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Mission Statement
To work in partnership with statutory, voluntary and
community sectors to significantly reduce the harm
caused by substance misuse through a concerted focus
on: Supply Reduction, Education, Prevention, Treatment,
Rehabilitation and Research
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Introduction
The Western Region Drugs Task Force (WRDTF) is a co-ordinating body established in
May 2003 as one of the key recommendations of the National Drugs Strategy 20012008. Using a partnership approach, it researches, develops and implements a coordinated, regionally appropriate response to substance misuse in Galway, Mayo
and Roscommon.
The impetus for the establishment of the Regional Drug Task Forces was as a result
of the formation of 13 Local Drug Task Forces (LDTF) in 1997 with a fourteenth
established in Bray in 2000. The setting up of the LDTFs was a pro-active response to
the drug problems in areas experiencing the highest levels of drug misuse,
particularly heroin.
In July, 2000, The National Advisory Committee on Drugs (NACD) was established to
advise the Government in relation to the prevalence, prevention, treatment and
consequences of problem drug use in Ireland.
For this reason the government agreed on the drafting of the National Strategy
2001-2008. The Strategy proposed that Regional Drug Task Forces be set up in each
of the 10 Health Board areas to develop appropriate policies to deal with drugs
misuse in the regions.
By the end of 2003, RDTFs had been established in these regions throughout the
country and this included the Western Region Drugs Task Force.
Significant advancement was made in the aim of reducing substance misuse when at
the end of March 2009, the government agreed for the first time to include alcohol
in the National Drugs Strategy (interim) 2009-2016)
The overall aim of the WRDTF is to significantly reduce the harm caused to
individuals and society by substance misuse through a concerted focus on Supply
Reduction, Prevention, Treatment, Rehabilitation and Research. Its objectives are to
develop an integrated and well managed response to drug and alcohol problems,
propose a range of solutions and service interventions based on the five pillars of the
National Drugs Strategy and ensure that all responses are monitored and evaluated
according to best practice and value for money principles.
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SECTION ONE

The Task Force
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This section includes:
1.
2.
3.
4.
5.
6.
7.

Role of the WRDTF
Objectives of the WRDTF
Terms of Reference
Composition of the WRDTF
Role of Chairperson and Vice-chairperson
Role and Nomination of Representatives
Networking

Role of the Western Region Drugs Task Force
The National Drugs Strategy recognises the key role that Local and Regional Drugs
Task Forces continue to play in addressing the drugs problem. It remains important,
therefore, that the WRDTF operates effectively at community level with clear
objectives and in accordance with appropriate guiding principles as set down by the
Local and Regional Drugs Task Force Handbook, 2011.
Guiding principles for the operation of the WRDTF are:
Propriety
The WRDTF will carry out its terms of reference (functions) with integrity and
fairness and without self-interest or favouritism.
Confidentiality
Confidentiality must be adhered to at all times and the integrity of individual
representatives and the WRDTF must be observed.
Responsiveness
The WRDTF will be responsive to stakeholders’ views and will consult with them in
carrying out its functions.
Transparency
The WRDTF will be accountable for the use of public monies provided to it.
Efficiency and Effectiveness
The WRDTF will have regard to the need for effectiveness and efficiency in carrying
out its terms of reference (functions).
Partnership
The WRDTF works in a spirit of partnership between the statutory, voluntary and
community sectors.
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Objectives of the Western Region Drugs Task Force
The overall aim of the Government’s drugs policy is to provide an effective,
integrated response to the problems posed by drug misuse. The key objectives of
that policy are:
• To reduce the numbers of people turning to drugs in the first instance, through
comprehensive education and prevention programmes
• To aim towards providing appropriate treatment and aftercare for those who are
dependent on drugs
• To have appropriate mechanisms in place at national and regional level, aimed at
reducing the supply of illicit drugs
• To support measures aimed at reducing the harm to those actively using drugs
• To support families and communities affected by drugs.
In contributing to these overall aims and objectives, the Western Region Drugs Task
Force was set up to ensure the development of a co-ordinated and integrated
response to tackling the drugs problem in the region. Of equal importance, the Task
Force provides a mechanism, which enables communities to work closely with state
and voluntary agencies in designing and implementing that strategy. (See Way
Forward for current strategic aims)

Terms of Reference
The role of the WRDTF is to research, develop, implement and monitor a coordinated response to illicit drug use at regional level, based on best evidence of
what is effective. This is achieved through a partnership approach involving the
statutory, voluntary and community sectors.
The terms of reference of the WRDTF are as follows:
•

To ensure the development of a co-ordinated and integrated response to tackling
the drugs problem in the western region

•

To create and maintain an up-to-date database on the nature and extent of drug
misuse and to provide information on drug-related services and resources in the
region

•

To identify and address gaps in service provision, having regard to evidence
available on the extent and specific location of drug misuse in the region

•

To prepare a development plan to respond to regional drug issues for
assessment.

•

To develop regionally relevant policy proposals

•

To take a pro-active role in monitoring and evaluation of projects funded by the
WRDTF
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•

The sharing of information between Task Force representatives with the purpose
of reducing substance misuse in the region

•

To develop a strategy specific to the region

•

To advocate on the behalf of agencies for the provision of detox, treatment and
rehab services and funding for existing services.

Composition of the Western Region Drugs Task Force
The WRDTF is a team-based response to illicit drug use and represents a partnership
between the statutory, voluntary and community sectors. Its composition reflects
the need to ensure regionally-based responses that complement existing or planned
drug programmes and services. In this context, the part played by the Task Force s in
representing these agencies or sectors is pivotal to its success.
The WRDTF is made up of:
•

WRDTF Ltd

•

Task Force Committee

•

Task Force Team

WRDTF Ltd
In 2008 the WRDTF set up a limited company. Its name is Western Region Drugs Task
Force Limited and has charity status. Its function is to oversee the lease of the
building; the employment of office staff and any other positions that the Task Force
deems necessary.
It comprises a board of four directors and a number of members to include:
Chairperson, Vice-chairperson and Secretary.
As a Limited Company it complies with strict financial control guidelines. All accounts
are audited annually and financial documentation forward to the Channel of Funding
(HSE). (See Appendix 2 for Financial Guidelines)
Its AGM takes place usually in July at the Admin/Finance meeting. All directors are
requested to attend. Accounts are presented at this meeting.
The Task Force Committee
The role of the Task Force committee is to:
• develop a three-year strategy, reflecting local needs and circumstances, to
support implementation of the national drugs strategy
• Identify priorities and actions through its work plan for the coming year, in
line with nationally-agreed priorities. At the beginning of each year, the work
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plan is brought to the Task Force and after the previous work plan has been
reviewed the new one is signed off
report on its activities and in particular on its effectiveness and efficiency, in
accordance with guidelines published by the DPU
put in place accounting arrangements, based on receipted expenditure, in
relation to any public funds disbursed by it and reports annually on its
expenditure of public monies. These arrangements are in accordance with
guidelines issued by the DPU for administration and operational budgets

The committee is chaired by an independent chairperson and its ship includes
representation from the following sectors/agencies as set out in the National Drugs
Strategy:
• Community Sector (6 Representatives)
• Voluntary Sector (6 representatives)
• Public Representatives (4 representatives)
• Department of Education & Skills/ VEC
• FÁS
• Garda Síochána
• HSE
• Local Authority
• The Probation Service
• Revenue Commissioners (Customs & Excise Division)
• Department of Social, Community & Family Affairs
• Local Development Companies (2 reps)
• City/County Development Boards
• Service Users
• Communities of Interest
• Family Support
Others who attend include the DAG Liaison and the Task Force Team
As per the Local and Regional Drugs Task Force Handbook, 2011, the chairperson
should serve a maximum of three terms, four in exceptional circumstances. In the
case of statutory representatives, however, they can only be assigned to work with
the WRDTF for as long as they remain in the appropriate area so the issue of a fixed
term does not arise.
It is equally essential that the chairperson and community/voluntary representatives
continue to retain the confidence of both the Task Force and the sectors it
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represents. All should make every effort to ensure that adequate notice is provided
in cases where representatives are stepping down from their roles on the Task Force.
It is desirable that replacements are put in place as quickly as possible to ensure
continuity of representation and a period of overlap are provided for where possible,
to allow for induction and a smooth handover.
Task Force Team
WRDTF Staff structure consists of:
• Co-ordinator,
• Development Worker
• Office Administrator

