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Welcome

| would like to thank you for becoming treasurer of the board of management. Together with the
chairperson and the other board members, the role of treasurer is an important support to the
Principal in their day-to-day running of the school and to the board of management in meeting its
statutory obligations.

The Team in the FSSU values your contribution as a volunteer and endeavour to support you in this
role.

The remit of the Financial Support Services Unit was expanded in 2017 to provide support to school
management in the primary school sector. As a statutory body, the board of management must
comply with its statutory obligations and operate within a sound governance framework.

Our role includes the provision of guidance and support to school management on all aspects of
good financial practice.

Please visit our website www.fssu.ie/primary where you will find information and templates to
support you in your role as treasurer.

Training is provided by the FSSU throughout the year through webinars and the provision of training
videos. One-to-one training is also available.

Our contact details are listed below and | encourage you to contact us. Send us your contact
email and school roll number to primary@fssu.ie. This will ensure that you receive all the
guidelines issued and notifications of training webinars.

We are here to provide practical advice and support to you and welcome the opportunity to do so.

Louise McNamara
Director

Financial Support Services Unit

Tel: 01-910 4020

Email: primary@fssu.ie

Website: www.fssu.ie/primary

Opening Hours: Monday to Thursday — 9am to 7pm Friday

— 9am to 5pm
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Introduction

Under the Education Act 1998, the board of management is responsible for ensuring that the
financial governance responsibilities of the board are met.

The board must:

* Adhere to the provisions of the Education Act 1998

*  Comply with the requirements of the ‘School Governance Manual for Primary Schools’ issued by the

Department of Education every 4 years
* Adhere to the requirements of the Charities Regulator
*  Comply with guidance and requirements from the Revenue Commissioners
* Promote and adhere to best financial practice.

Section 12 of the ‘School Governance Manual for Primary Schools 2023-2027’ relates to the role
of the treasurer and states the following:

* Each board of management shall elect a treasurer from amongst its members
» The chairperson, Principal or the teacher nominee shall not be the treasurer

» The treasurer shall keep the school accounts and ensure that proper books of accounts are kept in
line with best practice guidelines. A bank reconciliation statement for each school account is
prepared once a month

* The treasurer should monitor all grants from the Department of Education

* The treasurer shall present at each meeting of the board an up-to-date statement of the school
accounts, giving details of income and expenditure since the previous meeting

» The treasurer shall be a signatory on all school bank accounts

» The treasurer shall retain vouchers of expenditure for inspection and audit by the school accountant
and officials from the Department of Education

» All documentation relating to financial transactions and purchasing is signed by the treasurer.

This list is not exhaustive. However, there is no implication that the treasurer must physically carry
out all of the tasks outlined above. Many of these tasks can be delegated, for example to the school
secretary, who in many schools maintains the accounting records for the board. It is the responsibility
of the school board of management to ensure that the necessary structures are in place as the board
is responsible for all business carried out in connection with or on account of the school.
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Overview of the main functions of the treasurer

In order to adhere to the above requirements, the following list outlines the main functions of the
treasurer. How to carry out each of these functions is explained in detail in the following sections:

1. Budget preparation for the next school year — page 4

2. Preparing the financial report for the board meeting — page 5

3. Organising the preparation and submission of annual accounts — page 11
4. Overseeing the school’s asset register — page 14

5. Ensuring that recommended school internal controls are put in place and followed —
page 15

6. Ensuring that the requirements of the Education Act 1998 and of the school’s
governance document in relation to school finances are fulfilled — page 16

7. Other functions of the treasurer — page 18
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How to prepare the budget for the following school year

The budget is a useful tool to plan effectively and allocate income and expenditure efficiently. It
supports the board in ensuring that planned income and expenditure is occurring and most
importantly, allows the board to address any issues in a timely manner.

WHO WHEN ACTION POINTS

Treasurer, Principal, Board Members | Term 2 Attend FSSU Budget Training Webinar

Treasurer and Principal Term 2 Compile draft budget using FSSU template
(Expenditure cannot exceed income)

Full board Term 3 Ratify budget

Treasurer Term 3 Forward copy to patron/trustee if requested

Treasurer Term 4 Enter budget figures on next year’s monthly
reporting template

Treasurer Ongoing Review budget against actual figures every month

Further information and budget templates are available here.



https://www.fssu.ie/primary/help/accounting-templates/budget-template/
https://www.fssu.ie/primary/help/budget/
https://www.fssu.ie/primary/help/accounting-templates/budget-template/
https://www.fssu.ie/primary/help/accounting-templates/budget-template/
https://www.fssu.ie/primary/help/accounting-templates/budget-template/

FSSU — GUIDANCE MANUAL FOR TREASURERS IN A RECOGNISED PRIMARY SCHOOL

How to prepare the financial report for the board meeting

At each meeting of the board, the treasurer presents an up-to-date financial report. This report will
be a summary report based on a detailed review by the treasurer, the Principal and another board
member if required, of the checklist and the financial reports. Below is a step-by-step guide for the
treasurer to prepare the financial report.

STEP 1 - Review of checklist:

It is useful to print out this checklist for each meeting, tick off the list and date and sign it including
any comments. Any issues arising should be included in the treasurer’s report to the board.

Financial Reports Actions

Bank Balances * Check to see if bank accounts have been open or closed during the
period _
* If yes have proper procedures been followed? Al
e Are the bank balances within the limit set by the BOM?
Bank Reconciliations ® Check the bank reconciliations to ensure there are no differences
on the reconciliation report.
YES[] NO[]
* Check the date on the bank reconciliation report to ensure it is
reconciled to the accounting period under review.
Receipts and Payments  This report should show current periods figures, year to date figures,
/ Income & Expenditure  annual budgeted figures, previous year's figures.
* Examine this report in detail and check any unusual or large YES[] No[]
amounts.
*  Assess that the school is on target to meet its budgetary plan.
Balance Sheet This report will show the year to date figures and the previous year's
figures.
* Check that the balance sheet balances.
e Look for additions to fixed assets, changes in debtors and YES[] NOL]
prepayments, changes to creditors and accruals.
e |[f there is any balance in the suspense account it should be
examined.
List of Creditors / * |f the school is running the purchase ledger system examine the list
Accruals of creditors to ensure that the school are paying their bills on time.
* The list of accruals/outstanding invoices should be totalled and vES[] NoC]
check if the school has sufficient funds to pay its liabilities. -
* |f the school is currently undertaking any capital works ensure that
you receive a list of the outstanding invoices.
Income received in e As it has become common practice in many schools to collect the
advance registration fee/voluntary contribution in advance of the next school
year. A list should be prepared showing a summary of advance
receipts and it is important that these funds are accounted for
: YES[] No(]
separately in the accounts.
* The school will on occasion receive grants for summer work
schemes etc. in advance of the work being done therefore this
income needs to be identified and accounted for separately.
Prepayments ¢ Examine the list of prepayments to ensure that they have been vEsC] NoOJ
allocated to the correct period. i
Capital Income & e This report should be given when there is a capital project such as
Expenditure Account an extension. Summer Works Scheme or major refurbishment in
progress. Yes[] NoL[]
e This report should be examined to ensure that the project is running
within the budget.
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STEP 2 - Review of financial reports:

» Afull set of financial reports should be generated at least three days before the scheduled board
meeting

* The school accounts can be processed using the Monthly Reporting Template or accounting
software using the prescribed FSSU chart of accounts.

The financial reports to be reviewed and a sample of each are outlined below:
A. Balances on all school bank accounts

It is important that all bank accounts held in the name of the board are included in the treasurer’s
report to the board of management. Such bank accounts include:

*  Main Current Account

»  Other Current Accounts

* Deposit/Savings Account

» School Meals Account

» Capital Expenditure Account
* Petty Cash Account

* Loan Account

* Credit Card Account.

A bank reconciliation should be completed each month for each bank account and signed by the
treasurer and the chairperson. This will show the closing balances of each bank account and any
outstanding cheques.

The parents’ association bank account should be presented to the board of management at least
once a year and must be included in the annual financial accounts of the board.

Review actions:

+ Complete bank reconciliation for each bank account to the end of month date preceding the
meeting

» Ensure that there is no difference on each bank reconciliation statement

* Ensure there is a bank reconciliation for each bank account

* Go through the list of payments and receipts and look at backup documentation
* Look at payments to personal names and ensure there is back up

+ Asample of invoices should be randomly selected and reviewed by the treasurer to the
corresponding payment, invoice and delivery docket

* Was all spending approved?

» Are all bank accounts necessary? It is advised that the number of bank accounts be kept to a
minimum. The chart of accounts used by schools allows for income categories to be identified
separately even if the different income streams are lodged to the same bank account

* Ensure that the treasurer and the chairperson sign and date each bank reconciliation

* Have all payments been approved by both the treasurer and chairperson? Has the chairperson
delegated their signoff to another board member and if so, has this been included in the
minutes?
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» If the board is using electronic banking, are the treasurer and chairperson both approving
payments? Has the chairperson delegated their signoff to another board member and if so, has
this been included in the minutes?

* A guideline on electronic banking is available here

* Has the credit card statement been signed by the chairperson and treasurer? Are all
transactions backed up by a valid receipt? Is spending within the agreed limit?

Has all grant income due from the Department of Education been received? Has ringfenced income
been spent only on the purpose intended? For example, the Minor Works Grant.

September Bank Accounts Reconciliation Statement

All Banks Reconciled

Bank Account No.: | 123456789 654321000 1235389
Bank Account: BCI Main BOI Meals BOI Deposit Petty Cash
EnterOpening |, 000,00 5000.00 2500.00 0.00
Bank Balances:
. Thisfigure is the sum of the amounts on the bank statements 35 st the beginning of the month and is populated
Opening Balance : 22,500.00
automatically
Total Prior Year 500.00 300.00 0.00 0.00
Cheques Per Bank
Cheques drafted and recorded in prior year and not cashed (This figure is the sum of the smounts for all prier year che 800.00
Lodgements
Lodzements {This figure is the total of the lodgements extracted from monthly income worksheet) 3,000.00
Payments
BankPayments  (Thisfigure is extracted from payments records above) 5,000.00
Closing Balance {This fizure sutomatically is calculated) 15,700.00|
BOI Main BOI Meals BOI Deposit Petty Cash
Enter Closing Bank
14000.00 4700.00 2500.00
Balances:
Thisfigure is the sum of the amounts on the bank statements 3s st the end of the month and iz populzated
BankBalance 3 21,200.00|
automatically
Outstanding Chegs [These figures relate to cheques written by school but not yet cashed therefore do not appear on the bank statement)
Bank Description Cheque no. Amount
BOI Main XYZ Itd 501000 1,000.00
BOI Main ABC book 501001 500.00
BOI Main BOI Meals BOI Deposit Petty Cash -1,500.C0
1,500.00 0.00 0.00 0.00)
Reconciled Balance (This figure is relates tothe bank balance less any outstanding cheques not cashed) 19,700.00{
BCI Main BOI Meals BOI Deposit Petty Cash
0.00 0.00 0.00 0.00|
Unreconciled Difference (Thisfigure should be reconciled to 0.00 before being presented to the BOM) 0.00]
o

Date:

Signed:

Reviewed By Treasurer of the Board of Management:

Date:

Signed:

Reviewed By Chairperson of the Board of Mangement

Figure 1: Extract from a Bank Reconciliation Statement from the FSSU Monthly Reporting Template
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B. Income and Expenditure Account v Budget Report

This report details all income and expenditure that went through the school bank accounts in the

last month. Each income and expenditure amount are categorised into a code using the FSSU

chart of accounts. Review actions:

* Review each figure to ensure that each figure looks reasonable

* Look at the difference between what has happened and what was budgeted. If expenditure, for
example, of stationery has exceeded the budgeted figure, this will need to be addressed by cutting
expenditure elsewhere or increasing income. Ensure the bottom line is still in a surplus/breakeven

position

[ YEARTODATEACTUALVERSUSBUDGET | input/import

Mominal Year to Date Budget Year to Date | Year to Datev
Code v Budget Budget

2025/2026 2025/2026

SCHOOL INCOME Actual 200%20%¥ | Difference |% Difference
3010|Capitation/MNon Pay Budget 15,000 19,438 |- 4 A88 -23.03%
3020|DEIS Grant 5,405 5,700 |- 295 -5.18%
3050|Ancillary/School Support Services Grant - - - 0.00%
3140|Special Education Equipment Grant 10,275 - 10,275 0.00%
3151|Free Schoolbook Grant - 6,960 |- 6,960 -100.00%
3152|Free Schoolbook Admin Grant - 559 |- 559 -100.00%
3230|ICT Grant 2,680 4,204 |- 1,524 -36.25%
3245|5cience Subjects Grants - - - 0.00%
3275|Minor Works Grant-Mon Capital - 7.110 |- 7.110 -100.00%
3289|0Once-0Off Cost of Living Grant - - - 0.00%
3290|Other Non Capital DE Grant Income - - - 0.00%
3292|5tandardised Testing Grant - 522 |- 522 -100.00%
3293 |Summer Provision Grant - - - 0.00%
3294|Bus Escort Grant - - - 0.00%
3296|DSP School Meals Grant 6,786 - 6,786 0.00%

Figure 2: Extract from Report - YTD Income & Expenditure v Budget from the ESSU Monthly Reporting Template
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C. Capital Income and Expenditure Report

Where the board has undertaken a capital project such as a building project, it is important that
the related income and expenditure for this project is separately monitored.

