EuroPayX
Central Statistics Office

Earnings, Hours & Employment Costs Survey (EHECS) and National Employment Survey (NES)

The Central Statistics Office (CSO) has implemented a new XML file upload facility to ease the burden of
paperwork that the quarterly Earnings, Hours & Employment Costs Survey (EHECS) and the annual
National Employment Survey (NES) naturally engender. EuroPay Xtra now incorporates a new CSO
module to aid employers to produce the necessary data and to extract it in an XML file that can be sent
directly to the CSO. For detailed implementation instructions see below.

After the 2007 year end cleardown has been run and you open the 2008 data for the first time it will be
necessary to set certain parameters in order for the software to successfully run this new module. Please note
that if the required set up is not completed, the necessary data will not be collated and the required XML
files will be incomplete. The Data will only start collating from the first payroll run after the setup has been
completed.

Parameters need to be setup for two items:

Pay Elements
Employees

Pay Elements

To setup pay element details use [Options] [Additions Deductions] off the main menu bar. The amended
Pay Element Screen requires the following options to be set, checked or amended.

Additions/Deductions To Pay E=REEr=)
Addition/Deduction No: 3 > A3 Description: Overtime @ 1.5
iption: Oftime @ 1.5

Basic ,—|P‘ayP‘ath Short Description:  Of

Element Type and Balance Type Tax Basis Calculation Type

(@) Addition @) Ascending (@) Gross Subject to Tax () Fisted (Flat Amount)

() Deduction () Reducing () Net Subject To PRSI '@ Units Based (By Rate)

1) Memo Unit Name:

Payslip Print Options

Print on Payslip [ | Split cC © sx Medical nsurance - Hours
[} sTswe[| Lump Sum Attached To Rate -

Balance Print Factor:

g Only if TF [ Multiply By Holiday Periods 1.5000

:Iev;r::rs ' Balance Periods [] Exclude || zeroise on Update

: Formula:

[] Annual value[ | Membership Ref M
Accum. Hrs Worked
CS0O Data Pay Element Categories
EHECS: [D'vertime - Payment for hours worked in excess of normal hours - ]

NES: [D'vertime - Employee's gross overtime earnings - ]




At the bottom of this screen a new section titled CSO Data Pay Element Categories has been added. For the
CSO data to be collated correctly it is imperative that EHECS and NES options be set. This is done by
choosing the relevant description from the combo box accessed by clicking on the down arrow

For EHECS the following options are available. (Please note that these options are as defined by the CSO
and are the only ones allowable)

CS0 Data Pay Element Categories
EHECS: [[}ve:time - Payment for hours worked in excess of normal hours - J

NES: Overtime - Payment for hours worked in excess of normal hours

Irregular Bonuses and Allowances - ie Bonuses which are 'not paid regulary'

Redundancy payment - Met of refunds paid or payable by the Dept. Of Enterprise, Trade and Employ
Other Employee related payments - Study grants etc

Benefit In Kind - Income continuance insurance (total cost to the employer or notional income)
Benefit In Kind - Private use of company car (total cost to the employer or notional income)

Benefit In Kind - Stock options & Share purchase scheme (total cost to the employer or notional incc
Benefit In Kind - Voluntary sickness insurance (total cost to the employer or notional income)
Benefit In Kind - Staff Hosuing (total cost to the employer or notional income)

Benefit In Kind - Others,ie free or subsidised benefits (eqg meals, creche, parking etc)

Training Costs - Training costs to the employer (eg course fees, teaching aids and tools etc)

Other Expenditure - Cost to the employer (eg recruitment, relocation costs & uniforms/work clothes’
Paid Annual Leave and Bank Holidays - Hours not worked

Paid Maternity Leave - Hours not worked

Paid Sick Leave - Hours not worked

Paid Other Leave - Hours not worked

Training Subsidies - e.g. FAS subsidies

Other Subsidies - e.g. IDA employment subsidies

Refunds from Social Welfare - e.g. Sick and Maternity Benefits

Excluded - Excluded this Pay Element from EHECS Reports

For NES the following options apply.