Co-ordinator
The co-ordinator is appointed full-time by the HSE who has responsibility for his/her
conditions of employment and salaries. The co-ordinator, in conjunction with the
WRDTF and its chairperson, plays a pivotal role in assisting the Task Force in
developing and implementing its drug strategy. This necessitates him/her taking a
pro-active role in driving the work of the Task Force and managing its day-to-day
operation, including the provision of project and financial information. He/she is the
spokesperson for the WRDTF.
The role of the Co-ordinator is:
• to profile services and resources available in the local area to combat drugs
• to ensure that the aims and objectives of the Task Force’s action plans are
met through ongoing review, updating, prioritisation and amendment
including the initiation of any research required to inform such reviews
• to facilitate multi-sectoral collaboration through increased participation in
the Task Force drug service provision within the area
• To support the Task Force in reviewing emerging needs and prioritizing
responses and helping to oversee the effectiveness of Task Force funded
projects
• to disseminate information on local drugs issues, Task Force plans, services
and other responses
• to liaise with key interest groups, service providers, Government
Departments and other relevant groups
• to co-ordinate a range of activities of the Task Force
• Where a vacancy arises, the Task Force informs the HSE representative to
immediately initiate recruitment procedures to appoint a replacement and to
make arrangements for the interim. The HSE works closely with the Task
Force in the recruitment process which includes the Task Force Chairperson
or Vice–Chairperson on any interview panel.
The appropriate line manager within the Health Services Executive (HSE) is the coordinator’s line manager, dealing with all normal personnel matters such as annual
leave, sick leave, etc.
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Support Staff
Support staff in the form of the Project Development Worker and Office
Administrator is provided for through the Task Force Operational Budget. They are
employed by WRDTF, Ltd.
The Development Worker has a vital role in developing and supporting communitybased projects and facilitating inter-agency work.
The key responsibilities of this post are:
• project support
• support of community/voluntary representatives and development of
community/voluntary networks
• policy development
• development of a service users’ forum. The key functions of the Office
Administrator include:
• general office administration,
• financial monitoring of operational budget expenditure, recording of minutes
at meetings

Role of Chairperson and Vice–chairperson
Independent chairperson
The chairperson is a key figure in the organisation and the success of the WRDTF
very much depends on the level of experience, commitment and energy s/he can
bring to the role. It is a voluntary non-paid role but expenses are covered by the Task
Force.
It is important that the chairperson has the ability to bring together organisations
and individuals from the different sectors to work as a team. It is also desirable that
s/he has a knowledge and experience of social inclusion issues in the region,
particularly as they relate to illicit drug use.
He/she must also be able to give an assurance of the necessary time commitment to
carry out the job. This will entail attending meetings of the WRDTF and, where
appropriate, meetings of its sub-committees; attending national and regional
conferences; as well as overseeing the effective implementation of the WRDTF’s
work programme, in conjunction with the Co-ordinator. He/she also attends the
Chairpersons’ Network.
The chairperson’s independence must clearly be established and evident in the
manner in which the business of the Task Force is conducted. It is important
therefore, that the Chairperson appointed by the Task Force is not directly
connected with any of the projects being funded by the Task Force. It is also
important that there is complete transparency in the arrangements put in place by
the Task Force for the selection process and appointment of Chairpersons.
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Role of independent chairperson
The chairperson’s role is twofold: firstly, to lead the Task Force and, secondly, to
facilitate its meetings. The WRDTF elects a vice-chairperson who is available to stand
in for the chairperson from time to time if required.
Leading the Task Force
The key responsibilities are:
• Taking responsibility for helping everyone involved in the group to work
well together towards achieving the Task Force’s aims
• Acting as spokesperson and representing the Task Force, as appropriate
(See section 5: Media)
• Helping the Task Force to develop policies and priorities and ensuring that
it continues to operate to these
• Helping to resolve conflict
• Making emergency decisions between meetings, where necessary, in
accordance with procedures agreed by the Task Force.

Facilitating meetings:
This involves:
• Helping representatives to work well together in discussing and deciding
issues
• Encouraging all representatives to participate fully and ensuring that they
are heard
• Suggesting ways of dealing with conflict and ensuring that it is not ignored
• Ensuring that representatives are aware of their responsibility to make
meetings effective.
The Chairperson has the casting vote

If deemed necessary by the chairperson, staff s may be asked to leave meeting when
certain HR issues are being discussed.
The chairperson can direct that the discussion be recorded depending on subject
under discussion. If it is to be recorded, the chairperson will make the decision to
have it included in the minutes and appoint a note taker.
Vice-chairperson
The vice-chairperson’s role is to chair Task Force meetings in the absence of the
chairperson. Election of vice-chairperson should take place every three years
following ratification of the chairperson.
The same person may hold the posts of chairperson or vice-chairperson for not more
than three consecutive terms and the same person cannot hold a combination of
these posts for more than four consecutive terms. In as far as practicable,
arrangements should be made so that the term of office of the chairperson and vicechairperson do not terminate at the same time.
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Where the term of chairperson is coming up for renewal, it is recommended that the
Task Force gives notice of this, well in advance, to allow s the opportunity to reflect
on the stewardship of the chairperson and to contribute to a meaningful discussion
on the matter if required.
When Chairperson or vice-chairperson is unavailable, the meeting is postponed or
deferred.

Role and Nomination of Task Force Representatives
Representatives will serve a two-year term of office. At the end of the term, the
Task Force will write to the appropriate Sector and invite them to re-nominate that
representative or an alternative from the Sector.
(1) Community Representatives
Role
The community representatives are not members of the Drugs Task Force as
individuals, nor are they there to represent the interests of any particular
organisation.
Rather, they are nominated as persons who can represent the interests of the wider
community. Their role, therefore, is to bring the view of the sector to the Task
Force and keep their sector informed on the Task Force’s work.
There are three key processes involved in carrying out that role:
1. providing information to the local community
2. organising and facilitating discussion and debate in the local community
3. providing feedback to the Task Force
Nomination
There are six places on the committee for community representatives. They are
nominated via the four forums of the region. There are two from Mayo, two from
Roscommon, and one from Galway city and county.
People who are selected as community representatives should be active within their
communities, have some experience of regional drugs issues and have a
commitment to dealing with the problem. In order to ensure that those nominated
can make an appropriate contribution to the work of the WRDTF, representatives
should:
•
•
•
•

Be residing in the area that they represent
Represent an appropriate and adequate geographic area
Be fully committed to the aims and objectives of the WRDTF
Be able to give an undertaking of the necessary time commitment to carry
out the role
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Supports for Community Sector Representatives
Community representatives have an important role in providing information to, and
consulting with local communities in relation to drugs issues, as well as re-assuring
them that the Task Force is operating on the basis of genuine partnership. It is
recognised that support and networking of community representatives needs to be
encouraged.
A crucial part of that role is their coming together to identify issues of common
concern, so as to have a joint input and impact on policy development. They are
assisted in this role by the Project Development Worker and by the DAG Community
Representatives with assistance from Citywide Drugs Crisis Campaign with the
process of establishing networks nationally, facilitating training and regular meetings
of the Task Force community representatives.

(2) Voluntary Representatives
Role
There are six representatives from the voluntary sector on the TF committee.
These representatives are not members of the Drugs Task Force as individuals, nor
are they there to represent the interests of any particular organisation. Rather, they
are nominated as persons who can represent the interests of the wider voluntary
sector. Their role, therefore, is to bring the view of the sector to the Task Force and
keep their sector informed on the Task Force’s work.
The voluntary representatives make a valuable contribution to the work of the Task
Force. The two key areas of voluntary involvement are prevention/awareness and
treatment/rehabilitation. The experience gained by voluntary organizations from
working directly with clients has enabled them to develop and promote innovative
approaches to tackling illicit drug use. This, in turn, allows them to bring a unique
perspective to the work of the TF.
In order to represent the views of the local community sector, the representatives
need to be able to feed information back to Task Force meetings in an effective way.
This involves their active participation not only in full Task Force meetings but also
on any sub-committees or working groups of the Task Force.
The National Voluntary Drug Sector (NVDS) has established Voluntary Cluster groups
in all ten Regional Drug Task Force areas. These cluster groups comprise
representatives from all the voluntary sector agencies providing drug and/or alcohol
services in the region or to the region. These cluster groups will be the nominating
bodies for voluntary sector representatives on the RDTFs. Each cluster will nominate
six persons to the Regional Drugs Task Forces who will be representative of the
entire sector.

Guidelines

16

The role of the voluntary representative involves:• providing information on the work of the Task Force to the various voluntary
organisations in the region to be done in a formalised manner through the
voluntary cluster groups
• organizing discussion and debate on that work among those organizations;
• policy development;
• providing feedback to the DTF
Nomination
The voluntary representatives should belong to voluntary agencies that are either
servicing or located in the region/area. They should demonstrate a good knowledge
of the local drug problem, as well as a commitment to dealing with it.
Criteria for nomination include:
* Giving priority to groups with a strong track record in drug treatment
* Nominating individuals who have the relevant knowledge and experience of the
drugs issue necessary to play a full and productive role on the Task Force
* Nominating representatives who have the active support of the voluntary drug
treatment sector
* Recognising the need for representatives to report to the voluntary drug
treatment sector as a whole rather than solely to their own voluntary agency
Supports for Voluntary Sector Representatives
The National Voluntary Drug Sector (NVDS) has established a national network of
Voluntary Clusters and a national representative body. This organisation provides
the means for the sector to network nationally, support the local clusters and
represent the interests of the sector on the various national forums whose remit
includes substance misuse. All voluntary Task Force representatives need to be part
of this network.

(3) Public Representatives
Role
These elected representatives play an important role in the work of the WRDTF.
They are democratically elected to represent the views of their constituents in
various forums and their active participation at the WRDTF is vital to its success. It
also affords them an opportunity to influence the drugs strategy being developed by
the Task Force for the area and to gain community support for it.
Elected representatives play an important role in winning support in Regional
communities for the strategies being pursued by the Task Force. In this regard, it is
imperative that they are fully informed of the Task Force’s strategies and the reasons
underpinning them. Representatives who are nominated to the Task Force are
expected to liaise with and encourage other elected representatives in their areas to
support the work of the Task Force.