Review actions:

* Review each figure to ensure that each figure looks reasonable
» Is the board still operating within the income ringfenced to fund this project?

DE Capital Building Grant Income
Capital Projects Fundraising Income - - - = = 4 B 5 i -
Parents Contribution to Capital Projects Income - - - - = - = = N -
Patron/Trustee Contribution to Capital Projects Income - - - - = < = = A -
Other State Capital Projects Income - - - = = N g - - -
Covid Minor Works Capital Grant Income - - - - = = B n i -
Capital Donations Income - - = = = - - - m _
DE Fixtures, Fittings & Equipment Grant Income £ = B 2 = = = E z = = = 7
DE ICT Grant Capital Income = = = = = = = = = = = d
TOTAL CAPITAL INCOME

DE Capital Building Grant Expense = =
Covid Minor Works Capital Expense - = =
Capital Building Fundraising Expense - - -
Parents Contribution to Capital Building Expense - - -
Patron/Trustee Contribution to Capital Building Expense =
Other State Capital Building Expense -
Capital Donations Building Expense - = - = = = = =
DE Fixtures, Fittings & Equipment - = = = = 2 > 5

ICT Grant Capital - = - = 5
TOTAL CAPITAL EXPENDITURE 8,500 8,500

NET SURPLUS | (DEFICIT) | 1,500 | -l - - -l - | - B = - -[ 1500

TOTAL NET SURPLUS / (DEFICIT) including CAPITAL | 1575[- 3705]-  4700]- 1625] 6375] 5805] 12990 2350 [- 2750 6.130]- 1.940]-1.140| 7.755

Figure 3: Extract from Report 2 - Income & Expenditure of Capital & Reserves from the FSSU Monthly Reporting Template

D. List of all creditors / List of accruals / Summary of income received for next school year
and prepayments

In order for the board to be able to anticipate future cashflow and have a true view of the current
financial situation, it is important to list invoices that have been received and are not yet paid or are due
to be received. This list can be compiled each month by retaining all such invoices and a list of invoices
due to be received, in a separate folder.

Similiarly, the board should be aware of any income that has come into the bank account in the current
school year, but which actually relates to the next school year. This can happen in the last term, for
example, where school tours money for next year may be collected before the end of the current
school year.

Review actions:

* Are the invoices addressed properly to the board?

+ Has the work been completed satisfactorily?

* Have the anticipated costs been approved by the board?

* Has all income received in advance been separated into its own code?
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E. Payroll Report

The 'Gross to Net’ report from the payroll system of the school should be reviewed and signed off by
the Principal and the treasurer. This report details the gross pay of each employee and shows what
has been deducted for tax, PRSI, USC and any other deductions, leading to the net amount, which is
the amount that the employee receives.

Review actions:

* Are all board employees listed on the payroll reports?

* Has the work been completed satisfactorily?

* Have any changes to pay rates been approved by the board?

* Have payments to selection committee members been processed through payroll?
* Do all employees have a contract of employment?

* Has the PAYE/PRSI/USC been paid over to Revenue?

STEP 3 - Presenting the finance report to the board of management meeting:

When the treasurer has completed their review with the Principal, and another board member if required,
a summary of the important issues should be compiled and presented to the full board. At a minimum, the
report should contain:

* Reconciled bank balances on all bank accounts

+ Total income and expenditure for the year-to-date and if this is within budget

» Capital project update if applicable

+ Outstanding invoices and creditors

* Any issues the treasurer has identified as part of the detailed review

* The treasurer should address any questions from the board members

* The report should be formally approved by the board and noted in the minutes.

10
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How to organise the preparation and submission of annual accounts

* Each board of management is required to submit a copy of the annual accounts to the FSSU by the
28" of February each year to ensure compliance with Section 18 of the Education Act 1998.
The annual school accounts should be formally adopted by the board of management before
submission to the FSSU. A copy of the approved accounts should be forwarded to the patron.

+ All boards must engage an external accountant to submit annual accounts on their behalf to the
FSSU, this will ensure they are in compliance with the requirements of Section 18 of the Education
Act. 1998, the annual reporting requirements of the Charities Act 2009 and the Central Statistics
Office statutory requirements.

* Boards must prepare their accounts using the accruals basis for accounting and present the
accounts in the FSSU standard format. External School Accountants are required to prepare the
accounts in a format required by the FSSU.

» The treasurer ensures that all accounts and documentation are prepared for the external school
accountant at the end of the school year.

* When draft accounts have been completed by the external accountant, they are presented to the
board for formal ratification and a copy sent to the patron.

* The board must ensure that the annual accounts are approved and submitted to the FSSU by the
28 °f February each year.

11
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The table below will assist in preparing the records for the external accountant:

*  Print off all bank statements from September 1st, 202X, to August 31st 202Y
* Opening Bank Balances — check amounts recorded at 01/09/202X are correct and
outstanding cheques brought forward from previous year are correct

* Closing Bank Balances — check amounts recorded at 31/08/202Y are correct and
ensure all bank reconciliations are complete to August 31st 202Y

* Uncashed cheques — review out-of-date cheques i.e., if dated more than 6 months
old, request the bank to put a stop on them and write them back i.e., cancel them in
the accounts

* Ensure all payments and receipts have been posted to the correct codes on the

template for the period 15t September 202X to the 315t August 202Y for all bank
accounts held in the name of the board

* Review all transactions posted for the year - run a Payment and Receipt transaction

report and review transactions for accuracy and consistency

o Review the list of outstanding payments and receipts on the bank reconciliation to
ensure they are accurate

o Any duplicate/incorrect entries should be corrected

* Ensure that the balance in the petty cash equates to the amount of cash held in the
safe on 318t August 202Y and that all back up documentation is on file

* Ensure that the balance on the credit card account equates to the amount owed on the
bill on 31st August 202Y and that all back up documentation is on file

« Review unpaid supplier invoices and provide your accountant with a list of all supplier
invoices and any other amounts owed by the board relating to the financial year
202X/202Y which are unpaid on 31t August 202Y

* Review payments made in advance i.e. Insurance, maintenance contracts other
annual payments and give details of each to your accountant

* Review income received in advance of the next school term e.g., money collected
for hoodies/tours etc., Grants received in advance etc., and provide your
accountant with details of such receipts

¢ Payroll reports — ensure correct categories are selected for employees and Revenue
payments are broken down in the correct payroll categories if possible

* Review amounts paid to Revenue for Payroll taxes, VAT/RCT
¢ Ensure all payments to Revenue are recorded correctly under the appropriate

categories on the template

* Provide your accountant with copies of Revenue returns for: PAYE/PRSI — amounts
paid and due to Revenue
VAT/RCT — amounts paid and due to Revenue

i Review the income and expenditure analysis for ringfenced grants and ensure they
are correctly categorised. Provide the accountant with details of unspent ringfenced
grants at the year- end. e.g., Free Primary School Books Grant
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* Parents Association bank account: ensure all financial documentation is made
available to the accountant for inclusion in the annual financial account i.e., bank
statements and any supporting documentation for expenditure.

Below is a suggested timeline that will assist in meeting the February 28" deadline:

School Annual Accounts Preparation Stages Date Deadline

The board supplies all necessary financial information to the external school accountant for September 30t
the school year ending on the previous August 31st

The draft annual accounts are returned by the external school accountant November 30t
Once the board is satisfied that the accounts are an accurate reflection of the school’s December 31st or
financial situation, they are formally ratified by the board, signed by the chairperson and earlier as required
one other board member by the patron

External school accountants/auditors are required to access a secure online cloud-based February 28t
system and to input the school trial balance and to upload a PDF copy of the approved
annual accounts
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How to oversee the school’s asset register

Fixed Asset Register

The treasurer should ensure that a system is in place to track assets such as ICT equipment and any
other high value items. All schools should maintain an asset register, which contains details of significant
equipment and capital items. The register should be kept up to date and should include significant
equipment and capital items acquired by the school which are intended for use on a continuing basis for
more than one year. This list should be checked and updated regularly, with the addition of any item once
it has been invoiced to the school.

It is good practice for a physical count be carried out at least once a year and that someone other
than the person maintaining the register should do this. Discrepancies between the physical count
and the amount recorded in the register should be investigated promptly.

A fixed asset register will help the school to manage the effective utilisation of its assets and to plan
for their replacement. However, it will also:

- form an important part of the school’s procedures for ensuring that staff take responsibility for the
safe custody of assets

- enable school management to undertake independent checks on the safe custody of assets, as a
deterrent against theft or misuse

- help the external auditors to draw conclusions on the financial statements and the school’s
financial systems

- support insurance claims in the event of fire, theft or other losses.

A sample Fixed Asset Register is available here and an example is provided below:

Sample Assets Register

Quantity Item Cost Date Purchased |[School Dept. |Where Kept Identity No’s.
COMPUTERS
2 HP 7500 €4,800.00 |04/08/20XX IT Rooms 10,34 C/CP/1-2
3 HP 7300 €3,120.00 |03/11/20XX Staff. Rooms 11,35 S/CP/1-3
1 HP 7500 €1,100.00  |04/08/20XX IT Principal's Room CP/1
2 Dell 2100K €2,820.00 |04/01/20XX Staff. Rooms 13,47 Ad/L/1-2

OFFICE EQUIPMENT

1 Canon 3060 Printer €9,680.00 |03/08/20XX Staff. Secretary Room T/CV/1-16
AUDIO-VISUAL

5 Sony 21" TV €2,250.00 |01/01/20XX AN Rooms 9,10,25,32,34 |TV 1-5

3 Sony DVD Players €750.00 03/03/20XX AN Rooms 9,25,32 DVD 1-3

2 Sony Video Recorders €480.00 05/09/20XX AN Rooms 10,34 VR1-2

7 O/H Projectors €2,600.00 |02/03/20XX Education Rooms 1,2,3,6,7,12... |O/HP 1-7

20 Interactive White Boards [€11,120.00 |03/08/20XX Class Store Rooms T/BS/1-20
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How to ensure that recommended school internal controls are put in
place and followed

» Send your contact email and school roll number to primary@fssu.ie. This will ensure that you
receive all the guidelines issued and notifications of training webinars

* Payment procedures — make sure that the approval of payments on the banking system/cheques
is done by both the treasurer and chairperson or the treasurer and the chairperson delegee. If
the board is not already operating electronic banking, this should be brought to the board and
initiated

* Procedures for the receipt of money — make sure there are manual or electronic receipts in
place. Lodgements should be made intact, and a breakdown of lodgements recorded in the
records. Cash should be kept to a minimum, there are several online collection systems available
to schools

* Purchasing procedures — all ordering should be approved in advance
+ Tendering procedures should be followed to ensure that best value for money is achieved

» Three quotes should be obtained where possible for purchases and for large projects, e.g.
purchase of white boards for the full school. Please contact the Schools Procurement Unit for
assistance with tendering and access to existing OGP contracts - procurementsupport@spu.ie

» Payment of wages — pay rates should be approved by the board. All payroll reports should be
reviewed monthly

» Control of stock and assets — ask teachers and cleaners/caretakers to carry out a stock count
each term

* The treasurer should review the financial information systems within the school to ensure that the
board has adequate information upon which to make decisions and to satisfy itself that the
school finances are being managed in such a manner, as to meet its obligations to the school
community, the patron, the Department of Education and other interested parties such as the
Revenue Commissioners

* The treasurer will have access to all accounting records held by the school such as original bank
statements, correspondence, invoices, asset register and payroll records

+ The FSSU provides templates and guidelines on all financial internal controls. Please see our
website www.fssu.ie. If there are any specific requirements, please contact us and we will assist
you.

How to ensure that the requirements of the Education Act 1998 and of
the school’s governance document in relation to school finances are
fulfilled

The ‘School Governance Manual for Primary Schools’ outlines the duties of the board in relation to
financial governance. Further to the requirements mentioned already in this document, the manual
also refers to obligations of the board to the requirements of the Revenue Commissioners and the
Charities Regulator.
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The Revenue Commissioners

For boards of management, there are two main areas of compliance with the Revenue
Commissioners that should be monitored by the treasurer:

1. PAYE/PRSI

The board of management is the legal employer of all employees in the school. The board of
management is responsible for ensuring that all employees receive certain basic employment rights.
These rights are governed by detailed employment legislation. As the legal employer the board of
management is responsible for ensuring that all payments made by the school, comply with
PAYE/PRSI/USC regulations.

