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Specialist Assignment Manual

Version 10.0

What’s changed?

We are pleased to issue updates to your Mercia Academies Specialist Assignment Manual (SAM) (dated 07/19).  The principal technical changes in this update relate to:

Updated Education & Skills Funding Agency requirements

The Education & Skills Funding Agency issued its Accounts Direction 2018 to 2019 in April 2019.  This Accounts Direction must be used by academy trusts preparing annual reports to 31 August 2019.  We have updated the pro-forma accounts, accounts disclosure checklist and other relevant forms and guidance to reflect changes made to the 2019 reporting requirements.  Changes have also been made to the regularity engagement related documentation to reflect updated ESFA guidance in this area and example governance testing.

Relevant forms and guidance on regularity reporting within the Academies SAM have also been updated to reflect the Academies Financial Handbook 2018, which became effective on 1 September 2018.
Teachers’ Pensions End of Year Certificate reporting

Teachers’ Pensions have published Reporting Accountant Guidance TP05 for 2018/19 which contains information on reporting requirements pertaining to the Teachers’ Pensions End of Year Certificate (EOYC).  Documentation and guidance for this engagement have been updated in the manual to reflect the updated requirements.  The EOYC reporting engagement has a filing deadline of 30 September 2019.

Charities SORP (FRS 102) - Update Bulletin 2

Update Bulletin 2 includes both ‘clarifying’ amendments and ‘significant’ amendments, the latter as a result of the FRS 102 Triennial Review and effective for accounting periods beginning on or after 1 January 2019 and therefore not included in this update. However, whilst ‘clarifying’ amendments are applicable for reporting periods beginning on or after 5 October 2018, Update Bulletin 2 states that these amendments reflect existing requirements of FRS 102 and are already applicable for charities preparing accounts in accordance with that standard. It is therefore recommended that these amendments are adhered to with immediate effect.

See Appendix II for further details.

For a detailed list of all changes made as part of this update, see Appendix III.

Contact us 

We are always pleased to receive feedback on our manuals, including any improvements that you would like to see incorporated.  Please contact me if you have any comments to make.  My contact details can be found in Appendix I below.
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Jenny Faulkner

July 2019

Appendix I - How to access the updates

The updated manuals are available to download from our online services website:

1. Visit www.mercia-group.com
2. Click on ‘My Account’ at the top of this webpage.

3. Enter your sign in details. 

Forgotten your password?

If you have forgotten your password click on the ‘Forgot password’ and enter your email address. An email will be sent with a link to reset your password.  

4. Once you have signed in, you will see your dashboard. At the bottom of your dashboard you will see ‘My support products’ area showing some of your support products. To view all your support products and download your manual, click on the ‘View more and download’ button. 

The updated versions of the manual is available to download (–Academies SAM 10.0 (July 19)).  Click on the link and save the download to your chosen destination.  

5. Click on the ‘set up’ file downloaded to your chosen destination from step 4 above.  You can then install the manual to your chosen destination.  

The default destination will continue to be your program files, under a ‘Mercia’ folder:

C:\Program Files\Mercia\SAM - Academies 10.0

If you wish to store the manuals elsewhere, please browse to your preferred location during the installation process.   

Where the manual is installed direct on to your computer you will be able to access it from an icon installed on your desktop, as well as through the folder containing program files on your hard drive.

Adjusting your macro security settings in Microsoft Word

You may find that you have to adjust your macro security settings in Microsoft Word in order to access the manuals.  You’ll find guidance on how to do this in Appendix V. 

Please note that we do not currently support Windows Office RT, Office Mobile and Office 365 Online however Office 365 with a locally installed copy of the Office suite is supported.

Implementation

The updated version of the manual should be used with immediate effect.  

Contact us

	Administration queries:


	Email TechnicalManuals@mercia-group.com 

	I.T. related queries:


	David Hirst or Doris Vargas at david.hirst@mercia-group.com or doris.vargas@mercia-group.com


	Mercia website login details requests:


	Email onlineservices@mercia-group.com 



	Technical queries:


	www.mercia-group.com/tech-query-request/ and submit your query using the form provided. 



