[image: image1.jpg]Financial Support
Services Unit




	Community & Comprehensive Schools




Submission Guide & FAQ’s for the 
School Budget and Census Workbook 2019/2020

The completed school budget and census workbook is to be emailed by the Principal to the Department of Education at sdfinfo@education.gov.ie on or before the 30th of June 2019. 

Before emailing the school budget and census workbook please ensure that:

1. The school budget and census workbook is password protected using the school roll no. as the password, (see sheet 1 of the budget template on how to password protect a workbook.)
2. The Declaration is included in the Principal’s email, see below Declarations for a Comprehensive School and a Community School. 

	DECLARATION FOR A COMMUNITY SCHOOL 

	Subject:  School Name - Roll No - Census 2020 & Budget 2019/2020

As Principal of ______________________ (name and address of school), roll number _____________ and in my capacity as secretary to the board of management, I confirm that the attached Budget for the year ___________ and Census for the year ____________ have been approved by the board of management on the ____________ (date of board of management meeting).


	DECLARATION FOR A COMPREHENSIVE SCHOOL

	Subject:  School Name - Roll No - Census 2020 & Budget 2019/2020

As Principal of ______________________ (name and address of school), roll number_____________,
I confirm that the attached Budget for the year ___________ and Census for the year ____________ have been approved by the board of management on the ____________ (date of board of management meeting).


Note: Figures for people to be returned on the census forms are as follows;

a. Department Sanctioned Staff funded from the Non-Teaching Pay allocation (Sheet 3)
b. SSSF Funded Staff (Sheet 4)
c. Non-Department Sanctioned Staff in C&C pension scheme (this would come under “other”) (Sheet 4)
d. Pensioners (Sheet 3)
FAQ’s

1. Question: Do Adult Education tutors need to be included under Non-Department Sanctioned Staff (Sheet 4)?

Answer: There is no need to include Adult Education tutors on the census form.
2. Question: Do employees in the canteen/tuck shop need to be included under Non-Department Sanctioned Staff (Sheet 4)?
Answer: There is no need to include employees in the canteen/tuck shop on the census form unless they are part of the C&C pension scheme.

3. Question: Does a Clerical Officer employed in a C&C school under the 1978 Scheme and paid on the DES payroll need to be included under Department Sanctioned Staff (Sheet 3)?

Answer: A Clerical Officer employed in a C&C school under the 1978 Scheme and paid on the DES payroll should not be included on the DES Sanctioned Staff Census. 

4. Question: Under the PRSI rate on the census sheets (3 & 4) there no option to select an employer’s PRSI rate of 2.35% for employees insured under Class D?

Answer: The PRSI rate has been updated to include 2.35% for those on Class D, (anyone working from the original workbook can contact Lorraine in the FSSU on 086-7018874 to update the workbook if they require the 2.35%)

5. Question: Do you need to include the holiday pay entitlements for a part time employee when calculating the annual salary on the census sheets (3 & 4)?

Answer: For part time employees, the annual salary should be calculated to include holiday pay entitlements. 
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