CS0 Data Pay Element Categories

EHECS: ’[}vertime - Payment for hours worked in excess of normal hours - l

MES: [[}ve:time - Employee's gross overtime earnings - J
Excluded - Exclude this Pay Element from MES reports
Earnings - Employee's gross normal earnings

Overtime - Employee's gross overtime earnings

Shift Allowance - Gross amount of shift allowances paid to the employee

Irregular Bonuses and Allowances - Gross earnings which are not paid at each pay period
Commission - Employee's gross 'Regular’ commissions and bonuses

Benefit In Kind- Employee's notional income calculation of benefit in kind

Please ensure that all existing pay elements have these options set and remember to set the options on any
new pay elements that are set up in the future — incomplete setup will result in incomplete data being
collated and incorrect XML files being produced.



Employees

On the Employee Master File there is a new CSO tab. Click on the tab to access the screen.

s Monthly Employee - 1, Al Monthly e @ =
Employee: 1 - Calculated _E__ t &‘r}

| Basic | other | PAavE | A/D's | PRSI | Leave | EFT | Diary | BI | Pension| History| HR | calendar| SO |
Occupation Employment Type

Post: Programmer, database - @

() Part Time Employee
MNES Status: 21 () Apprentice/Trainee
] (@

@) Managers, Administrators, Professionals & Assoc. Professionals

© Clerical, Sales & Service workers Contract Type

1) Production, Transport Workers, Craft & Tradespersons, Other Manual Workers

1) NA (@) Indefinite Duration Contract

() Fixed Term Contract

CS0 EHECS A

Number of Hours worked per week: 35.00

Number of Days worked per week: 5.00

Mote: Hours worked per week is the mainty used for Salaried employees and is
not linked to the figure held against the Salary element on the A/D's tab.

The following options need to be set.

Occupation — see below

Hours paid per week — enter normal working hours per week (eg 40.00, 37.50, 35.00 etc)
Days worked per week — enter normal number of days worked per week (eg 5.00, 2.50 etc)
Employment type — choose as appropriate

Contract type — choose as appropriate (defaults to Indefinite Duration Contract)

Occupation

This can be set in two ways

1 By using the combo box on right of Post cell a popup (screen shot on next page) will display
and the user chooses a Post that best matches the employee position. Highlight the required
line and Click OK and the Post, NES Status and EHECS Employee Category are
automatically set.

2 Enter the following manually (with assistance from the CSO if required — please look in the
appendix to this document for contact details.

i. Post
ii. NES Status
iii. EHECS Employee Category



-

5., Monthly Employee - 1, A1 Monthly EI' =] I\EI

!
. 1 - Calculated e, &I
Employee: =

 Basic | Other | PAYE | A/D's| PRSI | Leave| EFT | Diary | BK | Pension| History| HR | calendar CSO
Occupation Employment Type

Post: Programmer, database

EHECS Employment Categories

Probation officer, associate professional 34 Managers, Professionals and Associate Professionals

Probation officer, professional 24 Manaaers, Professionals and Associate Professionals

Producer, motion picture 12 Managers, Professionals and Associate Professionals

Producer, radio 12 Managers, Professionals and Associate Professionals

Producer, stage 12 Managers, Professionals and Associate Professionals

Producer, television 12 Managers, Professionals and Associate Professionals

Producer, theatre 12 Managers, Professionals and Associate Professionals

Professor, college 23 Manaqers, Professionals and Associate Professionals

Professar, university 23 Manaqers, Professionals and Associate Professionals

Programme 21 Managers, Professionals and Associate Professionals
Programmer, communications 21 Manaaers, Professionals and Associate Professionals
Programmer, database 21 |[Managers, Professionals and Associate Professionals
Programmer, technical 21 Managers, Professionals and Associate Professionals
Projectionist, cinema 31 Manaqers, Professionals and Associate Professionals

Promoter, sports 34 Managers, Professionals and Associate Professionals
Proof-presse 73 Production, Transport Workers, Craft & Tradepersons and Other
Proof-reader, derical 41 Clerical, Sales and Service Workers

Proofer, photogravure 73 Production, Transport Workers, Craft & Tradepersons and Other
Proofreade 24 Manaaers, Professionals and Associate Professionals
Prophylacticia 32 Manaaers, Professionals and Associate Professionals

(To choose the appropriate Employment Category, scroll up and down using the vertical scroll bar on right,
highlight and click OK. Alternatively, use the search button on top right to help find the required category,
then highlight and click OK)

Once these options are set, they will take effect from the next calculation run and the data will be collated
accordingly. The relevant data is only updated permanently when you run the normal Period Update option.



