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Introduction

This programme module may be delivered as a standalone module leading to certification as a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria




Integrated Delivery and Assessment

The teacher or tutor is encouraged to integrate the delivery of content where an overlap between the content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner in developing the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise the teacher or tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner in producing one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of Level 5 Communications and Level 5 Mathematics modules with that of other Level 5 modules is specifically encouraged, as appropriate. 

Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities. The teacher or tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher or tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

Title of Programme Module (s)
Payroll Manual and Computerised
Component Name and Code 
Payroll Manual and Computerised 5N1546
Duration in Hours
150 Hours (typical learner effort, to include both directed and self-directed learning)
Credit Value
15 Credits 
Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure
Special Requirements
There are no specific validation requirements to be implemented.  However  it is important that each Learner participating on the programme has access to appropriate ICT resources.
Aim of the Programme Module
This programme module aims to equip the learner with the knowledge, skills and competence necessary to enable them operate and maintain accurate payroll records using manual and computerised systems, for an organisation, working under general direction and supervision. 
Objectives of the Programme Module

· To explore with the learner the essential and appropriate terminology associated with personal taxation
1. To facilitate the learner to develop an awareness of the skills necessary to use both manual and computerised payroll systems
1. To explore with the learner the importance of accuracy and security in preparing and maintaining payroll records
1. To facilitate the learner to develop the skill, knowledge and understanding of how to operate the cumulative, emergency and temporary tax system 
· To assist the learner in developing the academic and vocational language, literacy and numeracy skills related to Payroll through the medium of the indicative content 
· To enable the learner to take responsibility for his/her own learning.
Learning Outcomes of Level 5 Payroll Manual and Computerised 5N1546
Learners will be able to:

1. Explain the key terminology associated with personal taxation in preparing and maintaining payroll records both manually and on the computer
2. Outline the advantages and disadvantages of a computerised system over a manual one for payroll processing purposes
3. Process the payroll for employee(s), using manual and computerised systems, under the cumulative tax system, to include; various elements of gross pay, holidays, unpaid leave, cut-off points, credits, all statutory and non-statutory deductions
4. Process the payroll for employee(s), under the emergency and temporary tax systems and subsequent transfer to the cumulative tax system
5. Demonstrate the changes in personal tax due to various factors to include; mid-year commencement and leaving of employment, changes in credits, refunds
6. Extract information from completed records to prepare all necessary mid-year and year-end tax forms for employees
7. Extract information from completed records to prepare all necessary end-of-period and year-end returns and tax forms for the Revenue Commissioners
8. Assess the effect of using alternative assessment methods to calculate the annual tax liability of married couples
9. Analyse the impact of changes in legislation on personal tax and take-home pay by comparing two tax years
10. Print a selection of reports after backing up computerised data on a suitable medium

Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

Section 1. Explain the key terminology associated with personal taxation in preparing and maintaining payroll records both manually and on the computer.
Facilitate the learner to identify key terminology associated with personal taxation in preparing payroll records, for example:
· Taxable income
· Gross pay
· Net pay
· Salary
· Statutory Deductions
· No-Statutory Deductions
· Public Sector Employee
· Private Sector Employee
· Superannuation (pension)
· Tax credits
· Tax Bands
· Standard rate cut off point (SRCOP)
· Gross tax and net tax (Take home pay)
· PAYE and PRSI (EE + ER)
· Cumulative Tax and Pay
· Statutory Documents P45, P60, P30, P35 and Universal Social Charge (USC)

Section 2. Outline the advantages and disadvantages of a computerized system over a manual one for payroll processing purposes
Facilitate the learner to summarise key challenges for computerised system over a manual one, for example:

