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The ESF PEIL Programme as adopted by the Commission is available on the eufunding.justice.ie              Website.

The competent authorities responsible for the management and control systems under the European Social Fund (Article 123 of Regulation (EU) No 1304/2013) are set out below. 

	Competent Authority
	Authority Name
	Authority contact details

	Managing Authority
	ESF Policy & Operations Unit
	Department of Education & Skills, Block 2 Floor 2, Marlborough Street, Dublin 1
Eircode: D01RC96
Email: peil@education.gov.ie
External : (+353) (1) 8892003  www.esf.ie

	ESF Audit Authority
	Financial Control Unit
	Department of Education & Skills, Block 2 Floor 2, Marlborough Street, Dublin 1
Eircode: D01RC96
Email: peil@education.gov.ie
External : (+353) (1) 8892003  www.esf.ie

	Intermediate Body
	Financial Management Unit,

	Department of Justice and Equality, 51 St Stephens Green, Dublin 2, Ireland 
Eircode: DO2TD 
Email: eufunds@justice.ie 
External : (+353) (1) 4602480 
www.justice.ie

	Beneficiary Body
	The EU Funds Unit / the Office for the Promotion of Migrant Integration /Gender Equality Division

	Department of Justice and Equality, Bishops Square, Redmond's Hill, Dublin 2, Ireland 
Eircode: DO2TD99 
Email: eufunds@justice.ie 
External : (+353) (1) 4790233   www.justice.ie
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[bookmark: _Toc478368485][bookmark: _Toc5715249][bookmark: _Toc456861534]Introduction

This document provides guidance to funded organisations on key requirements, policies and procedures relating to the administration of PEIL European Social Fund (“ESF”) projects.

The content of this guidance is informed by the rules and regulations laid down by the European Union (see Appendix 1 for a list of the relevant European Regulations) and best practice experience and lessons learned by the Department of Justice and Equality in managing EU funding. These procedures are being provided to guide you in the effective and efficient management and administration of your PEIL ESF project.

An EU Funds Unit Coordinator has been assigned to work directly with your project. Your Coordinator is the primary point of contact in relation to the project contract, and on financial and activity monitoring and reporting. The EU Funds Unit will assist projects with any queries that arise and points to note may be circulated arising from the ongoing liaison with and monitoring of projects. Training seminars and information meetings may also be arranged if a need is identified.

[bookmark: _Toc477789213][bookmark: _Toc477789289][bookmark: _Toc477789214][bookmark: _Toc477789290]This guidance manual is divided into 13 sections and contains a number of appendices. Each section provides important information you need to know about the administration of your project. This document may be updated to reflect changes in the rules governing the Funds or the requirements of the Department.

[bookmark: _Toc477876286][bookmark: _Toc478368486][bookmark: _Toc5715250]Eligible Expenditure

The Eligibility Rules for ESF project costs have been set by the Managing Authority in Ireland (Department of Education and Skills) in accordance with Article 65(1) of Council Regulation (EU) No 1303/2013. These rules are included at Appendix 2 to this Guidance. Your ESF Grant may only be used to cover eligible project costs as set out in these Rules. Further Guidance is provided at section 8 below on how to determine, categorise and account for your eligible project costs.

1. [bookmark: _Toc471721101][bookmark: _Toc471721198][bookmark: _Toc471721443][bookmark: _Toc471734476][bookmark: _Toc471742380][bookmark: _Toc471742443][bookmark: _Toc471806164][bookmark: _Toc471806233][bookmark: _Toc471831572][bookmark: _Toc471831660][bookmark: _Toc471831749][bookmark: _Toc476127341][bookmark: _Toc476127416][bookmark: _Toc476140986][bookmark: _Toc476149089][bookmark: _Toc476212068][bookmark: _Toc476212154][bookmark: _Toc476233199][bookmark: _Toc478111451][bookmark: _Toc478368263][bookmark: _Toc478368394][bookmark: _Toc478368487][bookmark: _Toc478368603][bookmark: _Toc478368977][bookmark: _Toc478454776][bookmark: _Toc478454889][bookmark: _Toc478454995][bookmark: _Toc478455101][bookmark: _Toc478455198][bookmark: _Toc478455292][bookmark: _Toc478455386][bookmark: _Toc478455481][bookmark: _Toc478455575][bookmark: _Toc478455705][bookmark: _Toc480818925][bookmark: _Toc481492047][bookmark: _Toc488399418][bookmark: _Toc5715251][bookmark: _Toc478368491]
2. [bookmark: _Toc478454777][bookmark: _Toc478454890][bookmark: _Toc478454996][bookmark: _Toc478455102][bookmark: _Toc478455199][bookmark: _Toc478455293][bookmark: _Toc478455387][bookmark: _Toc478455482][bookmark: _Toc478455576][bookmark: _Toc478455706][bookmark: _Toc480818926][bookmark: _Toc481492048][bookmark: _Toc488399419][bookmark: _Toc5715252]
3. [bookmark: _Toc478454778][bookmark: _Toc478454891][bookmark: _Toc478454997][bookmark: _Toc478455103][bookmark: _Toc478455200][bookmark: _Toc478455294][bookmark: _Toc478455388][bookmark: _Toc478455483][bookmark: _Toc478455577][bookmark: _Toc478455707][bookmark: _Toc480818927][bookmark: _Toc481492049][bookmark: _Toc488399420][bookmark: _Toc5715253]
[bookmark: _Toc5715254]Lead Organisations and Project Partners

The lead organisation is the company that holds the grant agreement and has the responsibility of reporting to the Department all project financial expenditure, activities and outputs, whether these were directly incurred or generated by your own organisation or by partner organisation(s).

A project partner is defined and named in the Grant Agreement with the Department. It is not allowable to change project partners without the prior approval of the Department. 

[bookmark: _Toc478368492][bookmark: _Toc5715255]Partnership Agreement
There must be a written partnership agreement in place between the lead organisation and each project partner.  It is the responsibility of the lead organisation to put this agreement in place. The agreement must be reviewed and signed by all parties at board level. It is the responsibility of the lead organisation to ensure that all project partners adhere to the eligibility rules and reporting requirements of the ESF. 

As the lead organisation, you must provide the Department with a letter signed on behalf of the boards of the partner and lead organisations, which states that the partner organisation is a partner for the purposes of this ESF project and that a partnership agreement has been signed and is available for inspection. 

[bookmark: _Toc478368493][bookmark: _Toc5715256][bookmark: _Toc476149094][bookmark: _Toc476212073][bookmark: _Toc476212159][bookmark: _Toc476233208][bookmark: _Toc478111458][bookmark: _Toc478368494]Information and Publicity
4. [bookmark: _Toc478454782][bookmark: _Toc478454895][bookmark: _Toc478455001][bookmark: _Toc478455107][bookmark: _Toc478455204][bookmark: _Toc478455298][bookmark: _Toc478455392][bookmark: _Toc478455487][bookmark: _Toc478455581][bookmark: _Toc478455711][bookmark: _Toc480818931][bookmark: _Toc481492053][bookmark: _Toc488399424][bookmark: _Toc5715257]
[bookmark: _Toc5715258]Purpose
It is a condition of the grant agreement that all publications and promotional literature associated with the project, for example posters, web sites, leaflets and reports, must contain the ESF and Department of Justice logos (See Section 13 of this document for further details). These are available to download from the EU Funds Unit website. 

The following text must accompany the logos: “This project is co-fundedorted by the Irish Government and the European Social Fund (ESF) as part of the ESF Programme for Employability, Inclusion and Learning (PEIL) 2014-2020.“

Also, please note that all research and policy related publications related to your ESF project should include a statement that the views contained in the publication do not necessarily reflect those of the Department or the European Commission. All publications must be in line with agreed relevant project actions as set out in your grant agreement. See section 13 of this document for further information on the logo and publicity requirements.

[bookmark: _Toc478368495][bookmark: _Toc5715259][bookmark: _Toc476212076][bookmark: _Toc476212162][bookmark: _Toc476233211][bookmark: _Toc478111461][bookmark: _Toc471734511][bookmark: _Toc478368496]Funding and Grant Payments
5. [bookmark: _Toc478454785][bookmark: _Toc478454898][bookmark: _Toc478455004][bookmark: _Toc478455110][bookmark: _Toc478455207][bookmark: _Toc478455301][bookmark: _Toc478455395][bookmark: _Toc478455490][bookmark: _Toc478455584][bookmark: _Toc478455714][bookmark: _Toc480818934][bookmark: _Toc481492056][bookmark: _Toc488399427][bookmark: _Toc5715260][bookmark: _Toc480811469]
[bookmark: _Toc5715261]Payment Process
The Department of Justice and Equality’s system of grant payments is intended to provide forward funding for contract holders.  Funding will be provided in regular instalments over the course of the project and in accordance with the payment schedule contained in your grant agreement.

Once the Department has received the signed and dated grant agreement and accompanying documents, the first payment of 30% of your grant will be transferred to your project’s bank account. A further two instalments of 30% will be paid in accordance with your Payment Schedule (Appendix C to your grant agreement) subject to 80% of the previous instalment being spent on eligible expenditure.

Fourth and final 10% instalment -  This payment is made retrospectively on receipt and approval of a final financial and project report. In order to receive this final payment, all expenditure related to the project must be incurred and paid out of your bank account. Please ensure that you have the funds in place to cover your costs pending receipt of the final payment. Any outstanding project queries or issues must all be resolved prior to this final payment being made.

Note that at each stage where 80% of prior funding has been spent, it will be necessary for the project to demonstrate to the satisfaction of EU Funds Unit that the balance of grant funding received but unspent, is still available in its bank account.

Details of the contract conclusion process will be provided near the project end date. Please bear in mind that the EU Funds Unit will apply the “non-profit principle” described in section 6.2.2 below and this may affect the value of your final payment.
[bookmark: _Toc471734510][bookmark: _Toc478368497][bookmark: _Toc5715262]Grant Payment Arrangements 
You will be asked to submit the following in order to secure your first payment: 
· Current tax clearance access number (TCAN). The company name on the TCAN must match both that on the memorandum and articles of association and grant agreement
· Most recent and signed audited accounts (for organisations subject to audit exemption, a copy of the most recent Income and Expenditure statement and Balance Sheet). 
· Bank details form (Appendix 4) for the account into which the grant payments are to be made 
· Signed copy of the grant agreement.
[bookmark: _Toc456861537][bookmark: _Toc478368498][bookmark: _Toc5715263][bookmark: _Toc456188766][bookmark: _Toc456192452][bookmark: _Toc456861538][bookmark: _Toc458159893][bookmark: _Toc459304292][bookmark: _Toc459365897][bookmark: _Toc463424475][bookmark: _Toc458159894][bookmark: _Toc459304293][bookmark: _Toc459365898][bookmark: _Toc463424476][bookmark: _Toc458159895][bookmark: _Toc459304294][bookmark: _Toc459365899][bookmark: _Toc463424477][bookmark: _Toc459304295][bookmark: _Toc459365900][bookmark: _Toc463424478][bookmark: _Toc459304296][bookmark: _Toc459365901][bookmark: _Toc463424479][bookmark: _Toc459304297][bookmark: _Toc459365902][bookmark: _Toc463424480][bookmark: _Toc459304298][bookmark: _Toc459365903][bookmark: _Toc463424481][bookmark: _Toc459304299][bookmark: _Toc459365904][bookmark: _Toc463424482][bookmark: _Toc476212080][bookmark: _Toc476212166][bookmark: _Toc476233215][bookmark: _Toc478111465][bookmark: _Toc456861539]Project Monitoring, Verification and Reporting Requirements
6. [bookmark: _Toc478454789][bookmark: _Toc478454902][bookmark: _Toc478455008][bookmark: _Toc478455114][bookmark: _Toc478455211][bookmark: _Toc478455305][bookmark: _Toc478455399][bookmark: _Toc478455494][bookmark: _Toc478455588][bookmark: _Toc478455718][bookmark: _Toc480818938][bookmark: _Toc481492060][bookmark: _Toc488399431][bookmark: _Toc5715264][bookmark: _Toc478368499]
[bookmark: _Toc5715265]Project Monitoring
All projects are required to return a quarterly progress report to the EU Funds Unit. This report must be made on the reporting template provided by the EU Funds Unit. The report will be in three parts:
1. Quarterly Operating Report – you will be reporting on progress in the delivery of the project against the milestones contained in the agreed project plan that forms part of your Grant Agreement (see further detail in section 6.6.1 below);
2. Quarterly Financial Report – you report project expenditure against the budget profile that forms part of your Grant Agreement (see further detail in section 6.2.1 below)
  3.	Participant Tracking Report - you will report on the numbers of participants that have benefited from the project in the reporting period (see further detail in section 6.4.1 below). 
The information should be returned by email within the calendar month following the end of the quarterly period. 
[bookmark: _Toc456861550][bookmark: _Toc478368500][bookmark: _Toc5715266]Reporting Financial Expenditure

[bookmark: _Toc478368991][bookmark: _Toc478368501]Quarterly Financial Reports (QFR’s)
The Department’s system of Quarterly Financial Reports (QFRs) is intended to provide the Department with assurance regarding the management of public funding. 

