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Audit Committee  
 
Draft Minute of Meeting of the Audit Committee held on Thursday 8 March 2018 at 
9.30am in the Burns Suite. 
 
Present:  Graham Hope (Chair) 
   Simon Ashpool 
   Sue Cook 
   Colin Miller 
   Norman Ross 
    
In attendance: Mhairi Harrington (Principal & Chief Executive) 

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) 
George Hotchkiss (Vice Principal, Curriculum & Planning) 
Simon Earp (Vice Principal, Curriculum & Enterprise) 
David Eardley (Scott-Moncrieff, Internal Auditors) 
Jim Dafter (Mazars, External Auditors) 

   Emily Purdie (Health & Safety Officer) Agenda item 18.09 only 
   Diane Mitchell (Observer) 

Karine McNair (Board Secretary) 
 
The Committee started the meeting with a tour of the Hospitality Department where 
they were able to speak to staff and students using the professional catering facilities 
and find out more about the courses and teaching that is undertaken in the 
department. The Committee commented on the excellent standard of facilities and 
high level of engagement from staff and students. 
 
18.01 Welcome/Apologies 
 

Lucy Nutely (Mazars, External Auditor) sent apologies and Jim Dafter 
represented Mazars at the meeting. 
 
The Chair also informed the Committee that Agenda items 18.09 (i) Quarterly 
Health & Safety Report and (ii) Annual Health & Safety Report would be taken 
first. 
 

18.02 Declarations of Interest 
 

There were no declarations of interest. 
 
18.03 Minute of Meeting of 30 November 2017 
 

It was noted that there was a spelling error on page 1, ‘Normal’ should read 
‘Norman’ and on page 4, paragraph 3 ‘values’ should read ‘value’. 
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Mazars also provided the following paragraph to be included on page 3; 
‘Mazars confirmed that the opinions given on the financial statements would 
be unqualified. As part of the Wider Scope work, Mazars stated the following 
conclusions:- Financial Management – The College had effective 
arrangements including budgetary control, that help the Board members 
scrutinise finances. 
 
Action 1: Board Secretary 
 
Otherwise, the Minute of the meeting of the Audit Committee of 30 November 
2017 was approved as a correct record. 

 
18.04 Matters Arising from Minute of Meeting of 30 November 2017 
 

The Committee approved the new wording for paragraph 2.21 of the 
Whistleblowing Policy (Action 6) and the Board Secretary will ensure that the 
updated Whistleblowing Policy is published internally and externally. 
 
Action 2: Board Secretary 
 
All other actions were duly completed and noted. 

 
 
18.05 Internal Audit Reports 
 

(i) Core Financial Systems 
 

The Internal Auditor, Scott Moncrieff, presented Paper 3 and highlighted 
the general trend of good assurance in many areas which was drawn out 
in the summary on page 3 of the report.  
 
There were 3 main recommendations: 
1. Non-SFC Income Strategy – The strategy already has some good 

solid underlying strategy but the report aims to give more direction. 
2. Uninvoiced Fee Income – A problem common to all Colleges, it 

would be unreasonable to expect uninvoiced fee income to be zero, 
however the suggestions are given with the purpose of tackling the 
problem at the front end so fees do not become uninvoiced income. 

3. Financial Procedures – All finance staff should have access to 
financial procedures including cash flow projection. 

 
Vice Principal, Finance & Curriculum Services commented that in 
respect of uninvoiced fee income, the report is reviewed regularly and is 
considered in many aspects of the finance reporting procedures. The 
uninvoiced fee income is reviewed on a line by line basis annually but 
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unfortunately, resources do not allow this high level review to be 
undertaken more regularly. 
 
Vice Principal, Finance & Curriculum Services noted that the figure of 
£120,000 is a changeable figure and generally a large proportion of the 
uninvoiced fee income is eventually recovered since any write offs have 
to be authorised. 
 
Vice Principal, Finance & Curriculum Services confirmed that no student 
can re-enrol with an outstanding fee and certification and awards have 
been withheld where accounts remain outstanding at course completion. 
The Committee noted that non-award in this manner also impacts 
attainment statistics across the College, although uninvoiced fee income 
usually affects short courses since Full Time courses are funded through 
the Scottish Funding Council. 
 
The Committee noted the report. 
 
 

(ii) Health & Safety 
 
The Internal Auditor, Scott Moncrieff, presented Paper 4 and commented 
on the positive effect the new Health & Safety Officer had had on the 
Policies and Procedures at the College. 
 
Any points of recommendation in the report are continuous improvement 
points rather than significant weaknesses and the report highlights many 
areas of good practice. 
 
It was noted that where forms are required as a method of reporting 
there will always be issues in ensuring accurate information is being 
captured and the correct form is being used, however Scott Moncrieff 
were satisfied that the controls in place at the College were sufficiently 
robust and were under constant monitoring. 
 
Scott Moncrieff commented that the results of the report should give the 
Committee a high degree of confidence in the Health & Safety Policies 
and Procedures at the College. 
 
The Committee agreed to recommend the report to the Board for noting. 
 
Action 3: Board Secretary 
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18.06 College Audit Rolling Action Plan 
 

Vice Principal, Finance & Curriculum Services presented Paper 5 noting that 5 
actions are complete and the one outstanding action is on target to be 
completed within the designated time. 
 