Review Actions:

* The school should be operating a payroll software package or have the payroll function outsourced

* Ensure all payments made to employees are Revenue compliant. Make deductions at source of
PAYE, USC and PRSI from payments made to employees and remit deductions to Revenue

* Ensure all payments made to selection committee members, tutors, coaches etc. are Revenue
compliant. Make deductions at source of PAYE, USC and PRSI from payments made and remit
deductions to Revenue

* Keep and maintain, in paper or electronic format, a register of all employees

* Notify Revenue of all new and ceased employees in the school

* File and pay all Revenue payroll returns on time.

Further information can be found here.

2. Relevant Contracts Tax and Reverse Charge VAT

A school board of management, in its capacity as a body established by statute and funded wholly
or mainly from funds provided by the Oireachtas, is designated as a “Principal Contractor”.

This means that a board of management is responsible for complying with RCT requirements and
VAT returns when making payments relating to ‘construction operations.” Revenue has introduced
a mandatory electronic RCT system with effect from January 1, 2012, for all principal contractors.
From that date all filings and notifications to Revenue by a principal contractor must be done
through the Revenue Online (ROS) system.

Under section 20 of the Finance Act 2011, new regulations have been introduced which affect the
tax treatment of payments to contractors engaged by schools on “Construction operations”.

Review Actions:
» The school should be operating ROS or have the RCT/VAT function outsourced

* Ensure all payments made to contractors are Revenue compliant. This includes all repair work - it
is not just applicable to capital building works

+ Keep and maintain, in paper or electronic format, all relevant records
* Notify Revenue of all new and ceased contracts

+ File and pay all Revenue returns on time. More information can also be found on the FSSU
website by clicking here.
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The Charities Regulator

The Charities Regulator is Ireland’s national statutory regulatory agency for charitable
organisations. Under the Charities Act 2009, all recognised schools in Ireland are charities and
are required to register with the Charities Regulator.

The treasurer should ensure that the school has obtained its Registered Charity Number (RCN)
from the Charities Regulator.

Review Actions:

* Ensure that the annual accounts are submitted on time to the FSSU. Compliance with this
deadline ensures compliance with CRA requirements for annual financial data return.

* Ensure that the CRA is informed of any changes to board member details
» Ensure that the RCN is displayed on the school website, fundraising material and headed paper

* Ensure the Charities Regulator is informed in writing of an offence, where in your opinion and
having reasonable grounds for believing an offence under the Criminal Justice Theft and Fraud
Offence Act 2001 has been or is being committed.

The CRA has issued a detailed guideline for charity trustees called ‘Guidance for Charity Trustees’
which is available on www.charitiesregulator.ie.

Fundraising

It is critical that schools carry out all fundraising in an open, transparent, honest, respectful and
accountable manner.

Funds given to charities can include money but can also include property and assets of any sort.
The funds provided to charities will usually fall into one of the following three categories:

1. Restricted funds

2. Unrestricted funds

3. Designated funds.

The board must adequately identify, distinguish and report upon unrestricted, restricted &
designated income to enable adequate reporting upon both income and reserves. The external
school accountant will code these items at year end but will need to be made aware of them.

The CRA has issued a detailed guideline for charities - Guidelines for Charitable Organisations on
Fundraising from the Public.
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Other functions of the Treasurer

» To ensure the board does not enter any financial commitment for which there is no provision — any
loans or overdrafts or finance leases require advance patron approval

* All lease arrangements/loans must be approved and monitored

» All payments and procedures for the hire of school property or equipment are monitored e.g.
sports hall, computer facilities

* Adequate insurance is in place for the buildings, contents, and that other insurance requirements
such as public liability are in place

* To ensure that written approval is obtained from the patron for any capital works. Proper tendering
procedures for capital projects must be followed. Further advice on this can be obtained from

WWW.Spu.ie

* Ensure that the Online Claims System operates as per Circular 24/2013 — ‘Operational Guidelines
for Boards of Management and Staff designated to operate the Online Claims system in
recognised primary and post primary schools. (See Appendix 2)
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Appendix 1: Department of Education Grants Payable to Primary Schools

The grants are calculated based on the enrolment numbers submitted annually by the board
to the Department of Education.

The amount per grant for the current year is available on the FSSU website.

When the school receives a grant, they will get an email notification from the Department of
Education outlining what the money is intended for. The Department of Education can also be
contacted at remittance@education.gov.ie. Quote your roll no.in the email and they can confirm
what grants you received such as Capitation Grant, Minor Works grant or Free Schoolbook Grant.

Capitation Grant

* The standard Capitation Grant is paid in two instalments — 70% in January & 30% in June each
year

* The grant is based on a minimum enrolment of 60 pupils
» Special schools and mainstream schools who have special classes receive enhanced rates.

N.B. Where the school's enrolment increases or decreases, the January payments are
calculated on the prior year enrolment and the full adjustment for current year enrolment
is applied to the June payment.

Ancillary Grant
* The Ancillary Grant is paid in March each year

* The grant is based on a minimum enrolment of 60 and a maximum of 500
» Special schools receive the grant based on the number of full-time teachers.

Free Schoolbook Grant

+ The Free Schoolbook Grant is based on student enrolment in the current year
* ltis paid in one instalment in April each year.

DEIS Grant (DEIS Schools only)

* The DEIS Grant is paid in June of the prior year

» Schools included in the School Support Programme under DEIS receive a grant which is based
on the level of concentrated disadvantage in each school and the school’s enrolment.

Queries in relation to the DEIS grant should be directed to the Social Inclusion Unit in the
Department of Education.

Standardised Testing Grant

The Standardised Testing Grant is usually paid in April each year.
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Appendix 2: Online Claims System Guidelines

1. Introduction

The Department of Education have issued Circular 24/2013 — ‘Operational Guidelines for Boards
of Management and Staff designated to operate the Online Claims system in recognised
primary and post primary schools’. The purpose of this Circular is to update school management
authorities and staff on the procedures and recommendations regarding the different absences of
staff which must be returned to the Department of Education on a fortnightly basis. It is also the basis
for recording the employment details of substitutes and facilitates their payments. The procedures
and recommendations outlined shall be implemented at all times.

Financial Guideline P09 — 2021/2022 outlines the details of the Circular, highlighting new
requirements in relation to security and reporting.

2. Security Procedures
Persons authorised to use OLCS must:

a) keep their user ID, password, email address and other information secure at all times and not
disclose them to anybody including other members of staff b) do not reveal passwords to a third

party
c) logout of OLCS before leaving a computer unattended
d) do not authorise any computer programme to remember their security details.

The OLCS can be accessed through Esinet, which is a secure site. As a security measure, if the
OLCS application has not been used for more than thirty minutes, it will automatically log the user
out of the system.

If login details are lost or forgotten it will be necessary to authenticate the details provided when first
registered on OLCS when requesting new login details.

3. Role of Boards of Management
The Board of Management:

a) have a responsibility to ensure that at school level the integrity of the system is maintained at all
times

b) should formally approve the roles of personnel involved in the OLCS

¢) must ensure on an ongoing basis that under no circumstances should the same person in a
school undertake the role of Data Entry and Approver

d) should ensure that supporting documentation in relation to information relating to staff absences
and employment of substitutes input on OLCS is retained securely in the school with the relevant
personnel records i.e. medical certificates, attendance at in-service/in-career courses and
applications forms for board approved leave
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A short report should be read into the minutes of every board of management meeting, listing the
names of all substitutes and part-time teachers for whom claims have been made on the OLCS
system since the last board meeting.

4. OLCS Roles
There are four distinct roles assigned to personnel at school level to operate OLCS.

These roles are as follows:
a) Data Entry

The role of the person with responsibility for entry of staff absences, reasons for absence,
substitute PPS numbers and reasons for employment, is to input the data i.e. input the details of
absences of staff members, claims for casual and non-casual staff members and other details to
the system. The role of the Data Entry person is a distinct role and under no circumstances
should the same person undertake a dual role on OLCS. The Data Entry person should not be a
person employed as a special needs assistant in the school.

b) First Approver

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.

The Approver should always ensure that:

i) all details, in particular the bank account details of teachers and special needs assistants are input
correctly to the system

ii) a copy of the “Staff Member Set-up Form” is signed by the staff member and a copy retained
by the school in the staff member’s personnel file

iii) the terms of Department Circulars relating to vetting, teacher registration, membership of
single pension scheme etc. are being complied with when claims are being made

iv) supporting documentation e.g. medical certificates and application forms for leave absences
etc. have been obtained from the staff member and approved by the board of management
where necessary prior to recording the leave details on OLCS

v) all absences are recorded on OLCS, whether substitutable or not.

c) Second Approver

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

d) Local Administrator

The Local Administrator is an additional role assigned to the First Approver in the school and his/her role
is to re-assign data entry roles within the school and to set up new data entry users. To set up a new
approver the “Approver Change Request Form” should be downloaded from the Home page on OLCS,
completed and posted to the Department of Education.

21


https://www.gov.ie/en/publication/50405-online-claims-system-olcs/
https://www.gov.ie/en/publication/50405-online-claims-system-olcs/
https://www.gov.ie/en/publication/50405-online-claims-system-olcs/
https://www.gov.ie/en/publication/50405-online-claims-system-olcs/
https://www.gov.ie/en/publication/50405-online-claims-system-olcs/

FSSU — GUIDANCE MANUAL FOR TREASURERS IN A RECOGNISED PRIMARY SCHOOL

The new user ID and password is then issued to the Approver by return of post.

5. Resetting of passwords

An automated system is now available that enables school users to reset their own passwords. It is
important that school users record their email address when logging in to use the automated system.
This email address should only be used by the registered user.

6. Reports
There is a facility on OLCS to print reports.

If a staff member requires details of their absences the relevant report should be generated,
printed and given to the staff member.

A report on all absences recorded on the OLCS should be supplied to each staff member at
intervals recommended by the board of management of the school but at least one report
should be produced in each school term. Each staff member should sign the absence report
and a copy to be retained in the school.

7. Audit Trail

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

The Department is obliged to refer to An Garda Siochana, any fraudulent claims for payment
in respect of Substitution or Part-time hours or any falsified records with regard to leave of
absence. In these circumstances it will be a matter for An Garda Siochana to determine
what action, if any, should be taken and consequently may result in a criminal prosecution.
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Failte

Is mian liom buiochas a ghabhail leat as glacadh leis an rél mar chisteoir an bhoird bainistiochta. Ta
tabhacht ag baint le rol an chisteora, mar aon le rol an chathaoirligh agus rol na gcomhaltai eile den
bhord, 6 thaobh tacu leis an bpriomhoide chun an scoil a reachtail 6 la go la agus chun tacu leis an
mbord bainistiochta a oibleagaidi reachtula a shasamh.

Is mor ag Foireann an FSSU an méid a dhéanann tu mar oibri deonach agus ta sé i gceist againn
tacu leat sa rol.

Cuireadh le sainchuram an Aonaid um Sheirbhisi Tacaiochta Airgeadais sa bhliain 2017 chun tacu
le lucht bainistiochta scoileanna in earnail na mbunscoileanna. Ar an abhar gur comhlacht reachtuil
€, ni moér don bhord bainistiochta a oibleagaidi reachtiula a chomhlionadh agus feidhmiu taobh istigh
de chreat fonta rialachais.

Mar chuid dar rél, cuirimid comhairle agus tacaiocht ar fail do lucht bainistiochta scoileanna maidir
le gach gné den dea-chleachtas 6 thaobh airgeadais de.

Féach ar suiomh gréasain https://www.fssu.ie/primary/eolas le heolas agus teimpléid a fhail chun
tacu leat agus tu ag feidhmiu mar chisteoir.

Cuireann an FSSU oiliuint ar fail i rith na bliana; seimineair ghréasain agus fisedin oiliuna a bhionn
ann. Ta oiliuint duine le duine ar fail chomh maith.

Ta ar sonrai teagmhala thios. Cuirim failte mhor romhat teagmhail a dhéanamh linn. Cuir seoladh
riomhphoist agus uimhir rolla na scoile chuig primary@fssu.ie. Ar an déigh sin, déanfar a chinntiu
go bhfaighidh tu na treoirlinte ar fad a eiseofar mar aon le fégrai le haghaidh seimineair ghréasain.

Taimidne ann le comhairle agus tacaiocht phraiticiuil a chur ar fail duit agus taimid sona glacadh leis
an deis an méid sin a dhéanamh.

Louise McNamara
Stiarthoir

An tAonad um Sheirbhisi Tacaiochta Airgeadais

Fé6n: 01-910 4020
Riomhphost: primary@fssu.ie

Suiomh gréasain: https://www.fssu.ie/primary/eolas

Uaireanta Oscailte: Luan go Déardaoin — 9am go 7pm Aoine

— 9am go 5pm
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Réamhra

De réir an Achta Oideachais, 1998, ta an bord bainistiochta freagrach as a chinntiu go ndéantar
freagrachtai rialachais airgeadais an bhoird a chomhlionadh.

