritage centres  and galleries 

 

 Learning activities such as creative writing, IT training, arts and crafts 

 

 Providing information on issues such as health, welfare rights and pensions 

 

 Acting as a voice for members at local and regional levels. 
 

All activities are designed to reduce isolation and are aimed at keeping older  
people independent, active and healthy.  
 
 

 

Useful contacts 

Active Retirement Ireland Central Support Office 01 – 8733836 

Website: www.activeirl.ie 

Email: info@activeirl.ie 

Your Voluntary Regional Development Officer: _________________________ 

Contact details:___________________________________________________ 
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RUNNING AN ACTIVE RETIREMENT ASSOCIATION 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Active Retirement Associations (ARAs) are established to ensure that people who 

retired have opportunities to remain healthy and active through engaging in a 

range of activities within their own community. The main aim of local ARAs is to 

arrange social events, educational options and activities which encourage and  

support members to remain as active participants within their group and  

community.  

 

Many ARA members are also involved in other organisations locally, providing 

much needed volunteers in a variety of activities.  

 

To enable local ARAs to run smoothly and effectively, members elect a Committee 

to organise events on their behalf. This booklet outlines the various roles   

associated with this committee. 
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COMMITTEE ROLES 

 

Typical Roles of Committee  

 Chairperson 

 Vice-Chairperson 

 Secretary 

 Treasurer 

 Public Relations Officer 
 

 

 

The Chairperson 

 

Chairing is a key role on any voluntary Management Committee. The Chairperson 

must ensure that the Management Committee functions properly, that there is 

full participation during meetings that all relevant matters are discussed and that 

effective decisions are made and carried out. 

 

Chair in a way that encourages participation of all committee members,  

particularly newer members 

 

Be able to conduct meetings with impartiality and in a pleasant and tactful way. 

 

Be able to think objectively and hear all opinions. 

 

Be able to delegate tasks so that as many members as possible are involved and 

gain vital experience for the future. 

 

A Chairperson may act as spokesperson or representative for the ARA, with the 

prior agreement of the members. As they are representing the views of the ARA 

and not speaking as an individual, it is important that the Chair hears the differing 

views of the Committee members and seeks agreement for any public statement. 

A Chairperson must be thoroughly familiar with the matters of procedure and the 

rules of the ARA. 
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Before the meeting 

The Chairperson will consult and work with the Secretary to ensure that:- 

 

Suitable premises and facilities have been arranged for the meeting.  

 

The agenda is prepared. 

 

Anyone who is to report to the meeting is aware of the fact. 

 

Be familiar with issues that are likely to be discussed. 

 

Likewise, look over all the actions taken in previous meetings and be familiar with 

these. 

 

At the Meeting 

Arrive in good time before the meeting and start on time. 

 

Ensure there is quorum present according to the rules, without a quorum no  

decisions can be taken. 

 

Clearly and distinctly declare the meeting open. Receive apologies from those who 

are absent and sign the minutes of the last meeting. 

 

Ensure that decisions are agreed by the committee as a whole whether through 

consensus or vote 

 

When coming to a decision, sum up clearly and concisely the points’ members are 

making for and against actions. 

 

When a proposal has been voted upon, ensure that the secretary has recorded the 

decision. 

 
NB: Remember that above all else, the Chairperson is there to guide the meeting, 

support good decision making and enable all members of the Committee to work 

harmoniously and purposefully as a team. 
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The Vice-Chairperson    

 

A Vice-Chairperson’s role is to assist the Chairperson in the execution of duties and 

to fill in as chair when the Chairperson is absent. 

 

A Vice-Chairperson should be equally as pleasant, tactful and humorous as the  

Chairperson and should be able to think objectively and act impartially. 

 

The Vice-Chairperson of a group should also be thoroughly familiar with matters of 

procedure and group rules. 

 

TIPS FOR CHAIRPERSONS AND VICE-CHAIRPERSONS 

Work with a pleasant and friendly manner. 

Treat everyone the same way. 

Listen attentively and impartially. 

Be sensitive to the general feeling of the meeting. 

Start on time. 

End at a reasonable time 

Try not to be long-winded.  

Short succinct summaries are perfect. 

Don’t appear disinterested. 

