Financial Guideline P01 2022/2023

Guidance to boards of management on the closure of
Ulster Bank & KBC

1. Introduction

Following on from the recent announcements that Ulster Bank and KBC will be withdrawing
from the banking sector in the Republic of Ireland, schools will need to close all school bank
accounts with those banks and switch to another provider. Ulster Bank has announced that all
accounts need to be closed before 07" November 2022. KBC will contact customers from 15
June and accounts need to be closed early 2023.

2. Guidance on switching bank accounts
Step 1: Choose a new provider

The Board should consider the services it requires from the new provider i.e. access to a physical
branch for cash/cheque lodgement services or is your banking completed online? The board must
approve the new provider of the school bank account.

Step 2: Contact the new provider

The next step is to contact the new bank to discuss the procedures on opening the new account
i.e. is appointment necessary or can this be set up online?

Step 3: Opening a new school bank account with new provider
When opening a new account, all normal account opening documentation will apply, such as:

» Proof of identity and address for all signatories and online users

» Bank statements from the schools Ulster Bank/KBC account

» A copy of the book of rules, this is the School Governance Manual 2019-2023
» Confirmation of the schools registered charity number.

The account must be set up as business account and the name and address must be in the
registered name and address of the school.

Cheque and online payments must be authorised by two of three nominated signatories of the Board,
one being the chairperson and the other the treasurer in the first instance. However, the chairperson
may nominate a Board member to act as signatory in his or her absence. The Treasurer must
approve all payments.

Once the account has been opened

» Order a cheque book and lodgement book
» Set up online banking for all users/authorisers
» Set up mobile banking apps for authorised payment approvers.



A school is not allowed a business debit card.

Step 4: Switching tips
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The board should pick a switching date during the month when the transaction activity on the
school bank account is low
Set up electronic transfers between your old account and your new one. This will allow you to
move money between the accounts as needed to cover payments, debits, fees and cheques
during the transition
Print a list of all direct debit and standing orders currently paid through your account. Contact
those suppliers with the new bank account details and set up the new standing orders on your
new account
Print out or export details of supplier's paid by EFT
Set up online bill pay for the new bank account
You should amend your payroll instructions for any changes that need to be made and update
Revenue (ROS) with your new bank account details
Check employees on the payroll that are paid into the Ulster Bank. Click here for a sample form
that can be given to employees to update their bank details
You should amend any documentation that includes your old Bank Identification Code (BIC) or
International Bank Account Number (IBAN)
Avoid using any cheques on your old account once your switch has commenced
You should return any cards and unused cheques to your old bank and apply for a refund on
stamp duty
You need to identify all third parties who pay into the school bank account and notify them of the
change in school bank details. For example:

= Notify the Department of Education —click here for more details on this

= Notify the payment solution providers and merchant banks services

= Notify the Department of Social Protection if the school is in receipt of iliness benefit on

behalf of an employee
= Update Revenue (ROS) for any refunds expected e.g. Refunds of PAYE or overpayments.

Step 5: Close the Ulster Bank/KBC Account

The final step of switching banks is to close the Ulster Bank/KBC bank account.

Before closing your account, print off all recent activity as you will no longer have access to the
account once it is closed. Only close your account when you are sure that all pending transactions
have cleared, and automatic payments and direct deposits have begun for the new account.

Ulster Bank & KBC will have written to the school with instructions on how to close the bank account.

If you require any further information, please email primary@fssu.ie or phone
01 9104 020

August 2022


https://www.fssu.ie/app/uploads/2022/08/Update-Bank-Details_form.pdf
https://www.fssu.ie/primary/publications/

Treoir Airgeadais P01 2022/2023

Treoir do bhoird bhainistiochta ar dhinadh
Bhanc Uladh & KBC

1. Réamhra

Ag eascairt as na fograi is déanai go mbeidh Banc Uladh agus KBC ag tarraingt siar 6n
earnail bhaincéireachta i bPoblacht na hEireann, beidh ar scoileanna gach cuntas bainc
scoile leis na bainc sin a dhunadh agus a aistriu chuig solathrai eile. D’fhégair Banc
Uladh go gcaithfear gach cuntas a dhinadh roimh 07 Samhain 2022. Déanfaidh KBC
teagmhail le custaiméiri 6n 1 Meitheamh agus caithfear cuntais a dhtiinadh go luath in
2023.

2. Treoir maidir le cuntais bhainc a aistriu
Céim 1: Roghnaigh soléathrai nua

Ba chéir don Bhord breithnit a dhéanamh ar na seirbhisi a theastaionn uaidh 6n solathrai
nua, is é sin rochtain ar bhrainse fisiceach le haghaidh seirbhisi l6isteéla airgid/seic n6
an ndéantar do bhaincéireacht ar line? Ni mér don bhord solathrai nua chuntas bainc na
scoile a cheadu.

Céim 2: Déan teagmhail leis an solathrai nua

Is € an chéad chéim eile na teagmhdil a dhéanamh leis an mbanc nua chun na nésanna
imeachta maidir leis an gcuntas nua a oscailt a phlé, is € sin an bhfuil g4 le coinne n6 an
féidir € sin a shocru suas ar line?