	General Mercia technical manual enquiries:
	Jenny Faulkner at jenny.faulkner@mercia-group.com 



	Telephone:
	0330 058 7141


Appendix II - ESFA requirement changes 

Academies Accounts Direction 2018 to 2019 and Charities SORP (FRS 102) - Update Bulletin 2

The Academies Accounts Direction 2018 to 2019 is effective for periods ending 31 August 2019. The main changes, mostly impact the trustees’ report and accounts, though do include additional areas to consider when testing governance to support the conclusion on regularity.

The Accounts Direction 2018 to 2019 includes revisions necessary to reflect clarifying amendments Charity SORP Update Bulletin 2.  These amendments include those relating to Gift Aid payments by subsidiaries to their charitable parents. They allow the tax effects of such payments to be taken into account at the reporting date when it is probable the Gift Aid payment will be made in the following nine months.  This requirement is stated in the Academies Accounts Direction 2018 to 2019, paragraph 5.1.19 ‘Non-charitable activities, Donations and capital grants’.

The Accounts Direction 2018 to 2019 also includes additional prompts within its example regularity tests on the governance arrangements at an academy trust.  As governance underpins regular and proper use of public money, where not already covered, these areas have been referenced within the Regularity Risk Assessment at PF3-R (designated with an AAD reference).  The PF3-R must be completed on an annual basis to ensure appraisal against the most recent version of the Handbook.

The disclosure checklist, proforma accounts, example reports and relevant regularity documentation have been updated to reflect these requirements.

Academies Financial Handbook 2018

The Academies Financial Handbook (AFH) 2018 is effective for the year commencing 1 September 2018.  It has been substantially reorganised from the 2017 handbook such that most references have changed, although a lot of the underlying requirements have not.  However, there have been a number of changes, as detailed on AFH pages 6 and 7, which largely impact regularity risk analysis, though the following annual reporting requirements have been added:

· If the board meets less than six times a year, the Governance statement accompanying the annual accounts must describe how it maintained effective oversight of its funds (2.1.2);

· The Governance statement must explain how it has managed its programme of risk review and checking of controls (i.e. internal audit) and why it has adopted this approach (2.9.7); and

· From 1 April 2019, new ESFA reporting procedures for related party transactions came into force. The Academies Accounts Direction 2018 to 2019, paragraph 6.6.13, requires the related party transactions note to confirm that these requirements have been complied with.

The Regularity Risk Analysis documentation, disclosure checklist and proforma accounts have been updated to reflect these requirements.

Appendix III - Detailed list of changes

Set out below is a list of all the documents that have been revised in this update, along with a brief explanation of how they have changed. If you would like a hard copy of the Academies SAM please contact us on 0330 058 7141or send an email to technicalmanuals@mercia-group.com.    

There is £25 administration charge for a copy of the Academies Specialist Assignment Manual.

Pages to be changed



Main reason for change

	Section A - Guidance notes


	
	

	· 1 - Contents and guidance notes
	-
	Updated for the changes made in this update.



	· 2 - Getting started for new manual users


	-
	Updated for the changes made in this update.



	· 3 - Update 07/19 - What’s changed
	-
	A copy of this guidance has been added to this manual.



	· 4 - Creator - getting started
	-
	Updated for the changes made in this update.



	Section B - Example letters


	
	

	· 3.3 Engagement - regularity assurance


	-


	Updated to reflect the Academies Accounts Direction 2018 to 2019 and clarification added regarding ESFA placing reliance on the work and opinion an auditor forms in respect of their statutory financial statements audit of the academy trust.



	· 3.4 Engagement - Teachers Pensions
	-
	Updated to reflect the Reporting Accountant Guidance TP05 (FY18/19 Version 3).



	· 3.5 Engagement - Accounts Return


	-
	Updated to reflect the guidance notes to the 2018 Accounts Return, the 2019 guidance notes having not yet been published. 



	· 4 Engagement - Terms of business


	-
	The Insurance Distribution Directive has replaced the Insurance Mediation Directive and as a result all references now refer to insurance distribution.



	· 6 Letter or representation - regularity assurance
	-
	Updated to reflect the Academies Financial Handbook 2018.


	· 7 Letter of representation - Teachers Pensions

	-
	Updated to reflect 31 March 2019 year end.


