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Financial Guideline 2020/2021 - 07

Voluntary Secondary Schools

Payments to Members of Selection Committees

This guideline supersedes guideline 2019/2020-34 Payments to members of selection
committees.

Introduction

Practice regarding payments in recognition of service on a selection committee is a
matter for each board of management within the guidance issued by Revenue and the
Articles of Management (where applicable). The rates paid are at the discretion of the
board of management.

The composition of selection committees varies depending on the post to be filled
but the selection committee is normally made up of some/all of the following:

Board of management nominees
Principal of the school

Trustee nominees

External assessor

1. Payments to board of management members

Board of management members by agreement, may be paid expenses for necessary
travel, other than attendance at board of management meetings, to carry out school
business either as a representative of the board or of the school.

Part 05-01-06 of the Tax and Duty Manual, Tax Treatment of the reimbursement of
Expenses of Travel and Subsistence to Office Holders and Employees states the
following:

The reimbursement of expenses for travel and subsistence to individuals who work
on a voluntary and unpaid basis for the organization whose functions and aims are
both altruistic and non-commercial (for example a voluntary secondary school) may be
paid tax free provided the expenses of travelling and subsistence:

a) Merely puts the unpaid individual in a position to carry out his/her work; and



b)

No more than reimburse the individual the expenses actually incurred by
him/her and do not exceed what are known as the Civil Service rates for
reimbursement of expenses of travelling and subsistence.

View the current Civil Service rates on the Revenue’s website.

Members of boards of management of voluntary secondary schools are not entitled to
a professional fee when serving on interview committees for positions in the school in
which they are a board member, as they act in a voluntary capacity (AOM 6B).

It is not appropriate for board of management members to claim un-vouched or
round sum expenses.

2.

Payments to the Principal

Where the Principal necessarily incurs expenses of travel (and subsistence relating to

that travel) in the performance of the duties of his/her office or employment, the

reimbursement of such expenses may, within certain limits, be made tax-free:

a)

b)

c)

the Principal must be temporarily away from his/her normal place of work in
the performance of the duties of his/her office or employment;

the travel expenses must be necessarily incurred in the performance of the
duties of the office or employment; and

arising from a long-accepted position supported by tax case law, the expenses
of subsistence must attach to travelling necessarily incurred in the performance
of the duties of the office or employment.

Detailed guidance from the Revenue Commissioners on the reimbursement of

employees’ expenses of travel and subsistence can be found at the following link:

3.

Part 05-01-06 of the Tax and Duty Manual, Treatment of the reimbursement of
Expenses of Travel and Subsistence to Office Holders and Employees.

Payments to other members of the selection committee

Where other members of the selection committee receive a professional fee for their

services the following should be confirmed ahead of interviews:

a)
b)
c)
d)

Duties of the external assessor

Where will these duties take place (i.e. the school and the interview location)
The rate payable

Determine the employment status of the selection committee member i.e. are they
an employee or self-employed. This should be done with reference to Revenue's
Code of Practice for Determining Employment or Self-Employment Status of

Individuals. Selection committee members are generally engaged under a
contract of service (employee) as opposed to a contract for service (self-
employed).


https://www.revenue.ie/en/employing-people/employee-expenses/travel-and-subsistence/civil-service-rates.aspx
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-05/05-01-06.pdf
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-05/05-01-06.pdf
https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf

e Scenario 1: Where the board has determined the individual is an employee. The
payment to the individual must be put through the payroll and all the appropriate
statutory deductions are made to the payment. Please note journeys between an
employee’s home and the school or interview location are not business journeys
and any reimbursement of motoring expenses (including taxi fares) in respect of
the cost of such journeys is taxable. Payments for journeys carried out between
the school and interview location may be made tax free.

e Scenario 2: Where the board has determined the individual is self-employed as
per Revenue's Code of Practice for Determining Employment or Self-Employment
Status of Individuals. The selection committee member must produce a valid
invoice, a copy of their own business insurance and a tax clearance certificate.
The board should request a Tax Clearance Certificate to ensure that the
individual is fully tax compliant. If the individual does not produce a valid invoice,
insurance, or tax clearance the payment should be processed through payroll.

It is important to note that the small benefit exemption scheme (tax exempt non-cash
benefit /voucher /gift with a value not exceeding €500 applies only to employees of
the board. This exemption does not apply to individuals who are not employees of the
board. Professional fees should not be paid using vouchers.