Céim 3: Cuntas nua bainc scoile a oscailt le solathrai nua
Nuair a bheidh cuntas nua a oscailt, beidh feidhm leis an ngnathchaipéisiocht uile maidir le
cuntas a oscailt, amhail:

» Cruthunas ar aitheantais agus ar sheoladh do gach sinitheoir seiceanna agus Usaideoiri
ar line

» Raitis bhainc 6 chuntas Bhanc Uladh/KBC na scoile

» Coip de leabhar na rialacha, is & sin an Lamhleabhar Rialachais Scoile 2019-2023

» Deimhnia ar uimhir charthanachta chlaraithe na scoile.

Ni mér an cuntas a bhunt mar chuntas gné agus ni mor ainm agus seoladh na scoile a
bheith in ainm agus seoladh claraithe na scoile.

Ni moér do bheirt den tritr sinitheoiri ainmnithe de chuid an Bhoird seic agus iocaiochtai ar
line a udaru, duine acu an cathaoirleach agus an duine eile an cisteoir ar an gcéad asc.



Féadfaidh an cathaoirleach comhalta Boird a ainmnia, &fach, chun gniomha mar shinitheoir
agus € no i as lathair. Ni mér don Chisteoir gach iocaiocht a cheadu.

Nuair a bheidh an cuntas oscailte

» Ordaigh seicleabhar agus leabhar loisteala

» Socraigh suas baincéireacht ar line do gach usaideoir/udaroir

» Socraigh suas aipeanna baincéireachta moibileacha do cheadaitheoiri iocaiochta
Gdaraithe.

Ni cheadaitear céarta dochair gné do scoil.

Céim 4: Leideanna maidir le haistriu

» Ba choir don Bhord data aistrithe a roghnu le linn na miosa nuair a bhionn an
ghniomhaiocht idirbheart ar chuntas bainc na scoile iseal
» Socraigh suas aistrithe leictreonacha idir do sheanchuntas agus do chuntas nua.
Ligeann sé seo duit airgead a aistritl idir na cuntais de réir mar is ga chun iocaiochtai,
dochair, tailli agus seiceanna a chladach le linn an aistrithe
» Priontail liosta de na horduithe dochair dhirigh agus seasta uile a ioctar tri do chuntas faoi
lathair. Déan teagmhail leis na solathraithe sin leis na sonrai nua cuntais bainc agus
socraigh na horduithe seasta nua ar do chuntas nua
Priontail n6 easportéil sonrai na solathraithe a ioctar le riomhaistrit airgid
Déan billi a ioc ar line a shocra don chuntas bainc nua
Ba choir duit do threoracha parolla a least maidir le haon athruithe is ga a dhéanamh
agus na Coimisinéiri loncaim (ROS) a nuashonru le do shonrai nua cuntais bainc
» Déan seic ar na fostaithe ar an bparolla a ioctar isteach i mBanc Uladh. Clicedil anseo le
haghaidh foirm shamplach is féidir a thabhairt d’fhostaithe chun a gcuid sonrai bainc a
nuashonrd
Ba chdir duit aon caipéisiocht a chuimsionn do shean-Chéd Aitheantais Bainc (BIC) n6
Uimbhir Idirndisiinta Chuntas Bainc (IBAN) a leasu
Ba choir duit staonadh 6 sheiceanna ar bith ar do sheanchuntas a Usaid nuair a bheidh an
t-athra tosaithe
Ba chdir duit aon chartai agus seiceanna nar Usaideadh a thabhairt ar ais do do
sheanbhanc agus iarratas a dhéanamh ar aisiocaiocht ar dhleacht stampa
Ni mor duit gach trit pairti a iocann isteach i gcuntas bainc na scoile a aithint agus iad a
chur ar an eolas faoin athru ar shonrai bainc na scoile. Mar shampla:
= Fégra a thabhairt don Roinn Oideachais — clicedil anseo chun tuilleadh sonrai a
fhail faoi seo
= Fdégra a thabhairt do na solathraithe réitigh iocaiochta agus do sheirbhisi na mbanc
ceannaithe
= Fdgra a thabhairt don Roinn Coimirce Sdisialai ma ta an scoil ag fail sochar
breoiteachta thar ceann fostai
= Na Coimisinéiri loncaim (ROS) a nuashonru le haghaidh aon aisiocaiochtai a
bhfuiltear ag suil leo e.g. Aisiocaiochtai IMAT no6 ro-iocaiochtai.
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https://www.fssu.ie/app/uploads/2022/08/Update-Bank-Details_form.pdf
https://www.fssu.ie/primary/publications/

Céim 5: DUn an cuntas le Banc Uladh/KBC
Is i an chéim dheireanach maidir le bainc a aistrid na an cuntas bainc le Banc
Uladh/KBC a dhunadh.

Sula ndunfar do chuntas, priontail gach gniomhaiocht le déanai mar ni bheidh rochtain agat
ar an gcuntas a thuilleadh nuair a bheidh sé danta. Na dun do sheanchuntas go dti go bhfuil
tu cinnte go bhfuil gach idirbheart ar feitheamh glanta, agus go bhfuil tis curtha le
hiocaiochtai uathoibriocha agus taisci direacha don chuntas nua.

Beidh Banc Uladh & KBC tar éis scriobh chuig an scoil le treoracha ar cén chaoi leis an
gcuntas bainc a dhanadh.

Méa bhionn aon fhaisnéis bhreise uait, na biodh drogall ort riomhphost a chur chuig
primary@fssu.ie n6 glao a chur
ar 01 9104 020

Lunasa 2022