The Committee noted the report. 

  
 

18.07 Ransomware Attack Report 
 
Vice Principal, Finance & Curriculum Services presented Paper 6 which had 
been prepared by the Depute Facilities Manager. The Paper highlights the 
action which was taken when the College was the subject of a Ransomware 
attack in the weeks before Christmas and the actions included; securing the 
network, seeking expert advice, taking support from third parties and 
upgrading the IT security. 
 
It was noted that the attack exposed vulnerabilities in the College’s IT and that 
the IT facilities were unavailable for a disproportionate amount of time, 
although certain parts of the network were segmented and they were able to 
be made available sooner than other parts. Great support has been offered 
from Napier University who helped at the time of the attack and are 
undertaking a complete review of the College’s IT systems at no charge. 
 
Vice Principal, Finance & Curriculum Services noted the very helpful support 
from Napier University and West Lothian Council during the time of the 
Ransomware attack. 
 
The Committee queried whether it was possible to take out any insurance 
against future attacks. Vice Principal, Finance & Curriculum Services was not 
aware of any such insurance products and the general practice was through 
service agreements with anti-viral and anti-ransomware providers. 
 
The Committee noted that there was a need for the College to stay current 
against such dynamic IT threats while taking into account the affordability of 
having IT expertise. The Committee mentioned safeguards and support 
offered by the Scottish Government Cyber Resilience initiative and the 
Scottish Centre for Business Resilience, which Vice Principal, Finance & 
Curriculum Services has looked into and will continue to be in dialogue with 
them to ensure the College follows best practice. 
 
The Committee highly praised the College IT for their swift and decisive action 
in containing the spread of the ransomware attack and appreciated the useful 
update. 
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18.08 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, 
2016/17 Performance, National Bargaining and Legislative changes, as 
follows: 
 
Risk 1 Developing the Young Workforce – risk maintained as medium  
As a government priority, the College is working hard towards targets 
however in respect of Foundation Apprenticeships (FA), the ambitious target 
has not been met due to lack of public awareness and the relatively last 
minute introduction of the programme. 
 
The College is trying to build a track record of delivery while raising parent 
awareness of the opportunity of FA through parents’ evenings and open 
weekends. Vice Principal, Curriculum & Enterprise confirmed that all West 
Lothian secondary schools are showing interest in the FA programme 
however participation varies. Vice Principal, Curriculum & Enterprise is 
planning visits to all secondary school head teachers in March and April to 
raise awareness of FA and commented on the challenge of alerting students 
and parents to the FA opportunity before course decisions are made by April. 
 
The Committee commented on the urgency of the publicising the FA 
opportunity to parents and students given the time limits for enrolling and 
making course decisions. 
 
The Principal commented on the need for the College to work in partnership 
with secondary schools to ensure that the best decisions are made by 
students knowing all their options both in school and at College. The Principal 
noted that some schools already offer vocational courses and the College 
needs to ensure that it works to offer a pathway for these school vocational 
courses, rather than compete with the same course. 

 
Key risk 2 – Developing Scotland’s Workforce – risk maintained at high 
The Principal informed the Committee about the College’s request for an 
additional 1,000 credits this year and an extra 2,000 credits next year as the 
College is always lobbying for growth. The current 2018/19 allocation seems 
to indicate a reduction in credit allocation which applies universally to all 
Colleges but does not take into account any College where there is demand 
for growth. 
 
The College is examining certain courses where attainment needs 
improvement and Vice Principal, Curriculum & Planning confirmed that they 
are looking at other Colleges who have seen success in courses that West 
Lothian College has struggled to match. It was noted that staff development 
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remains a key aim of the College and the recent Learning & Teaching 
observations have highlighted some areas for improvement and action is 
being taken to tackle these areas. 

 
Key risk 3 – Widening Access – risk reduced to medium  
The College was addressing gender under representation on particular 
courses where there had been little progress. In particular, a new Women into 
STEM programme has been launched since it was noted that where there is a 
cluster of peer new starts, success has been improved. The recent 
programme has 5/6 new starts and despite the small numbers the College is 
committed to supporting the programme. 
 
The Principal commented that the teacher training programme previously run 
by Edinburgh University has ended and the College is currently looking into 
developing stronger links with Queen Margaret University to ensure a 
pathway for College students looking to train in teaching. 
 
Key risk 4 – Enterprise & Innovation - maintained as medium 
The Principal praised the work of the Enterprise team especially the 
International programmes which have recently been recognised by winning an 
award. 
 
The risk remains as medium due to the Children’s Hearing Scotland contract 
which has yet to be released for tenders. The College have a bid team 
assembled and ready to respond. 
 
The Committee noted that there was an IT alert system called ‘BIP Solutions’ 
which sends updates of any recently launched tenders. Vice Principal, 
Curriculum & Enterprise confirmed that the team already use the ‘Public 
Contracts’ alert and find it very useful. 
 