Creating EHECS XML File

Take the [CSO] [EHECS] option, and review the various screens. Some screens require data to be filled in
manually as the data is neither maintained nor available from within the payroll system.

'u CS0 Earnings, Hours & Employment Costs Survey (EHEC

Part 4 -Total Number of Paid Hours Mot Worked I Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Part 7 - Total Employer's Social Contributions | Part & - Total Cost to the Employer of Benefits pravided to Employees
Dedaration | Part 1 - Mumber of Persons Employed | Part 2 - Total Wages & Salaries I Part 3 - Total Hours Paid

Central Statistics Office {C50) Contact Information
Earnings, Hours & Employment LoCall: 1890 313 414 (ROI) and 0807 8760256 (UK/NI)

Costs Survey

EHECS: (021) 4535584/4535507/4535132
NES: (021) 4535585/4535523/4535240

Year: 2008 -
Fax No: (021) 4535553

Quarter: [1 v] lGenerateFigures E-Mail: ehecs@cso.ie/nesoct2006@cso.ie

Web: WWW.CS0.ie

Company Details _Contact Details

Enterprise No (CBR): NCC1701-D Contact Name: Mr Joe Bloggs

Company Name: C50 Test Data Contact's Position: Financial Director

Address: 1st Floor Phone No: 01-838 2921
111 New Cabra Road - :
Dublin 7 E-Mail Address: info@ardbrook.ie

~ Ret T : @) Original (™)

Address Change: (@) Address & Name are the same etrm type @) Original (") Amended
-.:..- Address andfor Mame have changed

(emmenre) (@] ———————— [B ] o) Coen]

This screen auto fills — the data may be amended manually if necessary.

You may move from one tab to tab by clicking on the appropriate tab number or you may scroll from one
tab to the next by using the slider bar on the bottom of the screen.

Please ensure that all relevant fields are entered, as failure to do so, may result in your file being rejected by
the Central Statistics Office.

On the following pages each of the screens are shown with comments where necessary.



!,J C50 Earnings, Hours & Employment Casts Survey (EHEC (|

Part 4 -Total Number of Paid Hours Mot Worked I Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Part 7 - Total Employer's Social Contributions I Part & - Total Cost to the Employer of Benefits provided to Employees
Dedaration | Part 1 - Mumber of Persons Employed | Part 2 - Total Wages &Salaries | Part 3 - Total Hours Paid

Managers, Administrators, Clerical, Sales & Service Production, Transport

PERSONS EMPLOYED Professional & Assodate Warkers Warkers, Craft &
Professionals Tradesperson, Other

Manual Workers

NUMBER OF as at the first day of quarter |

FULL-TIME as at the last day of quarter

EMPLOYEES hired durning the quarter

NUMBER. OF as at the first day of quarter

PART-TIME as at the last day of quarter

EMPLOYEES | - hired durning the quarter

AVERAGE NUMBER OF APPRENTICES
AVERAGE NO OF OTHER PERSONS ENGAGED
JOB VACANCIES
NATIONAL MINIMUM WAGE

L e R e T B Sl T % B )
o o o o o O o O
oo o oo oo o a9

i Create XML File I d _i

This screen auto fills — the data may be amended manually if necessary.



',J CSO Earnings, Hours & Employment Costs Survey (EHEC = |

Part 4 -Total Mumber of Paid Hours Mot Worked I

Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance

Part 7 - Total Employer's Socdial Contributions

| Part & - Total Cost to the Employer of Benefits provided to Employees

WAGES AND SALARIES

Regular wages/salaries
FULL-TIME Overtime
EMPLOYEES | Irreqular bonuses and allowances
Regular wages/salaries
PART-TIME Owvertime
EMPLOYEES | Irregular bonuses and allowances
APPRENTICES

Managers, Administrators,
Professional & Assodate
Professionals

5030.00
.00
25.00
2400.00
750.00
220.00
720.00

Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (incl apprentices) | COMMENTS

Dedaration | Part 1 - Mumber of Persons Employed | Part 2 - Total Wages & Salaries |

Part 3 - Total Hours Paid

Clerical, Sales & Service
Workers

1050.00
.00
.00
.00
.00
.00
.00

Production, Transpart
Workers, Craft &
Tradesperson, Other
Manual Workers

| Create XML File | d

This screen auto fills — the data may be amended manually if necessary.




