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1. Role & Responsibility of Treasurers

2. Resources available to treasurers

3. Topical finance related issue

4. Internal Controls

5. Treasurers Reports



Role & 

Responsibilities 

of the 

Treasurer

4



Role and Responsibilities of the Treasurer

THE TREASURER IS ELECTED 

FROM AMONG THE MEMBERS 

OF THE BOARD OF 

MANAGEMENT

CHAIRPERSON, PRINCIPAL OR 

TEACHER NOMINEE CANNOT 

HOLD THE POSITION OF 

TREASURER

RESPONSIBLE FOR 

MAINTAINING THE SCHOOL 

ACCOUNTS
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Role and Responsibilities of the Treasurer

PREPARES MONTHLY 

BANK RECONCILIATION 

FOR EACH SCHOOL 

BANK ACCOUNT

MONITORS ALL GRANTS 

FROM THE DEPARTMENT 

OF EDUCATION

PRESENTS AN UP-TO-

DATE STATEMENT OF 

SCHOOL ACCOUNTS AT 

EACH BOARD OF 

MANAGEMENT MEETING 

PREPARES SCHOOL 

BUDGET WITH THE 

PRINCIPAL
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Role and Responsibilities of the Treasurer

IS A SIGNATORY & 

ONLINE PAYMENT 

APPROVER ON ALL 

SCHOOL BANK 

ACCOUNTS

RETAINS INVOICES & 

RECEIPTS FOR 

EXPENDITURE 

ENSURES ALL 

PURCHASING 

DOCUMENTATION IS 

PROPERLY SIGNED

REVIEW PAYROLL AND 

RCT & VAT RETURNS
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Resources 

for Treasurers

School Governance Manual

Treasurer’s Manual

Internal Controls Manual
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FSSU Website

Telephone & Email Support

Remote Access Support

Resources 

for Treasurers
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Topical 

Finance Issues

Submission of the annual accounts

Small Benefit Scheme & ERR

Fundraising 

Parents Association
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Submission of 

annual 

accounts

Stages Deadline

Treasurer/school supplies all necessary 

financial information to the External 

Accountant for the school year ending on 

the previous August 31st

30th 

September

Set of draft annual accounts returned to the 

school

30th 

November

Once board of management is satisfied 

that accounts are an accurate reflection of 

the school’s financial situation, they are 

formally ratified by the board, signed by 

chairperson and treasurer. Copy sent to 

patron/trustee

31st 

December or 

earlier as 

required by 

the 

patron/truste

e

External Accountant inputs school trial 

balance and PDF of signed accounts to the 

FSSU submission portal

28th February



Small Benefit Scheme & ERR 12

What is a Small Benefit?

A non-cash benefit given to employees.

Tax-free, up to two benefit (five benefits 
per year from 1st January 2025).

The combined value must not exceed 
€1,000 (€1,500 from 1st January 2025).



Small Benefit Scheme & ERR 13

Rules for the small benefit

Benefit must not be in cash

Must be in the form of a voucher

Voucher cannot be redeemed for cash



Small Benefit Scheme & ERR 14

When is it given?

Often given around special 
occasions such as Christmas

Never given in lieu of wages



Small Benefit Scheme & ERR 15

Small benefit 
exemption

Travel and 
subsistence

Remote 
working daily 

allowance



Small Benefit Scheme & ERR 16

Employees of the 
board who are 
paid by the 
Department such 
as Principals & 
teachers

01
Employees of the 
board who are 
paid on the 
school payroll 
such as 
caretakers

02
Members of the 
board of 
management
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Small Benefit Scheme & ERR 17
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Internal Controls

Fundraising

19

 Any fundraising activities should be 

approved in advance by the board

 All fundraising must follow charity 

regulator guidelines on fundraising

 Always two people involved

 Financial report to the board
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Internal 

Controls 

Parents 

Association

 Board approval for parent’s association 

bank account

 Bank statements must be in the name 

and address of the school

 Parents association’s bank account 

must be included in the school's year 

end accounts

 A member of the board should be a 

signatory/online approver on the 

parents' association bank’ account

 No debit cards
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Fundraising 

& Parents 

Association

It is good practice to record the agreement 

reached between the board and the 

Parents’ Association in relation to such 

fundraising, including:

 The purpose for which the funds are 

being raised, 

 The manner by which the funds are to 

be raised, 

 The timeline for the transfer from the 

Parents’ Association bank account to 

the board of any funds raised, and 

 The estimated timeframe for the 

agreed project



Internal Controls

 

Bank Accounts

Payments

Credit cards

Income

Purchases
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Internal Controls

Bank Accounts

 

Bank 
accounts 
kept to a 
minimum

Bank 
statements 
in the name 

of the 
board

Introduce 
electronic 
banking

No Debit 
Cards
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Internal Controls

Payments

 

2 cheque 
signatories/online 

approvers – always the 
treasurer and chairperson 

but chairperson can 
delegate

Secretary should not be 
an approver or cheque 

signatory

Supporting invoices or 
other documentation are 
initialled by the cheque 

signatories/online 
approvers as evidence of 

approval

Board has approved 
signatories/online 

approvers
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Internal Controls

Payments

 

No post-dated cheques, 
unsigned cheques or 

partly completed 
cheques should be used 

or stored.

Under no circumstances 
should a blank cheque 

be signed by a signatory
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Internal Controls

Credit Card
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Credit Card Policy

Principal responsible for 
safe custody & security of 
the card

Bona Fide School purposes



Internal Controls

Credit Card
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Credit Card statement 
supported by receipts

Credit Card signed by the 
chairperson

Debit Cards are not 
permitted



Internal Controls
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Go Cashless 
Online Cash Collection System



Internal Controls

Income

 

All cash 
income 
must be 
lodged 
intact.

Receipts 

- excess of 
€10 

– signed by 
two parties

School Safe 
– Max 

amount for 
insurance 
purposes

Two people 
must 

prepare the 
lodgement
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Internal Controls

Purchases

 

Purchase order procedure in place

Principal approvers all 
purchases

Large amounts approved by 
the board

3 Quotes - > €50,000 e-tenders > 
SPU
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Treasurers 

Report

What is a Treasurers Report?

• Up to date summary financial report on the school's 

finances

• Based on a detailed review of financial reports of 
school by Treasurer, Principal and another board 

member is required. 
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Steps to 

preparing the 

treasurers report

Step 1 - Review checklist

Step 2 - Review reports in detail

Step 3 - Prepare the treasurers report



Step1

Review checklist
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Step 2 - Review Reports in detail 35

Bank Reconciliations

Income and Expenditure vs Budget

Balance of Actual School Funds Available - List of Creditors 
and Accruals

Summary of Income Received in Advance

Capital Project – Income and Expenditure Report



36

Steps to 

preparing the 

treasurers report

Step 1 - Review checklist

Step 2 - Review reports in detail

Step 3 - Prepare the treasurers report



Q&A



Thank you for attending our webinar 

If you have any other questions, please call or email us:

Phone: (01) 910 4020

Email: primary@fssu.ie
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