Guidelines

17

Nomination
There are four elected representatives on the Task Force committee. They are
selected via the West Regional Authority to take into account the geographical areas
covered by the WRDTF. The Task Force agrees with the public representatives in its
area any regional arrangements for their participation in the work of the WRDTF. To
this end, the chairperson, assisted by the co-ordinator, takes a pro-active role in
contacting regional public representatives to brief them on the work and priorities of
the WRDTF. They also agree with them on the role they might play in influencing and
supporting that work.

(4) Statutory Representatives
Role
Statutory representatives play a significant role within the TF by supporting Task
Force projects to implementation stage and further developing the role of the Task
Force. They are expected to carry out their role in a pro-active way. To ensure a
strong and active role by the statutory sector, it is important that statutory
representatives have proper organisational supports and the necessary back-up
arrangements.
Commitment is essential if the various measures in the action plans are to be
implemented and the plans themselves further developed. The statutory
representatives are expected to:
• bring relevant information from their organisations to the Task Force
• assist in the development of appropriate responses to illicit drug use in the
region
• identify and ensure the effective implementation of interim-funded projects
and other initiatives including acting as channel of funding for projects that
fall within the remit of their organisations
• monitor projects being funded through their organisations and assisting with
any issues that arise; there should be no undue delay in setting up projects
which are approved funding. This includes the prompt processing of
payments by State Agencies to project promoters, while at the same time
ensuring the need for financial accountability and proper procedures. Project
Promoters need to be aware of each organisation’s funding, monitoring and
reporting requirements and kept informed of any changes in those
requirements.
• should monitor the situation in relation to projects being funded through
their own organisations and ensure that any emerging problems are
highlighted at an early stage so that appropriate remedial action can be
initiated
• update the DTF on any relevant changes in organisation practices
• identify and bring to the attention of their agencies any proposed changes in
policies/practices to ensure more effective coordination with other
stakeholders
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support project evaluations as required

Nomination
Departments/Agencies, in nominating their representatives, are required to take
account of the need to nominate persons who are at a sufficiently senior level, or
have access to people in their organisation who are in a position to influence policy.
Departments/Agencies are also required to ensure that their representatives’ work
with the Task Force is seen as part of their core duties and that they have the
necessary time available to them to enable them to undertake their role effectively.

(5) Service Users
Role
It is important that the views of service users are represented on the Task Force.
They have a unique perspective on the policies/services being developed. The active
participation by service users at Task Force or Sub Group level is to be encouraged
and facilitated to add to the knowledge base of the Task Force and help to focus on
practical actions of direct benefit to those for whom the services are being provided.
To facilitate such participation, it is necessary to develop a service users’ forum,
building on the work by TF projects and service providers around their own service
user participation structures, from which representatives can be nominated to the
TF.
It is important that drug users who are receiving treatment are afforded an
opportunity to give their perspective on the services being developed by the WRDTF.
Giving service users a clear voice can help to negate possible inward looking efforts
and enable the WRDTF to focus on practical actions of direct benefit to those for
whom the services are intended.
The representative:
• Must be residing in the area that he/she represents
• Should have the active support of the Regional service users’ group
• Should agree to report back to the service users’ group using appropriate
mechanisms
• Agrees to take on the common vision of the Task Force
• Must declare an interest and leave the meeting if employed by a Task Force
project and that project is under discussion

Nomination
The Service User representative is nominated by the Regional service users’ group.
This nomination takes the form of an election and is monitored by two or more
representatives of the Task Force.
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(6) Communities of interest
In addition to Local Development Companies, the Local and Regional Drugs Task
Force Handbook, 2011, clearly states the importance that communities of interest
can play in the work of the TF and their participation should also be facilitated.
In the context of drug misuse, those most obviously affected are the drug users
themselves, particularly those who are homeless or involved in prostitution.
Communities of interest may include:
• Family Support Networks
• Travellers
• Lesbian Gay Bisexual Transgender (LGBT) Groups
• New Communities
• Homeless
• Prisoners
• Sex workers
It will be a matter for the Task Force to agree how groups representing communities
of interest will participate in the work of the Task Force having regard to the remit of
organisations from the voluntary and community sectors already represented and
the extent to which the problems involving these client groups impact on the area.
Local Structures
A key function of the WRDTF is to raise awareness of the drugs issue in other local
community structures to inform policy making and effective service provision
especially those relating to social inclusion and tackling disadvantage. Equally, the
work of the Task Force should be fully informed by developments in other structures
such as:
 Local Development Companies (formerly Partnerships);
 Community Development Programme projects;
 RAPID Area Implementation Teams;
 YPFSF Development Groups;
 City & County Development Boards SIM Groups;
 Children’s Services Committees;
 Local Homeless Forums;
 Joint Policing Committees;
 Local Policing Forums
While it may not be possible to progress this through representation in all cases,
other options include informal contacts and linkages and/or influencing/updating
through statutory or other representatives where ship overlaps.

Task Force Staff
Staff members attend meetings but do not have voting rights.
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DAG Liaison
The role of the DAG Liaison person is to:
• Attend meetings of the Task Force
• Attend the Drugs Advisory Group meetings and raise relevant issues
• Provide feedback to the WRDTF on the work of the Drugs Advisory Group and
on the work of the DPU in relation to the overall implementation of the
National Drugs Strategy
• Assist the Task Force in its work, through the provision of procedural and
other appropriate advice
• Bring information, ideas and proposals raised by the Task Force to the
attention of the Drugs Advisory Group and provide feedback, as necessary
• Highlight problems emerging which need the attention of the Drugs Advisory
Group
• Assist, as appropriate, where difficulties arise which cannot be resolved at
local or regional level
• Give advice to the Task Force co-ordinator and chairperson, as necessary
• To maintain an independent status - the liaison representative is not a voting
member of the Task Force

Networking
Networking is an integral part of the process in that it allows the Task Force
representatives to share their experiences and come to agreed solutions on common
problems.
Networking is facilitated in a number of ways as follows:
Chairpersons’ Group
The Chairpersons of the Task Forces hold ad-hoc meetings, as the need arises.
Secretarial support and facilitation is available to them for this purpose. The DAG
also meets the Chairpersons’ group, periodically.
Co-ordinators’ Group
Task Force co-ordinators have formed a network group which meets regularly to
discuss matters of common interest. DAG meets regularly with this group.
State Agency groups
All statutory representatives hold regular group meetings to ensure that individual
concerns are addressed and that progress is monitored centrally. Statutory
representatives are also expected to meet in plenary session as required to ensure
that a uniform drugs policy is reflected throughout all agencies and that there is an
awareness of developments.
The Chairperson and co-ordinator are called to meetings with the Department either
together or separately.

Guidelines

21

Guidelines

22

SECTION TWO

Task Force Meetings
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This section includes:
1. Being a Representative of the Task Force
2. Ground Rules for Meetings
3. Frequency of Meetings:
4. Attendance at Meetings
5. Substitution at Meetings
6. Calling/cancelling Meetings:
7. Meeting Quorum
8. Minutes/ Meeting Structure
9. Induction, Training and Support for new Task Force Representatives
10. Expenses/Subsistence
11. Conflict of Interest
12. Removal of representatives

Being a representative of the Task Force
Being a representative of the Task Force carries certain responsibilities. Each
representative is required to:
• Adhere to the Mission/Ethos of the WRDTF
• Read any correspondence in advance and take an active part in meetings
• Whenever possible, get involved in working groups, if asked
• With prior knowledge and approval of the Task Force, to actively promote the
work of the organisation in any appropriate forum and opportunity
• Follow up on decisions/actions taken at meetings in consultation with the
secretary/chairperson/co-ordinator
• Inform the office administrator if unable to attend meetings
• Disclose any conflict of interest if such a conflict exists or arises
• Engage constructively with discussions and decision-making and comply at all
times with the directions of the chairperson

Ground Rules for meetings:
•
•
•
•
•

•

Meetings will start promptly
The Agenda and its time allotment will be strictly adhered to by the
Chairperson
If the Chairperson is delayed, the meeting will be conducted by the ViceChairperson
Honour time limits where possible
Advise Chairperson and the group if you must leave the meeting early to
handle an emergency, as this will facilitate the movement of agenda items if
applicable
Mobile phones are to be switched off or placed on silent for the full duration
of the meeting
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Each individual should participate by sharing his/her own relevant opinions
and experiences, and by listening to and considering the opinions of others
Details of the discussion process are confidential. In circumstances where an
item is totally confidential the chairperson will direct this to the
representatives.

Frequency of Meetings
WRDTF holds its meetings on a set schedule. It meets 8 or 9 times per year and
dates for these meetings are circulated in early January of each year.
The time of meetings is organised to allow for maximum community and voluntary
participation. Representatives are expected to be on time and to stay until the end
of the meeting. Venues are agreed at the beginning of the year in line with the
regional location of representatives.

