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Audit Committee  
 
Minute of Meeting of the Audit Committee held on Thursday 30 November 2017 at 
9.30am in the Barbour Suite. 
 
Present:  Graham Hope (Chair) 
   Simon Ashpool 
   Sue Cook 
   Colin Miller 
   Normal Ross 
    
In attendance: Mhairi Harrington (Principal & Chief Executive) 

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) 
George Hotchkiss (Vice Principal, Curriculum & Planning) 
David Eardley (Scott-Moncrieff, Internal Auditors) 
Lucy Nutley (Mazars, External Auditors) 
Karine McNair (Board Secretary) 

   Paula White (Facilities Manager) Part Only 
   Simon Earp (Vice Principal, Curriculum & Enterprise) 
 
17.45 Welcome/Apologies 
 

The Chair welcomed Colin Miller and Karine McNair to the meeting as this 
was their first meeting of the Audit Committee.    
 
The Chair also informed the Committee that Agenda item 17.55 Health & 
Safety Quarterly Report would be taken first. 
 

17.46 Declarations of Interest 
 

There were no declarations of interest. 
 
17.47 Minute of Meeting of 7 September 2017 
 

The Minute of the meeting of the Audit Committee of 7 September 2017 was 
approved as a correct record. 

 
17.48 Matters Arising from Minute of Meeting of 7 September 2017 
 

All actions were duly completed and noted. 
 
 
 
 
 



  Agenda Item 18.03 
 

                                                                                                            Paper 1 
West Lothian College         
  8 March 2017 
  

 
AC/080318/Ser 
 2 
 

 
17.49 External Audit 
 

(i) Annual Report & Financial Statements 2016-17 
 

The Vice Principal, Finance & Curriculum Services informed the 
Committee that the Annual Report & Financial Statements 2016-17 had 
been presented to the Finance & General Purposes and recommended 
to the Audit Committee for approval. 
 
The Financial statements had been prepared in accordance with the 
Statement of Recommended Practice (SORP), the Financial Report 
Standards FRS102 and complied with the Governments Reporting 
Manual (FReM). 
 
The Committee noted that there had been changes to the presentation 
of the accounts in line with the requirements of the Accounts Direction.  
In addition the impact of the interim valuation performed as at 31 July 
2017 was incorporated into the financial statements.  This had resulted 
in a revaluation gain of £2.2m and impairment loss of £1.9m, leading to a 
net revaluation gain of £300k in the financial statements. However the 
impairment loss of £1.9m was as a result of a desk based interim 
valuation and did not imply that the College was not maintaining its 
assets. 
 
Colleges were also now required to include a statement at the foot of the 
SOCI and a note to the accounts explaining the impact of the non-cash 
budget given for depreciation.  
 
To help the Committee understand the information presented the 
Secretary to the Board handed out a summary of the Management 
Accounts containing information on the budget for the year, variances 
and the trading position for the College versus the budget. 
 
The Committee also noted the table of cash budget for priorities and the 
underlying operating position. 
 
After discussion the Audit Committee recommended the approval of the 
Annual Report & Financial Statements to the Board of Governors. 
 
Action 1: Vice Principal, Finance & Curriculum Services 

 
(ii) Annual Report of the Board & Auditor General 

 
The External Auditor for Mazars gave explanations where necessary on 
the above report informing the Committee that the purpose of their audit 
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was to provide reasonable assurance to users that the financial 
statements were free from material error and conducted in accordance 
with the requirements of the Code of Practice issued by Audit Scotland. 
 
Mazars stated the following conclusions:- 
 
Financial sustainability – The College had adequate financial planning 
arrangements in place. 
 
Governance & Transparency – The College had governance 
arrangements in place that provided appropriate scrutiny of decisions 
made by the Board. 
 
Value for Money – the College had an effective performance 
management framework in place that supported progress towards the 
achievement of value for money. 
 
No major control weaknesses had been identified and the conclusion of 
the report was that the accounting systems operated overall effectively. 
 
Discussion took place on details of the materiality levels applied in the 
audit of the financial statements for the year ended 31 July 2017 and the 
Committee were content that Mazars approach and concept was 
appropriate. 
 
Mazars Auditor thanked the College Team for all their efforts working 
with them throughout the year. 
 
Audit Committee were content with the report presented. 

 
iii) Letter of Representation 
 

The letter of representation provided assurance to the College’s external 
Auditors Mazars that the Board was aware of its responsibilities in 
relation to the audit of the Annual Financial Statements for the year 
ended 31 July 2017.  Mazars informed the Committee that no 
adjustments had been made therefore this was a clean statement. 
 
The Audit Committee recommended that the Chair of the Board of 
Governors and the Principal sign the letter of representation. 
 
Action 2: Secretary to the Board 
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17.50 Internal Audit Reports 
 

(i) Organisational Wellbeing 
 

The Internal Auditor for Scott Moncreiff presented the findings on the 
above report stating that the College was developing arrangements over 
the future strategic workforce requirements, although it had not yet 
implemented controls that ensured a full understanding of the necessary 
capacity and skills in place to meet the strategic and operational 
objectives. 

 
 There were six minor to moderate recommendations, three of which 

were opportunities for improvement in workforce planning 
arrangements; staff development exercise/levels of participation and 
absence management processes. 

 
 Discussion took place on Return to Work Interviews and the values of 

this process in general on whether this process had made a difference 
with the level of staff absences.  This was noted by Management.  
A process had now been agreed to ensure that all return to work 
interviews were carried out which would be implemented immediately. 

 
 As a follow up to the survey on staff engagement there was a series of 

Town Hall meetings, a Campaign on No Waste and Twinning Centres 
being set up across Centres for best practice. 

 
The Audit Committee were content with the report presented. 
 

 
(ii) Student Support Funds 
 

The Internal Auditor for Scott Moncreiff informed the Audit Committee 
that they had conducted the above audits in August 2017 in accordance 
set out in the SFC’s Guidance. 
 
Three issues had been identified two of which were procedural in 
connection with application forms being consistently signed off and the 
importance of completing attendance registers. 
 
The third was a recommendation to Management to develop a Strategy 
to target and support priority groups when allocation student funds. 
 
Vice Principal – Finance & Curriculum Services stated that the 
recommendations presented had been made and accepted by 
Management. 

 



  Agenda Item 18.03 
 

                                                                                                            Paper 1 
West Lothian College         
  8 March 2017 
  

 
AC/080318/Ser 
 5 
 

The Committee asked that the risk paragraph in section 1.3 of the report 
be reworded as it was inaccurate to say that this could result in a 
decrease in students from vulnerable groups given that numbers were 
increasing at the College. 
 
Subject to the above amendment the Audit Committee were content with 
the report presented. 
 
 
Action 3 – Internal Auditors – Scott Moncreiff 

 
(iii) Credits Return 
 

The Internal Auditors Scott Moncrieff presented the findings from the 
review of 2016-17 Credits Return and their opinion that controls over the 
collection of data and the preparation of the Credits return were 
adequate and effective.  The College had delivered slightly over their 
target of around 1.3%. 
 
There were four recommendations and management had accepted 
these and actions had been completed. 
 
Audit Committee content with the information presented. 
 

17.51 College Audit Committee Rolling Plan 
 
The above plan showed progress in implementing previously agreed internal 
audit recommendations which were all now completed. 
 
The Chair of the Audit Committee stated that it was good to get all the 
recommendations finally resolved. 
 
The Audit Committee were content with the information presented. 

 
17.52 Audit Committee Report to the Board of Governors 

 
The above report was a requirement of the Financial Memorandum and 
consistent with previous years report which covered Administrative Matters, 
Internal Audit External Audit, Risk Management and Health & Safety. 
 
After discussion the External Auditor for Mazars asked that 4.4 on page 4 be 
amended to state that “Mazars will provide an unqualified Audit Report 
instead of “provided”. 
 
It was also noted that on Page 3 – 4.3 paragraph 2 – should say “see note 16”  
in the financial statements.   It was agreed that the budget v actual costs 
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should align with PI section as both were on target, delivered on time and 
within budget.  
 
The Audit Committee approved the report subject to the above amendments. 
 
Action 4 Vice Principal, Finance & Curriculum Services 

 
17.53 Strategic Risk Register update 

 
The Principal gave an update on the key risks and challenges for the College 
which had been reviewed in light of the College’s Regional Plan 2017-20, 
previous Performance, National Bargaining and Legislative changes follows: 
 
Risk 1 Developing the Young Workforce – risk maintained as medium 
due to some challenges in recruiting to the extended suite of Foundation 
Apprenticeship programmes.  The risk was less about financial or credit 
impact but more about reputation. 

 
Key risk 2 – Developing Scotland’s Workforce – risk maintained at high 
although the year had been very successful with recruitment to all the full time 
vocational programmes and in terms of Success and Learner attainment for 
2016-17 – Further Education Full Time (FEFT)success had declined by 2% to 
62% and continued to be cause of concern.   
 
Performance Indicators – The Principal informed the Committee about an 
issue which had come to light with regard to the College’s PIs for 2015-16.  
The issue related to the coding of “success” for Higher National Students and 
this was highlighted through a new process where the Scottish Funding 
Council matched results from the FES database with the National Articulation 
Database.  The SFC had advised the Chief Statistician of the Scottish 
Government about the issue without prior consultation with the Principal. 
 
After investigation into the issue it appeared that the College’s Unit-e system 
had coded students as successful if they had achieved 70% of the units but 
not the Group Award.  This had affected 27 students and the impact from 
removing these students resulted in a reduced Higher Education Full Time 
(HEFT) Success Performance Indicator reducing it from 70% to 66%.  It was 
important to note that no students had actually graduated.  The College was 
not the only one affected the SFC had identified 13 in total but due to the size 
of our College the impact on the PI was greater. 
 
There had been no falsification of records and none of the students identified 
had been awarded a certificate by SQA.   
 
The Principal had contacted the SFC requesting a meeting as a matter of 
some urgency as this had the potential for reputational damage for the 
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College.  The Learning & Teaching Committee had been appraised of the 
issue at their recent meeting. 
 
The meeting would take place on 5 December.  The Principal would update 
the Board of Governors at their meeting of 12 December 2017 and would 
attach a full report to the Principal & Chief Executive’s Report.   
 
Action 5 – Principal & Chief Executive 

 
Key risk 3 – Widening Access – risk reduced to medium – the College had 
made good progress in the last three years with activity and delivered to 
learners within SIMD postcodes. However the College was addressing gender 
under representation on particular courses where there had been little 
progress. 
 
Risk 4 – maintained as medium – due to the performance of the Workforce 
Department and Commercial Team.  The risk was maintained as medium as 
the College was awaiting the next phase of procurement in relation to the 
CHS contract. Another risk was the College’s ability to deliver the Flexible 
Workforce Fund within very tight timescales. 
 
Risk 5 – maintained as high – the rating remained high to reflect the risks 
associated with National Bargaining and any likelihood of industrial action.   

 
The Chair thanked the Principal for a very thorough report. 
 

17.54 Whistleblowing 
 

The above policy had been updated in line with the introduction of the 
Enterprise and Regularity Reform Act 2013 and approved by the Audit 
Committee in September 2014.  The policy had been reviewed as part of the 
3 year cyclical review process and one minor change had been made to 
reflect the job title of the Senor HR Business Partner. 
 
After discussion it was agreed that the Secretary to the Board review and 
update Section 5 – Reporting of Outcomes - inserting a statement of 
corrective action when reporting outcomes and how to mitigate them re-
occurring. 

 
 Action 6 - Secretary to the Board of Governors. 

 
 

17.55 Health & Safety Quarterly Report 
 

The Facilities Manager gave explanations where necessary on the above 
report and the following was noted:- 
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Health and Safety Management - which covered arrangements in place to 
control health and safety risks in order to meet legal requirements and show 
commitment to all stakeholders. 
 
Scheduled events and training which covered – health and safety meetings, 
and a counter terrorist evacuation procedures and the development of a 
Health and Safety package on Moodle. 
 
Discussion took place on Health & Safety Training and whether this required 
to be mandatory and also when and how managers identify training needs for 
staff through the learning and development process.  It was agreed that this 
process be reviewed to ensure that all training needs identified were met. 
 
Action 7 – Vice Principal,Finance & Curriculum Services/Facilities 
Manager 

 
 The Audit Committee noted the report 
 

 
17.56 College Key Performance Indicators 2016-17 

 
Vice Principal, Finance and Curriculum Services, introduced paper 14 
showing the College’s Key Financial and Non-Financial Performance 
Indicators (KPIs) for 2016-17. 
 
Good progress being made in relation to three targets with Further Education 
Full Time requiring further improvement.  
 
The Audit Committee noted the report. 
 
The Chair thanked management and all the associated departments for 
producing evidence of good practice across the College and also the Vice 
Principal, Finance & Curriculum Services and other Officers for the immense 
amount of work over the year and also ensuring that it was all understandable 
for the Committee. 
 

17.57 Meeting of the Committee Without Management 

Members of the Management Team left the meeting before this item.  

The Chair invited the opinion of the internal and external auditors of the 
College’s approach to audit. They confirmed that the Management Team 
demonstrated an open and helpful approach and were fully engaged in the 
audit process. Any issues that had been identified through the audit process 
had been brought to the attention of the Committee. 
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The Finance Team had demonstrated a great deal of diligence in the 
preparation of these accounts and ensuring that the reporting requirements 
were met. 
 
It was acknowledged that since this was the external auditor’s first year 
working with the College there had been a learning curve on both sides but a 
debrief meeting is being set up to ensure that feedback is shared to ensure a 
smoother process next year. 
 
The Chair thanked the internal and external auditors for their experience, 
insight and work. 
 

17.58  Any Other Business  

There were no other items of business.  

17.59 Review of Meeting, Supporting Papers and Training Needs  

The Audit Committee was content with the meeting and supporting papers 
presented. It was felt that some additional training on the layout and 
requirements of the Financial Statements would be helpful. 
 
Action 8: Board Secretary 
 
The Chair thanked members for their contributions and attention to what had 
been a very full set of papers.  

 

17.60 Date of Next Meeting 

The next meeting would take place on Thursday 8 March at 9.30am. 

 
Note: There were no matters discussed during the meeting, during which Members 
declared any conflict of interest, or the Secretary to the Board was aware from the 
Register of Interests that discussion could give rise to such a conflict. 
 
 
Signed …………………………………………………. 
  Chair, Audit Committee 
 
Date  ………………………………………………… 
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Audit Committee  
 
Action update from the Audit Committee of 30 November 2017 
 
 
Action 1: Vice Principal, Finance & Curriculum Services – External Audit, (i) 
Annual Report & Financial Statements 2016-17 - After discussion the Audit 
Committee recommended the approval of the Annual Report & Financial 
Statements to the Board of Governors. 
 
This was duly completed. 
 
 
Action 2: Board Secretary – External Audit, (iii) Letter of Representation - 
The Audit Committee recommended that the Chair of the Board of Governors 
and the Principal sign the letter of representation. 
 
This was duly completed. 
 
 
Action 3: Internal Auditors, Scott Moncreiff – Internal Audit Reports, (ii) 
Student Support Funds - The Committee asked that the risk paragraph in 
section 1.3 of the report be reworded as it was inaccurate to say that this could 
result in a decrease in students from vulnerable groups given that numbers were 
increasing at the College. 
 
This was duly completed. 
 

 
Action 4: Vice Principal, Finance & Curriculum Services - Audit Committee 
Report to the Board of Governors - The External Auditor for Mazars asked that 
4.4 on page 4 be amended to state that “Mazars will provide an unqualified Audit 
Report” instead of “provided”. It was also noted that on Page 3 – 4.3 paragraph 2 
– should say “see note 16” in the financial statements. The Audit Committee 
approved the report subject to the above amendments. 
 
This was duly completed. 
 
