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Introduction 
This module may be delivered as a standalone module leading to certification in a Common Awards System (CAS) minor award. It may also be delivered as part of an overall validated programme leading to a QQI major or special purpose award.   

The educator 1should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.    

The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for Certification

	12. Grading 

	13. Learner Marking Sheet(s) 
       Assessment Criteria

	Appendices
a. Suggested Content for Delivery
b. Sample Assessment 
c. Assessment Rubric




Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 

Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.   Title of Module  
Payroll Manual and Computerised
2.  Component Name and Code 
Payroll Manual and Computerised 5N1546
3.  Credit Value  
15 Credits
4. Duration in Hours 
150 Hours (typical learner effort, to include both directed and self-directed learning)
5.  Status
 This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award. 

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.Specific Validation Requirements
 The provider must have a computer laboratory with a version of the payroll software that reflects current workplace use.
7.  Aim of the Module
This module aims to equip the learner with the knowledge, skills and competence necessary to enable them to operate and maintain accurate payroll records using manual and computerised systems, for an organisation, working under general direction and supervision.
8.     Objectives of the Module 
· To introduce the learner the essential and appropriate terminology associated with personal taxation.
· To facilitate the learner to develop an awareness of the skills necessary to process payroll.
· To enable the learner to understand the importance of confidentiality, accuracy, and timely processing in preparing and maintaining payroll records
· To equip the learner with skill, knowledge and understanding of how to operate Payroll and using Payroll Modernisation (PMOD) process of Payroll Taxation.
· 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.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)

On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLO’s) of [insert module title]
	Mapped to QQI component specification for the minor award

	Payroll Fundamentals
1. Explain the fundamental components of payroll within business operations. 
	LO 1, LO 2, LO 3 & LO 8

	Payroll Modernisation (PMOD) Process
2. Describe the process of setting up and operating a payroll system within an organisation and fulfilling employer obligations.
	LO 1, LO 4, LO 6 & LO 7

	Calculating Payroll Components 
3. Identify and compute various components of payroll, various pay types of adjustments and deductions from taxable income and deductions from after tax income.
	LO 1, LO 3 & LO 4


	Manual Payroll Calculations
4. Calculate net pay using the correct statutory tax basis and calculating all statutory deductions using a variety of scenarios. Calculate the impact of legislative changes on take-home pay.
	LO2, LO3, LO4, LO5, LO8 & LO9

	Computerised Payroll Processing
5. Operate a computerised payroll system-desktop or cloud-based-to produce accurate information that reflect employee details and payroll processes.
	LO3, LO4, LO5, LO6, LO7*, LO10
*By fulfilling LO7, the content of LO6 is met



*The payroll tax rates, bands, and credits used may reflect the current year, a prior year, or academic year rates.
10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate. The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  

Payroll Fundamentals 
MIMLO 1: Explain the fundamental components of payroll within business operations. 
Introduce the learner to identify key terminology and concepts associated with maintaining and processing payroll information which may include the following:
· Key terms such as wage, salary, gross pay, taxable pay, insurable weeks, statutory deductions, net pay.
· The tax year and pay periods.
· The Basis of tax calculation (cumulative, week 1 month 1, emergency)
· Tax credits (Personal and Employee tax credit only), the Standard rate cut off point (SRCOP) and USC Cut off Point.
· Contents of a Payslips (gross pay, statutory and voluntary deductions and net pay)
· Methods for making payments to employees.
· Types of Payroll processing methods available to employers.
· Purpose of the Payroll function and obligation to pay wages
· Importance of confidentiality, accuracy and timely processing. 
· Ways to ensure security and confidentiality of employee data in the context of GDPR considerations for data storage.

Payroll Modernisation (PMOD) Process
MIMLO 2: Describe the process of setting up and operating a payroll system within an organisation and fulfilling employer obligations 
Facilitate the learner to:
· Explain the obligation to register as an Employer and to make statutory deductions.
· List information required to register employees.
· Outline the process of registration with ROS as an employer
· Outline the Payroll Modernisation (PMOD) Process. 
· Outline the function of Revenue Payroll Notification (RPN) and payroll submission reports (PSR) 
· Outline the ROS Employer Services page contents (e.g. manual downloads and submissions, view payroll and statement of account, Personal Public Service (PPS) Number Checker.
· Become familiar with Revenue Payroll Notification contents and process for retrieving RPN from ROS employers’ page.
· Explain the information contained in Revenue Payroll Notification (RPN) and that the PPS Number is the key field that connects employees to their Revenue record.
· Explain the procedure where RPN or PPS Number is not available for an employee.
· Become familiar with Revenue MyAccount for employees.
· Explain purpose and contents Payroll Submission Report and identify contents.
· Become familiar with ROS Payroll Reporting –make submissions by on-line form, upload payroll file through ROS or Direct Payroll Reporting which allows payroll software to communicate seamlessly with ROS to exchange the required information.
· Explain the process for dealing with Revenue Employer Monthly Statements of account and identify key payment deadlines. 
· Consider benefits and drawbacks of PMOD on the adoption of computerised payroll systems compared to using the traditional manual approach.

