Financial Guideline P05 - 2020-2021

The On-Line Claim System (OLCS) — Security Guidelines

Introduction

This guideline is being issued to remind Principals and all school personnel involved in
processing the OLCS in schools that the Department of Education and Skills security
guidelines should be strictly followed.

Roles for Personnel Involved in OLCS Claims

There are four distinct roles with three User IDs assigned to personnel at school level to
operate the system:

1. Data Entry Person: The person who inputs
e The details of absences of staff members
e Claims for casual and non-casual staff members
e Other details to the system.

2. First Approver: The First Approver is the school Principal. The role of the First
Approver is to verify that the data input by the Data Entry person is correct and to
approve the data.

3. Local Administrator: The role of the Local Administrator is to re-assign Data Entry
roles within the school and to reset Data Entry passwords (This role does not require
an additional User ID and the role is assigned to the Data Approver role)

4. Second Approver: A Second Approver role is required to approve the leave/claims
in respect of the Data Approver’s absences and can also approve data entered by the
Data Entry person.



User ID and Passwords

Each of the roles has a User ID. The initial User ID for the Data Entry, Data Approver/Local
Administrator and Second Approver were issued by the Department of Education and Skills.

The User ID is specific to an individual and should be retained carefully and not
disclosed to anybody. You must not ask your computer to remember your security
details.

The designated Data Entry person and Data Approver of the system should be advised to
keep their passwords and other information secure at all times and not to pass them to other
members of staff. Where security details have been shared, new user Ids should be sought
from the Department of Education and Skills. If the user or approver must leave the P.C.
unattended s/he should logout of OLCS.

The Esinet site is a secure site and as a security measure if a user does not use the OLCS
for more than one hour, s/he will be automatically logged out of the system

If login details are lost or forgotten, The DES may require users to authenticate the details
provided when first registered on the OLCS.

General
To ensure the integrity of the system schools should strictly comply with the following:

e Boards of Management have a responsibility to ensure that at school level the
integrity of the system is maintained at all times. The roles of key personnel operating
the OLCS should be formally approved by the board.

e Boards of Management are advised that under no circumstances should the
same person in a school undertake the role of Data Entry person and Data
Approver.

e The Data Entry person and Data Approver should always ensure that details of the
teachers and special needs assistants are input correctly to the system. In particular
they should check that bank account details are input correctly. These details should
be printed off, signed by the individuals concerned and retained on file in the school.

o |If a staff member requires details of their absences, there are facilities on the system
to print various reports. The reports should be printed by personnel designated to use
the OLCS within the school and given to the staff member.

e It is recommended for the protection of all concerned that each teacher and special
needs assistant be given a printed report of their absences as recorded on the OLCS
at least three times a year.

e As with all computerised systems an audit trail of records and the times of transactions
are maintained on the system.



Schools should ensure that documentation in relation to the completion of OLCS
details are retained securely e.g. medical certs., attendance at in- service/in-career,
parental leave and carer’s leave. All such documentation should be filed in numerical
sequence in accordance with OLCS codes.

The Data Entry person and Data Approver should ensure that supporting
documentation e.g medical certs etc. have been obtained from the staff member prior
to recording the details on OLCS.

The Data Entry person should not be a person employed as a Special Needs
Assistant.

The Board of Management should be made aware that a facility exists on OLCS to
produce a report of all absences taken by teachers and SNAs in a defined period.

Contact OLCS
Email: onlineclaims@education.gov.ie

Click here for OLCS User Information

A copy of this guideline should be given to each member of the Board of Management
and to each person involved in processing claims on the OLCS.

This Guideline includes all of the security issues required by the Department of Education
and Skills Payroll Division.

If you require any further information, please email primary@fssu.ie or phone
(01) 910 4020

Financial Support Services Unit
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Treoir Airgeadais P05 - 2020-2021

An Coéras Eileamh ar Line (OLCS) — Treoirlinte Slandala

Réamhra

Ta an treoirline seo & heisiuint chun cur i gcuimhne do Phriomhoidi agus do gach ball foirne
a bhfuil baint aige na aici le proiseail OLCS i scoileanna, gur choir go leanfai treoirlinte
slandala na Roinne Oideachais agus Scileanna go docht.

ROl an Phearsanra a Dhéilealann le hEilimh OLCS

Ta ceithre rol ar leith i gceist, agus sanntar tri ID Usaideora do phearsanra ag leibhéal na
scoile chun an coras a oibriu:

5. Duine lontrala Sonrai: An té a dhéanann na sonrai a iontrail
e Mionsonrai maidir le tréimhsi aslaithreachta ball foirne
e Eilimh a bhaineann le baill foirne 6caideacha agus neamhdécaideacha
e Sonrai eile don choras.

6. An Chéad Cheadaitheoir: Is € Priomhoide na scoile an Chéad Cheadaitheoir. An rol
ata ag an gCéad Cheadaitheoir na a dheimhniu go bhfuil na sonrai ata curtha isteach
ag an Duine lontrala Sonrai ina gceart, agus na sonrai sin a cheadu.

7. Riarthoir Aitiuil: Is é rél an Riarthéra Aitiuil na réil lontrala Sonrai laistigh den scoil a
athshannadh agus na pasfhocail lontrala Sonrai a athshocru (ni theastaionn ID
Usaideora breise don rol sin, agus sanntar an rol do rol an Cheadaitheora Sonrai)

8. An Dara Ceadaitheoir: Is ga go mbeadh an Dara Ceadaitheoir ann chun an tsaoire/na
héilimh a cheadu i ndail le tréimhsi aslaithreachta an Cheadaitheora Sonrai, agus ina
theannta sin, is féidir leis an Dara Ceadaitheoir sonrai a cheadu, arna n-iontrail ag an
duine lontrala Sonrai.