The submission of timely, accurate and complete quarterly financial returns forms a part of your contractual obligations with the Department. Please note that it is a condition of your contract to submit a quarterly financial report even if you have not incurred expenditure in that period.

It is always important to ensure that quarterly financial reports are approved by the appropriate personnel or board members in your organisation, and that all supporting documentation is attached and in agreement with the reported expenditure. This will reduce time spent in administration by you and by the Department and will reduce the risk of delays to payments.

The following supporting documentation is required with your QFR:
· Copies of timesheets, salary slips, payroll revenue payments, and supporting documentation in respect of employer pension contributions for that quarter
· Supporting bank statements for the full period for the designated bank account, if applicable, and copies of relevant bank statement pages for other accounts from which payments have been made if applicable. Please highlight the relevant payments from other bank accounts on the bank statements
· Copy statement for the Designated Project Cost Centre, if applicable, outlining details of all postings to that Cost Centre 
· Copy of invoices for all non-pay expenses (excluding expenditure covered by the apportionment policy, this will be verified on site during verification visits)

[bookmark: _Toc478368502]Applying the Non Profit Principle 
At the end of each project, the Department is required under the ESF rules to apply the ‘Non Profit Principle’. This means that when we consider making the final 10% grant payment to your organisation, we must take into account any income generated by your project through, for example, fees charged or sale of products, as well as any contributions from third parties that are not official project partners.

Contributions from third parties could be, for example, donations, private funds and co-funding from non-official partners which may or may not come from public funds. Receipts generated by the project include such things as fees charged, sales, rentals or other equivalent income during the project lifetime. Projects are required to include any receipts or contributions received in the QFRs.

[bookmark: _Toc478368503]Final Expenditure Declaration
In concluding your ESF grant agreement you will be required to submit a “Final Expenditure Declaration”, which will be due four weeks after the project end date. This is separate from and in addition to your final QFR. The Final Expenditure Declaration details all eligible expenditure which was not included in the quarterly financial reports to the end of your project.  It accounts for the remainder of project expenditure incurred before the project end but paid thereafter, for example, PAYE and PRSI payments to Revenue and Pension payments. Please note that:
· All such expenditure must have been presented and paid through your bank account. 
· All eligible expenditure must have been incurred between the start date and end-date of the project as shown in the grant agreement. 
· Co-funding (if applicable) must also be spent and reported during the term of the contract.
· Where the final statement of expenditure is less than the total value of your grant, you will be required to waive your entitlement to the outstanding balance and return any unspent monies from your bank account. This process is referred to as “decommital of funds”
Once we have received your final financial declaration and all outstanding queries are resolved, we will be able to issue the remaining part of your grant. Please ensure that you have working capital funds in place to cover your expenditure until the final expenditure declaration is approved and the final payment released.

[bookmark: _Toc478368504][bookmark: _Toc5715267]Annual Financial Statements & Reconciliation of Income and Expenditure

Each Grantee must ensure that annual audited financial statements (where available or where the annual turnover of the organisation has exceeded €100,000) are prepared, finalised, approved and submitted to the Department within four months of their respective financial year end. The financial statements submitted must include detailed separate analysis of ESF income and expenditure. The grantee shall also comply with the requirements for financial statements outlined in Section 5 of D/PER Circular 13/2014. The Department will review your Annual Financial Statements as part of its verification checks 

Where audited financial statements are unavailable and annual turnover of the organisation has not exceeded €100,000 a copy of the Income and Expenditure Accounts should be submitted.

[bookmark: _Toc478368505][bookmark: _Toc5715268]Reporting Operational Information

The European Social Fund PEIL requires that information on all participants on activities funded by the ESF is maintained and reported to the European Commission. All projects selected for funding will be required to gather and report data on Common Output Indicators. (See Appendix 2). Projects will be required to provide participant data across a number of characteristics when a participant starts the project, when they complete the project and six months following completion. The numbers of targeted persons from project interventions funded by the ESF PEIL Programme will be collated by the Department for reporting to the European Commission. Each funded project is therefore required to maintain participant tracking records and submit participant tracking information to the Department on a quarterly basis.

[bookmark: _Toc478368506]Participant Tracking Report
The project must maintain an accurate record of each participant on file. “Participants” refers to persons benefitting directly from your project who can be identified and asked for their characteristics. Each participant should be allocated a unique participant identifier. The project may choose to use its own participant reference number from an already existing tracking system. This is important to reduce the risk of double counting of participants. Where a participant benefits from a project intervention on more than one occasion over the life of the project it is important that they are tracked using their assigned unique participant identifier.

The participant information gathered should be used to complete the Participant Tracking Report for submission to the Department. It is not necessary to report the names of participants. We recognise that, for certain types of intervention, e.g. holding an information session, it may not always be practical to gather participant data for all participants.

 The Department will not directly seek the name of the participant but in making your quarterly reports you should ensure consistency in your use of the numbering system and ensure that there is a full audit trail back to the participant for all data reported to the Department.

[bookmark: _Toc478368507]Quarterly Operational Reports (QOR’s)
The system of Quarterly Operational Reports (QORs) is intended to provide the Department with assurance regarding the progress being made on the project’s objectives. The Department will use these reports to ensure that timely progress is being made with the implementation of the project as set out in the grant agreement and that the objectives and the key indicators and milestones for the project are being met.

The submission of timely, accurate and complete Quarterly Operational Reports (QORs) is part of your contractual obligations with the Department. Please note that it is a condition of contract to submit a quarterly report even if you have nothing new to report or the project has not commenced.

It is always important to ensure that QORs are approved by the appropriate personnel or board members in your organisation, and that all supporting documentation is maintained. This will reduce time spent in administration by you and by the Department and will also reduce the risk of delays to payments. Funding may be discontinued if there is insufficient progress in achieving the project objectives, key indicators and milestones.

[bookmark: _Toc478368508]Final Operational Report
In concluding your ESF grant agreement, you will be required to submit a final operational report. This is separate from and in addition to your final Quarterly Operational Report. A template will be provided to you nearer the end of your project.


[bookmark: _Toc478368509][bookmark: _Toc5715269]Changing Your Project Plan
The project plan represents the overall plan for the full duration of your ESF project. This document is a key component of your grant agreement and sets out your objectives, outcomes, outputs and success indicators. Your project plan is broken down into quarterly milestones to facilitate project monitoring. It is important to emphasise that it is not envisaged that significant changes to the Project Plan would take place during the project’s lifetime.

However, if, once the project has commenced, a view is reached in your organisation at a senior level that it is not possible or desirable to implement the project as originally contracted, you may request a change to your Project Plan. This must be done in writing using a template provided by the Department, on which you will need to set out the reasons for the proposed change and explain why you are unable to implement the project as originally contracted. It is important to remember that any changes to your Project Plan must be approved by the Department in advance of being implemented. Changes may result in a reduction to the overall size of the project grant.

[bookmark: _Toc471831756][bookmark: _Toc480811478][bookmark: _Toc5715270]Varying your budget 
You have limited discretion to vary your own budget. 

· The project budget was agreed in advance of signing the grant agreement. The budget clearly distinguishes between direct and indirect costs. Total costs for the project must not exceed 140% of direct staff costs (i.e. Direct Salary Costs plus Direct Staff Costs).
· For direct costs only, projects may, at their own discretion, vary a budget line up to a maximum limit of €1,000 or 10% of the total for that line, whichever is the greater. There must be no impact on the overall direct costs budget. Any such variation must be reported in the next Project Quarterly Financial Report (a template for these reports will be provided), including a statement of the reason for the adjustment and why it was necessary in order to achieve the agreed project objectives.
· Any direct cost budget variation greater than this, and all indirect costs variations may only be done with the written approval of EU Funds Unit, which must be sought according to a prescribed template at specified times in the reporting cycle.
· No transfers between direct and indirect costs are permitted.
· Where variations are indicative of changes at the project level to some of the activities being carried out and/or services provided, projects are reminded of the strict requirements regarding procurement and publicity.

[bookmark: _Toc456861542][bookmark: _Toc478368510][bookmark: _Toc5715271]Management Verifications		
Article 125 of Regulation (EU) No 1303/2013 of the European Parliament and of the Council of 17 December 2013 provides that administrative controls (i.e. desk–based verifications and on-the spot, announced and unannounced, verifications) should be carried out in respect of each project. 

The following bodies may carry out verification checks/audits of your project:-
· The European Court of Auditors;
· The ESF Managing Authority;
· The ESF Audit Authority;
· The Intermediate Body
· The Beneficiary Body (EU Funds Unit/Office for the Promotion of Migrant Integration/ Gender Equality Division in the Department of Justice and Equality);
· The Comptroller and Auditor General
The grant agreement includes the right for the above bodies and their agents, at all reasonable times, to enter any property owned or occupied by the project, to exercise powers of audit over all grant beneficiaries, contractors and sub-contractors who receive European Union funding under the Activity Implementation Plan (AIP) and to inspect and take copies of all records relating directly and / or indirectly to the project.
 
[bookmark: _Toc456861543][bookmark: _Toc478368511][bookmark: _Toc5715272]Desk- Based Verifications
Desk-based verifications will be carried out in respect of all quarterly financial and operational reports submitted to the Department. Desk-based verifications comprise a complete review of the supporting documents (such as invoices and proofs of payment, etc.) Each project will be expected to submit scanned copies of all documentation supporting the audit trail (e.g. invoices, receipts, payslips, details of procurement compliance etc.) 

[bookmark: _Toc456861544][bookmark: _Toc478368512][bookmark: _Toc5715273]On –the –spot verifications
A sample of projects will be selected each year for on-the-spot verification. The purpose of the on-the-spot verifications is to check what is happening on the ground in the project.  They are designed to ensure that the delivery of the project is in compliance with the terms and conditions of the grant agreement, and that you are providing accurate information regarding the physical and financial implementation of the project. They are also useful to ensure compliance with the ESF publicity requirements. On-the-spot verifications may be announced or unannounced.

[bookmark: _Toc456861545]The frequency of on-the-spot verifications of any given project depends on a range of factors, such as the complexity of the operation, the level of risk involved and the amount of funding given.

