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Guidance for Trainers 
	Module 3: Board Finances & the Role of Treasurer


Essential Reading:

· Constitution and Rules of Procedure for Boards of Management, DES, November 2007*

· Information Manual Primary Boards of Management, DES, November 2007* 

· Management Board Members Handbook, CPSMA, 2007*

· Rules for National Schools 

· Handouts –  they are slightly different to the actual PowerPoint

· Circulars referred to in session … see appendix in BoM Handbook for most of those mentioned. All are available from www.education.ie
Note: Those marked with an * are required at this session to consult and to display to board members.

Preparation:

· Check whether the Patron/Patron Body has particular messages that should be stressed in relation to specific issues e.g. auditing
· Have contact details for the local Diocesan Education Secretariats/Education Offices to pass on to participants should they need further clarification on certain issues

· Go through Power Point and time yourself with the script. Where you see “Trainer’s note” such background information is for the trainer only or in cases where a query arises

· Check with your patron body in relation to copying the register, handouts, worksheets, evaluations etc. 

· You will need to insert the name of the Centre/venue and the date of training session on evaluations before copying… Check who will collate evaluations and to whom will you send them at the end of the session(s)
· Set out a timetable for yourself – sample in booklet. Decide if there is a break or if the tea/coffee will be served at the start 

· It is hoped that board chairpersons and treasurers will attend this session. 25 boards should be invited and even if 50% turn up you have a workable group of 25 approximately. Can you get the list of participants, their schools and their role on the BoM in advance of the session?
· Ideally, you will have access to a laptop and a data projector. Can you try out the technology in advance?  Make sure and test CD as well.  (If you encounter a problem with the technology in a particular venue you can always talk through the handouts with the participants as a fall back position)

· If possible check room layout – tables, chairs, screen, sockets etc. If you will be working in an unfamiliar venue check that all is in order well in advance – white wall/screen to project PowerPoint presentation, extension lead available etc. …
· Go to venue well ahead of starting time to set up, make sure technology works etc.  

· If you have any queries relating to the content whether during preparation or arising from any of the sessions, contact your patron body.
SESSION:

· Think about ways of maximising time for this session: 2 - 2½ hours, excluding coffee break, is necessary. It may be a good idea to run some sessions over more than one evening as this allows more time for interaction, dealing with group work as well as Questions & Answers.

· Distribute handouts which include PowerPoint slides and the List of Acronyms. (Appendix 1)
· At the end of the session make sure you have registers signed and evaluations collected. These will be required for accountability purposes.
Timetable

Guidance for Trainer only

Module: Board Finances and the Role of the Treasurer
Ideally 2 - 2½ hours are required for this session

	Introduction

· Register signed

· Key areas in this session

· The collective responsibility of the Board for all financial matters

· The role and responsibilities of the Treasurer
· Establishing good accounting practices e.g. maintaining accurate records, having all expenditure by or on behalf of the Board approved by the Board

· Distribute copies of handouts so participants can take notes (handout includes slides from presentation, list of acronyms)

	10 minutes

	Presentation (as far as slide 20)
	45 minutes

	Break
	10 minutes

	Preparing a Budget (slides 21 to 28)
	15 minutes

	Payrolls and Insurance (slides 29 to 33)
	10 minutes

	Treasurer’s Records and Reports (slides 34 to 40)
	15 minutes

	Group Activity 
	15 minutes

	Evaluations and Finish
	  5 minutes


Register 
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Script for Module 
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Introductory Overview:

In this session, the following shall be covered – 

· The Education Act as it relates to Board of Management Finances

· The collective responsibility of the Board 

· The election of a Treasurer

· The role and responsibilities of the Treasurer

· Establishing good accounting practices e.g. maintaining accurate records, having all expenditure by or on behalf of the Board approved by the Board

Trainer’s Note: at the end of this session, participants should have an overview of how the Treasurer should carry out the tasks associated with the role.

Required Reading: DES (2007) Constitution of Boards and Rules of Procedure, Section 12, p. 12 and Section 19, p.17 - 21
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[image: image5.emf]Education Act 1998  S. 18 (1)

A board shall keep all proper and usual accounts 

and records of all monies received by it or 

expenditure of such monies incurred by it and shall 

ensure that in each year all such accounts are 

properly audited or certified in accordance with 

best accounting practice.


Board of Management accounts can be audited at any time by a number of external agencies – e.g. Department of Education and Science, Comptroller and Auditor General. A sample number of schools are audited each year. Refer to Constitution of Boards and Rules of Procedure p. 20. 

We’ll deal in detail with accounting procedures in later slides. 
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[image: image6.emf]Accounts

Proper books, records and accounts maintained in a 

format which is…



Easily understood



Meaningful – provides information for budgeting and 

projection



Accurate



In accordance with recommended Accounting Practices



Subject to audit by Department of Education & Science.


Trainer’s Note:

Later slides will detail how this might be achieved.
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[image: image7.emf]Proper accounts and records kept…



To ensure accurate information is available on a regular 

basis



To ensure that decision making is based on accurate 

information



To ensure that the Board can fulfil its responsibilities as a 

board.


Accurate up to date accounts enable the Board to make decisions and plan for expenditure.
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[image: image8.emf]Board is accountable to…



School community



Parents



Staff



Pupils



Patron



Trustees and their auditors



DES and their auditors (internal auditors, C&AG, EU)


Trainer’s note: The Board is accountable to DES for funds provided by the Oireachtas (DES Primary Boards of Management, Information Manual, p. 41). It is also accountable to the patron, trustees, parents, staff etc. for funds generated through other sources. Under the upcoming legislation to regulate fund raising by charities, schools who are registered as charities may be accountable to the regulating body to be established.

Copies of accounts shall be presented to members of the BoM.

Copies shall be retained as part of the school records.

Annual accounts shall be available to the following

· School Community

· Parish

· Parents 

· Patron

· Trustees 

· Minister

Slide 6


[image: image9.emf]The board shall elect a treasurer 

based on…



Capability 



Experience



Responsibility 



Interest


The Treasurer acts on behalf of the board but responsibility for spending rests with the Board as corporate entity. The Treasurer is not an independent decision maker.

INTO recommends that neither the Principal nor the teacher representative on the Board should act as Treasurer.

When a new Board is elected or when a signatory changes, the bank should be notified.
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[image: image10.emf]The Duties of the Treasurer



Keep the school accounts



Prepare budgets 



Make lodgements



Arrange for payments



Arrange for Petty Cash



Deal with payrolls, including PAYE, PRSI, PRSAs



Comply with Revenue requirements – P30, P60, P45



Keep vouchers of payment for inspection



Present an up to date statement of accounts at each 

Board meeting



Arrange for payment of insurance.
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[image: image11.emf]Keeping accounts



Keep it simple



Avoid duplication



Analyse information


What constitutes an adequate accounting system depends on the size of the school and the diversity of its activities. A computerised template of an accounting system is available  on request from Primary Administration, DES, Cornamaddy, Athlone, Co. Westmeath – [Included on Trainer’s CD]

A Board may use online banking systems so long as the Board satisfies itself that proper internal controls are in place.

The DES has introduced an online claim system (OLCS) from 16th March 2007 for recording leave, payment of casual and non casual teachers (substitutes) and substitute special needs assistants – refer pp 56, 57 CPSMA Handbook 2007 & pp 181ff
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[image: image12.emf]Systems of Bookkeeping



Manual Analysis Books



Computer Spreadsheets



Software Accounting Packages.


Use a simple paper system if that suits. There are several software packages available – we mentioned the DES one already, the Presentation Order have produced a user friendly package and a package called Airgead Bunscoile is available to download from www.ippn.ie. Other commercial packages may be of interest - e.g. Quicken 5; SAGE; TAZ; These differ in that some can facilitate printouts re payments, payslips, returns for revenue, P60 etc. 

Remember the risk of having no paper back up.

Whether using a manual system or a computerised system, the Board must be able to ascertain whether it is getting value for the money it is spending… e.g. are we paying over the odds for heating oil?
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[image: image13.emf]Accounting practice…



All State grants from the DES shall be used only for 

the purpose for which they were provided



A total account of the BoM income and expenditure 

shall be prepared at the end of the school year



Accounts should be properly certified or audited.


· BoM has collective responsibility for preparation of a financial report for the year. Include the budget, actual spending, balance. Report to parents e.g. a newsletter.

· Accounts must be proposed and seconded by the Board of Management. 

· In relation to certification, school accounts are relatively simple and a certified report provided by an accountant with appropriate qualifications and professional indemnification should suffice i.e. in the event of significant errors or mismanagement coming to light in later years, the Board would be entitled to hold the accountant liable.