If the other members of the selection committee carry out their work on a voluntary
and unpaid basis, they may be reimbursed travel and subsistence expenses tax free
provided the expenses of travelling and subsistence:

a) Merely puts the unpaid individual in a position to carry out his/her work; and

b) No more than reimburse the individual the expenses actually incurred by him /her
and do not exceed what are known as the Civil Service rates for reimbursement
of expenses of travelling and subsistence. It should be noted (per Civil Service
rates) subsistence is only paid where the assignment is more than 5 hours in
duration and the location must be outside 8 kilometres of the individual’s home.
View current Civil Service rates on the Revenue’s website.

4. Records to be maintained by the school

As regards the reimbursement of expenses based on an acceptable flat rate travel
allowance without the deduction of tax, the school must retain a record of all the
following:

e the name and address of the selection committee member;
e the date of the journey;

e the reason for the journey;

e the kilometers involved;

e the starting point, destination and finishing point of the journey


https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/en/employing-people/employee-expenses/travel-and-subsistence/civil-service-rates.aspx

As regards the reimbursement of actual expenses vouched by receipts, the school must
retain such receipts, together with details of the travel and subsistence expenses
incurred. The period of retention of records is 6 years after the end of the tax year
to which the records refer.

Claims for travel and subsistence allowances should be made through the Principal as
Secretary of the board of management on a proper claim form. The board of
management should ensure that each claim for expenses is verified by the Principal and
by the chairperson where the Principal is the claimant. Please see Appendix 1 for
template which can be used for the recording and claiming of travel and subsistence
allowances.

Further information or clarification on any of the issues raised in this Guideline can be
obtained from the FSSU.

Tel: 01-269 0677
Info@fssu.ie

15t September 2020


mailto:Info@fssu.ie

Appendix 1

TRAVEL & SUBSISTENCE EXPENSES CLAIM FORMS
SUMMARY FORM

(1) NAME (BLOCK CAPITALS)

HOME ADDRESS

PPS Number

(2) DETAILS OF CAR
(ENGINE C.C. etc.)

(3) CLAIM PERIOD

TRAVEL €
SUBSISTENCE €
MISCELLANEOUS €
TOTAL CLAIM €

AMOUNT DUE €

(4) DECLARATION BY CLAIMANT

| declare that:

(&) The subsistence and other allowances that | claim are correct and in accordance with regulations.

(b) The expenses were actually and necessarily incurred by me in relation to school business.

(c) 1 have not claimed, nor will | claim from any Government Department, nor from any other source, the
expenses incurred above.

(d) The car (details above) is owned and maintained by me and is, and will continue to be, insured by me for

the purposes of the Road Traffic Acts and | will advise the board of management of any change to the
insurance cover.

(e) The information given by me is true in all respects

(d) My cumulative kilometers to date for which | have been paid travelling expenses (including the kilometers
claimed herein and from other public bodies) during the current travel year is

SIGNATURE (of claimant) DATE

(5) BANK DETAILS
Account Name
Sort Code
Account Number
BIC
IBAN

(6) AUTHORISATION

Signed on behalf of the board of management

(Principal / chairperson)




DETAILS OF CLAIM

DATE JOURNEY TIME KILOMETRES CLAIM SUBSISTENCE | MISC.
PURPOSE FROM TO DEP. | RET.| MODE OF | DISTANCES | RATE | COST (RATE)
TRANSPORT | IN KM’S PER
KM
SUBTOTAL
TOTAL

*Where subsistence is claimed exact time of departure & return must be shown
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Treoirline Airgeadais 2020/2021 - 07

Mednscoileanna Deonacha

locaiochtai le Comhaltai Coisti RoghnGchdin

Tagann an treoirline seo in ionad threoirline 2019/2020-34 locaiochtai le comhaltai
coisti roghndchdin.

Réamhra

Taobh istigh den treoir atd eisithe ag na Coimisinéiri loncaim agus sna hAirteagail
Bhainistiochta (nuair is infheidhme), is dbhar do gach bord bainistiochta an cleachtas
maidir le hiocaiochtai mar aitheantas ar sheirbhis ar choiste roghnichdin. ioctar na
ratai de réir mar is rogha leis an mbord bainistiochta.