 

And finally...A friendly disposition and a sense of humor always helps!  
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The Secretary 

Like the Chairperson, the Secretary should have certain characteristics: 

Attention to detail; an orderly mind and a methodical way of working; 

Recognition of the importance of dealing promptly with correspondence; 

Have the ability to phrase different types of correspondence suitably; and to absorb 

information and summarise it in written form and at meetings. 

 

The Minutes are the official record of the meeting.  They need to record what was 

discussed, what decisions were taken and who is to carry out the decision.  They do 

not need to go into detail of what everybody said at the meeting but should  

summarise the discussion that took place and major differences of opinion. 

 

Traditionally these were kept in a minute book, if using IT the minutes need to be 

kept on electronic or hard copy file.  

 

Secretary –General Duties 

Be responsible for the administration of the group. Keep an up-to-date list of 
names, addresses and telephone numbers of all the group’s members. 
 
Keep careful, orderly records of the group’s work, including: 
 
Keep a written/typed copy of all minutes. 
 
Filing all correspondence received and copies of replies sent in order of date.  
 
Filing reports received and made. 
 
Compile lists of any names and addresses that may be useful to the group. 
 
Keep a record of past activities and decisions of the group and keep a diary of  
future events. 
 
Prepare a report of the group’s activities for the year, to be given at the Annual 

General Meeting. 
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Secretary –Before the Meeting 

 Collect together all the business of the meeting and consult with the  
 Chairperson on the order of business and on how all business will be dealt 
 with on the agenda. 
 Ensure that the notice of the meeting has been given, that a suitable venue 

has been arranged and that copies of the agenda have been prepared. Have 
a record of the minutes from the last meeting in the minutes file and ensure 
they are available. 

 Make sure that any reports or information requested at the previous 
meeting is available. 

Secretary –At the Meeting 

 Arrive in good time before the meeting, with the Minute file and all relevant 
correspondence and business matters for the meeting arranged in good  

 order. 

 Record the names of those present and convey and record the apologies of 
anyone absent. 

 Read the minutes of the previous meeting and get the Chairperson’s  
 signature. 

 Report on any action or matters arising from the minutes. 

 Read all correspondence from Central Support Office/ Region and summarise 
all other correspondence. 

 Ensure that deals or special offers to the members are available for members 
to read. 

 Take notes of the meeting for the minutes. 

Secretary –After the Meeting 

 Prepare a draft of the minutes and consult with the Chairperson before  
 entering them into the Minute file. 

 Send a notice of reminder to any person required to carry out any action for 
the group. 

 Send all correspondence, as decided by the group, promptly 

 Keep a record of all telephone, postage and stationary expenditure and  
 present it regularly. 

 Write up the minutes and deal with all correspondence as soon after the 
meeting as possible. 

 Keep a checklist of everything needed for the next meeting 
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 The Agenda: Items on the Agenda 

 Apologies 

 Minutes 

 Matters Arising 

 Correspondence 

 Chairperson’s Report 

 Treasurer’s Report 

 Items of Main Business 

 Any Other Business 

 Date of the Next Meeting 

 

 
NB: AOB should be short and should not have items for discussion.  
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The Treasurer  

All groups must have up-to-date records for a number of reasons. 

Groups must have the latest available information on their financial situation. 

They must be able to provide financial accountability to their members and to all 

bodies from which the ARA has received funding through Grants or fundraising  

activities. 

Written records of all income and expenditure must be kept. 

It is good practice to have a set of procedures for dealing with money, which all 

committee members are aware of. 

Take care when handling cash and taking cash to be lodged, ARI through the  

insurance broker can offer discounted cash in transit insurance cover to affiliated 

ARAs. 

Duties of a Treasurer 

Present a record of the current financial state of the ARA to members at meetings 

as agreed and prepare a Statement of Accounts at the Annual General Meeting. 

Act as one of the signatories for group cheques. 

File all receipts, monies and Statements of Accounts in order of date paid.  

The Treasurer –Fundamental Rules 

Always give receipts and retain duplicates for all money received –however small 

the amount. 

All money received must be lodged in the Bank, post office or Credit Union  

lodgment slip receipted and lodgment recorded in Cash Book. 

All expenses, including drawings for Petty Cash, must be by cheque –this can then 

be recorded easily. 

Obtain a receipted invoice or voucher or Petty Cash document for all cash paid out –

no matter how small the amount. 

Never make cash payments from cash received –all monies received must be lodged 

and recorded; expenses must be recorded and paid out. 

