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1. Introduction

Travel and subsistence allowances may be paid to members of the board of management,
Principal, Deputy Principal, teaching and non-teaching staff for necessary travel required to
carry out school business under the terms set out below.

2. Types of business for which expense may be claimed:

i) Members of a Board of Management may be paid expenses at the normal
rate of travelling and subsistence for journeys necessarily incurred in
connection with attendance at Board Meetings and for any other journeys
necessarily undertaken in the performance of their duties as board members
(e.g. serving on Selection Boards).

ii) The Principal of a Community or Comprehensive School when for good and
sufficient reasons he/she is engaged in carrying out school business, either in
his/her capacity as Principal or as Secretary of the Board of Management,
he /she may be paid expenses at the normal rate of travelling and subsistence.
The Principal shall not be entitied to travel or subsistence allowances for
attendance at Board of Management meetings and/or for attending the
school in the normal way.

iii) Members of A.C.C.S. (Association of Community & Comprehensive Schools);
A.P.V.C. (Association of Principals and Vice Principals of Community and
Comprehensive Schools) and N.A.P.D. (National Association of Principals and
Deputy Principals), as appropriate may be paid expenses at the normal rate
of travelling and subsistence in respect of attendance at annual conferences
and performance of duties as may be required throughout the year on behalf
of the A.C.C.S., AP.V.C. and N.A.P.D. Executives (e.g. meetings with the
Department). Boards may also provide for a maximum of three regional



meetings per year for members of the A.C.C.S.; A.P.V.C. and N.A.P.D., as
appropriate. A maximum of two overnight allowances is allowable for annual
conferences.

iv) Teachers may be paid expenses at the normal rate of travelling and

subsistence for school business approved by the Principal and Board of
Management (e.g. supervising work Experience locations).

v) Non-Teaching Employees of a Board of Management may be paid expenses

at the normal rate of travelling and subsistence for journeys necessarily
undertaken by them in the performance of duties subject to the prior

approval.

vi) Independent members of the selection committee may be paid expenses at

the normal rate of travelling and subsistence for journeys necessarily
undertaken by them. Journeys between home and the school or interview
location are not business journeys and any reimbursement of motoring
expenses (including taxi fares) in respect of the cost of such journeys is
taxable.

Approval of expense claims:

All business for which travel and subsistence expenses are claimed must be
substantive and essential to the operation of the school.

All expense claims must be verified and approved by the Principal and by the
Chairperson where the Principal is the claimant before payment is made.

Employees of the Board must have prior approval from the Principal before
incurring expenses for which they intend to make a claim.

Claims must be made on the approved school claim form.
General Guidelines and Conditions

Headquarters for the purpose of these regulations shall be the school. Except
in the case of board members entitled to travelling and subsistence for journeys
necessarily incurred in connection with attendance at Board of Management
meetings, travelling expenses will not be paid in respect of any portion of a
journey which covers all or part of a person's usual route between home and
headquarters.

Regulations governing travel and subsistence claims arising from Department
sponsored in-service courses are set out separately. Where travel arises in
relation to other in-service for teachers, the travelling allowance should be
calculated by applying the public service transport rate or the reduced rate of
mileage, as appropriate.



Where a person proceeds on an official journey direct from home or returns
home direct, the travelling allowance payable will be calculated by reference
to the distance from home or the school /headquarters whichever is the lesser.
The mileage year for purposes of payment of motor mileage rates shall be the
calendar year.
Travel should be by the shortest practicable route and by means of public
transport where this is conveniently available. Where a private car is used,
calculation of motor mileage allowance is based on the cubic capacity of the
vehicle as reckoned for taxation purposes.
In the case of a person who uses his/her own car, where public transport
could have been used, the amount to be allowed for the person's own car in
respect of mileage allowance must not exceed the cost of public transport.
Personnel will be authorised to use private transport for reasons connected
with school business only in the following circumstances where:

O no suitable public transport (i.e. train or bus) is available,

o public transport is suitable only at equal or greater expense, or

O the use of public transport would result in the loss of official time which

it is necessary to avoid.

Where more than one person is travelling to the same meeting, arrangements
should be made to avoid the unnecessary duplication of the use of more than
one car.
Taxis or cars should only be hired when no suitable public transport is available.
Receipts should be supplied with all such claims.
The subsistence allowance payable is not intended to meet the whole cost of
subsistence when absent from home and headquarters and is not intended to
be a source of emolument or profit.
A day allowance is payable in respect of an absence from home or school of
5 hours and more than 8 km away from the school or home. Time spent at
school /headquarters or on journeys from home to school or vice versa will not
reckon towards the qualifying period of 5 hours.
A night allowance is payable for an absence at a place more than 100 km away
from a person's home or school. The night allowance covers a period up to 24
hours from the time of departure as well as any further period not exceeding 5
hours. Where an absence includes one or more nights, a day allowance will be
paid only if the last period of 24 hours is exceeded by 5 or more hours.
Deductions to be made from the subsistence rate to take account of meals
provided to an officer at no cost to him /herself, are as follows:
* where lunch or dinner is provided, a five-hour rate should b deducted;
* where both lunch and dinner are provided, a ten-hour rate should be
deducted;
* where breakfast is provided, half the appropriate five-hour rate should be
deducted.
Travel and subsistence claims should be submitted immediately and certainly
within one month of the journey having been made.
Board members and employees of the board engaged on board/school
business are responsible for their own insurance while using their own private



* vehicle for work purposes. A Declaration Form as outlined in Appendix 1 must
be completed by any employee/board of management member using their
private vehicle for school business purposes. (Department of Education Circular
0017/2016) Principal and employees of the board who are required to pay
higher premiums to effect insurance cover for their own cars because they (a)
provide transport for pupils in certain specified circumstances defined by the
board or (b) otherwise make their cars available for such use, may be recouped
the extra costs involved on production of the necessary receipts.