· Certification should be considerably less expensive than a formal audit. Can cost €600 - €800 as opposed to an estimated €2,500 - €3,000 for a full audit.

· Books, cheques books etc. are sent to the accountant. Three copies of the certified accounts should be made – one for BoM, one for Patron, one for accountant. The report should be available if required for inspection by parents, patron, DES. Parents may take a copy if they wish. 

· Accountant gives report on records – gives assurance that they are in accordance with good accounting practice.

· Must be done by a third party – independent of the BoM i.e. if you have an accountant on BoM, that person cannot do this work.

· Accounts should be submitted to the Patron by 10th October each year.
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[image: image14.emf]Bank  Accounts…



Limit the number of bank accounts



DES now paying into one account.


Keep the number of accounts to a minimum to avoid paying several sets of fees. The DES will pay money into one account.

Capital account for ICT, for example, does not necessarily mean a separate account, it requires a separate column (heading) in accounts and a separate folder for records of ICT money received.

Circular in 1999 ended the requirement to have a separate account for minor works.
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[image: image15.emf]Accounting Practice



Ensure all funds due are 



claimed



received



recorded 



All monies received must be lodged to the 

school bank account.
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[image: image16.emf]When recording income, note…



the date



the source



the amount



the  purpose for which the money was 

provided.

Accounting Practice


Use a spreadsheet or a ledger type book with different columns for each category of funding e.g. source may be  DES Grants, Rental, Fundraising etc.

The Treasurer should have a filing system which is easily operated. It should include…

· An invoice file – keep invoices for 7 years filed under supplier or heading like “heat”

· A receipts file - keep record of grants received for 7 years also. 

Receipts should be kept for 7 years to cover Statute of Limitations (6 years) plus one additional year. The additional covers schools operating a financial year based either on the calendar or school year.
Samples of headings that might be used are available on page 38 of Management Board Members’ Handbook or on the sample spreadsheet available from www.education.ie [follow links to Parents & Community, Primary, Board of Management]
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[image: image17.emf]Maintenance of Receipts 

Lodgement Book



Supplied by bank



Stored in secure place



Lodge all cash/cheques received



Lodge regularly



Analyse lodgement

Large sums of cash should never be held on 

school premises.
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[image: image18.emf]Maintenance of Receipts contd .



Remittance Advice from DES



Statement of grants issued



Cross reference with date and amount of Electronic 

Funds Transfer (EFT)



File in remitter and date order.


Remittance advice is sent by DES – a blue slip stating what money is going into the school’s bank account through Electronic Funds Transfer. It states which grant is being paid and should be filed in a folder or a file with the most recent on top.
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[image: image19.emf]Payments…



All payments should be made by cheque or direct debit



All cheque payments/withdrawals should be signed by 

Chairperson and Treasurer 



Chairperson may nominate another board member other 

than the treasurer to sign in his/her absence



All payments to be…

•

authorised

•

recorded

•

paid on a timely basis

•

according to plan/budget.


All transactions from the school’s accounts should be signed by the Chairperson and the Treasurer. The Chairperson may appoint another member of the Board to act in his/her absence. 

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, up to 30 days credit is allowed so bills must be paid before 30 days elapse.

Payment should be made according to plan and budget – e.g. ESB and Phone on direct debit.
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[image: image20.emf]Recording details of payments

•

Date

•

Payee

•

Cheque number

•

Amount

•

Analyse.


Analyse under separate headings - keep heating and lighting separate, for example to facilitate budgeting and reporting.
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[image: image21.emf]Cheque  Book…

Supplied by the bank



Stored in a secure place



Cheques always payable to third parties



All cheques crossed “a/c payee only, not negotiable”



Cheques for Petty Cash made out to Petty Cash



Cancelled cheques retained



Cheques cancelled after issue – notify bank



Cheque only issued where



Invoice has been issued, checked and approved



Wages – when allowances, deductions have been 

calculated.


Cheques must be made payable to named third parties – never to “cash”.
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[image: image22.emf]Cheque Book contd…



Payment never made without supporting 

documentation



Invoice checked for evidence of receipt of 

goods/services/quantity/quality/price



On making payment



Mark invoice paid



Cross reference with cheque number



Date of payment



Cheque stub – insert invoice number



Following payment  - file invoice.
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[image: image23.emf]Maintenance of cheque payments



Write up on a timely basis



Total on a monthly basis and accumulate year to date 

at the end of each month



Payment analysed across main expenditure headings



All entries in cheque number sequence



Where cheque is cancelled write in date, cancelled 

under Payee column and ‘Nil’ in cheque amount column



Ensure all direct debits and bank charges entered.
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[image: image24.emf]Preparing a Budget 



At start of financial year the Board should prepare and 

adopt a budget for the year



Board expenditure should not exceed annual income 



Budget should provide for all relevant items of 

expenditure e.g. operating costs, insurance, classroom 

requisites etc.



Budget for substantial expenditure which arises only 

periodically



Finance subcommittee if needed.

(

See  Section 19 (f) P. 20-21, 

DES Constitution & Rules of Proc edure)


The budgetary year can be either calendar or school year. Revenue uses a calendar year. The CPSMA recommends that the accounting year for schools should be the academic year. Check with your patron body as to its recommended practice. 

The budget will only be useful if the figures are reasonably accurate. Base budget on the previous year’s expenses and add a suggested 15% to each costing for the budget of the current year.

· Plan ahead – look to future needs / expenditure

· Base budget on costs from previous year 

· Recurring expenditure from previous years - covers items such as heating, lighting, cleaning, wages, PAYE…

· Once off expenditure - might be repairs following a break in, for example. A school might also carry out a risk management audit with a view to budgeting for consequent expenditure should that be required.

· The BoM may form a Finance Subcommittee to operate under the authority of the Board.

Trainer’s Note: 

Should expenditure exceed income, permission from the patron/patron body should be sought to make up the deficit/to bridge the gap until the arrival of the next moiety of capitation grant. Money cannot be borrowed (or accounts become overdrawn) without permission.

Capitation Grant: Details of figure and payment dates on Slide 24
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[image: image25.emf]Preparing a Budget



No one method of budget preparation is suitable for all 

boards



Should be broken into shorter periods – terms / months



Starting points



overall income



definite liabilities



Considerations 



cash flow - time of year when grants are paid



priorities for BoM.


Limiting factors can include times of year when the Board has most money to spend and times when there is little money.
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[image: image26.emf]Sample Income



Capitation Grants



Ancillary Services Grant



Minor Works Grant



Hire of School Premises                          



Oil Rebate, if available



Water Rates Rebate, if available



Curriculum Grants



Learning Support  



Voluntary Contribution



Fund Raising



Other.


A calendar of grants is issued to all schools in July/August of each year by Central Funds Unit of DES. May not include all grants payable to every type of school/every category of pupil. Samples provided as Appendix 2 and 2(a). A phone call to Central Funds Unit on 090 - 6483852/6483853 should enable you to get an outline of all grants paid to your school in recent years. 

Capitation grant – €200.00 per pupil (Sept 2008)

Ancillary services grant – CPSMA Handbook, p. 275 – the purpose of the grant is to provide Secretarial and/or Caretaking services for those schools who do not already have a Caretaker or Secretary whose salary is fully funded by DES. BoM decides how best to use the funding to suit the school’s needs… e.g. part time caretaker or periodic hire of handyman. Cannot be used for purposes other than secretarial or caretaking.

Schools must comply with national minimum wage agreement [€8.65 as of July 2008]; Schools must pay employer’s PRSI etc. 

Schools may decide to cluster for the hiring of shared, full time secretary/caretaker and pool their grants for this purpose.

School hire – the use of school premises during the school day for purposes other than regular school business must have the prior approval of the Minister of Education & Science. Not recommended practice to rent out class rooms at night due to interference/disruption for school in the morning. See p. 7 Solas July/Aug. 2004. However, Circular 16/2005 encourages schools to share facilities with the community. In urging and encouraging the Trustees and Boards of Management to respond sensitively to this need, the Department fully appreciates that the decision ultimately lies with the Board or Trustees and that the first priority at all times should be the interest of the school, its teachers and pupils. 

There are other considerations that the Board, in consultation with the Trustees, may wish to specify as a condition for permitting the use of its facilities by outside groups, such as, for example, that any activity must be in keeping with the ethos of the school and that insurance matters are sorted out.

Oil rebate is a long term agreement with the supplier of the oil to the school. Negotiate to get a rebate. It is like a loyalty bonus – but should not stop a school from getting the cheapest price also. The rebate is negotiated on the basis 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. It is called LTA - long term agreement.

Water Rates Rebate – a rebate may be negotiated with the local authority.