· The advantages of a manual payroll system over a computerised system
· Examples of where a manual payroll system would be used
· The advantages of a computerised payroll system over a manual system 
· Examples of where a computerised payroll system would be used
· Advantages/disadvantages to the learner in everyday life
· Features available to the learner within computerised programme such as creating 	payslips and completing forms
Section 3. Process the payroll for employee(s), using manual and computerised systems, under the cumulative tax system, to include; various elements of gross pay, holidays, unpaid leave, cut-off points, credits, all statutory and non-statutory deductions
Facilitate the learner to effectively process a manual and computerised payroll system for the purpose of calculating cumulative tax etc., to include the following:

· The operation of the cumulative tax system
· Calculating gross pay for an employee to include basic pay, overtime, bonuses, commission 	and holiday pay
· Calculating PRSI Contributions for employee and employer
· Calculating Universal Social Charge or similar
· Calculating the weekly or monthly net pay for an employee
· Complete cumulative tax deduction cards for employees
· Week number
· Gross pay less Superannuation
· Cumulative Gross pay
· Cumulative Standard Cut off Point
· Cumulative Tax due at Standard and Higher Rate
· Cumulative Tax Credit
· Cumulative Gross Tax
· Cumulative Tax Due
· Tax Refund this Period
· Tax Deducted this Period
· Universal Social Charge or similar
· PRSI EE and Total PRSI 
· Net Pay
· Calculating refunds to employees when appropriate
· Calculating Holiday Pay
· Calculating the impact of unpaid leave
· Calculating wages when an employee starts mid-year
· Address what happens if an employee tax credits are altered during the tax year
· Process the manual payroll regularly for a number of employees. Weekly or Monthly
· Processing Tax forms for all employee’s, P60, P45, P30 & P35
· Entering company details e.g. name, address, registration number and bank sort 	code in a computerised system
· Entering employee’s details e.g.  name, address, marital status, PPS number, tax 	rates, tax credits, standard rate cut-off point, PRSI class
· Enter details regarding pay frequency (e.g. Monthly, weekly) and method (e.g. cash, 	cheque, EFT)
· Entering details regarding payment types e.g. overtime rates, bonus, commission, expenses, 	holidays etc.
· Entering details regarding non-statutory deductions for employees e.g. pension, health           	insurance, trade union subscription 
· Processing a Mid-year commencement set up for a computerised system 
· Edit employee data where necessary e.g. changes in pay, changes in tax credit, changes in 	non-statutory deductions etc.
· Processing the computerised payroll regularly for a number of employees, to include gross 	pay, refunds, holiday pay and unpaid leave for given employees 
Section 4. Process the payroll for employee(s), under the emergency and temporary tax systems and subsequent transfer to the cumulative tax system.
Facilitate the learner in the development of emergency and temporary tax system and subsequent transfer to cumulative tax system. For example:

· Demonstrate how the Emergency Tax System works
· Completing emergency and temporary tax deduction cards
· Processing the pay roll for employee’s on temporary or emergency tax
· Calculating an employee’s tax liability after moving from the emergency or temporary     	system to the cumulative system
Section 5. Demonstrate the changes in personal tax due to various factors to include; mid-year commencement and leaving of employment, changes in credits, refunds
Facilitate the learner to prepare changes in personal tax due to various factors, to include:
· Mid-year commencement set up for a computerised system 
· Leaving employment and completion of P45
· Completing changes in personal taxation
· Examining tax refunds 
Section 6. Extract information from completed records to prepare all necessary mid-year and year-end tax forms for employees
Facilitate the learner in extracting necessary information from completed records to prepare all necessary documents, for example:
· Establish the purpose of the following documents: P45, P60, P30 and P35
· Calculating an employee’s liability for PRSI applying various PRSI classes
· Calculating an employer’s liability for PRSI applying various PRSI classes
· Completing the following documents: P45, P30, and P35
Section 7. Extract information from completed records to prepare all necessary end-of-period and year returns and tax forms for the Revenue Commissioners
Facilitate the learner in calculating and completing the end-of-period and yearly tax return forms, for example:
· P30
· P35
· P45
· P60
· USC or similar