',J C50 Earnings, Hours & Employment Casts Survey (EHEC —

Part 4 -Total Number of Paid Hours Mot Worked I Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 7 - Total Employer's Socdial Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (inc apprentices) I COMMENTS
Dedaration | Part 1 - Mumber of Persons Employed | Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid

Managers, Administrators, Clerical, Sales & Service Production, Transport

HOURS PAID IN THE QUARTER Professional & Assodate Warkers Workers, Craft &
Professionals Tradesperson, Other

Manual Workers

Full-time Employees
Part-Time Employees
Apprentices
Full-time Employees
Part-Time Employees
Apprentices

I Create XML File I d

This screen auto fills — the data may be amended manually if necessary.



!,J CSO Earnings, Hours & Employment Costs Survey (EHEC = |

Part 7 - Total Employer's Socdial Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Dedaration I Part 1 - Mumber of Persons Employed | Part 2 - Total Wages & Salaries I Part 3 - Total Hours Paid
Part 4 -Total Number of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance

Managers, Administrators, Clerical, Sales & Service Production, Transport

PAID HOURS NOT WORKED IN THE QUARTER Professional & Assodate Workers Workers, Craft &
Professionals Tradesperson, Other

Manual Workers

Annual Leave and Bank Holidays |
FULL-TIME Maternity Leave
EMPLOYEES Sick Leave
Other Leave
Annual Leave and Bank Holidays
PART-TIME Maternity Leave
EMPLOYEES Sick Leave
Other Leave
APPRENTICES All paid Leave

[ Create XML File ] ‘

This screen auto fills — the data may be amended manually if necessary. Maternity and Sick Leave if not
being maintained within the payroll will need to be entered here.



'u C50 Earnings, Hours & Employment Costs Survey (EHECS) I

Part 7 - Total Employer's Socdial Contributions. | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Dedaration | Part 1 - Mumber of Persons Employed I Part 2 - Total Wages & Salaries I Part 3 - Total Hours Paid
Part 4 -Total Number of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance

Managers, Administrators, Clerical, Sales & Service Production, Transport

EMPLOYER'S CONTRIBUTIONS TO PENSION Professional & Assodate Workers Workers, Craft &
FUNDS Professionals Tradesperson, Other

Manual Workers

All Employees (including apprentices)

I Create XML File I d

This screen auto fills if employer pension data is being maintained within the payroll, if not the data may be
amended manually if necessary.



™ €SO Earnings, Hours & Employment Costs Survey (EHEC (= S |

Part 7 - Total Employer's Sodal Contributions. | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees I Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Dedaration | Part 1 - Mumber of Persons Employed | Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Number of Paid Hours Not Warked | Part5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance

Employers liability insurance premiums paid durning the quarter:

i Create XML File I d

This screen does not auto fill, as the necessary data is not maintained within the payroll and the required
data will need to be manually entered.



',J CSO Earnings, Hours & Employment Costs Survey (EHEC I

Part 9 - Total Other Labour Costs for ALL Employees | Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Dedaration | Part 1 - Number of Persons Employed I Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Number of Paid Hours Mot Worked I Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 7 - Total Employer's Social Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees

Managers, Administrators, Clerical, Sales & Service Production, Transport
Professional & Assodate Waorkers Workers, Craft &

Professionals Tradesperson, Other
Manual Workers

Employer's Statutory PRSI
FULL-TIME and | Income continuance insurance
PART-TIME Redundancy payments
EMPLOYEES |Other employee related payments
APPRENTICES Total Social contributions

i Create XML File I d

This screen auto fills — the data may be amended manually if necessary.