Ni mér don bhord:

* Cloi le foralacha an Achta Oideachais, 1998

+ Cloi leis na ceanglais a thugtar san fhoilseachan Lamhleabhar Rialachais do Bhunscoileanna a
eisionn an Roinn Oideachais gach ceithre bliana

* Cloi le ceanglais an Rialalai Carthanas
» Cloi leis an treoir agus leis na ceanglais a fhaightear 6 na Coimisinéiri loncaim

* An dea-chleachtas 6 thaobh cursai airgeadais de a chur chun cinn agus cloi leis an
deachleachtas sin.

Is le rol an chisteora a bhaineann Alt 12 sa ‘Lamhleabhar Rialachais do Bhunscoileanna,
20232027’ agus luaitear an méid seo a leanas ann:

« Déanfaidh gach bord bainistiochta cisteoir a thoghadh as a chomhaltai

* Ni an cathaoirleach, an priomhoide na ainmni na muinteoiri a bheidh mar chisteoir

« Déanfaidh an cisteoir cuntais na scoile a choinneail agus a chinntii go gcoinneofar leabhair
chearta cuntas i gcomhréir le treoirlinte dea-chleachtais. Déantar raiteas imréitigh bainc a ullmhu
uair amhain gach mi le haghaidh gach cuntas scoile

» Ba choir don chisteoir monatobireacht a dhéanamh ar gach deontas 6n Roinn Oideachais

» Cuirfidh an cisteoir raiteas cothrom le data ar chuntais na scoile i lathair i ngach cruinnit den
bhord ina dtabharfar sonrai maidir leis an ioncam agus caiteachas 6 bhi an cruinnit roimhe ann

* Beidh an cisteoir ina shinitheoir ar gach cuntas bainc de chuid na scoile

» Coinneoidh an cisteoir dearbhain chaiteachais le gur féidir le cuntasoir na scoile agus le hoifigigh
na Roinne Oideachais iad a scrudu agus a initichadh

* An cisteoir a shinionn gach doiciméad a bhaineann le hidirbhearta airgeadais agus le ceannach.

Ni liosta cuimsitheach é an liosta seo. Mar sin féin, ni thugtar le tuiscint ann gur ga don chisteoir féin
gach ceann de na tascanna thuas a chur i gcrich. Is féidir cuid mhér de na tascanna sin a
tharmligean, do runai na scoile, mar shampla, arb € né i an duine a choinnionn na taifid
chuntasaiochta don bhord i gcuid mhér scoileanna. Is é bord bainistiochta na scoile ata freagrach
as a chinntiu go bhfuil na struchtuir riachtanacha i bhfeidhm 6ir té4 an bord freagrach as gach gné a
dhéantar i dtaca leis an scoil no thar a ceann.

Forléargas ar phriomhfheidhmeanna an chisteora
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Tugtar priomhfheidhmeanna an chisteora sa liosta seo a leanas sa doéigh is gur féidir cloi leis na
ceanglais thuasluaite. Tugtar miniu sna codanna seo a leanas ar an déigh chun tabhairt faoi gach
ceann de na feidhmeanna sin:

1. Buiséad a ullmhu don chéad scoilbhliain eile — leathanach 4

2. An tuarascail airgeadais a ullmhu le haghaidh chruinniu an bhoird — leathanach 5
3. Ullmhuchan agus taisceadh na gcuntas bliantuil a eagru — leathanach 11

4. Maoirseacht a dhéanamh ar chlar sécmhainni na scoile — leathanach 14

5. A chinntiu go gcuirtear i bhfeidhm rialuithe inmheanacha scoile agus go leantar
iad — leathanach 15

6. A chinntii go gcomhliontar ceanglais an Achta Oideachais, 1998, mar aon le
ceanglais dhoiciméad rialachais na scoile 6 thaobh chursai airgeadais na scoile de

— leathanach 16

7. Feidhmeanna eile an chisteora — leathanach 18
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Cén doéigh an buiséad a ullmhu don scoilbhliain dar gcionn

Uirlis aisiuil ata sa bhuiséad chun pleanail go héifeachtach agus chun ioncam agus caiteachas a
dhaileadh go héifeachtuil. Tacaiocht ata ann don bhord lena chinntiu go bhfuil an t-ioncam agus
caiteachas ata beartaithe ag tarlu agus, an ni is tdbhachtai, cuireann sé ar a chumas don bhord dul

i ngleic le fadhbanna ar bhonn trathuil.

cé? Cén uair? Gniomhphointi

Cisteoir, Priomhoide, | Téarma 2 Freastal ar Sheiminear Gréasain Oiliuna Buiséid

Comhaltai Boird FSSU

Cisteoir agus Priomhoide Téarma 2 Teimpléad an FSSU a usaid le dréachtbhuiséad a
chur le chéile (ni féidir an caiteachas a bheith nios
airde na an t-ioncam)

An bord iomlan Téarma 3 An buiséad a dhaingniu

Cisteoir Téarma 3 Coéip a chur ar aghaidh chuig patran/iontaobhai ma
iarrtar é

Cisteoir Téarma 4 Figiuiri an bhuiséid a chur isteach ar an teimpléad
don tuairisciu miosuil don bhliain dar gcionn

Cisteoir Go leanunach Athbhreithniu a dhéanamh ar an mbuiséad i
gcomparaid leis na suimeanna iarbhir gach mi

Ta tuilleadh eolais agus teimpléid don bhuiséad ar fail anseo.

Cén doigh an tuarascail airgeadais a ullmhu le haghaidh chruinniu an

bhoird

Tugann an cisteoir tuarascail airgeadais ata cothrom le data i ngach cruinniu de chuid an bhoird.
Tuarascail achomair a bheidh sa tuarascail seo a bheidh bunaithe ar mhion-athbhreithniu ar an
seicliosta agus ar na tuarascalacha airgeadais arna dhéanamh ag an gcisteoir, ag an bpriomhoide
agus ag comhalta eile den bhord mas ga. Seo thios treoir céim ar chéim a chuideoidh leis an

gcisteoir an tuarascail airgeadais a ullmhu.

CEIM 1 - Athbhreithniu ar an seicliosta:

No&s cabhrach é an seicliosta seo a phriontail le haghaidh gach cruinnithe, tic a chur leis na nithe ar
an liosta agus é a shiniu, aon nétai trachta a gcur san aireamh. Ba choir aon saincheisteanna a
éireoidh a aireamh i dtuarascail an chisteora don bhord.



https://www.fssu.ie/primary/help/budget/budget-template/
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Seicliosta Miosuil

Tuairisci Airgeadais| Bearta Tal
Nil

larmhéideanna Bainc |+  Seiceail le feiceail an raibh na cuntais bhainc ar oscailt né ddnta i rith na tréimhse
. Ma bhi, ar leanadh na nésanna imeachta cui?

B An bhfuil na hiarmhéideanna bainc taobh istigh den teorainn leagtha sios ag an
mBord Bainistiochta?

Imréitigh Bhainc *  Seiceail na himréitigh bhainc lena chinntit nach bhfuil aon difriochtai ar an tuairisc
imréitigh

*  Seiceail an data ar an tuairisc imreéitigh bhainc le cinntit go nimréititear i leis an
tréimhse chuntasaiochta faoi athbhreithnid.

féltais agus . Léiritear sa tuairisc seo figitiri na tréimhse reatha, figiiri bliain go bliain, figitiri an
locaiochtai bhuiséid bhliantuil, figitiri na bliana roimhe.

/loncam & «  Déan scrudu mion ar an tuairisc seo agus seiceail aon suimeanna ata
Caiteachas neamhghnach né mér

. Déan measunu ar cé acu an bhfuil né nach bhfuil an scoil ar sprioc lena plean
buiséid a chomhlionadh.

Clar Comhardaithe *  Léiritear sa tuairisc seo na figitiri don bhliain go data agus figiuiri na bliana roimhe.

. Seiceail go bhfuil comhardu déanta ar an gclar comhardaithe

. Féach le haghaidh suimeanna breise le sécmhainni seasta, athruithe i
bhféichiunaithe agus réamhiocaiochtai, athruithe i gcreidiinaithe agus fabhruithe

. Ma ta aon iarmhéid sa chuntas fionrai, ba choir é a scrudu.

Liosta Creidiunaithe / |«  Ma ta coras an mhorleabhair ceannachain & Gsaid ag an scoil, déan scrudu ar

Fabhruithe liosta na gcreiditinaithe lena chinntitt go bhfuil an scoil ag ioc a cuid billi in am

. Ba chair liosta na bhfabhruithe/sonrasc amuigh a shuimiu agus seicedil an bhfuil a
déthain maoinithe ag an scoil chun a cuid dliteanas a ioc

. Ma ta aon oibreacha caipititla ar bun ag an scoil faoi lathair, cinntigh go
bhfaigheann tu liosta de na sonraisc amuigh.

loncam a fhaightear *  Toisc gur cleachtas coitianta i scoileanna anois é an taille clardchain/ranniocaiocht
roimh ré shaoralach a bhaili roimh an gcéad scoilbhliain eile. Ba choir liosta a ullmhu ina
Iéiritear achoimre ar na faltais roimh ré agus ta sé tabhachtach go ndéanfar cuntas
ar leithligh do na cisti seo sna cuntais

. O am go chéile, gheobhaidh an scoil deontais le haghaidh scéimeanna oibreacha
samhraidh srl., sula ndéanfar an obair, mar sin ni mér an tioncam sin a shainaithint
agus cuntas ar leithligh a thabhairt ina leith.

Réamhiocaiochtai « Déan liosta de na réamhiocaiochtai le cinntii gur sannadh iad don tréimhse cheart.

Cuntas loncaim agus Ba chdéir an tuairisc seo a thabhairt i gcas tionscadal caipitil amhail sineadh. Scéim
Caiteachais Chaipititil Oibreacha Samhraidh n6 athchairiti mér ar bun

*  Ba chéir scrudu a dhéanamh ar an tuairisc seo le cinntiu go dtagann an tionscadal
leis an mbuiséad.
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CEIM 2 - Athbhreithniu ar thuarascalacha airgeadais:

* Ba chdir sraith iomlan tuarascalacha airgeadais a ghinitint ar a laghad tri la roimh an gcruinniu
boird ata beartaithe

» Is féidir Teimpléad an FSSU don Tuairisciu Miosuil a Usaid né bogearrai cuntasaiochta a
usaideann cairt na gcuntas ata leagtha sios ag an FSSU a usaid chun cuntais na scoile a
phréiseail.

Tugtar achoimre thios ar na tuarascalacha a bhfuil athbhreithniu le déanamh orthu chomh
maith le sampla de gach ceann:

A. larmhéid na gcuntas bainc go léir ata ag an scoil

Ta sé tabhachtach gach cuntas bainc a bhfuil ainm an bhoird air a chur san aireamh i dtuarascail an
chisteora don bhord bainistiochta. | measc na gcuntas bainc den saghas sin, ta:

* Priomhchuntas Reatha

* Cuntais Reatha eile

* Cuntas Taisce/Coigiltis

» Cuntas Béili Scoile

* Cuntas Caiteachais Chaipitiuil
* Cuntas Mionairgid

» Cuntas lasachtai

* Cuntas Carta Creidmheasa.

Ba chdéir imréiteach bainc a chur i gcrich gach mi do gach cuntas bainc agus ba choir don chisteoir
agus don chathaoirleach € sin a shiniu. Ar an imréiteach sin, tabharfar iarmhéid deiridh gach cuntais
bainc mar aon le haon seiceanna atéa amuigh.

Ba chdir cuntas bainc chumann na dtuismitheoiri a chur faoi bhraid an bhoird bainistiochta uair sa
bhliain ar a laghad agus a chur san aireamh i gcuntais bhliantula airgeadais an bhoird.

Gniomhartha athbhreithnithe:

» Cuir imréiteach bainc i gcrich do gach cuntas bainc suas go dti data deiridh na miosa roimh
an gcruinnia

» Cinntigh nach bhfuil aon difriocht ann ar gach raiteas imréitigh bainc

+ Cinntigh go bhfuil imréiteach bainc ann do gach cuntas bainc

» Seiceadil liosta na n-iocaiochtai agus na bhfaltas agus féach na doiciméid chultaca

+ Féach ar iocaiochtai le hainmneacha pearsanta agus cinntigh go bhfuil cultaca ann

» Ba chair don chisteoir sonraisc shamplacha a roghnu go randamach agus athbhreithnit a
dhéanamh orthu i gcomparaid leis an iocaiocht, sonrasc agus duillin seachadta a ghabhann
leo

* An ndearnadh an caiteachas ar fad a cheadu?