Key risk 5 – Ensuring Sustainability - maintained as high 
In addition to the report, the Principal brought to the Committee’s attention 
that her retirement may also pose a perceived risk to the College due to the 
length of current tenure and valuable knowledge of the College and sector. 
The Principal reassured the Committee that the College has a highly 
experienced Senior Management Team, committed Vice Principals, 
exceptional Executive Team and a skilled Chair and Board, which despite her 
departure, leaves a very strong and robust team managing the affairs of the 
College. 

 
The Chair thanked the Principal for a very thorough report. 
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18.09 Health & Safety 
 
(i) Quarterly Health & Safety Report 
The Health & Safety Officer presented Paper 8, which showed that of the 42 
incidents and forms completed, none of the incidents were reportable to the 
Health & Safety Executive. There were 30 incidents in the same period last 
year and the Health & Safety Officer reviews all events and categories to 
identify any trends. 
 
Policies and Procedures are normally updated every 3 years, however the 
Health & Safety Officer had undertaken to review all Policies and Procedures 
this year since it is their first year in post. 
 
Online training has been uploaded to moodle and is now available College 
wide for all staff to complete. On completion of each module, staff are 
awarded a certificate which is recorded for their Continuing Professional 
Development. 
 
The Committee queried whether staff are aware that all ‘near miss’ incidents 
also need to be reported and the Health & Safety Officer confirmed that 
significant progress has been made in raising staff awareness, as evidenced 
by the increase in the statistics, however more work will be undertaken 
especially with staff changes. 
 
The Principal confirmed that with regard to Incident 8 on page 1, the ‘access 
server’ communication related to an email to all staff which was then followed 
up with a personal visit to the Student Association and staff involved. 
 
Health & Safety Officer confirmed that with regard to Incident 19 on page 3, 
access to First Aiders has been changed and is now a tighter regime which is 
closely monitored to ensure that there is always an available First Aider. 
 
The Committee agreed to note the report. 
 
(ii) Annual Health & Safety Report 

 
Health & Safety Officer presented Paper 9 and confirmed that the increase in 
reporting has been as a result of raising awareness of Health & Safety issues 
and the Health & Safety Officer having a visible on site presence. 
 
There were no major changes to report for the year, however there are some 
noticeable trends especially at the start of certain courses e.g. Hairdressing 
and Hospitality. Health & Safety Officer is working with departments to ensure 
more training is given in handling sharp implements before the students 
embark on their practical courses. 
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Health & Safety Officer informed the Committee that they have a monthly walk 
around the College to check Policies and Procedures are being adhered to and 
invite staff and Union Representatives to join them. 
 
There is also a new Anti-Terrorism alarm which has been tested and staff have 
been made aware of. 
 
The Committee thanked Health & Safety Officer for their report and 
commended them on the progress that has been made for Health & Safety at 
the College in the past year.  

 
18.10 College Key Performance Indicators 2017-18 

 
Vice Principal, Finance and Curriculum Services, introduced paper 10 
showing the College’s Key Financial and Non-Financial Performance 
Indicators (KPIs) for 2017-18. 
 
The Accounts show a positive position and additional resources have been 
allocated to focus on attainment and retention to address any concerns in 
those areas.  
 
The Audit Committee noted the report. 
 
 

18.11 Appointment of Internal Auditors 2018-19 to 2020-21 

The Internal Auditors left the meeting for this discussion. Secretary to the 
Board handed out Paper 11. 

The Chair invited the opinion of the Committee regarding the recommendation 
in Paper 11 that the current Internal Auditors be reappointed. 
 
It was noted that the previous Internal Auditors had tenure of 9 years and that 
Scott Moncrieff are currently ranked top in the APUC framework. The 
Committee noted that a mini tender would be time consuming and if using the 
APUC framework, would probably result in Scott Moncrieff being awarded the 
contract. 
 
The Committee recommended approval to the Board of Governors of the 
reappointment of Scott Moncrieff to provide the internal audit service for the 
period 2018-19 to 2020-21. 
 
Action 4 – Vice Principal, Finance & Curriculum Services 
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Vice Principal, Finance & Curriculum Services agreed to inform Scott 
Moncrieff of the Committee’s decision. 
 
Action 5 – Vice Principal, Finance & Curriculum Services 

 
 

18.12 Self Evaluation of Committee 
 

Board Secretary presented paper 12 and the Committee discussed the 
annual Committee self-evaluation questions. The main findings will be 
compiled into a Self-Evaluation Report to be presented to the Board in June. 
 
Action 6 – Board Secretary 

 
18.13  Any Other Business  

There were no other items of business.  

18.14 Review of Meeting, Supporting Papers and Training Needs  

The Audit Committee was content with the meeting and supporting papers 
presented.  
 
 

18.15 Date of Next Meeting 

The next meeting would take place on Thursday 7 June 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 8 March 2018 
 
 
Action 1: Board Secretary - Minute of Meeting of 30 November 2017 
Amendments to the Minute of Meeting of 30 November 2017. 
 
This was duly completed. 
 
 
Action 2: Board Secretary - Matters Arising from Minute of Meeting of 30 
November 2017 
The Committee approved the new wording for paragraph 2.21 of the 
Whistleblowing Policy (Action 6) and the Board Secretary will ensure that the 
updated Whistleblowing Policy is published internally and externally. 
 
This was duly completed. 
 