',J CSO Earnings, Hours & Employment Costs Survey (EHEC (]

Part 9 - Total Other Labour Costs for ALL Employees | Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS
Dedaration | Part 1 - Number of Persons Employed I Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Mumber of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions I Part & - Employer's Liability Insurance
Part 7 - Total Employer's Sodial Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees

Managers, Administrators, Clerical, Sales & Service Production, Transport

OTHER BENEFITS TO EMPLOYEES Professional & Associate Waorkers Workers, Craft &
Professionals Tradesperson, Other

Manual Workers

Private use of company cars
Stock options & Share purchase schemes
Voluntary sickness insurance (VHILBUPA, etc)
Staff Housing
Other free or subsidised benefits

i Create XML File I d

This screen auto fills if detailed BIK data is being maintained within the payroll, if not the data may be
amended manually if necessary.



',J CSO Earnings, Hours & Employment Costs Survey (EHEC I

Dedaration | Part 1 - Number of Persons Employed I Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Mumber of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 7 - Total Employer's Sodial Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees | Fart 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS

Training Costs (excluding apprentices wages):

Other Expenditure (e.g. recruitment costs):

I Create XML File I d

This screen does not auto fill, as the necessary data is not maintained within the payroll and the required
data will need to be manually entered.



',J CSO Earnings, Hours & Employment Costs Survey (EHEC I

Dedaration | Part 1 - Number of Persons Employed I Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Mumber of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 7 - Total Employer's Sodial Contributions I Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees | Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS

Training subsidies (FAS, etc):

Other subsidies (e.g. IDA employment subsidies)

Refunds from social Welfare (i.e. sick & maternity benefits)

I Create XML File I d

This screen does not auto fill, as the necessary data is not maintained within the payroll and the required
data will need to be manually entered.



'u CSO Earnings, Hours & Employment Costs Survey (EHEC = e _.

Dedaration | Part 1 - Number of Persons Employed I Part 2 - Total Wages & Salaries | Part 3 - Total Hours Paid
Part 4 -Total Mumber of Paid Hours Mot Worked | Part 5 - Employer's Pension Contributions | Part & - Employer's Liability Insurance
Part 7 - Total Employer's Social Contributions | Part & - Total Cost to the Employer of Benefits provided to Employees
Part 9 - Total Other Labour Costs for ALL Employees | Part 10 - Total Subsidies and Refunds Received for ALL Employees (ind apprentices) | COMMENTS

Please make any comments that help us (C50) interpret the data provided and avoid further gueries, In particular, explanation of significant changes
from the previous quarter in number of persons employed, total wages & salaries, total hours paid etc.

4 b

=@ o=

This screen allows the user to enter comments that may help the CSO to interpret the data provided.

Once the data screens are complete click on the [Create XML File] button, a standard save file dialog screen
appears, allowing the user to nominate the path where the EHECS XML file will be saved. Remember
where this path is, as you will need to know the filename and path when you upload the file to the CSO by
secure deposit box. (See Appendix 2)

Creating NES XML file

Take the [CSO] [NES] option. In order to produce NES file a full 2008 payroll year will need to have been
completed, therefore the creation of the NES XML file will only be available from 2009. Instructions will
be supplied in the 2009 Budget Update. Please note however, for the XML file to be created in 2009, the
data will have to be collated in 2008. Therefore it is imperative that the setup be done now. If you follow the
setup instructions above in respect of Pay Elements and Employees, the data will be collected and will be
available in 2009 for output.




Appendix 1

The following pages contain detailed instructions for EHECS as supplied by the CSO.
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[0]o[0jo 0 0], 100

Managars, Prolassionals & Associate Legiskators and sanior officials, corporate ¥

Frofessionals

MTANKICHETS, MAnAgErs
of amall enierprises, professionals & associale professionals.

Clerical, Sakes & Sendce Workers Clarkg, oifice workers, service & salas workars.,

Production, Transpon Workers, Crai Plart & machine operators & assemblars, othar manual workers, skillad craft &
& Tradesparsons & Other Manual Workars tratie workers,

Al persons {excledng apprentices/raness) who have a direct employment contract with the entemprize,
nagandass of whathar the contract is farmal or infermal, wha receive a wage or salary and whoss ragular
wiorking hours are the sams as the collectively agreed or custemary hours worked inthe entampaize,
imaspactive of the duration of the ampboyment contract.