PBU = Primary Building Unit – minor works, if still applicable

Learning support and resource grant – if applicable
Voluntary contribution – must be voluntary, cannot be imposed. Schools cannot discriminate in any way on the basis of payment/non payment.

Fundraising – sponsorship, covenants, which can be used for tax relief. See Slide 27 below.
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[image: image27.emf]Capitation Grant



Capitation Grants (based on number of pupils in the school 

as of 30/09 of school year)



€200.00 (Sept 2008 )



Received from the Department of Education and Science



Money used to meet the operating costs of the school



Heating



Cleaning 



Insurance



Teaching materials



Maintenance of school premises and grounds.


Capitation grant – €200.00 per pupil (Sept 2008). Payable twice annually, 70% in January – based on number on roll on Sept 30th of school year (e.g. January 2009 payment based on enrolment of Sept. 2008). Remaining 30% paid in following June/July. In this second payment, the monies payable are balanced to take account of enrolment in Sept of current school year, Sept 2008. 
BoM can be overdrawn to the amount of the next moiety but must have the approval of the patron to be overdrawn.
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[image: image28.emf]Capital Grants…



Received from the Department of Education and Science



Not to be used for general maintenance or repairs



Capital expenditure can only be used for major capital 

expenditure  e.g. extension



Approval in writing from Patron and Trustees



Written sanction from the Department of Education and 

Science



Comply with current building regulations and planning 

regulations.


Capital grants are paid towards the provision of new buildings and major renovations. (See Appendix 3)
Major capital works in national schools are carried out in accordance with the Department of Education and Science's Planning and Building Guidelines (January 2000). These Guidelines are now under review and briefs should be prepared in agreement with the Planning and Building Unit.
On 10 January, 1999, the Department of Education and Science announced it would meet the entire cost of new sites for school building projects.

The local contribution to the cost of new schools is 5% and is capped at €63,000. The local contribution to the cost of renovations, including extensions, is 10% and is capped at €31,500. In special schools and schools which are designated as serving areas of significant disadvantage the local contribution for building work is set at 5% and is capped at €12,500. The local contribution from Gaelscoileanna for renovations and extensions is 10%, capped at €31,500.  There is no local contribution for devolved schemes, Small Schools Scheme (SSS) and Permanent Accommodation Scheme (PAS). There is, however, a local contribution for the Summer Works Scheme.

Details of the Department of Education and Science's current Building Programme are posted on the Department's website at www.education.ie – School Planning/Building Section. FAQs and Technical Guidance documents are also available from the website.

Copies of application forms for grants are also available to download.

Enquiries and applications for Capital Grants should be addressed to the Department of Education and Science, Planning and Building Unit, Portlaoise Road, Tullamore, Co Offaly. 
Application forms are available to download from the DES website.

Tel:057 93 24300Fax: 057 93 25393
Email: Planning Unit: school_planning@education.gov.ie
Building Section: school_building@education.gov.ie 
Website: www.education.ie
Boards must comply with planning regulations e.g. when replacing temporary accommodation, you must check the original planning permission to ensure that it is in order to replace the original temporary building. Planning permission usually requires at least three months notice.
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[image: image29.emf]Other DES Grants 



School Accommodation funding



Disadvantage Schemes



ICT, Broadband



School Books Grant Scheme



Learning Support



Grants for Special Education 



School Transport



Supervision



Language Support (< 14 pupils)



Modern Languages (if applicable)



Other


Not all schools receive the same grants – check entitlements with Central Funding Unit of DES.
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[image: image30.emf]Fundraising



Fundraising in the name of the school must have prior 

consent of the Board



Parents’ Association should consult with the Board about 

fundraising for the school or school projects



The expenditure of these funds is by the Board in 

consultation with Parents’ Association 



All monies raised for an agreed project should be lodged to 

the school account



Monies raised should be used for the purposes for which the 

money was collected



Parents’ Association entitled to raise funds for own 

administration.


Page 21 Constitution of Boards and Rules of Procedure & Page 35 Primary Boards of Management Information Manual

A parents’ association is entitled to raise funds for the administration and activities of the association. Full accounts must be maintained and presented at the Annual General Meeting of the Parents’ Association, in accordance with the rules of the association. The Parents’ Association should consult with the Board about fund-raising for the school or school projects. The approval of the board is needed prior to these funds being raised. The expenditure of these funds is by the Board of Management in consultation with the Parents’ Association. The Board prepares a total account of income and expenditure at the end of each school year and this is available to parents. Any funds raised must be used for the purpose(s) for which the money was collected. 

If in exceptional circumstances it becomes unnecessary for the Board to use all of the funds collected for the purpose specified, the Board will communicate this to the Parents’ Association and where appropriate, the local community. In any event the funds must be used for the school. The Board in consultation with the Committee of the Parents' Association will decide the change of purpose for which the funds are used.
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[image: image31.emf]Sample Budget - Expenditure 



Wages



Caretaker



Cleaning



Secretary



Utilities



Electricity



Telephone



Oil



Water 



Cleaning materials



Administration



Office



Banking



Taxes



Insurance



Classroom



Consumables



Equipment/books



BoM



Training & staff development



Pastoral/ethos



Expenses



Maintenance



Repairs & Maintenance



Minor building works



Grants

e.g.



Learning Support



Book Grant


Sample headings are also available on the Excel spreadsheet available to download from DES website. 

Trainers’ Note – Spreadsheet on CD for Demonstration
Is there a procedure in place for allocation of funding to teachers to cover classroom requisites? e.g. does each teacher get a block grant and submit receipts/return unspent amounts? Do teachers require permission for the purchase of items? Is there an inventory of equipment already available in the school? Is the fund maintained centrally with teachers having access as required? Page 18 (2) Constitution of Boards and Rules of Procedure
Expenses under BoM heading – e.g. refund to Board members for the cost of phone calls made on behalf of the board, travel to courses on behalf of BoM, postage etc.
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[image: image32.emf]Payroll



Payslip 



PAYE/PRSI



Personal Retirement Savings Accounts



Compliance with Revenue Requirements



P30 Remittance Form for return to Revenue



P35 Annual Return to Revenue



P45 Termination to employee + copy to Tax Office



P60 Annual (to employee).


Accounts packages can address most issues in relation to wage slips, tax etc.

· There is a facility to carry out many of these transactions on-line using www.revenue.ie  

· Use electronic transfer of funds (EFT) or direct debit where possible.

· It is illegal to pay any employee ‘off the books’ i.e. without payment of PAYE and PRSI.

· Provide a payslip for each employee.

· PAYE & PRSI must be deducted and forwarded to Revenue Commissioners.

· Keep a stock of forms that will be required on a regular basis, P30 etc.

Trainer’s Note:

Form P 30 is the employer’s remittance form. It is a ‘lodgement’ form showing the monthly PAYE and PRSI amounts that you have deducted from employees’ wages. It can be returned quarterly or annually, if Revenue is agreeable. 
Form P 35: 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. Please note that the final date for returning your completed P35 for year ended 31st December is the 15th February of the following year. 

Form P45 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, claiming Social Welfare benefits and should be given to a new employer in order to avoid emergency tax. Provide three copies of the P45 – one to Revenue, one to employee, one for records.

Form P 60: 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. 

If the employee’s liability to tax for any year needs to be reviewed, s/he will need to send one part of the form P60 to his/her district office. S/he would send a second part to the Social & Family Affairs Office as evidence that s/he has paid PRSI contributions, if s/he needs to claim a benefit. Form P60 is an important document and employees are advised to keep it safely.
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[image: image33.emf]Wage Records: good practice…



Payment should never made in advance of calculations



Payment made by cheque or Electronic Funds Transfer 

only

only



Signature of employee when paid



Remit PAYE/PRSI promptly in line with schedule agreed 

with revenue



Submit P35 promptly at the end of year.
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[image: image34.emf]Wage Records contd…

Secretary/Caretaker/Cleaner/Part Time Teachers



Approved allowances



Mandatory deductions (PAYE, PRSI)



Agreed deductions (PRSA)



Attendance records



Tax deduction card



Cheque/Electronic Funds Transfer


· Mandatory deductions = PAYE, PRSI

· Agreed deductions: e.g. Personal Retirement Savings Account (PRSA) see Solas May/June 2003 [Appendix 4], trade union subscriptions…

· Attendance records

· Tax deduction card – from Tax Office

· Employees have entitlements under PRSI schemes so all payments must be carefully recorded.

· EFT is handier and less costly than cheques

· Online claim system in operation since 17th March 2007 to record staff absences, substitution etc. [Teachers and SNAs]

· Boards must pay the statutory minimum wage 

· Check with www.entemp.ie and www.revenue.ie for updates
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[image: image35.emf]Contracts of Employment



Employees other than teachers, SNAs



Written rather than verbal



Terms and conditions 



Job description



Holidays



Safety, Health & Welfare at Work 2005 Act.