Section 8. Assess the effect of using alternative assessment methods to calculate the annual tax liability of married couples
Facilitate the learner to reflect on the use of alternative assessment methods, for example comparing the tax liabilities of married couples who opt for separate or single assessment with those who opt for joint assessment

Section 8. Analyse the impact of changes in legislation on personal tax and take-home pay by comparing two tax years
Enable the learner to explore the impact of changes in legislation on personal tax and take-home pay, for example:
· Break down with the learner the impact of changes in legislation on personal take home pay
· Introduce learner to revenue site www.revenue.ie
· Explore the effect legislation has on personal tax and take-home pay over a two year tax period
· Assess and calculating the effect of the budget on an individual’s take home pay.
Section 9. Print a selection of reports after backing up computerised data on a suitable medium
Facilitate the learner to back up computerised data and produce a selection of printed reports, for example:
· Printing payroll statutory documents and reports 
· Printing payroll management reports e.g. total payroll cost per week/month, gross to net deduction list, employee cumulative payslips, individual payslips
· Printing relevant statutory document details e.g. P45, P60, P30, P35
· Updating records at end of period, i.e. close off transactions for week/month before starting next payroll run
· Saving data correctly according to appropriate system procedures
· Backing-up data according to appropriate system procedures
Assessment  

11a.	Assessment Techniques
Assignments		60%
Exam			40%

11b.	Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated in demonstrating the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Explain the key terminology associated with personal taxation in preparing and maintaining payroll records both manually and on the computer
	Assignment 2

	2. Outline the advantages and disadvantages of a computerised system over a manual one for payroll processing purposes
	Assignment 2

	3. Process the payroll for employee(s), using manual and computerised systems, under the cumulative tax system, to include; various elements of gross pay, holidays, unpaid leave, cut-off points, credits, all statutory and non-statutory deductions
	Assignment 3
and Exam

	4. Process the payroll for employee(s), under the emergency and temporary tax systems and subsequent transfer to the cumulative tax system
	Assignment 3

	5. Demonstrate the changes in personal tax due to various factors to include; mid-year commencement and leaving of employment, changes in credits, refunds
	Assignment 3 and Exam

	6. Extract information from completed records to prepare all necessary mid-year and year-end tax forms for employees
	Assignment 3 and Exam

	7. Extract information from completed records to prepare all necessary end-of-period and year end returns and tax forms for the Revenue Commissioners
	Assignment 3 and Exam

	8. Assess the effect of using alternative assessment methods to calculate the annual tax liability of married couples
	Assignment 1 

	9. Analyse the impact of changes in legislation on personal tax and take-home pay by comparing two tax years
	Assignment 1 

	10. Print a selection of reports after backing up computerised data on a suitable medium
	Exam




11c.  	Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and examination papers, marking schemes, and outline solutions for the Payroll Manual and Computerised Programme Module.  In devising the assessment briefs/examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement for ALL learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Assessment Technique
	60%

	Assignment 1 – weight 10%
Assignment 2 – weight 10%
Assignment 3 – weight 40%

	The assessment briefs will focus on a broad range of specific learning outcomes and will require the learner to process and show understanding of the following:
Assignment 1 – L.O: 8, 9
· The effect of using alternative assessment methods to calculate the annual tax liability of married couples and analyse the impact of changes in legislation on personal tax and take-home pay by comparing two tax years
· single or separate and joint assessment of married couples
· effects of the budget on take home pay
Assignment 2 – L.O: 1,2
· Identify and explain the key terminology associated with personal taxation in preparing and maintain payroll records both manually and on the computer
· Outline the advantages and disadvantages of computerised system over a manual one for the payroll processing purposes
Assignment 3 – L.O: 3,4,5,6,7
The Learner will process for employee(s), under the cumulative tax system to include evidence that demonstrates the following:
· various elements of gross pay, holidays, unpaid leave, cut-off points, credits, all statutory and non-statutory deductions and refunds
· multiple employees with variable data
· basic pay, overtime, bonus, commission, hourly rates, pension/superannuation, holiday pay etc.
· emergency, temporary and cumulative systems
· transfer from emergency or temporary to cumulative system
· evidence of mid-year tax forms for employee. Example P45
· evidence of end of year statutory forms for the Revenue Commissioner. Example, P60, P35, USC, etc.
Evidence presented will include: calculations, employee records, gross to net calculations, deductions and statutory documentation.

