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USC 2% band increased from
€22,920 to €25,760

Government

E—
Budget 2024 e

Employer Class A PRSI rate will
increase by 0.1% to 8.9% and 11.15%
from 01.10.24

FSSU Guideline 17-2023/2024




Enhanced Reporting Requirements (ERR)

Revenue . = Infroduced 01.01.24 { Small Benefit Exemption J
S Expenses and Benefits @“ [ Travel & Subsistence J
o Qo paid to

Employees / Directors ‘ Remote Working Daily Allowance
o— o

o— FSSU Guideline 14-2023/2024 .(J.FSSU




ERR - 3 reportable payments / Benefits

e
(@nct
¢/J vouchers

Employees include all staff paid by the Bom including staff paid by the Department of Education
Reporting to be completed by payer of the benefit




e Dcpoartment of Education Grants

Department of Education

Cost of Living Grant

Full Cost of Living Grant per-capita rates for post-primary schools in
the Free Education Scheme

Grant Type Rate
Standard Grant €75.00
Special Class Grant €53.00
Traveller Grant €57.00

Grant paid in 2 instalments November 2023 and January 2024
Continue to record the grant under 3289 Cost of Living grant

Record the expenditure under appropriate expense code e.g. Heating or Light and Power etc

o — FSSU Guideline 13 & 19 2023/2024




COVID-19 Grants

An Roinn Oideachais 22/23 Combined Covid Cleaning & PPE |
Department of Education Grant Term 1 & Term 2

Return of unspent grants: 3 O
2186 COVID Capitation for Cleaning and
PPE Grant Unspent

Department of

Education Grants Once-off Grant

3290 Other non-capital DE Grant income
xxxX Relevant Expenditure category

Attendance Support Grant

FSSU Guideline 11 2023/2024




An Roinn Oideachais
Department of Education

Free Schoolbook Grant
(Junior Cycle)
€309 per pupil 30 Sept 2023

Year Ended 31.08.2024.

2151 Book grant received in advance
1720 Prepayment

Year Ended 31.08.2025:
3151 Free schoolbook grant income
4731 Free schoolbook grant expense




F . , Free Schoolbook Administration Grant
An Roinn Oideachais

Department of Education (Junior Cycle) €160.62 per day
including holiday pay + employer PRSI 11.05%

Size of School (Junior Cycle enrolment September 2023) No of Days

0-300 students 10
301-600 students 13
601-900 students 16

Year Ended 31.08.2024.
2151 Book grant received in advance
1720 Prepayment

Year Ended 31.08.2025:
3152 Free schoolbook Admin grant income
4113 Free Schoolbook Admin Salaries Expense




An Roinn Oideachais
Department of Education

Existing Book Grant Scheme

Under Circular 46/2013

Pupil in senior cycle years
for 2024/25 school year

DEIS Schools €39 per pupll
Non-DEIS €24 per pupll



An Roinn Oideachais
Department of Education

Other Department
of Education Grants

A Important points to Note

ICT Grant

only spend it once it is received.

SSSF Grant

Adjustment for secretaries now
paid on the DE payroll
(not yet finalized)



Revised Salary Rates 2023/24

Appendix 1:

An Roinn Oideachais y:
Department of Education i PAY SCALES FOR SCHOOL SECRETARIES IN COMMUNITY AND
COMPREHENSIVE SCHOOLS WITH EFFECT FROM 1 OCTOBER 2023

superseded by the terms of this Circular with effect from 1 October 2023.

Grade IlI':
Circular Letter 0044/2023
To: Principal/ Secretary Board of Management of each
Community/Comprehensive School New Entrant
Scale Point Rate from Rate from
Revision of Salaries of School Secretaries and School Maintenance 01/10/2023 01/10/2023 p
Staff in Community and Comprehensive Schools under Building
Momentum - A New Public Service Agreement 1 €30,032 €27.895
1 o, " ti)
et . vagee. From 15t October 2023 :
Application of pay adjustments due on 1 October 2023 3 €32 142 €30.032
1. The Minister for Education wishes to inform management authorities of revised .l 5 ;o O r € 7 5 O 4 €33.395 €30.891
rates of salary and allowances of School Secretaries and School Maintenance b 4 €34 652 €32 142
Staff in Community and Comprehensive Schools with effect from 1 October . . 5 ' '
2023 as provided for in “Building Momentum - A New Public Service Agreement
whichever is greater :
— : 7 €36,594 €34,652
2. This circular sets out the increases due from 1 October 2023 as an amendment
to The Agreement. 8 €37,789 €35,561
€38,639 €36.594
Salary Increases to be implemented under Building Momentum 9
10 €39,825 €37,789
3.  Following the review of Building Momentum, a 1.5% or €750, whichever is
greater, pay adjustment was agreed and will be implemented with effect from 1 1 €41,020 €38.639
October 2023.
12 €43266 €39,825
4. Inaccordance with Section 3.1 of Building Momentum, whole-time annual basic
scale salaries will be increased by 1.5% or €750 with effect from 1 October 13 €43,266 €41,020
i €43,266
14 .