 
Action 5: Principal & Chief Executive - Strategic Risk Register update, 
Performance Indicators - The Principal would update the Board of Governors 
on 12 December 2017 about the meeting with the Scottish Funding Council on 5 
December and would attach a full report to the Principal & Chief Executive’s 
Report.   
 
This was duly completed. 
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Action 6: Secretary to the Board of Governors – Whistleblowing - After 
discussion it was agreed that the Secretary to the Board review and update 
Section 5 – Reporting of Outcomes - inserting a statement of corrective action 
when reporting outcomes and how to mitigate them re-occurring. 
 
The Whistleblowing Policy has been amended to include a new paragraph 2.21 
below (with former paragraph 2.21 now being numbered 2.22): 
 
2.21 If action is taken and the disclosure is upheld, a review of the nature of the 

disclosure will be undertaken to minimise the chances of a reoccurrence 
of the disclosed behaviour. 

 
 
Action 7 – Vice Principal, Finance & Curriculum Services/Facilities Manager 
– Health & Safety Quarterly Report - Discussion took place on Health & Safety 
Training and whether this required to be mandatory and also when and how 
managers identify training needs for staff through the learning and development 
process.  It was agreed that this process be reviewed to ensure that all training 
needs identified were met. 
 
Agenda item 18.09 
 
 
Action 8: Board Secretary - Review of Meeting, Supporting Papers and 
Training Needs - It was felt that some additional training on the layout and 
requirements of the Financial Statements would be helpful. 
 
Board Secretary has been in touch with Colleges Development Network (“CDN”) 
and Mazars (external auditors) who are currently devising some online training in 
financial statements for College Board Members. Awaiting outcome of their 
online training offering.  
 
Email sent to all Board Members on 16 February inviting them to CDN Finance 
Workshop on 23 April 2018.  
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Audit Committee 
 
Internal Audit Report: Core Financial Systems 
 

The attached report sets out the findings from an Internal Audit review of Core 
Financial Systems. 
 
Overall, Internal Audit provides assurance that good core financial processes 
are in place in the areas reviewed and there are robust procedures in place to 
manage debtors, monitor cash flow and ensure the security of financial data 
and physical cash.  
 
Management responses have been provided to the recommendations 
contained in the report. 
 
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
8 March 2018 
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Executive Summary 

Conclusion 

This report provides assurance that good core financial processes are in place in the areas reviewed.  

We confirmed there are robust procedures in place to manage debtors, monitor cash flow and ensure 

the security of financial data and physical cash.  We have identified some potential improvements to 

the processes for managing income.  In particular, the College should implement appropriate controls 

to ensure fee income is invoiced and received on a timely basis. 

 

Background and scope 

Robust core financial systems are fundamental to the financial health and success of any organisation. As a 

public sector body, West Lothian College is accountable for the proper use of public funds. In order to ensure 

the economic, efficient and effective use of these monies, it is essential that the College has robust processes 

and procedures in place. 

Our review identified and appraised the adequacy, reliability and effectiveness of the internal control systems 

surrounding income, receivables, and treasury management.  
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Three improvement actions have been identified from this review, all of which relate to the design of controls.  

See Appendix A for definitions of colour coding. 

  

1- Yellow

2 - Yellow

3 - Green

4- Green

5 - Green

6 - Green

7 - Green

Control assessment 1. The College has a strategy in place for non-SFC income,
which includes both short term and long term objectives for
achieving set targets of income from various sources

2. Invoices are raised correctly and timeously for all income
generating activities, including accurate reflection in the
ledger

3. Receivables terms are in place, with debtors managed
appropriately to minimise aged debt and maximise income
received.

4. Accounts receivable data on the accounting system is
held securely and protected from unauthorised changes

5. Clear and comprehensive procedures are in place for
treasury and cash management which ensure that cash
flows are accurately projected and based on realistic
assumptions

6. Physical cash is held securely and is handled by
authorised staff

7. Bank reconciliations are performed on a monthly basis
and any issues promptly identified and addressed

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 

Good practice 

We have gained assurance that West Lothian College’s procedures reflect good practice in a number of areas: 

• The College manages its debtors proactively, with staff clearly communicating payment terms to 

debtors and Finance reviewing aged debts on a monthly basis to help ensure prompt action is taken to 

recover income.   

• Accounts receivable data is held securely.  Only Finance staff have access to the financial ledger using 

their unique username and password. 

• The College manages cash flow effectively.  The Finance Manager prepares annual cash flow 

projections, which are monitored through preparation of monthly management accounts and any 

variances to actual income and expenditure are adequately investigated and resolved. 

• Physical cash is stored securely.  Cash and cheques are stored in a locked safe in a room accessible 

by key code.  Only Finance staff know the code and have access to the safe keys. 

• Finance prepare monthly bank reconciliations to monitor expected income and expenditure.  The 

Finance Assistant prepares the reconciliations and provides explanations for any variances that arise, 

prior to review and sign off by the Finance Officer.  

Areas for improvement 

We have identified a small number of areas for improvement which, if addressed, would further strengthen 

West Lothian College’s control framework.  In particular: 

• Implementing controls to ensure fee income invoices are raised as promptly as possible, and that 

regular checks are performed to identify and investigate any instances where students have 

commenced or completed their course but have not been invoiced and/or paid their fees. 

These points are further discussed in the Management Action Plan, below. 

Impact on risk register 

The West Lothian College Risk Register (dated March 2017) included the following risks relevant to this review:  

• Risk 5 – Ensuring financial sustainability (Gross Score: 25; Current Score: 8) 

The College does not currently have a fully formed strategy in place for non-SFC income.  Without a strategy, 

the College may not maximise all potential income opportunities available and secure potential income to 

further support financial sustainability going forward.   Further, ensuring all fee income is invoiced and received 

on a timely basis could help prevent financial loss to the College.  Our recommendations below will help to 

further mitigate these risks. 
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Management Action Plan 

Control Objective 1: The College has a strategy in 
place for non-SFC income, which includes both 
short term and long term objectives for achieving set 
targets of income from various sources 

 

1.1 Non-SFC income strategy 

The College does not currently have a formal strategy in place for non-SFC income.  Instead, the College 

develops an annual growth budget that sets out the College’s projected income across different income 

streams.  This includes part-time course fees and apprenticeship income.  The budget is based on prior year 

performance and current year expectations.  The Corporate Engagement Committee (previously the Business 

Growth Committee) reviews the budget on a monthly basis and also receives updates on current tenders to win 

further business.   

However, the College has recognised the need for a strategy to further drive income generation.  In developing 

the 2017 Regional Outcome Agreement for the College, staff formulated SFC and non-SFC income projections 

for the next three years.  These targets will form the basis of the planned income strategy. 

Risk 

The College may not maximise its opportunities for income growth, given the lack of a strategy with clear 

objectives and targets for developing new and existing income streams.  This could impair the funding available 

to deliver the College’s services, particularly given public sector funding pressures. 

Recommendation 

We endorse the College’s decision to develop a strategy for income generation.  Within the strategy, we 

recommend that management include: 

• Identification and appraisal of both new and existing income streams available to the College; 

• Clear targets for each income stream, with sufficient back-up to demonstrate the targets are achievable 

and have been risk assessed; and 

• Short-term and long term objectives for achieving the targets set, which are SMART and supported by 

a detailed action plan for delivery (including action owners and deadlines for implementation). 

The College should review progress against the action plan on a regular basis.  This should include a year-end 

assessment of performance, which should inform updates to the action plan for the following year.    

 

Yellow 



 6 West Lothian College Core Financial Systems scott-moncrieff.com 

  

Management Action 
Grade 2 

(Design) 

The need for the strategy was identified as part of the 2017/18 objective setting. As the document will be 

in public domain, given the commercial sensitivity of some of the targets and proposed actions, these will 

be included within the associated annual action plan which will not be published.. 

 

Action owner: Vice Principal, Curriculum and Enterprise  Due date: 31 July 2018 
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Control Objective 2: Invoices are raised correctly 
and timeously for all income generating activities, 
including accurate reflection in the ledger 

 

2.1 Uninvoiced fee income 

The College provides a range of courses for which a fee is applied.  The College runs the courses either for 

individuals or for the employees of an organisation.  Individuals should enrol with the College before attending 

the course.  During enrolment, the Student Support Services team inform the student of the payment 

arrangements and then raise the invoice in Unit-e, the student records system, before this is transferred on a 

weekly basis to SUN Accounts. 

However, not all individuals or employees fully participate in the enrolment process.  Students may register to 

attend the course and therefore appear on the College’s systems, but then not agree payment terms with 

Student Support Services.  This may arise where individuals join a class late or where the College must assess 

the employees’ existing level of competence before they can determine the length and breadth of the course.  

In addition many enrolments are related to training contracts delivered both on and off campus. These often 

require a split of fee between a funding scheme such as PFG or ITA (previously ILA), the employer and the 

student themselves, and it can take some time to determine both the learners involved and the correct split of 

fee.  

As a result, invoices are not always raised on a timely basis and students can attend the course in full before 

payment is requested.  Finance monitor this issue through the review of an Uninvoiced Fees report and follow 

up any issues with the relevant departments.  However, we understand these checks do not take place every 

month due to limited staff resource.  At the time of our audit, uninvoiced fee income for the 2017/18 academic 

year was £120,000 (6% of recognised fee income for the period).     

Risk 

Learners (or their employers) may not pay course fees or be late invoiced for their course fees. This is because 

they are able to attend the full course without receiving an invoice or making payment. This could result in 

financial loss for the College. 

Recommendation 

The College should consider introducing mechanisms to ensure that students are not able to attend a full 

course without making payment.   

The College should also ensure more frequent checks and follow up action is taken for uninvoiced students to 

gather this income timeously, although we acknowledge management feel there is a resourcing element to this. 

Yellow 
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Management Action 
Grade 2 

(Design) 

Given that courses start all through the year and are of variable length, including one day courses, it is 

not possible to put in place one mechanism that can catch all circumstances. However an exercise is 

carried out in May each year to put a hold on any results being submitted to SQA for students with 

debts still outstanding. This prevents any certificates being issued and also stops students enrolling on 

any further courses until the debt is paid. 

The Uninvoiced Fees report is an important check to ensure that invoices are being raised promptly, but 

the other actions taken by the Finance team mitigate risk to the College proportionate to the resource 

available.  It is important to recognise that regular checks and action are carried out at least quarterly 

during the year. 

 

Action owner: N/a        Due date: N/a 
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Control Objective 3: Receivables terms are in place, 
with debtors managed appropriately to minimise 
aged debt and maximise income received. 

 

No reportable weaknesses identified 

The College clearly communicates payment terms to debtors.  Invoices specify that payment must be made 

within 30 days of issue and includes details of payment methods.  Students paying for their own tuition enter 

into an agreed payment plan with the College that specifies the amounts and dates for payments.  We reviewed 

a sample of 24 outstanding debtors and confirmed that payments terms had been clearly communicated to the 

debtor, either within an invoice or within their payment plan. 

Finance review aged debtors on a monthly basis and allocate a code to each debtor to identify the reason why 

the debt is still outstanding.  Staff then take follow up action as necessary to chase the debt.  We obtained 

copies of the aged debtor reviews for a sample of three months to confirm they took place and that adequate 

follow up action was taken. 

 

 

 

 

Control Objective 4: Accounts receivable data on the 
accounting system is held securely and protected 
from unauthorised changes 

 

No reportable weaknesses identified 

Access to the financial system is restricted to Finance staff and only those staff members can make changes to 

accounts receivable data.  Finance staff must enter a unique username and password to gain access to the 

system.   

We viewed staff accessing the system during our review and confirmed that staff entering incorrect details 

weren’t able to gain access.   

 

 

  

Green 

Green 
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Control Objective 5: Clear and comprehensive 
procedures are in place for treasury and cash 
management which ensure that cash flows are 
accurately projected and based on realistic 
assumptions 

 

5.1 Cash Flow Projection Procedures 

The Finance Manager prepares annual cash flow projections before the start of the College year.  Actual cash 

flow is then monitored against the projections through monthly management accounts.  There are detailed 

procedures in place outlining the process for creating the cash flow projections and the various sources of 

information that are considered.  However, one minor issue is that these procedures are not currently 

accessible to other staff. 

 Risk 

In the absence of the Finance Manager, other more junior Finance staff may not be sufficiently aware of the 

correct process to follow.  This could result in inefficiency and/or inaccurate projections, or the need for the Vice 

Principal to get involved in the detailed work. 

Recommendation 

The cash flow projection procedures should be added to the College’s Financial Procedures, which are 

accessible to all Finance staff.  

 

  

Management Action 
Grade 1 

(Design) 

Agreed 

 

Action owner: Finance Manager      Due date: 30 June 2018 

Green 
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Control Objective 6: Physical cash is held securely 
and is handled by authorised staff 

 

No reportable weaknesses identified 

Cash and cheques are held in a locked safe in a room accessible by key code.  Only Finance staff know the 

code to enter the room and the code is changed when staff leave the Finance team.  We observed staff 

accessing the room and confirmed that entry was refused when entering the incorrect code.   

There are only two keys available to open the safe.  Staff manage the physical cash on a rota basis.  The staff 

member with responsibility for physical cash that day holds the keys to the safe.  We confirmed the appropriate 

staff member held the key during our audit. 

 

 

 

 

Control Objective 7: Bank reconciliations are 
performed on a monthly basis and any issues 
promptly identified and addressed. 

 

No reportable weaknesses identified 

The Finance Assistant prepares bank reconciliations on a monthly basis.  The Assistant highlights and 

investigates any variances noted and provides an explanation or supporting evidence.  Once the reconciliation 

has been completed and signed by the Finance Assistant, the Finance Officer checks and authorises the 

reconciliation.  

We reviewed bank reconciliations for a period of three months.  We confirmed the Assistant had investigated 

any variances and that appropriate supporting commentary or evidence was provided to explain why the 

variances had arisen, and any rectifying action that had been taken.  We also noted that each reconciliation 

was reviewed and signed by the Finance Officer. 

Green 

Green 
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Appendix A – Definitions  

Control assessments 

  

Management action grades 

 

 
 
 

 

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

Control objective achieved - no major weaknesses but scope for improvement.

Control objective achieved - controls are adequate, effective and efficient.

•Very high risk exposure - major concerns requiring immediate senior 
attention that create fundamental risks within the organisation.

4

•High risk exposure - absence / failure of key controls that create 
significant risks within the organisation.

3

•Moderate risk exposure - controls are not working effectively and 
efficiently and may create moderate risks within the organisation.

2

•Limited risk exposure - controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 
house-keeping issues.  

1

R 

 A 

Y 

G 



 

© Scott-Moncrieff Chartered Accountants 2018.  All rights reserved.  “Scott-Moncrieff” refers to Scott-Moncrieff 

Chartered Accountants, a member of Moore Stephens International Limited, a worldwide network of 

independent firms. 
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AC/080318/Ser 1 

Audit Committee 
 
Internal Audit Report: Health & Safety 
 
The attached report sets out the findings from an Internal Audit review of 
Health & Safety. 
 
Overall, Internal Audit has gained assurance that the College’s health and 
safety procedures generally reflect good practice and have been well 
designed.   
 
Management responses have been provided to the recommendations 
contained in the report. 
 
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
8 March 2018 
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Health and Safety  

November 2017 





scott-moncrieff.com West Lothian College Internal Audit Report 2017/18 1 

West Lothian College  

Internal Audit Report 2017/18 

Health and Safety  

 

 

Executive Summary 1 

Management Action Plan 5 

Appendix A – Definitions 11 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Audit Sponsor Key Contacts Audit team 

Jennifer McLaren, Vice- 
Principal Curriculum 
Support & Finance 

Paula White, Facilities Manager 
Emily Purdie, Health and Safety 
Officer 

David Eardley, Director 
Laura Livingston, Senior Manager 
Rachel Wynne, Audit Senior 





scott-moncrieff.com West Lothian College Health and Safety 1 

Executive Summary 

Conclusion 

We have gained assurance that West Lothian College’s (‘the College’) health and safety procedures 

generally reflect good practice and have been well designed.  Following the appointment of a new 

Health and Safety Officer in 2016, the College is reviewing and enhancing these processes and we have 

observed improvement in the approach across this time.  We have identified some minor areas for 

further improvement as the College progresses through this transitional phase.  

