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1.
Introduction

City of Dublin Education and Training Board is responsible for the payment of those undertaking External Authentication (EA) of its QQI programmes (subject to the availability of funding from SOLAS). The following procedures have been developed to assist both those making claims and those responsible for processing claims.  
2. 
External Authenticators


Those on the External Authenticator Panel can fall into one of five (5) categories as follows:

1. City of Dublin ETB staff member

2. Non-City of Dublin ETB staff member – Returning (was set-up on payroll previously)

3. Non-City of Dublin ETB staff member – New 
4. Self-employed – as an Authenticator
5. Company

All External Authentication Fee Claims (except Self-Employed and Company) are processed through City of Dublin ETB’s Payroll/HR Departments. This is on foot of advice from the Revenue Commissioners and is to facilitate the deduction of all appropriate taxes, charges, and levies (e.g. USC)
   All EA Travel & Subsistence Claims are processed:

Non staff Member - through City of Dublin ETB Travel/Payroll Departments.
Staff Member - on XD Expense System.


For anyone who is not a current serving City of Dublin ETB staff member, it is recommended that this employment is registered with the Revenue Commissioners, through My Account on www.revenue.ie under Online Services. This is to ensure the correct tax is applied when being paid for the work.  The City of Dublin ETB Employer Registered number is 3184902DH.
     Registration as an External Authenticator with City of Dublin ETB

· It is a requirement that external authenticators register with City of Dublin ETB before payment will be processed. 

· Register by filling in this form and by submitting evidence of qualification(s) i.e. a short, relevant CV and a signed copy of the EA Service Agreement Form to ea.reports@fet.cdetb.ie
       Required for Registration:
· Evidence of qualification in the form of transcripts or, where applicable, evidence of subjects registered with the Teaching Council.

· External Authenticator Registration form
3. 
Documentation required

The documentation required for payment depends on the category of the Claimant. There are 6 documents involved: 

1. EA Claim Form (including a section for Early Appointments)
2. 
EA Commencement Form
3. Evidence of PPS Number/A copy of any one of the following documents will suffice:
a) A certificate of tax credits and standard rate cut-off point in respect of a previous employment.

b) Public Services Card, Social Welfare Services Card, or PPS Registration Letter issued by the Department of Social Protection

c) A Statement of Liability (formerly P21) Balancing Statement

d) An Employment Detail Summary (formerly P60) issued by a former employer, which shows your PPS number

e) Any other items of correspondence from the tax office, which specifically quotes your PPS number.

f) A payslip from a previous employer which shows your PPS Number

4. Travel & Subsistence Claim Form 

5. 
Mileage Declaration Form

6. Insurance Indemnity Form

      The following is a breakdown of the documents required from each category of authenticator:
	
	Claimant type by Category
	Documentation required

	1.
	City of Dublin ETB Staff Member
	· EA Claim form

· EA Travel & Subsistence claims on XD Expense System


	2.
	Non-City of Dublin ETB Staff Member – Returning
(i.e. made a claim in previous years and was assigned a payroll number)
	· EA Claim form
· Commencement Form/Evidence of PPS No

     (only required if bank details have changed)      
· EA Travel & Subsistence claim form

· Mileage Declaration (with every Travel Claim)
· Insurance Indemnity (if not already submitted this year)

	3.
	Non-City of Dublin ETB Staff Member – 

New 
	· EA Claim form
· Commencement Form/Evidence of PPS Number
· EA Travel & Subsistence claim form

· Mileage Declaration (with every Travel Claim)
· Insurance Indemnity

	4.
	Self-employed*
	· Invoice

· Letter from Revenue confirming self-employed status as an Authenticator

	5.
	Company*
	· Invoice (must include dates of authentication and name of authenticators)



*Please note that these are the only categories of claim which may be paid on foot of an invoice. In the case of Category 4, this applies only where proof of self-employment has been received.
 4.
EA Payment Rates (with effect from 1st of January 2025)
· QQI – all Levels   €325.00 per day (€162.50 per half day)

5. EA Early Appointment
· The process for the Early Appointment of External Authenticators to Evaluate Assessment Instruments in advance of their distribution to learners to ensure the fair and consistent assessment of learners consistent with the City of Dublin ETB’s procedures and with QQI policy on quality assuring assessment.
6. Documentation required 

· EA Early Assessment – External Authenticator Claim Form (see Section Early Appointment Claim Details)
7. Payment Rates for Early Appointments