Contracts should be in written form so that terms and conditions of employment within a contract are clearly specified. Sample contracts are available on the CPSMA website, www.cpsma.ie, and other patron bodies also provide samples.

Sick pay is not a statutory entitlement; this means that if an employee is out of work due to illness, his/her employer is not legally bound to pay him/her for the time he/she is off. A secretary or caretaker must have been employed for a certain period before being entitled to social welfare payments. If an employee paid by the Board goes on sick leave, that person may be entitled to social welfare payment. The BoM is not necessarily required to pay the balance of salary if the social welfare payment is less than the normal salary. A Board of Management may, at its discretion, decide to make a payment.

Information on Sick Leave from www.nera.ie
Information on holiday entitlements can be downloaded from www.entemp.ie
Those job sharing get half the holiday entitlement - Protection of Employees (Part-time Work) Act, 2001
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[image: image36.emf]Insurance



Duty of the trustees (delegated to Board) to put  

comprehensive insurance cover in place



Board shall ensure that all insurances are effected and 

maintained



Copy of policy available to interested parties (e.g. 

trustees, patron…)



Schools may arrange for parents to take out personal 

accident insurance cover for pupils.


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).

Schools may arrange for parents to take out personal accident insurance cover for the pupils but it is an individual choice for each family to make.
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[image: image37.emf]Treasurer’s Records…

Consist of…



Bank statements and cheque stubs



Cheque payments analysis



Cash receipts record



Invoice file



Record of grants received.


The Treasurer should have a filing system which is easily operated. It should include…

· An invoice file – keep invoices for 7 years filed under supplier or heading like “heat”

· A receipts file - keep record of grants received for 7 years also. 

Receipts should be kept for 7 years to cover Statute of Limitations (6 years) plus one additional year. The additional year covers schools operating a financial year based either on the calendar or school year. 

Unless storage is a significant problem, financial records should be stored as part of overall BoM records and should be stored securely.
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[image: image38.emf]Bank Statements



Receive monthly from bank



File in numerical order



Check Direct Debits, Interest, Electronic Funds 

Transfer, Other Charges



Reconcile on monthly basis.
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[image: image39.emf]Monthly reconciliation…



Check lodgement on statement against the entry in receipts 

book



Check cheque/charge against entry in cheque payments books



Adjust for differences or omissions



Take the closing balance of the previous month (reconciled 

book balance) and the total lodgements for month, deduct 

payments for month and this will give closing balance for 

current month



Take the balance per Bank Statement 



Add lodgements not credited on Bank Statement



Deduct cheques not debited on Bank Statement



Resulting figure should equal the Closing Book Balance.
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[image: image40.emf]Example of Reconciliation



Part A: Establishing Book Balance at 29.02.08

Balance per book 251.42

Lodgements per receipts book 3,726.85

Payments per cheque payment    (3,607.91)    118.94

Balance per books 370.36



Part B: Reconciliation

Balance per bank statement 1693.47

Add lodgements not credited at 29.02.08   nil

Deduct cheques not debited at 29.02.08  (1340.61)

Add: cheque cancelled                                17.50    (1323.11)

Balance per Book Balance 370.36
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[image: image41.emf]Treasurer’s Report…



Must be presented at every Board Meeting. Should 

indicate…



an up to date statement of the school account



details of 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.


A sample is  provided in CPSMA Handbook 2007, page 38 
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[image: image42.emf]Sample Report for Board Meeting…

2,000 True Bank position

Nil Add Income received since 31-10-08

2,000

1,000 Less payments outstanding

(list bills due for payment in current month 

attached)

3,000 True Bank balance 31/10/08

(1,300) Less cheques outstanding 

(attach list of cheques + amounts paid but not 

cashed)

4,300 Balance per bank statement at 31-10-08

(bank statement attached)

€
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[image: image43.emf]Petty Cash…



Operated by one person only and checked weekly 

by nominated person



Pre-numbered petty cash dockets should be used 

to record every transaction



Receipts for purchases to accompany signed 

docket



Receipts filed and stored.


Refer to pages 31/32 of Management Board Members’ Handbook, CPSMA 2007

Petty Cash  - Good Practice

· Operated by one person only

· Pre numbered dockets

· Petty Cash docket signed by recipient of money and by disburser

· Petty Cash dockets and attached receipts filed in month/numerical order

· Petty Cash dockets and receipts reviewed monthly

· Stored in a secure place

Trainer’s Note: If asked about maintenance of Petty Cash records, suggest to the group that maintaining a Petty Cash system may be time consuming. It should really only be used for small amounts of money and, where possible, an account in the local shop, DIY centre etc. should be arranged instead. This would allow for regular payments, accurate invoices etc. 

If you do operate a petty cash system, you still must…
· Write up on weekly basis

· Analyse under appropriate headings

· Total on a monthly basis (down and across)

· Reconcile on a monthly basis

Slide 41


[image: image44.emf]Activity


Appendix 5 and 5(a)

Trainer’s Note: The quiz activity can be done here as a revision exercise or can be used to give participants a break earlier in the session. Bear in mind that the activity covers most topics and participants may need to have heard the information before questions are asked of them.
Slide 42


[image: image45.emf]Useful Websites



Patron Bodies own websites



www.education.ie



www.entemp.ie



www.nera.ie


www.education.ie – for Excel spreadsheet BoM Financial Template (DES) (under Parents and Community, Primary, Board of Management)
www.entemp.ie – Department of Enterprise, Trade and Employment

www.nera.ie – National Employment Rights Authority
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[image: image46.emf]Essential Reading



DES (2007) Constitution of Boards and Rules of 

Procedure, Sections 9 and 12



DES (2007) Primary Boards of Management Information 

Manual



CPSMA (2007) Management Board Members’ Handbook


General wrap up points –

· Keep accounts of the previous year in the school – labelled as such with year concerned

· At the end of a board’s term, all records should be stored securely and marked clearly with years covered.
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[image: image47.emf]Reminders



Register signed



Evaluations completed and returned



Handouts 



Arrangements for next training session (if 

applicable)



Other modules available include:



Board as Corporate Entity 

(for whole board)



Appointment Procedures 

(for Chair & Principal)



Child Protection 

(for whole board)



Overview of Legislation 

(for whole board)


	Handout of slides: Board Finances & the Role of Treasurer


	
[image: image48.emf]Education Act 1998  S. 18 (1)

A board shall keep all proper and usual accounts 

and records of all monies received by it or 

expenditure of such monies incurred by it and shall 

ensure that in each year all such accounts are 

properly audited or certified in accordance with 

best accounting practice.


	
	
[image: image49.emf]Accounts

Proper books, records and accounts maintained in a 

format which is…



Easily understood



Meaningful – provides information for budgeting and 

projection



Accurate



In accordance with recommended Accounting Practices



Subject to audit by Department of Education & Science.
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[image: image50.emf]Proper accounts and records kept…



To ensure accurate information is available on a regular 

basis



To ensure that decision making is based on accurate 

information



To ensure that the Board can fulfil its responsibilities as a 

board.


	
	
[image: image51.emf]Board is accountable to…



School community



Parents



Staff



Pupils



Patron



Trustees and their auditors



DES and their auditors (internal auditors, C&AG, EU)
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[image: image52.emf]The board shall elect a treasurer 

based on…



Capability 



Experience



Responsibility 



Interest


	
	
[image: image53.emf]The Duties of the Treasurer



Keep the school accounts



Prepare budgets 



Make lodgements



Arrange for payments



Arrange for Petty Cash



Deal with payrolls, including PAYE, PRSI, PRSAs



Comply with Revenue requirements – P30, P60, P45



Keep vouchers of payment for inspection



Present an up to date statement of accounts at each 

Board meeting



Arrange for payment of insurance.
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[image: image54.emf]Keeping accounts



Keep it simple



Avoid duplication



Analyse information


	
	
[image: image55.emf]Systems of Bookkeeping



Manual Analysis Books



Computer Spreadsheets



Software Accounting Packages.
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[image: image56.emf]Accounting practice…



All State grants from the DES shall be used only for 

the purpose for which they were provided



A total account of the BoM income and expenditure 

shall be prepared at the end of the school year



Accounts should be properly certified or audited.


	
	
[image: image57.emf]Bank  Accounts…



Limit the number of bank accounts



DES now paying into one account.
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[image: image58.emf]Accounting Practice



Ensure all funds due are 



claimed



received



recorded 



All monies received must be lodged to the 

school bank account.


	
	
[image: image59.emf]When recording income, note…



the date



the source



the amount



the  purpose for which the money was 

provided.