Al parsons (excluding apprenticas/trainess) who have a direct employment contract with the entenprisse,
ragandess of whelher the contract ig lermal or informal, whe receive a wage or salary and whose ragular
wiorking hours are bess than the collectively agreed or customary hours worked inthe enterprize, whether daily,
waakly or manthly and irespective of the duration of the contract, The dafinition of part-tims working may vary
from enterprice to enferprise but as a general guldeling, if an employss works 80% of less of the regular or
narmal heours worked in your enderpriss or industry, then these employess should be categorised as part-time

amployess,

Trainees

Al pergons employed, Beth ull-eme or part-lime, whose wages’salaries are governed by the lact that they
work elter under an apprenticeship contract or ag part of a fraining programmes.

Cither pareons engaged consists of those who are not paid a definite wage or salary (e.g. proprietors,

Other Peraons Engaged | ynpaid family members, unpaid voluntary workers, atc.).

Jobr Vacancias

Wou are asked o indicate the numben ol job vacancies in your organisation as al and of the guanar,
A job vacanecy is defined as a post (newly created, unoccupied or about to become vacant) which the
employer intends to il eithar immediataly or in the near fulure, For the pepase of this survey, job
vacanties thal are anly epen to candidates fom within the enterprise should be exclsded,

The Matonal Mndnum Wage Act 2000 became law on 181 Apall 2000, You are asked to indicate the
mnumbar of employess in receipd of £8.65 per hour or less at the end of the quarter.
Mote: The Mational Mindnum Wags Rale doss not apgly 1o
# Close ralatives of the employer, such B8 B spouss, father, mother, son, daughtar, brother or siater;
. ﬁw other than apprantics hairdressers;
L 1}




Part 2 - Total Wages & Salaries

Include: The gross amount (e, bafore deduction of income fax, employes confributions 1o social secudity, employes conlrbutions
to pension schemas atc.) of all wagas, salaries, allowances, commissions. bonuses, holiday pay etc. paid by the enterprise 1o all of

ils armployeas,

Excluda: Mon-wage payments such as non-taxable fravelling and subststenca paymenis and any paymenis mads to persons not on
the: payroll &.9. propretons and agency workers.

Fegular wages and salarias
{Fcluding sick & malamity pay)

Overtime

Irregular bonesas
and allowances

Apprantices| Trainees'
Waages & Salarias

Payments made regularly at each pay perled during the pear. They consist of:

= Basic wages and salaries - mcluding holiday pay. sick pay and maternity pay;

= Wages calculated on the bass of fime worked, oulga of piecewark;

« Payments lor shill work, Sunday or public holiday work, ele.;

« Bonuses and alowances paid at each pay pariod, such as thoss for exira responsidities,
gualifications., langth of senice, ale.;

= Exclude any pay in advance of amears.

Plezaze note in relation to sick and matamity pay. particular care must be taken if the

amployar recaives refunds from tha Dapartmant of Social and Farnily Affairs. If the armount
entered under reguler weges end selanes includes sums which are subsaguently refumded by
the Deparment of Social and Family Affairs, than these refunds must be included in Part 180,
undar “Aelunds from Depl. of Social & Family Allairs/Dept, ol Enterprise, Trade & Employment”.

Paymanl lor hours worked i eocass of nommal kours, The amount entered shoukd ralate to the

overime hours entered In Fard 3.

Bonusas which are not paid regularly ai each pay period. For axample;

* End ol quaner productivity Bonuses;
+ Godden handshake i.e. exceptional paymenis to employess keaving the entenprisa;
= Backdaled pay awards i.e. payments which represent increases in wages and salaries thal ane

applied ratrospactively

A combined total of reguler weges & salares, overtime and imegular bonweses and allowances s
raquirad for apprenticestrainaas,

Part 3 - Tolal Houwrs Paid (both worked and unworked paid hours)

Fakd contracted hours

Pald ovartima hours

Thase ara the normal working hours of the amployaas, usually specified in the contract of
amploymeant and should include paid leave e.g. peid sick lzavefanneal leave. Meal breaks and

any unpaid absences such as unpaid sick lsave, should be excluded.