Attendance at Task Force meetings
Guidelines governing attendance
During their term of representation, each representative is asked to attend meetings
of the Task Force and any sub-groups. The following guidelines should be adopted in
this regard:
To facilitate representatives, WRDTF meetings are arranged for the calendar year at
the beginning of each year. Meeting times and venues are flexible to facilitate
community and voluntary participation.
Absence from three meetings in a row without prior apologies will assume the
representative’s resignation. The nominating organisation will then be asked to
nominate an alternative representative.
A reminder of the meeting date and agenda is sent out to all representatives of the
Task Force via e-mail at least one week prior to the Task Force meeting. This is
followed up by a text reminder at least 3 days before the meeting. Councillors
receive a telephone reminder at least 3 days before the event. Representatives are
asked to inform the Task Force Administrator if they are unable to attend. Apologies
are read out at the beginning of each Task Force meeting and recorded in the
minutes.

Substitution at meetings
In normal circumstances this is not desirable in the interests of continuity and team
building. In exceptional cases, however, and with the prior agreement of the
chairperson, substitution will be possible. Each representative is entitled to
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nominate one substitute who can attend two meeting on their behalf within a
twelve month period.
The following procedure must be adopted in such circumstances:
• Notify the chairperson/co-ordinator in advance
• Ensure that the substitute is fully briefed and can contribute fully in the
absence of the representative
• This substitute should be the same person on a yearly roll-over basis

In the event that a representative does not attended three meetings within a twelve
month period he/she will be asked to resign from the Task Force.
The Co-ordinator will present the attendance information to the full Task Force who
will sanction the removal of the individual from the WRDTF. The Co-ordinator will
then give one month’s notice in writing to the person who is being asked to resign.
The letter will be signed by the WRDTF Co-ordinator and the Chairperson. The
representative being asked to resign will be given the right to appeal the decision.

Calling/cancelling meetings
Meeting dates are circulated at the beginning of each year but if there are any
changes to these dates, representatives will be given as much advanced notice as
possible. All correspondence regarding meeting dates, etc., takes place via e-mail.
This is followed up with a text where appropriate.

When the Chairperson is not present, the Vice-chairperson will conduct the meeting.
In the absence of the vice-chairperson, and if there is a quorum, the Task Force
representatives have the authority to nominate a temporary chairperson from those
present.
At least seven days notice (or as much notice as possible) of cancellation of meeting
is requested.

Meeting Quorum
For a meeting to begin, a quorum should be present (a quorum for the Task Force is
1/3 of the current ship plus 1, e.g. 22/3 = 7.33’ + 1 => 8.33’ => 8).
The meeting should start within 15 minutes of the notified starting time. If a quorum
is not present by this time the meeting is cancelled. Quorum does not include staff
members.
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Minutes/ Meeting Structure
Meetings follow an Agenda that is set by the Chairperson and Co-ordinator. Any
representative wishing to add an item to the agenda contacts the Chairperson/ Coordinator at least 7 days in advance of the meeting. Confidentiality is to be adhered
to at all times.
Minutes show the agenda item, states decisions on what took place and the
outcomes. Following each agenda item the chairperson states the purpose of the
minutes and actions to be recorded.
The Chairperson takes account of the urgency and importance of issues and
determines the order of the items.
The Agenda consists of:
•
•
•
•
•
•
•

Minutes (taken as read) and matters arising that will not be dealt with in the
main body of the meeting. Minutes approved and seconded.
Adoption of minutes.
Correspondence to the Chairperson and Co-ordinator from the previous
month.
Reports/Issues from sub-groups. Reports from sub-groups are sent to
administrator before meeting and circulated to all representatives.
Other issues requested for inclusion
AOB: Include points of information only
Confirm date and venue for next meeting

The Chairperson encourages participation and ensures that everyone gets a chance
to contribute. Where a number of people want to speak then the Chairperson
endeavours to give each person this opportunity.
Correspondence for Review
Task Force correspondence is read out at each Task Force meeting. All action
responses are noted in the minutes and by the Chairperson/Co-ordinator.
Minutes Taking
The minutes of each Task Force meeting are taken by the WRDTF Office
Administrator. The structure of the minutes includes a brief summary of the
discussion had and the decision made and/or action to be taken. Decisions will be
recorded as decisions of the Task Force and individual positions will be noted, if
requested.
Circulation of Minutes of meetings
The contents of the Task Force minutes are confidential and not for further
circulation until signed off by the Task Force at the next meeting. Draft minutes are
circulated after each TF meeting by email. These minutes are signed off on the day of
the following Task Force meeting.
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Clarifications/changes to the minutes are discussed at the beginning of each meeting
and any changes recorded in the minutes of that meeting.
Voting
Meetings of the Task Force are largely on the basis of finding consensus on issues.
Generally, where a vote on an issue is required it is taken by consensus with a show
of hands. Where consensus cannot be reached a vote is taken. In the event of a split
decision, the chairperson has the casting vote.

Induction, Training and Support for new Task Force representatives
New representatives are given a formal induction by the Co-ordinator/ Project
Development Worker that includes:
• WRDTF Induction Pack (see Appendix 1)
• Presentation on the background of, and information on, the Task Force
• Copies of WRDTF Publications
• The Local and Regional Drugs Task Force Handbook,2011
• The Operational Guidelines
• Opportunity for Q&A
Induction meetings are offered twice a year and all new/recent representatives are
invited to attend.

Expenses/Subsistence
The Local and Regional Drugs Task Force Handbook,2011, states that in general,
most representatives come to Task Force meetings as part of their work and all
expenses incurred by them are their personal responsibility.
Community representatives are entitled to claim expenses for travel to Task Force
meetings and sub-groups. From time to time, they may attend a national meeting
and this too can be claimed for, though there are limits to this.
Public Representatives are entitled to claim expenses for attendance at Task Force
meetings to a limit of €1,125 per year (national-set limit)
Voluntary Representatives attend the Task Force as part of their work and therefore
their expenses are dealt with by their organisation. In exceptional circumstances
where an organisation in not in a position to cover expenses the representative may
claim from the Task Force.
Payment of subsistence rates do not apply and refreshments will be provided for
representatives attending Task Force Meetings.
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Expenses for attendance at sub-group meetings are not paid to non-Task Force
representatives.

Conflict of Interest
A conflict of interest may arise in any situation where the personal or other interests
of a representative of the Task Force or one of its sub-committees might affect
his/her deliberations or decisions as a representative. They should therefore absent
themselves when the Task Force/sub-committee is deliberating or deciding on
matters in which they (other than in their capacity as a representative of the
committee) or person(s) connected with them have an interest.
Task Force Representative as project promoters
A number of Task Force representatives are involved in the management of projects
being funded through the WRDTF. Some voluntary representatives work with
agencies that receive funding - additional to their core funding - to deliver specific
interventions on behalf of the WRDTF. It is important that these representatives
continue to have an input to WRDTF work, particularly in the context of tapping into
their knowledge and expertise. However, there is equally a need for the
representatives to differentiate between their roles as TF representative and project
promoters so as to prevent a possible conflict of interest arising.
It is therefore necessary to have appropriate procedures in place to ensure that
representatives from organisations that apply for funding are not involved in the
process of determining which projects are recommended for funding. Care needs to
be taken that equivalence of consideration is given by the Task Force to funding
applications from services that don’t have representation at the Task Force.
Representatives with a Prejudicial Interest:
• Must disclose any conflict of interest if such a conflict exists or arises
• Should not get involved in the setting of criteria for the award of
grants/tenders etc
• Should not be on the Grants (or other) Committee if they are significant or
habitual recipients or likely to be
• Should not receive papers relating to their application in advance of the
meeting
• Should be absent for the discussion and decision
• Should not use their position to try and improperly influence the decision in
their absence
• Should not comment inside or outside meeting
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Removal of TF Committee Representative
Three Strike Rule
If a representative is nominated and does not attend three consecutive meetings
without contact or explanation the representative is contacted. If this is not
satisfactory, then his/her organisation is contacted.
Removing a Committee Representative
If there is major disruption to a meeting, the meeting will be stopped. If the
behaviour of a representative constantly disrupts a meeting the chairperson will
make informal contact with that person, outlining his/her behaviour, in the hope of
resolution. If this behaviour continues, the chairperson will write to the
representative.
If this does not produce a satisfactory outcome then the chairperson writes to the
representative’s organisation and mediation is set up.
If this is not desirable, the WRDTF can request DAG Liaison’s assistance to either take
a direct role in resolving the situation, or to involve external mediation.
Where this is not possible, a special meeting should be held, of which all WRDTF
representatives are notified, where a representative can be voted out on a twothirds vote.
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SECTION THREE

Sub-Groups
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This section includes:
1. The Role of Sub-groups
2. Admin/Finance: Terms of Reference
3. Prevention/Education: Terms of Reference
4. Treatment/Rehabilitation: Terms of Reference
5. Research/Evaluation: Terms of Reference