 
Action 3: Vice Principal, Finance & Curriculum Services - Internal Audit 
Reports – (ii) Health & Safety Report 
The Committee agreed to recommend the report to the Board for noting. 
 
This was duly completed at Board Meeting of 20 March 2018. 
 
 
Action 4: Vice Principal, Finance & Curriculum Services - Appointment of 
Internal Auditors 2018-19 to 2020-21 
The Committee recommended approval to the Board of Governors of the 
reappointment of Scott Moncrieff to provide the internal audit service for the 
period 2018-19 to 2020-21. 
 
This was duly completed 
 
 
Action 5: Vice Principal, Finance & Curriculum Services - Appointment of 
Internal Auditors 2018-19 to 2020-21 
Vice Principal, Finance & Curriculum Services agreed to inform Scott Moncrieff of 
the Committee’s decision. 
 
This was duly completed  
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Action 6: Board Secretary - Self Evaluation of Committee 
Board Secretary presented paper 12 and the Committee discussed the annual 
Committee self-evaluation questions. The main findings will be compiled into a 
Self-Evaluation Report to be presented to the Board in June. 
 
To be completed at Board Meeting on 19 June. 
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Health and Safety Data Analysis Report January – March 2018 
 
Accidents, Incidents and Near Misses 
 
 
Introduction 
 
The monitoring, recording and reporting of accidents, incidents and near misses are a 
legal requirement which the College actively promotes across the campus. As well as 
meeting our legal obligation it allows us to identify where and how risks arise, as each 
report is fully investigated by the College Health and Safety Officer. Appendix 1 shows 
details of all investigations for this period. 
 
During this reporting period there have been thirty HSF1 forms completed relating to 
accidents/incidents and near misses. In the same period last year there was a total of 
forty two. Certain work-related injuries, cases of disease and near misses must be 
reported to the Health and Safety Executive (HSE), during this period there were no 
reportable cases. 
 
The health and safety dashboard depicts the type and category that each HSF1 is 
recorded against; again the investigations allow us to consider any trends that may 
develop. 

 
Health and Safety Dashboard 2018 

 

 

Jan- Mar Apr - June July - Sept Oct - Dec TOTAL
Sports 4 0 4
Slips, Trips and Falls 5 0 5
Handling ( cuts,burns etc ) 8 0 8
Struck by Equip/Object/Vehicle 2 0 2
Pre existing condition or illness 3 0 3
Chemical/Substance 1 0 1
Contact with electricity 0 0 0
Violence - threat 1 0 1
Violence resulting in injury 0 0 0
Accidents outwith College 1 0 1
Other 5 0 5

TOTAL 30 0 0 0 30

Ambulance call outs 1 0 1
Taken to hospital 8 0 8
Police call outs 1 1

Jan - Mar Apr-June July-Sept Oct-Dec TOTAL
Accident 15 0 15
First aid 5 0 5
Illness 0 0 0
Sports injury 4 0 4
Incident 2 0 2
Police Incident 1 0 1
Near miss 3 0 3
Dangerous Occurrence 0 0 0
Violence 0 0 0

30 0 0 0 30

2018 Accidents/Incidents/near miss/First aid 
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Health and Safety Management  

The following health and safety arrangements are in place to control risks within the 
work place in order to meet the legal requirements and show commitment to all 
stakeholders. 
 
Planned Health and Safety Audits help to identify areas for improvement and potential 
weaknesses within the organisation. After considering the risk elements of each area 
within the College, a programme of audits has now been introduced as of January 2018. 
The Skills workshops along with the joinery and motor vehicle workshops were 
identified as high risk given the nature of the business conducted within them. In 
January a full health and safety audit was completed. Full details of this can be found in 
Appendix 2. Planned audit information will now be considered as part of the 
Management of Health and Safety programme. 
 
  

Health, Safety and Environment 
Committee 

 

Last HS&E Committee meeting was held 
on 

7 December 2017 

Minutes from meeting have been posted 
on Serengeti 

Yes 

Action points against H&S Officer 
currently outstanding 

None 

Next meeting scheduled for 19 April 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 

0 

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 
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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 2019 
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) February 2018 
Last emergency evacuation drill (evening) February 2018 
Next emergency evacuation drill 
(daytime) 

May 2018 

Next emergency evacuation drill 
(evening) 

May 2018 

Health and Safety Officer – departmental 
audits 

 

Skills Workshop, Joinery Workshop and 
Motor Vehicle. 

January 2018 

 
 
Scheduled Events and Training 
 
As demonstrated in the above table all planned events took place as scheduled, all 
actions which were raised as a result of these have been addressed by either the 
Health or Safety Committee or by liaising with departmental colleagues. 

In the early months of 2017 training needs were identified by departments across the 
College, since this time training has been available and delivered by various methods 
which have been reported to the audit committee throughout the course of 2017. A 
comparison on what was requested and what training has been undertaken is shown in 
Appendix 3. There are definite areas where uptake has been poor; often due to staff’s 
time commitments. These areas will be targeted for development during the next 
quarter of 2018. 