Accounting Practice
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[image: image60.emf]Maintenance of Receipts 

Lodgement Book



Supplied by bank



Stored in secure place



Lodge all cash/cheques received



Lodge regularly



Analyse lodgement

Large sums of cash should never be held on 

school premises.


	
	
[image: image61.emf]Maintenance of Receipts contd .



Remittance Advice from DES



Statement of grants issued



Cross reference with date and amount of Electronic 

Funds Transfer (EFT)



File in remitter and date order.
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[image: image62.emf]Payments…



All payments should be made by cheque or direct debit



All cheque payments/withdrawals should be signed by 

Chairperson and Treasurer 



Chairperson may nominate another board member other 

than the treasurer to sign in his/her absence



All payments to be…

•

authorised

•

recorded

•

paid on a timely basis

•

according to plan/budget.


	
	
[image: image63.emf]Recording details of payments

•

Date

•

Payee

•

Cheque number

•

Amount

•

Analyse.
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[image: image64.emf]Cheque  Book…

Supplied by the bank



Stored in a secure place



Cheques always payable to third parties



All cheques crossed “a/c payee only, not negotiable”



Cheques for Petty Cash made out to Petty Cash



Cancelled cheques retained



Cheques cancelled after issue – notify bank



Cheque only issued where



Invoice has been issued, checked and approved



Wages – when allowances, deductions have been 

calculated.


	
	
[image: image65.emf]Cheque Book contd…



Payment never made without supporting 

documentation



Invoice checked for evidence of receipt of 

goods/services/quantity/quality/price



On making payment



Mark invoice paid



Cross reference with cheque number



Date of payment



Cheque stub – insert invoice number



Following payment  - file invoice.
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[image: image66.emf]Maintenance of cheque payments



Write up on a timely basis



Total on a monthly basis and accumulate year to date 

at the end of each month



Payment analysed across main expenditure headings



All entries in cheque number sequence



Where cheque is cancelled write in date, cancelled 

under Payee column and ‘Nil’ in cheque amount column



Ensure all direct debits and bank charges entered.


	
	
[image: image67.emf]Preparing a Budget 



At start of financial year the Board should prepare and 

adopt a budget for the year



Board expenditure should not exceed annual income 



Budget should provide for all relevant items of 

expenditure e.g. operating costs, insurance, classroom 

requisites etc.



Budget for substantial expenditure which arises only 

periodically



Finance subcommittee if needed.

(

See  Section 19 (f) P. 20-21, 

DES Constitution & Rules of Proc edure)
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[image: image68.emf]Preparing a Budget



No one method of budget preparation is suitable for all 

boards



Should be broken into shorter periods – terms / months



Starting points



overall income



definite liabilities



Considerations 



cash flow - time of year when grants are paid



priorities for BoM.


	
	
[image: image69.emf]Sample Income



Capitation Grants



Ancillary Services Grant



Hire of School Premises                          



Oil Rebate, if available



Water Rates Rebate, if available



Curriculum Grants



Learning Support  



Voluntary Contribution



Fund Raising



Other.
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[image: image70.emf]Capitation Grant



Capitation Grants (based on number of pupils in the school 

as of 30/09 of preceding school year)



€178.58 (July 2008 )



Received from the Department of Education and Science



Money used to meet the operating costs of the school



Heating



Cleaning 



Insurance



Teaching materials



Maintenance of school premises and grounds.


	
	
[image: image71.emf]Capital Grants…



Received from the Department of Education and Science



Not to be used for general maintenance or repairs



Capital expenditure can only be used for major capital 

expenditure  e.g. extension



Approval in writing from Patron and Trustees



Written sanction from the Department of Education and 

Science



Comply with current building regulations and planning 

regulations.
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[image: image72.emf]Other DES Grants 



School Accommodation funding



Disadvantage Schemes



ICT, Broadband



School Books Grant Scheme



Learning Support



Grants for Special Education 



School Transport



Supervision



Language Support (< 14 pupils)



Modern Languages (if applicable)



Other


	
	
[image: image73.emf]Fundraising



Fundraising in the name of the school must have prior 

consent of the Board



Parents’ Association should consult with the Board about 

fundraising for the school or school projects



The expenditure of these funds is by the Board in 

consultation with Parents’ Association 



All monies raised for an agreed project should be lodged to 

the school account



Monies raised should be used for the purposes for which the 

money was collected



Parents’ Association entitled to raise funds for own 

administration.
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[image: image74.emf]Sample Budget - Expenditure 



Wages



Caretaker



Cleaning



Secretary



Utilities



Electricity



Telephone



Oil



Water 



Cleaning materials



Administration



Office



Banking



Taxes



Insurance



Classroom



Consumables



Equipment/books



BoM



Training & staff development



Pastoral/ethos



Expenses



Maintenance



Repairs & Maintenance



Minor building works



Grants

e.g.



Learning Support



Book Grant


	
	
[image: image75.emf]Payroll



Payslip 



PAYE/PRSI



Personal Retirement Savings Accounts



Compliance with Revenue Requirements



P30 Monthly Return to Revenue (on time)



P35 Annual Return to Revenue



P45 Termination to employee + copy to Tax Office



P60 Annual (to employee).
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[image: image76.emf]Wage Records: good practice…



Payment should never made in advance of calculations



Payment made by cheque or Electronic Funds Transfer 

only

only



Signature of employee when paid



Remit PAYE/PRSI promptly on 14

th

day of following 

month



Submit P35 promptly at the end of year.


	
	
[image: image77.emf]Wage Records contd…

Secretary/Caretaker/Cleaner/Part Time Teachers



Approved allowances



Mandatory deductions (PAYE, PRSI)



Agreed deductions (PRSA)



Attendance records



Tax deduction card



Cheque/Electronic Funds Transfer
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[image: image78.emf]Contracts of Employment



Employees other than teachers, SNAs



Written rather than verbal



Terms and conditions 



Job description



Holidays



Safety, Health & Welfare at Work 2005 Act.
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

Duty of the trustees (delegated to Board) to put  

comprehensive insurance cover in place



Board shall ensure that all insurances are effected and 

maintained



Copy of policy available to interested parties (e.g. 

trustees, patron…)



Schools may arrange for parents to take out personal 

accident insurance cover for pupils.
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[image: image80.emf]Treasurer’s Records…

Consist of…



Bank statements and cheque stubs



Cheque payments analysis



Cash receipts record



Invoice file



Record of grants received.


	
	
[image: image81.emf]Bank Statements



Receive monthly from bank



File in numerical order



Check Direct Debits, Interest, Electronic Funds 

Transfer, Other Charges



Reconcile on monthly basis.
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[image: image82.emf]Monthly reconciliation…



Check lodgement on statement against the entry in receipts 

book



Check cheque/charge against entry in cheque payments books



Adjust for differences or omissions



Take the closing balance of the previous month (reconciled 

book balance) and the total lodgements for month, deduct 

payments for month and this will give closing balance for 

current month



Take the balance per Bank Statement 



Add lodgements not credited on Bank Statement



Deduct cheques not debited on Bank Statement



Resulting figure should equal the Closing Book Balance.


	
	
[image: image83.emf]Example of Reconciliation



Part A: Establishing Book Balance at 29.02.08

Balance per book 251.42

Lodgements per receipts book 3,726.85

Payments per cheque payment    (3,607.91)    118.94

Balance per books 370.36



Part B: Reconciliation

Balance per bank statement 1693.47

Add lodgements not credited at 29.02.08   nil

Deduct cheques not debited at 29.02.08  (1340.61)

Add: cheque cancelled                                17.50    (1323.11)

Balance per Book Balance 370.36
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[image: image84.emf]Treasurer’s Report…



Must be presented at every Board Meeting. Should 

indicate…



an up to date statement of the school account



details of 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.


	
	
[image: image85.emf]Sample Report for Board Meeting…

2,000 True Bank position

Nil Add Income received since 31-10-08

2,000

1,000 Less payments outstanding

(list bills due for payment in current month 

attached)

3,000 True Bank balance 31/10/08

(1,300) Less cheques outstanding 

(attach list of cheques + amounts paid but not 

cashed)

4,300 Balance per bank statement at 31-10-08

(bank statement attached)

€
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[image: image86.emf]Petty Cash…



Operated by one person only and checked weekly 

by nominated person



Pre-numbered petty cash dockets should be used 

to record every transaction



Receipts for purchases to accompany signed 

docket



Receipts filed and stored.