[bookmark: _Toc478368513][bookmark: _Toc5715274]Content of verifications
The verifications will include in particular (but are not limited to):
· Checks that expenditure relates to the eligible period and has been paid;
· Checks that the expenditure relates to the approved project plan and budget;
· Compliance with national and European Union eligibility rules;
· Adequacy of supporting documents and existence of audit trail;
· Compliance with EU and national rules on publicity;
· [bookmark: _Toc456861546]Verification of operational information including the participant data and their categorisation for common indicators and the attendance records of participants 

[bookmark: _Toc478368514][bookmark: _Toc5715275]Retention of Records

All records relating to this project must be kept until 31/12/2032.

[bookmark: _Toc478368515]Documentation to be Retained
We strongly recommend that you keep a separate Project File(s) relating to your ESF project. This file should include: 
· A copy of your original application and budget 
· The Grant Offer letter 
· Pre-contract correspondence 
· A copy of your signed contract 
· Information and publicity materials 
· Any correspondence from/with the EU Funds Unit
· Minutes of any Board meetings at which the project was discussed
· Minutes of meetings of the Project Steering or Governance Group (if separate to the Board)
· quarterly returns to the EU Funds Unit
· Invoices
· Bank Statements 
· Job Descriptions of each position and the tasks/role assigned to all project staff
· For staff and contractors assigned duties directly related to the project there must be a documented decision (e.g. alteration of contractual duties, signed management agreement, and/or documentation of assigned tasks as per minutes of Board meetings) 
· Staffing records e.g. Payroll records, employee contracts, secondment arrangements
· Timesheets (See Appendix 5) for all staff whose costs are charged to the project either directly or indirectly. 
· Insurance Indemnification 
· Record of travel and subsistence policy and record of staff and participant expenses 
· Any other miscellaneous project documentation 

[bookmark: _Toc478368516][bookmark: _Toc5715276]Evidence of compliance with Procurement Rules
All management verifications (both administrative and on-the spot) shall be documented on the project’s file in the Department and the results will be available to all relevant ESF Authorities, i.e. ESF Managing Authority, Audit Authority and the European Commission. 
[bookmark: _Toc456861548][bookmark: _Toc478368517][bookmark: _Toc5715277]Irregularities
Under Commission Delegated Regulation (EU) No 2015/1970, the Department has a responsibility to prevent, detect and correct irregularities and to recover any amounts that were unduly paid. All irregularities will be notified to the European Commission. The Department reserves the right to seek recovery of grant amounts already paid to a project where the Grantee is in default or material breach of the terms of the Grant Agreement. 

[bookmark: _Toc478368518][bookmark: _Toc5715278]Systems and Records
[bookmark: _Toc456861535][bookmark: _Toc458159884][bookmark: _Toc459304282][bookmark: _Toc459365887][bookmark: _Toc463424465]
[bookmark: _Toc458159885][bookmark: _Toc459304283][bookmark: _Toc459365888][bookmark: _Toc463424466][bookmark: _Toc471715320][bookmark: _Toc471721112][bookmark: _Toc471721208][bookmark: _Toc471721453][bookmark: _Toc471734486][bookmark: _Toc471742390][bookmark: _Toc471742453][bookmark: _Toc456861536]All Projects in receipt of public funds must ensure that robust internal systems, processes and procedures are in place that can evidence the accuracy and reliability of their monitoring information and financial returns submitted to the Department.

· Reporting - The lead Organisation has the responsibility of reporting to the Department all project financial expenditure, activities, outputs and indicator data for the project being funded.
· Governance - The quality of your corporate governance and decision making is fundamental to your grant agreement compliance. The lead Organisation has the responsibility of putting in place the necessary project governance structures to ensure appropriate governance of the project. Further details on overall corporate governance requirements is provided at section 11 below. 
· Internal Financial Procedures – Your organisation must have in place an internal financial procedures document specifying the practices and procedures, as well as who has responsibility for them. The document should be ratified by the Board. The procedures document should cover authorisation of invoices, salary payments, procurement and banking, including electronic banking etc.
· Financial Information and Accounts – Your organisation must maintain proper books of account to record the day-to-day transactions of the project. The books and records should record all income received and all payments made; these form the basis of the financial accounts of the project. 
· Recording Participant Monitoring Data - The project must maintain records of the participants and be in a position to provide requested information to the Department and the European Commission. 
· [bookmark: _Toc459284158]Policies and Procedures - Your organisation must have in place all internal policy and procedures documents required to evidence good corporate governance, e.g. Human Resources policy, Travel and subsistence policy, etc.
[bookmark: _Toc478368519][bookmark: _Toc5715279]Eligible Expenditure
The ESF Certifying Authority, Department of Education and Skills circular 1/2016 (replacing Circular 1/2015) sets out the Eligibility Rules for the 2014-2020 European Social Fund and Youth Employment Initiative. See Appendix 2
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[bookmark: _Toc5715284]Eligible direct salary costs

Direct salary costs comprise  actual salaries, plus social security charges and employer PRSI contribution and other statutory costs for employees who are directly involved in delivering the project. Costs included in the remuneration are eligible provided that they do not exceed the average rates corresponding to the organisation’s usual policy on remuneration;
[bookmark: _Toc456861560]
Employer Pension costs can be claimed in line with the organisation’s staff policy and included in the individual’s contract of employment subject to a maximum of 10% of the pensionable salary cost.

Direct salary costs must be directly linked to time spent on the project. For the purpose of determining salary costs relating to the implementation of the project, the hourly rate applicable may be calculated by dividing the latest documented annual gross employment costs by 1,720 hours.

Direct Staff Costs refer to other personnel (e.g. contract staff) directly involved in delivering the project. Included in this category can be other employment-related costs, e.g. recruitment expenses, training.


Documentation necessary to support Salary payments for ESF purposes
A signed contract of employment for each funded worker (including part-time workers) should be retained on file. The contract of employment should detail the remuneration of the employee. There should also be a letter of appointment / assignment which includes a job description / tasks explicitly related to the funded project. The appointment/assignment letter must clearly state the start / end date of employment and the hours of work.  This is required both for new staff recruited specifically to work on the ESF project, and in cases where your organisation is seconding or assigning existing staff members to the ESF PEIL project.

Payroll records - 
· Gross salary of employees;
· P60, P35 details / tax deduction card;
· Bank statements showing payment of salaries;
· Pension costs paid by employer.
· Timesheets (if staff working part time on the ESF project and part-time on other activities) (see appendix 5)
· Detailed invoices for external training providers. As noted previously, where a project contracts the services of an external trainer for its in-house training sessions, the invoice needs to identify the different types of costs. The cost of the trainer will be considered as a direct staff cost and must be disclosed separately for ESF purposes. Teaching materials or travel and subsistence costs etc. must be included on a separate invoice.
· Evidence of employer’s PRSI payment
[bookmark: _Toc456861561][bookmark: _Toc478368523]
[bookmark: _Toc5715285]Timesheets

Timesheets are not required for employees who spend 100% of their time on the ESF-funded project (even if the employee is part-time). Timesheets are also not required where an employee’s contract (and/or secondment letter) specifies a fixed period of time that the employee is required to work on the ESF-funded project (e.g. the employee is required to work on the project from Monday to Wednesday of each week, or on a week-on, week-off basis, or the contract specifies a fixed percentage of time that must be worked on the project). The basis of such a working arrangement must be set out in the employee’s contract/secondment letter, and be capable of verification by EU Funds Unit or other bodies.

Timesheets are also not required where the employee cost is an indirect cost (e.g. CEO/CFO review), and is included in the Project’s Overhead Apportionment Policy. As with all matters relating to overhead apportionment, the basis of allocation must be reasonable, and be approved in advance by EU Funds Unit.

In all other cases, Employee timesheets are required where an employee is working less than 100% of their time on EU-funded projects and only the portion of their time actively involved in the EU-funded project (suitably signed and confirmed) may be included as an eligible cost for the EU-funded project.

Two forms of timesheets are considered eligible for use in recording time on EU-funded projects:

· Weekly Timesheets

· Monthly Timesheets

Either may be used, but projects should use one or the other, and consistently throughout the duration of the project. It is important for projects to ensure that whichever timesheet is used, it conforms with the publicity requirements (logos, text, etc) for that fund.
The timesheet should show the daily time spent on project activities and non-project activities and also provide a brief description of project activities. Timesheets must be signed by the employee and reviewed and signed off by the relevant manager on a weekly or monthly basis. Sample timesheets are included at Appendix 5.

Time sheets must include
a) Name of Organisation in receipt of ESF grant 
b) Project ID
c) Name of Project
d) Employee Name
e) Employee Personnel Number
f) Employee PPS number
g) Start and end times
h) Brief Description of tasks undertaken
i) Period covered
j) Signature and date of employee
k) [bookmark: _Toc456861562]Signature and date of line / project manager
l) ESF Peil Logo’s

[bookmark: _Toc456861563][bookmark: _Toc478368525][bookmark: _Toc5715286]Other Project Costs (including indirect costs)

Your ESF PEIL Grant can only be used to cover costs which are eligible according to the Eligibility Rules and the grant agreement signed between your organisation and the Department. All expenditure must be in line with your Project Plan and Budget that form part of your grant agreement.

The following costs are eligible provided that they satisfy the criteria set out in Appendix 2. This list is provided for guidance only. Where any discrepancy is identified between it and the Eligibility Rules and/or relevant EU Regulations, the latter shall take precedence.

· Travel and subsistence allowances for staff who participate in the activities of the project and whose travel is necessary for the implementation of the project, provided that they are in line with the project's usual practices on travel costs and do not exceed the prevailing schedule of Civil Service rates. 

Travel and subsistence may also be paid to project participants who participate in the activities of the project whose travel is necessary for the implementation of the project. In this case, in addition to the above conditions being met, the following restrictions apply:
· Reimbursements must only be made to participants for actual costs incurred. 
· Payments made to participants for subsistence can only be made based on receipts for costs incurred by the participants. 
· Your organisation should ensure that these receipts are maintained as part of its books and records.
· The maximum rate allowable for participant subsistence is €20 per day. Your organisation’s Travel and Subsistence policy should set out the organisation’s applicable rate for participants
· Where participants are claiming travel costs, every effort must be made to use public transport where possible
· Mileage rates to participants are not the norm but if necessary (i.e. no public transport available) then the maximum rates below apply: 
Mileage rates to participants are not the norm but if necessary (i.e. no public transport available) then the maximum rates below apply: 
	Motor travel rates effective from 1st April 2017 

	Engine capacity up to 1200cc 
	Engine capacity up to 1201cc to 1500cc 
	Engine capacity up to 1501cc and over 

	16.59 cent per km 
	17.63 cent per km 
	18.97 cent per km 



· Childcare costs for participants only are eligible costs where the childcare provider has been notified to Tusla. Official invoices or receipts issued by the childcare provider must be provided to the project by the participant. These invoices and receipts must also be dated and the dates must correspond with the dates that the participants attended the course/session run by your project.
· the purchase cost of equipment (new or second-hand) required for the implementation of the project (see further detail under “Capital Expenditure” below)
· costs of consumables and supplies necessary to the implementation of the project
· Costs of room rental necessary to the implementation of the project are eligible costs. Where an organisation proposes to charge a room hire cost (internal charge) to the ESF project, there are a number of conditions that must be met:- (i) No charge is allowed where the organisation is already receiving a contribution towards rent costs (see indirect costs below); (ii) Where an internal charge is raised the organisation must be able to show that rooms are hired out in the normal course of activity of the Organisation. (iii) The allowable amount shall be the lesser of the lowest quote received for comparable space (minimum 2 additional quotes required), and the entity's own room rental rate.
· Indirect costs (e.g. Office and overhead costs) may be charged to the project in line with your grant agreement and the Eligibility Rules.  Where indirect costs are being charged to the project, supporting documentation must be kept on file at project level. Where an apportionment policy is in place this must be clearly documented and indirect costs must be apportioned on a fair and equitable basis
· VAT incurred on eligible expenditure  is eligible only in circumstances where such VAT is not recoverable under national VAT legislation 
Invoices, receipts and vouchers in support of all authorised expenditure must be retained by your organisation. All invoices should reference the project and all payments funded through the ESF should be retained on file and readily identifiable. All payments must only be made on foot of a valid original invoice containing relevant tax registration numbers (as opposed to pro-forma invoices, statements, etc.) which are directly issued to the grantee

As a general rule official invoices/receipts are to be: - 
1) Clearly dated 
2) Uniquely numbered 
3) Invoices should include the VAT registration no. 
4) Amounts need to be clearly visible and in a specified currency 
5) VAT is to be quoted separately, where applicable 
6) The invoice/receipt should contain information on the item/s procured 
7) Signed and dated by the project manager 
8) Stamped by Organisation official stamp (if available) 

[bookmark: _Toc456861564][bookmark: _Toc478368526][bookmark: _Toc5715287]Capital Expenditure

The purchase cost of equipment is fully eligible for ESF co-financing if it is essential to the implementation of the project except where the equipment costs over €1,000 and part of the economic life of the equipment falls outside the period of the project. In such cases, only the depreciation costs of the equipment can be reimbursed. 