The Role of Sub-Groups
In line with the Local and Regional Drugs Task Force Handbook, 2011, WRDTF subgroups are based around the pillars of the National Drugs Strategy and are made up
of representatives of the Task Force plus additional representatives drawn from
relevant bodies and individuals as agreed by the Task Force. They are not decisionmaking bodies unless specifically mandated by the Task Force to be so. Each subgroup is chaired by a Task Force representative (excluding the Co-ordinator) who
facilitates the group and reports back to the Task Force.
The sub-groups in the Western Region consist of:
• Admin/Finance
• Prevention/Education (Including Supply Reduction)
• Treatment and Rehabilitation
• Research and Evaluation
The sub-groups deal with specific issues and they can recommend actions to the
Task Force. A written report from their monthly meeting is given at every Task Force
meeting. If they require a decision they present a specific written report to the Task
Force meeting. The reports, which provide a detailed brief and the recommendation
for decision, are discussed and decided upon at the Task Force meeting. Sub-group
reports are sent to the Co-ordinator at least one week prior to Task Force meeting in
order to facilitate circulation to Task Force representatives. To assist this process,
sub-groups meet at least ten days prior to Task Force meeting.
The Task Force supports the development and enhances the work of the sub-group.
It also conducts an independently, facilitated annual review and planning session to
this end.
The sub-group is chaired by a representative of the WRDTF Committee. In the
absence of the elected Chairperson or Vice-Chairperson then the meeting is
cancelled or deferred.
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Representation on the sub-groups will at a minimum stand at 4 persons and will as
far as possible consist of the following:
•
•

•

Representatives of the WRDTF whose skills would benefit the sub-group.
Additional persons who are not representatives of the WRDTF but have
knowledge and expertise in the area of prevention and education, treatment
and rehabilitation can be co-opted on to the Prevention and Education, and
or the Treatment and Rehabilitation subgroup in an advisory capacity
following consensus of the sub-group representatives.
The Co-ordinator and other Task Force representatives will be in attendance
at the meetings.

Meetings
Sub-groups meet approximately 8 times a year. Dates are set out at the beginning of
the year and the schedule is issued to all representatives. Meetings follow the same
guidelines on agendas and minutes as the Task Force.
Attendance
Sub-group representatives must communicate availability for meetings. If there is
no quorum then the meeting is cancelled. If three meetings in a row are cancelled
because of no quorum, then an explanation must be sought. Representation of subgroup must be revisited and new representatives taken on, if necessary.
Absence from three consecutive meetings without apology will result in a written
request being sent by the Chairperson to that representative asking them to clarify
their position with regard to the sub-groups. If the issue is not resolved the WRDTF
will be informed by the Chairperson.
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Admin/Finance Sub-Group: Terms of Reference
1.0
Purpose:
The purpose of the Finance and Administration Sub-Group of the Western Region
Drugs Task Force is:
• To oversee the implementation of actions identified in the WRDTF’s first
strategic plan, Shared Solutions.
• To ensure that funding for bids are distributed and monitored in a structured
and fair way.
• To monitor the quarterly reporting from the CLWs and ESWs.
• It is responsible for the distribution of the Small Grants.
• To approve site visits where necessary.
2.0
Duration of Sub-Group:
The sub-group will exist for the lifetime of the Strategic Plan.
3.0
Frequency of Meetings:
The sub-group meets 8 times a year as laid out in the schedule at the beginning of
the year
4.0
Venue for Sub-Group meetings:
Meetings will be held in a central location, convenient for sub-group s from Galway,
Mayo & Roscommon.
Guidelines
It was decided that any grant under € 5000.00 can be approved by the
Admin/Finance sub-group without going to the Task Force. Community-based grants
and once-off funding applied for between € 5000.00 and € 15,000.00 can be decided
on by the Admin/Finance sub-group and emailed out to the larger Task Force with a
maximum of a 2 week turn around required. A two-third majority is required before
a project can pass. All applications over € 15,000.00 can be approved by the
Admin/Finance sub-group but it must be brought to the Task Force meeting for
approval.
Any organisation that receives under € 5000.00 may receive a random site visit. Any
organisation that receives between € 5000.00 and € 15,000.00 will receive a
mandatory site visit. Any organisation that receives € 15,000, or more, will be subject
to an audit.
If people don’t comply with these terms and conditions they will be disqualified from
further WRDTF grants.
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Prevention & Education Sub-Group: Terms of Reference:
1.0
Purpose
The functions of the Prevention & Education Sub-Group (PESG) of the Western Region
Drugs Task Force are:
•
•

To oversee the implementation of actions relating to prevention and education
identified in the WRDTF Strategic Plan, Shared Solutions.
To identify existing and emerging gaps in prevention, education & research in
the region and to recommend appropriate responses to those gaps.

2.0
Duration of Sub-Group
The PESG will exist for the lifetime of the WRDTF Strategic Plan, i.e. until December 31st,
2013.
3.0
Frequency of meetings
The PESG meets bi-monthly, commencing January 2010. (8 times a year) Calendar dates
for meetings are set out in advance.
4.0
Venue for meetings
Meetings will be held in the WRDTF offices if possible.
5.0
Sub-Group Members
Each may nominate a substitute to attend a maximum of two meetings per year. One
week’s notice is required when a substitute is to attend on behalf of a member.
6.0
Quorum
The quorum will be four representatives of the PESG, plus the Chairperson or person
acting on behalf of the Chairperson. Representatives are required to notify the Task
Force office with as much notice as possible to state their attendance or nonattendance.
7.0
Attendance
Any of the sub-group who does not attend 3 meetings annually, his/her membership of
the PESG will automatically cease.
Each of the sub-group can nominate a substitute to attend on his/her behalf a maximum
of 2 meetings annually. All Sub-group members should give advance notice of a
substitute attending on their behalf.
8.0

Project deliverables
•
•
•

Identify service gaps in relation to prevention and education.
Feedback from existing Prevention Education Services within the region.
To promote best practice in Prevention and Education.

9.0
Reporting procedures
The PESG will report directly into the WRDTF to ensure that issues of concern are raised
and acted on. A rapporteur to be nominated by the sub-group
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Research Evaluation Sub-group: Terms of Reference
1.0
Purpose
The functions of the Research Evaluation Subgroup of the Western Region Drugs
Task Force are:
•
•
•

To monitor and evaluate WRDTF Funded projects.
To oversee any WRDTF Funded Research Projects.
To make recommendations to WRDTF regarding the above two key areas.

2.0
Duration of Sub-Group
The Research Evaluation subgroup will exist for the lifetime of the WRDTF Strategic
Plan.
3.0
Frequency of meetings
The Research Evaluation subgroup will meet bi-monthly (8 times a year) and
meetings will be reviewed December of each year. (When Research Evaluation
Subgroup is working on a specific project meetings may be needed more frequently).
4.0
Venue for meetings
Meetings will be held in a central location.
5.0
Quorum
Two individuals equating to one third of group plus one
6.0
Attendance
Each member may nominate a substitute to attend a maximum of two meetings per
year. One week’s notice is required when a substitute is to attend on behalf of a
member.
7.0
•
•
•
•

Project deliverables
Provide guidance on the appropriate monitoring tools.
To oversee the publication of all research documents.
To make written recommendations to the WRDTF regarding funded projects.
To oversee The Quarterly Reports, Annual Reports and Work-plans of
projects.

8.0
Reporting procedures
The Project Development Worker will report to the main group.
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Treatment and Rehab Sub-Group: Terms of Reference
1.0
Purpose
The purpose of the Treatment/Rehab Sub-group of the Western Region Drugs Task
Force is:
•
•
•
•
•

To oversee the implementation of actions relating to treatment and
rehabilitation identified in the WRDTF Strategic Plan, Regional Strategy
To advocate for the filling of existing and emerging gaps in services relating to
treatment and rehabilitation
To take an advisory and monitoring role in relation to treatment and
rehabilitation matters in the region through the WRDTF
To lobby at regional and national level for Treatment/Rehab Services for the
west of Ireland via the WRDTF
Advance the Regional Strategy

2.0
Duration of Sub-Group
The TRSG will exist for the lifetime of the WRDTF Strategic Plan, i.e. until December
31st 2013.
3.0
Frequency of meetings
The TRSG will 8 times a year. Calendar dates will be set for the year in advance.
4.0
Venue for meetings
Meetings will be held as far as possible in WRDTF offices.
5.0 Chairperson will be nominated by the sub-group and will rotate on a yearly
basis.
7.0 Quorum
The quorum will be four members of the TRSG, plus the Chairperson or person acting
on behalf of the Chairperson. Members are required to notify the Task Force office a
minimum of a week in advance to state their attendance or non attendance.
8.0 Attendance
Any of the sub-group who does not attend 3 consecutive meetings will be asked to
leave. Each of the sub-group can nominate a substitute to attend, on their behalf, a
maximum of 2 meetings annually. All sub-group s should give advance notice of a
substitute attending on their behalf.
9.0
Reporting procedures
The TRSG will report directly into the WRDTF to ensure that issues of concern are
raised and acted on. A rapporteur is to be nominated by the sub-group
Note: There must be membership in order to fulfil sub-group functions.
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SECTION 4

Monitoring and Evaluation
Of
Task Force Projects
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This Section consists of:
1.
2.
3.
4.
5.

Funding of WRDTF Funded Projects
Details of WRDTF Funded Projects
Evaluation of Projects & Project Steering Committee
Project Steering Committees: Terms of Reference
Project Network: Terms of Reference

The Western Region Drugs Task Force funds a number of projects in the Western
Region. They are as a result of the first strategy Shared Solutions and have been in
operation since 2006/2007.