*+ Rates are laid out in Appendix 2

5. Procedure

* Claims for travel and subsistence allowances should be made
through the Principal as Secretary of the Board of Management
on the approved claim form

e All claims should show the purpose of the journey, the mode of transport used,
the capacity of the engine in cc’s, the total mileage travelled, actual dates
and fimes of departure and return.

* The cumulative mileage /kilometres for the year to date must be included on

the claim form. This includes all mileage/kilometres claims from any source.
* The Principal and Board of Management shall check the claim and be satisfied
that the claim satisfies the guidelines above and:
o the journey was duly approved
o the claim is not a duplicate claim
o where a private car was used, there was no reasonable alternative
o the mileage claimed (where applicable) is correct;

* All expenses should form part of the annual school budget and review.

* All such expenditure should be clearly identified in the school’s financial
records and in the annual accounts.

*  Principal, members of the Board and employees of the Board who are
required to use his/her car for official business will require authorisation to do
so. Each person so authorised must sign the undertaking provided to Appendix
1.

* The authorised original claim shall be retained by the Board for a period of
seven years and be available for inspection.

* If from time to time any expense issue arises which is not covered by these
guidelines, the Principal should bring the matter to the attention of the
Chairperson who will decide what response is appropriate.

6. Contacts:

For questions about this policy, contact the board of management or Barbara Mackey,
School Accountant by email to mackeyb@crescentsj.com

7. Policy Review:



This policy will be reviewed annually and updated where necessary.
Adopted by board of management on 16" February 2022

Signed by the Chair on behalf of the board of Management

Ll el

Note:

This document is issued by the FSSU to encourage and facilitate the better administration
and management of charitable organisations. That guidance was published as part of a
suite of guidance, intended to provide support to boards of management, by putting in
place systems, processes and policies which ensure schools are managed in an effective,

efficient, accountable and transparent way.

This document is not, nor is it intended to be, a definitive statement of the law and it does
not constitute legal advice. This document is not a substitute for professional advice from
on appropriately qualified source. The FSSU recommends that board of management
consult their governing document or obtain their own independent legal advice where
necessary. The FSSU accepts no responsibility or liability for any errors, inaccuracies or

omissions in this document.



Appendix 1

Indemnity Declaration Form for use of personal motor vehicle on official school
business authorised by the Board of Management (Circular 0017/2016)

To be completed by Teaching staff, Non-Teaching staff, Board of Management
Members and other persons conducting official school business on behalf of the

Board of Management.

| acknowledge that the authority given to me by the Board of Management of Crescent
College Comprehensive SJ, to use my own motor vehicle (details of nominated vehicle

) on official school business, is subject to any relevant
regulations or conditions in force from time to time and, in particular, to the condition
that it is insured, and will continue to be insured, by me for the purpose of the Road
Traffic Act 1961.

| have duly informed my conventional motor insurer of such business use and this
reflected in my motor insurance policy.

It is at present insured with and |
undertake to notify my School’s Principal/ Board of Management of any change.

| am aware that the Board of Management of Crescent College Comprehensive SJ,
the Department of Education, nor the State, will accept no liability for any loss or
damage resulting from the use of my motor vehicle on official school business, including
professional development.

| further confirm that | am not prohibited from driving due to any legal constraints
imposed by the judicial system.

Signed:

Position:

Date:




Appendix 2

Civil Service motoring and bicycle rates

Cars (rate per kilometre)

Distance band Engine capacity up to  Engine capacity 1201cc - Engine capacity 1501cc and

1200c¢cc 1500cc over
Upto 1,500km o, s ot 39.86 cent 44.79 cent
(Band 1)
1,501 - 5,500 km 70.00 cent 73.21 cent 83.53 cent
(Band 2)
5,501 - 25,000
km 27.55 cent 29.03 cent 32.21 cent
(Band 3)
25,001 km and
over 21.36 cent 22.23 cent 25.85 cent
(Band 4) |

Motorcycles (rate per kilometre)

Motorcycle rates (from 5 March 2009)
Engine capacity up Engine capacity Engine capacity 251 Engine capacity

Di ~ v
istance to 150cc 151ce - 250 ec ce - 600 cc 601cc and over
4
Up to 6,437 14.48 cent 20.10 cent 23.72 cent 28.59 cent
6,438 km and
s an 9.37 cent 13.31 cent 15.29 cent 17.60 cent

over



Appendix 2 continued.....

Civil Service subsistence rates

Rates for assignments within the State
Overnight allowance

Domestic overnight subsistence rates (from 1 October 2018)

Rate category Rate
Normal rate €147.00
Reduced rate €132.30
Detention rate €73.50

Day allowances

Domestic dav subsistence rates (from [ July 2019)

Period of assignment Rate
Ten hours or more €39.08
Between five and ten hours €16.29