Athraionn comhdhéanamh na gcoisti roghnichdin chomh maith ag brath ar an bpost
atd le lionadh ach is gndch go mbionn an coiste roghnichdin comhdhéanta de chuid
diobh seo a leanas, né iad uile:

Ainmnithe an bhoird bainistiochta
Priomhoide na scoile

Ainmnithe an iontaobhais
Measundir seachtrach

1. iocaiochtai le comhaltai boird bainistiochta

Féadfaidh sé go n-iocfar, le comhaontl, costais as taisteal riachtanach le comhaltai
boird bainistiochta, seachas as freastal ar chruinnithe boird bainistiochta, chun gné na
scoile a chur i gcrich, biodh sé mar ionadai don bhord né mar ionadai don scoil.

I gCuid 05-01-06 den Treoirleabhar Canach agus Dleachta, Canachas i leith
Aisiocaiocht Costas Taistil agus Cothaithe le Sealbhéiri Oifige agus le
Fostaithe,sonraitear an méid seo a leanas:

Maidir le haisiocaiocht costas taistil agus cothaithe do dhaoine aonair a oibrionn ar
bhonn deonach agus gan iocaiocht don eagraiocht a bhfuil a cuid feidhmeanna agus
aidhmeanna altrdioch agus neamhthrdchtdla (mar shampla mednscoil dheonach),
féadtar an aisiocaiocht a dhéanamh saor 6 chdin ar an gcoinnioll go gcomhlionann na
costais taistil agus chothaithe an méid seo:

a) go gcuireann siad ar chumas an duine aonair gan ioc a chuid oibre a



dhéanamh agus sin an méid; agus

b) nach n-aisioctar leis an duine aonair ach na costais a thabhaigh sé go hiarbhir
agus nach sdraionn siad na ratai Statseirbhise maidir le haisioc costas taistil
agus cothaithe.

Clicedil anseo chun féachaint ar na rétai reatha Stdtseirbhise ar shuiomh idirlin

na gCoimisinéiri loncaim.

Nil comhaltai boird bainistiochta mednscoileanna deonacha i dteideal tdille ghairmidil
agus iad ag freastal ar choisti agallaimh le haghaidh poist sa scoil ina bhfuil siad mar
chomhalta boird, és rud é go ngniomhaionn siad i gcdil dheonach (AOM 6B).

Nil sé cui do chomhaltai boird bainistiochta costais neamhdheimhnithe nd costais
sldnsuime a éileamh.

2. locaiochtai leis an bPriomhoide

Sa chds go dtabhaionn an Priomhoide costais taistil le gé& (agus costais chothaithe
bainteach leis an taisteal sin) i bhfeidhmiv dhualgais a bhfostaiochta, féadtar
agisiocaiocht na gcostas sin a dhéanamh, taobh istigh theorainneacha dirithe, saor 6

chdin:

a) ni mér don Phriomhoide a bheith ar shidl go sealadach éna ghndthdit oibre i
bhfeidhmit dhualgais a oifige né a fhostaiochta;

b) ni mér na costais taistil a thabhu le gd i bhfeidhmiv dhualgais a oifige né a
fhostaiochta; agus

c) ag eascairt 6 shuiomh a bhfuil glactha leis le fada agus atd faoi thaca ag an
gcdsdli canach, ni mér go mbainfeadh na costais chothaithe le taisteal a
tabhaiodh le gé i bhfeidhmit dhualgais a n-oifige né a bhfostaiochta.

Féadtar treoir shonraithe a fhdil 6 na Coimisinéiri loncaim maidir le haisioc costas taistil
agus cothaithe le fostaithe ag an nasc seo a leanas:

e Cuid 05-01-06 den Treoirleabhar Cdnach agus Dleachta, Cdnachas i leith Aisioc
Costas Taistil agus Cothaithe le Sealbhdiri Oifige agus le Fostaithe.

