
Academy Advisor
Spring 2018

Welcome to our regular newsletter for Academies and 
Free Schools.

info@carpenterbox.com 
www.carpenterbox.comGet in touch Call Worthing: 01903 234094 

Call Gatwick: 01293 227670

In this edition we cover:
Academy Updates
ESFA Guidance
ESFA Proposal to Name and Shame
GDPR – Trustee Responsibilities
Professional Clerking 
Warning as Fraudsters Target Schools 
Gender Pay Reporting Deadline
Audit Review
Timetable for upcoming submissions 

You can view previous Academy Advisor issues by accessing 
our Resources Page. 

Click here to see previous issues

http://www.carpenterbox.com/portfolio-category/academies/


Academy Updates
As the 31 August 2017 audit season has come to an end, one can reflect on how well or how difficult it was to meet the 
various deadlines. According to ESFA, 92% of Trusts achieved the AAR (Academies Annual Return) deadline of 19 January 
2018. We are not expecting the ESFA to move the deadline forward again, so Trusts can be relieved that the idea of 31 
December as the AAR submission date is not yet with us. The date for the 2018 AAR will be 18 January 2019. 

We hope that there will be improvements in some of the soft validation alerts, and clearer guidance on what to do when SATs 
move to MATs, when existing Trustees have resigned and there is the inevitable gap before the last set of audited accounts 
and corresponding AAR are prepared. 

For example, a SAT moving to a MAT on 01 January 2018, will require audited accounts for the period 01 September to 31 
December 2017. The relevant AAR online form may not be available until the following October for submission over a year 
after the SAT has actually joined the MAT, so who will sign off the accounts and AAR? 

Currently ESFA advice is to use the existing AAR excel workbook, having used the “Adjustment made to opening balances” 
rows to reflect 01 September 2017 opening balances rather than the pre-populated 01 September 2016 figures. Send the 
worksheet to them using the email address Academies.FINANCIALREPORTING@education.gov.uk and stating in the email 
the period it relates to. 

Another consideration in cases where SATs move to MATs or schools come out of MATs during the course of the year, is to 
consider the requirement to obtain an additional LGPS report to the date of change as liability values may have changed 
materially from the 31 August position. 

Having signed off the accounts, be sure that you have alerted your auditor to any request from HMRC for a 
corporation tax return for 31 August 2017. About 25% of Trusts receive such requests, so if you had one last year, you may 
not need one this year and, similarly, this may be the first year for such a request. 

The good news is that the deadline for submission of the 2017 CT600 return will usually be 31 August 2018, but if any 
corporation tax is payable, the payment date is 31 May 2018, so do not delay in letting your advisor know. Even if no tax is 
payable, a computation and return and suitably ixBRL tagged accounts are required by HMRC.   
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ESFA Guidance

In November 2017, Chief Executive of the EFA Peter Lauener wrote to all Academies to highlight important matters 
related to standards of financial management and governance, as well as to confirm Eileen Milner has been appointed 
as his successor following his retirement. 

95% of academy trusts submitted their financial statements on time for 2016, as were 96% of Budget Forecast 
Returns.  

Some important matters referred to include:

As a board, Trustees should consider 6 key features of effective governance; strategic leadership, accountability, 
people, structures, compliance and evaluation. 

Standards of Governance

The principles of financial management and governance that Trustees must apply do not provide detailed prescription, 
but give Trustees the freedom, but also the responsibility, to design internal financial procedures and checks for 
themselves. If this is done well, the interaction with the ESFA will largely be limited to routine returns. 

Balancing freedoms and responsibilities

Annual financial statements which detail the Trust’s objectives, achievements and future plans as well as risk 
management and governance improvements must be published on the Academy Trust’s website by 31 January each 
year, and changes in those charged with governance need to be updated promptly on the ESFA “Get Information 
About Schools” portal.  

Promoting transparency 

Focusing on related party transactions, the ESFA reminds Trusts to maintain a register of business interests, applying 
the ‘at cost’ policy and disclosing related party transactions in the financial statements.  

Managing relationships

Maintaining good financial management and governance is crucial and Trusts can learn from mistakes made by 
others, by reading the Academies Investigation Reports published by the ESFA.  These can be viewed here. 

Maintaining vigilance 

In times of increasing financial constraints, Trustees are encouraged to focus on efficient use of resources and long 
term financial health. ESFA are piloting a support project to identify opportunities to reduce unnecessary costs and 
thereby free up additional money in improving pupil outcomes, emphasizing the link between integrated curriculum and 
financial planning (ICFP).     