Evidence for this assessment technique may take the form of written, graphic, or computerised evidence, or any combination of these.

All instructions for the learner must be clearly outlined in an assessment brief.



	Examination Technique 

	40%

	Examination – 40% - The examination will be based on a range of specific learning outcomes and will be of 2 hours duration.

	The Learner will complete a practical examination that assesses the learner’s mastery of computerised payroll skills, demonstrated in a set period of time and under restricted conditions.
The examination will be based on a range of learning outcomes and will be 2 hours in duration.

The format of the examination will be as follows: L.O: 3,5,6,7,10

· enter payroll details for a number of employees (minimum 5)
· enter variable data per payment period to include various element of
· gross pay, holidays, cut-off points, credits, all statutory and not statutory deductions
· process the payroll for a number of periods
· edit employees’ records
· Changes in tax credits, temporary or emergency changes, etc.
· demonstrate mid-year commencement, the leaving of employment 
· print payroll management reports e.g. payslips, deduction lists, gross to net listing
· print statutory documents e.g. P45, P60, P30, P35
· back up the data on a suitable medium

Evidence for this examination technique may take the form of written, oral, graphic, audio, visual or computerised evidence (data files and printouts, PDF files), or any combination of these. Any audio, video or digital evidence must be provided in a suitable format

All instructions for the learner must be clearly outlined in an examination paper.


Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Payroll Manual and Computerised
5N1546
	Learner Marking Sheet
Assignment - Weighting 60%



Learner’s Name: ________________________________		
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Assignment 1 –Single and Joint Assessment/Budget Changes

	Accurate calculation of joint and single or separate assessment and comparisons between both.
	7
	

	Correct calculation of the effect of the budget
	3
	

	Subtotal
	10
	

	Assignment 2 –  Understanding of Payroll concepts clearly demonstrated

	Understanding and knowledge of key terminologies associated with personal taxation in preparing and maintaining payroll records both manually and on the computer.
	5
	

	Advantages and disadvantages clearly explained
	5
	

	Subtotal
	10
	

	Assignment 3 – Manual payroll 

	· Accurate processing of a manual cumulative payroll system covering gross pay, unpaid leave, cut-off points, credits, over time, pension, bonus, holidays and refunds etc.
	25
	

	· Accurate transfer of emergency or temporary to cumulative system covering emergency TDC to new TDC.
	10
	

	· Statutory documentation accurately completed i.e. P45, P30, P60, P35 and USC.
	5
	

	Subtotal
	40
	

	Total Mark
	60
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................


	Payroll Manual and Computerised
5N1546
	Learner Marking Sheet
Examination – Weighting 40%



Learner’s Name: ________________________________		
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Accurate entry of details and data (name, address, department code, pay methods, tax status, tax credit, SRCOP, PPS No., P45 details, TDC entries, etc.)
	10
	

	Accurate calculation and processing of payroll including:
· Commencement of a Mid-year set up
· Setting the period
· gross salary or hourly rate
· weekly, monthly additional payments – overtime, bonus, commission
· statutory and non-statutory deductions
· tax
· refunds
· employee’s PRSI contribution
· Total PRSI contribution
· temporary or emergency taxation changes
· net pay 

	15
	

	Accurate editing of employee records
	5
	

	Accurate production of the following:
· relevant payroll management reports
· statutory documentation
	5
	

	Correct back-up of data files
	5
	

	Total Mark
	40
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet




External Authenticator's Signature: ............................................................   Date: ...............................
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