 

Background and scope 

The Health and Safety at Work etc. Act (1974) is the primary piece of legislation covering occupational Health 

and Safety in the United Kingdom.  Its primary aim is to secure the Health, Safety and welfare of people at 

work. 

The general provisions of the Act impose a duty on all employers to ensure, as far as is reasonably practicable, 

the Safety of their employees at work, safe premises and the provision of adequate instruction, training and 

supervision.  West Lothian College is also bound by the Act to ensure, as far as is reasonable, the Safety of all 

other persons who may be affected by the organisation’s activities. 

We reviewed the processes and procedures in relation to managing Health and Safety arrangements across 

the College.  This included gaining assurance that appropriate policies and procedures are in place and adhere 

to legislation, staff training is provided and there is sufficient governance over incident monitoring.    
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Three improvement actions have been identified from this review, two of which relate to compliance with 

existing procedures rather than the design of controls themselves.  See Appendix A for definitions of colour 

coding. 

  

1 - Green 

2 - Yellow 

3 - Yellow 

4 - Yellow 

5 - Green 

Control assessment 
1. The College is aware of all existing and emerging health
and safety legislation and any changes to these

2. Policies, procedures and guidance are documented,
reviewed and available to all staff, with appropriate training
provided

3. A record of health and safety incidents and the corrective
actions taken is maintained and monitored to highlight
reoccurring issues

4. Health and Safety inspections are carried out on a regular
basis, and any issues arising from inspection reports are
addressed promptly

5. There is regular and appropriate reporting on H&S
matters

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority 

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 

Good practice 

We have gained assurance that West Lothian College’s procedures reflect good practice in a number of areas, 

including: 

 A comprehensive Health and Safety Policy is in place.  The Policy was refreshed in Spring 2017 and 

approved by the Board of Governors in June 2017.  

 Policies and Procedures are readily accessible to staff through Serengeti, the College’s document 

management system. 

 The College is in the process of implementing a suite of Health and Safety training videos to ensure 

staff keep up-to-date with key procedures and processes.  Completion rates can be readily monitored 

by the Health and Safety Officer (HSO) and Facilities Manager.  

 Regular walk-round inspections are conducted and issues identified are recorded and communicated to 

relevant individuals.  The implementation of actions following these inspections are monitored by the 

HSO and reported to the Health, Safety and Environment Committee and the Audit Committee. 

 An audit tracker is in place which includes a proposed timetable for audits to occur which is based on 

the risk profile of each area.  High risk areas will be audited on an annual basis whereas medium and 

low risk areas will be audited on a biennial basis.  These audits review Health and Safety management 

systems within each College department concentrating on the following key areas: 

o Policy 

o Organisation 

o Safe Place of Work 

o Safe Systems of work  

o Work Equipment 

o Accident Reporting and investigation 

o Health and Welfare 

o Information, Instruction and Training. 

 

 A clear reporting structure for Health and Safety issues has been implemented.  Reports are provided 

to management on a monthly basis and to the Health, Safety and Environment Committee and Audit 

Committee on a quarterly basis. 

 Reports provided to management, Committees and the Board are comprehensive and include trend 

analysis and full updates on all Health and Safety related activity. 

Areas for improvement 

We have identified minor areas for improvement which, if addressed, would strengthen the College’s control 

framework.  These are: 

 Reviewing the current process for recording training, to ensure that the process is efficient and the data 

is stored securely. 
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 Reminding staff of the importance of using the correct, current forms for recording incidents, ensuring 

that the conclusions reached following an incident are clearly documented, and using an action tracker 

to monitor actions identified from Health and Safety incidents and near misses. 

 Ensuring that audits of high risk areas are conducted in line with the timetable per the College’s policy. 

These are further discussed in the Management Action Plan below. 

Acknowledgements 

We would like to thank all staff consulted during this review for their assistance and co-operation.   
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Management Action Plan 

Control Objective 1: The college is aware of all 
existing and emerging Health and Safety legislation 
and any changes to these 

 

No reportable weaknesses identified 

We have not identified any significant issues under this control objective.   

The HSO is responsible for ensuring the College is aware of all existing and emerging Health and Safety 

legislation.  Changes to guidance and/or legislation are identified via the email updates the HSO receives from 

the Health and Safety Executive. 

The College is also a member of the College Development Network’s Health and Safety Forum which allows 

the HSO and other staff members to attend regular training sessions and learn from best practice across the 

further education sector. 

The Audit Committee and Health, Safety and Environment Committee receive quarterly updates on Health and 

Safety matters and these updates include a summary of any regulatory changes.   

 

  

Green 
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Control Objective 2: Policies, procedures and 
guidance are documented, reviewed and available 
to all staff, with appropriate training provided 

 

2.1 Training log 

It is essential for the College to ensure that appropriate records of training are maintained, particularly in 

relation to areas such as Health and Safety.  We have confirmed that a central training log is maintained by the 

Learning and Development Officer.  However, this information is entered and updated manually by the staff 

member and is driven by manual approval of forms which results in inefficiencies.  Spreadsheets can also be 

easily deleted and amended.   

The College has considered purchasing an add-on to its current HR system but this would result in additional 

costs to the College and, due to the shared services arrangement with West Lothian Council, we have been 

advised it would only be beneficial if the Council agreed to maintain the current system.  

Risk 

Inefficiencies may arise as a result of the manual process for requesting, approving and recording training 

leading to resources not being effectively utilised.  Records could be easily altered or deleted.   

Recommendation 

After considering the cost/benefit and feasibility, the College should either proceed with a system add-on or 

introduce stricter controls on the current training records spreadsheet.  (Otherwise, management should accept 

and record the risk identified above). 

 

  

Management Action  

HR systems are currently being reviewed by West Lothian Council, therefore an add- on unit is 

not available. Spreadsheet to be password protected to limit editing rights to two members of 

the team. 

Grade 2 

(Design) 

Action owner: Vice Principal, Curriculum & Planning   Due date: April 2018 

Yellow 
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Control Objective 3: A record of Health and Safety 
incidents and the corrective actions taken is 
maintained and monitored to highlight reoccurring 
issues 

 

3.1 Incident recording and action tracking 

As part of our detailed testing, we selected a sample of ten health and safety incidents and near misses.  In 

four cases we noted that the previous version of the form had been used (albeit changes to the revised 

template were largely presentational). 

The incident recording spreadsheet does not fully capture the actions taken as a result of the incidents arising 

(although this information is captured on reports presented to Committees) and the conclusion reached 

following an incident is not always clear from the paperwork available.   

Further, an action tracker is in place to record actions identified from walk round inspections and audits 

performed by the HSO.  This tracker documents the issue identified, corrective action to be taken, an owner 

and a target completion date.  Implementation of actions is monitored by the HSO and reported to the Health, 

Safety and Environment Committee and the Audit Committee.  There is currently no similar, formal process in 

place for tracking actions identified as a result of health and safety incidents and/or near misses. 

Risk 

Incidents may not be recorded as robustly as possible, weakening the College’s position in certain situations.  

Insufficiently clear conclusions from incident analysis could impair mitigating actions, exacerbated by the limited 

overt tracking of corrective actions identified as a result of health and safety incidents and/or near misses.   

Recommendation 

Management should: 

o Remind staff to use the correct version of documentation for recording health and safety incidents and 

near misses;   

o Ensure appropriate actions and conclusions are documented in the incident spreadsheet, including 

corrective actions to mitigate against reoccurrence; and 

o Ensure actions arising from an incident or near miss are captured on a tracker and implementation is 

then monitored through management and/or Committee reporting. 

Yellow 



 8 West Lothian College Health and Safety scott-moncrieff.com 

 

  

Management Action 

 Agreed.  All first aiders were issued new forms when they were amended and copies in central first 

aiders Folder and in the first aid room.   

 The column capturing the actions from accidents and first aid incidents was added to the 

spreadsheet during the audit and a copy sent to the auditor before she left the college, all 

information has been captured from that date.  

Grade 2 

(Operation) 

 Action owner: Emily Purdie   Due date: Complete 
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Control Objective 4: Health and Safety inspections 
are carried out on a regular basis, and any issues 
arising from inspection reports are addressed 
promptly 

 

4.1 Audits 

Following the appointment of a new HSO, there has been a detailed review of all Health and Safety policies 

and procedures.  As a result of this ongoing detailed review, we noted that the detailed Health and Safety 

audits have not taken place within the timescales prescribed within the College procedures.(however the HSO 

has performed walk round inspections). The College’s procedures indicate thathigh risk areas will be audited on 

an annual basis whereas medium and low risk areas will be audited on a biennial basis.  We confirmed dates 

had been scheduled for later in the year but these dates would fall out with the 12 month period. 

Risk 

If audits do not take place, health and safety issues may not be identified and actioned in a timely manner, 

resulting in areas of non-compliance and potential reputational damage. 

Recommendation 

Detailed audits of high risk areas should be carried out in line with the College policy, to ensure any instances 

of non-compliance are promptly identified and resolved. 

 

  

Management Action 

 College Audits have already started as per H&S Officers audit schedule.  

Grade 2 

(Operation) 

 

Action owner: Emily Purdie   Due date: N/A 

Yellow 
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Control Objective 5: There is regularly and 
appropriate reporting on Health and Safety matters  

 

No reportable weaknesses identified 

We have not identified any significant issues under this control objective.   

The Health and Safety Policy clearly outlines the reporting requirements for Health and Safety.  Information is 

regularly reported to management, to the Health, Safety and Environment Committee, and to the Audit 

Committee.  The information presented includes detailed trend analysis which covers the nature of incidents 

recorded each quarter against previous years.  All incidents recorded in the period are also noted alongside the 

actions that have been taken.  Detail is also provided on training, inspections and audits, as well as changes to 

policies and legislation in the period.  

Green 
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Appendix A – Definitions  

Control assessments 

  

Management action grades 

 

 
 
 

 

Fundamental absence or failure of key controls. 

Control objective not achieved - controls are inadequate or ineffective. 

Control objective achieved - no major weaknesses but scope for improvement. 

Control objective achieved - controls are adequate, effective and efficient. 

•Very high risk exposure - major concerns requiring immediate senior 
attention that create fundamental risks within the organisation. 

4 

•High risk exposure - absence / failure of key controls that create 
significant risks within the organisation. 

3 

•Moderate risk exposure - controls are not working effectively and 
efficiently and may create moderate risks within the organisation. 

2 

•Limited risk exposure - controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 
house-keeping issues.   

1 

R 

 A 

Y 

G 
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Audit Committee 
 
College Audit Rolling Action Plan 

The College Audit Action Plan shows progress in implementing previously 
agreed Internal Audit recommendations.  The attached table shows the 
position as at February 2018. 
 
Action 
 
The Committee is asked to note progress against plan. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
8 March 2018 
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College Audit Action Plan 

2016-17 – 1 August 2016 – 31 July 2017 
 
Status March 2018 March 2017 
 Priority     

4-5 
Priority     

3 
Priority  

1-2 
Priority 

4-5 
Priority  

3 
Priority 

1-2 
Completed recommendations by original 
deadline (subject to Internal Audit Review) 
 

- 3 2 - - - 

Completed recommendations by extended 
deadline (subject to Internal Audit Review) 
 

- - - - - - 

Outstanding recommendations on target  
 

- - 1 - - - 

Outstanding recommendations past agreed 
deadline 
 

- - - - - - 

Total 
 

- - - - - - 
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2016-17 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

1 The College has analysed 
its existing workforce to 
identify gaps in skills or 
experience and plans are 
in place to address these – 
Workforce Planning 

July 
2017 

Actions relating to the identification 
of skills or experience gaps are 
covered by the policy Career Long 
Professional Learning and 
Development, which is currently in 
draft.  This policy identifies the 
requirement to carry out a skills 
audit and gap analysis, however 
the accompanying procedures have 
not yet been developed.  A risk that 
the College has not identified skills 
gaps within its current workforce 
against current and future 
requirements. 

The College should develop and 
implement the workforce planning 
processes set out in the Career Long 
Professional Learning and 
Development Policy, and produce a 
detailed workforce plan.  The plan 
should be subject to approval and 
regular review at an appropriate level. 
 
Priority 3 

Agreed.  The College will 
determine an appropriate 
level of detail and produce 
a workforce plan. 

Vice Principal, 
Curriculum & 
Planning and 
Learning & 
Development 
Officer 

Dec ‘ 17   
 
 
 
 
 
 
 
 
 
February ‘18 Update 
Complete  

 

           

2 Staff appraisal processes 
are in place to monitor 
performance and address 
any issues – Completion of 
Personal Learning Plans 

July 
2017 

The College requires that the 
majority of staff complete a 
Personal Learning Plan (PLP) on 
an annual basis.  From a selected 
sample of 10 staff expected to 
complete a PLP, no PLP was 
completed in 2 cases and PLP was 
not completed in a timely manner in 
a further 2 cases.  A risk that non 
completion of the process means 
that development needs are not 
identified for a significant minority of 
staff.  

The College should continue to take 
steps to ensure that all relevant staff 
complete the PLP process, with 
progress reported at executive and 
non-executive levels. 
 
Priority 2 

All staff participating in the 
PLP Process will have 
completed their PLP by 
December ’17.  Staff not 
undertaking PLPs 
participate in Team 
meetings where any 
training or development 
needs would be identified.  
The PLP process will be 
reviewed in relation to staff 
who need only undertake 
mandatory training. 

Vice Principal, 
Curriculum & 
Planning and 
Learning & 
Development 
Officer 

Dec ‘ 17   
 
 
 
 
 
 
 
 
February ‘18 Update 
Complete 

 

           

3 Staff appraisal processes 
are in place to monitor 
performance and address 
any issues – Applicability of 
Personal Learning Process 
Plan 

July 
2017 

In practice, the College does not 
require certain categories of staff to 
complete PLPs.  Staff working for 
the College for a short period, or 
working very small numbers of 
hours are offered the opportunity to 
participate but are permitted to 
decline.  A risk that the 
development needs of members of 
staff that do not complete PLP are 
not captured, leading to 
underperformance and failure to 
achieve objectives. 
 

The College should ensure 
consistency of policy and practice for 
PLP participation.  Where employees 
“opt out|” of completing a PLP a record 
should be maintained of the offer and 
the reason the employee has opted not 
to participate. 
 
Priority 2 

Agreed. Vice Principal, 
Curriculum & 
Planning and 
Learning & 
Development 
Officer 

Dec ‘ 17   
 
 
 
 
 
 
 
 
 
February ‘18 Update 
Complete 
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2016-17 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

4 Staff appraisal 
processes are in 
place to monitor 
performance and 
address any issues 
– Personal Learning 
Plan Objectives 

July 
2017 

For the 2016-17 cycle, updated 
guidance has been issued to Line 
Managers indicating that objectives 
should be expressed in SMART 
terms and should be set in 
conjunction with the ROA and 
aligned to Centre developments.  
However, this requirement is not 
reflected in the PLP templates 
distributed to Line Managers.  A 
risk that the actions identified 
during the PLP process do not 
contribute to the achievement of the 
College’s objectives.  

The College should ensure that 
objectives set during the PLP process 
are as SMART as possible and 
contribute to the achievement of 
College objectives.  In particular, the 
College should consider updating the 
PLP template such that objectives set 
include an explicit reference to the 
relevant College objective.  The extent 
to which this is reflected in 2016-17 
PLPs should be reviewed by the 
Learning & Development Officer and 
reported accordingly. 
 