Focus on efficiencies

Overall, changes are fairly minimal and any enhanced disclosures will help clarify expectations and reduce 
inconsistencies across the sector. 

The full letter can be viewed here.
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ESFA Proposal to Name and Shame

Eileen Milner, as the new Chief Executive for ESFA, stated in her letter of 13 December 2017 that ESFA will be taking 
a firmer stance on non-compliance with submission date requirements. 

The list will be published in September 2018 on GOV.UK for Trusts submitting late, or failing to submit, two of more 
from the list below: 

GDPR – Trustee Responsibilities

General Data Protection Regulation (GDPR) comes into force in May 2018 and will affect every organisation in the UK, 
including Academies.  Any breaches can result in penalties of up to 4% of turnover / income.  The provisions of the 
GDPR are complex and should not be underestimated. Whilst Trustees are not expected to undertake the work to 
ensure compliance themselves, they are expected to understand the issues and have delegated the assignment of 
ensuring compliance to appropriately qualified individuals. 
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Return Guidance issued by Online form available by Submission deadline

Financial statements, 
management letter, accounts 
coversheet online form

13 June 2017 06 October 2017 31 December 2017

AAR 01 September 2017 01 October 2017 19 January 2018

Budget forecast return 
outturn (BFRO)

28 February 2017 19 March 2018 18 May 2018

Budget forecast return (BFR) 01 June 2018 01 June 2018 18 May 2018

Planning for the BFRO and BFR is therefore essential, even if you have complied with the first two submission 
requirements. Accurate, reconciled management accounts to 31 March 2018 will be required for the BFRO as well as 
Trustees’ view of the expected position to 31 August 2018. Meetings for the Finance Committee and full Board of 
Trustees should be appropriately arranged to ensure their sign off on both returns.         

GDPR replaces the current Data Protection Act from 25th May 2018 and will make it essential for all organisations to 
have effective information governance procedures and breach strategies in place.   

All Academies, regardless of size, should view the GDPR as a new opportunity to enhance their information security 
practice from a technical, governance and legal perspective.   

Have you thought about GDPR? Have you budgeted for any changes which may be required?



Understand how to store and share information whilst ensuring the required standards of data protection 
Understand and mitigate the legal risks associated with data protection 
Ensure your staff (your potentially weakest link when it comes to data protection) are well educated and trained in 
the standards of the GDPR and the "do’s and don’t’s" 
Ensure your organisation is compliant with GDPR 

Your Academy must:

Make sure that senior management and key people in the Trust are aware that the law is changing and the impact 
that this will have on each school
Check your procedures to ensure they cover all the rights individuals have, including how you would delete personal 
data or provide data electronically and in a commonly used format
Conduct an internal audit of data processing across all departments and consider: 

Create a GDPR document detailing the action taken to protect your data; this should include procedures on dealing 
with personal data incidents and breaches
Detail the types of communication activities you have from a marketing perspective, such as promoting events and 
fund-raising activities and consider if you would comply with GDPR in future
Review your current privacy notices and put a plan in place for making any necessary changes ahead of 
implementation
Update your procedures regarding Subject Access Requests and plan how you will handle requests within the new 
timescales. 

Further information and a useful checklist for data controllers is available on the Information Commissioners’ 
Office website here. 

If you have any concerns or if you would like advice around GDPR, there a number of sources available and we can 
point you in the right direction. You can also seek advice from a legal professional.

What type of data do you hold and in what format  
Whose personal data you hold, for example: staff, pupils, family members, emergency contact details for pupils 
etc 
Why the data is processed and the legal basis for doing so 
Where the data may be shared, for example with examination boards, online software providers, third party 
providers of school trips, parent-teacher association, payroll providers etc  
Who has access to the data, for example: staff, volunteers, healthcare provider / school nurse etc 
 What consents you have; Review how you are seeking, obtaining and recording consent and if any changes 
may be required.  Consent must be freely given in the form of a positive opt-in – do you have a record to 
confirm this? 
What systems you have in place to verify individuals’ ages and to gather parental or guardian consent for the 
data processing activity? 
Do you have the right procedures in place to detect, report and investigate a personal data breach? 
Do you have a designated Data Protection Officer or someone who takes responsibility for data protection 
compliance? 
Create a GDPR document detailing the action taken to protect your data; this should include procedures on 
dealing with personal data incidents and breaches 
Detail the types of communication activities you have from a marketing perspective, such as promoting events 
and fund-raising activities and consider if you would comply with GDPR in future 

Key actions:
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Professional Clerking
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With the spotlight on governance it’s easy to overlook the clerk, who can be a vital resource, supporting the effective 
functioning of the governing body. The voluntary nature of governance makes the role all the more important as it 
provides a vital link to administrative, organisational and advisory support; contributing to the efficiency, effectiveness, 
productivity and compliance of the governing body. 