Pages to be changed



Main reason for change

	Section C - Example reports



	· 1 & 2 Audit report (including groups)
	-
	Updated to reflect publication of the Academies Accounts Direction 2018 to 2019 and to highlight specific components of other information (as noted in the Accounts Direction).



	· 3 Teachers’ pensions report
	-
	Updated following the publication in May 2019 of the Reporting Accountant Guidance TP05 (FY18/19 Version 3).



	· 5 Audit findings report
	-
	Document renamed (from management letter) and updated to reflect the Academies Accounts Direction 2018 to 2019 with clarification added into the regularity section regarding ESFA placing reliance on the work and opinion an auditor forms in respect of their statutory financial statements audit of the academy trust.



	· Other
	-
	Documents amended as necessary for publication of Academies Accounts Direction 2018 to 2019.

	
	
	


	Section D - Example accounts



	· 1 Proforma accounts (SORP 2015)
	-


	Updated to reflect changes in the Academies Accounts Direction 2018-19 and the Academies Financial handbook 2018. 
See Appendix II for further information.



	Section E - Disclosure checklists 



	· 1 - A32 Accounts disclosure checklist (SORP 2015)
	-
	Updated to reflect changes in the Academies Accounts Direction 2018-19 and the Academies Financial handbook 2018. 

	
	
	

	Section F - Permanent file documents



	· PF3-R Regularity Risk Analysis 
	-
	Updated to reflect the changes in the Academies Financial Handbook 2018.  



	
	-
	AAD references added where items highlighted as additional regularity focus areas around governance within the Academies Accounts Direction 2018-2019.




Pages to be changed



Main reason for change

	Section G - Current file documents (group and individual)


	· A43 - Whistleblowing - Reporting to the Regulator Checklist 


	-
	Updated for best practice amendments. 

	· D5 - Related parties
	-
	Amended test 22 to remove references to ‘connected party transactions’ in line with AFH updated terminology and to address updated ESFA reporting and approval requirements.



	· F5 - Investments audit programme
	-
	Amended test 26 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 



	· H5 - Income and debtors audit programme


	-
	Amended test 64 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 



	· J5 - Expenditure and creditors audit programme


	-
	Amended test 62 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 



	· Wages and salaries audit programme


	-
	Amended test 11 to refer to executive pay Academies Financial Handbook requirements.

	· TP - Teachers’ Pensions work programme
	-
	Updated following the publication of the Reporting Accountant Guidance TP05 (FY18/19 Version 3)




Appendix IV - Adjusting your macro security settings

Macro Security

To run the  Academies SAM 10.0 the macro security level needs to be set to medium. To alter the macro security level:

In Microsoft Office 2007:

· Click on the Microsoft Office logo (which can be found in the top left hand corner of the screen in Word)

· Click on ‘Word Options’ at the bottom of the window 

· Click on ‘Trust Centre’ on the left hand menu

· Once selected the Trust Centre settings button will appear on the bottom right - click the ‘Trust Centre Settings’ button and from the left hand menu of the new screen, choose ‘Macro settings’ on the left

· Choose the bottom option; ‘Enable all macros (not recommended; potentially dangerous code can run)’

· Close all open Office program windows

· For the Academies SAM click on Start\All Programs\Mercia\SAM - Academies 10.0 or double click on the Academies SAM 10.0 icon on your desktop 

· Click on the ‘Enable Macros’ button.

In Microsoft Office 2010 / Microsoft Office 2013 / Microsoft Office 2016:
This covers the installation default setting, your individual set up may vary.

· Run the Academies SAM 10.0 from either the desktop icon, the start menu icon or from programs

· Click the “Enable Content” button on the yellow bar

· The manual will now open

If your computer settings for ‘trusted documents’ or ‘macro settings’ are different from the installation defaults please contact your systems administrator / I.T. team for further advice on whether you are permitted to change these.

Microsoft Windows 8 / Office 2013 users: If your default start up option settings in Microsoft Word are to open email attachments and other uneditable documents in ‘reading view’, please click the ‘View’ tab, followed by ‘Edit Document’ to continue when opening the manual.  An option to run ‘Creator’ will appear on the ‘Add-Ins’ tab.
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