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GUIDANCE ON AWARDING HONORARIA TO TEACHERS
1. This guidance is effective from 1 April 2009.

2. An honorarium is an ex-gratia payment made to a person for their services in a volunteer capacity or for services for which fees are not traditionally paid.  

3.
This guidance has been produced to ensure a robust system is in place to validate honoraria payments and ensure that the criteria for making payments are consistent with the principles of regularity, propriety and value for money.

4.
Teachers may be awarded honoraria payments for duties they undertake outside of their normal salaried work.

5. Such payments will be subject to the normal taxation and national insurance rules and regulations.  However, they will not be subject to superannuation.
6. Honoraria payments must not be awarded to teachers who are undertaking duties which would normally attract a Teaching Allowance.  When such duties are required to be carried out the normal rules for awarding a Teaching Allowance must be adhered to.   

7.
A teacher may be awarded a Teaching Allowance on a temporary or fixed term basis if they assume additional responsibilities which are not permanent, for example to cover the prolonged absence of a senior member of staff, or for a major one-off task.  If a Teaching Allowance is to be awarded on a temporary or fixed term basis it should be specified in writing at the outset as outlined in the Teaching Allowance guidance that issued in 2007.  

8.
With effect from 1 April 2009 only applications made on the revised TR267 forms will be acceptable (payments, other than salary, for duties undertaken prior to 

1 April 2009 will be honoured providing the forms are properly signed off and the rationale for the payment is clearly stated on the form in accordance with the directions already issued).
9. TR267 forms will only be accepted for payment if the following conditions are met:

· signed and dated by the School Principal,

· authorised and dated by the Chair of the Board of Governors,
· forwarded to be signed and dated by the appropriate employing authority for controlled and maintained schools; the funding authority (DE, Schools Finance Branch) for voluntary grammar and grant maintained integrated schools; or the appropriate Education and Library Board in the case of free-standing Irish medium schools, and

· the rationale for the payment clearly stated.  

Any form not meeting all of these criteria will be returned to the school for completion.
10. The revised TR267 forms should be used for all payments awarded to teachers outside of their normal teaching salary.   Such payments will include redundancy TR267 (R), Extended Schools Programme TR267 (E) and other payments, for example honoraria and payment in lieu of notice TR267 (O).  
TR267 (R)
AUTHORISATION OF PAYMENT OTHER THAN SALARY

REDUNDANCY
SECTION A - School Details

	School Name
	

	Address
	

	
	

	Postcode
	
	


	School Reference Number 
	
	
	
	
	
	
	


SECTION B - Teacher Details

	Teacher Name
	

	TR Number
	


SECTION C - REASON FOR PAYMENT, AMOUNT AND PERIOD (if applicable)

	
	Amount

£
	Period

	Redundancy
	
	


Reason for redundancy
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SECTION D - To be completed by School Principal and chair of the Board of governors:

Signed by:

 _____________________________

Date:  ______________




            School Principal

Authorised by: 
_____________________________

Date:  ______________



 
       Chair Board of Governors

SECTION E - To be completed by employing/FUNDING authority

Signed by:  

_____________________________

Date:  ______________

-----------------------------------------------------------------------------------------------------------------
SECTION F – To be completed by Teachers Branch
	Authorised by: (EO1) 

____________________

Date: _______________


	Input by: (AO) 

____________________

Date: _______________


	Checked by: (EO11) 

____________________

Date: _______________




TR267 (E)
AUTHORISATION OF PAYMENT OTHER THAN SALARY

EXTENDED SCHOOLS PROGRAMME
SECTION A - School Details

	School Name
	

	Address
	

	
	

	Postcode
	
	


	School Reference Number 
	
	
	
	
	
	
	


SECTION B - Teacher Details

	Teacher Name
	

	TR Number
	


SECTION C - REASON FOR PAYMENT, AMOUNT AND PERIOD (if applicable)

	Reason for Payment
	

	Period
	

	Payment calculation
	£ per hr
	Hrs worked

	Total payment
	£


Additional information

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SECTION D - To be completed by School Principal and chair of the Board of governors:

Signed by:

 _____________________________

Date:  ______________




            School Principal

Authorised by: 
_____________________________

Date:  ______________



 
      Chair Board of Governors

SECTION E - To be completed by employing/FUNDING authority

Signed by:  

_____________________________

Date:  ______________

-----------------------------------------------------------------------------------------------------------------

SECTION F – To be completed by Teachers Branch

	Authorised by: (EO1) 

____________________

Date: ______________


	Input by: (AO) 

____________________

Date: ______________


	Checked by: (EO11) 

____________________

Date: ______________




TR267 (O)
AUTHORISATION OF PAYMENT OTHER THAN SALARY

OTHER – (INCLUDING HONORARIA)
SECTION A - School Details

	School Name
	

	Address
	

	
	

	Postcode
	
	


	School Reference Number 
	
	
	
	
	
	
	


SECTION B - Teacher Details

	Teacher Name
	

	TR Number
	


SECTION C - REASON FOR PAYMENT, AMOUNT AND PERIOD (if applicable)

	
	Amount

£
	Period

	Honoraria*
	
	

	Payment in lieu of notice
	
	

	Other (specify reason below)*
	
	


* Payment will not be made unless the rationale for both the payment and level of payment is provided below.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
SECTION D - To be completed by School Principal and chair of the Board of governors:

Signed by:

 _____________________________

Date:  ______________




            School Principal

Authorised by: 
_____________________________

Date:  ______________



 
      Chair Board of Governors

SECTION E - To be completed by employing/FUNDING authority

Signed by:  

_____________________________

Date:  ______________

-----------------------------------------------------------------------------------------------------------------

SECTION F – To be completed by Teachers Branch

	Authorised by: (EO1) 

____________________

Date: _______________

	Input by: (AO) 

____________________

Date: _______________

	Checked by: (EO11) 

____________________

Date: _______________