Calculating Payroll Components
MIMLO 3: Identify and compute various components of payroll, various pay types of adjustments, deductions from taxable income and deductions from after tax income.
Facilitate the learner to:
· Time apportion annual salary and calculate weekly and monthly pay from annual salary or gross pay for mid-month starters or leavers.
· Calculate gross pay based on hours worked at normal and overtime rates.
· Calculate various adjustments such as back pay (arrears), bonus, allowances, overpayments and deductions in respect of unpaid absence.
Facilitate the learner to:
· Identify deductions from taxable income such as unpaid leave deductions. 
· Identify deductions from after tax income such as Local Property Tax (LPT), trade union subscriptions, social club, savings scheme.

Manual Payroll Calculations
MIMLO 4: Calculate net pay using the correct statutory tax basis and calculating all statutory deductions using a variety of scenarios. Calculate the impact of legislative changes on take-home pay.
· Statutory tax basis should refer to the relevant tax year and included all bases applicable including if relevant, Cumulative, Week 1/Month 1, and emergency tax.
· Statutory tax deductions should refer to the relevant tax year and included all deductions applicable including if relevant Income Tax (PAYE), USC, and PRSI for both employees and employers.
· Facilitate the learner to use the information from the Revenue Payroll Notification (RPN) details (Cut off points, credits) to calculate weekly or monthly statutory deductions for various scenarios using sample data to calculate net pay.  Scenarios should be created to facilitate the following scenarios:
· Week 1/Month 1 basis
· Cumulative basis
· Emergency basis (when PPS Number available and when PPS Number is not available)
· Demonstrate how an employee’s Payroll tax may change due to mid-year commencement. 
· Demonstrate how net pay may change when RPN details changes in Cut off points and credits and from week 1/ month 1 or emergency basis to cumulative basis.
· A situation that would lead to an Income tax (PAYE) refund.
Scenarios may incorporate various elements of gross pay including holidays and unpaid leave and non-statutory deductions.
· Facilitate the learner to explore the effect of impact of changes in legislation on employee take home pay.
· Facilitate the learner to give an outline of the income tax system in Ireland to include calculation of income tax liability of taxpayers as single persons and as a married couple explore the effect of impact of changes in legislation on personal take home pay. 


Computerised Payroll Processing
MIMLO 5: Operate a computerised payroll system-desktop or cloud-based-to produce accurate information that reflect employee details and payroll processes.
Facilitate the learner to:
· Process company/payroll using desktop or cloud-based platforms.
· Understand the set-up options including connecting payroll software to ROS Employer services, pay frequency (e.g. Monthly, fortnightly, weekly), payroll calendar and first period to commence payroll processing. 
· Set up employee’s details e.g.  name, address, PPS number, PRSI class, start date and other data relevant to payment method e.g. cash, cheque, Electronic Funds Transfer (EFT) and access to payslips delivery method (e.g. email address and password).  Determine when pay and deduction information should be set up in the employee details or input at timesheet entry.
· Download RPN information from ROS Employer Services if simulation is supported by the payroll software.  Guide the learner in updating the Revenue tab with the RPN details or input this information if the ROS simulation is unavailable.
· Enter timesheet information for payments (e.g. hourly pay, salary, holiday pay, overtime) and deductions (e.g. pension contributions, strike pay deductions, Local Property Tax (LPT), trade union subscriptions, social club, savings scheme). 
·  Process the situation where an employee leaves during the period.
· Confirm payroll information (e.g. end of pay period routine) if simulation is supported by the payroll software.
· Upload the Payroll Submission Report (PSR) information from the payroll software to ROS Employer services if simulation is supported by the payroll software.
· Print or email a batch of payslips and an individual payslip.
· Print a selection of reports to assist with the administration of payroll and the management of payroll costs that accurately reflect employee details and payroll operations. (e.g. Gross to Net report, Total payroll cost report, Voluntary deductions reports, Report to reconcile to Revenue Monthly Statement of Account).
· Ensure data is securely stored, and data back-up carried according to appropriate system procedures.
10b. Suggested Methodologies for delivery 
Delivery modes:
Teaching and learning for this module is a mix of:
· Instructor led In-class / face-to-face learning or live virtual classrooms.
· Practical demonstrations.
· Case studies and scenarios to simulate work-based tasks.
· Interactive engagement and skills building with Irish payroll software.
· Self-directed learning.
Teaching and learning strategies:
The delivery of this payroll module should be designed to facilitate understanding of payroll processes, regulatory compliance, best practices and the development of practical competencies.
The following teaching and learning strategies can support this:
· Interactive lectures to build technical understanding through structured presentations and discussions.
· Practical demonstration of payroll calculations and payroll software to develop technical skills.
· Applying payroll principles to real-world scenarios using case studies.
· Group activities and peer discussions to enhance engagement and knowledge sharing.
· Use of videos to provide learner familiarisation with areas such as Revenue On-Line.
· Encouraging learners to solve payroll-related scenarios independently or in teams.
· Industry insights from payroll professionals using case studies or guest lectures
10c. Suggested Resources 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  
· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf 
· Further Education Support Service (FESS)Module Resource Library   https://www.fess.ie/resource-library/subject-specific-resources#Level5
11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Assignment 						60% (Part A and Part B)
2. Examination – Practical Computerised Payroll 		40%