Priority 2 

Agreed.  The template will 
be updated for the 2018-19 
PLP process. 

Vice Principal, 
Curriculum & 
Planning and 
Learning & 
Development 
Officer 

Apr ‘18   
 
 
 
 
 
 
 
 
 
 
February ‘18 Update 
 
Template under 
discussion 

 

           

5 There are 
mechanisms in 
place to monitor 
and manage staff 
absence to detect 
any underlying 
trends or issues – 
Absence 
Management 
Process 

July 
2017 

Where decisions taken by Line 
Managers in conjunction with HR, 
that the absence management 
process wasn’t to be fully applied in 
strict terms  (cause of absence 
were matters such as long term 
sickness, chronic or terminal 
illness), these instances are not 
recorded as ‘cases’ within the 
management tool and no formal 
record maintained of the rationale 
for not proceeding with absence 
management interviews as per 
policy.  A risk that trends are not 
identified, inconsistent action is 
taken, and/or there is inability to 
justify particular decisions, if 
challenged. 

The College should ensure that a 
record is maintained of all decisions 
made in response to patterns of 
absence, including decisions to take 
no action (including where this may be 
perceived as contrary to the policy as 
written). 
 
Priority 3 

Agreed. Senior HR 
Business 
Partner 

Immediately  February ‘18 Update 
Complete 
 
 

 

6 There are 
mechanisms in 
place to monitor 
and manage staff 
absence to detect 
any underlying 
trends or issues – 
Return to Work 
Interviews  

July 
2017 

The College’s absence 
management policy requires return 
to work interviews to be conducted 
following an absence.  A selected 
sample of fifteen absences during 
the year with return to work 
paperwork completed and returned 
to HR in only two cases.  A risk that 
wellbeing issues giving rise to 
absences are not identified, 
resulting in recurrence and wider 
adverse impact. 

The College should further analyse 
potential measures to ensure that 
Return to Work interviews take place 
according to the policy.  These could 
include identifying a point of escalation 
when interviews are not conducted, or 
regular reporting of compliance 
statistics to those responsible for 
carrying out interviews.  Alternatively, 
the policy should be revised if it is not 
felt to be reflective of desired practice. 
 
Priority 3 

A process has been agreed 
with the College Team and 
will be implemented 
immediately. 

Senior HR 
Business 
Partner 

Immediately  February ’18 Update 
Complete 
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Audit Committee 
 
Ransomware Attack 
 
Introduction 
 
The attached report has been compiled by the Depute Facilities Manager in 
relation to the recent ransomware attack. 
 
The key points to draw to the Committee’s attention are: 
 
• Steps were taken immediately to secure the College network; 
• Expert advice was provided by West Lothian Council  and Napier University 

on actions to take to prevent the encryption spreading; 
• Support was obtained from 3rd Party Suppliers to manage the network and 

virtual environment;  
• The anti-virus software was upgraded to increase resilience against future 

ransomware attacks; and 
• The network was only restored once all preventative actions had been 

undertaken and all devices had the anti-ransomware installed. 
 
The ransomware attack has clearly highlighted vulnerabilities within the IT 
service.  To address these vulnerabilities the College has entered into 
discussions with the Head of IT of Napier University with a view to 
undertaking a review of the current service and making recommendations as 
to the service which would best meet College needs.     
 
Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
8 March 2018 
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Ransomware Attack Report 
 
On Tuesday 5 December around 10:15 am we were alerted to a possible encrypted 
laptop.  On inspection we found two laptops to be encrypted with what we now know 
was the Troldesh/Storm ransomware.  Ransomware changes files and locks them so 
that only a special piece of unencrypting software can be used to decrypt the files.    
The author of this software asks for a ransom in this case 200 Euros per device to send 
on the software which can be used to recover your files.    
 
In the first Instance, we removed the devices from the network and contacted the 
Council to shut down our file shares as normally this is where the ransomware would 
attack.  We immediately started to check other devices and did the following: 
 
1 Disconnected infected machines from the network 
2 Switched off the file servers  
3 Called Sophos for support (supplied them with information and logs to review) 
4 Switched off critical systems (sun systems, unit-e) 
5 Made aware of another infected laptop so we suspected it may be spreading via the 

wireless network 
6 Switched off wireless servers 
7 Took backups of the files servers and then switched off the backup server (to isolate 

it) 
 
We reached out to partners we use to manage our network and virtual environment for 
support.  Twelve laptops and two computers from various parts of the College were 
infected.  The conclusion we made is that someone has clicked on a link in an email but 
we could not completely verify this.  The reason for this conclusion is that it was only 
staff machines that were affected.  We also enlisted the help of the Council who 
supplied two staff for three days.      
 
We continued to limit access to the network and disinfect devices along with deploying 
Sophos Intercept X anti-Ransomware protection.     
 
This process has taken around four weeks.  We had four members of staff to get round 
over 1,200 devices and 40 servers.  We enlisted the help of Caretower to deploy our 
new Ransomware prevention tool called Sophos Intercept X.  This allowed Facilities 
staff to concentrate on removing devices which showed any signs of viral activity.  All 
the time we were attending to the Network issues, we were also trying to fault find and 
update our systems to protect them for when we did restore them.     
 
To sum up, we reacted with caution as I felt it was the best way to protect our assets.    
We worked methodically through fault finding to restoration of services.  We left nothing 
to chance and changed and locked down the network to make sure no encryption 
spread.  We liaised with partners and took advice and help when possible.    
 
 
 
Brian Smillie 
Depute Facilities Manager 
8 March 2018 
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Audit Committee 
 
Strategic Risk Register February 2018 Update  
 
 
Introduction 
    
The Strategic Risk Register for 2017/2018 was reviewed by the Audit Committee in 
September 2017 to take account of: 
 
• The College Regional Plan 2017-2020 
• Performance in 2016/2017 
• Progress with the Employer Association and National Bargaining 
• The Government Spending Review 
• Continued legislative changes 

 
We have therefore reviewed our five key strategic risks to take account of the above, 
support the Governments ambition to better align enterprise and skills for the 
economy, and ensure that our performance demonstrates best value for our 
learners, our community and strategic partners and the public purse. 
 
Strategic Risks 2017/2018 
 
• Developing the Young Workforce 
• Developing Scotland’s Workforce 
• Widening Access to Learning and Skills 
• Building Enterprise and Innovation 
• Ensuring Sustainability 
 

Risk Appetite and Tolerance 
 
The Board of Governors have set the appetite for risk as being open to taking 
measured risks in relation to our planning, wider access strategies and learning 
innovation with confidence in the decision making delegated to the Senior Team. 
The Board however remain more cautious in the approaches to legal risks which 
expose the College to claims and litigation and to those risks which could have major 
financial impact. The tolerance thresholds set for the key risks reflect this. 
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February 2018 Update 
 
Key Risk 1   Developing the Young Workforce 
   Risk maintained at Medium 
 
Performance and activity on school /college programmes for 2016/2017 was positive 
overall with Senior Phase enrolments increased by from 476 to 534 and learner 
success improved by 8% to 68%. This was the third year of sustained improvement. 
 
The risk in 2017/2018 is maintained at medium as whilst there has been a refresh of 
strategic arrangements for the school/ college programmes there were challenges in 
recruiting to the extended suite of Foundation Apprenticeship (FA’s) programmes. 
 
The college provided a really lively and engaging induction to the 2017/2018 FA 
programmes and successfully recruited 74 school students with retention now sitting 
at 85%. 
 
We are short of our ROA target which was estimated at 112 FA’s based on the 
college running the maximum number of programme frameworks available however 
we did not have adequate time to gauge the demand for these from the schools. 
 
As part of a partnership arrangement with Fife Council we do have another cohort of 
FA’s which combined with our own numbers means we are supporting 149 
Foundation Apprentices in total and building our track record of delivery. 
 
Numbers enrolled and retained on the schools wider vocational pathway 
programmes including HNC’s are at target.  
 
Overall it is worth noting that whilst the headcount of school enrolments has reduced, 
the substance of the programmes being run have increased to provide more 
meaningful progression pathways.  
 
The risk attached to this programme is insufficient delivery of Government and 
Funding Council ambition given the continued focus on the School’s Senior 
Vocational Pathways. 
 
West Lothian however continues to be an area where College/School Partnership 
activity and performance is well above the average and there have been no 
concerns voiced by the Funding Council in terms of our Outcome Agreement. 
 
We are starting our marketing activities with schools at an even earlier stage this 
year as we intend further expansion of the FA programmes places for 2018/2019. 
 
To further promote awareness we have already held a schools Open Day at the end 
of term, have around 300 parents invited to an early evening event on March 1st , a 
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planned Community Open Day on Saturday 17th March and  a host of individual 
sessions arranged within schools. 

 
 
Key Risk 2 Developing Scotland’s Workforce 
   Risk maintained as High 
 
The year started with good recruitment to our full time vocational programmes and 
the majority of our part time programmes. From this we have already generated 
43,005 credits towards our target of 43,988 with some further enrolments still to be 
progressed between now and the summer.  
 
We have made a bid to the Funding Council for an additional 1000 credits for 
2017/2018 as we believe we could deliver that, and have requested this plus another 
2000 credits growth for 2018/2019. This reflects the continuing issue of West Lothian 
being under- funded in terms of college places relative to the size of the population. 
 
We have completed an in year update of our Regional Outcome Agreement and 
Operating Plan which shows that although we are progressing well with our activity 
target (credits) Early Withdrawal rate from FEFT programmes is at 9% which is 
above our target of 8% and 1% higher than last year.  
 
Whilst Early Withdrawal is only just above target there are some significant hotspots 
in one or two of the curriculum areas and as a result of this we have allocated 
additional learning support time to courses at risk and are awaiting feedback from 
the Centre Head on any additional teaching hours or support mechanisms which the 
teams think could improve retention and achievement in specific programmes. 
 
Our Extended Learning Support team are currently working with 202 students 
compared with 173 this time last year although from a review of individual Centre 
Risk Registers and despite all the support that is being offered there are still 
comments made by staff on continued difficulties in retaining young learners with 
mental health issues or financial challenges.  
 
Key actions for 2017/2018 also included implementing learning and teaching 
observations for all lecturing staff, encouraging best practice by pairing up Centres 
and systematic review of data at granular level to better inform improvements. 
 
To date 107 teaching observations have been booked in with 63 fully completed. The 
evaluations have highlighted some very good practice but also staff development 
which is needed to improve questioning techniques with students and how we might 
further increase learner engagement through more effective use of learning 
technologies. 
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The Board will recall that we along with three other colleges were required to re state 
our Higher Education Full Time Performance Indicators for 2014/15 and 2015/16. 
After discussion with the Funding Council the final PI’s were agreed and we had 
sight of the Annexe included with the PI Publication released in February. The 
narrative made it clear that no student had been incorrectly certificated or qualified. 
 
There were further adjustments to the Sector PI’s due to the alignment of 
programmes at SCQF 7 which did not negatively impact but which did result in 
moves between some categories. This affected all colleges. 
 
The risk is maintained as high due to the continued vulnerabilities of some Further 
Education Full Time programmes. 
 
 
 
Key Risk 3   Widening Access 
  Risk reduced to Medium 
 
The college made good progress with the majority of equalities targets in 2016/2017 
and in the last three years an average of 53% of all College activity was delivered to 
those learners within SIMD 40% most deprived postcodes.  
 
In 2017/2018 so far this represents 54% of our activity. 
 
In terms of other equality measures we currently have 758 learners with declared 
disabilities (773 last year) and we have 18 Care Leavers clearly identified which 
enables us to put in support at an earlier stage if needed.  
 
Enrolments for BEM and SIMD 10% are marginally below target but mirror the slight 
variations that we have from year to year and enrolments for the full year are not yet 
complete. 
 
However on the progress with addressing gender under representation on particular 
courses there has been disappointing progress despite a raft of awareness raising 
activities. 
 
To support more change we have just enrolled another “Women Into STEM” full time 
programme to encourage progression in to HNC’s in August in Engineering and 
Computing. 
 
The college is working with all University partners to increase the number of students 
who enter University with the maximum amount of advanced standing as a matter of 
priority. This is being well received and we should see the improvements reflected in 
the 2018/2019 University Admissions reports (UCAS). 
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Progress with equalities overall has been good and there is no current financial or 
reputational impact envisaged however there are still areas where work is on- going 
with some of our partners and therefore the risk remains at medium. 
 
 

Key Risk 4  Enterprise and Innovation 
   Risk maintained as Medium 
 
The college had a very good financial out turn in 2016/2017 and much of this was 
due to the performance of the Workforce Development and Commercial team 
delivering high quality programmes and generating significant surplus for investment. 
 
2017/2018 has started well with increased SDS contracts for the FA programmes, 
continuation of a high performing Children’s Hearing Contract, roll out of 
programmes to employers utilising the new Flexible Workforce Fund, new 
International contracts and an increased range of Vocational Qualifications delivered 
in the workplace funded by several different Local Authorities. A new Erasmus+ Bid 
has been submitted which if successful will fund international mobility until 2020. 
 
We are now approved to deliver the new Individual Training Account scheme and 
are exploring opportunities to maximise the use of this. 
 
A joint operational group between NHS Lothian and the College has been 
established to supplement the existing strategic oversight group. We were 
unsuccessful in our bid to expand MA provision but await feedback from NHS for 
lessons learned.  

We were successful with our bid to the new College Innovation fund which we will 
use to support staff and student development in the use of new data technologies in 
Health Care and Construction (Housing). This is part of a new initiative from the 
Funding Council to support more joined up working between the University 
Innovation Centres and colleges Skills programmes.  
 
The risk is maintained at medium as we still await the next phase of procurement in 
relation to the CHS contract and due to the size of this contract the potential loss 
would be significant next year. 
 
Our performance on the contract is exceptional and we will be a strong contender for 
the new contract. A bid team has been formed and discussions are underway with 
potential partners. 
 
The other key risk is our ability to deliver the full value of the Flexible Workforce 
Fund within a very tight timescale. The deadline for this work has been extended and 
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current forecasts suggest we will draw down a maximum of approx. 50% of allocated 
funding. Whilst this is disappointing we are ahead of sector performance. 

However the scale of the challenge has been acknowledged by Scottish Government 
and they have agreed to carry the fund forward in to 2018/2019 to give colleges a 
longer lead time for delivery of this flexible employer focussed fund.  
 

A new Corporate Engagement Committee is now operational within the college with 
key account management at the heart of this and we are also currently taking 
forward development of our Website with an improved business focus. 

 
 
Key Risk 5 Ensuring Sustainability: 

Risk maintained as High  
 
The college had a very successful year in 2016/2017 with a good financial out turn, 
all deadlines for returns met, successful additional funds for student support, a 
positive staff survey, new Health and Safety Officer and reports implemented, new 
HR team and support model implemented, and investments made in Estates and 
ICT. 
 
The Governance was evaluated as good and was endorsed through external 
validation of this which was very positive. 
 
The College was not exposed to any liabilities. 
  
Whilst our Board Secretary resigned as a result of relocation plans earlier this year 
we have been successful in recruiting a new Board Secretary to fill this key role very 
quickly and effectively. 

The January  Management Accounts show a very favourable position with surplus 
ahead of target although adjustments will have to be made in April as a result of staff 
permanencies being granted. 

As we had an increase in our baseline student support funds allocation and a 
successful in year bid for additional funds we do not envisage any risk of potential 
over spend this year. 

The pay award for support staff for 17/18 was agreed however there has been no 
pay award for lecturing staff agreed beyond the significant increases paid to achieve 
harmonisation.  Whilst West Lothian College lecturers benefitted from harmonisation 
adjustments, that was not the case across the sector and therefore discussions are 
continuing.  
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The Lecturing Staff Terms and Conditions changes were also agreed which resulted 
in two days extra holidays for lecturers in West Lothian and a reduction in class 
contact hours from 24 to 23 per week. A timetabling Group has been set up to 
design new arrangements for 2018/2019 which will reflect this. 
 