	
	
[image: image87.emf]Useful Websites



Patron Bodies own websites



www.education.ie



www.entemp.ie



www.nera.ie
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[image: image88.emf]Essential Reading



DES (2007) Constitution of Boards and Rules of 

Procedure, Sections 9 and 12



DES (2007) Primary Boards of Management Information 

Manual



CPSMA (2007) Management Board Members’ Handbook


	
	
[image: image89.emf]Reminders



Register signed



Evaluations completed and returned



Handouts 



Arrangements for next training session (if 

applicable)



Other modules available include:



Board as Corporate Entity 

(for whole board)



Appointment Procedures 

(for Chair & Principal)



Child Protection 

(for whole board)



Overview of Legislation 

(for whole board)
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Appendix 1: Organisations and Acronyms

       Organisations      
	Board of Education
	Church of Ireland Board of Education,

Church of Ireland House, 

Church Avenue, Rathmines, Dublin 6

Tel: 01 497 8422

	CPSMA
	Catholic Primary School Management Association,

St Patrick’s College, Maynooth, Co Kildare

Tel: 1850 – 407200

email: info@cpsma.ie   

website: www.cpsma.ie

	DES
	Department of Education and Science, 

Marlborough St., Dublin 1

Tel: 01 889 6400

email: info@education.gov.ie 

website: www.education.ie

	Educate Together
	Educate Together,

H8a Centrepoint,

Oak Drive, Dublin 12

Tel: 01 429 2500

email: info@educatetogether.ie   website: www.educatetogether.ie

	Foras Pátrúnachta
	Foras Pátrúnachta na Scoileanna Lán-Ghaeilge Teo,

92 Bóthar Sheannaigh, 

Rath Éanaigh, BAC 5

Tel: 01 8314487

email: foraspatrunachta@hotmail.com  

website: www.foras.ie

	IMPACT
	Trade Union: www.impact.ie

	INTO
	Irish National Teachers Organisation: www.into.ie

	IPPN
	Irish Primary Principals’ Network: www.ippn.ie

	NABMSE
	National Association of Boards of Management in Special Education,

Kildare Education Centre, Friary Rd, Kildare, Co Kildare.

Tel: 045 533 753 

email: nabmse1@eircom.net  

website: www.nabmse.org/

	NCCA
	National Council for Curriculum and Assessment,

24 Merrion Square, Dublin 2

Tel: 01 661 7177 

email: info@ncca.ie  

website: www.ncca.ie

	NCTE
	National Centre for Technology in Education, 

Dublin City University, Dublin 9.

Tel: 01 700 8200 

email: info@ncte.ie  

website: www.ncte.ie

	NCSE
	National Council for Special Education, 

1-2 Mill Street, Trim, Co. Meath.

Tel: 046 948 6400

email: info@ncse.ie  

website: www.ncse.ie

	NEPS
	National Educational Psychological Service, 

Frederick Court, 24/27 North Frederick St., Dublin 1

Tel: 01 889 2700 

website: www.education.ie

	NEWB 
	National Education Welfare Board, 

16-22 Green Street Dublin 7 

Tel: 01 8738700

email: info@newb.ie  

website: www.newb.ie

	PPDS
	Primary Professional Development Service,

Dolcáin House,

Monastery Road,

Clondalkin, Dublin 22

Tel: 01 464 2227

	SESS
	Special Education Support Service, 

Cork Education Support  Centre, 

The Rectory, Western Rd, Cork.

Tel: 1850 200 884 

email: info@sess.ie  

website: www.sess.ie

	Teaching Council
	The Teaching Council,

Block A,

Maynooth Business campus, 

Maynooth, 

Co. Kildare

Tel: LoCall 1890 224 224, 01 651 7900

email: info@teachingcouncil.ie  

website: www.teachingcouncil.ie

	Teacher Education Section (TES)
	Teacher Education Section,

Department of Education & Science, 

Marlborough St.,

Dublin 1

This unit has a role in all national initiatives


     Acronyms

	AP
	Assistant Principal

	BOM
	Board of Management

	DP
	 Deputy Principal

	DEIS
	Delivering Equality of Opportunity in Schools – an action plan for educational inclusion

	Early Start
	The Early Start Programme is a one-year programme offered to children aged 3-4 years in selected schools in areas of designated disadvantage 

	HSCL
	Home School Community Liaison 

	IEP
	Individual Educational Plan

	Inspector
	Department of Education and Science inspector

	IPLP
	Individual Profile and Learning Programme

	Mainstream Teacher
	Class teacher

	NABMSE
	National Association of Boards of Management in Special Education

	NPC
	National Parents Council

	NQT
	Newly qualified teacher

	PA
	Parent Association

	Partners
	Parents, Board of Management etc. involved in a school’s activities

	Patron
	Schools operate under a patron body e.g. Catholic Church, Educate Together, Church of Ireland Board of Education, An Foras Pátrúnachta, Islamic Board of Education … 

	PoR
	Post of Responsibility e.g. deputy principal, assistant principal, special duties teacher

	RTT
	Resource Teacher for Travellers

	SDP Day
	Each school has sanction to close for one day to engage in planning activities

	SENO
	Special Education Needs Organiser

	Shared teachers
	Teachers working in a number of schools to support children with special needs

	SIPTU
	Trade Union

	SNA
	Special Needs Assistant

	Special duties teacher
	Teachers with a special responsibility for organisational or curriculum issues in addition to their teaching duties

	Trustees
	The persons nominated by the Patron as trustees of the school. They are parties to the lease of the school premises. The Trustees undertake that the buildings shall continue to be used as a national school for the term of the lease & guarantee that the premises and contents are insured 

	Visiting teachers
	Teachers working with pupils who are sensory impaired

	VTT
	Visiting Teacher for Travellers


Appendix 2: Correspondence Re Grants 2007/2008
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Appendix 2(a): Sample Grants Calendar 2007/2008

	Issue Date
	Grant Description

	19-SEP-07
	Early Start Full Unit Grant

Early Start Half Unit Grant

Non-English Speaking Grant

	19-OCT-07
	Support Teachers Grant

Teaching Aid Grant

HSCL Grant In Lieu P/T Hours

Deis SSP Grant

SSP Unclusterable Grant

Deis Non_SSP Grant

GCEB Unclusterable Grant

	16-NOV-07
	Rem/Resource Equipment Grant

Early Start Capitation Grant

Pt Teachers-16 Weeks Sep-Dec

	14-DEC-07
	PBU Minor Works Grant

PBU Minor Works Grant (Enroll)

Standardised Testing Grant

Set Up Grant Ls/Rt Posts

	25-JAN-08
	Capitation Grant

Non-English Speaking Posts

	15-FEB-08
	P/T Teachers-21 Weeks Jan-June

	21-MAR-08
	School Develop. Planning

Ancillary Services Grant C49

Ancillary Services Grant C50

	20-JUN-08
	Capitation Grant

School Books Grant

	22-AUG-08
	July Provision For Autism


Appendix 3: Capital expenditure and works  

DES (2007) Constitution of Boards and Rules of Procedure Boards of Management of National Schools, page 17
(i) No alteration, extension or replacement of the school building and/or grounds shall be undertaken by the Board unless and until such have been approved in writing by the Patron and Trustees.

(ii) In addition to the approval required under (i) above, capital expenditure for which grant aid is to be sought must not be entered into until prior written sanction to do so has been received from the Department of Education and Science.

(iii) Boards must comply with current building and planning regulations.

(iv) Nothing in this section shall prevent the Board from carrying out minor works covered by Circular 0141/2006 ("Grant Scheme for Minor Works to National School Properties"). If in  doubt on the interpretation of the terms of that circular, the Board should consult with the Building Unit, Department of Education and Science.

(v) The Patron may designate the Chairperson or a member of the Board to act on behalf of the Trustees in dealing with the Department of Education and Science in regard to capital expenses. Such designation must be made in writing.

Major Capital Works in National Schools (INTO Website, www.into.ie)
Capital grants are paid towards the provision of new buildings and major renovations.

Major capital works in national schools are carried out in accordance with the Department of Education and Science's Planning and Building Guidelines (January 2000). (These Guidelines are now under review and briefs should be prepared in agreement with the Planning and Building Unit.)
On 10 January, 1999, the Department of Education and Science announced it would meet the entire cost of new sites for school building projects.
The local contribution to the cost of new schools is 5% and capped at €63,000. The local contribution to the cost of renovations, including extensions, is 10% and capped at €31,500. In special schools and schools which are designated as serving areas of significant disadvantage the local contribution for building work is set at 5% and capped at €12,500. The local contribution from Gaelscoileanna for renovations and extensions is 10% and capped at €31,500.  There is no local contribution for devolved schemes Small Schools Scheme (SSS) and Permanent Accommodation Scheme (PAS). There is, however, a local contribution for the Summer Works Scheme.
Details of the Department of Education and Science's current Building Programme are posted on the Department's website at www.education.ie – School Planning/Building Section. FAQs and Technical Guidance documents are also available from the website.