Never use personal cards for making payments. 
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Annual Statement of Accounts 

This must be submitted to members once a year at the Annual General Meeting in 

the form of an income and expenditure account. See example in Appendix 2 

These accounts must be checked and found correct by a person other than the 

Treasurer, preferably a member of the group who does not sit on the committee. 

All account books must be available for general inspection at the Annual General 

Meeting. 

 

Essential Documentation 

 Receipt Book 

 Cheque Payments Book 

 Voucher of Petty Cash 

 Cash Book 

 Bank Lodgments Book 

 Bank Statements 
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The Public Relations Officer 

The PRO’s duties can cover three very different, very important functions. 

The first is to maintain good internal communications between the people who are 

directly linked with the group, e.g. making contacts, attracting new members. 

The second is keeping local people up to date with the activities of the group, e.g. 

writing notices of events in local newspapers, hanging posters in shops etc. 

The third is to keep a wider external audience informed through the media – web, 

broadcast and print. This means maintaining a public image of the organisation. 

The PRO –General Characteristics 

A PRO should be contactable (at agreed times) in the day-time or early evening, 

either by landline or mobile phone. 

PROs should have good language skills and the ability to communicate well through 

written pieces such as press releases. 

A PRO should be a good verbal communicator and should be confident enough to 

appear as the ‘public face’ of the group on occasion. 

Computer literacy is a highly desirable skill among PROs, as much communication 

takes place via e-mail. 

 

 



16 

Sub-Committees    

Committee members can sometimes become frustrated or anxious because they 
feel they are expected to know and do too much;  

When an ARA is small and just beginning, everyone on the committee can be  

involved in every decision.  But when the ARA becomes larger or more complex it is 

unreasonable to expect everyone on the committee to be an expert in all aspects of 

the ARA management.  One way to get around this problem is to set up  

sub-committees to deal with specific areas of interest.  

Sub-committees can be permanent and cover areas of ongoing work such as  

finance, premises, outings or publicity.  They can also be formed to do specific short

-term pieces of work and may be called Working Groups. These can be formed to 

organise events. 

Sub-committees and Working Groups can draw on the expertise of people who are 

not on the Committee.  They can also be used as a way of getting ARA members 

involved in the Committee at a later date. 

Sub-committees should have a clear remit setting out what areas it covers, the  

decision making powers of the sub-committee, who its members are and who it 

reports to and how often.  

Sub-committees are not independent of the ARA and should have a representative 

from the ARA committee. Any monies raised through the activities of the sub-

committee are property of the ARA and will be held in the ARA accounts. Activity 

reports from the sub-committees should be presented to the ARA committee. 

Remember... 

Much of what is discussed in a Committee or Sub-committee setting should remain 

in the group setting. Some information, such as funding or other sensitive issues, 

must remain confidential. It is important that all Committee members are loyal to 

this confidence. The group is a social entity, people join to enjoy themselves.  

Always remember that each member is there to have fun! 
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Appendix 1 

 

Sample Constitution 

Constitution and Rules of ……………………………………Active Retirement Association 

As ratified at the General Meeting held on: ………………………………….…. 

Signed (1)………………………………………………………...…………………….(Chairperson) 

Signed (2)………………………………………………………………………………..(Secretary) 

 

Title and Objectives 

1. The Name of the Association shall be 

_____________________________________________________________ 

Active Retirement Association hereinafter called “the Association”. 

2. The Objectives of the Association shall be: 

a) To provide a focal point for older people, of both sexes who are retired or semi-

retired from paid or unpaid work, to meet and engage in educational, cultural, 

sporting and social activities. 

b) To promote the spirit of self-help and independence and to encourage members 

to use their energy, talents, skills, knowledge and experience to benefit each other 

and the community. 

c) To encourage a positive attitude to ageing and retirement. 

3. The Association shall be non-party political and non-denominational. 

Membership 

4. Membership shall be open to older people, of both sexes who are retired or semi

-retired from paid or unpaid work living in the general area. 

5. An Annual subscription shall be decided by the annual General Meeting and shall 

be payable in advance not later than………………..each year. A receipt for the sub-
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scription shall be issued as evidence of membership. 

6. The Association year for the purposes of membership and administration shall be 

from January to December. 

7. The Management Committee shall have the power to fix charges for services if 

necessary. 

Management Committee  

8. There shall be a Management Committee to carry out the policy of the associa-

tion and to provide for its administration, management and control. 