The purchase of second-hand equipment is eligible provided that it meets the following conditions:
a) The seller of the equipment shall provide a declaration stating its origin, and confirming that the equipment has not been purchased with the aid of National or EU grants;
b) The price of the equipment shall not exceed its market value and shall be less than the cost of similar new equipment; and
c) The equipment shall have the technical characteristics necessary for the project/operation and comply with applicable norms and standards.

[bookmark: _Toc478368527]Depreciation rule
Having regard to the provisions of Department of Finance Circular 02/2004, an asset is defined, for the purposes of these National Eligibility rules, as any tangible item with a useful economic life of more than 1 year and a cost of greater than €1,000 (net of VAT).

For items which cost more than €1,000 (net of VAT), the guidance is as follows:

The depreciation rate of an item of equipment shall be calculated with the straight line method in relation to the standard duration of its useful economic life. The table below shall serve as a guide:

	Category of items
	Straight line depreciation Years

	Computer and electronic equipment
	3

	Office equipment & machinery
	5

	Furniture Fixtures and Fittings
	10



[bookmark: _Toc456861565][bookmark: _Toc478368528][bookmark: _Toc5715288]Ineligible costs

You cannot use your ESF grant to cover any of the following costs as they are not eligible for a contribution from the ESF:
· Bank interest charged (including mortgage interest)
· Foreign exchange commissions and exchange losses
· Costs of litigation and any awards against your organisation
· Fines and penalties
· Entertainment, Staff Christmas party, gift vouchers, rewards
· Childcare costs where corresponding invoices are not provided or where the childcare provided is not notified to Tusla.
· Lump sum transfers which are not for specific items of expenditure
· The purchase of infrastructure, land and real estate;
· Value Added Tax except where it is non-recoverable under national VAT legislation
· Allowances or salaries disbursed for the benefit of participants (e.g. students, trainees) in ESF operations
· Redundancy or back-pay costs paid to staff that are not related to the eligibility period of the operation being funded
· Benefits in kind (e.g. car, health cover)
· Performance bonus payments

This list is not exhaustive and may be added to by the EU Funds Unit as necessary.

It should be noted that any net revenue generated from the co-funded operations shall be deducted from its eligible expenditure. This includes any maternity and welfare benefits paid/reimbursed to the employer.

[bookmark: _Toc456861567][bookmark: _Toc478368529][bookmark: _Toc5715289]Public Procurement
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[bookmark: _Toc5715293]Public Procurement Procedures
All purchases of goods and services purchased with the aid of ESF grant must satisfy EU procurement rules and related national rules. The grant agreement includes a declaration by the Grantee to abide by public procurement regulations. 

[bookmark: _Toc478368532][bookmark: _Toc5715294]Key Points
The following points in relation to public procurement should be noted:- 
· Public procurement rules apply to all project expenditure.  Failure to comply will result in expenditure being deemed ineligible and/or financial penalties being imposed and subsequent recoupment of funds.
· Compliance with public procurement provisions will be examined during management verifications and all audits of expenditure co-financed by ESF. 
· It is essential that not only are correct procurement procedures followed but that supporting documentation is retained to verify this.
· Any retrospective creation of documentation will automatically result in the relevant procurement process being declared null and void, and the expenditure will be recoupable.
· When determining the relevant Public Procurement threshold limits it is important to note that these apply to the total value of funds paid to a particular supplier in a 12-month period. This requires funded organisations to take into account any contracts entered into with suppliers during the previous 12 months.
[bookmark: _Toc456861571]The Grantee is responsible for compliance with the public procurement procedures and must ensure rules on procurement are strictly adhered to. Whenever purchases are made, contracts awarded or external suppliers are involved in a project, public tendering rules must be observed, including both National and EU Public Procurement thresholds. These rules are intended to ensure transparent and fair competition and to achieve value for money. Value for money should be the key consideration in purchasing goods and services – obtaining the most advantageous price available consistent with quality and fitness for purpose. All goods and services purchased with funding must be procured on the basis of the public procurement guidelines available at http://www.etenders.gov.ie. A brief synopsis is provided in the table below but it is imperative that you familiarise yourself with the full requirements of the public procurement guidelines.

[bookmark: _Toc478368533][bookmark: _Toc5715295]Synopsis of procurement thresholds 
The following procurement thresholds and requirements should be noted.

	For purchases under €5,000
Obtain 1 or more verbal quotes from competitive suppliers 
Select lowest price/ most suitable
Maintain written record of quotes sought.

	For purchases between €5,000 and €25, 000
A minimum of 3 written quotations by fax or e-mail sought from competent suppliers who ordinarily supply the relevant service. 
Records to be maintained.

	For purchases over €25,000 to EU threshold
Full tender action. 
Records to be maintained.

	For purchases above €135,000
EU Journal.


[bookmark: _Toc456861572]

[bookmark: _Toc478368534][bookmark: _Toc5715296]Key Steps in Tendering
Key steps to be followed when undertaking procurement exercise:
· Start on time.
· Decide on the specification of items or services you require.
· Follow the public procurement guidelines at www.etenders.gov.ie
· The Selection and award criteria, including the weighting of each, should be clearly outlined in the tender specification and cannot be changed after the tender has been issued.
· The same tender document is presented to all potential tenderers. If a potential tenderer seeks clarification from the Grantee, the Grantee must ensure that the information in the answer is circulated to all potential tenderers.
· Select a panel to assess the tenders.
· Open tenders at the same time.
· A record must be maintained and available for audit.
· Any conflict of interest or potential conflict of interest at any stage of the process must be fully recorded, and managed.
· Select tenderers according to the selection criteria and award the contract
[bookmark: _Toc456861579]
[bookmark: _Toc478368535][bookmark: _Toc5715297]Recruitment and employment

The recruitment and employment procedures set out below reflect the HR standards that are required in publicly funded employment.
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[bookmark: _Toc5715300]Responsibility of the contract-holder
Your organisation and your project partners are the responsible employers of staff working in your organisations and funded by ESF. You are therefore responsible for determining the following:
· Contract of employment
· Terms and conditions of employment
· Duration of contract
· Salary scale and remuneration policy
· HR policies
· Holidays, opening hours and other local arrangements
· Grievance processes
· Retaining an employment file for each individual.

[bookmark: _Toc478368538][bookmark: _Toc5715301]Contract of employment
Your Organisation should ensure there is a signed contract of employment for each employee (where a contract is required). This contract of employment will need to stipulate that no employment contract exists between the employee and the Department of Justice and Equality or any of its agents.

[bookmark: _Toc478368539][bookmark: _Toc5715302]Transparent and fair recruitment practices
The Department of Justice and Equality and the European Commission requires that recruitment practices are fair and transparent. ESF allows for employees to be seconded to the project (See Section 10.4).  However, for any new staff externally recruited, the posts must be advertised and filled through a competitive process. It is the responsibility of the project to decide how best and where to advertise e.g. national or local press or radio, local employment services; online networks (e.g. Activelink), etc.  Under the Employment Equality Acts 1998 – 2015, the positive action statement is allowed to be included in job advertisements in order to ensure full equality in practice. The suggested wording is “we particularly welcome applications from….”, for example “we particularly welcome applications from lone parents, Travellers and people with disabilities.” Any advertisement shall include the logos as set out in Section 13.

[bookmark: _Toc478368540][bookmark: _Toc5715303]Employment documents to retain on file
The following checklist summarises the employment documents that you must keep on file for each employee in an ESF supported post.
· A signed contract of employment for each funded worker
· Job description for each ESF supported post
· Where permanent staff members are assigned directly to the project: a documented decision e.g. secondment letter of contractual duties, minutes of board meetings.
· Evidence of the transparency of recruitment procedures: the advertisement and where it was placed, which candidates were shortlisted for interview, the membership of interview boards and results of the interview process.

[bookmark: _Toc478368541][bookmark: _Toc5715304]Corporate Governance
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[bookmark: _Toc5715307]Procedures for boards of management

All the procedures and systems required in managing public funds as set out in this manual must be applied, monitored and reviewed by the board of each contract-holder’s company. The quality of your corporate governance and decision-making is, therefore, fundamental to your contract compliance.

Some main points are set out below to highlight the compliance requirements of company boards in Irish company law and good practice in corporate governance.

You are also encouraged to use resources such as http://www.governancecode.ie that provides a Code of Practice for Good Governance of Community, Voluntary and Charitable Organisations in Ireland

[bookmark: _Toc478368544][bookmark: _Toc5715308]Governing documents
Each organisation in receipt of ESF project funding has been incorporated as a company and operates under the rules and regulations of their memorandum & articles of association, as well as the Companies Act 2014. The memorandum sets out the aims of the company, its powers to carry out these aims, a statement that the liability of members is limited and the names and addresses of the first members. The articles set out the rules on how the company is run, including items such as the election of directors, rotation of directors, roles of officers, keeping accounts, meetings, quorums, etc. These are essential documents to the operation of a company and essential reading for managers and directors. It is advisable to keep a copy of the memorandum and articles to hand during board meetings. If your organisation has charitable status, it is also bound by the requirements of charity law and subject to regulation by the Charities Regulator. For detailed guidance on the regulatory requirements for charitable organisations, visit the website of the Charities Regulator at www.charitiesregulatoryauthority.ie.

[bookmark: _Toc478368545][bookmark: _Toc5715309]Directors
It is important that each company director is aware of Irish company law requirements and ensures that they are up-to-date in complying with them. Failure to comply with company secretarial obligations can result in prosecution and fines for both the company and the directors personally, strike off of the company from the Companies Register, and disqualification of the director from acting as a director in other companies. For detailed guidance on the responsibilities of directors, visit the website of the Director of Corporate Enforcement at www.odce.ie.

[bookmark: _Toc478368546][bookmark: _Toc5715310]Company secretary
The directors of every limited company must appoint a company secretary, who can be one of the directors or a member of staff. The company secretary’s role is to ensure that the company abides by the company rules as set out in the articles of association, including the requirements of the Companies Registration Office. It is important that the company secretary is very familiar with the relevant obligations and with the company’s own articles of association. Further guidance on the company secretary’s role is available on www.odce.ie.