Funding for WRDTF Funded Projects
Funding for projects is approved by the DPU (formerly the OMD) on an annual basis.
The first tranche of funding or initial funding is approved on a ‘pro rata’ basis, based
on the annual allocation approved for each project. It remains the intention of the
DPU that, unless specific difficulties emerge in relation to a particular project, it
should continue to receive funding until it is evaluated formally and a decision is
made on its continuation/mainstreaming. Interim funding is approved by the DPU on
an annual basis.
If the Task Force wishes to reallocate funding between projects/actions, a proposal
must be submitted to the DPU outlining the new project and the need for it, and why
the funding is no longer required for what was originally approved. This proposal
must be fully developed, discussed and approved at Task Force level, with full
agreement of all parties, prior to submission to the DPU.
Conditions under Which Funding is Allocated
Funding is allocated to support only those proposals specifically identified in the Task
Force Strategy, and named as those ‘recommended’ by the DPU, and approved for
funding.
Funding is provided on the basis of supporting the projects initially for a period of
one year. Projects which require funding to continue beyond one year are reviewed
by the Task Force prior to the end of that period in light of an evaluation of their
effectiveness and impact on the drug problem in their area and taking account of
whether funding should more appropriately be made available from a different
source (through the TF examination of the RDTF1 form). Continuation of funding via
the DPU will be subject to a Government decision in relation to the process.
Where a project is being funded on a one-year basis, as opposed to a once-off grant,
the profile of expenditure for the year (appended to the RDTF1 Form) is completed.
In such cases, funding is made available to the project promoter in advance
installments based on the profiles, which may be revised by the Funding Agency in
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consultation with the Task Force, in light of the examination of the detailed
proposals and costings.
The project promoter must complete the RDTF1form and forward it to the Task
Force, as well as furnishing any other information requested by the Task Force or the
Funding Agency relevant to the proposal being funded.
The project promoter must satisfy the Drugs Task Force that appropriate
management and personnel arrangements are in place to ensure that the proposal
for which funding has been allocated can be successfully completed.
Salaries are agreed with the Task Force in accordance with the appropriate
regulations and requirements of the channel of funding for that project. The project
promoter must comply with the tax and accounting requirements of the State
Agency through which the funding is being channeled.
Where the project promoter proposes to recruit staff in order to implement a
proposal, it is expected that such posts will be filled through open competition.
Where a project promoter proposes to depart from this practice, due to exceptional
circumstances, the prior consent of the DPU should be sought. Normal public sector
tendering arrangements are applied as appropriate.
Reallocation of Funding:
The Task Force cannot reallocate any funding that is not spent within the current
year without seeking formal approval from the DPU.
Administration fees by hosting agencies:
The Task Force is based on a partnership approach; hosting fees outside of actual
administration costs for the administration of projects is not anticipated. In
exceptional circumstances where such situations arise, such costs should be kept to
a minimum in order to prioritise frontline services.

Role of the Funding Agency/Channel of Funding
The role of the Funding Agency is to:
Ensure that the conditions under which funding has been approved are complied
with;
Enter into an agreement/contract with the project promoter in respect of the
funding which is being allocated;
Ensure that the projects are commenced on a viable basis within a set period of the
date of allocation, with any funding of the projects not commenced within the
period being deemed to be de-committed.
There must be a provision allowing for the recovery of any funding previously
disbursed to de-committed projects.
Reports are submitted to the Task Force Co-ordinator by the Project Promoter on a
quarterly basis, or more regularly where appropriate.
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These reports record progress in relation to the project, as well as setting out the
position in relation to expenditure and the drawdown of funding.
If it becomes apparent that problems are developing with a particular project, the
statutory representative on the Task Force within whose remit the project falls
should, in association with the co-ordinator, enquire into the difficulties and report
back to the Task Force and State Agency.
The Task Force as a whole must agree a position where continuing difficulties persist.
Where appropriate, DPU should be consulted.
Where there is any evidence or suggestion of financial impropriety, the State Agency
should be informed immediately.
Service Level Agreements
Agreements are in place between the Project Promoter, the Channel of Funding and
the Task Force. Once a year the agreement is sent out to all Project Promoters and a
tri-party signature is received.
Reporting Requirements
Funded Workers and their Project Promoters are required to complete the following
reports each year:
• Annual Work Plan
• Quarterly Reports
• RDTF 1 Form (stipulating objectives and achievements)
• Annual Report
• Any other forms as requested by the DPU
Copies of this information are kept in the WRDTF office in the event of an audit.
In brief, Project Promoters employ workers in line with their organisation’s ethos,
policies and procedures. They deal with all employment issues; they provide all
reporting required by TF; they participate in steering committees. They may or may
not have a seat on TF. They are required to absent themselves from any discussion
around funding/ project relating to their own post. All projects meet with TF coordinator on an annual basis/or as required/ case by case basis.

Details of WRDTF Funded Projects
The following are a list of WRDTF projects/current resources:
•

•

Community Liaison Workers x 3
o Galway City and West Galway
o East Galway and South Roscommon
o Mayo and North Roscommon
Drug Education Support Workers x 2
o Roscommon/Mayo
o Galway City and County
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Substance Misuse Counsellor for Homeless Persons
Jigsaw Nurse
Substance Misuse Counsellor – NUIG (Sessional)
Drug & Alcohol Family Support Training and Development Worker

Description of the Projects:
Three Community Liaison Workers (CLW) (Co Galway, Mayo & Roscommon): the
role of the Community Liaison Worker is to assist the community develop its
individual responses to substance misuse; forge inter-agency collaborations and joint
initiatives to tackle the local problems; help drive initiatives and co-ordinate
developments in line with the NDS and regional policies; identify the local impact of
substance misuse and local service needs; help groups prioritise needs; and finally
assist in drug & alcohol policy development at a local level.
Two Drug & Alcohol Education Support Workers: the role of the Education Supports
Workers is to support the implementation of the drug & alcohol training resource
manual, Putting the Pieces Together (PTPT), both regionally and nationally. The Drug
& Alcohol Education Support Workers have also forged inter-agency collaboration
with An Garda Síochána, SPHE, and the HSE Addiction Service to develop a drugs &
alcohol parenting information event and parenting programme that is currently
being rolled out throughout the counties of Galway, Mayo & Roscommon. The
Education Support Workers also develop and deliver local drug & alcohol
programmes that respond to the needs of a group or community.
Jigsaw Practice Nurse: the role of the practice nurse within the Jigsaw Project is to
provide individual support to young people between the ages of 15-25 who access
the Project; linking young people in with the appropriate services and supports
within their own communities for continued ongoing support if needed; provide a
drop-in service; engage with young people who have drug/alcohol concerns; and
work directly with substance misuse counsellors.
Addiction Counsellor for People who are Homeless: the role of the Addiction
Counsellor for people who are homeless is to provide a drop-in counselling service
within the Day Centre; offer one-to-one counselling; refer clients to appropriate
services; act as a client advocate; and raise awareness of the current substance
misuse issues within the homeless population.
Sessional Addiction Counsellor for Third Level Students: the WRDTF currently
provides funding for sessional counselling for third level students within NUIG. The
role of this post is to provide one-to-one addiction counselling for the student
population; provide group support for those who are affected by a family member’s
alcohol addiction; and provide access to complementary therapies to students who
are engaging with the drug & alcohol counselling service. The project also raises
awareness of drug & alcohol addiction services available to the students.
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Family Support Training and Development Worker: the role of the Family Support
Training and Development Worker is to act as a specialised resource on Drug and
Alcohol issues relating to families and family support services in the region.

Evaluation of Projects & Project Steering Committee
In 2009, all 11 WRDTF projects underwent a rigorous three-year review and as a
result of this process, Project Steering Committees were established to assist funded
projects achieve their optimum potential going forward.
The Task Force has established a steering group for each WRDTF funded project with
representation consisting of the funded worker, line manager, Task Force
representative and WRDTF Project Development worker. This group helps guide the
work of the project and support it throughout the year. Each group meets a
minimum of four times a year and assists in developing work plans, review quarterly
reports and annual reports.
Updates on the Project Steering Committees are given twice a year to the Research
Evaluation Sub-group and the Task Force.

Project Steering Committees: Terms of Reference
1.0 The purpose of the Project Steering Committee is to:
Ensure Service Level Agreements (SLA) between the Project Promoter, Channel of
Funding and WRDTF – indicating a reporting structure, work plans and annual
reports, etc, are agreed upon and signed by the end of the first quarter
Support the development of a work plan
Develop Key Performance Indicators (KPIs) for each project
Monitor the progress of the agreed work plan through the quarterly reporting
system
Report twice yearly to the Research & Evaluation Sub-group of the WRDTF (who then
feed findings back to the WRDTF)
2.0
Duration of Sub-Group
The Project Steering Committees will exist for the lifetime of the funding but with
periodic reviews as required by the Task Force
3.0
Frequency of meetings
The Project Steering Committees will meet quarterly (initially there may be more
meetings required during the establishment phase).
5.0
Venue for meetings
Meetings will be held at a location convenient to all
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6.0
Project Steering Committee members
Funded post
Project Promoter/Line Mgt
WRDTF
WRDTF Project Development Worker
Project Steering Committees can request additional members with expertise in the
area to sit on it but any new member must be sanctioned by the WRDTF
7.0 Quorum
For the Project Steering Committees meeting to progress the funded worker and line
manager must be present with at least one other of the group (i.e. Task Force Rep or
WRDTF Project Development Worker)
8.0
Reporting procedures
Report twice yearly to the Research & Evaluation Sub-group of the WRDTF who then
feed findings back to the WRDTF
9.0
Meeting Schedule
The Steering Committee meetings will be convened by The WRDTF project
Development Worker

Project Network: Terms of Reference:
A network of the funded workers was established in 2009 and is facilitated by the
Project Development Worker. It meets on a quarterly basis and discusses relevant
issues and feeds into the Task Force.