A full portfolio review was undertaken in November 2017 to ensure that our 
programmes are all aligned to Government Ambition, SFC priorities and the National 
Enterprise and Skills plans for Inclusive Growth and Increased Productivity.   
 

College Scotland have submitted another Business Case to Scottish Government 
recommending that Colleges should continue with commercial insurance. 

A series of “Town Hall” meetings took place at the end of the year to explore ways in 
which staff engagement across the college can be enhanced. These will be 
progressed by HR leading on implementation of the newly drafted “People Strategy” 
designed to take our workforce forward. 

On the theme of HR, staff absence is high in some departments although regular 
meetings with Business Partners are being held to ensure appropriate management 
action is undertaken. 

As the Board is aware, following our  IT Security Breach we have upgraded our Anti-
Virus software to increase resilience against future ransomware attacks and in 
addition to this we are currently assessing IT requirements to help us design a 
service which will meet future needs.  

To meet new legislative requirements a GDPR action plan is being prepared to 
ensure compliance by May 2018. 

Clearly the recent announcement of the Principal’s retirement at the summer 
introduces an area of risk not previously discussed and which does not feature on 
the Risk Register. Whilst the scope of the risk can be discussed by the Committee, 
the current safeguards in place include: 

• A highly experienced team of Senior and Middle Managers 
• An equally experienced executive team 
• A highly skilled Chair and Board of Governors 
• A plan to recruit a new Principal and facilitate a good handover 
• A college with  a strong track record of success and resilience 

The rating for this area overall remains high to reflect the importance of the risk and 
to acknowledge the caution of the Board in this area particularly in relation to 
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National Bargaining and the likelihood of any renewed Industrial Action in 
2017/2018. 
 
 
Action 
 
The Committee is invited to discuss the Strategic Risk update, consider the 
appropriateness of current mitigating actions being taken to reduce or manage 
escalated risks and question any area in more depth. 
 
 
Mhairi Harrington 
Principal & Chief Executive 
8 March 2018 
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Risk Register 2017/2018 
 

Context:  Regional Plan “Opening Doors”  2017-2020 

West Lothian Community Planning Local Outcomes Improvement Plan 

College Risk Policy and Procedures  

College Board of Governors Risk Tolerance 
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Risk Register 2017/18 Gross Risk   Current Risk 
Key Risk  1 
 
Senior Lead:  
Simon Earp 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation  Update  Likelihood Impact  Risk  
Rating 

 
Developing the 

Young 
Workforce 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ineffective partnership 
strategy with the schools 
impacting on the 
development of the 
young workforce in West 
Lothian. 
 
Recruitment, enrolment, 
credit and attainment 
targets for schools 
vocational programmes 
not met. 
 
Unmet targets leading to 
financial instability, 
reputational damage and 
loss of future market 
share. 
 
Insufficient information 
and long term skills 
planning which could 
result in a portfolio 
misaligned with the 
economy. 
 
The impact of the 
Learner Journey 15-24 
Review could have 
unintended 
consequences for 
schools/college/university 
partnership activity. 
 

3 4 12 
 
 
 

Strategic partnership 
being reviewed with a 
campaign in schools to 
promote college 
programmes and 
specifically Foundation 
Apprenticeships. 
 
Annual plan under 
development detailing 
events, actions and 
responsibilities 
between the 
Council/Schools and 
the College 
 
Closer monitoring of 
applications to flag 
programmes which are 
under recruiting  
  
Targets in Regional 
Outcome Agreement 
for schools recruitment 
and attainment. 
 
Significantly expanded 
employer and school 
engagement team to 
support FA’s 
 
Use of SDS Regional 
Skills Assessments 
and the introduction of 

Retention rate of the 
75 FA starts currently 
sitting at 64 (85%) 
 
New joint FA 
proposal in 
partnership with WLC 
for FA delivery 2018-
2020 approved. 
 
Attendance and 
retention rates for 
some school’s 
programmes are a 
cause for concern. 
Further investigation 
and clarification for 
reasons being 
undertaken to inform 
conversation with 
WLC and individual 
schools.  
 
2018/19 School 
programme launched 
with on-line 
applications re-
introduced. Early 
indicators look 
positive and Centres 
working closely with 
marketing to mitigate 
any shortfalls. Good 
attendance at the 

2 3 6 
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Employers not seeing the 
benefits of engaging  
MAs 
 
Lack of awareness of FA 
amongst students and 
parents leading to under 
recruitment 
 
HEIs not fully recognising 
FAs in setting entry 
criteria and therefore 
diminishing the attraction 
of students undertaking 
them.  

FA frameworks to 
inform a review of 
Schools portfolio 
 
Identifying the 
opportunities to deliver 
FAs outwith WL 
 
College hosted a 
Scottish Government 
workshop on the 
Learner Journey 
Review. 
 
Review of MA 
provision and future 
expansion instigated 
 
Principal on National 
DWY Board and Vice 
Chair of DYW 
Regional group. 
 
VP C&E on Council 
DYW group 

Senior phase launch 
event. 
 
College/Schools plan 
produced and 
currently being 
finalised but all key 
actions contained 
within it well 
underway. 
 
Delivery of the Fife 
FA contract on–track, 
with action being 
taken to ensure 
quality procedures 
are fully understood 
by all parties.   
 
Circa 300 parents 
invited to early 
evening event  on 
March 1st.   
 
New bids submitted 
for MA and EF, 
awaiting outcomes 
 
Phase 2 of the 
Curriculum review 
instigated with 
outcomes expected 
in May. Review to 
include latest SDS 
Regional Skills 
Analysis published in 
Jan. 
 
 



July 2017/Excshdr/Strategic Information 2017-20                                       4 
 

Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  2 
 
Senior Lead: 
George 
Hotchkiss 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Developing 
Scotland’s 
Workforce 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insufficient information 
and long term skills 
planning which could 
result in a portfolio 
misaligned with 
economic 
developments. 
 
Recruitment, 
enrolment, credit and 
attainment targets for 
full and part time 
vocational programmes 
not met, affecting 
sustainability 
 
Insufficient vocational 
experiences restricting 
development of 
employability skills for 
learners. 
 
Poor quality learning 
and teaching impacting 
on college reputation 
and future market 
share. 
 
 
 
 
 
 

2 5 10 
 
 
 

ROA process and 
annual portfolio review 
utilises Regional Skills 
Assessments, LMI and 
economic statistics to 
ensure programmes 
aligned with local, 
regional and national 
economy.  
Clear targets and 
processes for 
recruitment supported 
by Marketing campaign 
and activities. Track  
Record of achieving 
credit target 
 
Learning and teaching 
enhancement  and 
attainment plan in 
development 
 
All full time 
programmes 
incorporate vocational 
skills development or 
volunteering 
experiences. 
 
 
 
 
 

Portfolio review 
process in place, 
informed by LMI. 
 
Generated 43,005 
credits towards target 
of 43,988. 
 Initial feedback from 
SFC on ROA positive. 
Full time and schools 
prospectus launched. 
 
Recruitment from 
SHEP schools is 
being calculated  
 
Early withdrawal at 
average 4.9% but 9% 
in FEFT.  
 
Additional resources 
are being deployed to 
support retention and 
attainment.  
 
Centre and College 
enhancement plans in 
place. Endorsed by 
SFC and Education 
Scotland.   
 
 
 

3 4 12 
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Changes in PI 
measurement show 
apparent performance 
reduction.   
 
 
 
 
Increase in learner 
negative destinations 
 

Planned timetable of 
classroom 
observations and 
teaching skills 
development. 
 
 Implementation of 
“Best practice” to 
improve performance 
 
 
Actions arising from 
self- evaluation 
monitored 

 
Almost all 
programmes now 
include vocational 
experience. 
 
 
 
PI’s 16/17 
 
HEFT up to 73% 
HEPT up to 75% 
FEPT up to 78% 
FEFT down to 62% 
 
By the end of Block 2 
75 teaching 
observation will be 
completed.  
 
Action plan in place to 
ensure twinning of 
teams within College 
and external partners. 
 
Self-evaluation action 
plans are being 
reviewed, monitored 
and updated. 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  3 
 
Senior Lead: 
George 
Hotchkiss  

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Widening 

Access 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Failure to recruit 
disadvantaged learners 
on to full and part time 
college programmes 
impacting on delivery of 
Government ambition for 
“Inclusive Growth” 
 
College learners 
attaining  HNC/HND 
SCQF levels not 
achieving advanced 
standing to University 
 
 
 
Failure to address 
gender segregation in 
keeping with gender 
action plan. 
 
 
 
 
 
Insufficient student 
support strategies 
resulting in negative 
destinations 
 
 

5 5 25 
 
 
 

Marketing strategy to 
target specific 
communities and 
groups e.g 
SIMD10/BME/Care 
Experienced/SHEP 
schools/Additional  
Support needs 
 
Database of 
articulation 
agreements and 
targets to increase 
advanced standing 
 
 
Gender Action Plan in 
place and monitoring 
progress through 
Equalities Committee 
It should be noted that 
“ gender” course 
choices have been 
difficult to influence 
and that traditional 
career paths may 
remain the norm  
 
 
 
 

Credit recruitment 
targets 
BEM 226 credits 
below target 
SIMD 10% 274 below 
target Care 
experienced 87 above 
target. SFC has 
indicated no concerns 
in relation to these 
targets 
 
Articulation 
agreements being 
reviewed. Learner 
Journey group 
established to 
improve progression.  
 
Gender action plan 
being monitored by 
the Equalities 
Committee. Non – 
traditional gender 
recruitment under 
target or 2017/18. 
 
 
 
 
 

3 3 9 
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Care leavers continue to 
be disadvantaged and 
experience negative 
destinations 
 
 
Equalities reporting 
highlights limited 
progress and results in 
poor reputation with 
stakeholders and 
partners 

Guidance, support and  
monitoring of 
vulnerable learners to 
track progress and 
support attainment 
through learning 
support team 
 
Liaison to be 
established to improve 
learner transition 
information and 
opportunities 
 
Membership of 
Community Planning 
Board, Steering group, 
DYW Group, 
Economic Forum and 
other appropriate 
committees. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
All students who 
reported on ‘additional 
needs’ were offered a 
support interview 
during September 
2017. This was done 
in December, 2016-17  
 
ELS currently 
supporting 202 
students compared 
with 173 this time in 
2017. 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  4 
 
Senior Lead: 
Simon Earp 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Enterprise and 

Innovation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Failure to achieve 
income and surplus 
targets for all 
commercial programmes 
and contracts. 
 
Failure to deliver high 
quality commercial 
/employer based  
provision leading to a 
loss of market share and 
future revenues 
 
Insufficient new business 
 
Failure to deliver on 
Government ambition for  
Up-skilling in the 
Workplace  
 
Inability to deliver 
against targets for 
International Activity 
funded through Erasmus 
 
Lack of engagement with 
new “Innovation” funds 
for sector restricting 
growth and potential 

4 4 16 
 
 
 

Realistic and attainable 
commercial targets 
developed for 
2017/2018 
 
Advanced preparation 
for CHS Procurement 
 
Costs control and 
monthly management 
accounts to monitor 
contribution 
 
New key account 
management approach 
to be introduced 
supported by CRM 
system 
 
Review of MA 
provision and future 
expansion instigated 
 
Web site content for 
Commercial offering 
and capability under 
development 
 
Refresh of NHS 
relationship and review 
of potential expansion 
of provision 

  
Majority of targets 
being met or 
exceeded. Short 
course income behind 
target but expected to 
recover and any 
underperformance 
compensated for by 
income streams.  
 
New Corporate 
Engagement 
Committee now 
operational. Routine 
information 
requirements collated 
and fed back to key 
compliers.  
 
Projects instigated for 
CRM and Key 
Accou8nt Management 
 
Flexible Workforce 
Development Fund 
deadline extended to 
end Feb. Current 
forecasts suggest we 
will draw down approx. 
50% of allocated 
funding. Whilst 

2 3 6 
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Options appraisal to be 
undertaken on 
International 
opportunities 
 
Engagement with 
National Innovation 
working group 
instigated 

disappointing we are 
ahead of sector 
performance. 
 
New CHS contract 
work on schedule. All 
KPIs being achieved 
on main contract. 
Procurement expected 
to commence by end 
Feb.  
 
Bid team formed for 
new CHS contract and 
discussions underway 
with potential partners. 
 
Decision to appoint a 
supplier to develop 
new web site is 
imminent. Tentative 
launch date Aug 2018. 
 
College bid to 
FUTUREquipped fund 
was successful, 
awaiting funding 
confirmation. Expected 
start day May. 
 
New Erasmus+ bids 
submitted which if 
successful will fund 
international mobility 
activity until 2020 
 
Joint operational group 
between NHS Lothian 
and the College 
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established to 
supplement the 
existing strategic 
oversight group. 
Unsuccessful in our 
bid to expand MA 
provision and awaiting 
feedback from NHS for 
lessons learnt.  
 
 

 

 

 

 

 

Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  5 
 
Senior Lead:  
Jennifer Mclaren 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Ensuring 
Sustainability  
 
 
 
 
 
 
 
 
 

Financial planning 
insufficiently robust 
 
Financial monitoring 
insufficient to meet 
deadlines and 
Government 
requirements 
 
Insufficient student 
support funds to meet 
demand  

5 5 25 
 
 
 
 
 

Robust portfolio 
planning involving VP’s 
and Finance Manager 
 
Monthly Management 
Accounts and Resource 
Returns 
 
In year redistribution 
exercise 
 
Liaison with Employer 

 
Latest estimate 
indicates that student 
support budget will 
meet demand.  
Received additional 
funds from In-Year re-
distribution exercise. 
 
Portfolio review 
undertaken for 2018-
19.  Work ongoing to 

3 4 12 
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Inability to negotiate 
flexible affordable 
contracts with staff and 
insufficient funds to 
meet National Pay 
Agreements 
 
HR Strategies 
ineffective in  
recruiting, retaining 
and developing highly 
skilled staff for the 
future 
 
Failure to adhere to 
Governance standards 
&  Finance 
Regulations and 
Policies exposing the 
college to negative 
consequences 
 
Failure to generate 
funds and plan 
optimum investment in 
the college and its 
learners 
 
Failure to implement 
Estates and Lifecycle 
Maintenance 
strategies resulting in a 
deteriorating facility 
 
Failure to reduce 
carbon footprint and 
impact negatively on 
the environment 

Association/ Finance 
Directors network and 
SFC 
 
Recruitment policy & 
procedure and Absence 
Management policy in 
place 
 
HR Business Partner 
model implemented 
 
Staff Survey 
undertaken and “Staff 
Engagement” plan to be 
rolled out  
 
Professional Learning 
Plans undertaken 
 
Code of Good 
Governance adopted 
 
Finance Regulations 
and Scheme of 
Delegation updated 
 
Investment target and 
timeous management 
accounts to support 
planned investments 
 
Estates Strategy and 
Lifecycle Maintenance 
Plan regularly reviewed 
 
Estates annual 
maintenance plan and 
schedule of revenue 

finalise Curriculum 
Plan. 
 
Lecturing Staff Terms 
& Conditions agreed.  
Academic Staff pay 
Award for 2017-18 still 
to be agreed Potential 
for industrial action if 
agreement is not 
reached. 
 
Town Hall Meetings 
taken place and Staff 
Engagement Plan to 
be rolled out.  
 
 
Business Case 
submitted to Scottish 
Government on behalf 
of college sector to 
obtain permission to 
continue with 
commercial insurance. 
 
New People Strategy 
drafted to take forward 
workforce. 
 
Staff Absence high in 
some departments.  
Regular HR Business 
Partner meetings held 
to ensure appropriate 
Management action is 
taken. 
 