[bookmark: _Toc478368547][bookmark: _Toc5715311]Policies & procedures
The board of directors of each company is ultimately responsible for safeguarding the assets of their company. The board of directors should ensure that all significant decisions that affect the company are discussed and approved at board level and documented in the minutes of the meeting. The board of directors must document and approve the policies and procedures, for example, the internal financial procedure document outlined in section 7. The company’s financial policies and procedures must be adopted by the directors and staff of the company to ensure that any public financial resources allocated to the programmes operated by the company are being used effectively and prudently in accordance with the public accountability requirements. In particular, the documented policies and procedures must ensure that value for money is always sought.

[bookmark: _Toc478368548][bookmark: _Toc5715312]Reporting to the board, directors and minutes
In order to discharge their statutory and contractual obligations, it should be a normal part of your board’s business to consider, decide on and formally record the following (including but not exhaustive):
· Consideration of regular management accounts
· Key financial decisions including changes to staff remuneration, changes to budget, authorisation of new bank accounts, cheque book and electronic signatories, significant purchasing decisions
· Operating policies e.g. apportionment policy where multiple programmes/funding contracts are in place, reserves policies and financial procedures
· Actions taken to meet conditions of contract, audit findings (from your own auditor, EU Funds Unit, Audit Authority or other inspectors).

Each contract-holder must keep minutes of all board and sub-committee meetings. The minutes must document all financial decisions; they should be clear, concise, impartial and free from ambiguity. The minutes must clearly list the names of directors present and other advisors or observers in attendance.

The minutes should be signed and dated by the chairperson following their review and acceptance. The minutes should be filed in logical order and any documents discussed at the meeting (e.g. management accounts) should be filed along with the minutes.

[bookmark: _Toc478368549][bookmark: _Toc5715313]Disclosure of interests
Each contract- holder must have documented procedures that enable them to identify situations where there may be possible conflicts of interest with any director, the company secretary or a key staff member. If a conflict of interest arises the company must ensure the nature of this interest is formally disclosed and the conflict must be addressed and resolved, and is not allowed to persist in a manner that would have adverse effects or perceived adverse effects for the company.

Aside from the company law obligations, it is in any event recommended as best practice that where a conflict of interest arises in a matter being discussed, that the particular individual should formally declare the nature of their interest and absent him/herself from the discussion and decision on the matter, and the minutes must record that this was carried out.

[bookmark: _Toc478368550][bookmark: _Toc5715314]Documents to retain on file
· Agendas of meetings
· Reports and papers circulated with the agenda and those tabled at meetings
· Minutes of the meeting, signed by the chairperson
· Your standing orders
· Formal correspondence from board members e.g. letters of resignation (forms B10 should be retained with your CRO file).
· It is also useful to keep a set of your Memorandum and Articles of Association with your meeting file.

[bookmark: _Toc478368551][bookmark: _Toc5715315]Statutory and other compliance
9 [bookmark: _Toc478111506][bookmark: _Toc478368328][bookmark: _Toc478368459][bookmark: _Toc478368552][bookmark: _Toc478368668][bookmark: _Toc478369039][bookmark: _Toc478454846][bookmark: _Toc478454959][bookmark: _Toc478455065][bookmark: _Toc478455162][bookmark: _Toc478455256][bookmark: _Toc478455350][bookmark: _Toc478455444][bookmark: _Toc478455539][bookmark: _Toc478455633][bookmark: _Toc478455763][bookmark: _Toc480818990][bookmark: _Toc481492112][bookmark: _Toc488399483][bookmark: _Toc5715316]
12. [bookmark: _Toc478454847][bookmark: _Toc478454960][bookmark: _Toc478455066][bookmark: _Toc478455163][bookmark: _Toc478455257][bookmark: _Toc478455351][bookmark: _Toc478455445][bookmark: _Toc478455540][bookmark: _Toc478455634][bookmark: _Toc478455764][bookmark: _Toc480818991][bookmark: _Toc481492113][bookmark: _Toc488399484][bookmark: _Toc5715317][bookmark: _Toc478368553]
[bookmark: _Toc5715318]Data protection
Companies controlling or processing data on individuals must register their company with the Data Protection Commission as data processors or data controllers or both, depending on what they do with the information. Data protection compliance is an essential legal requirement for all companies. It is best to put data protection procedures in place before problems occur to avoid legal liability, negative publicity and cost of regulatory enforcement. At the very least the company must have a policy in place.

Information may only be retained for as long as the purpose for which it was collected remains. If that purpose ceases, the personal data should be deleted or made anonymous to remove any identifying characteristics if it is desired to use the information for another purpose such as research etc. 

The Data Protection Commission has produced helpful information to assist organisations in meeting their obligations. Please visit their website: http://www.dataprotection.ie for further information.

[bookmark: _Toc478368554][bookmark: _Toc5715319]Freedom of information
As a public body, the Department of Justice and Equality is bound by the Freedom of Information (FOI) Act 2014. The Act imposes various duties on the Department and gives certain rights to individuals to access the records of the Department and reasons for decisions made by the Department. The Department will hold records about your company and these will be subject to FOI requests. As a matter of courtesy, the Department will endeavour to inform you if records pertaining to your company are being released. If, at the time of providing information to the Department, your company considers certain information to be commercially sensitive, confidential or of a personal nature and therefore exempt from disclosure under FOI, please identify the relevant information at the time of its provision to the Department and specify the reasons for its sensitivity.

[bookmark: _Toc478368555][bookmark: _Toc5715320]Accounting for state benefits
The employer must claim sick/maternity benefit in respect of employees in ESF supported posts where applicable. If the employer decides to pay an individual their full salary while on sick/maternity leave, benefit must be payable to the company and set off against any ESF grant amount. This must be clearly indicated in the Quarterly Financial Return (QFR). The Department is obliged to recoup any amounts which have not been duly set off.

[bookmark: _Toc478368556][bookmark: _Toc5715321]Indemnification
Contract holders must indemnify the Department of Justice and Equality throughout the life of their grant agreement contract. We recommend that you update your insurance records with a reminder to ensure that the indemnification is continued when you renew your policy or change insurers. Please refer to section 9 of your grant agreement which refers to Insurance and Indemnification. Indemnity is protection from loss and damage claims filed by another person. By indemnifying the Department of Justice and Equality and the European Commission the insurance policy protects these bodies from and against all actions, proceedings and costs, claims, demands and liabilities arising directly or indirectly, from any action or omission of the Grantee, its employees, servants or agents in connection with the project. Should you have any queries regarding indemnity please contact your insurance company.
[bookmark: _Toc478368557][bookmark: _Toc5715322]Connected parties
The Department may require sight of financial statements and governing documents of connected companies/companies under common control. This will help us assess viability and capacity of a contract holder.

[bookmark: _Toc478368558][bookmark: _Toc5715323]Publicity and Information
At the outset, it should be stressed that a failure to acknowledge and publicise the European Social Fund’s contribution is a breach of your grant agreement conditions and can lead to project expenditure being ineligible and the recoupment of all or part of your grant. The management verifications carried out by the Managing Authority, Audit Authority, Intermediate Body and the Beneficiary Bodies will include checks to ensure compliance with the publicity requirements. 

It should also be noted that, as all the projects funded under PEIL 2014-2020 are co-funded by the ESF and the Irish State, both the ESF logo, Department of Justice and Equality logo and Ireland’s European Structural and Investment Funds logo must be used on all advertisements (including staff recruitment advertisements), information and communication/ publicity material. The Department of Justice and Equality logo is copied below:

[image: H:\My Pictures\Justice_MARK_MASTER_Std_Colour.png]

The PEIL Communications strategy document “European Social Fund: Programme for Employability, Inclusion and Learning 2014-2020- Communications Strategy 2014-2020” [footnoteRef:1] and The Department of Public Expenditure and Reform’s document “Information and Communication Guidelines for European Structural and Investment Funds 2014-2020” should also be consulted. Both documents and guidelines in relation to the use of logos can be accessed at www.esf.ie [1: 
	 “European Social Fund: Programme for Employability, Inclusion and Learning 2014-2020- Communications Strategy 2014-2020” pg. 13.] 

[bookmark: _Toc457912405]http://www.esf.ie/en/eu_regulations_2014-2020.aspWwww.
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[bookmark: _Toc5715334]Means of promoting role of ESF
The provision of information about and promotion of the role of the ESF can be achieved through the following media:
· Printed material such as publications, newsletters, brochures and pamphlets which must contain a clear indication on the title page of the European Union’s participation i.e. the ESF logo.
· Posters displayed on the premises of the Grantee and any other premises on which project activities are being carried out, e.g. training centres, colleges, universities, learner centres, and any premises of a firm or company benefitting from support of the ESF. Posters should indicate the European Union’s contribution and the Fund concerned i.e. ESF.
· Websites concerning an ESF funded project should include Ireland’s Structural and Investment Funds logo and the ESF and Department of Justice and Equality logo’s. They should also mention the Fund’s contribution.
· Information events such as conferences, seminars and exhibitions on ESF funded projects should include Ireland’s EU Structural Funds logo and should clearly indicate the European Union’s contribution. The ESF logo should also be used on documentation and the EU flag should be displayed in meeting rooms[footnoteRef:2].  [2: 
	 Page 13 of “European Social Fund : Programme for Employability, Inclusion and Learning 2014-2020- Communications Strategy 2014-2020”] 

[bookmark: _Toc456861591]
[bookmark: _Toc478368565][bookmark: _Toc5715335]Communication and Publicity –responsibility of Beneficiaries
Beneficiaries for individual operations will be responsible for carrying out information and publicity measures relevant to the operations to the public.

In promoting their individual priorities/themes/operations for which they are responsible, the Beneficiaries will use the various information and publicity channels at their disposal i.e. websites, launches, sectoral publications, business/ community groups, advertisements, information leaflets and seminars and conferences.  
	
As part of their annual progress reports the Beneficiaries will report on planned and completed information actions relating to their priorities/themes/operations. The information and publicity actions will be proportionate to the level of funding involved.

[bookmark: _Toc478368566][bookmark: _Toc5715336]Where to use the ESF logo    

It is a requirement of Regulation 1303/2013 (Article 53) that all participants and beneficiaries of the ESF Operational Programme have been notified of the EU/ESF support for the programme. 

The Regulations specifically sets out that all information and publicity measures aimed at beneficiaries, potential beneficiaries and the general public shall include:
a) the emblem of the European Union, in accordance with the graphic standards set out in the Annex to the regulation, and a reference to the European Union;
b) a reference to the Fund supporting the project as indicated in the Annex to the regulation;
c) a statement highlighting the added value of the contribution from the European Union.
For small promotional items points (a) and (c) shall not apply.

The following text should be included where appropriate under (c) above 
 “This project is part supported by the Irish Government and the European Social Fund (ESF) Fund 2014-2020 as part of the Programme for Employability, Inclusion and Learning (PEIL) 2014-2020.” 

The Department of Justice and Equality and the ESF logo must feature on articles/matters produced in relation to ESF projects or schemes, including-
· Posters
· Websites
· Publicity Signage/Billboards/ Plaques
· Attendance records 
· Certificates 
· Application Forms
· Offer letters, correspondence with participants/ beneficiaries
· Brochures/Literature, Annual Reports, Advertisements & Supplements
· Press release/ Launches/ Awards
· Conference Material, Display/Exhibition stands
· CD-ROMs/DVDs /videos
· Project Worker Timesheets
Copies of all of these articles/items should be retained to demonstrate compliance with the Regulations and prove that the participants or beneficiaries were aware of the ESF PEIL’s support for the operation or programme.

[bookmark: _Toc478368567][bookmark: _Toc5715337]Posters
Projects must display posters on the premises of projects/ operations “at a location readily visible to the public, such as the entrance of a building”. The ESF Managing Authority has recommended that posters should be displayed in reception areas, in all training centres, class rooms, offices, common rooms and learner rooms that trainees or beneficiaries can access or assemble in. Posters should also be displayed in firms or companies that engage employees supported by the ESF Fund. The electronic display of the Poster or the Logo on TV screens, plasma etc. is deemed not to be sufficient of itself - the paper poster is required to be displayed. 