All academy trusts must appoint a clerk as set out in their Articles of Association and many combine the role of 
company secretary and clerk as a voluntary position. However, the DfE released the Clerking Competency Framework 
in April 2017, highlighting the role’s importance and setting out expected standards, whilst referring to the role of 
‘professional clerking’; indicating an expectation that this should be a salaried position. 

Different types and sizes of organisations will have differing clerking needs depending on their scale and complexity, 
but broadly the purpose of the clerk’s role is to: 

Provide expert advice and guidance to the governing body on governance, constitutional and procedural matters
Ensure compliance with the appropriate legal and regulatory framework, with an understanding of the 
consequences of noncompliance
Provide effective administrative and organisational support to the governing body and its committees
Manage information effectively in accordance with legal requirements 

There are various competencies and expectations of the clerk, including:  

A strong understanding of governance and the impact of effective governance on the quality of education and on
outcomes for children
The ability to deliver proactive advice and guidance
Effective administrative and organisational skills
Interpersonal skills to build strong professional working relationships 

The clerk should be accountable to the Chair of Trustees, who is responsible for managing the relationship and should 
ensure the clerk is appropriately remunerated, appraised annually and supported with relevant training and 
professional development. 

In light of the guidance, it would be advisable to consider your existing clerking arrangements to understand 
the potential benefits of recruiting a professional, salaried clerk or identifying the training needs of your 
existing clerk. The full Competency Framework for Professional Clerking is available here.  

Warning as Fraudsters Target Schools

The National Fraud Intelligence Bureau (NFIB) has issued a warning to schools following an increase in the 
volume of CEO Fraud reports, where schools have been the targeted victim.  A number of schools that have 
fallen victim to this type of fraud, have suffered significant financial losses. 

Often, a fraudster will contact a member of staff with responsibility for authorising financial transfers, claiming to be the 
Head Teacher / Principal and request a one off, often urgent, bank transfer to be made. The amounts requested have 
been between £8,000 and £10,000. 

Contact is often made by email and from a spoofed / similar email address to the one the Head Teacher / Principal 
would normally use.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/609971/Clerking_competency_framework.pdf


The National Fraud Intelligence Bureau (NFIB) sits alongside Action Fraud within the City of London Police which is 
the national policing lead for fraud.  The NFIB uses millions of reports of fraud and cyber-crime to identify serial 
offenders, organised crime gangs and established as well as emerging crime types. 

The advice from the NFIB on prevention and protection includes:  
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Ensure that you have robust processes in place to verify and corroborate all requests to change any supplier or 
payment details. Get in touch with the supplier (or internal colleague) directly, using contact details you know to 
be correct, to confirm that a request you have received is legitimate. 
All employees should be aware of these procedures and encouraged to challenge requests they think may be 
suspicious, particularly urgent sounding requests from senior employees. 
Sensitive information you post publicly, or dispose of incorrectly, can be used by fraudsters to perpetrate fraud 
against you. The more information they have about you, the more convincingly they can purport to be one of your 
legitimate suppliers or employees. Always shred confidential documents before throwing them away. 
Email addresses can be spoofed to appear as though an email is from someone you know. If an email is 
unexpected or unusual, then don’t click on the links or open the attachments. Staff should not be allowed to check 
emails or use the internet with administrator accounts. 
If you have been affected by this, or any other type of fraud, report it to Action Fraud by calling: 0300 123 2040, or 
visiting www.actionfraud.police.uk. 

If you are concerned about your systems and processes to prevent fraud, or would like specific advice on any fraud 
related matter, please don’t hesitate to get in contact for further advice.   

Gender Pay Reporting Deadline

The deadline to publish calculations related to Gender Pay for the year to 31 March 2017 is 31 March 2018. 