New Procurement 
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Failure to implement 
legislative 
requirements and 
robust internal controls 
which may expose the 
Board and College to 
reputational damage, 
financial claims, 
liabilities and 
prosecution. 
 
 
 
 
 
 

projects in place 
 
Participating in SFC 
Condition Survey 
Exercise 
 
Carbon Reduction Plan 
in place  
 
“No Waste” campaign 
2017/2018 
 
Health and Safety and 
Environment 
Committee in place  
  
Health and Safety 
Officer in post reports to 
Board 
 
Internal Audit Three 
Year Plan.  Auditors 
report directly to the 
Board 
 
Equalities Committee in 
place 
 
Employment Law 
advice available 
 
Procurement specialist 
in post 
 
Board Secretary in post 
 
Business Continuity 
Plans completed 
 

Officer in post.   
 
Anti-virus software 
upgraded to increase 
resilience against 
future ransomware 
attacks.  Future IT 
service needs to be 
assessed. 
 
GDPR compliance 
action plan being 
prepared to ensure 
compliance by May 
2018. 
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Data Protection 
analysis underway 
 
Insurance Policy in 
place 
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Risk Assessment and Evaluation  
Risk Classification Matrix 

 
Impact 
 
1  Insignificant (<£50k) 
2  Minor (£50 - £100k) 
3  Significant (£100 - £300k) 
4  Major (£300 - £500k) 
5  Catastrophic (>£500k) 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

5 10 15 20 25 
 Evaluation of Risk 

 

4 8 12 16 20 
 

17-25 
 Very High 

 
 

3 6 9 12 15 
 

10-16 
 High 

 
 

2 4 6 8 10 
 

5-9 
 Medium 

 
 

1 2 3 4 5 
 

1-4 
 Low 

 
 

 
    

    
 

   
   

IM
PA

C
T 

LIKELIHOOD 

 

 

 

 

Risk Escalated  

 

 

 

 
Likelihood 
 
1  Very unlikely (Between 1-10% chance) 
2  Unlikely (Between 10-40% chance) 
3  Fairly likely (Between 40-65% chance) 
4  Likely (Between 65-90% chance) 
5  Very likely (More than 90% chance) 
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Health and Safety Data Analysis Report October2017 - December 2017 
 

Accidents, Incidents and Near Misses 
  
Introduction 
 
The College is required by statute to record and maintain records of work-related 
accidents.  Certain work-related injuries, cases of disease and near misses must be 
reported to the Health and Safety Executive (HSE). 
 
During this reporting period there have been forty two HSF1 forms completed relating to 
accidents/incidents and near misses. Of these reports none were reportable to HSE. In 
the same period in 2016 there were thirty HSF1 completed by first aiders.  
 
The Health and Safety Officer investigates every report to determine if corrective action 
is required.  Details of these investigations can be found in Appendix 1. 
 
Consideration is also given to the category types to determine whether or not a trend is 
developing.  The following graphs detail the type of accident/incident that first aiders 
have dealt with during each quarter of 2017 and the category types recorded. The final 
graph details all data collected since 2013, analysing the information it is felt that there 
are no actual trends developing. 
 

 
Breakdown by type of accident/incident 2017 
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Breakdown by category of accident 2017 
 

 
 
 

Trend analysis 2013-2017 
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Health and Safety Management  

The College has the following arrangements in place to control health and safety risks 
in order to meet the legal requirements and show commitment to all stakeholders. 
  
Health, Safety and Environment Committee  
Last HS&E Committee meeting was held on 14 September 2017 
Minutes from meeting have been posted on 
Serengeti 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting scheduled for 28 November 2017 cancelled until 
January 2018 

Employer’s Liability Insurance  
Zurich Employers Liability Insurance   Expires on 31 July 18 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 
months 

0 

Risk assessments All available on Serengeti 
Number of risk assessments due for review Each department reviews risk 

assessments annually or when a 
change of procedure or personnel 
occurs. The Health and Safety 
Officer checks and advises on an 
annual basis too. 

Number of risk assessments to be rewritten  0 
Number of generic risk assessments due for 
review 

All reviewed summer 2017 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date September 2018 
Health and Safety Policy  
Policy Statement approved by Mhairi Harrington 
Next Review date May 2018 
Responsibilities currently unassigned 0 
Health and safety Procedures Review Date  
Accident / Incident reporting May 2018 
Lone Working May 2018 
Inspection and Auditing May 2018 
Emergency Evacuation  February 2018 
Work Placement May 2018 
Excursions  May 2018 
COSHH  May 2018 
First Aid  May 2018 
Lock out / Tag out September 2018 
Noise at Work August 2018 
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Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) October 2017 
Last emergency evacuation drill (evening) October 2017 
Next emergency evacuation drill (daytime) February 2018 
Next emergency evacuation drill (evening) February 2018 

 

Scheduled Events and Training 

Six Health, Safety and Environment Committee meetings were scheduled throughout 
term time each year. Due to a committee restructure and availability of Committee 
members the planned meeting in November has been rescheduled to January 2018. 
Planned emergency evacuations took in place October, these were scheduled to 
capture both day and evening slots. As with any evacuation actions which were 
identified to improve the process were addressed immediately. 
 
The process of uploading the Health and Safety training package on to Moodle is now 
underway. All COSHH related videos have been uploaded onto the system and 
successfully trialled to one staff group. The plan is to then roll this out to all staff in 
January 2018. After viewing each video staff will be asked to complete a quiz to 
demonstrate their understanding of the topic, once successfully completed staff will be 
issued with a certificate for inclusion to their personal CPD file.  
 
Changes to Legislation/Guidance 
 
There have been no significant changes to health and safety-related legislation in the 
UK in the reporting period.  

 
Consultations 
  
There are currently no health and safety-related public consultations which relate to the 
work of the College. 
 
Internal Audit  
 
In December Scott-Moncrieff reviewed the processes and procedures in relation to 
managing Health and Safety arrangements across the College. The auditors gained 
assurance that the College’s health and safety procedures generally reflect good 
practice and have been well designed.   
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Appendix 1 – Health and Safety Officers Investigation Findings 

No Date Accident/Incident/ 
near miss 

HSF1 Detail Investigation 

1 02 October 
 
 
 
 
 

Accident 
 
 
 
 
 

Student slipped on stairs bruising 
knee and foot.  Student was 
wearing new rubber soled shoes.  
First Aider (FA) applied plaster to 
knee.   Student feeling ok to 
return to class.   

Floor was wet due to 
wet weather conditions. 
Matting and signage in 
place. No further actions 
required. 

2 04 October 
 
 
 

First aid 
 
 
 

Student tripped and fell before 
coming into college grazing knee 
and palm of hand. FA cleaned 
hand and dressed.   

No further action 
required. 

3 06 October 
 
 
 

Accident 
 
 
 

Student fell in car park causing 
grazing to hand.   FA applied 
plasters. 
 

Student tripped on own 
feet.  No further action 
required. 

4 06 October 
 
 

First aid 
 
 

Student took a seizure.  FA called 
ambulance and she was taken to 
hospital for further treatment.       

Student has pre-existing 
condition.  No further 
action required. 

5 09 October 
 
 
 
 
 
 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 
 
 
 
 
 
 

While changing a tyre on car in 
MV the student heard thumb 
crack.   Did not report to lecturer.  
Went to doctor next day, told it 
was sprained and given splint.    
Went to hospital for an unrelated 
appointment and was told thumb 
was broken and put in cast. 
 
 
 
 
 
 

Student was given 
alternative jobs until 
thumb healed, as the 
student has a pre-
existing condition which 
makes her more 
susceptible to breaks 
some tasks have been 
modified to reduce risk. 
Lecturer to monitor 
student. 
No further action 
required. 
 

6 10 October 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 

Student dropped a heavy pot onto 
foot causing swelling and 
bruising.  FA applied dressing and 
cool pack.  Contacted parents 
who took him to hospital. 
 
 

Student lost grip of the 
handles as pot was 
heavier than expected. 
Student was wearing 
safety shoes. 
No further action 
required. 

7 

10 October 
 
 
 
 

Accident 
 
 
 
 

Student apprentice was welding a 
test piece of metal and 
inadvertently leant against the 
welded metal before it had cooled 
burning his arm.    
He did not report the incident.      
 
 
 
  

Student’s arm became 
infected a week after 
accident and was given 
antibiotics by the doctor 
and was off work. 
Lecturer reiterated to 
students the importance 
of reporting accidents. 
No further action 
required. 

8 11 October 
 
 
 
 
 
 
 
 

Violence 
 
 
 
 
 
 
 
 

During car parking duties a 
member of the facilities team was 
threatened by a driver after telling 
the driver to use drop off zone 
rather than drive onto campus. 
 
 
 
 

This was witnessed by 
Principal who sent an 
access server regarding 
non tolerance. No first 
aid treatment was 
required nor did the 
member of staff want to 
report this to the police. 
New practices were 
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 implemented as a result 
of this. 

9 12 October 
 
 
 

Accident 
 
 
 

Student cut finger on knife.  FA 
dressed wound, pressure had 
already been applied by other 
student so bleeding had eased. 

No further action 
required. 

10 12 October 
 
 
 
 
 

Violence 
 
 
 
 
 
 
 
 

Student was pushed from behind.  
Didn’t want to be examined by FA 
but was upset by incident. FA 
spent time with student until they 
felt well enough to return to class. 
 
 

CCTV was checked to 
identify the student who 
pushed - this was 
inconclusive. Students 
have been reminded 
about conduct on 
campus. No further 
action required. 

11 13 October 
 
 
 
 
 

Accident 
 
 
 
 
 

Member of staff cut finger with 
knife.   Bleeding had stopped by 
the time the FA arrived. Wound 
was covered with a plaster by the 
FA who advised they attend A & 
E. 

Did not need to go to 
A&E as bleeding 
stopped. 
No further action 
required. 

12 23 October 
 
 
 
 
 
 

First aid 
 
 
 
 
 
 

Student checked his blood 
pressure in class finding it was 
high.  Student taken to street 
building where he had several 
epileptic seizures.   
 
 

FA called ambulance 
and student taken to 
hospital has pre-existing 
condition. Care plan 
being reviewed by 
department No further 
actions required. 

13 

25 October 
 
 
 
 
 

Sports injury 
 
 
 
 
 

During sports activity off campus 
student experienced pain calf.  He 
thought it was cramp but pain did 
not subside.  Returned to college 
and asked for FA.   Cool pack 
applied.   NHS 24 called and they 
booked student into A & E at St 
Johns.    Driven to hospital by 
another student 

Student had arrived late 
to training session and 
hadn’t warmed up 
enough. 
No further action 
required. 

14 02 November 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 

Student cut finger when preparing 
food in hospitality kitchen.  FA 
dressed finger, student returned 
to class but needed FA again 
later in the day as wound hadn’t 
stopped bleeding because of its 
position. 

Student was cutting wet 
vegetables when the 
knife slipped, they went 
to hospital for treatment. 
No further action 
required. 
 

15 
03 November 
 
 
 
 

Accident 
 
 
 
 

Student fell off chair while 
swinging on it in the café, FA 
attended and cold compression 
applied, student returned to class 
after the event. 
 

No further actions 
required. 
 
 
 
 

16 08 November 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 

Staff member hit on head by door 
no first aid required. 
 
 
 
 
 

Facilities investigated 
the reason the door 
sprung back, closers 
were checked and no 
sign of fault. 
No further action 
required. 
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17 09 November 
 
 
 

Accident 
 
 
 

Student burned left forearm when 
using hair curler. A  FA ran it 
under water to cool before 
applying a dressing. 

No further action 
required. 
 
 

18 09 November 
 
 
 
 

First aid 
 
 
 
 

A student collapsed in class and 
was unconscious for some time. 
FA called for an ambulance. 
 
 

Student had pre-existing 
condition-near miss 
below  associated with 
this first aid due to time 
took FA to attend. 

19 09 November 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Near miss 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There was a time delay of 10 
minutes trying to contact firstly the 
on duty First Aid then one who 
was on standby. Eventually staff 
in the department who had first 
aid knowledge attended to the 
student.  
 
 
 
 
 
 
 
 
 
 
 
 
 

It took some time to 
locate a first aider which 
could have led to 
making the above first 
aid incident more 
serious. Rotas have 
been changed so FA 
cover specific days and 
more FA volunteers 
have been requested. 
This new system is 
currently being 
monitored. 
 
No further action 
required.   
 

20 10 November  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

Near miss 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After a noise assessment test the 
technician thought the machine 
was off, he could not hear it 
above the LEV and no light was 
showing. The college operate a 
log off system which had not been 
followed in this instance. 
The lecturer then went to use the 
machine and was concerned to 
find it on. 
 
 
 
 
 
 
  

After discussions with all 
staff involved the safe 
systems of work were 
reiterated to all staff with 
particular attention paid 
to the lockout of 
machines and checking 
before and after use. 
 
 
 
 
 
 
 
 
 

21 13 November 
 
 
 
 
 
 
 
 

First aid 
 
 
 
 
 
 
 
 

Student took seizure. FA attended 
and informed he has pre-existing 
condition and takes medication. 
 
 
 
 
 
 

Student only in 3 hours 
per week. Care plan in 
place, to be reviewed by 
Department manager 
No further action 
required. 
 
 
 

22 13 November 
 
 

Accident 
 
 

Student hit big toe on door when 
opening it.   FA attended applying 
Ice to the affected area. 

No further action 
required. 
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23 15 November 
 
 
 
 
 

First aid 
 
 
 
 
 

Student had concerns about a 
body rash. Mum collected and 
took to doctors. 
 
 
 

Investigated further with 
lecturer, student had a 
rash before he came to 
college, went to doctors 
and confirmed it was 
viral. 

24 15 November 
 
 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 
 
 

Student got a metal splinter to 
finger.  FA attended removed 
splinter and cleaned wound 
 
 
 
 
 
 
 

Student was using a 
malleable iron cutting 
tool which he is trained 
to use but rubbed his 
hand against the metal 
which has a metal 
splinter on it after 
cutting. 
No further action. 
 

25 15 November 
 
 
 
 

Accident 
 
 
 
 

Student fell coming upstairs 
hurting right leg.  FA attended and 
ice applied and support bandage 
fitted. 
 

There was no sign of 
anything obvious on 
stair at time of accident. 
No further action 
required. 

26 
16 November 
 
 
 
 

Accident 
 
 
 
 

School student hit by biscuit 
under right eye.  FA attended 
applying a cold compress. 
 
 
 

Student was on break 
time when incident 
happened. School 
informed of incident. 
No further action 
required 

27 16 November 
 
 
 

First aid 
 
 
 

Student has a pre-existing 
condition. FA attended and called 
an ambulance. 
 

The Centre Head is 
reviewing the care plan 
with the student. 
 

28 16 November 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 

Staff member burnt arm on oven. 
No first aider called but run under 
cold water, informed line manager 
at end of shift. 
 
 
 
 

Staff have been 
reminded that ovens can 
still be hot for some time 
after use. No further 
action required. 
 
 
 

29 17 November 
 
 
 

Accident 
 
 
 

Student burnt left forearm with tea 
when trying to pick up mobile 
phone.  FA attended and ran 
under tap and cold compression 

No further action 
required. 
 
 

30 20 November 
 
 
 
 
 
 
 
 

First aid 
 
 
 
 
 
 
 
 

Student has a pre-existing 
condition and is attending  
hospital to get his condition under 
control, there is a care plan in 
place within department. FA 
attended and called an 
ambulance same student as 27 
 
 

A care plan is being 
reviewed to be in line 
with the change of his 
medication. 
Student has since left 
the college. 
 
 
 

31 20 November 
 
 
 
 

Sports injury 
 
 
 
 

Student had a cut on hand and 
was hit by volleyball which re-
opened the wound. FA attended 
to clean and dress the wound. 
 