The posters must contain the following information:

The Union emblem (i.e. yellow stars with blue background) in accordance with the technical characteristics in the Implementing Regulation 1049/2014 Annex, together with a reference to the European Union (which must be spelled out in full); and a reference to the supporting Fund (i.e. European Social Fund (ESF)). The required size for the posters is stipulated as minimum size A3.

[bookmark: _Toc478368568][bookmark: _Toc5715338]Websites
Where a website is operated by an ESF-funded project, the following information must be provided:

· A short description of the project, including its aims and results. The description should highlight the financial support of the European Union.
· The Union emblem, the reference to the European Union and the ESF must be displayed in the required colours [Annex of Implementing Regulation 1049/2014]
· The logos must be visible, when landing on the website, inside the viewing area of a digital device, without requiring a user to scroll down the page. This applies to a website dedicated to one or more projects/operations where the logos and references must be on the home page.
· The ESF logo must be the same height and width as the largest logo on the website.
In relation to large organisations or bodies that have an ESF-funded project as one of their many activities, it is sufficient that the specific page relating to the ESF project has the required references and logos.

[bookmark: _Toc478368569][bookmark: _Toc5715339]Describing the ESF Funds

In press releases, speeches, publications, annual reports etc a description of the European Social Fund (ESF) Fund should be used wherever possible.  This can take the form of a statement to the effect that 

“This project is co-funded by the Irish Government and the European Social Fund as part of the Programme for Employability, Inclusion and Learning 2014 -2020”

[bookmark: _Toc463276844][bookmark: _Toc478368570][bookmark: _Toc5715340]How to use the European Union’s ESF logo/ structure of logo

The logo has 12 stars. The blue (Panatone Reflex Blue) and yellow (Panatone Yellow) should be used whenever possible with the chosen Typeface (see Article 4.4 of Implementing Regulation 821/2014 for the list of acceptable Fonts) for the words European Union, European Social Fund and Investing in your future.

[image: ]

· EU emblem /flag with the words “European Union” in larger type and with the fund title “European Social Fund” and the slogan “Investing in your future”.  The words “European Union” must be used in full and not abbreviated.  “Investing in your future” must be incorporated into the logo and “European Social Fund” must be used in full[footnoteRef:3]. [3: 
	 Ibid pg 16] 


· The EU emblem/flag can also be used in Irish where required. The text that should be used is “AONTAS EORPACH” in larger type with the fund title “Ciste Sóisialta na hEorpa” and the slogan “Ag infheistiú i do dhán”.

[image: ]
[bookmark: _Toc456861588][bookmark: _Toc463276845][bookmark: _Toc478368571][bookmark: _Toc5715341]Ireland’s Structural and Investment Funds Logo

Ireland’s EU Structural Funds’ logo and the EU flag must be used for all projects that have or will receive EU funding. Ireland’s EU Structural Funds’ logo is a Blue Harp with the text 

“Ireland’s EU Structural Funds Programme 2014-2020 co-funded by the Irish Government and the European Union”.
[image: ]

[bookmark: _Toc456861589][bookmark: _Toc463276846][bookmark: _Toc478368572][bookmark: _Toc5715342]Official Languages Act 2003 (Section 9) Regulations 2008
The requirements of the Official Languages Act 2003 (Section 9) Regulations 2008 have to be adhered to by public bodies when placing signage and designing stationery. These regulations are available at http://www.irishstatutebook.ie/2008/en/si/0391.html

The Irish version is also available to use with the text:
“ Cláir Chistí  Eorpacha Struchtúracha agus Infheistíochta na hÉireann 2014-2020 Cómhaoinithe ag Rialtas na hÉireann agus ag an Aontas Eorpach”

[image: ] [image: ]

[bookmark: _Toc463276847][bookmark: _Toc478368573][bookmark: _Toc5715343]Using the ESF logo with the other logos (size)  
For projects / schemes that are ESF financed, the ESF logo and Ireland’s Structural and Investment Funds’ logo must feature on any publicity and information material that is used. 
SIZE - The ESF logo must be the same size as Ireland’s Structural and Investment Funds logo (and that of any other logo(s) featured). To ensure legibility, the minimum logo size should be 58mm x 19mm.

Sufficient “breathing space” between logos should be allowed to enhance the visual appearance of publications and signage.  

If used horizontally, Ireland’s European Structural and Investment Fund’s logo should be placed on the left, followed by the EU emblem and other logos, as appropriate[footnoteRef:4]. [4: 		 “Information and Communication Guidelines for European Structural and Investment Funds 2014-2020,” Department of Public Expenditure and Reform pg. 10. ] 


If used vertically, Ireland’s European Structural and Investment Fund’s logo should be placed on the top, followed by the EU emblem and other logos, as appropriate.

	[bookmark: _Toc456188804][bookmark: _Toc456192490][bookmark: _Toc456861580][bookmark: _Toc459304320][bookmark: _Toc459365925][bookmark: _Toc463424503][bookmark: _Toc459304321][bookmark: _Toc459365926][bookmark: _Toc463424504][bookmark: _Toc459304322][bookmark: _Toc459365927][bookmark: _Toc463424505][bookmark: _Toc5715344]Appendix 1 -  Relevant European Regulations
In the period 2014-2020, the European Structural and Investment Funds are governed by a set of common rules. In addition, Fund-specific Regulations define areas of intervention and other particularities. 
Common Provisions Regulation
Regulation (EU) No 1303/2013 of 17 December 2013 defines common principles, rules and standards for the implementation of the five European Structural and Investment Funds: the European Regional Development Fund (ERDF), the European Social Fund (ESF), the Cohesion Fund, the European Agricultural Fund for Rural Development (EAFRD) and the European Maritime and Fisheries Fund (EMFF).
Additional statements.
ESF Regulation
Regulation (EU) No 1304/2013 of 17 December 2013 establishes the missions of the European Social Fund (ESF), including the Youth Employment Initiative (YEI), the scope of its support, specific provisions and the types of expenditure eligible for assistance.
Delegated and implementing acts
European code of conduct on partnership
Commission Delegated Regulation (EU) No 240/2014 of 7 January 2014 on the European code of conduct on partnership in the framework of the European Structural and Investment Funds.
Model for operational programmes under the IGJ goal and model for cooperation programmes under the ETC goal
Commission Implementing Regulation (EU) No 288/2014 of 25 February 2014 laying down rules pursuant to Regulation (EU) No 1303/2013 and laying down general provisions on the ERDF, the ESF, the CF and the EMFF with regard to the model for operational programmes under the Investment for growth and jobs goal and pursuant to Regulation (EU) No 1299/2013 with regard to the model for cooperation programmes under the European territorial cooperation goal.
Electronic data exchange system and nomenclature of the categories of intervention for programmes under the ETC goal
Commission Implementing Regulation (EU) No 184/2014 of 25 February 2014 laying down the terms and conditions applicable to the electronic data exchange system between the Member States and the Commission and adopting the nomenclature of the categories of intervention for support from the European Regional Development Fund under the European territorial cooperation goal.
Provisions supplementing Part Two, Three and Four of the CPR
Commission Delegated Regulation (EU) No 480/2014 of 3 March 2014 supplementing Regulation (EU) No 1303/2013 and laying down general provisions on the European Regional Development Fund, the European Social Fund, the Cohesion Fund and the European Maritime and Fisheries Fund.
Methodologies for climate change support, the performance framework and nomenclature of categories of intervention
Commission Implementing Regulation (EU) No 215/2014 of 7 March 2014 laying down rules with regard to methodologies for climate change support, the determination of milestones and targets in the performance framework and the nomenclature of categories of intervention for the European Structural and Investment Funds.
Transfer and management of programme contributions, reporting on financial instruments, technical characteristics of information and communication measures for operations and system to record and store data
Commission Implementing Regulation (EU) No 821/2014 of 28 July 2014 laying down rules for the application of Regulation (EU) No 1303/2013 as regards detailed arrangements for the transfer and management of programme contributions, the reporting on financial instruments, technical characteristics of information and communication measures for operations and the system to record and store data.
Detailed rules concerning the exchanges of information between beneficiaries and managing authorities, certifying authorities, audit authorities and intermediate bodies
Commission Implementing Regulation (EU) No 1011/2014 of 22 September 2014 laying down rules for the application of Regulation (EU) No 1303/2013 as regards the models for submission of certain information to the Commission and the detailed rules concerning the exchanges of information between beneficiaries and managing authorities, certifying authorities, audit authorities and intermediate bodies.
Models for the progress report, submission of the information on a major project, the joint action plan, the implementation reports for the Investment for growth and jobs goal, the management declaration, the audit strategy, the audit opinion and the annual control report and the methodology for carrying out the cost-benefit analysis
Commission Implementing Regulation (EU) 2015/207 of 20 January 2015 laying down detailed rules implementing Regulation (EU) No 1303/2013 of the European Parliament and of the Council as regards the models for the progress report, submission of the information on a major project, the joint action plan, the implementation reports for the Investment for growth and jobs goal, the management declaration, the audit strategy, the audit opinion and the annual control report and the methodology for carrying out the cost-benefit analysis and pursuant to Regulation (EU) No 1299/2013 of the European Parliament and of the Council as regards the model for the implementation reports for the European territorial cooperation goal
Specific provisions on the reporting of irregularities
Commission Delegated Regulation (EU) 2015/1970 of 8 July 2015 with specific provisions on the reporting of irregularities concerning the European Regional Development Fund, the European Social Fund, the Cohesion Fund, and the European Maritime and Fisheries Fund

Frequency and format of the reporting of irregularities
Commission Implementing Regulation (EU) 2015/1974 of 8 July 2015 setting out the frequency and the format of the reporting of irregularities concerning the European Regional Development Fund, the European Social Fund, the Cohesion Fund and the European Maritime and Fisheries Fund
Standard scales of unit costs and lump sums (Article 14 (1) ESF Regulation)
Commission Delegated Regulation (EU) 2015/2195 of 9 July 2015 on supplementing Regulation (EU) No 1304/2013 of the European Parliament and of the Council on the European Social Fund, regarding the definition of standard scales of unit costs and lump sums for reimbursement of expenditure by the Commission to Member States (Article 14 (1) ESF Regulation)
Commission Delegated Regulation (EU) 2016/812 of 18 March 2016 amending Delegated Regulation (EU) 2015/2195 supplementing Regulation (EU) No 1304/2013 of the European Parliament and of the Council on the European Social Fund, regarding the definition of standard scales of unit costs and lump sums for reimbursement of expenditure by the Commission to Member States
Other acts
More legal texts for the implementation of ESIF, including Decisions and guidance documents


This Manual cannot in any way override the general principles included in the above mentioned Regulations and any subsequent amendments thereto.
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ESF Certifying Authority, Department of Education and Skills 
Circular 1/2016 (replacing Circular 1/2015) 
 
ELIGIBILITY RULES FOR THE 2014-2020 EUROPEAN SOCIAL FUND 
AND YOUTH EMPLOYMENT INITIATIVE  
 
Background 
 
This Circular updates and replaces the previous Circular 1/2015. The objective of the Circular is to advise all bodies in the financial management and control cascade of the eligibility rules for expenditure concerning the European Social Fund (ESF) 2014-2020 and the Youth Employment Initiative. This applies to all expenditure co-financed through the ESF Operational Programme for Employability Inclusion and Learning 2014-2020 (PEIL) and under Ireland’s Partnership Agreement 2014-2020.  
 