Assignment Part A - Multiple Choice Questions (MCQ) 20%
The recommended assessment technique is an open book assignment carried out in a supervised environment.
The rationale for the selection of the assessment suggested for Assignment Part A, Multiple Choice Questions to evaluate learners' understanding of payroll fundamentals and PMOD obligations in a structured and objective manner. MCQs provide an efficient means of assessing both fundamental knowledge and the application of payroll processes, ensuring coverage of MIMLOs with accuracy and consistency.

Assignment Part B - Manual Payroll Computational Scenarios 40%
The recommended assessment technique is an open book assignment carried out in a supervised environment.
The rationale for the selection of the assessment technique for manual payroll computational scenarios is to evaluate the learner’s ability to accurately compute payroll components and perform accurate payroll calculations to determine net pay using various scenarios. These tasks will be structured to ensure learners can demonstrate proficiency in payroll calculations, applying Revenue Payroll Notification (RPN) details and calculating statutory deductions and net pay and in income tax computation for single and married taxpayers. 

Examination – Practical Computerised Payroll 40%
The recommended assessment technique is a practical closed book examination using payroll software carried out in a supervised environment.
The rationale for the selection of the assessment technique of practical examination in Computerised Payroll is to demonstrate the learner’s ability to competently operate a computerised payroll system.  This assessment will also ensure that learners can process payroll in compliance with Revenue regulations and generate accurate reports necessary for payroll administration.

Learners need to be provided with the opportunity to complete the assessments and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified.

Where this module is being delivered as part of a CAS major or special purpose award, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module.
11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 
	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	Payroll Fundamentals
1.Explain the fundamental components of payroll within business operations.  
	Assignment Part A
Multiple Choice Questions
Assignment Part B Manual Payroll Computational Scenarios
Examination – Practical Computerised Payroll

	Payroll Modernisation (PMOD) Process 
2.Describe the process of setting up and operating a payroll system within an organisation and fulfilling employer obligations.
	Assignment Part A
Multiple Choice Questions
Examination – Practical Computerised Payroll

	Calculating Payroll Components 
3.Identify and compute various components of payroll, various pay types of adjustments, deductions from taxable income and deductions from after tax income.
	Assignment Part B Manual Payroll Computational Scenarios

Examination – Practical Computerised Payroll

	Manual Payroll Calculations
4.Calculate net pay using the correct statutory tax basis and calculating all statutory deductions using a variety of scenarios. Calculate the impact of legislative changes on take-home pay. 
	Assignment Part B Manual Payroll Computational Scenarios


	Computerised Payroll Processing
5.Operate a computerised payroll system-desktop or cloud-based-to produce accurate information that reflect employee details and payroll processes.
	Examination – Practical Computerised Payroll



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.
11c.   	Guidelines for Assessment Activities 

	Guidelines for assessors:
The assessor is required to devise briefs and marking schemes for all assessment activities.   In devising the briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs.  Critically, learners should attempt all assessment activities achieving a cumulative total mark of 50% in each technique.  Assessors should use an extended marking scheme to clearly link learner marks to the corresponding assessment criteria.
The assessment activities and weightings are selected to reflect the importance of application of knowledge, skill and competency in the context of professional practical application and to facilitate authentic assessment.
Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Any digital evidence must be provided in a suitable format. Assessment techniques may be adapted to incorporate the principles of Universal Design for Learning to support inclusion of learners in completion of this module. 