Copies of application forms for grants are also available to download.

Enquiries and applications for Capital Grants should be addressed to the Department of Education and Science, Planning and Building Unit, Portlaoise Road, Tullamore, Co Offaly. 
Application forms are available to download from the DES website.

Tel:057 93 24300Fax: 057 93 25393
Email: Planning Unit: school_planning@education.gov.ie 

Building Section:  school_building@education.gov.ie 
Website: www.education.ie 

Appendix 4: PRSAs (Solas May 2003)
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	Appendix 5: Workshop Activity - Quiz


1. Who has responsibility for managing the finances of the BoM?

___________________________________________________________________________

___________________________________________________________________________

2. What are the guiding principles in relation to fundraising?

___________________________________________________________________________

___________________________________________________________________________

3. Give reasons for presenting an up to date report on current state of finances at each BoM meeting.

___________________________________________________________________________

___________________________________________________________________________

4. Name four essentials in the treasurer’s report to a BoM meeting.

___________________________________________________________________________

___________________________________________________________________________

5. To whom may the BoM make financial reports available?

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

___________________________________________________________________________

___________________________________________________________________________

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

___________________________________________________________________________

___________________________________________________________________________

8. What happens if chairperson is unavailable when cheques are required?

___________________________________________________________________________

___________________________________________________________________________

9. What is best practice in relation to timely payments by the BoM? 

___________________________________________________________________________

___________________________________________________________________________

10. What is the best practice in relation to use of cash for payments?

______________________________________________________________________________________________________________________________________________________

11. What time frame should a budget cover?

______________________________________________________________________________________________________________________________________________________

12. What is an oil rebate?

______________________________________________________________________________________________________________________________________________________

13. Who should audit BoM accounts?

________________________________________________________________________________________________________________________________________________________

14. What is best practice in relation to voluntary contributions?

________________________________________________________________________________________________________________________________________________________

15. How is the capitation grant paid?

________________________________________________________________________________________________________________________________________________________

16. What is the current minimum wage?

________________________________________________________________________________________________________________________________________________________

17. When must PAYE and PRSI be paid?

________________________________________________________________________________________________________________________________________________________

18. What form is used when remitting PAYE and PRSI to Collector General?

________________________________________________________________________________________________________________________________________________________

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

________________________________________________________________________________________________________________________________________________________

20. What is a P 60 and to whom must it be issued?

________________________________________________________________________________________________________________________________________________________

21. What is a P 35 and to whom must it be issued?

___________________________________________________________________________

___________________________________________________________________________

22. What is the Board’s liability for school insurance? Is it the same for all boards?

________________________________________________________________________________________________________________________________________________________

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

________________________________________________________________________________________________________________________________________________________

24. For what purposes can Capitation Grants be used?
________________________________________________________________________________________________________________________________________________________

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

Appendix 5 (a): Workshop Activity – Answers to Quiz
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 may the Board make financial accounts 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: A 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 contributions?

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 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 Board’s 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. 

Evaluation Form

	National Programme of Training for Boards of Management of Primary Schools


	Location: _________________________________
	Date:
	___________

	
	
	

	Trainer: _________________________________
	
	


Board Finances & the Role of Treasurer

How well, in your view, were each of the following dealt with at this session? (please tick)
1 The collective responsibility of the Board for financial matters
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


2 The role and responsibility of the Treasurer

	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


3 Good practice in relation to accounting procedures
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


4 How would you rate the overall value of the session?
	Excellent
	Very Good
	Fairly Good
	Poor

	
	
	
	


Comments:
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An Roinn Oideachais agus Eolaíochta, 
Department of Education and Science,
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Rannóg Oideachais Múinteoirí, 
Teacher Education Section,

Cor Na Madadh,                                                                                                                Cornamaddy,


Ath Luain,
 Athlone,

Co Iar Mhí.
 Co Westmeath.

Tel : 090-6483946


Teacher Education Section – Rates for Fees, Travel & Subsistence
EFFECTIVE FROM 1st July 2008
1.1  Lecture fees
(a)  Applies to all Lecturers excluding teachers lecturing in school time.

Hourly rate:



· €46.98 for one hour stand-alone lecturing contact period

· €40.63 for each hour where a lecturing contact period of more than one hour is in question in a day, subject to maxima of €203.16 per day and €812.63 per week.

(b)  Teachers lecturing in school time   

Hourly rate:                                                                                                   

· €35.55 for one hour stand-alone lecturing contact period

· €27.93 for each hour where a lecturing contact period of more than one hour is in question in a day, subject to maxima of €139.67 per day and €558.68 per week.

[Note: School time in the context of teacher lecturing fees is time for which substitution is claimable]

1.2   
Lecturers' Subsistence Allowances:
     
Overnight allowance (24 hr period)…€143.58 (applies to actual overnight stays where it is essential due to distance, road conditions or other reason to stay overnight.)

 
10 hour (and over) allowance........…....€44.81

      
5 hour (and under 10 hour)..........……..€18.28
Overnights

Please note also that overnight payment should be considered only when the distance to the destination is in excess of 80km, except in exceptional circumstances.

1.3   
Lecturers' Motor Travel Rates:

The cost of public transport is payable for travel expenses.  Where public transport is not available, and the lecturer uses her/his own car, the rate of expenses payable depends on the engine capacity of the car.  


With effect from the 20 January 2005, the measurement of speed on Irish roads has been changed from miles per hour to kilometres per hour. The Department of Finance has since 2005 restated the mileage rates in kilometres and henceforth motor mileage is referred to as motor travel rates.  The mileage conversion of rates as outlined in tables c) and d)  reflects a conversion of current motor travel rates at the ratio 1.609:1 as provided for in the European Communities (Unit of Measurement) ( Amendment) Regulations, 2001. ( S.I No 283 of 2001)

a)

Motor Travel Rates per kilometre effective from 1 July 2008
	Official Motor Travel in a Calendar Year
	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	Up to 6437km
	52.16 cent
	61.67 cent
	78.76 cent

	6438km and over
	28.29 cent
	31.49 cent
	37.94 cent


b)

Reduced Motor Travel Rates effective from 1 July 2008
	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	19.52 cent per km
	22.18 cent per km
	25.99 cent per km


c)

Motor Travel Rates per mile effective from 1 July 2008
	Official Motor Travel in a calendar year
	Engine Capacity

up to 1200cc
	Engine Capacity

1201cc to 1500cc
	Engine Capacity

1501cc and over

	
	Cent
	Cent
	Cent

	Up to 4,000 miles
	83.92
	99.22
	126.73

	4,001 and over
	45.51
	50.66
	61.05

	
	
	
	


d)

Reduced Motor Travel Rates Effective from 1 July 2008

	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	31.40 cent per mile
	35.68 cent per mile
	41.81 per mile


Motor Travel Rates

It is essential that all staff receive the reduced travel payment rate once they exceed 6,437 km per annum.

Declaration

It should also be included in motor travel claim forms that applicants have taken into account of motor travel claims in any other official capacity during the relevant period in calculating the rate per kilometre

The rates outlined in table a) and c)  do not apply to teacher lecturers, National Programme professional personnel or Education Centre Directors attending training – the reduced rates outlined in table b) and d) above apply in such cases. Where expenditure arises for reasons connected with official business, but not the actual discharge of official business (e.g. attendance at conferences or courses of education) attendance should be conditional on applying public transport or reduced motor travel rates.
In general, every effort should be made to ensure that lecturers give courses in their own locality in order to keep travel and subsistence costs to a minimum.

e)

Motor Cycle Rates

Effective from 1st July 2008

	Rates from 1st July 2008
	Up to 150
	151 -250
	251 - 600
	601 plus

	0 – 4000 miles
	31.05 cent
	43.12 cent
	50.88 cent
	61.34 cent

	4001 & over miles
	20.09 cent
	28.56 cent
	32.81 cent
	37.75 cent


	Rates from 1st July 2007 Kilometres
	Up to 150
	151 – 250
	251 – 600
	601 plus



	0 – 6,437 (km)
	19.30 cent
	26.80 cent
	31.62 cent
	38.12 cent

	6438 & over (km)
	12.49 cent
	17.75 cent
	20.39 cent
	23.46 cent


The regulations relating to the use of private motor cycles which are set out in Department of Finance Circular 11/82 will continue to apply

2. Teachers  Travel and Subsistence Allowance Rates 

Travel

The cost of bus or train fares or 22.56 cent per kilometre or 36.29 cent per mile motor rate, where less expensive public transport is not available.  Motor travel rates will not be paid in respect of claimants who have to travel less than 10 miles (single journey) to the course.