It shall ideally consist of a Chairperson, vice Chairperson, Secretary, Treasurer and 

not less than 3 or more than 7 ordinary members. 

9. The Management Committee shall be elected by the registered members at the 

Annual General Meeting. 

10. No Officer may hold the same office for more than three consecutive years. 

11. The Management Committee may appoint from amongst its members, such 

other honorary Officers as it may determine from time to time. It shall have power 

also to co-opt to fill vacancies and establish sub-committees. 

12. The Management Committee shall meet at least once each quarter. Four mem-

bers shall constitute a quorum for the Executive. 

13. The Management Committee and the sub-committees shall hold office until the 

following Annual General Meeting. 

General Meetings 

14. Not less than 14 days notice of General Meetings, Annual or Special, shall be 

given to members. 

15. The Annual General Meeting of the Association shall be held in the month of 

……………. 

All motions, nominations and amendments must be in the hands of the Secretary 

not less than 7 days before the date of the Annual General Meeting. Nominations 

for the Committee, including Officers posts, shall be made in writing by two current 

members, having received consent from the nominee. 

16. The Agenda of the Annual General Meeting shall include. 
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a) Minutes of the previous A.G.M. 

b) Annual report submitted by the Secretary. 

c) Financial report submitted by the Treasurer. 

d) Election of Officers and members of the Management Committee. 

e) Motions 

f) Any other urgent business. 

17. A Special Meeting shall be convened by the Secretary within 14 days, if directed 

by the  Management Committee or demanded in writing by not less than 20 current 

members, who in their requisition shall state the purpose of the meeting. No other 

business shall be transacted at that special meeting. 

18. ………..current members shall constitute a quorum at the General Meeting of the 

association. 

Finance 

19. The personal property of the Association shall vest in the Chairperson, Secretary 

and Treasurer for the time being of the Association, who shall hold such property in 

trust for the Association. 

20. The Management Committee shall open a Bank Account on behalf of the Associ-

ation and all cheques drawn on the said account shall be signed by the Treasurer 

and also by the Chairperson and/or the Secretary. 

21. Correct accounts and books shall be kept showing financial affairs and receipts 

and disbursements of the Association. 

Alteration of the Constitution 

22. Alterations and additions to this Constitution may be made at any Annual Gen-

eral Meeting or at a special General Meeting, by a motion supported by at least two 

thirds of the members present and voting. 

Interpretation 

23. The Management Committee shall, subject to the authority of a General 

Meeting, be the authority for the interpretation of the Constitution and shall have 

full power to decide on any matter not provided for in this Constitution. 
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Affiliation to Active Retirement Ireland 

24. Each ARA shall pay an annual affiliation fee to Active Retirement Ireland based 

on the membership of said ARA. 

25. By affiliating to Active Retirement Ireland (ARI) and adopting this constitution, 

the Association will abide by the guidelines and rules therein. 

26. Each ARA shall provide the contact details of their officers and members on affil-

iation. 

27. Each ARA shall nominate a member to become the company member to Active 

Retirement Network Ireland as stated on the affiliation form. This named member 

will be the appointed delegate to attend and vote at the national AGM. Should said 

delegate be unable to do so a proxy can be appointed to fulfil the role. 
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Income  Expenditure  

DATE DESCRIPTION AMOUNT DATE DESCRIPTION AMOUNT 

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

            

  TOTAL €   TOTAL € 

Total income   €    

Total  
expentiture   €    

  
Balance at 
end of year €    

         

Appendix 2: Sample Income and Expenditure Sheet 
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Appendix 3: Change of Officer Form 
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NOTES 
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_____________________________________

_____________________________________

_____________________________________

_____________________________________ 
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Active Retirement Ireland 

Our Mission 

Active Retirement Ireland reaches out to all older people to stop loneliness through 

friendship and support. 

 

Active Retirement Ireland is a national network of local Active Retirement  

Associations (ARAs) with a regional structure of nine regions and an elected  

national board comprising members who are elected annually at the national AGM.  

ARI is a voluntary organisation whose voluntary members plan, organise and deliver  

activities at local, regional and national levels.  

  

 

 

Active Retirement Ireland 
Suite 124, The Capel Building 

Mary’s Abbey 
Dublin 7 

Telephone: 01 8733836 

Email: info@activeirl.ie    Web:www.activeirl.ie 

 

mailto:info@activeirl.ie
http://www.activeirl.ie