ID Usaideora agus Pasfhocail

T4 ID Usaideora ag baint le gach rdl ar leith. Ba é an Roinn Oideachais agus Scileanna a
d’eisigh an chéad ID Usaideora don lontrail Sonrai, don Cheadaitheoir Sonrai/Riarthoir Aitiil
agus don Dara Ceadaitheoir.

Baineann an ID Usaideora le duine amhain ar leith agus ba chéir é a choinneail
sabhailte agus gan é a nochtadh d’aon duine. Ni ceart duit iarraidh ar do riomhaire
cuimhneambh ar do chuid sonrai slandala.

Ba chdir go molfai don duine lontrala Sonrai agus do Cheadaitheoir Sonrai an Chorais a
gcuid pasfhocal agus eolais eile a choinneail slan i gcénai agus gan iad a chur in iul do bhaill
foirne eile. | gcas go bhfuil sonrai slandala tugtha le fios do dhaoine eile, ba cheart IDanna
Usaideora nua a lorg 6n Roinn Oideachais agus Scileanna. Mas amhlaidh ata an t-isaideoir
no ceadaitheoir chun a riomhaire a fhagail gan faire, ba cheart dé n6 di logail amach as
OLCS.

Is laithrean slan € laithrean Esinet, agus mar bheart slandala, ma fhagann usaideoir an coras
OLCS gan usaid ar feadh uaire n6 nios moé, déanfar € n6 i a logail amach 6n gcéras go
huathoibrioch

Ma tathar tar éis na sonrai logala isteach a chailleadh n6 dearmad a dhéanamh orthu,
d’fhéadfadh go n-iarrfadh an Roinn ar usaideoiri, na sonrai a sholathair siad nuair a chlaraigh
siad ar OLCS den chéad uair a fhiordheimhniu.

Ginearalta

D’fhonn slaine an chérais a chinntiu, ba chéir do scoileanna cloi go docht leis an gcomhairle
seo a leanas:

e Tade dhualgas ar Bhoird Bhainistiochta a chinntil go gcoimeadtar slaine an chérais
ag leibhéal na scoile i gcénai. Ba choir go mbeadh rél an phriomhphearsanra ata
freagrach as an gcoéras OLCS a oibriu, ceadaithe go foirmiuil ag an mBord.

e Moltar don Bhord Bainistiochta nach coir, in aon chas, don duine sa scoil ata
freagrach as sonrai a iontrail a bheith freagrach freisin as na sonrai sin a
cheadu.

e Ni moér don duine lontrala Sonrai agus don Cheadaitheoir Sonrai a chinntiu i
gcdnai go n-iontrailtear sonrai na muinteoiri agus na gcuntdiri riachtanas speisialta i
gceart sa choéras. Ni folair go hairithe aird ar leith a dhiriu ar iontrail cheart na sonrai
cuntais bainc. Ba cheart na sonrai sin a phriontéil le bheith sinithe ag na daoine
abhartha, agus iad a choimead ar taifead ansin sa scoil.

e Ma theastaionn 6 bhaill foirne sonrai faoina dtréimhsi aslaithreachta a fhail, ta
aiseanna ar an gcéras a éascaionn priontdil tuairisci éagsula. Is € an pearsanra a
ainmniodh chun OLCS a usaid sa scoil a chaithfidh na tuairisci a phriontail agus a
thabhairt don bhall foirne.



e Chun criche chosaint na ndaoine abhartha uile, moltar go bhfaigheadh gach muinteoir
agus cuntdir riachtanas speisialta tuairisc phriontailte da dtréimhsi aslaithreachta, de
réir mar ata siad taifeadta ar OLCS, tri huaire in aghaidh na bliana ar a laghad.

e Mar is amhlaidh i gcas gach corais riomhairithe, coinnitear rian iniuchta ar an gcoras
de thaifid agus d’am na n-idirbheart uile.

e |s cdbir do scoileanna a chinntii go gcoinnitear go slan sabhailte gach caipéis a
bhaineann le comhlanu shonrai OLCS, m.sh. teastais leighis, taifead freastail ar
laethanta inseirbhise/inghairme, saoire thuismitheoireachta agus saoire curamairi. Ba
chéir go ndéanfai an chaipéisiocht sin uile a chomhdu in ord uimhreach de réir na
gcéd OLCS.

e Ba choir don duine lontrala Sonrai agus don Cheadaitheoir Sonrai a chinntiu go
bhfuil an chaipéisiocht tacaiochta uile, m.sh. teastais leighis srl. faighte 6n mball foirne
sula dtaifeadtar na sonrai ar OLCS.

e Ni ceart go mbeadh an duine lontrala Sonrai fostaithe mar Chuntéir Riachtanas
Speisialta.

e |s coir don Bhord Bainistiochta a bheith ar an eolas gurb ann d’ais ar OLCS lenar
féidir tuairisc a chur i dtoll a chéile maidir le gach aslaithreacht muinteoiri agus cuntoiri
riachtanas speisialta le linn tréimhse shonraithe.

Déan teagmhail le OLCS
Riomhphost: onlineclaims@education.gov.ie
Cliceail anseo le haghaidh faisnéise usaideora OLCS

Ba cheart céip den treoirline sin a thabhairt do gach duine ar an mBord Bainistiochta
agus do gach duine a bhfuil baint aige na aici le héilimh a phroéiseail ar OLCS.

Airitear sa treoirline sin na clrsai slandala uile a éilionn Rannég Parolla na Roinne
Oideachais agus Scileanna.

Ma bhionn aon fhaisnéis bhreise uait, na biodh drogall ort riomhphost a chur chuig
primary@fssu.ie né glao a chur ar
(01) 910 4020

An tAonad um Sheirbhisi Tacaiochta Airgeadais
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