« An bhfuil na cuntais bhainc ar fad riachtanach? Moltar an lion is IU cuntas bainc agus is féidir
a bheith ann. Fagann cairt na gcuntas a usaidtear i scoileanna gur féidir catagoiri ioncaim a

aicmiu ceann ar cheann fiu ma dhéantar na foinsi éagsula ioncaim a chur i dtaisce sa
chuntas céanna bainc



https://www.fssu.ie/primary/help/monthly-reporting/
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« Cinntigh go ndéanann an cisteoir agus an cathaoirleach gach imréiteach bainc a shiniu agus
data a chur leis

* An bhfuil gach iocaiocht formheasta ag an gcisteoir agus ag an gcathaoirleach araon? An
bhfuil an cathaoirleach i ndiaidh cead a thabhairt do chomhalta eile den bhord a ainm a chur
leis thar a cheann agus, mas amhlaidh go bhfuil, ar tugadh an méid sin le fios sha
miontuairisci?

* Ma ta an bord ag baint usaid as an riomhbhaincéireacht, an ndéanann an cisteoir agus an
cathaoirleach araon iocaiochtai a fhormheas? An bhfuil an cathaoirleach i ndiaidh cead a
thabhairt do chomhalta eile den bhord a ainm a chur leis thar a cheann agus, mas amhlaidh
go bhfuil, ar tugadh an méid sin le fios sna miontuairisci?

* Ta treoirline maidir leis an riomhbhaincéireacht ar fail anseo

* An bhfuil an raiteas carta creidmheasa sinithe ag an gcathaoirleach agus ag an gcisteoir?
An bhfuil admhail bhaili ann i gcas gach idirbhearta? An bhfuil an caiteachas taobh istigh
den teorainn chomhaontaithe?

¢ An bhfuarthas an t-ioncam ar fad 6 dheontais a bhi dlite 6n Roinn Oideachais?

* Ar caitheadh ioncam a cuireadh ar leataobh go direach ar nithe a bhain leis an gcuspéir
beartaithe?, Deontas Coiriochta Sealadai, mar shampla.


https://www.fssu.ie/primary/boards-of-management/guidelines/electronic-banking-2/
https://www.fssu.ie/app/uploads/2021/11/Financial-Guideline-P08-Using-Electronic-Banking-for-Making-Payments.pdf
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Raiteas Imréitigh Cuntas Bainc Mi Mean Fomhair
Uimh Cuntais Bainc |1234567 3456789 456789 |
Cuntas Bainc BnahE Priomh BnahE Béili Cuntas Taisce |Mionairgead
Cuir Isteach
larmhéideanna 15000.00 5000.00 2500.00
Bainc Tosaigh:
larmhéid Tosaigh  (Cuirtear an figiir seo ar aghaidh & iarmhéid morleabhair deiridh na miosa roimhe) 22 500.00
Sai =
dréachtaiodh agus a
ifeadadh an bhliain |500.00 300.00
{roimhe agus nar
culreadh airgead
orthu
Seiceanna a dréachtaiodh agus a taifeadadh an bhliain roimhe agus nar cuireadh airgead orthu 50000
Loistelacha
Loistelacha (Is ionann an figilr seo agus lomlan na léistealacha arna mbaint 6 bhileog oibre an ioncaim mhiosdil) 3.000.00
locaiochtai
localochtat Bainc (Ta an figiur seo bainte de na taifid locaiochtai thuas 5,000.00
larmhéid Deiridh IS_Déanlar an figiur seo a riomh go huathoibr 19,700.00
BnahE Priomh BnahE Béili Cuntas Taisce Mionairgead
Cuir Isteach
larmhéideanna 14000.00 4700.00 2500.00
|Bainc Deiridh:
¢ p Is ionann an figilr seo agus suim na méideanna ar na raitls bhainc amhail ag deireadh na miosa agus liontar go
larmhéid Bainc huathoibrioch & 21,200.00
=rs i (Baineann na figidiri seo le seiceanna arna scriobh ag an scoil nach bhfuil briste go f6ill agus mar sin nach bhfuil le
gan loc feicedil ar an raiteas bainc)
Banc Cur Sios Uimhir Seic Suim
BnahE Priomh XYZ Teo. 501000 1,000.00
BnahE Priomh Leabhair ABC 501001 500.00
BnahE Priomh BnahE Béili Cuntas Taisce Mionairgead -1.500.00
1,500.00 0.00 0.00 0.00
larmhéid Réitithe  (Baineann an figidr seo leis an iarmhéid bainc llide aon seiceanna nach bhiull briste) 19,700.00
BnahE Priomh BnahE Baili Cuntas Taisce Micnairgead
0.00! 0.00 0.00| 0.00
Difear Neamhréitithe (Ba chdir go ndéanfal an figilr seo réiteach go 0.00 sula geuirfear faoi bhraid an Bhoird Bhainistiochta @) 0.00{
IGach Banc Réilllhal \

Fior 1: Sliocht as Raiteas Imréitigh Bainc 6 Theimpléad an FSSU don Tuairiscit Miosuil

B. Cuntas loncaim agus Caiteachais i gcomparaid leis an Tuarascail ar an mBuiséad

Sa tuarascail seo, tugtar na sonrai maidir leis an ioncam agus caiteachas ar fad a chuaigh tri
chuntais bhainc na scoile le mi. Usaidtear cairt na gcuntas ata ag FSSU chun céd de réir

catagéire a thabhairt i gcas na méideanna ioncaim agus caiteachais ar fad. Gniomhartha
athbhreithnithe:
« Déan athbhreithniu ar gach figiuir lena chinntit go bhfuil cuma réasunach ar gach figiur

* Breathnaigh ar an difear idir an méid ata i ndiaidh titim amach agus an méid a bhi sa bhuiséad.
Mas rud €, mar shampla, go bhfuil an caiteachas ar staiseandireacht i ndiaidh an figiur sa
bhuiséad a sharu, caithfear an caiteachas a islit i réimse eile né an t-ioncam a ardu leis an
scéal a réiteach. Cinntigh go bhfuil an bhunline go féill ar staid bharrachais/chéimhea.
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lonchur/ EcoinneBuiséad
Allmhairia

céd Bliain go Data Buiséad Bliain go Data | Bliain go Data v
Ainmnidil v Buiséad Buiséad
20XX/20XX 20XX/20XX
IONCAM SCOILE larmbhir 20XX/20XX Difriocht % Difriocht
3010|Buiséad Caipitiochta/Neamhpha 15,000 19,488 |- 4,488 -23.03%
3020|Deontas DEIS 5,405 5,700 |- 295 -5.18%
3050|Buiséad Pa Neamhtheagaisc - - 0.00%
3140|Deontas do Threalamh Oideachais Speisialta 10,275 10,275 0.00%
3151|An Deontas Leabhar Scoile in Aisce - 6,960 |- 6,960 -100.00%
3152 |Deontas Riarachain na Scéime Leabhar Scoile in Aisce - 559 |- 559 -100.00%
3230|Deontas TFC Neamhchaipitidil 2,680 4,204 |- 1,524 -36.25%
3245|Costais Deontais d’Abhair Eolaiochta - - 0.00%
3275|Deontas Mionoibreacha Neamhchaipitiala - 7,110 |- 7,110 -100.00%
3289|Deontas Costas Maireachtala Aon Uaire - - 0.00%
3290|loncam Deontais Neamhchaipitil Eile RO - - 0.00%
3292|Deontas Trialacha Caighdeénaithe - 522 |- 522 -100.00%
3293 |Deontas Solathair Samhraidh - - 0.00%
3294|Deontas le haghaidh Tionlacaithe Bus - - 0.00%
3296/ Deontas Béili Scoile na Roinne Coimirce Saisialai 6.786 6.786 0.00%

Fior 2: Sliocht as Tuairisc 3 - loncam agus Caiteachas na bliana go dti seo i gcomparaid leis an mBuiséad 6 Theimpléad an

FSSU don Tuairiscit Miosuil

C. Tuarascail ar loncam agus Caiteachas Caipitiuil

Mas rud é go bhfuil an bord tar éis tabhairt faoi thionscadal caipitil, tionscadal tégala mar shampla,
is tAbhachtach go ndéanfar monatdireacht ar leithligh ar an ioncam agus ar an gcaiteachas a

bhaineann leis an tionscadal sin.

Gniomhartha athbhreithnithe:

. Déan athbhreithniu ar gach figiuir lena chinntit go bhfuil cuma réasunach ar gach figiur
. An bhfuil an bord fés ag cloi leis an ioncam ata imfhalaithe leis an tionscadal seo a chistiu?

loncam Deontais Foirgniochta Caipitil RO

loncam 6 Thiomsu Airgid do Thionscadail Chaipitiila

loncam 6 Rannlocalochtal Tuismitheoirl le Tionscadail Cl =

loncam ¢ Ranniocalochtal Patrun/lontaobhai le Tionscad| =

loncam 6 Tionscadail Chaipitil Eile Stait

loncam 6 Dheontas Caipitil le haghaldh Mion-Oib a =

Capital Donations Income -

loncam Deontais Daingneain, Feistis & Trealamh RO -

loncam Caipitil 6 Deontais TFC RO

a e [l fo e |

IONCAM CAIPITIUIL IOMLAN

O O 10N O O N N O EE

O N [ RO OO I RO I O i

Costas Deontas Caipitivil Tégala RO

Mionoibreacha COVID: Costas Tégala -

Costas Tiomsaithe Airgid don Chlar Caipitidil Tégala -

Costas Ranniccalochtal Tuismitheoiri le Togail Chaipitidi| -

Costas Rannl tal P aithe le Togail G

Costas Foirgniochta Caipitil Elle Stait

Sintitis Caipititla i leith Costais Foirgniochta

loncam 6 Amichadh Camtha ar Threalamh Caipitidil

loncam 6 Amdchadh Camtha én Deontas TFC Caipititil

CAITEACHAS CAIPITIUIL [OMLAN 8,500

8,500

GLANBHARRACHAS / (EASNAMH) | 1,500 |

-1

-1 -1

-1

T 0]

GHLANBHARRACHAIS / (EASNAIMH) agus CAIPITEAL] 1,575 |

3,705 |

4,700 |

1,625 |

6375] 5805] 12990] 2350 ]

2750 | 6,130 |

1,940 |

1,140 | 7.755

Fior 3: Sliocht as Tuarascail 2 - loncam agus Caiteachas Caipitil agus Culchisti 6 Theimpléad an FSSU don Tuairiscit

Miosuil
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D. Liosta na gcreiditnaithe go léir / Liosta na bhfabhruithe / Achoimre ar an ioncam ata faighte
don chéad scoilbhliain eile agus réamhiocaiochtai

Ma ta an bord le bheith abalta an sreabhadh airgid a thuar don am ata le teacht agus léargas coir a
fhail ar an staid airgeadais reatha, ta sé tabhachtach liosta a dhéanamh de shonraisc ata faighte
ach nar iocadh fés agus de shonraisc ata le fail fés. Chun an liosta seo a chur le chéile gach mi, nil
le déanamh ach gach sonrasc mar sin a choinneail mar aon le liosta na sonrasc ata fos le fail, i
bhfilltean eile.

Ar an gcaoi chéanna, ba choir don bhord a bheith ar an eolas maidir le haon ioncam ata tagtha
isteach sa chuntas bainc sa scoilbhliain reatha ach a bhaineann leis an gcéad scoilbhliain eile.
Féadfaidh sé sin tarlu sa téarma deireanach, mar shampla, i gcasanna ina mbailitear airgead ciosa
le haghaidh turas scoile don chéad bhliain eile roimh dheireadh na scoilbhliana reatha.

Gniomhartha athbhreithnithe:

* An bhfuil na sonraisc & gcur faoi bhraid an bhoird mar is ceart?

* Ar cuireadh an obair curtha i gcrich go sasuil?

* An bhfuil na costais a bhfuiltear ag suil leo formheasta ag an mbord?

* An bhfuil an t-ioncam ar fad a fuarthas roimh ré deighilte de réir a chéid féin?
E. Tuarascail Pharolla

Ba chéir don phriomhoide agus don chisteoir athbhreithnit a dhéanamh ar an tuarascail ‘6 mhéid
comhlan go méid glan’ 6 chéras parolla na scoile agus a n-ainm a chur 1éi. Sa tuarascail seo, tugtar
eolas maidir le pa comhlan gach fostai agus tugtar le fios na méideanna a asbhaineadh i leith
canach, ASPC, MSU agus aon asbhainti eile. Leantar ar aghaidh ansin go dti an glanmhéid a
fhaigheann an fostai.

Gniomhartha athbhreithnithe:

* An bhfuil na fostaithe ar fad ata ar an mbord ar liosta na dtuarascalacha parolla?
* Ar cuireadh an obair curtha i gcrich go sasuil?
* An bhfuil aon athruithe ar ratai pa formheasta ag an mbord?

* An ndearnadh iocaiochtai le comhaltai de chuid an choiste roghndireachta a phroiseail tri
pharolla?

* An bhfuil conradh fostaiochta ag gach fostai?
« Ariocadh an IMAT/ASPC/MSU leis na Coimisinéiri loncaim?