 It should be noted that the DSE referred to in Appendix 3 relates to Moodle training and 
not the Workrite package. Uptake on this continues to be good and is managed by the 
FM team alongside the College Management Team. The response to management 
responsibilities on Moodle is low, it should be noted that the Managing Safely (IOSH) 
has been delivered to most of the Management Team during this period.  In September 
it will have been two years since we asked all staff to undertake the assessment as if for 
the first time; as it’s mandatory to do this every two years we will issue all staff with an 
invite to re-sit in September of this year. 
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During this quarter the Health and Safety Officer has met with almost all staff teams to 
introduce them to the Site Evacuation Plan. This has been met with great enthusiasm 
from teams who have discussed and contributed their own thoughts and ideas on what 
would happen in the event of such a situation. 

 

Changes to Legislation/Guidance 
 
Ionising Radiation 
 
Ionising Radiation Regulations 2017 (IRR17) came into force on 1 January 2018, 
replacing Regulations IRR99. Under the Ionising Radiation Regulations 2017, 
employers must apply to the Health and Safety Executive (HSE) for certain work where 
ionising radiation is a factor. This process is subjected to a ‘graded approach’ which 
relates to the size and likelihood of exposure. 
 
Depending on the level of risk of the ionising radiation work you do you may need to 
apply and register to the HSE to get consent before carrying out this activity. The 
College use a Protactinium generator in the Science department and, after discussions 
with Education Support and the Radiation Advisor for the Scottish Schools Education 
Research centre (SSERC), the College has now registered under this scheme. 
 
 
Consultations 
  
There are currently no health and safety-related public consultations which relate to the 
work of the College. 
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Appendix 1 – Health and Safety Officers Investigation Findings 
 
 
No. Date Accident/Incident/ 

near miss 
HSF1 Detail Investigation 

1 08 January First aid Student felt dizzy in class. 
First aider placed the student 
in a recovery position, called 
for an ambulance but 
operator did not think 
necessary.  Student taken 
home by parents. 

No further actions 
required. 

2 12 January Accident Student sat down on a chair 
that moved causing them to 
fall on the floor. No First 
Aider required. 

No further actions 
required. 

3 22 January Accident Student was cutting skirting 
board with a saw that slipped 
and cut hand.  First aider 
attended, cut was not 
bleeding but cleaned and 
dressed the wound. 

Student went to A+E 
and received stitches. 
No further actions 
required. 

4 31 January Accident Student was tightening a bolt 
on a vehicle; the spanner 
slipped and hit the student on 
the head. First aider 
attended, cleaned and 
dressed the wound. 

No further action 
required. 

5 31 January Accident Student was on work 
experience in kitchen, while 
serving food hand touched 
the heat lamp. First aider ran 
under cold water.  

No further action 
required. 

6 31 January Incident Student had a facial 
treatment, after a few hours 
reported blurred vision and 
irritation in eye. First aider 
attended and rinsed with 
eyewash.  The eye was 
covered and student went to 
hospital. 

Second report of 
irritation with this 
product and machine. 
Product removed from 
use in salon, machine 
has been calibrated 
previously.  Sent to be 
inspected by repair 
company. 

7 02 February Accident Student cut hand on knife 
when returning it to knife roll. 
First aider attended, cleaned 
and dressed wound. 

No further action 
required. 

8 05 February Accident Student cut thumb when 
drying knife. First aider 
attended and dressed the 
wound, student sent to 
hospital for treatment on his 
wound and then surgery on 
tendons. 

Student was given 
new knifes and 
training on knife 
safety, was cleaning it 
correctly but hand 
slipped. 
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9 07 February Accident Student on work experience 
was cutting herbs when knife 
slipped. First aider attended 
and applied bandage. 

A staff member took 
student to hospital as 
was feeling faint.  
Hospitality manager to 
review the time spent 
on knife skills training 
before sending 
students to kitchen for 
work experience. 

10 20 February Near miss A metal cupboard fell over in 
classroom when students in 
room. 

Staff to move the 
cabinets to another 
location due to tight 
space around 
students seating area. 

11 21 February Near miss Member of staff tried to step 
onto a footstool, which rolled 
away from her as it has 
wheels on bottom. 

Stool being replaced 
for fixed step.  No 
further action 
required. 

12 22 February First aid Student was running and felt 
pain in knee and fell over. 
First aider attended and 
advised to elevate leg. 

No further action 
required. 

13 22 February Police incident Member of staff thought they 
had seen a student showing 
a knife to his fellow students. 
Student was asked if he had 
a weapon and allowed staff 
member to look in his 
belongings to prove he did 
not.  Turned out to be a 
spanner.   Police were called 
for advice and come to 
campus to speak to students 
and check bags. No weapon 
was found. 

No further action 
required. 

14 26 February Sports injury While playing basketball 
student was hit on nose by 
ball.   Nose was sore but no 
bruising or marks and student 
continued to play.  A week 
later student visited GP to be 
told she had broken her 
nose. 

Student did not 
require any first aid at 
the time and felt ok to 
carry on playing.    No 
further action 
required. 

15 27 February Sports injury Student was playing 
basketball and hand was hit 
with the ball. First aider 
attended and advised a visit 
to A&E. 

No further action 
required. 

16 27 February Sports injury Student was playing football, 
hand was hit by the ball. First 
aider attended. 