Assessment Technique Assignment 60%
Assignment Part A - Multiple Choice Questions (MCQ) 20%
This assignment will be in the format of Multiple-choice questions (MCQ) open book assignment carried out in a supervised environment. It is recommended to include 20 MCQs per learning outcome (MIMLO) which can be blended or assessed separately.
The assignment covers learning outcomes MIMLO 1 and MIMLO 2 and will require the learner to process and show knowledge of the following:
· Fundamental concepts of payroll in business, key terminology associated with personal taxation in preparing and maintaining payroll records both manually and on the computer.
· Payroll Modernisation (PMOD) processes and compliance.

Assignment Part B - Manual Payroll Computational Scenarios
This assessment technique is an open book assignment carried out in a supervised environment. It
may be in the format of a number of computational scenarios examining learning outcomes MIMLO 1, MIMLO 3 and MIMLO 4 and may be produced throughout the duration of this module. 
The assignment will require the learner to process payroll for several employees.  Learners will show knowledge, skill and competence in calculation of:
· Various components of payroll to include gross pay, overtime, bonuses, and various pay types of adjustments. Identify deductions from taxable income and deductions from after tax income.
· Net pay using the correct statutory tax basis and calculating all statutory deductions using specific scenarios such as continuing and mid-year commencement, changes in Revenue Payroll Notification (RPN) details (Cut off points, credits) and refunds.
· Income tax liability of taxpayers and exploring the effect of changes in legislation on take home pay.
Evidence presented may include payroll statutory tax calculations, gross to net calculations, Income tax computations. 


	Assessment Technique Examination 40%
Examination – Practical Computerised Payroll
The Learner will complete a practical examination that assesses knowledge, skills and competence in operating a computerised payroll system. This assessment will be in the format of a closed book examination, supervised, with a maximum duration of 2 hours.  All instructions for the learner must be clearly outlined in an examination paper. Any printing/ file upload may be competed outside of the scheduled exam time. The examination will be based on learning outcomes (MIMLO 1, MIMLO 3, MIMLO 4 and MIMLO 5).

The examination will require the learner to process payroll for a minimum of five employees over a minimum of two periods.  This includes entering payroll details of employees, entering gross pay components, implementing the contents of Revenue Payroll Notifications (RPN), processing payroll, generating or identifying Payroll Submission report (PSR), generating payslips and producing payroll reports that accurately reflect employee details and payroll operations.   Ensure data is securely stored / backed up in accordance with appropriate system procedures.
Evidence for this examination technique may take the form of computerised evidence (data files and printouts, PDF files, screen shots), or any combination of these.  


11d. Eligibility for Certification

The learner is eligible for certification because they have demonstrated achievement of all MIMLOs. 
12. Grading 

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
 
At levels 4, 5 and 6 CAS 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
 


13. Assessment Criteria - Learner Marking Sheet(s)
	Individual Learner Marking Sheet
Payroll Manual and Computerised 5N1546
	Learner Name:

	Assessment Technique 1:
Assignment 60%
	Maximum Mark 
	Learner Mark 

	Assessment Criteria: Assignment - Part A
Show knowledge of:
· the fundamental concepts of payroll in business, key terminology associated with maintaining and processing payroll information 
· Payroll Modernisation (PMOD) processes and compliance.
	




20





	

	Subtotal (Part A) 
	20
	 

		Assessment Criteria:  Assignment - Part B
Learners will show knowledge, skill and competence in:

· Accurate calculation of various elements of Pay including gross pay, overtime, bonus, and various types of pay adjustments.

· Accurate calculation of Statutory deductions (PAYE, USC and employee and employer PRSI) and net pay using the specific scenarios.

· Accurate implementation of change in employee RPN information (e.g.  from emergency or week 1/Month 1 to cumulative system)  

· Accurately assess the impact of changes in the budget on take home pay.


	 




6



26


5




3

	 

	Subtotal (Part B)
	40
	 

	Overall Total Marks
	60
	

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 




	Individual Learner Marking Sheet 
Payroll Manual and Computerised 5N1546 
	Learner Name: 

	Assessment Technique 2:
Examination - Practical Computerised Payroll 40% 
	Maximum Mark 
	Learner Mark 

	Assessment Criteria:
Learners will show knowledge, skill and competence in:

Accurate entry of details and data 
· Employee setup
· Set up other parameters (e.g. payment and deduction)

Accurate calculation and processing of payroll:
· Period 1 process 3 employees (min)
· Period 2 process 5 employees (min)

Accurate editing of employee records
· temporary or emergency taxation changes
· leaving of employment

Accurate production of the following:
· relevant payroll management report
· statutory documentation (Payslip, ERs Report to reconcile to Revenue Monthly Statement of Account)
· Correct back up of data files (if relevant)
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20



3



5

	 

	Total Mark 
	40
	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
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Effective Date: 1st September 2025
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