CEIM 3 - An tuarascail airgeadais a chur i lathair i gcruinnit de chuid an bhoird bainistiochta:

Agus an t-athbhreithniu curtha i gcrich ag an gcisteoir agus ag an bpriomhoide, agus ag comhalta
eile den bhord mas ga, ba chéir achoimre ar na saincheisteanna tabhachtacha a chur le chéile agus
a chur i lathair an bhoird iomlain. Ba choir na nithe seo a leanas ar a laghad a bheith sa tuarascail:

* Na hiarmhéideanna bainc réitithe ar gach cuntas bainc

* An t-ioncam agus caiteachas iomlan don bhliain go data agus néta le tabhairt le fios an bhfuil na
méideanna sin de réir an bhuiséid

* Uasdatu maidir le tionscadail chaipitil, mas bainteach

» Sonraisc agus creidiunaithe gan ioc
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* Aon saincheisteanna ar thainig an cisteoir orthu mar chuid den athbhreithnit mionsonraithe
» Ba chdéir don chisteoir aon cheisteanna 6 chomhaltai an bhoird a fhreagairt

« Ba chdir don bhord an tuarascail a fhormheas go foirmiuil agus ba choir néta a dhéanamh den
mhéid sin sna miontuairisci.

An déigh le hullmhuchan agus taisceadh na gcuntas bliantuil a eagru

* Ni mér do gach bord bainistiochta coip de na cuntais bhliantula a chur faoi bhraid an FSSU
faoin 28 Feabhra gach bliain lena chinntiu go ndéantar Alt 18 den Acht Oideachais, 1998, a
chomhlionadh. Ba chdir don bhord bainistiochta cuntais bhliantula na scoile a ghlacadh go
foirmiuil sula gcuirtear faoi bhraid an FSSU iad. Ba cheart coip de na cuntais fhormheasta a
chur ar aghaidh chuig an bpatran

» Caithfidh gach bord cuntaséir seachtrach a earcu chun cuntais bhliantula a chur faoi bhraid an
FSSU thar a cheann. Meastar na cuntais sin a bheith i gcomhréir le ceanglais Alt 18 den Acht
Oideachais, 1998, le ceanglais tuairiscithe bhliantuil an Achta Carthanas, 2009, agus le
ceanglais reachtula na Priomh-Oifige Staidrimh

* Ni mér do bhoird cuntasaiocht ar bhonn fabhraithe a Usaid lena gcuntais a ullmhi agus na
cuntais sin a chur i lathair i bhformaid chaighdeanaithe an FSSU. Caithfidh Cuntasairi
Seachtracha Scoile na cuntais a ullmhu san fhormaid a éilionn an FSSU

« Cinntionn an cisteoir go n-ullmhaitear na cuntais agus doiciméid uile don chuntasoir scoile
seachtrach ag deireadh na scoilbhliana

* Agus na dréachtchuntais curtha i gcrich ag an gcuntasoir seachtrach, cuirtear i Iathair an bhoird
iad lena dhaingniu foirmiuil a fhail agus seoltar céip chuig an bpatrun

* Ni moér don bhord a chinntii go ndéantar na cuntais bhliantula a fhormheas agus a chur faoi
bhraid an FSSU faoin 28 Feabhra gach bliain.
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Beidh an tabla thios ina chuidiu leis na taifid a ullmhu don chuntasoéir seachtrach:

*  Priontail gach raiteas bainc 6n 1 Mean Fémhair 202X go dti an 31 Lunasa 202Y

¢ larmhéideanna Tosaigh Bainc — seiceail go bhfuil na méideanna a taifeadadh ar an
01/09/202X ceart

agus go bhfuil seiceanna ata amuigh agus a tugadh ar aghaidh én mbliain roimh ré
ceart

* larmhéideanna Deiridh Bainc — seiceail go bhfuil na méideanna a taifeadadh ar an
31/08/202Y ceart
cinntigh go bhfuil gach imréiteach bainc curtha i gcrich go dti an 31 Lunasa 202Y

* Seiceanna nar briseadh — déan athbhreithniu ar sheiceanna ata as data, i.e., mas
data nios mé na 6 mhi roimhe ata
orthu, iarr ar an mbanc stop a chur leo agus iad a aisiompd, i.e., iad a chealu
snha cuntais

* Deimhnigh go bhfuil gach iocaiocht agus faltas breactha leis na cdéid chearta sa
teimpléad don tréimhse an 1 Mean Fémhair 202X go dti an 31 Lunasa 202Y maidir le
gach cuntas bainc a bhfuil ainm na scoile air

* Déan athbhreithniu ar gach idirbheart a breacadh don bhliain - rith tuairisc ar

locaiochtai agus Idirbhearta agus déan athbhreithniu ar idirbhearta 6 thaobh cruinnis
agus comhsheasmhachta de

O Déan athbhreithniua ar liosta na n-iocaiochtai agus na bhfaltas amuigh ar an
raiteas imréitigh bainc lena chinntiu go bhfuil siad cruinn

O Ba cheart aon iontrail dhiblach/mhicheart a cheartu

* Cinntigh go bhfuil an t-iarmhéid sa mhionairgead i gcomhréir le méid an airgid thirim
ata sa taisceadan ar an 31 Lunasa 202Y agus go bhfuil na doiciméid chultaca go
Iéir ar taifead

Cinntigh go bhfuil an t-iarmhéid ar an gcuntas carta creidmheasa i gcomhréir leis an
méid ata dlite ar an mbille ar an 31 Lunasa 202Y agus go bhfuil an na doiciméid
chultaca go léir ar taifead

+ Déan athbhreithnit ar shonraisc 6 sholathraithe neamhioctha agus tabhair liosta don
chuntaséir de gach sonrasc 6 sholathrai agus aon mhéideanna eile ata dlite ag an
mbord, a bhaineann leis an mbliain airgeadais 202X/202Y agus nar iocadh fés ar an
31 Ldnasa 202Y

« Déan athbhreithniu ar réamhiocaiochtai, is é sin drachas, conarthai cothabhéla agus
iocaiochtai bliantula eile. Tabhair mionsonrai faoi gach ceann diobh do chuntasaéir na
scoile

* Déan athbhreithniu ar ioncam a fhaightear roimh an gcéad téarma scoile eile,
e.g., ioncam 6 na turas scoile, etc., deontais a fhaightear roimh ré, etc., agus
tabhair na sonrai a bhaineann le faltais mar sin don chuntaséir
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* Tuarascalacha parolla — cinntigh go bhfuil na catagoiri cearta roghnaithe le
haghaidh fostaithe agus
go bhfuil iocaiochtai leis na Coimisinéiri loncaim & miondeall sna catagdiri cearta
parolla mas feéidir

* Déan athbhreithnit ar na méideanna ata le hioc leis na Coimisinéiri loncaim
maidir le cain Pharolla, CBL/RCT

¢ Cinntigh go bhfuil gach iocaiocht leis na Coimisinéiri loncaim taifeadta i gceart faoi
na catagéiri iomchui ar an teimpléad

. j’abhai'r céipeanna de thuairisceain loncaim don chuntaséir i gcas na nithe seo:
IMAT/ASPC — méideanna ioctha leis na Coimisinéiri loncaim agus méideanna
dlite doibh
CBL/RCT — méideanna até ioctha leis na Coimisinéiri loncaim agus méideanna ata
dlite doibh

* Déan athbhreithniu ar an anailis ar ioncam agus caiteachas maidir le deontais
imfhalaithe agus cinntigh gur cuireadh sna catagairi cearta iad. Tabhair mionsonrai
faoi dheontais imfhalaithe nar caitheadh faoi dheireadh na bliana don chuntasair, e.g.,
Deontas Leabhar Scoile in Aisce

* Cuntas bainc Chumann na dTuismitheoiri: déan cinnte go gcuirtear na doiciméid
airgeadais go léir ar fail don chuntasoir lena gcur san aireamh sa chuntas bliantuil
airgeadais, i.e., raitis bhainc agus aon doiciméid chultaca a bhaineann le caiteachas.

Seo thios ta amline mholta a bheidh mar chuidiu chun spriocdhata an 28 Feabhra a bhaint amach:

Céimeanna le Cuntais Bhliantula Scoile a Ullmhu Spriocdhata

Cuireann an bord an fhaisnéis airgeadais go léir ata riachtanach ar fail do chuntaséir An 30 Mean Fémhair
seachtrach na scoile maidir leis an scoilbhliain dar crioch an 31 Lunasa roimhe sin

Cuireann cuntasoir seachtrach na scoile isteach na dréachtchuntais bhliantula An 30 Samhain

Nuair ata an bord sasta gur léiriG cruinn ar staid airgeadais na scoile ata sna cuntais, An 31 Nollaig n6

déanann an bord iad a dhaingnit go foirmiuil agus sinionn an cathaoirleach agus comhalta nios luaithe de réir

amhain eile de chuid an bhoird iad mar a éilionn an
patrin

Eilitear ar chuntasoiri/initichdiri seachtracha scoile rochtain a dhéanamh ar chéras slan An 28 Feabhra
néalbhunaithe ar line chun comhardu trialach na scoile a chur isteach agus chun céip PDF
de na cuntais fhormheasta a uaslodail

Cén doéigh maoirseacht a dhéanamh ar chlar sécmhainni na scoile

Clar S6cmhainni Seasta

Ba chaéir don chisteoir a chinntit go bhfuil céras ann le sécmhainni a rianu, trealamh TFC agus
earrai luachmhara eile, cuir i gcas. Ba chéir do gach scoil clar sécmhainni a choinneail ina dtugtar
eolas maidir le trealamh suntasach agus earrai caipititla. Ba choir an clar a choinneail cothrom le
data agus eolas a bheith ann maidir le trealamh suntasach agus earrai caipitiula ata faighte ag an
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scoil a bhfuil sé beartaithe iad a usaid ar bhonn leantach go ceann nios mé na bliain. Ba choir an
liosta seo a sheiceail agus a uasdatu go rialta agus ba chéir earrai a chur leis nuair a fhaigheann an
scoil sonrasc ina thaobh.

Dea-chleachtas ata ann cuntas fisiciuil a dhéanamh uair sa bhliain ar a laghad agus go dtabharfadh
duine eile faoi seo seachas an duine a choinnionn a chlar. Ba chair difriochtai idir an cuntas fisiciuil
agus an méid a thugtar sa chlar a initchadh go pras.

Cuidiu don scoil a bheidh i gclar sécmhainni seasta le go mbeifear in ann usaid éifeachtach a cuid
s6cmhainni a bhainistit agus le s6cmhainni ina n-ionad a phleanail. Beidh na nithe seo fior faoi
chomh maith i dtaobh an chlair, afach:

- beidh sé mar chuid thabhachtach de nésanna imeachta na scoile lena chinntit go nglacann baill
foirne le freagracht as s6cmhainni a chaomhnu go sabhailte

- cuirfidh sé ar a gcumas do lucht bainistiochta na scoile tabhairt faoi sheicealacha
neamhspleacha maidir le caomhnaéireacht shabhailte sbcmhainni agus chun stop a chur le
gadaiocht né mi-usaid

- beidh sé ina chuidiu ag na hiniachaéiri seachtracha chun teacht ar choncluidi maidir le raitis
airgeadais agus cérais airgeadais na scoile

« beidh sé mar thacaiocht le haghaidh éilimh arachais ma bhionn déitean, goid né aon
chaillteanais eile ann.