3. locaiochtai le comhaltai eile den choiste roghnichéin

Sa chds go bhfaigheann comhaltai eile den choiste roghniUchdin tdille ghairmidil as ucht
a gcuid seirbhisi, ba chéir an méid seo a leanas a dheimhnid roimh na hagallaimh:
a) Dualgais an mheasinéra sheachtraigh
b) Cd mbeidh na dualgais seo ar siul (i.e.an scoil agus suiomh an agallaimh)
c) An rdta is inioctha
d) Déan amach stddas fostaiochta an chomhalta coiste roghnichdin, i.e. an duine
fostaithe né féinfhostaithe é nd i2 Ba chdéir é sin a dhéanamh de réir Chéd
Cleachtais na gCoimisinéiri loncaim um Stddas Fostaiochta né Féinfhostaiochta

Daoine Aondair a Dhéanamh Amach. Is iondudil go n-oibrionn comhaltai coiste



https://www.revenue.ie/ga/employing-people/employee-expenses/travel-and-subsistence/civil-service-rates.aspx
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roghnichdin faoi chonradh seirbhise (fostai) seachas faoi chonradh i gcomhair
seirbhise (féinfhostaithe).

e Cas 1:1 gcds ina ndéanann an bord amach gur fostai é an duine aonair. Ni mér
an iocaiocht leis an duine aonair a chur trid an bpdrolla agus na hasbhainti
reachtacha vile cui a dhéanamh i leith na hiocaiochta. Tabhair do d’aire nach
turais ghné iad turais idir it chénaithe an fhostai agus an scoil né suiomh an
agallaimh agus gur aisiocaiocht inchdinithe i aon aisiocaiocht a dhéantar ar
chostais tiomdna (tdilli tacsai san direamh) i dtaca le costais turas den chinedl sin.
Is féidir iocaiochtai as turais a dhéantar idir an scoil agus suiomh an agallaimh a
dhéanamh saor 6 chdin.

e Cas 2: Sa chds seo, déanann an bord amach gur duine féinfhostaithe é an duine
aondir de réir Chéd Cleachtais na gCoimisinéiri loncaim um Stddas Fostaiochta
né Féinfhostaiochta Daoine Aonair a Dhéanamh Amach. Ni mér don chomhalta
coiste roghnuchdin sonrasc baili, céip dd drachas gné féin agus deimhnit imréitigh
cdnach a chur ar fdil. Ba chéir don bhord Deimhnit Imréitigh Cdnach a iarraidh
lena chinntid go bhfuil an duine aonair comhliontach 6 thaobh cdnach de. Mura
gcuireann an duine aonair sonrasc, drachas né deimhnit imréitigh cdnach baili ar
fdil, ba chéir an iocaiocht a phréisedil trid an bpdarolla.

Td sé tdbhachtach a thabhairt faoi deara gur le fostaithe an bhoird amhain a
bhaineann an scéim diolvine do leasa beaga (leas/dearbhén/bronntanas neamhairgid
diolmhaithe 6 chdin agus luach air nach mé nd €500). Ni bhaineann an dioldine seo le
daoine aonair nach fostaithe an bhoird iad. Nior chéir tdilli gairmitla a ioc le dearbhdin.

Mas ar bhonn deonach agus gan iocaiocht a dhéanann comhaltai eile den choiste
roghnichdin a gcuid oibre, féadtar costais taistil agus chothaithe a aisioc leo saor 6
chdin, ar an gcoinnioll go gcomhlionann na costais taistil agus chothaithe an méid seo:

a) go gceuireann siad ar chumas an duine aonair gan ioc a chuid oibre a dhéanamh
agus sin an méid; agus

b) nach n-aisioctar leis an duine aonair ach na costais a thabhaigh sé go hiarbhir
agus nach sdraionn siad na rdtai Stdtseirbhise maidir le haisioc costas taistil agus
cothaithe. Ba chdir a thabhairt faoi deara (de réir na ratai Statseirbhise) nach
n-ioctar costais chothaithe ach amhdin i gcds ina maireann an sannachdn nios mé
nd 5 uair an chloig agus ni mér do shuiomh an tsannachdin a bheith nios mé na
8 gciliméadar 6 theach an duine aonair.
Clicedil anseo chun féachaint ar na rdtai reatha Stdatseirbhise ar shuiomh idirlin

na gCoimisinéiri loncaim.

4. Taifid ata le coinnedil ag an scoil

Maidir le haisiocaiocht costas bunaithe ar liontas rdta chomhréidh inghlactha gan
asbhainti cdnach, ni mér don scoil taifid a choinnedil ar an méid seo a leanas:


https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/en/self-assessment-and-self-employment/documents/code-of-practice-on-employment-status.pdf
https://www.revenue.ie/ga/employing-people/employee-expenses/travel-and-subsistence/civil-service-rates.aspx
https://www.revenue.ie/ga/employing-people/employee-expenses/travel-and-subsistence/civil-service-rates.aspx

e ainm agus seoladh an chomhalta coiste roghnéireachta;
e ddata an turais;

e cuis don turas;

e na ciliméadair a bhi i gceist;

e pointe tosaigh, ceann scribe agus pointe deiridh an turais

Maidir le haisiocaiocht costas iarbhir deimhnithe ag admhdlacha, ni mér don scoil gach
admhdil den chinedl sin a choinnedil, in éineacht le sonrai na gcostas taistil agus
cothaithe a tabhaiodh. An tréimhse choinnedla le haghaidh taifead nd 6 bliana tar éis
dheireadh na bliana cdnach lena mbaineann na taifid.

Ba chéir éilimh ar lidntais taistil agus chothaithe a dhéanamh trid an bPriomhoide, mar
Runai an bhoird bainistiochta, ar fhoirm cheart éilimh Ba chéir don bhord bainistiochta
a chinntit go ndéanann an Priomhoide agus an cathaoirleach na costais a dheimhnit sa
chds gurb é an Priomhoide an t-éilitheoir. Féach Aguisin 1 le haghaidh teimpléid a
fhéadtar a 0sdid chun liuntais taistil agus chothaithe a thaifeadadh agus a éileamh.

Is féidir tuilleadh eolais né soiléirid a fhdil ar aon cheann de na saincheisteanna sa
Treoirline seo ach dul i dteagmhdil le FSSU.

Guthdn: 01-269 0677
Info(@fssu.ie

An 15 Medén Fémhair 2020
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Aguisin 1

FOIRMEACHA EILIMH UM CHOSTAIS TAISTIL & CHOTHAITHE

FOIRM ACHOIMRE
(1) AINM (BLOCLITREACHA)
SEOLADH BAILE
An Uimhir PSP
(2) SONRAI AN CHAIRR
(cc AN INNIL srl.)
(3) TREIMHSE AN EILIMH
TAISTEAL €
COTHU €
ILGHNEITHEACH €
IOMLAN AN EILIMH €

SUIM DHLITE €

(4) DEARBHU AN EILITHEORA

Dearbhaim:

(@) Go bhfuil na costais cothaithe agus litntais eile athA mé ag éileamh ceart agus i gcomhréir leis na rialachéin.

(b) Gur go hiarbhir agus le ga a thabhaigh mé na costais i dtaca le gné na scoile.

(c) Nar éiligh mé, na ni éileoidh mé 6 aon Roinn Rialtais, nd é aon fhoinse eile, na costais tabhaithe thuas.

(d) Go bhfuil an carr (sonrai thuas) faoi m’tinéireacht agus 4 chothabhail agam, agus go bhfuil sé faoi arachas
agam, agus go leanfaidh sé de bheith faoi arachas agam chun criocha na nAchtanna um Thrécht ar
Bhoithre agus go geuirfidh mé an bord bainistiochta ar an eolas faoi aon athrd ar an gcludach arachais.

(e) Go bhfuil an t-eolas ata tugtha agam fior ar gach bealach

(d) Na ciliméadair charnacha go dti seo a bhfuil costais taistil ioctha liom ina leith (lena n-airitear na
ciliméadair arna n-éileamh leis seo agus 6 chomhlachtai eile poibli) le linn na bliana reatha taistil na

SINIU (an éilitheora) DATA

(5) SONRAI BAINC
Ainm an Chuntais
Cod Sértala
Uimhir Chuntais
BIC
IBAN

(6) UDARU

Sinithe thar ceann an bhoird bainistiochta

(Priomhoide / cathaoirleach)




SONRAI MAIDIR LEIS AN EILEAMH

DATA TURAS AM CILIMEADAIR EILITHE COTHU EILE
CUSPOIR O GO |FAGA| FIL MODH ACHAIR IN | RAT | COSTA (RATA)
DTI | IL |LEA| IOMPAIR KM A AN S
DH KM
FO-IOMLAN
IOMLAN

*Sa chas go n-éilitear cothd, ni mér am cruinn na fagala agus an fhillte a léiriu