· Where tasks are completed in advance by the EA the following payment arrangements can be used:

· EA Early Assessment - €65 per day to review assessments prior to their dissemination (early EA)

8. Process & Procedures for External Authentication Fee Payments (Staff and    Non-Staff Members)
· External Authenticators should submit their External Authentication Fee Claim Forms together with appropriate documentation (i.e. Commencement Form/Evidence of PPS No. – for the new Claimant) by email or by hard copy to the FET College/Centre for approval/sign-off by Principal/Head of Centre/Authorised Signatory.
· As this can be an online Claim Form, the Claimant’s typed name is sufficient, where the Claim is DocuSign or manually authorised by the Principal/Head of Centre/Authorised Signatory. 
· FET College/Centre checks that the claim is correctly completed, and that all necessary documentation is attached.

· The Authorised Signatory must sign the Form, either via DocuSign or by handwritten signature, when submitting Claim Forms by email (in PDF format) to the City of Dublin ETB Head Office – Corporate Services for processing.
· Claim Forms should be submitted from the Principal/Authorised Signatory email address.
· If the original Claim Form is not received, the FET College/Centre should retain the original Claim on file.

· Claim Forms can be also submitted by post.

· Head Office will check, record and authorise Claims for payment as appropriate.
· If any errors are identified, the EA Claim Form will be returned to the FET College/Centre for correction.
· Once checked, recorded and authorised, Payment Request will be sent to HR/Payroll – for staff and non-Staff Member payments.
· Where payment is made on foot of an invoice, Prompt Payment regulations will apply. Invoices must be submitted on a timely basis to avoid Prompt Payment Interest (PPI).

9. Process & Procedures for EA Travel & Subsistence Payments 
a. for City of Dublin ETB Non-Staff Members Only
· Only original copies of all documents are accepted.
· External Authenticators should submit their EA Travel & Subsistence Claim Forms together with appropriate documentation (i.e. Mileage Declaration Form, Insurance Indemnity Form) by hand to the FET College/Centre for approval/sign-off by Principal/Head of Centre/Authorised Signatory.

· FET College/Centre checks that the Claim is in order and that all necessary documentation is attached.

· Both the Claimant and the Authorised Signatory must sign the Form by hand, when submitting Claim Forms by post to City of Dublin ETB Head Office – Corporate Services.
· Corporate Services verify that EA Claim dates are in order and records the total amount entered by the Claimant on the Claim Form.
· The Travel & Subsistence Claim Form is then forwarded to the City of Dublin ETB Travel Section for assessment.
· If any errors are identified, the T&S Claim Form will be returned to the Claimant by the Travel Sector for correction.
· Once checked, recorded and authorised, Payment Request is forwarded by the Travel Section to HR/Payroll for non-Staff Member payments.
· The Travel Sector will inform Corporate Services of the final payable amount for record-keeping purposes.
· Travel & Subsistence Claim Forms will be retained by Travel Department.
· Auditing regulations require that these guidelines be strictly adhered to.
Travel Coding 
	Programme Code
	N1550

	Account Code – Pay Code
	4683

	Account Code – Expenses Code
	3530

	Account Code – Vouched Expenses
	4502


b. for City of Dublin ETB Staff Members Only

· Staff Members undertaking External Authentication duties should enter their Travel & Subsistence on XD Expense System.  Please note that Paper Claims will not be accepted.
· All claims relating to External Authentication Journeys should be coded to N1550 – 3530 – Relevant Centre code for where the authentication is being carried out.
· Claims must be approved by the staff members who are Level 1 approvers (normally their line manager) 
· Corporate Services will notify and confirm EA dates and times with the Line Manager and Travel Department (travel@cdetb.ie)  
· Please refer to XD Expenses Share Point to assist you with your claim and where you will find important information such are Users Guides, Quick Guides etc, these helpful documents can be accessed HERE   


10. Queries 
· Queries relating to External Authentication Payments should be raised with the Principal/Head of Centre/Authorised Signatory in the first instance.
· Queries relating to staff and non-staff member Travel & Subsistence Payments should be directed to the City of Dublin ETB Travel Section at travel@cdetb.ie
· Queries re registering as an External Authenticator with City of Dublin FET College should be directed to the FET Development Unit at ea.reports@fet.cdetb.ie
City of Dublin ETB Guidelines
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