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Financial Guideline 2020/2021 - 12

Community & Comprehensive Schools

Payments to Members of Selection Committees

This guideline supersedes Financial Guideline 2019 /2020-33, Payments to members of Selection
Committees. There are no changes in the application of this guideline.

1. Introduction

In Community & Comprehensive schools the fee payable to the nominees of trustees, who
participate in Community & Comprehensive school teacher selection committees and who are
not in Public Sector employment is €130 per day (Circular Letter No: 0077 /2011).

Please note the rate of €130 per day will apply for the first 60 days of engagement in any
one calendar year and thereafter €65 per day.

2. Application of Tax, USC and PRSI

The payment to the individual must be put through the payroll and all the appropriate statutory
deductions should be made to the payment.

The individual must be registered on ROS immediately as an employee of the school.

It is the responsibility of individual schools to administer PAYE, PRSI and USC on the payment
and to pay over any monies deducted in respect of same to the Revenue Commissioners.

From the O1¢ January 2019, ASC is payable by public servants on their pensionable pay
only. As the fee payable of €130 per day is not pensionable ASC will not apply.

3. Travel and Subsistence

Members of a selection committee who carry out their work on a voluntary and unpaid basis
may be paid travel and subsistence expenses for necessary travel to carry out their duties.

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 Community and Comprehensive 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


https://www.fssu.ie/app/uploads/2018/12/cl0077_2011.pdf

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.

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

Please note journeys between an employee’s home and normal place of work (location duties
are carried out) are not business journeys and any reimbursement of motoring expenses
(including taxi fares) in respect of the cost of such journeys is taxable.

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

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.

Further information or clarification on any of the issues raised in this Guideline
can be obtained from the FSSU.
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Appendix 1

Travel & Subsistence Expenses Claim Form

Community & Comprehensive Schools

1) NAME

HOME ADDRESS

) DETAILS OF CAR (if used) ENGINE C.C.

INSURANCE CO.

3) SUMMARY OF CLAIM

JOURNEY TIME OF

DATE

Purpose From To DEP. RET.

Mode of
Transport

KM's

Rate per

KM

Cost

SUBSISTENCE

(rate)

Where subsistence is claimed exact time of departure & return must be shown

TOTAL PAYMENT OF CLAIM




(4) DECLARATION BY CLAIMANT

| declare that:

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

(d) My cumulative mileage to date for which I have been paid travelling expenses (including travel claimed

herein and from other public bodies) during the current travel year is
*

SIGNATURE (of claimant) POST

DATE

*Note: Cumulative mileage is the total kilometres for which travel expenses have been claimed in the year to
date. This includes all mileage claimed from any other public or private body.

(5) APPROVAL OF CLAIM

| certify that:

a) The particulars furnished are correct and in accordance with relevant regulations.

b) The journeys were authorised and take due account of the need to reduce travelling to a minimum
consistent with efficiency.

c) This claimis to be charged to

SIGNATURE (Principal / Chairperson)

DATE

AMOUNT PAID €

KILOMETRES TO DATE

DATE:

FOR OFFICE USE:
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Treoirline Airgeadais 2020/2021 - 12

Pobalscoileanna agus
Scoileanna Cuimsitheacha

locaiochtai le Comhaltai Coisti Roghnichéin

Tagann an treoirline seo in ionad Threoirline Airgeadais 2019/2020-33, locaiochtai le
Comhaltai Coisti Roghnuchdin. Nil aon athrd tagtha ar chur chun feidhme na treoirline.

1. Réamhra

| bPobalscoileanna agus Scoileanna Cuimsitheacha is é €130 sa |& (Ciorcldn Uimh.
0077/2011) an tdille is inioctha le hainmnithe na n-iontaobhaithe nach bhfuil fosaithe san
Earndil Phoibli a ghlacann pdirt i gcoisti roghnichdin mdinteoiri i bPobalscoileanna agus
Scoileanna Cuimsitheacha.

Tabhair do d’aire go mbeidh feidhm ag an réta €130 sa Id go ceann na chéad 60 14 fostaithe
in aon bhliain féilire agus go mbeidh feidhm ag rata €65 sa la ina dhiaidh sin.

2. Feidhmi0 na Canach loncaim, an MSU agus an ASPC

Caithfear an duine aonair a ioc trid an gcéras pdrolla agus ba chéir gach uile asbhaint
reachtdil chui a dhéanamh ar na hiocaiochtai.

Caithfidh an duine aonair a bheith cldraithe mar fhostai de chuid na scoile ar ROS ldithreach
bonn.

Is ar scoileanna aonair atd an fhreagracht as IMAT, ASPC agus MSU a riar i gcds na n-
iocaiochtai seo agus as aon airgead a asbhaintear ina leith a ioc leis na Coimisinéiri loncaim.