No further action 
required. 
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17 07 February Accident Student on work placement 
slipped on ice in car park and 
fractured her ankle. 
Ambulance was called and 
she was taken to hospital, 
given a temporary cast, then 
surgery on her ankle.  Off 
college for near future until 
healed.   

Received RIDDOR 
report from placement 
provider as they 
reported to HSE.  
 

18 08 March First aid Student took allergic reaction 
(source unknown) during 
college trip to London.     
Attended A & E and given 
steroids. 

Student advised to go 
to doctor to discuss 
reaction and obtain 
medication as going 
on another college trip 
a few weeks later. 

19 08 March Accident Student slipped outside her 
house landing on side.  Pain 
to arm and side increased 
during day.  First Aider  
arranged transport to A & E. 

No further action 
required. 

20 10 March  Accident Student burned finger when 
handling straighteners.  First 
aider attended and ran under 
cold water for 10 min. 

No further action 
required. 

21 14 March   Incident Client experienced blurred 
vision after receiving a facial.   
Called salon later in the day 
asking about products 
ingredients as eye was 
slightly cloudy. 

The cause of blurring 
was investigated; 
equipment and 
products used were 
different from similar 
incidents.  Student 
applied products as 
per training, client 
may have touched 
eye causing some 
blurring. Cotton pads 
being used are not 
durable and another 
brand to be 
purchased. 

22 14 March    Accident Student cut finger while 
chopping vegetables.  First 
Aider cleaned and dressed. 

No further action. 

23 16 March Sports injury During offsite rugby match 
student was tackled and fell 
on shoulder and body.  
Taken to hospital by 
ambulance and treated for 
suspected fractured clavicle 
and rib discharged same day. 

Was a normal tackle 
but student fell 
awkwardly.    No risk 
assessment created 
for trip, review of trip 
authorisation to be 
undertaken. 

24 19 March  Accident Catering student working in 
kitchen cut thumb with knife.    
First aider attended, cleaned 
wound and plaster applied. 

No further action 
required. 
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25 20 March Accident Student tripped on drainage 
row outside T2 causing her to 
fall and rip her trousers.  
Student did not want any first 
aid and did not report 
accident. 

Slabs had sunken 
around drains due to 
water damage, parts 
ordered, covered by 
cones until repaired 
by Facilities. 

26 21 March Accident Student fell over wall in 
courtyard injuring shin, ankle, 
elbow and chest.    First aider 
attended and Advised Rest 
Ice compression Elevation 
treatment.  

No further action. 

27 22 March First aid Student dislocated shoulder 
when opening car door in 
Motor Vehicle.   First Aider 
attended made him 
comfortable and then taken 
to hospital by parent for 
treatment.  Pre-existing 
condition. 

Lecturer to discuss 
with student if doctors 
have advised of any 
task not suitable for 
this condition. 

28 22 March First aid Student’s skin on foot was 
sore and red, self-inflicted.  
First Aider applied a bandage 
for comfort when walking.   
Student was due to visit 
doctors that day. 

No further action. 
 

 

29* 22 February Near miss Students and Lecturers from 
two departments were on 
external trip to an event, 
coach was collecting them.  
Staff rearranged an earlier 
pick up with the coach 
company than originally 
planned, but did not 
communicate to all on trip.  
Lecturer left students to get 
the bus that then did not 
arrive.  Subsequently taxis 
had to be purchased to bring 
students back home. 

Incident investigated 
by department 
managers and risk 
assessment updated 
accordingly for future 
trips. 
 
 

30* 21 March  Accident Student followed incorrect 
procedure while applying 
product to another students 
face, causing the product to 
get into her eye.  The eye 
had a compress applied then 
flushed. 

Lecturer will retrain 
student on correct 
procedures and 
monitor. 

 *Information Supplied late 
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Appendix 2   College Audit 

A programme of audits has been created and started in January.  The priority and 
frequency of audits are as follows: 

High Risk -Annually Medium Risk-Biennially   Low risk-Three yearly 

The following departments have been audited and results and actions are noted 
below: 

Computing and Engineering results of audit 
 

Topic Actions Detail 
Safe Place of work    6 actions • Update risk assessments  

• Documentation not current versions 
Safe systems of work 4 actions • Safe working procedures to be created 

• work permits 
Work Equipment 1 action • Records held centrally, servicing and 

maintenance to be recorded 
Accident reporting and 
investigation 

0 actions •  

Health and Welfare 
COSHH 

4 actions • Spillage kits 
• Chemical register 
• Review substances for elimination or 

substitution 
Information, instruction 
and training 

1 action  • Student induction training, refresher and 
mentoring to be recorded 

PPE 3 actions • Cleaning and storage of PPE 
• Records of PPE issue to be kept 

Construction and Motor vehicle results of audit 
 

Topic Actions Detail 
Safe Place of work     6 actions • Procedures created but not implemented 

 
Safe systems of work  2 actions • Safe operating procedures created but not 

implemented 
Work Equipment  2 actions • Maintenance schedule created but not 

implemented 
• Centrally store records 

Accident reporting and 
investigation 

0 actions  

Health and Welfare 
COSHH 

4 actions • Dermatitis checks to be carried out 
• Replace broken hoovers being used for 

extraction 
• Use new GHS symbols 
• Assessment for wood dust to be created 

Information, instruction 
and training 

  2 actions • Record  PPE training and issue 
• Refresher training to be established 

PPE  1 action  • PPE and cleaning station being changed still to 
be completed 
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*Courses marked - E = external delivery. M = available on Moodle. TBT = toolbox talks. S = Scheduled 
 
• All items marked with M are now available as Moodle H&S training pack. There were 15 categories of training packages released with a 

total of 72 videos available for staff to enrol on.  500 courses completed to date. 
 