2.1 Meals 

Effective from 1st July 2008

2.2.1    National Programmes

Lunch
€18.28 [Minimum 4 hours actual training contact time]

Meals for shorter periods:
€6.98   [Minimum 3 hours actual training contact time]

€3.81   [Less than 3 hours actual training contact time]

2.2.2   Other Courses

In accordance with the Department policies regarding the provision of elective in-service programmes during school time, Centres and/or course organisers are advised to ensure that their in-service programmes do not contravene these policies and to ensure that in so far as is possible all elective in-service is provided outside of school hours. Where an Education Centre and/or course organiser proposes to facilitate local in-service initiatives during school time, they must ensure that specific sanction has been obtained from the Department of Education and Science for this purpose. In this regard, Centres and/or Course organisers are advised that the maximum allowances as outlined above are not considered to be reckonable charges and allocations approved by the Teacher Education Section to Centres and/or course organisers  should not be disbursed for this purpose. Where Centres and/or course organisers propose to facilitate the delivery of Department approved elective in-service programmes during school time and where the maximum meal allowance is applicable, this cost must not be borne by the Centre and/or course organiser without the specific sanction of the Teacher Education Section.

2.2.3 Subsistence/Overnight-National Programmes

a) €67: to cover evening meal, overnight stay, breakfast, lunch and coffee. Where meals are provided by course organisers, the following amounts should be deducted - €18.28 for dinner, €18.28 for lunch, tea/coffee and €6.98 for breakfast. Where accommodation and meals are arranged and paid for by course organisers, only actual costs within the €67 limit are payable subject to the limits set out in this paragraph

b) Other courses: An overnight amount of €34.28, including breakfast is payable except for primary teachers attending summer courses for which Extra Personal Vacation is approved. Where accommodation and breakfast are arranged and paid for by course organisers, only actual costs within the €34.28 limit are payable subject to the rates set out in paragraph 2.2.3(a) 

The above is payable on the basis that overnight stays only occur where unavoidable.

3.  In each of the above cases, these are maximum amounts, which may be claimed by Education Centres, Support Services and/or Course organisers in respect of in-service events/courses. Where the actual costs are less than the maximum amounts indicated, only the costs incurred will be reckonable. Every effort should be made by all course organisers to minimise these reckonable costs.   Amounts paid by Education Centres, Support Services and course organisers in excess of these amounts or where advance approval has not been given where specifically sought, will not be claimable from the Department.

4. Vouched and checked claims on the approved forms from participants and lecturers should be retained for audit purposes in respect of 1.1, 1.2, 1.3 and 2.1 above.  Invoices,  receipts and vouched claims  should be retained in respect of 2.2.

5  In circumstances where overnight subsistence rates may apply, Education Centres, Support Services and other courses providers must satisfy themselves that the expenses claimed are reasonable and necessarily incurred, having regard to distance travelled, length of working day, road conditions or other mitigating circumstances.  It is not reasonable that overnight subsistence claims would be paid on the basis of distance alone.

National Programme of Training for Boards of Management of Primary Schools

Claim Form for Fees and Expenses
	NAME OF CLAIMANT 
	
	PPS NUMBER
	
	PRSI CLASS
	


	HOME ADDRESS 
	


	HOME TELEPHONE
	
	
	Mobile 
	
	Email address 
	


	IF PRIVATE CAR USED,  STATE MAKE, MODEL AND  REGISTRATION 
	
	
	
	ENGINE CAPACITY (CC)
	


Claimant must extend Insurance policy to indemnify ____________________________ for use of the vehicle for any activity undertaken in connection with this training programme. The vehicle is currently insured with _______________________ (Name of Insurance Co.)

________________________________________________________________________________________________________________________________________________________

BANKING DETAILS

	Name/Address of Bank
	
	Sorting Code
	
	
	
	
	
	
	
	
	Account No.
	
	
	
	
	
	
	
	


	Date
	Time of Dep.
	Time of Return
	Full Particulars of Journeys

and Charges

From                                                             To
	Mode

of Conveyance
	Distance in Km

if Private Car Used
	Travelling
	Subsistence
	No. of Lecturing Hours. (if any)
	Lecturing Fee
	Misc.

	
	
	
	
	
	
	€
	€
	€
	€
	€

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	
	


I certify that
(a) the expenses claimed have been actually and necessarily disbursed in relation to the above programme;

                    
(b) the particulars furnished herein are in all respects true and;  (c) no claim in respect of the same period has or will be made elsewhere

SIGNATURE ___________________________________________ (CLAIMANT)          DATE: _________________
  CHECKED _________________________________

THIS COMPLETED CLAIM FORM SHOULD BE SUBMITTED TO THE PATRON BODY ON WHOSE BEHALF TRAINING SESSIONS WERE DELIVERED

The information you give on this form may be retained on file for administrative purposes

	Fulltime Education Centres

	
	
	

	Athlone Education Centre


	
	Blackrock Education Centre



	The Hermitage, Moydrum Road, Athlone

Director: Frank Walsh




	
	Kill Avenue, Dun Laoghaire, Co. Dublin

 Director: Séamus Ó Canainn




	( 090-642 0400

	
	( 01-236 5000


	
	
	

	Ck-on-Shannon Education Centre


	
	Clare Education Centre



	Old Dublin Road, Carrick-on-Shannon, Co. Leitrim

Director: Catherine Martin




	
	Government Offices, Kilrush Rd., Ennis, Co. Clare

Director: Tony Kelly




	( 071-962 0383 
	
	( 065-684 5500

	
	
	

	Cork Education Support Centre


	
	Donegal Education Centre



	The Rectory, Western Road, Cork

Director: James D. Mulcahy
                     
	
	2nd/3rd Floor, Pier 1, Quay St., Donegal Town

Director: Sally Bonner





	( 021-425 5600

	
	( 074-972 3487


	
	
	

	Drumcondra Education Centre


	
	Dublin West Education Centre



	Drumcondra, Dublin 9

Director: Eileen O’Connor




	
	Old Blessington Rd., Tallaght, Dublin 24

Director: Gerard McHugh





	01-857 6400

	
	01-452 8000


	
	
	

	Galway Education Centre

	
	Kildare Education Centre



	Cluain Mhuire, Wellpark, Galway

Director: Bernard Kirk


	
	Friary Road, Kildare Town, Co. Kildare

Director: Dolores Hamill



	( 091-745 600
	
	( 045-530 200


	
	
	

	Kilkenny Education Centre


	
	Laois Education Centre



	Seville Lodge, Callan Road, Kilkenny

Director:  Paul Fields



	
	Block Road, Portlaoise, Co. Laois

Director: Jim  Enright





	( 056-776 0200

	
	( 057-867 2400


	
	
	

	Limerick Education Centre


	
	Mayo Education Centre



	Park House, Parkway Centre, Dublin Road, Limerick

Director: Seamus Toomey


	
	Westport Road, 

Castlebar, Co. Mayo

Director: Art Ó Súilleabháin




	( 061-312 360

	
	( 094-902 0700


	
	
	

	Monaghan Education Centre
	
	Navan Education Centre


	Knockaconny, Armagh Rd., Monaghan

Director: Jimmy McGeough


	
	Athlumney, Navan, Co. Meath

Director: Bernadette McHugh

	( 047-740 00

	
	( 046-906 7040

	
	
	

	Sligo Education Centre


	
	Tralee Education Centre



	Ballinode, Sligo

Director: Lorna Gault



	
	North Campus, Dromtacker, Tralee, Co. Kerry

Director: Caitriona Ní Chullota



	
( 071-913 8700
	
	( 066-719 5000


	
	
	

	Waterford Teachers’ Centre


	
	Co. Wexford Education Centre



	Newtown Rd., Waterford

Director: Harry Knox




	
	Milehouse Road, Enniscorthy, Co. Wexford

Director: Paula Carolan





	( 051-311 000

	
	( 053-923 9100


	
	
	

	West Cork Education Centre

	The Square Shopping Centre,

Dunmanway, Co.Cork

Director: Kathleen Lowney

	( 023-567 56
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Board is accountable to…

		School community

		Parents

		Staff

		Pupils

		Patron

		Trustees and their auditors

		 DES and their auditors (internal auditors, C&AG, EU)





Trainer’s note: The Board is accountable to DES for funds provided by the Oireachtas (DES Primary Boards of Management, Information Manual, p. 41). It is also accountable to the patron, trustees, parents, staff etc. for funds generated through other sources. Under the upcoming legislation to regulate fund raising by charities, schools who are registered as charities may be accountable to the regulating body to be established.

Copies of accounts shall be presented to members of the BoM.

Copies shall be retained as part of the school records.



Annual accounts shall be available to the following

		School Community

		Parish

		Parents 

		Patron

		Trustees 

		Minister
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Copies of accounts shall be presented to members of the BoM.
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