On 1 Eandir 2019 ar aghaidh, td& RAB (Ranniocaiocht Aoislidntais Breise) inioctha ag
seirbhisigh phoibli ar a gcuid pd inphinsin amhdin. Toisc nach luach saothair inphinsin i an
tdille €130 sa l& afach, ni bheidh feidhm ag RAB uirthi.

3. Taisteal agus Cothu

Comhaltai coiste roghnichdin a dhéanann a geuid oibre ar bhonn deonach agus gan pha, féadtar
costais taistil agus chothaithe a ioc leo faoi chomhair taisteal atd riachtanach lena geuvid dualgas
a chomhlionadh.

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:


https://www.fssu.ie/app/uploads/2018/12/cl0077_2011.pdf

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
neamhthrdchtéla (mar shampla Pobalscoil agus Scoil Chuimsitheach), féadtar an aisiocaiocht a
dhéanamh saor 6 chdin ar an gcoinnioll go gcomhlionann na costais taistil agus chothaithe an méid
seo:

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

d) 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.
Clicedil anseo chun féachaint ar na rétai reatha Stdtseirbhise ar shuiomh idirlin na
gCoimisinéiri loncaim.

Nil sé ceart nd cdir do chomhaltai costais neamhdheimhnithe nd costais sldnsuime a éileamh.

Tabhair do d’aire nach turais ghné iad turais idir it chénaithe an fhostai agus dit oibre an
fhostai (dit a gcomhliontar na dualgais) agus gurb aisiocaiochtai inchdinithe iad aon
aisiocaiochtai ar chostais tiomdna (tdilli tacsai san direamh) i dtaca le turais den chinedl sin.

4. Taifid ata le coinneadil 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:

e gainm agus seoladh an chomhalta coiste roghniGchdin;
e ddata an turais;

® cUis leis an turas;

e na ciliméadair a bhi i gceist;

® 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 Rinai an
bhoird bainistiochta, ar fhoirm cheart éilimh Ba chéir don bhord bainistiochta a chinntit go
ndéanann an Priomhoide agus an cathaoirleach na costais a dheimhnid sa chds gurb é an
Priomhoide an t-éilitheoir. Féach Aguisin I le haghaidh teimpléad a fhéadtar a Usdid chun liuntais
taistil agus chothaithe a thaifeadadh agus a éileamh.

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

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 12 Deireadh Fémhair 2020


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
mailto:Info@fssu.ie

(1) AINM

SEOLADH BAILE

(2) SONRAI AN CHAIRR (ma usaidtear ceann) C.C. an innill

Aguisin 1

Foirm Eilimh maidir le Costais Taistil agus Chothaithe

Pobalscoileanna agus Scoileanna Cuimsitheacha

COMHLACHT ARACHAIS

(3) ACHOIMRE AR AN EILEAMH

DATA

TURAS

AM

Cuspoir

Go dti

FAGAIL

FILLEADH

Modh
lompair

Ciliméadair

Rata sa

KM

Costas

COTHU

(rata)

Sa chas go bhfuil cothu a éileamh, ni mér am cruinn na fagala agus an fhillte a Iéiriu

IOMLAN NA hiOCAIOCHTA DON EILEAMH




(4) DEARBHU AN EILITHEORA

Dearbhaim:

(e) Go bhfuil na liintais chothaithe agus na liiintais eile ata 4 n-éileamh agam ceart agus i
gcombhréir leis na rialachain.

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

(9) Nar éiligh mé, agus nach n-éileoidh mé, na costais thabhaithe thuasluaite é aon roinn
Rialtais, na 6 aon fhoinse eile.

(h) Gurb é an méid seo a leanas mo mhileaiste carnach go dti seo ar iocadh costais taistil
liom ina leith (lena n-diritear an taisteal ata 4 éileamh anseo agus 6 chomhlachtai poibli

eile) le linn na bliana reatha taistil
*

SiNIU (an éilitheora) POST

DATA

*Tabhair do d’aire: Is éard is milediste carnach ann na na ciliméadair uile ar éiliodh costais taistil
ina leith sa bhliain go data. Airitear leis sin an milediste uile a éiliodh 6 aon chomhlacht eile,
biodh sé poibli né priobhdideach.

(5) CEADU AN EILIMH

Dearbhaim:
d) Go bhfuil na sonrai ata curtha ar fail agam ceart agus i gcomhréir leis na rialachain chui.

e) Gur udaraiodh na turais agus gur cuireadh san mhea an ga le taisteal a ioslaghdu d’fhonn éifeachtulacht
a bhaint amach.

f) Taan t-éileamh seo le gearradh ar

SINIU (Priomhoide / Cathaoirleach)

DATA

AN tSUIM A [OCADH €

CILIMEADAIR GO DATA

DATA:

USAID OIFIGE AMHAIN:



