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1.  Overall Bursar’s Office 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Introduction and Details of the Unit 

1.27 The lack of timely information in relation 
to State funding creates challenges for 
the University in planning on a multi-
annual basis and creates uncertainty in 
the annual budgeting process at 
University, College and School levels. 
 
 
 

2 We will continue to request multi-annual funding allocations 
both directly to the HEA and via the Irish Universities' 
Association. 

C 
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Planning, Organisation and Management 

 

2.1 The image of the unit must develop to a 
point where its involvement in the affairs 
of a college/school is welcomed, while 
still appreciating that its primary 
objective is to assure the financial 
sustainability of the University as a 
whole. 

1 In parallel with the devolution of budgetary responsibility to 
Heads of Unit, we are developing a suite of tools and 
management-level reports to assist College Principals and 
Heads of School in planning and managing their resources. (See 
also 4.3.8 below for specific examples.) We will pro-actively 
investigate further areas for improved reporting and/or access 
to data. We also provide training for Heads of School in 
managing the financial aspects of their role.  

A and B 

2.2.4 Senior staff within the Bursar’s Office 
have a good understanding of its 
organisational structure and the various 
areas of responsibility but this is less 
clear to stakeholders across the 
University and even to some staff 
working within sub-units of the Bursar’s 
Office itself. 

1 Soundbite seminars for academic staff from more units within 
the Bursar's Office and publicising the Bursar's Office website 
will improve communication with stakeholders across the 
University. Following the presentation to the President in early 
2014 and the staff of the Bursar's Office, an updated 
organisational chart to reflect recent organisational changes in 
some areas of the Bursar's Office is available to all staff in the 
Bursar's Office. 

B 

2.10 The Bursar's Office should develop a 
Business Plan specifying a shared 
purpose and goals. The process should  
involve input from across the unit and 
take account of relevant external and 
internal factors, the optimal organisation 
structure for the unit and a close 
alignment with the University’s strategic 
vision. 

1 We will develop a Business Plan for the Bursar's Office following 
publication of UCD's new Strategic Plan. This will align with the 
University's strategic vision. 

C 
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2.11 Support the Strategic Plan by developing 
agreed measures of success, hard or soft 
(for example, reporting on procurement 
outcomes).  

1 A quarterly financial outturn against budget is being reported 
to the Finance, Remuneration and Asset Management 
Committee (FRAMC) and the measures of success are 
highlighted in this reporting mechanism. Operational initiatives 
such as efficiencies and benefits to be achieved by centralising 
procurement functions are also being reported to the FRAMC, 
as part of the final year outturn reporting.  

B 

2.13 Determine a plan for benchmarking 
performance with international 
comparator universities and 
organisations, and best practice 
generally.   

1 A benchmarking plan will be developed in the context of the 
goals agreed during preparation of the Business Plan 

C 

2.14 The Planning process, taking account of 
relevant external and internal factors, 
should include a review of the optimal 
organisational structure for the unit. This 
in turn should inform the agreed 
purpose, set of goals, overall plan and 
suite of performance metrics.  

1 Reviews took place with the unit supervisors in 2014 and 2015 
to ensure that each unit is properly organised and has clearly 
defined goals.   

A 

2.16 Consideration be given to whether the 
organisation structure of the Bursar’s 
Office is optimal, particularly with regard 
to economies of skill & scale, 
grouping/interaction of cognate 
activities, clarity of function, prevention 
of a silo approach and the mitigation of 
certain areas reliance on one individual. 

1 A plan to rotate duties and re-locate some staff within the 
Finance Office has taken place. A significant number of staff at 
EA and SEA level have moved to different units in the Bursar's 
Office in 2014 and 2015, which also included the backfilling of 
maternity leave positions.   

B 



 5 

2.19 A review & revision of any activities that 
are not seen to be value adding and/or 
offering simplification of processes.  

1 Strategic Initiative No. 6 in UCD's strategic plan, "Increasing 
agility and effectiveness" refers to a review of all processes, 
including administrative, to be undertaken. As part of this 
review, we will re-evaluate, optimise and simplify our processes 
where possible and eliminate any activities that are not seen to 
be adding value. For example, we will fundamentally review the 
value of RAM and query whether it should be continued. 

B 

2.20 Identify areas where systems 
development would assist efficiency and 
effectiveness (of different areas) 

1 The Bursar's Office is working with the Management Services 
Unit to implement projects to improve operational efficiencies 
e.g automated on-line postgraduate scholarship payments 
system due to go live in summer 2015  

B 

2.21 A review of the University’s risk appetite 
is recommended, extending for example 
to the level of delegated authority and 
risk tolerance with a view to reducing 
unnecessary compliance work.  

1 This was done in 2014 by the University's Director of Strategic 
Planning in conjunction with the UMT and reported to the 
Audit and Risk Management Committee. 

A 

2.22 The unit should build on the currently 
ongoing “six challenges” review to 
identify areas of business process reform 
through i) end to end process mapping in 
key areas in order to identify 
opportunities for efficiency/effectiveness 
and ii) a more fundamental and all-
encompassing business improvement 
review. 

1 The Bursar's Office is implementing the FRAMC challenge on 
improving efficiencies in the procurement of supplies and 
services and for enhancing the level of commercial income from 
licensees operating on campus. Target figures have been set for 
these challenges with the university budget for 2014/15 and 
actual performance is being compared to the budget targets. 

B 
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2.24 Recommend that CFO leads the 
development of an integrated University 
Business Intelligence, business and 
performance analytics strategy.  

1,2 The Bursar and his staff has addressed this recommendation in 
the context of the new UCD Strategic Plan. Key Performance 
Indicators on student income metrics, research income metrics 
and staff cost metrics have been recommended to the Director 
of Strategic Planning. 

A 

2.25 Review University's critical information 
needs and fundamental business 
requirements 

1,2 The Bursar's Office has recently played a significant role in the 
process of selecting and developing the financial Key 
Performance and Management Indicators which align with the 
UCD Strategic Plan 2015-2020. We are aware that meeting 
UCD's evolving information needs is an on-going process and 
will continue to review business requirements and address how 
we can meet these. 

A and B 

2.25 Establish a fundamental capability for 
enhanced business analytics to drive 
better informed decision making and 
performance management. 

1,2 Recent examples enacted are the involvement of the Bursar's 
Office in setting KPIs and management indicators for the 
Strategic Planning process, development of a scenario planning 
tool for Heads of School, and involvement with the Registrar's 
Office on financial aspects of the Programme Review Process. 
We are pro-active in meeting the information requirements of 
the UMT and other users and we work with IT Services and staff  
in other administrative areas to address cross-system 
information needs. See also 4.3.8 below. 

A and B 

2.25 Integrated reporting (single and cross 
domain, strategic and management), 
including dashboards, based on a single 
point of reference and a consistent data 
set drawn from across all information 
domains. 

1,2 We are already engaged in this process, and as noted above, 
will continue to develop and enhance the suite of available 
reports, particularly cross-system reports, with IT Services and 
other Units where appropriate via InfoHub, to meet changing 
user needs. 

B 
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2.25 The on-going identification of the 
University’s information and decision 
making needs, the prioritisation of these 
needs, identification of necessary data 
and data modelling and delivery of the 
required information in a coordinated 
and consistent way through fit for 
purpose views and reports 

1,2 As noted above, we will continue to develop and enhance the 
suite of available reports, particularly cross-system reports, 
with IT Services and other Units where appropriate via InfoHub, 
to meet changing user needs. See also 4.3.8 below. 

B 

2.26 It is recommended that the application of 
a Service Enhancement Framework, 
relevant to and appropriate for UCD, be 
applied to provide clarity to senior 
management as to how performance will 
be set, managed and improved.   

1,2 We will consider how to implement this recommendation in the 
context of the University's Strategic Plan and review of our 
business goals and processes 

C 

2.27 The interrelationship between the 
Bursar’s Office and UCD’s strategic 
function is a potential area for review 
and revision.   

1,2 Linked to 2.26 above C 

Functions, Activities and Processes 

3.1.7 

The objectives for the Bursar’s Office as 
included in the University’s Strategic 
Plan, should be kept in focus by the 
senior team and report regularly on 
progress to the appropriate forum.  1 

We will align the objectives of the Bursar's Office with the new 
University Strategic Plan, keep these in focus and report on 
progress in achieving these 

C 
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3.1.11 It is recommended that a cadre of key 
staff is identified that can be deployed 
onto strategic projects and 
developments, with appropriate cover 
arrangements that can be swiftly 
engaged. 

2 Given the announced staffing reduction targets for 2014 and 
the non-restoration of these staffing levels in 2015, for all the 
University's support units, the Bursar's Office is not in a position 
at the current time to implement this recommendation in full. 
However, a staff member at SAO4 grade can be made available 
on a half time basis to work on urgent projects.   

D 

Management of Resources 

4.1.3 Consider developing staff through a 
range of channels, including resourcing 
projects with staff from across the unit, 
job rotation and formal learning. 

1 Staff rotations within the larger operational units of the 
Bursar's Office took place in 2014 and 2015, mainly at EA and 
SEA level but four staff at administrative officer level also 
transferred between units.  

A 

4.3.8 Consideration of a means of providing 
Heads of schools with direct access to 
data and tools to allow them to scenario 
plan 

1 In parallel with the devolution of budgetary responsibility to 
Heads of Unit, we have developed a Planning tool for Heads 
which allows them to see the formulaic impact on their budget 
of changes in Fee Income and to model staffing changes. 
Management-level reporting to Heads of School will be 
improved following implementation of Fee Income reporting, 
Staff Plan reporting and Outturns Vs Budget reporting in 
InfoHub, with direct access by Heads. We will investigate 
further areas for improved reporting and/or access to data. 

A and B 

4.4.1 There is no overarching mission 
statement to which each of the units 
could work 

2 The mission statement for the Bursar's Office will be 
determined when the University's Strategic Planning process is 
completed in late 2014. A plan will then be implemented to 
ensure that all the units within the Bursar's Office meet the 
support requirements of the Strategic Plan.  

C 
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4.4.2 

There is need for a feedback mechanism 
for staff to evaluate their own 
performance  

1 The supervisors and managers in each unit of the Bursar's 
Office will actively encourage staff to perform to the best of 
their ability. A formal process for staff evaluation is difficult to 
implement, given the commitments already made by the State 
to the public sector unions under the Haddington Road 
Agreement. However, we are working with our HR Partner to 
have this recommendation implemented. 

B 

4.4.3 

25% of staff didn’t feel that they receive 
adequate feedback from their manager 

1 Unit managers did provide feedback to all their staff in 2015 
and a number of voluntary transfers between units in the 
Bursar's Office resulted from this dialogue with staff. Our HR 
Partner also provided assistance and advice. 

A 

4.4.3 

27% of staff felt their career needs are 
not met 

1 A significant number of staff have moved to different units in 
the Bursar's Office in 2015 arising from vacancies created by 
maternity leaves. This internal staff rotation has led to 
additional training to enhance the overall skills and work 
experience of staff. Our HR Partner is also assisting and advising 
us in this process. 

B 

4.4.3 

13% felt training available is inadequate 1 On the job training is being provided to all new staff and we are 
working with our HR Partner to meet the training needs of 
experienced staff. 

B 

4.4.3 

38% of staff thought career supports are 
inadequate to meet career goals. 

2 Our HR Partner has offered assistance to address this matter 
and we will work with UCD HR in an effort to support the career 
advancement opportunities of our staff. The significant number 
of job rotations that took place in 2014 and 2015 arising from 
maternity leaves has helped some staff to develop their career 
goals. 

C 
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4.4.7 In some units staff members are isolated 
within their job and not aware of where 
they sit within the organisation. 

1 This matter has been addressed with the re-location of the 
Payroll unit to the Finance Office in the Tierney Building and the 
organisational restructuring of the Corporate and Legal Affairs 
unit now based in Roebuck Castle 

A 

4.4.11 Implementation of a formal flow of 
information from senior management to 
Head of Unit and onward to all staff (See 
recommendation 11 in Quality Review 
report, Section 7 - Use a combination of 
web information, internal information 
flow from top down and an 
infrastructure of appropriate staff 
meetings) 

1,2 We will address this recommendation as part of our efforts to 
improve internal and external communications as discussed 
under Section 2.25 and 5.12 

B 

4.4.13 The Review Group recommends cross 
training of staff members and improved 
opportunities for rotation 

1 This will be done in conjunction with the assistance and advice 
from our HR Partner. 

B 

4.4.14 The establishment of a network of 
accountants and within it, a forum for 
trainee and part-qualified accountants, 
to share experience and institutional 
knowledge. 

1 There is a forum through the bi-montly meetings with College 
Finance Managers, which is chaired by the Bursar for all the 
accountants in the University to meet as one group. There is 
also a structured training programme for part qualified and 
trainee accountants involving periodic job rotations. 

B 
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User Perspective 

5.3 Performance data and benchmarking are 
not evident. 

1 While the Bursar's Office specifically reports on performance 
data as required by legislation e.g. data on payment statistics to 
suppliers, the performance of the Office is subject to an annual 
independent report from the University auditors to the Audit 
and Risk Managment Committee. The Office will continue to 
enhance its services to achieve internationally recognised best 
practices.    

C 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 We will develop an overall Business Plan, with co-ordinated 
plans for each of the sub-units, following publication of the new 
UCD Strategic Plan 

C 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 The websites for all the units in the Bursar's Office are being 
reviewed and updated to cater for the feedback comments 
from stakeholders. There will also be updates to the links to 
websites in UCD Research and UCD HR   

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 A number of measures are planned, which include a review of 
the soundbite seminars to the academic community with a view 
to including presentations from more units, such as Payroll. 
Improving the physical appearance of the reception area of the 
Bursar's Office to cater for the additional volume of callers, 
since the Payroll unit re-located to the Tierney building. Availing 
of the email distributions to all staff from the UCD 
Communications Office to update the academic community and 
other support units on developments in the Bursar's Office.  

B 
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2.  Financial Planning & Resources 
Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 

3.1.9 A recommendation for the 
University is to revert to a more 
academically led planning process 
with a medium-term focus. 

2 New management and governance arrangements since January 
2014 have introduced a devolved, academically-led planning 
process which aligns with the Strategic Plan 2015-2020. 
Membership of the University Management Team  is almost 
entirely made up of academic staff, and high-level planning and 
management decisions  are made by this group. Within this 
structure, budget responsibility and authority for decision-
making have been devolved to Heads of School. Staffing 
decisions are now made locally by Heads of Schools and 
Support Units within their approved staffing plans rather than 
being made by a central budget committee. Academic and 
support units have prepared initial 5-year plans as part of the 
2015/16 budget process. These plans will continue to be 
refined on a rolling basis. In parallel with the devolution of 
budgetary responsibility to Heads of Unit, a Planning tool has 

A 
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been developed for Heads which allows them to see the 
formulaic impact on their budget of changes in Fee Income and 
to model staffing changes. 

3.1.12 Succession planning should form 
part of the Unit’s planning process 

1 Have agreed and initiated action within the unit to plan for 
succession i.e. documenting processes, job rotation and 
training of at least one other person to provide cover for 
operational processes. Two of the staff in FPR have been given 
responsibility for Budget and Staff Plan preparation and 
ongoing review in order to provide experience of the role of 
Finance Manager. This will aid their understanding of financial 
planning within academic and support units, and enable them 
to bring that knowledge to bear in developing the work of FPR.  
Further progress on this will continue over the coming year. 

A, B 

3.2.4 There is a high degree of 
dependence on key individuals 
with specialist knowledge and 
understanding within Financial 
Planning & Resources.  A plan 
should be developed to share 
knowledge of specialist areas 
among team members in order to 
build resilience and assist with job 
rotation and career progression.   

1 As for 3.1.12 B 
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3.2.5 It is recommended that a full 
review of the RAM is undertaken, 
including consideration of an 
option to scrap it.   

2 Due to significant changes in the overall level and relative ratios 
of funding sources since the economic crash, the UCD Resource 
Allocation Model RAM no longer influences budget allocations 
and RAM ouuturns are produced for historic comparative 
purposes only. (RAM broadly reflects, but with more weighting 
for research activity, how UCD receives its core grant from the 
HEA.) The HEA is likely to review its RGAM funding model 
following publication of the report of the Expert Group on 
Future Funding of Higher Education in December 2015. We 
suggest that it would be timely to review the purpose and 
operation of the UCD RAM when the HEA's new funding model 
is announced. 

B 

 
Management of Resources 

 

4.2.5 Proceeding with the planned roll out of 
the CORE budget module beyond 
Financial Planning and Resources Unit to 
local finance managers for direct data 
input with a view to improved payroll 
forecasting. 

1 This roll-out has already taken place, but there were issues 
regarding the ease-of-use of the system. For Budget 2015/16, 
the base forecasts produced by the Core Budget System are 
amended by Finance Managers using a spreadsheet template, 
and the plans are uploaded to a central repository (InfoHub). 
Storage of this data will enable improved integration with the 
Post Authorisation system, and also automated reporting of 
monthly payroll Actuals Vs Budget by person. 

A 
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User Perspective 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent function within it (specifying 
shared purposes and goals). See 2.10 
above 

1 We will develop a business plan for the Unit as part of the 
overall plan for the Bursar's Office following publication of the 
new UCD Strategic Plan. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 FPR will agree requirements for an improved website with key 
stakeholders (Finance Managers, College Principals, 
representative Heads of School) by the end of September 
2015. Implementation of changes will be made by September 
2016. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 We will take steps to improve the profile of the FPR Unit as 
part of the measures to improve the profile of the Bursar's 
Office. 

B 
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3. Safety Office and the Office of Research Ethics (SIRC) 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list below) Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 The Safety Office and the Office of Research Ethics have been 
amalgamated into the SIRC Office. A new mid-level 
management position has been created along with a graduate 
entry position. All grades within the unit have been changed 
from Buildings Office grades to Administrative grades. The new 
office has a much clearer management structure which now 
allows for structured career progression within the office and 
proper succession planning.  

A 
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3.3.3 An effort should be made to more clearly 
describe the functions of the unit 
(however organised) on the website and 
in other materials, with points of contact 
clearly identified.   

1 A new SIRC Office website has been developed which clearly 
outlines the various areas within which the SIRC Office works. 
This can be seen at www.ucd.ie/sirc  

A 

3.3.3 The resourcing of the research ethics unit 
should be clarified as soon as possible.   

1 The contract position within the office has been replaced with 
a full time permanent post.  

A 

User Perspective 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 A draft outline strategic plan has been developed but the full 
development of this plan has been paused until such time as 
the unit manager completes the Diploma in Strategy at the 
Smurfit School of Business in late summer 2015. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 A new SIRC Office website has been developed which clearly 
outlines the various areas within which the SIRC Office works. 
This can be seen at www.ucd.ie/sirc. Contained on the website 
are guidance documents, templates and worked examples of 
various documentation.  

A 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 The SIRC Office is active on a continuous basis in increasing its 
profile in UCD and uses various means to do so, e.g. website, 
targeted communications, training courses, audits, working 
closely with academic and operational committees, etc.  

B 
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5.14 The Review Group recommends speedy 
clarification around the future functions, 
organisation and leadership of CLA.  This 
must then be clearly communicated to 
staff across the University. See 4.4.6 
above 

1 Completed in 2014 with the creation of two new units, Legal 
Affairs and the SIRC Office.  

A 
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4. Legal Office 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 A more defined structure has been implemented which 
provides more clarity surrounding the functions provided by 
the unit, together with an expanded legal team, to address 
succession planning. The legal team now consists of three in 
house solicitors, information compliance manager and a 
number of legally qualified support staff 

A 

3.3.3 An effort should be made to more clearly 
describe the functions of the CLA unit 
(however organised) on the website and 
in other materials, with points of contact 
clearly identified.   

1 The website is monitored regulary for any emerging changes. 
While the unit is listed as part of the Bursar's office, we also 
provide a separate webpage which outlines the functions and 
services provided,  and contact details for all team members 

B 
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3.3.3 The document management system to 
assist the legal team should be afforded a 
high priority and pursued when 
resources permit. 

1 Documatics have been retained to provide a new document 
management system. This is currently being implemented and 
should be completed by Autumn 2015 

B 

 
Management of Resources 

 

4.4.6 With the role of Corporate Secretary 
removed there is a lack of leadership for 
the legal group. Furthermore,  there is a 
concern about the lack of legal 
representation at senior management 
committees to provide advice/input to 
crucial decision–making 

1 This has been rectified with the reorganisation of the CLA 
office in the UCD Legal Office and SIRC.  There is now a much 
clearer management structure and improved representation at 
a more senior level. 

A 

 
User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 A more defined structure has been implemented which 
provides more clarity surrounding the functions provided by 
the unit, together an expanded legal team to address 
succession planning. The legal team now consists of three in 
house solicitors, information compliance manager and a 
number of legally qualified support staff. Previously some 
members of the team were on short term temporary contracts 
which resulted in a lack of clarity for other departments in 
terms of which individuals to contact when seeking legal 
advice or assistance. Now staff members are on long term or 
permanent employment contracts 

B 
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5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 The website has been updated and is regularly monitored.  A 
full list of contacts are listed together with a guide providing 
information on what services the unit provides. Templates are 
not made available on the web-site as that would create a risk 
of them being downloaded and amended without consulting 
the legal office. 

A 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 The unit has been renamed so it is clearer to the various  units. 
In addition our office provides advice through seminars held 
throughout the campus as new and changing legislation arises. 
Recent examples include the Company Act 2015 and the 
Freedom of Information Act 2014. 

B 

5.14 The Review Group recommends speedy 
clarification around the future functions, 
organisation and leadership of CLA.  This 
must then be clearly communicated to 
staff across the University. See 4.4.6 
above 

1 Completed with the creation of two new units, Legal Affairs 
and the SIRC Office.  

A 
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5. Procurement 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 
3.1.12 Succession planning should form part of 

the Unit’s planning process 
2 As recorded in the Self-Assessment Report, the Office of 

Government Procurement (OGP) is currently centralising 
Procurement for the public sector and it has recruited several 
senior UCD Procurement staff. The Government's plan for the 
future is that no tendering will take place at UCD (except in 
limited circumstances). Instead, it will all be carried out by the 
OGP and by the Education Procurement Service (EPS), working 
in conjunction with the OGP.  In order to address the staff 
shortages and succession planning in the UCD Procurement 
Office, UCD has recruited a Senior Procurement Specialist with 
extensive experience in public procurement. In addition a 
further experienced Senior Procurement Specialist is due to 
return from extended leave in September 2016.These 

A 
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positions in the UCD Procurement Office takes into account 
the reduction in the level of tenders to be placed by UCD in 
future years, as a result of this function transferring to the 
OGP. 

3.4.5 A plan for development of the 
procurement function in UCD should be 
established, which asserts a greater focus 
on achieving value for money. 

2 As recorded in the Self-Assessment report the Government is 
currently centralising Procurement for the public sector. In the 
long term the Government is planning that no tendering for 
supplies and services will happen locally at UCD.   

N/A 

3.4.6 There was difficulty in ascertaining 
measures of performance for 
procurement. A part of the plan should 
include the identification of such 
measures, with associated targets and 
monitoring arrangements. 

2 As recorded in the Self-Assessment report the Government is 
currently centralising Procurement for the public sector. In the 
long term the Government is planning that no tendering of 
supplies and services will happen locally at UCD.  

N/A 

 

 
Management of Resources 

 
4.2.6 There would be merit in developing a 

plan for evolving the function of the 
Procurement Office toward institution-
wide value add with appropriate targets. 

2 In line with Government plans, it would appear that going 
forward UCD will be required to purchase from Government 
and sectoral contracts only. Targets would be set at 
Government level. The only scope to set targets would be at 
Buyer level where Buyers purchasing from Government 
contracts or seeking quotes for low value for procurement 
would need to meet savings targets.  

N/A 
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User Perspective 

 
5.10 Development of a Business Plan for both 

the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

2 Government plans are currently dictating any developments 
within the office.  

n/a 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

2 The Procurement website was upgraded in early 2014 A 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 The profile of the office is currently communicated to other 
units of the university via: Recently upgraded Procurement 
website, 'Effective Purchasing' training workshops (most 
recent training session held 16th April 2015)                                                                            
The future of the Procurement office at UCD is very uncertain 
in light of developments at National and Sectoral level. If a 
Procurement office remains at UCD then the following 
additional actions could be taken to enhance stakeholder 
understanding  of the functions of the Procurement office: 
Procurement Officer could make a fresh request to be allowed 
to present at 'New Staff Induction course', Procurement to 
include section in Bursar's Office monthly/ quarterly 
newsletter. 
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6. Capital Accounting 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference Report Group Recommendation 

Category (see list 
below) Action Taken/ Action Planned/ Reason for not Implementing 

Timescale 
(see list 
below) 

 

Functions, Activities and Processes 
 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 The group has started the process of developing procedure 
manuals for essential tasks (including step-by step guidelines) 
carried out by key positions. This process is continuing and it is 
expected that procedure manuals for all essential task will be 
in place by the end of financial year 2015. Also, a senior 
position was filled in late 2014 to fulfil an audit compliance 
role for capital projects.   

C 
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3.5.3 Thought should be given either to re-
visiting the scope of functions performed 
by the Capital Accounting team or 
ensuring the clarity of information for 
the benefit of those wishing to interact 
with the Bursar’s Office.  

1 In order to address the lack of understanding of the Capital 
group’s role from outside the Bursar's Office, the title of the 
group has changed to Capital Projects Group  

B 

3.5.4 The office space occupied by the Capital 
Accounting team is, perhaps, the most 
over-crowded of those seen by the 
review team, and opportunities to relieve 
this situation should be examined. 

3 In late 2013 the Commercial, Residential and Hospitality (CRH) 
and Estate Services units were merged and it was agreed that 
two of the CRH financial staff integrate with the Capital Office 
which provides the financial management and  administration 
support to Estate Services. In order to facilitate this integration 
and address overcrowding issues the office space occupied by 
Capital Accounting has been renovated and additional space 
has been provided on the ground floor of the Tierney Building. 

A 

 
User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 Capital section will actively participate in the development of a 
business plan for the Bursar's Office. 

C 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 Website has been updated in 2015 to communicate in a more 
effective manner the duties undertaken by the group. 

A 
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5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 Website has been updated in 2015 to communicate in a more 
effective manner the duties undertaken by the group. 

A 
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7. Financial Reporting & Finance Systems 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 Resourcing in-line with the restructuring plan has been 
formally approved. Currently in the process of recruiting a 
deputy systems accountant. 

A 
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3.6.3 It may be worth canvassing opinion 
amongst a number of key managers in 
order to inform the next stages of 
development in reporting in FRFS.  

1 Ongoing - We have recently finalised the main target - 
Quarterly Outturn Reports. This has been a collaborative effort 
between Financial Reporting, Finance Systems, MSU, Financial 
Planning in conjunction with the College Finance Managers. 
Initial consultations with College Finance Managers indicate 
they are happy with the Infohub Month End Report in terms of 
the data it accesses but there are currently too many "drill-
downs".    

A 

 
User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 A project will be scheduled to address recommendations when 
the overall Bursar's Office business plan has been completed. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 A series of online tutorials have been developed. Final review 
of the remaining two is scheduled for early July 2015. Should 
all be ready to publish by the end of July 2015. Webpage will 
be updated accordingly. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 A project will be scheduled to address recommendations when 
the overall Bursar's Office business plan has been completed. 

B 
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8. Research Finance 

 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 Research Finance Office (RFO) have identified the key staff 
members and their activities, and are now introducing 
shadowing to ensure cover is provided. One EA is about to be 
moved from the EC section to the scholarship area. Two SEAs 
covering EI, EPA, HRB, DAFM will start to be cross-trained as 
soon as a replacement EA is hired by September 2015. 

B 
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3.7.3 It is recommended that a review of 
processes in Research Finance also 
ascertain the scope for process 
efficiencies, including any systems 
development that would assist.     

1 1. On-line Scholarship Authorisation Form was launched in 
June 2014.   Stipend payment system was transferred to RFO 
in April 2015 for all new scholarships and existing scholarships 
where certain changes to the scholarship occurred.  On-line 
Research Authorisation Form is in final stages of test and 
should be available in late 2015.  Both new forms incorporate 
automatic budget checks, freeing up resources in the RFO to 
concentrate on minimising incurring of ineligible expenditure 
and maximising grant spend. Further development of the 
Stipend & Fees process to ensure compliance with EU H2020 
rules has already started on a manual basis, thus improving 
support to PIs and mitigating a systemic cost risk for the 
University as a whole. 2. Closure of research accounts has 
started to be reassigned responsibility from project accountant 
to post-award managers/SEAs who manage post-award 
financial matters for the specific agencies. 

B 

 
User Perspective 

 

5.9 Research Finance Bi monthly ‘Managing 
Research Accounts’ meetings need 
further promotion amongst researchers 

1 Proposal is to target new researchers and research 
administrators, suggesting mandatory attendance at seminars 
as part of the university's induction programme. Also, tailored 
courses are currently being developed for EC H2020 funding. 
The seminar continues to be held but yet to target specific 
groups. This is currently being followed up with UCD Staff 
Development and Training before the next session is run in 
September 2015. 

B 
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5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 Proposal to carry out local SWOT analysis for the RFO and 
consolidate findings with overall plan for Bursar's Office. This 
has not yet occurred, mainly due to significant number of staff 
rotations at AO1 level. By September 2015 the current round 
of recruitments should have been completed at which point 
the SWOT analysis will be carried out. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 Proposal to launch own RFO Intranet for the research 
community, to include templates, examples etc. This proposal 
is still outstanding but the aim is to complete it before the end 
of 2015. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 RFO website sets out roles and activities of the unit already. 
This will now be further developed.  The UCD Targeted 
Communications System will be enhanced to allow specific 
researcher groups to be contacted. This will enable pre and 
post-award financial information to be conveyed more 
efficiently and effectively. The RFO is still investigating the best 
method of targeting specific researcher groups. 

B 

 

  



 33 

9. Payroll 
 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Planning, Organisation and Management 

 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 Succession planning will be considered as part of the unit's 
planning process. No specific succession planning has been 
undertaken yet. The Department of Education and Skills is 
currently undertaking a business review of the case for a third 
level shared service payroll function and this will be completed 
by September 2015. This may have a major impact on the 
future of UCD's payroll office. Once the outcome of this review 
is known, the extent of the succession planning exercise 
required will become known. The critical nature of the payroll 
office and the age profile of the staff members mean that 
succession planning is more important here than in other 
areas.  

B 
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3.8.5 System process development might 
improve service response times in some 
areas. HR staff observed that there may 
be opportunities for efficiencies to be 
derived from a thorough review of HR 
and payroll processes, the interface 
between the two functions and resulting 
system developments  

1 An external review of the HR/Payroll process has been 
commissioned and received and a new Payroll/HR project 
team has been established to identify areas where efficiencies 
can be made. The project involves a full review of the entire 
HR/Payroll  process with a focus on reviewing the 
responsibilities of each area and examining the possibility of  
eliminating of the HR Excel File handover through the 
introduction of the Payroll Approvals module and the use of 
electronic rather than manual checks. This project is expected 
to be completed by the end of October 2015. 

B 

 
Management of Resources 

 

4.4.15 Address the perception of dislocation 
that is prevalent amongst Payroll staff.  

1 This matter has been addressed by relocating the Payroll 
Office to the Tierney Building. 

A 

4.4.16 Investigate how to alleviate some of the 
pressure on Payroll resources given the 
number of changes resulting from the 
financial environment 

1 This is an ongoing issue with staffing and workloads currently 
being reviewed to bring about a reduction in the pressure on 
the payroll team members. The office is currently staffed to its 
full complement and all deadlines are being met. The office, by 
its nature, will always be a busy office. Any unscheduled 
pressure points will be managed through ensuring any 
additional resources are quickly put in place. 

B 

 
User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 The unit will participate in the preparation of an overall plan 
and one for the unit. 

B 
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5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 The unit's web pages will be reviewed. This task remains to be 
completed and it is planned to carry out this review by 31 
October 2015. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 The unit will participate in an overall exercise to raise the 
profile of the Bursar's Office but the profile of the Payroll 
Office is clear and recognisable at present. 

B 
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10. General Ledger 

 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 Succession planning will be considered but as the average age 
of the section is young, age related succession planning is not 
an immediate or short term issue here. 

B 
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3.9.3 The divisions of responsibility between 
the General Ledger section, the Financial 
Reporting Team and the Capital 
Accounting appear to cause others 
outside the Bursar’s Office some 
difficulty in locating responsibility and 
making contact with the right individuals. 
It is recommended that greater clarity be 
provided to those outside the Bursar’s 
Office.  

1 Consideration will be given as to how clarification can be 
provided on this issue for those outside the Bursar's Office. 
This step would have to be part of a wider dissemination 
exercise carried out by the Bursar's Office to ensure UCD staff, 
both within and outside the Finance Office, know the functions 
and contacts for different areas. It is planned to complete this 
review by 31 October 2105. 

B 

 
User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 The Ledger Section will participate in the Development of an 
overall Business Plan for the Bursar's Office and for the unit. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 Ledger Section web pages will be reviewed. It is planned that 
the review will be completed by 31 October 2015. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 This is not specifically a unit issue and can form part of an 
overall profile/enhancement and communication programme. 

B 
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11. Payments 

 

Categories 

1. Recommendations concerning academic, organisational and other matters which are entirely under the control of the unit 

2. Recommendations concerning shortcomings in services, procedures and facilities which are outside the control of the unit 

3. Recommendations concerning inadequate staffing, and/or facilities which require recurrent or capital funding 

 

Timescale 

A. Recommendation already implemented 

B. Recommendations to be implemented within one year 

C. Recommendations to be implemented within five years 

D. Recommendations which will not be implemented 

 

Report 
Reference 

Report Group Recommendation Category (see list 
below) 

Action Taken/ Action Planned/ Reason for not Implementing Timescale 
(see list 
below) 

 
Functions, Activities and Processes 

 

3.1.12 Succession planning should form part of 
the Unit’s planning process 

1 Succession planning will be considered as part of the Unit's 
planning process. As there is a Deputy Manager in place and a 
number of staff in the area with significant payments 
experience, there are no short term succession issues in this 
area. 

B 
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User Perspective 

 

5.10 Development of a Business Plan for both 
the Bursar’s Office as a whole and 
constituent functions within it (specifying 
shared purposes and goals) 

1 The Payments Unit will participate in the development of an 
overall Business plan for the Bursar's Office and for the unit. 

B 

5.11 Improvements in the webpages for 
communicating policies and procedures 
to users, including the provision of 
worked examples 

1 The web pages relating to the Payments Section will be 
reviewed and amended as required. It is planned that this will 
be completed by 31 October 2015. 

B 

5.12 An improvement of the profile of the 
Bursar’s Office is required. The role and 
activities of units and how they add value 
to the University needs to be clearly 
communicated to enhance stakeholder 
understanding of the Bursar’s Office. See 
2.1.6 

1 A Buyer Coordination Unit has been established within the 
Finance Office and will be based in the O'Brien Centre for 
Science from 1st October 2015.  This will help significantly in 
communicating details on roles and responsibilities across the 
purchasing/payment area. Its primary role is to communicate 
with and coordinate the buying staff in all schools and units so 
that standard purchasing procedures are followed. 

B 

 