To ensura consistency batwaen total wapes and salaries and total hours paid, pardicular care
should be takan in comarting weekly contracted hours inte quartary contractad hours Tor tha
tollzwing employess:

= Monthly Paid Employess: To convert weskly contracted haours to guarerly contracted hours for
employees pald once aach calendar month, weekly contracted hours muest be mulipBed by 13,

= Faortnightly Paid Employeas: The nuember of paymanis mada (o forinightly paid employeas will
vary batwaen & and 7 depending on the guarer. If there are & payments made 1o thess
employess, the weeakly contracted hours should ba muliipBsd by 12 to conver thair waeakdy
contiacied howrs o gquanarly comracied howrs. |17 paymants ane made duning the quarter,
then the weskly contracted hours should be mutiplied by 14.

= Weaakly Paid Employees: The weekly contracted hours should be multiped by the numier of
payments made dunng the gquarter. This is nommally 13.

Crvertime hours consist of hours worked in excess of contracted hours, These hours, imespective
of tha hourly pay rate applied, should be antered as hours, For exampla, 2 hours worked at
double timea should still ba regarded as 2 hours. Please exclude overime hours whera lsave in
ligu I= taken instesd of pay.

Part 4 - Total Mumber of Paid Hours Nol Worked

Faid hours not worked | This ncludes paid absences during the guarter for full-tme employess, part-time amployess and
in tha quartar appranticestramess,




Part 5 - Employar's Pension Contributions (cost to Employer anly and not included in Part 2)

This redars o the amplover’s contribulion only Tor all employees, inclisding appranticastiainges.
Ok not includs the empdoyes contribution.

Part § - Employer's Liability Insurance

Fleasa nota that if you have a combined insurancs policy you must only mclida tha podion of tha premium thal relatas to
employer's lighilitg, 1l the amployer's lahility insurancs is paid by an annual premium, then this amae should Be entenad anly in
tha quartar in which it is paid. I this insurance is paid in mora than one Frstakment, than the amount to be entered is the actual
amount paid during the quaner.

Part 7 - Total Employer's Social Security Contributians (cost to Employer only and not included in Part 2)

I posadyla, the liguees for redundancy payrnents should be net o any rebates paid of payable by the Dapartment of Enterpaise, Trade
and Employmant. However, if only the gross amount of redundancy paymeants can be provided in Part 7, than the rebatas from the
Drxparirmgnt of Enarprise, Trada and Ernployrnent must be included undar Part 10 "Relunds from Dapt, of Social & Family Affairs’
Crept. of Enterprise, Trade & Employmeant”.

A preakdown of ligures is nol required for apprenticesTraineas, only olal amployers social securly contribulions,

Part 8 - Total Cost to the Employer of Banefits provided to Employees (axcluding apprentices/trainees)

This refers 1o the total net cost of all goods and services made avallable 1o employess (excledng apprenticestrainess) by the

employer.

GEE\EH::;I ride - thie amount 1o be entered i he cos) 10 the @mployes ol providng the benali, less any amount contribited by the

empdoyes. If the benafi i taxabls (2. a banefi in kind), then the amount of ‘notional pay’ caleulated for the purpase of making

ratumes 1o the Revanes Commessionars may ba entarad as tha cast 1o the amployar,
Thess costs mainly consist of:

= Private use of comgany cars (nol the value of cost ol the car)

# Stock options and Share purchass schemes: Tha cost of Stock options should ba calcwlated as the difference betwesen the markeat
price ol the shares on the vesting date and the prce charged 1o employess;

= Woluntary sickness insurance (VHI, Quinn Healthcare, ete.);

* Stafl howsing:

* Crthar free or subsidized benafitz (2.9, parking. meels. mobile phone, canteen, creche, free or discounted company producis,
prefarantial loans, sports & recreational facilities, professional subscriptions, eic.).

Part 8 - Total Other Labour Costs for All Employees

Theze include expandiure on treining eervdces and faciliies, expenditure on participation i courses,
Training costs thi feas of mstructors from owiside the anterprise, expenditure on teaching akds and tools wsad for

iraining, swns paid by the entempise to raining organisations, ete. Do ned mclude appreniices Araineas”

wages.