No further action 
required 
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32 22 November 
 
 
 

First aid 
 
 
 

A student took an asthma attack 
and had to borrow an inhaler. A 
FA was called to check the 
student was ok. 

Student has been 
advised to carry an 
inhaler at all times. No 
further action required 
 
 

33 22 November 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

First aid 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A salon client felt they were 
having a reaction prior to 
treatment commencing. A FA 
attended and felt it was more of a 
panic attack rather than a reaction 
to something. 
 
 
 
 
 
 
 
 
 

After investigation the 
client was advised not to 
return to the salon as 
she had been here 
before and had on that 
occasion had a reaction.  
Client information was 
on old system which had 
been replaced and 
information hadn’t 
transferred over. The 
centre is now looking at 
how to transfer 
information over to avoid 
this happening again. 

34 23 November  
 
 
 

First aid 
 
 
 

Student had lower back pain, pre-
existing condition, FA arrived and 
supported student to walk around. 
 

No further action 
required. 
 
 

35 28 November 
 
 
 

Sports injury 
 
 
 

Student was playing basketball 
and bumped into someone’s hand 
scratching their eye.  FA attended 
and ice pack applied. 

No further action 
required. 
 
 

36 29 November 
 
 
 

First aid 
 
 
 

Student had been sick and then 
had anxiety attack, FA attended 
and took to FA room before the 
parent came to collect. 

No further action 
required. 
 
 

37 30 November 
 
 
 

First aid 
 
 
 

Student had collapsed with 
migraine, FA attended applied 
wet compress before they were 
taken home by fellow student. 

No further action 
required. 
 
 

38 
01 December 
 
 
 
 
 

First aid 
 
 
 
 
 

FA called to attend to student who 
had fallen on steps at shopping 
centre and hurt knee.  Applied 
cold compress and support 
bandage and advised them to 
elevate. 
 

No further action 
required. 
 
 
 
 
 

39 05 December 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student slipped on water on floor 
from leaking ceiling air-con units 
in fitness suite and landed on his 
shoulder.     Refused any first aid 
treatment. 
 
 
 
 
 
 
 
 
 
 

The FM team were   
aware of the leaks the 
day before and had 
placed buckets to collect 
the water and towels to 
dry floor, the contractor 
repaired the leak the 
same day. This has 
been identified as a re-
occurring problem which 
is now being monitored.  
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40 06 December 
 
 
 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 
 
 
 

Student was drilling wood when 
they placed their hand in the way 
of the drill nipping between the 
left thumb and forefinger.  FA 
attended and advised to go to 
hospital. 
 
 
 
 
 
 

The wound was 
bandaged at the 
hospital. They returned 
to the college the next 
day. The wound was 
small, the location of the 
nip was in an area which 
can bleed heavily. No 
further action required. 
 

41 12 December 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 

Student cut finger using knife in 
cookery class.   A FA applied 
pressure and elevated to stop 
bleeding before it was bandaged. 
 
 
 

Student was opening a 
bag with a knife which 
slipped.  Student was 
advised by doctor not to 
get finger wet so stayed 
off class for a week.  No 
further action required. 

42 20 December 
 
 
 
 
 
 
 
 

Accident 
 
 
 
 
 
 
 
 

Student hit hand off corner of 
workbench. FA attended to 
wound before advising a visit to 
A&E. 
  
 
 
 
 

Student told lecturer she 
had just walked into the 
bench by accident and 
hospital advised she has 
cracked a bone in her 
hand- no further action 
required. 
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Introduction 
 
This Annual Health and Safety Report gives an overview of the College’s Health and 
Safety management systems throughout 2017. It summaries the organisation’s 
arrangements to deliver the health and safety policy as well as including data collated in 
relation to accidents, incidents and near misses. Throughout the course of the year the 
Audit Committee received quarterly reports which demonstrate the College’s commitment 
to improving its health and safety performance and to promoting a positive health and 
safety culture. The following areas are and will continue to be a main focus for the 
College and form the body of the report: 
 
• Accidents, Incidents, Near Misses and Investigations 
• Health and Safety Management  
• Policies and Procedures 
• Scheduled events 
• Equipment and Plant Maintenance 
• Display Screen Equipment – Mandatory training 
• Training 
• Changes in Legislation/Guidance 
• Consultations and Internal Audits 

 
Accidents, Incidents, Near Misses and Investigations 
 
The College is required by statute to record and maintain records of work-related 
accidents and incidents.  Certain work-related injuries, cases of disease and near misses 
must be reported to the Health and Safety Executive (HSE). During 2017 no RIDDOR 
reports were submitted to HSE and no HSE Notices were served on the College. 
 
Throughout the course of the year a total of 124 accidents, incidents and near misses 
were reported by first aid staff. In 2016 a total of 75 cases were reported by the First Aid 
staff. 
 
Accidents and incidents that have been reported are categorised by the following types: 
 
  2017 Accidents/Incidents/Near miss/First aid    

  Jan- Mar Apr - June July - Sept Oct - Dec TOTAL 

Sports 1 1 2 3 7 

Slips, Trips and Falls 4 2 2 5 13 

Handling ( cuts, burns etc ) 8 7 6 8 29 
Struck by 
Equip/Object/Vehicle 0 2 2 5 9 
pre-existing condition or 
illness 0 0 9 12 21 

Illness 11 7 3 
 

21 

Chemical/Substance 0 0 3 0 3 

Contact with electricity 0 0 0 0 0 

violence - threat 0 0 2 0 2 

violence - injury 2 1 0 2 5 
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Accidents outwith College 0 0 0 0 0 

Other 1 7 4 2 14 

TOTAL 27 27 33 37 124 
 
   

Category: Jan - Mar Apr-June July-Sept Oct-Dec TOTAL 
accident 12 9 11 17 49 
first aid 0 0 9 13 22 
illness 11 7 3 0 21 
sports injury 1 1 0 3 5 
incident 1 3 1 0 5 
Police Incident 1 1 2 0 4 
Near miss 1 6 7 2 16 
Dangerous Occurrence 0 0 0 0 0 
Violence 0 0 0 2 2 
  27 27 33 37 124 

 
 

As each report is received, the Health and Safety Officer carries out an investigation   
to determine if corrective action is required and ensure any necessary improvements 
are put in place. This information is reported in the quarterly report highlighting the 
concern in question, the outcome of the investigation and actions to rectify any findings. 
As it stands at the end of 2017 there are no outstanding actions in relation to these 
investigations.  

 
Trend Analysis of Data 
 
 
Type: 2013 2014 2015 2016 2017 ALL   
Injured during sports 
activity 5 2 8 8 7 30   
Slips, Trips and falls 4 5 2 11 13 35   
Handling (cuts burns etc ) 3 5 15 22 29 74   
Struck by 
Equip/Object/Vehicle 1 0 1 3 9 14   
Pre-existing condition or 
illness 0 0 0 0 21 21   
Illness 4 8 26 19 21 78   
Chemical/Substance 0 0 0 0 3 3   
Contact with Electricity 0 0 0 1 0 1   
Violence - threat 0 0 0 0 2 2   
Violence - injury 1 0 1 0 5 7   
Accidents outwith College 0 0 2 8 0 10   
Others 2 1 2 3 14 22   
  20 21 57 75 124 297   
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Considering the data collated over the last five years, 2017 shows the highest number of 
reports, almost doubling what was reported in 2016. This significant increase is due to 
the heightened awareness of the need to report accidents, incidents and near misses. 

 
Our trend analysis does not highlight areas of significant concerns; it does show us areas 
where students need to be reminded about the use of sharp items such as knives or tools 
specific to the trade they are learning/teaching. One of the highest rating categories 
continues to be illness, which the College has very little control over. 

 
Health and Safety Management  

 
        The law requires employers to monitor and review arrangements for managing health  

and safety risks, the following arrangements evidence compliance with this requirement: 
 
         

Health, Safety and Environment Committee  
HS&E Committee meetings are held on a 
quarterly basis, the last meeting was: 

September 2017 * 

Minutes from meeting have been posted on 
Serengeti 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting scheduled for 28 November 2017 cancelled until 
January 2018 

Employer’s Liability Insurance  
Zurich Employers Liability Insurance   Expires on 31 July 18 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 
months 

0 

Risk assessments All available on Serengeti 
Number of risk assessments due for review Each department reviews risk 

assessments annually or when a 
change of procedure or personnel 
occurs. The Health and Safety 
Officer checks and advises on an 
annual basis too. 

Number of risk assessments to be rewritten  0 
Number of generic risk assessments due for 
review 

All reviewed summer 2017, next 
review if not noted changes will be 
July 2018. 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date September 2018 
Health and Safety Policy  
Policy Statement approved by Mhairi Harrington 
Next Review date May 2018 
Responsibilities currently unassigned 0 
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Health and safety Procedures Review Date  
Accident / Incident reporting May 2018 
Lone Working May 2018 
Inspection and Auditing May 2018 
Emergency Evacuation  February 2018 
Work Placement May 2018 
Excursions  May 2018 
COSHH  May 2018 
First Aid  May 2018 
Lock out / Tag out September 2018 
Noise at Work August 2018 
Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) October 2017 
Last emergency evacuation drill (evening) October 2017 
Next emergency evacuation drill (daytime) February 2018 
Next emergency evacuation drill (evening) February 2018 

 
         * Six Health, Safety and Environment Committee meetings were scheduled throughout    
        term time each year. Due to a committee restructure and availability of Committee  
        members the planned meeting in November took place in January 2018. 
 

Policies and Procedures 
 
The College Health and Safety Officer has now been in post for one full year.  
During this time the Policy and all procedures have been reviewed and updated 
giving assurance to the Officer that she is the Health and Safety ‘competent’ person for 
West Lothian College. The process of reviewing meant working closely with staff involved 
in the procedures, with particular consideration being given to identifying new hazards 
and work processes as well as highlighted issues from HSF1 reports. 

 
        Scheduled Events 

 
On an annual basis six Health, Safety and Environment Committees are scheduled to 
take place as are six emergency evacuation drills. The emergency evacuations were all 
successfully carried out with actions being taken forward immediately. 
 
From January 2018 a new Health & Safety Committee was established replacing the 
Health & Safety & Environment Committee.  The new Committee’s focus will only be on 
Health & Safety issues.  
 
To support continued improvement and enhance compliance of our management 
systems, staff led internal audits form part of a rolling programme. This programme 
includes monthly walk around inspections, departmental audits of high/medium risk areas 
on an annual with low risk areas being carried out on a biennial basis. In February the 
Health and Safety Officer completed an audit of all high-risk areas, a full report of findings 
was issued to the Audit Committee. COSHH was raised as the main area of concern. 
Departments have since completed risk assessments and added controls to reduce any 
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risks. Effectiveness of these controls is continually being monitored by the H&S Officer 
and Centre Heads.  

 
Equipment and Plant Maintenance 
 
In order to ensure work equipment does not deteriorate to the extent that it may put 
people at risk, we have a duty of care under the Provision and Use of Work Equipment 
Regulations 1998 (PUWER Regs) to maintain our equipment in an efficient state, in 
efficient order and in good repair. As well as having a good reactive reporting and 
recording system the College has a full planned preventative maintenance programme 
for all assets. This includes the statutory compliance testing of mechanical equipment. 
This is either carried out by in house staff that are trained and competent or in the case of 
more high risk or complex equipment the maintenance is carried out by specialist 
contractors. 
 
The frequency and nature of maintenance should be determined through risk 
assessment, taking full account of:  
 
• the manufacturer's recommendations 
• the intensity of use  
• operating environment (eg the effect of temperature, corrosion, weathering) 
• user knowledge and experience  
• the risk to health and safety from any foreseeable failure or malfunction  

 
The College’s insurer, Zurich, carry out Pre-Planned Maintenance (PPM) checks of high 
risk plant and equipment.    
On receipt of the reports the College action any highlighted points. 

 
Please refer to Appendix 1 to see the full list of Statutory Compliance testing carried out 
in 2017.  

 
Display Screen Equipment (DSE) – Mandatory training. 
 
During 2017 the administering of DSE Training was reviewed and compliance 
procedures were tightened up. We are now at a stage where we are confident that all 
staff have either completed the DSE assessment or as a result of being new to the 
College, will complete the assessment.  

 
Training 
 
Further to the approval of the Counter Terrorist Procedure, training was delivered to the 
College Management Team.  As well as highlighting the new Procedure, recognition of 
threats and risks led to the updating of all business continuity plans. During the planning 
process it became clear that we needed a site evacuation alarm which would be sounded 
should the need arise. This has now been installed and communicated to all staff. 
To fulfil other essential health and safety training needs, Safetycare videos are now 
included on the staff section of Moodle. On a monthly basis the Health and Safety Officer 
aims to promote topics to all staff groups. Further promotion will be given to staff who 
have indicated the need for that particular type of training. The Human Resources team 
have updated the Induction process, so that links to Safetycare videos are part of this 
process. 
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Changes to Legislation/Guidance 
 
During 2017 there were no  legislation or guidance changes which would have an impact 
on the College. 
 
Consultations and Internal Audits 
 
During 2017 there were no health and safety-related public consultations which relate to 
the work of the College. 
 
In December Scott-Moncrieff reviewed the processes and procedures in relation to 
managing Health and Safety arrangements across the College. The auditors gained 
assurance that the College’s health and safety procedures generally reflect good practice 
and have been well designed.  

 
Summary 
 
This report highlights the significant amount of work undertaken by the College in the 
past year to improve the management of health and safety. These priorities will  
continue into the new year with the main focus being on staff training requirements,  
the continuation of Centre audits and the implementation of initiatives to help improve  
staff well-being. The Health and Safety Officer will continue to provide advice and  
guidance to all staff to ensure compliance with health and safety legislation. 
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 Appendix 1 
 
Statutory Compliance Testing 

 
Statutory Compliance Testing Date of last 

check 
Date of next 
check 

Air conditioning maintenance April 2017 April 2018 
Automatic door servicing May 2017 April 2018 
Boiler (gas, coal, oil) servicing and flue 
extraction 

April 2017 April 2018 

Dust extraction October 2017 October 2018 
Emergency lighting maintenance February 2017 January 2018 
Extract fan/canopy cleaning, testing & 
sterilising 

July 2017 April 2018 

Fire alarm maintenance May 2017 May 2018 
Firefighting equipment testing (incl. sprinkler 
system) 

October 2017 October 2018 

Fixed electric installation testing July 2017 July 2018 
Fume cupboard testing January 2017 January 2018 
Gas installation testing October 2017 October 2018 
Hoist testing September 

2017 
September 
2018 

Intruder alarms May 2017 May 2018 
Lift Maintenance October  July 2018 
Portable Electrical Equipment February 2017 February 2018 
Uninterrupted electric power supply 
maintenance 

August 2017 August 2018 

Water hygiene inspection and monitoring 
(Legionella) 

February 2017 January 2018 
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Audit Committee 
 
Key Performance Indicators (KPIs) 2017-2018 
 
The attached paper shows the College’s Key Financial and Non-Financial 
Performance Indicators for the period 2014-2015 to 2017-2018.  The Key 
Financial Performance Indicators provide a forecast for the year ended 31 
July 2018 and for the 6 month period ended 31 January 2018. 
 
Following discussion with the Scottish Funding Council the HE full time 
success PI for 2014-15 has been reduced by 2.4% to 68.7% and the 2015-16 
PI reduced by 3.4% to 66.3%.  This issue was previously discussed with the 
Committee at the November 2017 meeting. 
 
The Committee is reminded that the 2014-2015 Financial KPIs cover a 16 
month period. 
 
In addition, and for benchmarking purposes, Financial KPIs have been 
obtained from Borders College, Dumfries & Galloway College and Forth 
Valley College for 2014-2015 and 2015-2016.  Benchmarking data for 2016-
2017 will be provided for the June 2018 meeting of the Audit Committee. 
 