From 31 March 2017 Trusts employing more than 250 members of staff are required by law to publish six basic 
calculations annually on their website (and on the government website) showing how large the pay gap is between 
their male and female employees. 

Calculations include the difference in the average (mean and median) hourly rate between male and female 
employees; the difference between the average bonus payments (as well as the proportion of male and female 
employees who receive bonuses) and the proportion of male and females in each quartile pay band of the workforce. 

The legislation applies to each year where you have a headcount of 250 or more employees on 31 March and 
calculations will always be based on the position at 31 March each year.  Trusts have up to one calendar year to get 
each set of calculations published.  A narrative can also be supplied to provide a view on why a gender pay gap is 
present and to highlight steps taken (or being taken) to reduce any gender pay gap in future. 

Trusts should ensure the required information is published on time and look at where, or why any inequalities may be 
present. 

If you require assistance with the calculations, please get in contact. 



Audit Review 

As another audit season has ended, now is the perfect opportunity to reflect on any recommendations made in the 
management letter as well as the future strategic direction of the organisation and any identified efficiencies or 
improvements. 

As you plan for future audits, it’s worth considering some of the different scenarios which lead to delays. 

The finance manager knows the audit’s next week but hasn’t had time to answer several “pre-audit” questions. The 
auditors arrive, raise queries, and the backlog begins… 

Solution: It’s more efficient to start and finish an audit test rather than having to follow up later, so try to ensure you’re 
ready; arrange an audit planning meeting beforehand if it helps.

Not being ready: 

Key people haven’t allowed time in their schedule for the audit, hoping queries can be answered around their daily 
work. The auditors have a query, the relevant individual is out / in meetings / clearly busy.  Work becomes delayed. 

Solution: Timetable the audit into your calendar; tell your staff, and expect to be asked questions; your auditors will 
definitely need to speak to the finance manager, the Accounting Officer and probably to some Finance/Audit committee 
Trustees.

Not available to answer questions: 

Bank reconciliations have not been done for two months, and something went wrong with payroll...   

Solution: The auditor will require bank reconciliations that reconciles, and where these are not done, time will be spent 
completing them, extending audit samples, and working out why there were problems; so try to ensure financial 
records are maintained and up-to-date.  

Poor financial records are maintained: 

You know that invoice is…somewhere... 
Solution: If you’re not able to locate the right paperwork, your auditor will need to extend the audit sample. Prepare an 
audit pack with all relevant documents, appropriate schedules and reconciliations. File documents in sections (e.g. 
fixed assets, debtors, bank, creditors etc) and ensure filing is complete and in order (if in doubt, hold on to it!).

Poor filing systems: 

You’ve just finished making the year end adjustments, but haven’t had time to check...  

Figures not checked: 

Solution:  Errors or irregularities are likely to come to light and cause delays.  Perhaps an accrual was reversed to the 
incorrect account, wages were not reconciled or income classified inconsistently. Perform reasonableness checks on 
all figures and ensure key figures agree with documentation (e.g. income agrees to grant letters). 

The accounts are complete but the Trustees’ report is not... 
Solution: Completing the Trustees’ report early will aid your auditors’ understanding of activities they may not otherwise
be aware of, such as a restricted grant, which could necessitate a revision to the accounts.

Delays between completion and signing off:
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Solution: If you know there’s a problem, tell your auditors immediately so time isn’t wasted. It takes longer to revisit
issues at the end of the audit than deal with them as they arise.

Not highlighting potential problems at the start

We can guide and support you throughout the audit process and offer assistance in areas you may have 
difficulty completing, but following these suggestions will help to ensure your audit runs smoothly and avoids 
delays.   

Timetable for upcoming submissions

Return Guidance issued by Online form available by Submission deadline

Budget forecast return 
outturn

28 February 2018 19 March 2018 18 May 2018

Budget forecast return 2018 1 June 2018 1 June 2018 27 July 2018
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International. Arrandco Investments Limited is the registered owner of the UK trade mark for Baker Tilly and its associated logo. 

How MHA Carpenter Box can help

If you have any questions or concerns relating to any of these articles featured, please contact Robin Evans, Head of 
our Academies team, by calling 01903 234094 or email robin.evans@carpenterbox.com.

Get in contact

Call: 01903 234094 
Email: info@carpenterbox.com 
Visit: www.carpenterbox.com

Follow:

http://www.carpenterbox.com/
https://www.facebook.com/carpenterbox/
https://www.youtube.com/user/CarpenterBox
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