This inclieces:

+«  FAecruilment costs (Thess ane the suems paid 1o recrsiment agencies, expendilure on job advertisemenls in

the media, travel expanses paid to candidates called for inteniew, mstallation allowances paid to newly

Ciher expenditure racruited stafl, atc. 1 doas ol includs adminstration running costs (office expansas, stalf wages, abc.);

* RAelocation costs (sums paid 1o employees to cover rebocation expansss, atc.);

= Warking clothes provided by the employar,

Part 10 - Total Subsidies and Refunds Received

Subsidies received are all amounts received intended 1o refund part or all of e cost of wages and salaries and iraining cosis
(e.g. FAS, ato.).

Aefunds from Department of Social & Family Aftairs: This is the amount received/receivabls by the amployar from the
Depanment of Social & Family Allairs to relud part or all of e cost ol the wages and salanes of employess on paid sick legve or
matarnity keava eic. Thess refunds should onlly be entered in Part 10 if the amount recsivedraceiable from the Department is
incledad under Regular Wages & Salaries in Part 2

Aefunds from Department of Enterprise, Trade & Employment: This is the rebate receivedimeceivable from the Depariment of
Entarprisa, Trads & Employmant in respect of statutory redmdancy paymants, Thass refunds should only b antared in Part 10 the
amownd recelvedreceivable from the Depanment iz ncluded mder Redundency Payments in Parm 7.




Appendix 2

The following is a document from the CSO outlining the use of the CSO’s Secure Deposit Box

INSTRUCTIONS ON THE USE OF CSO’S SECURE DEPOSIT BOX.

Note — This is for information purposes only. If you wish to use this facility, please contact this Office
(Central Statistics Office contact details are at end of this document) in order to be set up with a
username and password.

The Central Statistics Office (CSO) Secure Deposit Box is a mechanism for you to lodge statistical files or
text to the appropriate CSO survey area via a secure link to the CSO website.

Example only:

Username

Below is the username that you should use for sending information to the CSO. Your password
will be sent separately within the next day or two.

Username: BLOGGS JOE
Survey name
Below is the name(s) of the CSO survey(s) that you are providing information for:

Survey = Earnings, Hours and Employment Costs Survey

Accessing the secure link to the CSO website

To send information securely to the CSO via the Internet, you will need to go to the Internet address (URL)
https://lodgedata.cso.ie

Logging In

You will need to enter your username and password in the relevant spaces and click on the ‘Login’ button.
Note: The password is case sensitive. If you do not enter the username and password correctly you will
receive a message advising you that you were unsuccessful in accessing the website. You have a limited
number of attempts to login.

If you are unsuccessful in accessing the website, please contact the CSO staff member who arranged the
electronic lodgement for you.

Welcome Page

After logging in, you will reach the welcome page. This page has some background information on the
Secure Deposit Box and allows you to navigate to the data lodgement page.

Note: Clicking on the ‘Cancel and go to CSO Home Page’ will take you to the CSO Home Page
(Www.cso.ie)


https://lodgedata.cso.ie/

Data Lodgement Page
The data lodgement page provides the functionality for you to lodge data files and textual information to the
CSO. There are three steps to take when submitting data:

1 Select the name of the survey you are providing data for by clicking on the drop down
arrow next to ‘CSO Survey Name’.

2 Attach your survey data either as a file using the ‘Browse’ button to locate the file (only
one file can be attached per lodgement) or as text in the box ‘Enter Textual Data’. You
can also use the text box to add any comments you wish to send with the attached file or
to give feedback on the Secure Deposit Box.

3 Press the ‘Lodge Data’ button to complete the data lodgement.

Thank You Page

After lodging your data and/or text you will get a message to confirm that the data has been lodged.
Note: Clicking on the ‘Click here to lodge another data file’ will allow you to lodge another data file.

Exiting

To exit the system, close down the thank you page.

Further information

If you have a question about the CSO Secure Deposit Box you can:
1 Send an e-mail to ehecs@cso.ie; or

2 Phone Locall 1890 313 414 (ROI) Ext. 5584.