 
Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
8 March 2018 
 
 
 



West Lothian College -Key Financial Performance Indicators 2017-18

Target 
Forecast 
outturn Forecast Actual Actual Actual Comments

2017-18
For the year 

ended 31 
July 2018

For the 6 
months 

ended 31 
January 

2018

For the year 
ended 31 

July 2017**

For the year 
ended 31 
July 2016

16 month period ended 31 July 
2015

College Surplus (£'000) 61 7 609 453 41 492

Lower than budget as a result of increased 
Investment spend relating to two bids which 
overran from 2016-17 and which will be 
funded from the 2016-17 surplus.

Operating Surplus (£'000) (699) (910) 609 647 (1,891) 76

Lower than budget largely as a result of an 
increase in depreciation charge not matched 
by deferred capital grant following an interim 
revaluation of assets and revised pension 
forecasts following the actuarial report for 
the 2016-17 financial statements.  These 
additional costs are mostly covered by a 
release from the Revaluation and Pension 
Reserves.  

Non SFC Income as % of total income 30% 28% 30% 30% 31% 29%

SFC Income has increased as a result of 
receiving additional childcare funds and the 
grant for the Carbon Efficiency Energy  
Pathfinder Project (CEEP)

Trading Surplus on commercial 
activities as % of income from 
commercial activities*** 

27% 26% 27% 35.0% 28.0% 29.0%
On target to achieve budgeted trading 
surplus

Staff costs as % of total income 
(excludes exceptional costs) 67% 64% 61% 65% 67% 61%*

Although Staff costs are slightly above 
budget total income has increased as a 
result of the receipt of additional SFC 
Income.

Ratio of Current Assets to Current 
Liabilities* 0.8 :1 0.7:1 1.0:1.04 0.8:1 0.5 :1 0.7: 1

Days Cash to Total Expenditure* 17 14 69 35 14 8

Borders Forth Valley West 
Lothian

Dumfries & 
Galloway

Borders Forth Valley West Lothian Dumfries 
& 

Galloway
Non SFC Income as % of total income 27% 27% 29% 24% Non SFC Income as % of total 

income 26% 31% 31% 20%
Staff costs as % of total income 
(excludes exceptional costs) 64% 67% 61% 58% Staff costs as % of total income 

(excludes exceptional costs) 68% 70% 67% 64%
Ratio of Current Assets to Current 
Liabilities 2.35: 1 01:01 0.7: 1 1.31: 1 Ratio of Current Assets to 

Current Liabilities 1.5:1 0.65:1 0.5:1 0.82:1

Days Cash to Total Expenditure 90 14 8 60 Days Cash to Total Expenditure 76 11 14 59

*as per Financial Strategy 2015-2018

**Total income excludes £1.9m release of Deferred Grant on revaluation and total expenditure excludes exceptional impairment loss of £1.9m
***Target as per Regional Plan & Outcome Agreement 

None

Actions

Continue to monitor through 
Management Accounts and 

SFC monthly cash flow 
requests

Continue to monitor through 

Monthly monitoring

2014-15 (16 months)

None

None

Monitor Targets through the 
Corporate Engagement 

Committee

2015-16



Key Performance Indicators   2014-2017
Learner Performance

West Lothian College 2014-15 2015-16 Sector 2016-17 2016-17 2017-18 2017-18
Actual  Actual Averages 15-16 Target  Actual Target  Actual 

Activity  WSUMS 53,665 Activity Credits 44,390 43,499 44,085 43,988 43,005

Full Time FE Programmes Full Time FE Programmes
Early Withdrawal 8% Early Withdrawal 8% 9% below 8% 9% <8% 9%
Further Withdrawal 18% Further Withdrawal 19% 17% below 18% 17% below 10% 7% to-date
Partial Success 10% Partial Success 9% 9% below 10% 12% below 10% N/A
Completed Successfully 64% Completed Successfully 64% 66% 68% 62% 66% N/A

Full Time HE Programmes Full Time HE Programmes
Early Withdrawal 8% Early Withdrawal 5% 5% below 8% 5% <8% 6%
Further Withdrawal 10% Further Withdrawal 12% 13% below 10% 11% 6% to-date
Partial Success 11% Partial Success 14% 11% below 11% 11% below 11% N/A
Completed Successfully 69% Completed Successfully 66% 72% 75% 73% 73% N/A

Part Time FE Programmes Part Time FE Programmes
Early Withdrawal 1% Early Withdrawal 2% 3% below 1% 2% <5% 2%
Further Withdrawal 3% Further Withdrawal 4% 6% below 4% 7% N/A 3% to-date
Partial Success 22% Partial Success 24% 16% below 20% 13% N/A N/A
Completed Successfully 75% Completed Successfully 71% 74% 78% 78% 75% N/A

Part Time HE Programmes Part Time HE Programmes
Early Withdrawal 4% Early Withdrawal 2% 3% below 3% 1% <5% 2%
Further Withdrawal 2% Further Withdrawal 4% 6% below 2% 8% below 2% 3% to-date
Partial Success 21% Partial Success 28% 12% below 21% 16% below 2% N/A
Completed Successfully 74% Completed Successfully 66% 79% 78% 75% 75% N/A
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Audit Committee  
 
Self-Evaluation of Committee  
 
Background  
 
The annual self-evaluation of committees is due within this Committee cycle. 
Questions for the Committee to consider are included in the paper attached. These 
are the same questions as considered in 2017.  
 
Action points will be taken forward as part of the Committee’s forward agenda, and 
will also be fed into to the overall Committee development plan.  
 
Members of the Committee may find it helpful to refer to the relevant guidance from 
the Code of Good Governance when preparing for the section The sections on risk 
management and audit are included in the papers. 
 
A note of the action points agreed last year, and action taken, is attached for 
information. A copy of the Committee’s Terms of Reference is also included in the 
papers for ease of reference.  
 
 
 
Karine McNair 
Secretary to the Board of Governors  
8 March 2018 
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Audit Committee 8 March 2018 
 
 

1 The Committee receives appropriate, timely and high quality information 
in a form that allows it to monitor and scrutinise the college’s activities 
and to challenge performance when required.  

 
Yes / No 
 
Comments / evidence in support of this: 
 
 
Areas for action and improvement: 
 
 

2 The Committee provides a constructive challenge to the principal and 
executive team and holds them to account.  

 
Yes / No 
 
Comments / evidence in support of this: 
 
 
Areas for action and improvement: 
 
 

3 The Committee has the appropriate balance of skills, experience, 
independence and knowledge of the college to enable them to discharge 
their respective duties and responsibilities effectively.  

 
Yes / No 
 
Comments / evidence in support of this: 
 
 
Areas for action and improvement: 
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4 The Chair ensures that adequate time is available for discussion of all 

agenda items. The Chair promotes a culture of openness and debate by 
encouraging the effective contribution of all Board members and fostering 
constructive relations between Board members.  

 
Yes / No 
 
Comments / evidence in support of this: 
 
Areas for action and improvement:  

 
 

5 There is effective reporting and two way communication between the 
Committee and the Board.  

Yes / No 
 
Comments / evidence in support of this: 
 
Areas for action and improvement: 
 

6 The Committee has a clearly stated remit, which it keeps under regular 
review 

 
Yes / No 
 
Comments / evidence in support of this: 
 
Areas for action and improvement: 
 

7 To what extent has the Committee fulfilled its remit over the last twelve 
months? What, if anything, should we do differently to ensure we fulfil this 
remit in the year ahead? 

 
Comments / evidence in support of this: 
 
 
Areas for action and improvement: 
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West Lothian College 

Board of Governors 

Audit Committee 
 
Terms of Reference 
 

1. The Board has established an Audit Committee as a Committee of the Board 
to support them in their responsibilities for issues of risk, control and 
governance and associated assurance through a process of constructive 
challenge. 
 

MEMBERSHIP 
 

2. The members of the Audit Committee and its Chair are appointed by the 
Board and will consist of Board members with no executive responsibility for 
the management of the College. At least one member should have a 
background in finance, accounting or auditing, but membership should not be 
drawn exclusively from people with such a background. 
 

3. There shall be not less than three members. The Chair of the Board must not 
be a member of the Committee. 

 
REPORTING 
 

4. The Audit Committee will formally report to the Board after each meeting. A 
copy of the minutes of the meeting will be the basis of the report. 
 

5. The Audit Committee will provide the Board with an Annual Report, timed to 
support finalisation of the accounts and the governance statement, 
summarising its conclusions from the work it has done during the year. 

 
RESPONSIBILITIES 
 

6. The Audit Committee will advise the Board on: 
 

a. the strategic processes for risk, control and governance and the 
governance statement; 
 

b. the accounting policies, the accounts, and the annual report of the 
college, including the process for review of the accounts prior to 
submission for audit, levels of error identified, and the letter of 
representation to the external auditors; 
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c. the planned activity and results of both internal and external audit; 

 
d. the adequacy of management response to issues identified by audit 

activity, including external audit's management letter/report; 
 

e. the effectiveness of the internal control environment and of external 
audit; 

 
f. assurances relating to the corporate governance requirements for the 

organisation; 
 

g. proposals for tendering for internal audit services or for purchase of 
non-audit services from contractors who provide audit services; and 

 
h. anti-fraud policies, whistle-blowing processes, and arrangements for 

special investigations. 
 

7. The Committee will review relevant reports from the SFC, Audit Scotland and 
other organisations. 
 

8. The Committee will ensure that the college has systems and procedures to 
achieve value for money and is economical, efficient and effective in its use of 
public funding – this may require identifying specific value for money studies. 
 

9. The Committee will provide assurances to the Board that the College has in 
place appropriate policies and procedures to promote and safeguard the 
health and safety of staff, students and all stakeholders and satisfies current 
legislation. 
 

10. The Audit Committee will also periodically review its own effectiveness and 
report the results of that review to the Board. 

 
RIGHTS 
 

11. The Audit Committee may: 
 

a. co-opt additional members for a period not exceeding a year to provide 
specialist skills, knowledge and experience; and 
 

b. procure specialist ad-hoc advice at the expense of the organisation, 
subject to budgets agreed by the Board. 

ACCESS 
 

12. Internal Auditors and External Auditors will have free and confidential access 
to the Chair of the Audit Committee. 
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MEETINGS 

 

13. The procedures for meetings are: 
 

a. the Audit Committee will meet at least four times a year. The Chair of 
the Audit Committee may convene additional meetings, as he/she 
deems necessary; 
 

b. A quorum shall be one half of the members entitled to vote upon the 
question before the meeting; 
 

c. Audit Committee meetings will normally be attended by the Principal, a 
representative of Internal Audit, Assistant Principal (Curriculum Support 
and Finance) and a representative of External Audit; 

 
d. the Audit Committee may ask any other officials of the organisation to 

attend to assist it with its discussions on any particular matter; 
 

e. the Audit Committee may ask any or all of those who normally attend 
but who are not members to withdraw to facilitate open and frank 
discussion of particular matters; 

 
f. the Committee shall meet with the internal and external auditors 

without the executive team present at least annually; 
 

g. the Board may ask the Audit Committee to convene further meetings to 
discuss particular issues on which they want the Committee's advice. 

 
INFORMATION REQUIREMENTS 
 

14. For each meeting the Audit Committee will be provided with: 
 

a. a report summarising any significant changes to the organisation's Risk 
Register; 
 

b. a report from Internal Audit summarising: 
 

i. key issues emerging from Internal Audit work; 
ii. management response to audit recommendations; 
iii. significant changes to the audit plan; 
iv. any resourcing issues affecting the delivery of Internal Audit 

objectives; 
 

c. a quarterly report on Health and Safety. 
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15. As and when appropriate the Committee will also be provided with: 
 

a. proposals for the Terms of Reference of Internal Audit; 
 

b. the Internal Audit Strategy; 
 

c. Internal Audit's Annual Opinion and Report; 
 

d. the draft annual financial statements; 
 

e. External Audit's management letter/report; 
 

f. a report on any proposals to tender for internal audit functions. 
 

 
16. The above list suggests minimum requirements for the inputs which should be 

provided to the Audit Committee. In some cases more may be provided. 
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References from the Code of Good Governance 
 
Risk Management  
 
C.11 The board of a college or a regional body is responsible for the overall 
management of risk and opportunity. It must set the risk appetite of the body and 
ensure there is an appropriate balance between risk and opportunity and that this is 
communicated via the principal to the body’s management team.  
 
C.12 The board must ensure that sound risk management and internal control 
systems are in place and maintained. It must ensure there is a formal on-going 
process for identifying, reporting, evaluating and managing the body’s significant 
risks and review the effectiveness of risk management, business continuity planning 
and internal control systems.  
 
Audit Committee  
 
C.13 The Audit Committee must support the board and the principal by reviewing the 
comprehensiveness, reliability and integrity of assurances including the body’s 
governance, risk management and internal control framework.  
 
C.14 The scope of the Audit Committee’s work must be defined in its terms of 
reference and encompass all of the assurance needs of the board and the principal. 
The Audit Committee must have particular engagement with internal and external 
audit, and must work with management and auditors to resolve any issues in relation 
to financial reporting.  
 
C.15 The Audit Committee must promptly pursue recommendations arising from 
audit reports and must monitor their implementation. 
  
C.16 The membership of the Audit Committee cannot include the board chair or the 
principal. The role of the college executive is to attend meetings at the invitation of 
the committee chair and to provide information for particular agenda items.  
 
C.17 The Audit Committee terms of reference must provide for the committee to sit 
privately without any non-members present for all or part of a meeting if they so 
decide. The Audit Committee members should meet with the internal and external 
auditors without the executive team present at least annually.  
 
C.18 At least one member of the Audit Committee should have recent relevant 
financial or audit experience. 
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Audit Committee  
 
Action update from the Audit Committee’s Self Evaluation of March 2017 
 
Action 1: Q3 - The Committee has the appropriate balance of skills, 
experience, independence and knowledge of the college to enable them to 
discharge their respective duties and responsibilities effectively.  
The current vacancy should be considered as a priority by the Nominations 
Committee when looking at Committee membership again following the next round 
of recruitment. 
 

• Claire Probert and Tom Bates have since been recruited allowing a review of 
Committee membership which resulted in Colin Miller joining the Audit 
Committee from the Learning & Teaching Committee. 

 
 
Action 2: Q5 - There is effective reporting and two way communication 
between the Committee and the Board. It would be helpful for other members to 
be encouraged to sit in on meetings to raise awareness of the work of the 
Committee. This could be taken forward as part of a general commitment by Board 
members to attend at least one other Committee meeting within a defined time 
period. 

• The Board Development Plan 2017-18 has a target for 25% of Board 
Members to attend one other Committee meeting. At the 12 December 2017 
Board Meeting 18.75% of Board Members had attended one other Committee 
meeting with more observers planned at the current meeting cycle. The 
invitation to members to attend other Committees remains open and 
encouraged. 

 

Action 3: Q7 - To what extent has the Committee fulfilled its remit over the last 
twelve months? What, if anything, should we do differently to ensure we fulfil 
this remit in the year ahead? It would be useful to organise a visit to part of the 
campus once a year at the start of a Committee meeting. This would help to set the 
business of the Committee in context as well as improving visibility amongst students 
and staff. 
 

• Campus visit arranged at the start of this meeting to meet staff and students 
and observe the Early Years playroom. 
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Audit Committee  

Development Plan  

June 2017 – May 2018 

Membership 

Membership of 5; all places now filled 

Remit 

Annual review of remit – last reviewed June 2017, next review June 2018 

Visits to Parts of the Campus 

Campus visit arranged for Early Years playroom: 8 March 2018 

Opportunities for Strategic Discussion 

No current issues  

Development Issues Identified in Meetings 

Provide an opportunity for members to visit / have a meeting in a Partnership Centre 
(all Board) 

Self-Evaluation 

Annual self-evaluation of Committee – 8 March 2018 

Include opportunity for reflection on new approaches (campus visits) 

 

Update 4: March 2018 
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