1.0 Purpose:
The purpose of the Project Network of the Western Region Drugs Task Force is:
To establish stronger links with funded projects and the WRDTF
Information sharing & communication among funded projects
Identify current presenting issues for the projects
Feedback mechanisms to the Task Force on common issues arising
Identify relevant seminars/training
Draw together funded projects to improve referral links, information and
communication regarding drug and alcohol issues in the Western Region.
2.0 Duration of Sub-Group:
The network will exist for a period concurrent to the strategic plan i.e. January 2010
to 2013.
3.0 Frequency of Meetings:
The network will meet quarterly commencing January 2010 and otherwise when
needed. Dates will be circulated at the beginning of each year.
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4.0 Venue for Network meetings:
Meetings will be held in a central location, convenient for sub-group s from Galway,
Mayo & Roscommon. The main venue for the meeting will be the Task Force Offices
in Parkmore but projects may host the meeting in their location.
5.0 Quorum
The quorum will be 4 members. Members are required to notify the Project
Development Worker a minimum of a week in advance to state their attendance or
non-attendance. If the quorum is not present the meeting will be rescheduled.
6.0 Project Network members
All funded positions are invited to be part of the network.
The network will have a revolving chairperson. The Project Development Worker will
call the meeting and arrange the venue. Any items for the agenda can be sent to the
Project Development Worker in advance of the meeting.
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SECTION FIVE

Funding and Finances
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This section includes
•
•
•
•
•
•

Grants
Financial Guidelines
Advertising/Publications
Signage
Media Protocols
Public Meetings

Grants
To date the WRDTF has advertised and approved grants to voluntary and community
organisations/groups on an annual basis. Terms and Conditions for these grants have
been developed and are reviewed on a regular basis. The grants are advertised
throughout the region and via Active Link and the funded workers.
The following grants have been available via the WRDTF and the level of funding
each year is dependent on funding available.
 Small Community Grants
 Family Support Grants

Terms and conditions and guidelines for approval of grants have been developed and
are all reviewed regularly.
Grants below €5,000 are reviewed and approved by the Admin/Finance sub-group
and signed off by the Task Force. From time to time additional funds/monies are
made available by the Department of Health and these are granted to successful
parties by the Admin/Finance sub-group.

Financial Guidelines
Summary:
The WRDTF is a Limited Company and as a result complies with strict financial
control guidelines. All accounts are audited annually and financial documentation
forward to the Channel of Funding (HSE).
Financial Reporting Requirements
Setting of budgets:
The WRDTF is informed by the DPU (formerly OMD) of its annual budget: Two biannual payments are made directly to the WRDTF bank account through the Channel
of Funding (HSE).
The WRDTF budget is broken down into the following categories:
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Administration
Travel and subsistence
Other incidental expenses
Office expenses
Development Costs
Training
IT Development
Other Supports

Expenditure Reports
Currently the WRDTF provides financial expenditure returns to the OMD on a
quarterly basis. The reports include a breakdown of expenditure for that period
against the approved budget categories. Expenditure returns are signed by the Coordinator and the WRDTF Chairperson. Income and expenditure are reviewed by the
Admin/Finance Sub-group, comparing actual spend to budget.
6 monthly expenditure forms are forward to the Channel of funding (HSE)
The form are accompanied by
•
A copy of the payments’ journal
•
A bank reconciliation
•
A copy bank statement that shows the balance at the period end date

Advertising/Publications
As per the Local and Regional Drugs Task Force Handbook, the Projects funded under
any initiative in the National Drug Strategy must acknowledge the Department of
Health as a source of funding through the use of their logo.
This applies to both printed material and signage, as appropriate.
This provision must be included in all notifications of approval of funding to and from
Channels of Funding/Project Promoters/Development Groups, etc:
• For the standard requirements with regard to the NDP, see www.ndp.ie.
• WRDTF should acknowledge the role of the Department of Health in
advertising / publications as, in Irish and/or English versions of the wording to
be included is as follows –
“Maoinithe ag an Roinn Sláinte tríd an Tascfhorsa Reigiúnacha Iarthar Drugaí.”
AND / OR
“Funded by the Department of Health through the WRDTF.”
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Signage Arrangements for Capital Projects
For Capital Projects that have received funding under the Premises Initiative,
arrangements are in place by the Department of Health for the recognition of
Department funding by way of public signs.

Media Protocols
If any Task Force is contacted directly by a member of the media to comment on the
views of the Task Force, the concerned party should be referred to the Task Force
Chairperson or Co-ordinator.
• The Chairperson, as an independent representative of the WRDTF, should
deal with any contentious issues that may arise in this regard.
• The Chairperson or Co-ordinator should consult with the relevant Task Force
representatives in relation to such media queries.
• Sub-groups do not have the right to speak to the media or the general public
on behalf of the Task Force.
Where a worker is working on a specific piece of work/initiative s/he can engage
with the media regarding this piece of work but cannot represent the views of the
Task Force. This role lies solely with the Chairperson or Co-ordinator of the WRDTF.

Public Meetings
Protocol for calling public meetings
Individual Task Force representatives have no role in convening public meetings. The
Task Force can call meetings as is deemed appropriate to its work within the
guidelines of the Strategic Plan.
If there is a request for a representative of the Task Force to go to a public meeting,
the Task Force can choose someone to go in a listening/note-taking capacity. That
person has no role to represent the Task Force unless approved at a Task Force
meeting. If he/she does represent the Task Force he/she must give formal feedback
by using the Reporting Template which has been drawn up for this purposes.
(Appendix 5)
From time to time the Task Force, in conjunction with the public and community
representatives, informs the community on their drug strategy (through public
meetings, literature, etc.), in order to create greater public awareness of the strategy
and obtain/respond to feedback.
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Protocol around reporting back to own organisation
Representatives from other organisations cannot speak on behalf of the Task Force
nor can they discuss what went on other than what is in the email report. Nor can
they bring information back to the Task Force. They must give the appropriate name
in the Task Force to which the organisation can write/email.
Report can only go in after the minutes are agreed and adopted. The Report has to
be agreed with the Task Force and an email sent out with bullet points of the
meeting for them to put into their report.
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Appendices
1.
2.
3.
4.
5.

Induction Pack
Financial Guidelines
Guidelines for small grants
Guidelines for Family Support Grants
Reporting Template
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Induction Pack
Folder containing the following items



WRDTF one page ad/info
WRDTF Team Contact Details
Agenda for Induction Meeting
Glossary of Abbreviations
Induction Presentation:
• Background/history
• Role of Task Forces
• Task Force Membership
• Task Force Team
• Regional Structure
• WRDTF Funded Posts
• National Structures
• National Handbook
• National Drugs Strategy
• Regional Drugs Strategy
• Current WRDTF Regional Initiatives
• Being a member of the Task Force (Roles & Responsibility)
• Q&A
National Structure Diagram
Expenses Claim Form
Travel Memo
Copy of the following documents:
• NDS 2009 - 2016
• Regional Strategic plan “The Way Forward”
• WRDTF Research reports
Notes:
• There is a separate induction pack for Community Representatives that
looks at the above but specifically at the role of the community
representative. This includes sample feedback forms to the forum they
represent.
• Induction meeting generally take between and 1 and 1 and a half hours and
are held in the Task Force offices or prior to a Task Force meeting.
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Western Region Drugs Task Force Limited
Financial Guidelines
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Summary:
The WRDTF is a Limited Company and as a result complies with strict financial
control guidelines. All accounts are audited annually and financial documentation
forward to the Channel of Funding (HSE).