5. The revised salary scales to affected staff are set out at Appendix 1. 15 €43.266
6. All salary scales payable to School Secretaries and School Maintenance Staff o —— €44 861 €44 861
in Community and Comprehensive Schools set out in previous Circulars are g — . . Long Service Increment*” ’ »

9 — FSSU Guideline 08 2023/2024

* after 3 years satisfactory service at the maximum




Calculating Pension
Increases 2023/2024

Circular 0044/2023

— | Letter from the Department

Point on the scale at Pension decimal
which the pensioner used to calculate
retired at annual pension



Revised Pension Increases 2023/24

Example

Scale at retirement [ Grade 111 Clerical Officer

Point on Scale LS )

Pension Decimal | 0.0587 ]
(Annual Salary per circular 10/2023 ‘Annual Salary per circular 44/2023 \
01.03.23 et 011023 | €148
Pension Decimal 0.0587 Pension Decimal 0.0587
Annual Pension €2,589.31 Annual Pension 2633.34




5 days: paid certified sick leave

Statutory Sick

Leave Pay >
FSSU Guideline 14-2023/2024
Scheme

Rate: 70% of the employee’s
normal daily gross pay up to a
maximum of €110 a day.

Review: Existing policy




Charities Regulator Requirements

All schools must be registered (www.charitiesregulator.ie)

RCN - on school headed paper, website, fundraising material
4
Update board of management members details (referred to as
trustees by the charities regulator)
4

{Review annual report — deadline 30" June each year

= FSSU Guideline 12 2023/2024




Internal Controls

‘ Internal

Controls

Payments

including

Electronic
Banking

Petty Cash




Internal Controls

2 cheque
signatories/online
approvers — always the
Principal and other
person approved by
the board

Person entering the
payments on the
system should not be
an approver or
cheque signatory

Board has approved
signatories/online
approvers

Supporting invoices or
other documentation
and initialled by the
cheque signatories as
evidence of approval




Internal Controls




Electronic Banking — Important Security Advice

Any changes to the bank account details
of payees must be clarified by phone

New or once off supplier bank details
should also be confirmed by phone call to
the supplier or in person before any
payments are made

= FSSU Guideline 20 2022/2023




Electronic Banking

Important Security Advice

All passwords / usernames / codes for the
electronic banking system, must not be
stored within the office environment

All passwords / usernames / codes for the
electronic banking system must be
confidential to the user

Any separate handheld electronic devices
that form part of the banking system (i.e.,
merchant bank terminals) should be
securely stored under lock and key



Petty Cash

Sample
Petty Cash Policy

This sample policy should be adopted for your board of management by customising as
relevant. This sample policy may need fe bs adapted to olign with your beard's other
policies and procedures. Likewise ofher policies and procedures may need to be aligned as
appropriate with this sample policy.

General Rule — all payments should be made by
cheque or electronically

Board must approve a petty cash policy
Set max expenditure limit for example €50
Set max monthly float for example €200

Limits should be reviewed annually and ratified
by the board

Sample petty cash policy on www.fssu.ie



Petty Cash

Imprest System

EFFECTIVE
INTERNAL
CONTROL

The Board may set a maximum float.
Expenditure for month is €150
Balance in petty cash is €50

New cheque to Petty Cash €150 to maintain
maximum amount approved by the board

Petty cash should not be replenished from cash
receipts — keep separate



Petty Cash

Imprest System

EFFECTIVE
INTERNAL
CONTROL

Other controls:

One person should be responsible for petty
cash

A separate, lockable box for petty cash should
be kept safely

Access to petty cash box should be restricted

Petty cash should not be withdrawn using a
school credit card



Petty Cash

Imprest System

EFFECTIVE
INTERNAL
CONTROL

Avoid:

Borrowing cash from the petty cash.
Paying wages out of petty cash.

Cash expenditure exceeding the limit set
by the board.



School Budget

* Required by Articles of Management
* Patron will indicate due date

* End of May

* Entered on School system for
monitoring




School Budget

Meet statutory
requirements

Objectives
of
budgeting

Maximise use
of available
resources




School Budget

Key Points:

Expenditure cannot exceed Income

Reviewed by the finance sub-committee
Approved by the board of management
Submit to Trustee/Patron

On going monitoring of the budget



School Budget
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