• Induction packages for Building and Office evacuations/Fire Safety Awareness/Bomb threats/Workplace housekeeping/Office Safety- 
Display Screen Equipment/Safe Manual Handling/Preventing Slips trips and falls went live on 1st April. 

 
• All items marked with TBT will be delivered via toolbox talks by the Health and Safety Officer /Department Head at team meetings. 

 
• IOSH Working safely courses marked with S are scheduled to be started 2018/2019.  

 
• 2018/2019 - Health & Safety Officer will meet with Centre Heads to agree on what topics each staff group should complete on Moodle; 

Centre Heads will then actively promote this completion within their staff group. Areas in red will be covered in this arrangement to ensure 
completion of these courses. 
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Total staff 
no. 
identified 
as needing 
training 

9 43 66 21 11 35 61 48 13 11 20 5 59 1 5 17 66 29 14 86 0 3  

Delivery 
mode 

M M M 
&TBT 

TBT M M M E/M M M M M M E M TBT E TBT E E /S  M E TBT 

No. of Staff 
Completed 

0 71 4 0 6 26 28 4/77 0 15 6 3 37 3 0 0 37 0 17 0 0 0 85 
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Audit Committee 
 
Internal Audit Report: Student Marketing, Applications and Admissions 
 
Internal Audit has reviewed the arrangements in place to ensure that there is 
robust and efficient student marketing, application and admissions activity. 
The findings of the review are set out in the attached report. 
 
The review identified areas of good practice.  In particular the College has 
recently set up a dedicated Admissions Committee to drive improvements 
within the admissions and recruitment process and the processes for 
submitting and reviewing applications to full time courses are considered to be 
user-friendly and efficient. 
 
Areas of Improvement were also identified and 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 
7 June 2018 
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Executive Summary 

Conclusion 

The College is currently revising its current arrangements for student marketing and the applications 

and admission process.  We have identified a number of recommendations to support this process and 

to help ensure the College adopts effective arrangements.  This includes ensuring the admission 

process is as efficient and user-friendly as possible by reducing the differences in the processes 

adopted for part-time and full-time students, and exploring whether alternative methods of assessment 

could be used in place of interviews in certain cases. 

 

Background and scope 

The approach to attracting, engaging with and offering places to potential students is a core aspect of College 

activity. These steps often reflect the first point of contact with learners and are therefore an important part of 

the engagement process, which could impact on the College’s reputation.  

This area is strategically important to the College, as it will influence access, attainment, aspects of the regional 

outcome agreement, finance and related areas. It is also a time and resource intensive process, so must be as 

effective and efficient as possible.  

We have reviewed the arrangements in place to enable the College to ensure there is robust but efficient 

student marketing, application and admissions activity.  

Please note that this review is linked to our review over student enrolment and induction, which is due to be 

undertaken in July 2018.  
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Five improvement actions have been identified from this review, four of which relate to design of controls.  See 

Appendix A for definitions of colour coding. 

  

1 - Green

2 - Green

3 -Yellow

4 - Yellow

5 - Green

Control assessment
1. There is a robust and approved recruitment and
communications strategy in place, to inform and attract
potential learners in line with the College's overarching
strategy and regional outcome agreement;

2. The learner recruitment and communications strategy is
underpinned by detailed activity planning, including SMART
plans and regular reporting and scrutiny by mangement;

3. There is clear and comprehensive application
documentation, to facilitate understanding and minimise
time spent responding to standars enquiries (for both
internal and external stakeholders);

4. There is a robust and efficient process to assess and offer
places to applicants, reflective of approved procedures; and

5. There is demonstrable compliance with the approved
procedures, with adequate evidence to support
transparency and back up decisions made.

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 identified the following areas of good practice: 

• The College has recently set up a dedicated Admissions Committee to drive improvements within the 

admissions and recruitment process. The Committee is chaired by the Vice Principal of Curriculum and 

Enterprise and is attended by representatives from Finance, MIS, Marketing and Course teams.  

• The College’s Admissions and Enrolment Policy has been reviewed and refreshed as part of the early 

work of the Admissions Committee, demonstrating the College’s commitment to improvement in this 

area. The policy provides detailed guidance to staff on each of the key stages within the admissions 

process, and the respective roles and responsibilities of staff involved. 

• The College has a Marketing and Communications Strategy covering 2016-2018.  It is closely aligned 

to both the College’s Strategy and the Regional Outcome Agreement, and is supported by detailed 

action plans for delivery (including agreed action owners and deadlines for implementation). 

• The processes for submitting and reviewing applications to full time courses are user-friendly and 

efficient.  Students use the online application on the College’s website.  The application information 

then automatically updates onto the College’s Columbus system, which can be reviewed by Course 

teams and allows them to directly input their decision against each student. 