1. Financial Control Procedures
Bank Accounts
Separate bank accounts are maintained by (Western Region Drugs Task Force
Ltd.) with Bank of Ireland, Mervue Industrial Park, Mervue, Galway, for the
purpose of Administrative and Development costs for the WRDTF.
• Bank Reconciliation is carried out once a month to monitor cash flow. The
WRDTF administrator is required to have bank reconciliation’s complete by
the first of each month which will be review by the Co-ordinator prior to
being presented to the WRDTF Admin/finance Sub-group
• Cheque signatories on WRDTF accounts are s of the company and were
appointed in July 2008
• Signatories are:
WRDTF Ltd Secretary – Pauline Busby
WRDTF Chairperson – Martin Lee
WRDTF Statutory – Fiona Walsh
WRDTF Statutory – John Coll
WRDTF Director - Edith Geraghty
WRDTF Co-ordinator – Orla Irwin
•

•
•
•
•

Cheques are signed once a month when presented with original
documentation, i.e. invoice.
All cheques require dual signatures
Signatories should not sign cheques payable to themselves
The pre-signing of blank cheques prohibited

Accounting Books and Records
•

•

All expenditure is by Cheque or Direct Debuts (wages, phone, ESB etc.).
Payment is made against vouched receipts/invoices, other than petty cash
payments which amounts to €100 per month on average (including postage)
Cheque payments are recorded in Excel from the cheque studs and the
funding requisitions. Petty cash records are kept in a separate petty cash
book for its expenditure. Reimbursement of Petty Cash float must be verified
and authorised by WRDTF Co-ordinator. The WRDTF Administrator is
responsible for maintaining basic books and records in relation to this
funding, including:
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A copy of the funding contracts
Approved budget details as per funding allocation
Any financial procedures document issued by funders
Signed insurance indemnity forms WRDTF s who claim Travel & Subsistence
All minutes of Admin/finance Sub-group and WRDTF where financial
decisions are made are held in the central administration office of the
WRDTF.
A file containing supporting documentation for each cheque payment made
filed in cheque number order, for ease of reference.

The following records are kept on file for review by the Admin/Finance Sub-group,
WRDTF Co-ordinator, Company Directors, Company s and Auditors when carrying
out an audit
• Original bank statements (at least monthly)
• Monthly bank statements kept on file
• Monthly Bank reconciliation’s
• Project files relating to the approval of funding
• Minutes of the meetings approving the expenditure
The Office Administrator reports to the WRDTF re the finances at each Task Force
meeting.

2. Financial Reporting Requirements
Setting of budgets:
The WRDTF is informed by the OMD of its annual budget: Two bi-annual payments
are made directly to the WRDTF bank account through the Channel of Funding (HSE).
The WRDTF budget is broken down into the following categories:
• Administration
• Travel and subsistence
• Other incidental expenses
• Office expenses
• Development Costs
• Training
• IT Development
• Other Supports

Expenditure Reports
Currently the WRDTF provide financial expenditure returns to the OMD on quarterly
basis. The reports include a breakdown of expenditure for that period against the
approved budget categories. Expenditure returns are signed by the Co-ordinator and
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the WRDTF Chairperson. Income and expenditure are reviewed by the
Admin/Finance Sub-group quarterly, comparing actual spend to budget.
6 monthly expenditure forms are forward to the Channel of funding (HSE)
The form are accompanied by
•
A copy of the payments journal
•
A bank reconciliation
•
A copy bank statement that shows the balance at the period end date

3. Other requirements

Audit trail
The Co-ordinator is responsible for ensuring a complete audit trail exists whereby:
Each invoice/personal receipt for payment can be reviewed
All records are maintained on computer using Excel
All monies received are lodged on day of receipt or the earliest possible opportunity
using a pre-printed lodgement book.
•
•
•

The details from the lodgement book are then entered into Excel
The Administrator properly maintains the payments & receipts records, the
petty cash records and bank reconciliation’s
An external party can follow figures included in the expenditure returns
through the payments book and bank statements to the original supporting
documentation.

Audit Review
WRDTF Ltd accounts are audited annually by an external accountant & auditor. (DFS
Accountants & O’Gorman & Company Auditors). Copy of audited accounts is to be
submitted to Chanel of Funding and OMD

Financial Reporting to WRDTF
The WRDTF receives a financial update at each Task Force meeting. Detailed
expenditure is given annually and/or when required (RDTF1).
All expenditure forms are to be prepared by the Administrator/Co-ordinator and
signed as approved by a WRDTF Chairperson. These expenditure forms are
submitted to the Channel of Funding and OMD
Admin/Finance Sub-groups:
• Martin Lee – WRDTF Chairperson
• Miriam Conway – DAG Liaison
• Con Moynihan – HSE (Channel of Funding Representative)
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Judy Minihan – WRDTF Statutory Rep (Customs & Excise)
John Flannery - WRDTF Voluntary Rep ( GM of AIDS West & Accountant)
Liam Moroney – WRDTF Voluntary Rep (Youth Work Ireland)
Det. Insp. Tom Fitzmaurice – WRDTF Statutory Rep (An Garda Síochána)
Frank Kelly –WRDTF Statutory Rep (FAS)
Orla Irwin – WRDTF Co-ordinator
Gary Kyne – WRDTF Financial Administrator

Financial Training
Financial Training will be provided to the Administrator in order to fulfil WRDTF
financial obligations. This training will cover requirements in relation to this funding
and also cover best practice. Ongoing support is available from WRDTF on request.

Guidelines

60

WRDTF SMALL GRANT SCHEME: TERMS AND CONDITIONS
 Successful applicants will be required to acknowledge receipt of grant cheque by
return post.
 Successful applicants will be required to account (with receipts) for all monies
received and to provide an income and expenditure statement by February 1st
2013. If this documentation is not received, the applicant will be ineligible for
future funding.
 Projects/programmes may be visited/audited to validate expenditure by a
member of the WRDTF team.
 The Western Region Drugs Task Force should be acknowledged in all
documentation as the funders of successful projects.
 Should the projects not be delivered as agreed, the successful
organisation/group agrees to refund the monies allocated for project activities.
 The successful Projects will allow the WRDTF staff access to information on the
project and to all documents relating to the technical and financial management
of the project if necessary.
 The successful organisation/group is responsible for establishing a general
system for keeping accounts. The organisation/group is also responsible for the
administration and financial monitoring of monies in relation to this project. The
organisation/group will provide the WRDTF with final accounts as part of the
final evaluation.
 Funding must be returned if it has not been spent on the intended purpose.
The WRDTF reserves the right to terminate this agreement in any of the following
situations:
 If the organisation/group indicates that it cannot continue to implement the
project
 If the organisation/group does not adhere to the obligations set out in the
agreement
 If the organisation/group knowingly make fraudulent or false declarations of
reports to the WRDTF or there is evidence of financial irregularities.
Western Region Drugs Task Force Process
•
•
•
•

Applications Advertised.
Closing Date Application Review.
Applicant informed if successful or not.
Successful groups requested to return DAFS forms.
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DRUG & ALCOHOL FAMILY SUPPORT GRANT APPLICATION
GUIDELINES
Eligibility
 Grants will be awarded to community and voluntary groups and will not be
awarded to individuals.
 Costs for sessional facilitators will be considered but must be drug & Alcohol
related.
 Applicants must demonstrate that the proposal is Drug & Alcohol Specific.
 Note that general appeals for staffing costs will not be considered.
 Late Applications will not be considered.
 The WRDTF requires the successful organisation/group to acknowledge the
financial support they have received through their grant application in any
publicity material/annual reports etc. in connection with this agreement. i.e.
Logo on leaflet or programme material.
 The organisation/group hereby indemnifies the WRDTF against any claims arising
in respect of this agreement. Both parties to the agreement acknowledge their
respective duties of care in respect of Safety, Health and Welfare at Work Act
1989 and any other relevant act pertaining to the nature of the particular
project.
 The funded organisation/group will at its own expense organise as required.
Public Liability, Employers Liability etc. for the duration of the project.
 Any amendments to this present agreement shall be made by way of written
attachment signed by both the WRDTF and the organisation/group.

Finance Reporting
 The maximum amount of any one award will be €3,000.
 Successful applicants will be required to acknowledge receipt of grant cheque by
return post.
 Successful applicants will be required to account (with receipts) for all monies
received and to provide an income and expenditure statement by February 1st
2013. If this documentation is not received, the applicant will be ineligible for
future funding.
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 Projects/programmes may be visited/ Audited to validate expenditure by a
member of the WRDTF team.
 The Western Region Drugs Task Force should be acknowledged in all
documentation as the funders of successful projects.
 Should the projects not be delivered as agreed, the successful
organisation/group agrees to refund the monies allocated for project activities.
 The successful Projects will allow the WRDTF staff access to information on the
project and to all documents relating to the technical and financial management
of the project if necessary.
 The successful organisation/group is responsible for establishing a general
system for keeping accounts. The organisation/group is also responsible for the
administration and financial monitoring of monies in relation to this project. The
organisation/group will provide the WRDTF with final accounts as part of the
final evaluation.
 Funding must be returned if it has not been spent on the intended purpose.

The WRDTF reserves the right to terminate this agreement in any of the following
situations:
 If the organisation/group indicates that it cannot continue to implement the
project
 If the organisation/group does not adhere to the obligations set out in the
agreement
 If the organisation/group knowingly make fraudulent or false declarations of
reports to the WRDTF or there is evidence of financial irregularities.

DRUG & ALCOHOL FAMILY SUPPORT GRANT PROCESS
Western Region Drugs

•
•
•
•
•
•
•
•

.

Applications Advertised.
Closing Date: __________
Application Review.
Applicant informed if successful or not.
Successful groups requested to return DAFS forms.
Cheque sent to group.
Visit may take place
Report required on funding expenditure by ____________.
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Produced by: The Western Region Drugs Task Force
Unit 6, Galway Technology Park, Parkmore, Galway
Phone: 091-480044
Web: www.wrdtf.ie
Email: info@wrdtf.ie
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