This Circular should be read in association with the Department of Public Expenditure and Reform Circular 13/2015 Management and Control Procedures for the European Structural and Investment Funds (ESIF) Programmes 2014-2020.  The ESIF Circular sets out the procedures to conform with the regulatory framework as laid down in the European Parliament and Council Regulation (EU) 1303/2013 and in particular Articles 72-74 and 122-128.  
 
This Circular sets out the eligibility rules which have been developed in accordance with Regulation EU 1303/2013 Article 65 (1), which states “The eligibility of expenditure shall be determined on the basis of national rules, except where specific rules are laid down in, or on the basis of, this Regulation or the Fund-specific rules.”    
 
The Department of Public Expenditure and Reform, as Member State Authority has overall policy responsibility for the ESIF and the Department of Education and Skills has primary responsibility for the ESF. However, the day-to-day responsibility for the implementation of co-financed operations[footnoteRef:5] rests with the appropriate statutory bodies e.g. Government Departments, Agencies and Authorities. These bodies are also accountable both to the Oireachtas and to the Comptroller & Auditor General and/or the Local Government Audit Service, as appropriate, for the National/Exchequer contribution to the cofinanced operations.   [5:  Article 2(9) of Regulation 1303/2013 defines operation as meaning “a project, contract, action or group of projects selected by the managing authority of the programmes concerned, or under their responsibility, that contributes to the objectives of a priority or priorities: in the context of financial instruments, an operation is constituted by the financial contributions from a programme to financial instruments and subsequent financial support provided by those financial instruments”.   ] 

 
The Department of Public Expenditure and Reform separately issued Circular 8/2015 which sets out the National Eligibility Rules for Expenditure co-financed by the European Regional Development Fund (ERDF) under Ireland’s Partnership Agreement 2014-2020. 
 
All bodies in the financial management cascade are required to comply with the requirements of this Circular as failure to do so may lead to the deferment or cancellation of ESF  assistance by the European Commission and result in a loss to the Exchequer for which the relevant Bodies in the Financial Management cascade will have to account.  
 
Scope 
 
All expenditure declared for operations within the ESF and YEI co-financed 2014-2020 PEIL shall be governed by the ESF national eligibility rules set out in this Circular, in line with Article 65(1) of the European Parliament and Council Regulation (EU) 1303/2013, and in the other sources included in the following list: 
 
· Department of Education and Skills Circular 1/2015, Eligibility Rules for 2014-2020 ESF and YEI; 
· Department of Public Expenditure and Reform Circular to be issued on National ERDF Eligibility Rules 2014-2020 (in cases where cross financing of ERDF operations with ESF monies is applied in accordance with Article 98 of Regulation 1303/2013 and section 3.14 below); 
· Department of Public Expenditure and Reform Circular to be issued on  Financial Management and Control Procedures for ESIF 2014-2020; 
· European Parliament and Council Regulation (EU) 1303/2013,  in particular Articles 6 and 65-71 of same; 
· European Parliament and Council Regulation (EU) 1304/2013, in particular Articles 13-15 of same;  
· The relevant Administration Agreements/Activity Implementation Plan in place for operations, and; 
· Existing National rules that govern the exchequer expenditure whether ESF/EU co-financed or not. 
 
These National and EU rules governing the eligibility of expenditure included in applications for ESF aid under the PEIL 2014-2020 shall be referred to as the ‘National eligibility rules documents’. 
 
Any guidelines/instructions issued by the Intermediate Body[footnoteRef:6] and/or Beneficiary Body for their specific operations should be used in conjunction with the ‘National eligibility rules documents’.  The purpose of these guidelines/instructions is not to introduce further eligibility rules, but to assist beneficiaries with the completion of the expenditure claims. This reduces the risk of expenditure being included in  [6:  Any guidelines on the completion of ESF claims issued by Intermediates Bodies should be submitted to the ESF Managing Authority for approval.  ] 

ESF claims that does not comply with the criteria set out in the ‘National eligibility rules documents’.  It is acknowledged that this prudent approach may result in eligible expenditure being excluded from claims.  In short, public beneficiaries should follow the advice and guidance as set out in the Intermediate Body’s and/or Beneficiary Body’s guidelines when completing an expenditure declaration, while decisions regarding the eligibility of expenditure shall be determined by reference to the ‘National eligibility rules documents’. 
 
In instances where expenditure is eligible under the ‘National eligibility rules documents’ but is not in line with the guidelines/instructions issued by the Intermediate Body and/or the Public Beneficiary Body, and has already been included in a claim to the European Commission, the inclusion of such expenditure in a claim is not then considered a financial irregularity/error and no financial correction is required. Consequently, the action to be taken shall be limited to preventing such types of risk-related expenditure (but not necessarily ineligible expenditure) being included in future ESF claims.  
 
 
 
National ESF Eligibility Rules 
 
3.1 Expenditure shall be eligible for a contribution from the ESF if it has been incurred by a beneficiary and paid between 1 January 2014 and 31 December 2023.  By way of derogation to 
the 1 January 2014 date, expenditure allocated to YEI co-financed operations shall be eligible as of 1 September 2013. Other derogations to this section are set out in sections 3.4, 3.11 and 3.12 below and Articles 37(10), 67(1) and 69 of the Common Provision Regulation (CPR) 1303/2013 and Article 13(5) of the ESF Regulation 1304/2013. 
 
3.2 Expenditure shall be eligible for a contribution from the ESF where incurred for operations approved by the managing authority of the operational programme concerned or under its responsibility, in accordance with criteria fixed by the monitoring committee and set out in the individual Activity Implementation Plans (AIP’s). These approved operations must be within the scope of the Thematic Objectives set out under Article 9 of the CPR 1303/2013. 
 
3.3 Proof of expenditure incurred and paid is required and, as a general rule, the expenditure must be supported by receipted invoices or accounting documents of equivalent probative value, which have a proven link with the operation. These supporting documents must be available upon request for the period set out under Article 140 of the CPR and within the Department of Public Expenditure and Reform 2014-2020 ESIF Financial Management and Control Procedures 
Circular to be issued. 
 
3.4 Simplified Cost Options [Take this section out?](SCOs) are allowed for under Articles 67 and 68 of CPR 1303/2013 and Article 14 of ESF Regulation 1304/2013.  
 
These SCOs provide a derogation from the reimbursement of eligible costs incurred and paid that are set out under section 3.1 above. This means that certain operations can be ESF co-financed using:    
i. Standard scales of unit costs (Article 67(1)(b)) of CPR and Article 14.1 of ESF 
Regulation); ii. Lump sums not exceeding EUR 100,000 of public contribution (Article 67(1)(c)) of CPR and Article 14.1 of ESF Regulation); 
iii. Flat-rate financing, determined by the application of a percentage to one or more defined categories of costs (Articles 67(1)(d) and 68 of CPR and Article 14.2 of ESF Regulation). 
 
The SCOs referred to above and, the costs actually incurred and paid option, may be combined only where each option: 
· Covers different categories of costs, or; 
· Is used for different projects forming a part of an operation, or; 
· Is used for successive phases of an operation. 
 
The SCOs must be used where the public support of grants and repayable assistance does not exceed €50,000. The use of SCO is voluntary where the public support exceeds €50,000. Where an operation is implemented exclusively through public procurement only simplified costs options available under Article 14(1) of the ESF Regulation are permitted. However, where public procurement within an operation, or project forming part of an operation, is limited to certain categories of costs, all the SCOs referred to above may be applied.  
 
Any SCOs being availed of by operations must be stipulated in the Activity Implementation Plans (AIPs) agreed between the Managing Authority and relevant Intermediate Body. This will establish the specific SCO(s), if any, being applied when claiming any element of the operations’ expenditure. The AIP will also indicate the relevant rules that set out the conditions for this type of support.   
 
The European Commission have issued Guidance on Simplified Cost Options (SCOs): Flat rate financing, Standard scales of unit costs, Lump sums and Guidance on standard scales of unit costs and lump sums adopted under Article 14(1) Reg. (EU) 1304/2013 which are located at 
http://ec.europa.eu/esf/main.jsp?catId=3&langId=en&keywords=&langSel=&pubType= 580.  
 
3.5 Expenditure that becomes eligible as a result of an amendment to a programme shall only be eligible from the date of submission to the Commission of the request for amendment or, in the event of application of Article 96(11) of Regulation 1303/2013 where the amendments are the responsibility of the Member State, the date from which the decision amending the programme enters into force, shall be eligible from the date of adoption of the decision. 
 
3.6 The eligible expenditure of the operation to be co-financed from the ESF shall be reduced by the net revenue[footnoteRef:7] not taken into account at the time of approval of the operation, and which is directly generated only during its implementation.  The reduction shall be implemented no later than at the final payment claim submitted by the beneficiary. Where not all the costs are eligible for co-financing, the net revenue shall be allocated pro rata to the eligible and non-eligible parts of  [7:  Article 61 of Regulation 1303/2013 defines ‘net revenue' as meaning cash in-flows directly paid by users for the goods or services provided by the operation. ] 

the cost. As an exception, this shall not apply to the areas identified under Article 65(8)(a) to (i) and the final paragraph of the same Article of CPR 1303/2013. 
 
3.7 The purchase cost of equipment is fully eligible for ESF co-financing except where part of the economic life of the equipment falls outside the period of the operation being co-financed and also costs over €1,000[footnoteRef:8]. In such an exception, only the depreciation costs of the equipment can be claimed in line with section 3.11 below.  [8:  €1,000 is equivalent to the National accountancy threshold as set out in the Department of Finance Circulars 02/2004 regarding the rules for the inclusion of assets in capital asset registers. ] 

 
For the purpose of 2014-2020 ESF co-financed operations in Ireland an item is considered equipment it if meets all of the following conditions. 
i. Under normal conditions of use, including reasonable care and maintenance, there is an anticipated useful life of more than one year; 
ii. It retains its original shape and appearance with use, and; 
iii. It does not lose its identity through incorporation into a different or more complex unit.  
 
	3.8 [Take this section out?] 	In line with Article 16 of ESF Regulation 1304/2013, YEI co-financing is claimable for a young 
person if at the moment of entering the YEI operation the person is: 
 
1. Not less than 15 and under 25 years of age, and, 
 
2. Not in employment. This can include persons that meet any of the following criteria: 
i. On fulltime Jobseekers payments or credits, One Parent Family Payment, Disability Allowance or Illness Benefit. This can include persons eligible for fulltime Jobseekers payment or credits due to lack of work even if registered as self-employed, or, 
ii. That have not been in employment for 312 days or more in the previous 18 months (which is equivalent to national thresholds for entitlement to unemployment welfare payments) or in receipt of earnings less than €9,776 (€188x52) in the previous 12 months (which is the current standard unemployed single person’s welfare allowance). 
This allows for some ‘casual work’ in the period prior to entering the YEI operation, or, iii. That have self-certified or self-declared that they are not in employment/inactive. A record must be available from the relevant body to demonstrate this self-certification or self-declaration. 
 
3. Not in fulltime education leading to an accredited qualification. This can include persons that meet any of the following criteria: 
i. On fulltime Jobseekers payments or credits, One Parent Family Payment, Disability Allowance or Illness Benefit. This can include person eligible for fulltime Jobseekers payment or credits due to lack of work even if registered as self-employed, or, 
ii. On work experience programme where fulltime accredited education is not an element of the programme, or,  
iii. From disadvantaged groups that may be registered for, though not necessarily actively participating in, fulltime accredited education that have demonstrated (e.g. through needs and risk assessments) the necessity for more focused supports to tackle the risk and needs identified, to better prepare them for the labour market and improve their employment prospects, or,  
iv. That have self-certified or self-declared that they are not in formal fulltime education. A record must be available from the relevant body to demonstrate this self-certification or self-declaration.    
 