Ta Clar Sécmhainni Seasta samplach ar fail anseo agus ta sampla de seo thios:

Clar S6cmhainni Samplach

Meéid. Mir. Costas Data a Roinn Ait a gcoimeadtar Uimhreacha
ceannaiodh Scoile Aithint
RIOMHAIRI | , _ | |
2 HP 7500 | €4,800.00 04/08/20XX | TF | Seomra 10, 34 C/CP/1-2
3 HP 7300 | €3,120.00 | 03/11/20XX Foirne | Seomra 11, 35 | SICP/1-3
1 HP 7500 €1,100.00 04/08/20XX | TF Seomra an Priomhoide | CP/1
2 | Dell 2100K | €2,820.00 | 04/01/20XX | Foirne | Seomra 13, 47 | AD/L1-2
| TREALMH OIFIGE | ' | A ,
1 Printéir Canon 3060 | €9680.00 | 03/0/20XX Foirne Seomra an Runai | TICV/I1-16
| CLOSAMHAIRC , v v , |
5 Teilifis Sony 21” | €2,250.00 | 01/01/20XX | C/A | Seomra 9,10, 25,32, 24 | TV 1-5
3 | Seinnteoir DVD Sony | €750.00 | 03/03/20XX | C/A | Seomra 9, 25, 32 | DVD 1-3
2 Taifeadain Fisedin €480.00 05/09/20XX | C/A Seomra 10, 34 VR1-2
Sony ‘ , | A
7 Osteilgeoiri | €2,600.00 | 02/03/20XX | Oideachas | Seomra1,2,3,4,5,12 | O/HP1-7
20 Clair bhana €11,120.00 | 03/08/20XX | Rang Seomrai stérais T/BS/1-20

Idirghniomhacha
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An tsli lena chinntiu go gcuirtear rialuithe inmheanacha scoile i bhfeidhm agus
go gcloitear leo

* Seol an seoladh riomhphoist agus uimhir rolla chuig primary@fssu.ie. Ar an déigh sin, déanfar a
chinntiu go bhfaighidh tu na treoirlinte ar fad a eiseofar mar aon le fograi maidir le seimineair
ghréasain

* Noésanna imeachta iocaiochta — déan cinnte gurb iad an cisteoir agus an cathaoirleach araon,
no an cisteoir agus toscaire an chathaoirligh, a dhéanann iocaiochtai a fhormheas ar an gcéras
baincéireachta né i gcas seiceanna. Mura bhfuil riomhbhaincéireacht i bhfeidhm ag an mbord
cheana féin, ba chéir € sin a chur in iul don bhord agus tus a chur |éi

* Nosanna imeachta a bhaineann le hairgead a fhail — déan cinnte go bhfuil admhalacha laimhe
no leictreonacha ar bun. Ba chair ldistedlacha a dhéanamh go slan agus miondealu ar
I6istedlacha a choinneail sna taifid. Ba chéir an méid airgead tirim a choinneail chomh teoranta
agus is féidir. Ta corais bhailithe éagsula ar fail ar line le haghaidh scoileanna

* Nésanna imeachta ceannaigh — ba cheart an t-orduchan ar fad a fhormheas roimh ré

» Ba chdir cloi le nésanna imeachta tairisceana lena chinntii go mbainfear amach an luach is
fearr ar airgead

* Ba chdir tri mheastachan a fhail nuair is féidir le haghaidh ceannachan agus tionscadail mhéra,
e.g., clair bhana a cheannach don scoil ar fad. Déan teagmhail leis an Aonad um Sholathar do
Scoileanna chun cuidiu a fhail le cursai tairisceana agus le rochtain a dhéanamh ar chonarthai
ata cheana ann de chuid na hOifige um Sholathar Rialtais - procurementsupport@spu.ie

+ [ocaiocht pa - an bord a dhéanann ratai pa a fhormheas. Ba cheart athbhreithniti a dhéanamh
ar na tuarascalacha parolla gach mi

» Smacht a choinneail ar stoc agus ar shdcmhainni — iarr ar mhuinteoiri agus glantoiri/feighlithe
cuntas stoic a dhéanamh gach téarma

+ Ba chéir don chisteoir athbhreithnit a dhéanamh ar na cérais faisnéise airgeadais taobh istigh
den scoil lena chinntiu go bhfuil eolas déthanach ag an mbord chun cinnti a dhéanamh agus
lena shasamh go bhfuil airgeadas na scoile & bhainistit ar bhealach ina ndéanfar oibleagaidi an
bhoird a chomhlionadh i leith an phobail na scoile, na Roinne Oideachais agus Scileanna agus
pairtithe leasmhara eile, na Coimisinéiri loncaim, cuir i gcas

+ Beidh teacht ag an gcisteoir ar na taifid chuntasaiochta uile ata ag an scoil, amhail bunraitis
bhainc, comhfhreagras, sonraisc, clar na sécmhainni agus taifid pharolla

» Cuireann an FSSU teimpléid agus treoirlinte ar fail maidir le gach riali inmheanach airgeadais.
Féach ar suiomh gréasain www.fssu.ie. Ma bhionn aon riachtanais ar leith ann, déan teagmhail
linn agus beimid in ann cuidiu leat.

An doéigh lena chinntiti go gcomhliontar ceanglais an Achta Oideachais,
1998, mar aon le ceanglais dhoiciméad rialachais na scoile 6 thaobh
chursai airgeadais na scoile de

Tugtar dualgais an bhoird 6 thaobh an rialachais airgeadais de san fhoilseachan Lamhleabhar
Rialachais do Bhunscoileanna. Anuas ar na ceanglais a luadh cheana féin sa doiciméad seo,
déantar tagairt sa lamhleabhar d’oibleagaidi an bhoird i leith cheanglais na gCoimisinéiri loncaim
agus an Rialalai Carthanas.
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Na Coimisinéiri loncaim
| gcas boird bhainistiochta, ba chéir don chisteoir monatéireacht a dhéanamh ar dha phriomhréimse
a bhaineann le riachtanais na gCoimisinéiri loncaim a chomhlionadh:

1. IMAT/ASPC

Is é an bord bainistiochta fostair dlithitil gach fostai sa scoil. Ta an bord bainistiochta freagrach as a
chinntiu go bhfaigheann gach fostai cearta bunusacha fostaiochta airithe. Ta na cearta seo a riall ag
reachtaiocht mhionsonraithe fostaiochta. Os rud é gurb é an bord bainistiochta an fostéir dlithiuil, ta
sé freagrach as a chinntil go mbionn gach iocaiocht a dhéanann an scoil i gcomhréir le rialachain
IMAT/ASPC/MSU.

Gniomhartha Athbhreithnithe:

» Ba chdir don scoil feidhm a bhaint as pacaiste bogearrai parolla né feidhm an pharolla a
sheachfhoinsiu

» Cinntigh go gcomhlionann na hiocaiochtai ar fad a dhéantar le fostaithe ceanglais na
gCoimisinéiri loncaim. Tég asbhainti ag an bhfoinse i gcas IMAT, MSU agus ASPC 6 na
hiocaiochtai a dhéantar le fostaithe agus cuir na hasbhainti sin chuig na Coimisinéiri loncaim

* Achinntiu go ndéanann na hiocaiochtai a dhéantar le comhaltai den choiste roghnuchain, le
teagascairi, le coitsealaithe, etc., riachtanais na gCoimisinéiri loncaim a chomhlionadh. A
chinntit go dtégtar asbhainti ag an bhfoinse i gcas IMAT, MSU agus ASPC 6 na hiocaiochtai a
dhéantar agus go gcuirtear na hasbhainti sin chuig na Coimisinéiri loncaim

» Coinnigh agus cothabhail clar gach fostai ar phaipéar né go leictreonach

* Na Coimisinéiri loncaim a chur ar an eolas faoi gach fostai nua sa scoil agus gach fostai nach
bhfuil ag obair ann nios mé

+ Tuairisceain ar fad an pharolla le haghaidh na gCoimisinéiri loncaim a chur isteach agus a ioc in
am.

Ta tuilleadh eolais ar fail anseo.

2. Cain Conarthai lomchui agus CBL Aistrithe Tailli

Is mar “phriomhchonraitheoir” a ainmnitear bord bainistiochta scoile, ina chail mar chomhlacht arna
bhunu le reacht agus arna chistiu ina iomlaine n6 den chuid is mo 6 chisti arna geur ar fail ag an
Oireachtas.

Ciallaionn sé sin go bhfuil bord bainistiochta freagrach as na ceanglais le haghaidh RCT agus
tuairisceain CBL a chomhlionadh nuair a dhéantar iocaiochtai a bhaineann le ‘hoibriochtai tégala’.
Ta céras leictreonach éigeantach RCT tugtha isteach ag na Coimisinéiri loncaim agus éifeacht leis
6n 1 Eanair 2012 do gach priomhchonraitheoir. On data sin ar aghaidh, ni mér Seirbhis Ar Line na
gCoimisinéir loncaim a usaid do gach comhdu agus fégra a chuireann priomhchonraitheoir faoi
bhraid na gCoimisinéiri loncaim.

Faoi Alt 20 den Acht Airgeadais, 2011, ta rialachain nua tugtha isteach a bhfuil tionchar acu ar
choireail chanach iocaiochtai le conraitheoiri ata earcaithe ag scoileanna chun tabhairt faoi
“oibriochtai foirgniochta”.
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Gniomhartha Athbhreithnithe:

» Ba chdir Seirbhis ar Line na gCoimisinéiri loncaim a bheith i bhfeidhm ag an scoil né an theidhm
RCT/CBL a sheachfhoinsiu

» Cinntigh go gcomhlionann na hiocaiochtai ar fad a dhéantar le conraitheoiri ceanglais na
gCoimisinéiri loncaim. Airitear sa mhéid sin aon obair dheisitichain - ta feidhm aige le nios mé
na go direach oibreacha caipitiula tégala

» Coinnigh agus cothabhail na taifid ar fad is cui ar phaipéar né go leictreonach
* Na Coimisinéiri loncaim a chur ar an eolas faoi gach conradh nua agus gach conradh scortha
* Na tuairisceain ar fad le haghaidh na gCoimisinéiri loncaim a chur isteach agus a ioc in am.

Ta tuilleadh eolais ar fail ar shuiomh gréasain an FSSU ach cliceail anseo.

An Rialalai Carthanas

Is € an Rialalai Carthanas an ghniomhaireacht rialala reachtuil naisiunta d’eagraiochtai
carthanachta in Eirinn. Faoin Acht Carthanas, 2009, tugtar le fios gur carthanas ata i ngach scoil
aitheanta in Eirinn agus éilitear orthu claru leis an Rialalai Carthanas.

Ba chdéir don chisteoir a chinntiu go bhfuil a hUimhir Charthanais Chlaraithe (UCC) faighte ag an
scoil 6n Rialalai Carthanas.

Gniomhartha Athbhreithnithe:

« Cinntigh go ndéantar na cuntais bhliantuil a chur faoi bhraid an FSSU in am. Ma chloitear leis an
spriocdhata seo, déantar a chinntit go gcloifear le ceanglais an Rialalai Carthanas le haghaidh
sonrai bliantula airgeadais

« Cinntigh go gcuirtear an tUdaras Rialéla Carthanas ar an eolas ma thagann aon athru ar
shonrai comhaltai den bhord

+ Cinntigh go bhfuil an Uimhir Charthanais Chlaraithe ar taispeaint ar shuiomh gréasain na scoile,
mar aon le habhar tiomsaithe airgid agus paipéar ceannteidil

« Cinntigh go gcuirtear in iul don Rialalai Carthanas i scribhinn maidir le haon chion i gcas arb é
an tuairim ata agat agus forais réasunacha agat go ndearnadh cion né go bhfuil cion &
dhéanamh faoin Acht um Cheartas Coiriuil (Cionta Gadaiochta agus Calaoise), 2001.

T4 treoir mhionsonraithe eisithe ag an Udaras Rialala Carthanas le haghaidh iontaobhaithe
carthanas tar teideal Treoir d’lontaobhaithe Carthanais ata ar fail ar
www.https://www.charitiesrequlator.ie/media/1449/quidance-for-charity-trustees-ga-2017.pdf.

Tiomsu airgid
Ta sé rithabhachtach go dtabharfaidh scoileanna faoin tiomsu airgid ar bhealach oscailte,
trédhearcach, ionraic, freagrach agus go léiritear meas.

Sna cisti a thugtar do charthanais, is féidir airgead a aireamh chomh maith le maoine agus
socmhainni de gach sort.

Beidh na cisti a thugtar do charthanais i gceann amhain de na tri chatagdir seo a leanas:

1. Cisti srianta
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2. Cistineamhshrianta
3. Cisti ainmnithe

Ni mér don bhord ioncam neamhshrianta, srianta agus sainithe a shainaithint ar bhonn
leordhéthanach agus ni mér idirdhealt a dhéanamh eatarthu agus tuairisciu orthu ionas gur féidir
ioncam agus culchisti a thuairisciu go leordhéthanach. Déanfaidh cuntasoéir seachtrach na scoile na
mireanna sin a chddu ag deireadh na bliana ach ni mér é a chur ar an eolas ina dtaobh.

T4 treoirlinte mionsonraithe do charthanais foilsithe ag an Udaras Rialala Carthanas - Treoirlinte do
Chumainn Charthanachta maidir le hAirgead a Thiomsu 6n bPobal.

Feidhmeanna eile an chisteora

* Achinntid nach ndéanann an bord aon cheangaltas airgeadais nach bhfuil aon fhorail ann ina
leith. Is ga don phatran aon iasachtai n6 rétharraingti a fhormheas roimh ré

* Achinntiu go ndéantar gach socraiocht Iéasa/iasacht a fhormheas agus déantar monatdireacht
orthu

* Achinntit go ndéantar monatodireacht ar na hiocaiochtai agus nésanna imeachta uile a
bhaineann le maoin né fearas na scoile a fhruilii, mar shampla, an halla spairt, diseanna
riomhaireachta

» Achinntiu go bhfuil arachas leordhéthanach ann le haghaidh foirgneamh agus inneachair agus
go bhfuil riachtanais eile arachais i bhfeidhm chomh maith, dliteanas poibli, mar shampla

» Achinntiu go bhfaightear ceadu i scribhinn 6n bpatran le haghaidh aon oibreacha caipititla. Is
ga cloi leis na nésanna imeachta cearta le haghaidh tionscadail chaipitil. Is féidir tuilleadh
comhairle a fhail ina leith seo 6 www.spu.ie

+  Achinntit go bhfuil an Céras Eileamh ar Line ag feidhmit i gcomhréir le Ciorclan 24/2013 —
‘Treoirlinte Oibriochta do Bhoird Bhainistiochta agus do Bhaill Foirne ata Ainmnithe chun

An Céras Eileamh ar Line a fheidhmit i mbunscoileanna agus i meanscoileanna
aitheanta’. (Féach Aguisin 2)
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Aguisin 1: Deontais 6n Roinn Oideachais is inioctha le Bunscoileanna
Déantar na deontais a riomh bunaithe ar lion na ndaltai ata ar an rolla a chuireann an bord faoi
bhraid na Roinne Oideachais gach bliain.

