Appendix 5 (a): Workshop Activity - 25 Answers
1. Who has responsibility for managing the finances of the BoM?
A: The whole board makes decisions re financial matters and the Treasurer acts on behalf of the Board in keeping the accounts / books / issuing cheques / making lodgements etc. 
2. What are the guiding principles in relation to fundraising?

A: All fundraising in the name of the school should be done with prior permission of BoM. Money raised for specific purposes must be spent for the purposes for which it was raised. 
3. Give reasons for presenting an up to date report on current state of finances  at each BoM meeting.
A: Up to date information enables the Board make decisions and plan for future spending and budgeting by basing decisions on accurate information.
4. Name  four essentials in the treasurer’s report to a BoM meeting.
A: An up to date statement of the school account:
· Details on income and expenditure since the previous meeting

· True Bank Balance at the end of the preceding month (reconciled)

· Payments which will fall due before the next meeting

· Any income due in the same period. 
5. To whom does the BoM make financial reports available?

A: Annual accounts shall be available to the following

· School Community

· Parish
· Parents 

· Patron

· Trustees 

· Minister

6. What should  to be entered into BoM records in relation to cheque payments?
A:

· Date

· Payee

· Cheque number

· Amount
7. Who should sign cheques on behalf of the Board?

A: The Chairperson and the Treasurer.
8. What happens if chairperson is unavailable when cheques are required?

A: The Chairperson may appoint another member of BoM to act as signatory  in his/her place.
9. What is best practice in relation to timely payments by the BoM? 

A: Decide on a date each month when payments due in previous month will be paid. Under S.I. No. 388/2002 — European Communities (Late Payment in Commercial Transactions) Regulations 2002, 30 days credit is allowed so bills must be paid before 30 days elapse.

10. What is the best practice in relation to use of cash for making payments?
A: Never make payments by cash. 

11.  What time frame should a budget cover?
A:  It should cover one year. Either the school or calendar year may be used. The overall budget can then be broken into shorter periods if necessary e.g. school term or month.
12.  What is an oil rebate?
A: An oil rebate is a long term agreement (LTA) with the school’s oil supplier. A Board can usually negotiate to get 1 cent per litre of a rebate so at the end of a year the school could get a refund for x litres x 1c plus VAT. It is like a loyalty bonus. It should not prevent a school from getting the cheapest price also. The rebate is negotiated on the understanding that you will give your custom to that company for 5 years/10 years etc. The oil companies in turn get a rebate from the manufacturer.

13. Who should audit BoM accounts?
A: An person who is qualified to do so but independent of the Board i.e. not a member of the Board.
14. What is best practice in relation to Voluntary Contribution?
A: It must be voluntary and no pressure can be put on families to pay such a contribution nor should there be any discrimination between those who have paid and those who have not paid.
15. How is the capitation grant paid?
A: It is paid in two moieties, i.e. twice annually, 70% in January – based on number on roll on Sept 30th of previous school year (e.g. January 2009 payment based on enrolment of Sept. 2007). The remaining 30% is the paid in following June/July. In this second payment the monies payable are balanced to take account of enrolment in Sept 08 -  current school year.
16. What is the current minimum wage?
A: €8.65 (July 2008.)
17. When must PAYE and PRSI be paid?
A: It must be returned to Revenue no later than the 15th day of the month following the month to which it relates e.g. January payments must be returned (lodged/transferred) before February 15th.

18. What form is used when remitting PAYE and PRSI to Collector General?
A: Form P 30.

19. What is a P 45 and to whom must it be issued?

A: It is a certificate given by the employer to the employee, when s/he leaves employment, showing that the employer has correctly deducted tax and PRSI from the employee’s pay in accordance with the instructions given by the district office. It shows gross pay to date of leaving , tax deducted to date of leaving , PRSI deducted to date of leaving and number of insurable weeks , the tax credits, standard rate cut-off point and tax table in operation. The P45 is needed for refund of tax during unemployment, for claiming Social Welfare benefits and should be given to a new employer in order to avoid emergency tax. 

20. What is a P 60 and to whom must it be issued?
A: At the end of each tax year the employer must give each employee a certificate of pay and of the tax and PRSI deducted by him or her during the year. This certificate is called a form P60 and comes in two parts. It is a record of the pay received from the employer, the tax deducted under PAYE and the PRSI contributions deducted. 

21. What is a P 35 and to whom must it be issued?
A: Each registered employer in Ireland is obliged by law to account each year for the PAYE/PRSI deducted from his or her employees. A special return, which is commonly known as a P35 return, is used for this purpose. It is returned to the Revenue Commissioners. Please note that the final date for returning the completed P35 for year ended 31st December is the 15th February of the following year. 

22. What is the Boards liability for school insurance? Is it the same for all boards?

A: The Board shall ensure that all insurances are effected and maintained to safeguard the school, the Board and the trustees against public liability, the consequences of negligence and defects in the building (page 19 Constitution and Rules of Procedures).

Schools operating out of buildings owned by the Minister are obliged to take out Public Liability and Employers Liability but not Buildings Liability as this is covered by the state. (page 19, Constitution and Rules of Procedures).

23. What should  the school do when it receives an invoice?  

A: Invoices should be checked for evidence of receipt of goods / services / quantity / quality / price. On making payment…
· Mark invoice paid

· Cross reference with cheque number

· Insert date of payment

· Cheque stub – insert invoice number
· Following payment  - file invoice
24. For what purposes can Capitation Grants be used?
A. They can be used to meet the ongoing operating costs of the school… 
· Heating

· Cleaning 

· Insurance

· Teaching materials

· Maintenance of school premises and grounds.

25. For how long should financial records be retained by the Board?

A. They should be kept for 7 years - 6 years as required by Revenue plus one additional year to cover schools operating a financial year based either on the school year or the calendar year. 