4. Not in fulltime training leading to an accredited qualification. This can include persons that meet any of the following criteria: 
i. On fulltime Jobseekers payments or credits, One Parent Family Payment, Disability Allowance or Illness Benefit. This can include person eligible for fulltime Jobseekers payment or credits due to lack of work even if registered as self-employed, or, 
ii. On work experience programme where fulltime accredited training is not an element of the programme, or,  
iii. From disadvantaged groups that may be registered for, though not necessarily actively participating in, fulltime accredited training that have demonstrated (e.g. through needs and risk assessments) the necessity for more focused supports to tackle the risk and needs identified, to better prepare them for the labour market and improve their employment prospects, or, 
iv. That have self-certified or self-declared that they are not in formal fulltime training. A record must be available from the relevant body to demonstrate this self-certification or self-declaration.    
 
3.9 An operation may receive support from one or more ESI Funds, or from one or more programmes, and from other European Union instruments, provided that the expenditure item included in a request for payment for reimbursement by one of the ESI Funds does not receive support from another Fund or European Union instrument, or support from the same Fund under another programme. 
 
3.10 The ESF may provide support for expenditure incurred for operations which take place outside the programme area, but within the European Union, provided that the following conditions are satisfied: 
i. The operation is for the benefit of the programme area, and; 
ii. The obligations of the authorities for the operational programme in relation to management, control and audit concerning the operation are fulfilled by the authorities responsible for the operational programme under which that operation is supported, or they enter into agreements with authorities in the Member State in which the operation is implemented, provided that in that Member State the obligations in relation to management, control and audit concerning the operation are met. 
 
3.11 By way of derogation from section 3.1 above, depreciation costs are eligible where the following conditions are fulfilled: 
i. The amount of the expenditure is duly justified by supporting documents having equivalent probative value to invoices for eligible costs and where reimbursed in the form referred to in point (a) of the first subparagraph of Article 67(1) of CPR; 
ii. The costs relate exclusively to the period of support for the operation; 
iii. Public grants have not contributed towards the acquisition of the depreciated assets. 
iv. The depreciation costs are calculated in accordance with generally accepted accounting practices and standards. 
 
3.12 By way of derogation from section 3.1 above, contributions-in-kind in the form of salaries and allowances by a third party for the benefit of the participants in an operation are eligible provided the contributions-in-kind are: 
i. Incurred in accordance with national rules, including accountancy rules; 
ii. Do not exceed the cost borne by the third party, and; 
iii. Meets the criteria set out under Article 69(1) of CPR 1303/2013. 
 
3.13 The following costs shall not be eligible for a contribution from the ESF: 
i. Interest on debt, except in relation to grants given in the form of an interest rate subsidy or guarantee fee subsidy; 
ii. The purchase of infrastructure, land and real estate;
iii. 	Value Added Tax except where it is non-recoverable under national VAT legislation. 
 
3.14 The ESF, in a complementary manner and subject to a limit of 10 % of European Union funding for each priority axis of an operational programme, may finance a part of an operation for which the costs are eligible for support from the ERDF on the basis of eligibility rules applied to that Fund, provided that such costs are necessary for the satisfactory implementation of the operation and are directly linked to it. 
 
3.15 The technical assistance allocation for ESF may support actions: 
i. For preparation, management, monitoring, evaluation, information and communication, networking, complaint resolution, and control and audit; 
ii. For the reduction of the administrative burden on beneficiaries, including electronic data exchange systems, and actions to reinforce the capacity of Member State authorities and beneficiaries to administer and use the ESF and other ESF related EU funds;  
iii. To reinforce the capacity of relevant partners in line with point (e) of Article 5(3) of the CPR and to support exchange of good practices between such partners. 
 
The actions referred to in the above paragraph may concern previous and subsequent programming periods. 
 
3.16 The data required to confirm that the participant is eligible to partake in the specific ESF cofinanced operation must be captured and available to support expenditure claims. In addition, the data to support the conditions set out under section 3.8 is required for operations that are YEI cofinanced. 
This requirement is separate from the participant’s complete data that still needs to be collected and reported on for compliance with Article 5 and Appendix I (and Appendix II for YEI cofinanced operations) of ESF Regulation 1304/2013. Such compliance is needed to avoid potential suspension or financial corrections of ESF monies but is considered independent from compliance with the National ESF Eligibility Rules.  
 
3.17 The Financial Management and Control system for ESF co-financed operations in Ireland is based on the principle of shared responsibilities by way of delegation and administrative agreements. Each level of the cascade must, therefore, take responsibility for ensuring that the requirements of the Management and Control systems are adhered to at their own level and that ESF and national eligibility rules are complied with.  
 
3.18 The Department of Public Expenditure and Reform Circular to be issued will set out the 
Financial Management and Control Procedures required for 2014-2020 ESIF Programmes 20142020. This Circular will include procedures for State aids, public procurement, information and publicity, irregularities, audit trail and retention of records that are required to safeguard the eligibility of expenditure for EU co-financing. 
 
Conclusion 
 
Conformity with this ESF Circular and the other National eligibility rule documents listed in section 2 above is obligatory for all operations within the ESF co-financed 2014-2020 PEIL. Failure to abide by the ESF eligibility rules may lead to the deferment or cancellation of ESF assistance to Ireland and a loss to the National Exchequer. Therefore, these rules must be adhered to and introduced into the procedures of all organisations involved in implementing and administrating ESF co-financed operations.   
 
Finally, where the eligibility of expenditure is considered uncertain, clarification should, in the first instance, be sought by contacting the 2014-2020 PEIL ESF Managing Authority, Department of Education and Skills. Any additional clarifications required can be sought from the ESF Certifying Authority, Department of Education and Skills. The contact details for the ESF Managing and Certifying Authorities can be located at www.esf.ie. 
 
 
Tom Whelan 
ESF Certifying Authority  
Department of Education and Skills 
20 December 2016 
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Extract from Annex 1 of ESF Regulation (EU) No 1304/2013- Common output and result indicators for ESF investments 

The European Social Fund requires that information on all participants on activities funded by the ESF is maintained and reported to the European Commission. It is the responsibility of the lead organisation to gather this information on participants and submit it to the Department of Justice and Equality in the format and frequency determined by the Department.  


(1) Common output indicators for participants 

"Participants" refers to persons benefiting directly from an ESF intervention who can be identified and asked for their characteristics, and for whom specific expenditure is earmarked. Other persons shall not be classified as participants. All data shall be broken down by gender.

The common output indicators for participants are: 

	unemployed, including long-term unemployed 

	long-term unemployed

	inactive

	Inactive, not in education or training

	employed, including self-employed

	below 25 years of age

	above 54 years of age

	above 54 years of age who are unemployed, including long-term unemployed, or inactive not in education or training,

	with primary (ISCED 1) or lower secondary education (ISCED 2)

	with upper secondary (ISCED 3) or post-secondary education (ISCED 4)

	with tertiary education (ISCED 5 to 8)

	Migrants, participants with a foreign background, minorities (including marginalised communities such as the Roma)

	Participants with disabilities

	other disadvantaged 

	from rural areas




Common immediate result indicators for participants are:

	inactive participants engaged in job searching upon leaving

	participants in education/training upon leaving

	participants gaining a qualification upon leaving

	participants in employment, including self-employment, upon leaving

	disadvantaged participants engaged in job searching, education/ training, gaining a qualification, in employment, including self-employment, upon leaving 




Common longer-term result indicators for participants are:


	participants in employment, including self-employment, six months after leaving

	participants with an improved labour market situation six months after leaving

	participants above 54 years of age in employment, including self-employment, six months after leaving

	disadvantaged participants in employment, including self-employment, six months after leaving



Your approved project plan, which forms part of your ESF Grant Agreement contains planned participant numbers. Your quarterly progress reports to the EU Funds Unit will track progress against these planned numbers. These data will be aggregated by the EU Funds Unit to enable the necessary report to be made to the European Commission against Ireland’s National Programme targets. In addition to the participant numbers, you are also required to report participant data and type of intervention provided on a quarterly basis according to a template provided.
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Bank Account Details

Please complete with your organisations details and bank details

	Bank Name
	

	Bank Address
	

	Account Name
	

	Account Number
	

	Bank Sort Code
	

	IBAN
	

	BIC
	




	Organisation Name
	

	Organisation Address
	

	Tax ID or VAT  Registration Number
	

	Email address for remittance
	

	Company contact name
	

	Company contact phone
	




I confirm that I have verified the bank details provided above as being correct.


	Signed (CFO):
	

	
Date:
	

	
	

	Signed (CEO):
	

	
Date:
	




15 | Page

[bookmark: _Toc471831833][bookmark: _Toc478368574]
[bookmark: _Toc5715348]Appendix 5 – Sample Time Sheet
	
	
	

	[image: H:\My Pictures\Justice_MARK_MASTER_Std_Colour.png]
	[image: Irelands_EU_ESIF_2014_2020_en]
	[image: EU_ESF_logo_2014_2020]



	Name:
	
	 
	Job Title:
	 

	Personnel No.
	
	 
	Project Title:
	 

	Period:
	
	 
	Line Manager
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Date
	Start Time
	Lunch Out
	Lunch Return
	End Time
	Total Hours
	ESF Project Hours
	Non ESF Project Hours
	Full Activity Description e.g. attended a ESF Grants Briefing Day

	Monday
	 
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	Tuesday
	 
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	Wednesday 
	 
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	Thursday
	 
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	Friday
	 
	 
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	 
	
	 
	 
	 

	TOTAL HOURS
	0:00
	0:00
	0:00
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	0:00
	
	Percentage of hours worked on ESF Project
	
	0%
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Completed by:
	Authorised by Line Manager: 

	Date
	
	Signed by staff member
	Date
	Signed by staff member

	 
	
	Print off and sign
	 
	Print off and sign
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European Social Fund Publicity Consent Form

Promoting the European Social Fund (ESF) 
The ESF Managing Authority would like to use your recent experience to tell others about the achievements of the Programme for Employability, Inclusion and Learning (PEIL) 2014-2020. We call this a case study or good news story and it is used to show how the ESF is helping participants to improve their skills and move towards or into employment. 

How will my story be used? 
· We may use your case study in newsletters, posters, leaflets, other publications/policy documents or on our website, the national website and social media accounts. We would like to use your photograph to accompany your case study wherever possible. 
· We may use your case study in local and sometimes national newspapers. 
· We may share your case study with the European Commission to help them publicise the European Structural and Investment Funds. 
_______________________________________________________________________________
CONSENT SECTION
Part 1 – For completion by the person giving consent 
NB: If a participant is under 18 years of age, consent must be given by their parent/guardian.
	Name of participant: 
(print name clearly)
	

	Name of person giving consent: 
(print name clearly)
	

	Name of ESF provider and contact 
information: 
(email and/or phone)
	



Part 2 – Must be completed by person giving consent
We need your consent before we can use your story.	
Please tick (√) the boxes below where you agree to give your consent:
		I give my consent for the ESF Managing Authority to use my case study in the following ways: 



	To use my name 
	To use my photo 

	In publicity materials – including booklets, digital media (e.g. websites, social media), feature articles (magazines, newspapers, newsletters), posters, calendars etc. 
	
	



Anonymity: We may be able to use your case study without using your real name, for instance, if there are sensitivities around information you have provided. 

I agree and understand: 
· My case study may be used until 31 December 2023. 
· I can withdraw my consent to the ESF Managing Authority using my case study at any time, by contacting PEIL@EDUCATION.GOV.IE. However, I acknowledge that images that have previously been used with my consent may still be in circulation and not withdrawn.

	Signature of person giving consent:

	Date:
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