Is féidir teacht ar an méid ata ar fail i ngach deontas don bhliain reatha ar shuiomh gréasain an
FSSU.

Nuair a fhaigheann an scoil deontas, gheofar fogra riomhphoist én Roinn Oideachais ina dtabharfar
le fios an chuis ata beartaithe don airgead. Is féidir scriobh chuig remittance@education.gov.ie chun
teagmhail a dhéanamh leis an Roinn Oideachais. Tabhair uimhir rolla na scoile sa teachtaireacht
riomhphoist agus beidh siad in ann deimhniu a thabhairt faoi na deontais a fuair an scoil, Deontas
Caipitiochta, Deontas Mionoibreacha né Deontas Leabhar Scoile in Aisce, mar shampla.

Deontas Caipitiochta

+ foctar an Deontas Caipitiochta caighdeanach ina dha thrathchuid, is é sin 70% de i mi Eanair
agus 30% de i mi an Mheithimh gach bliain

» Ta an deontas bunaithe ar 60 dalta ar a laghad a bheith ar an scoil

» Faigheann scoileanna speisialta agus scoileanna priomhshrutha a bhfuil ranganna speisialta
iontu ratai méadaithe.

N.B. Nuair a thagann méadu n6 laghdu ar an lion ar rolla sa scoil, déantar na hiocaiochtai le
haghaidh mhi Eanair a riomh de réir an lin ar rolla na bliana roimhe sin agus cuirtear an
coigeartu iomlan i gcas lion ar rolla na bliana reatha i bhfeidhm ar iocaiocht mhi an Mheithimh.

Deontas Cuntach

+ foctar an Deontas Cuntach i mi an Mharta gach bliain

* Ta an deontas bunaithe 60 dalta ar a laghad agus 500 dalta ar a mhéad a bheith ar an rolla «
Faigheann scoileanna speisialta an deontas bunaithe ar an lion muinteoiri lanaimseartha.

Deontas Leabhar Scoile in Aisce

« Ta an Deontas Leabhar Scoile in Aisce bunaithe ar lion na ndaltai ar rolla na scoile.
« loctar i dtrathchuid amhain é i mi Aibreain gach bliain.

Deontas DEIS (Scoileanna DEIS amhain)

« [octar an Deontas DEIS i mi an Mheithimh den bhliain roimhe

* Faigheann na scoileanna siud ata mar chuid den Chlar Tacaiochta Scoile faoi DEIS deontas a
bhionn bunaithe ar leibhéal an dluth-mhibhuntaiste i ngach scoil agus ar lion na ndaltai ar rolla
na scoile.

Ba cheart aon cheisteanna maidir leis an deontas DEIS a chur chuig an Aonad um lonchuimsiu
Soisialta sa Roinn Oideachais.

Deontas Trialacha Caighdeanaithe

ioctar Deontas na Tastala Caighdeanaithe i mi Aibreain de ghnath gach bliain.
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Aquisin 2: Treoirlinte le haghaidh Choéras na nEileamh ar line

1. Réamhra

Ta Ciorclan 24/2013 eisithe ag an Roinn Oideachais — ‘Treoirlinte Oibriochta do Bhoird
Bhainistiochta agus do Bhaill Foirne ata Ainmnithe chun An Céras Eileamh ar Line a
fheidhmii i mbunscoileanna agus i meanscoileanna aitheanta’. Is é is cuspoir don Chiorclan
seo udarais agus baill foirne bainistiochta scoileanna a chur ar an eolas faoi na nésanna imeachta
agus moltai maidir le cinealacha éagsulacha casanna aslaithreachta ar ga iad a chur chuig an
Roinn Oideachais gach coicis. Ta sé ina bhonn chomh maith chun sonrai fostaiochta muinteoiri
ionaid a thaifeadadh agus déanann sé iocaiochtai leo a éascu. Déanfar na nésanna imeachta agus
na moltai a thugtar a chur i bhfeidhm i dtélamh.

| dTreoirlineAirgeadais P09 — 2021/2022 tugtar an t-eolas ata sa Chiorclan, agus leagtar béim ar
cheanglais nua a bhaineann leis an tslandail agus tuairisciu.

2. N6ésanna Imeachta Slandala
Ni mor doibh siud ata udaraithe le OLCS a usaid na nithe seo a leanas a chomhlionadh:

a) a ID usaideora, pasfhocal, seoladh riomhphoist agus faisnéis eile a choinneail go slan an t-am ar

fad agus gan iad a nochtadh d’aon duine eile, baill foirne eile san aireamh

b) gan pasfhocail a nochtadh do thriu pairti

c¢) logail amach as OLCS sula bhfagann siad riomhaire gan aon duine ina bhun
d) gan aon riomhchlar a udaru a gcuid sonrai slandala a stérail sa chuimhne.

Is féidir Esinet a Usaid le rochtain a dhéanamh ar an OLCS. Suiomh slan ata ann. Mar bheart
slandala, mas rud é nar usaideadh feidhmchlar an OLCS le breis agus triocha néiméad, déanfar an
t-Usaideoir a logail amach as an gcdras go huathoibrioch.

Ma tathar tar éis na sonrai logala isteach a chailleadh n6 a ligean i ndearmad, beidh sé riachtanach
na sonrai a cuireadh ar fail nuair a claraiodh ar an OLCS den chéad uair a fhiordheimhniu agus
sonrai nua logala isteach a lorg.

3. An rdl ata ag Boird Bhainistiochta Maidir
leis an mBord Bainistiochta:

a) ta de dhualgas ar an mBord Bainistiochta a chinntii go gcoimeadtar slaine an choérais ag leibhéal
na scoile i gconai

b) ba chaéir don bhord réil an phearsanra ata pairteach san OLCS a fhaomhadh go foirmidil

c) caithfidh an bord a chinntit nach mbeidh an rél mar lontralai Sonrai agus Ceadaitheoir ag an
duine céanna i scoil i gcas ar bith

d) a chinntiu go gcoinneoidh an scoil go sabhailte na doiciméid tacaiochta a cuireadh isteach ar an
OLCS maidir leis an bhfaisnéis a bhaineann le casanna aslaithreachta ball foirne agus le
fostaiocht ionadaithe. Is leis na taifid phearsanra chui ba choéir na doiciméid sin a choinneail, i.e.,
teastais dochtura, freastal ar chursai inseirbhise né ionghairme agus foirmeacha iarratais le
haghaidh saoire arna faomhadh ag an mbord
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Ba choir tuairisc ghairid a Iéamh le haghaidh na miontuairisci i ngach cruinniu den bhord
bainistiochta ina dtugtar ainm na muinteoiri ionaid agus na muinteoiri pairtaimseartha a ndearnadh
éilimh ina leith ar chéras OLCS 6 bhi an cruinniu boird deireanach ann.

4. Réil a bhaineann leis an gCéras Eileamh ar line
Ta ceithre rdl ar leith ann a thugtar do phearsanra ar leibhéal na scoile chun an OLCS a fheidhmiu.
Is mar seo a leanas na roil sin:

a) lontrail Sonrai

Is € an rél ata ag an duine ata freagrach as casanna aslaithreachta ball foirne, cliseanna leis an
aslaithreacht, uimhreacha PSP muinteoiri ionaid agus cuiseanna fostaiochta a chur isteach na na
sonrai féin a chur isteach, i.e., sonrai maidir le

casanna aslaithreachta ball foirne, éilimh ar bhaill foirne écaideacha agus baill foirne

neamhdcaideacha agus sonrai eile a chur isteach ar an gcoras.

ROl ar leith é rél an té ata i mbun lontrail Sonrai. Nior choéir don duine céanna sin tabhairt faoi rol
déach ar an OLCS i gcas ar bith.

Ni ceart go mbeadh an duine lontrala Sonrai fostaithe mar chuntéir riachtanas speisialta sa scoil.
b) 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. Ba choir don Cheadaitheoir na
nithe seo a leanas a chinntiu i gcénai:

i) go ndéantar na sonrai ar fad, go hairithe sonrai cuntais bainc muinteoiri agus cuntéiri riachtanas
speisialta, a chur isteach mar is ceart sa chéras

ii) go ndéanfaidh an ball foirne cdéip den fhoirm “Foirm chun Ball Foirne a shocrd” a shiniu agus go
gcoinneoidh an scoil céip den fhoirm i gcomhad pearsanra an bhaill foirne

iii) go gcloitear leis na téarmai i gCiorclain 6n Roinn a bhaineann le grinnfhiosrachan, claru
muinteoiri, ballraiocht i scéim pinsin aonair, etc., agus éilimh & ndéanamh

iv) go bhfuarthas doiciméid tacaiochta, e.g., teastais dochtura agus foirmeacha iarratais le
haghaidh casanna aslaithreachta mar gheall ar shaoire, etc., 6n mball foirne agus go ndearna an
bord bainistiochta iad sin a fhormheas nuair ba gha sula ndéantar na sonrai faoin tsaoire ar OLCS

v) déantar gach cas aslaithreachta a thaifeadadh ar OLCS, biodh sé inionadaithe né na

biodh.

¢) An Dara Ceadaitheoir

Ta an Dara Ceadaitheoir ann chun an tsaoire né na héilimh a cheadu i dtaca le tréimhsi
aslaithreachta an Chéad Cheadaitheora agus, ina theannta sin, is féidir leis an Dara
Ceadaitheoir sonrai ata curtha isteach ag an duine lontrala Sonrai a cheadu.
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d) Riarthéir Aitiuil
ROl breise is ea an Riarthoir Aititil a thugtar don Chéad Cheadaitheoir sa scoil. An rél ata ag an té

seo na roil iontrala sonrai a thabhairt do dhaoine eile sa scoil agus Usaideoiri nua iontrala sonrai a
shocru.

Chun ceadaitheoir nua a shocru, ba chéir an fhoirm “Foirm larratais chun Ceadaitheoir a Athrd” a
ioslédail 6n leathanach baile ar OLCS, i a chomhlanu agus a chur sa phost chuig an Roinn
Oideachais.

Déantar an ID usaideora nua agus pasfhocal nua a eisiuint chuig an gCeadaitheoir le casadh an
phoist.

5. Pasfhocail a athshocru

Ta céras uathoibrithe ar fail anois a chuireann ar a gcumas d’Usaideoiri scoile a bpasfhocal féin a
athshocru. Ta sé tabhachtach go ndéanfaidh Usaideoiri scoile taifeadadh da seoladh riomhphoist
agus iad ag logail isteach le husaid a bhaint as an gcéras uathoibrithe. Nior chéir ach don usaideoir
claraithe an seoladh riomhphoist seo a usaid.

6. Tuarascalacha

Is ann d’ais ar OLCS lena leithéid de thuarascalacha a phriontail.

Ma bhionn sonrai faocina chasanna aslaithreachta ag teastail 6 bhall foirne, ba chéir an
tuairisc abhartha a ghiniuint, a phriontail agus a thabhairt don bhall foirne.

Ba chair tuairisc a thabhairt ar na casanna aslaithreachta ar fad a taifeadadh ar chéras OLCS
do gach ball foirne chomh minic agus a mholann bord bainistiochta na scoile a leithéid ach ba
chéir aon tuairisc amhain ar a laghad a chur ar fail gach téarma scoile. Ba chéir do gach uile
bhall foirne an tuairisc aslaithreachta a shinia agus ba chéir céip den tuairisc sin a choinneail
sa scoil.

7. Rian Inituchta

Mar a bhionn i gceist i gcas gach coérais riomhairithe, coinnitear rian iniuchta ar an gcoras de thaifid,
de dhata agus d’am na n-idirbheart uile.

Ceanglaitear ar an Roinn aon éilimh chalaoiseach ar iocaiocht maidir le huaireanta
lonadaiochta n6 Pairtaimseartha, né aon taifid fhalsaithe maidir le cead neamhlaithreachta, a
chur ar aghaidh go dti an Garda Siochana. In imthosca den chineal sin, an Garda Siochana a
dhéanfaidh cinneadh maidir leis an gcaingean a ghlacfar, ma ghlactar aon cheann, agus
d’fhéadfadh ionchuiseamh coiriuil a bheith ann da bharr.
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