Areas for improvement 

We have identified a number of areas for improvement which, if addressed, would strengthen the College’s 

control environment in this area.  These include: 

• As far as possible, extending online enrolment to part time students to improve the accessibility and 

efficiency of the application process for both students and staff; 

• Developing internal guidance for staff on responding to queries to ensure they are dealt with 

appropriately, consistently and on a timely basis; and 

• Assessing whether interviews should continue to be performed for all full time and some part time 

courses, or whether a revised process would provide better value for money for the College. 

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

We are also aware that the staff revised the College Admissions and Enrolment Policy in February 2018 to 

reflect updated processes for student recruitment. At the time of our audit, the policy had not been finalised or 

circulated more widely to staff pending the outcome of our audit.  Upon receipt of our report, the College should 

update the policy if required and arrange for finalisation and circulation to staff as soon as possible.     

Impact on risk register 

This review is relevant to all five risks contained within West Lothian College’s strategic risk register (February 

2018). 
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We did not identify any issues that would suggest the current risk ratings need to be updated.  The review 

findings provide good assurance over the controls in place to manage risks in relation to student recruitment 

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: There is a robust and approved 
recruitment and communications strategy in place, 
to inform and attract potential learners in line with 
the College’s overarching strategy and regional 
outcome agreement  

 

1.1 Revised Marketing and Communications Strategy  

The College’s Marketing and Communications Strategy includes communication with potential and existing 

learners. Senior management reviewed the strategy, before final approval by the Learning and Teaching 

Committee.  Staff also provide progress updates on the strategy to the Committee on a quarterly basis.  

The strategy is due to be refreshed in November 2018 and we noted that staff have already begun drafting a 

revised strategy. This work is at an early stage and staff had not yet considered: 

• The respective roles and responsibilities in relation to the new strategy, including the appropriate body 

responsible for approving the strategy and overseeing its implementation.   

 

• Alignment of the strategy with the Admissions and Enrolment Policy.  

Risk 

The contents of the strategy may not reflect internal governance and process changes.  If the strategy does not 

reflect these changes, this could impact on its effective delivery in line with the College’s wider strategies and 

policies.  

Recommendation 

The College should ensure that the revised Marketing and Communications Strategy aligns to recent 

governance and process changes within the College.  This includes the updated Admissions and Enrolment 

Policy and the creation of the Admissions Committee.  

 

 
  

Management Action  

Agreed. 

Grade 1   

(Design) 

 

Action owner: Vice Principal, Curriculum & Enterprise  Due date: November 2018 

Green 
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Control Objective 2: The learner recruitment strategy 
is underpinned by detailed activity planning, including 
SMART plans and regular reporting and scrutiny by 
management  

 

No reportable issues identified   

The Marketing and Communications Strategy is supported by detailed action plans for both internal and 

external communications. We confirmed the action plans are documented using SMART methodology and 

have assigned owners and deadlines for implementation.  The action plans are regularly updated for progress 

by the Marketing team.  

The College reports on progress towards implementing the strategy on a quarterly basis to the Learning and 

Teaching Committee.  The updates provide information on the actions being taken to recruit students, including 

performance against the targets agreed within the Regional Outcome Agreement. (This approach may be 

subject to review, per MAP 1.1) 

  

Green 
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Control Objective 3: There is clear and 
comprehensive application documentation, to 
facilitate understanding and minimise time spent on 
responding to standard enquiries for both internal 
and external stakeholders 

 

3.1 Enrolling for Part-Time Courses  

Students complete applications for full-time courses online through the College’s website.  Staff can access this 

data instantly using the system, Columbus, and review the application details.  Staff can then confirm their 

decision to accept or reject the application electronically. 

There is no equivalent process for part-time courses, as part-time students enrol directly for their chosen 

course. Students enrol using a range of different mechanisms dependent on their chosen course; these involve 

a manual enrolment form which must be posted or emailed to the College, in person during enrolment events 

for part-time courses, or through contacting the College’s Student Advice Centre to arrange an interview for the 

course.  Staff must then manually enter each applicant’s information onto Columbus. 

Risk 

Potential applicants may be deterred by the lack of an electronic option for enrolment.  This may particularly 

impact groups from SIMD postcodes who are known as being less easy to engage.  The College may be 

unable to attract either the most promising applicants and/or sufficient students to meet its activity targets.  

The current process also results in an inefficient use of staff resources through unnecessary data entry and 

introduces the risk of human error in the information entered onto the system. 

Recommendation 

We understand that full automation of the processes for part-time students may not be possible due to the 

complexities in the feeing process.  However, the College should investigate whether an online enrolment 

process could be rolled out to reduce the need for additional, manual steps, such as attending enrolment 

events in person and manual input by staff into Columbus. 

 

  

Management Action  

On-line enrolment is being taken forward in 2018-19 for full time and part time students and the 

College is planning to go live in 2019-20. 

Grade 2 

(Design) 

 

Action owner: Student System Manager   Due date: 2019-20 

Yellow 
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3.2 Internal Guidance on Handling Queries  

When potential applicants submit queries to the College, queries relating to full time courses are processed by 

the Admissions Office and enquiries for part-time courses are handled by the Student Advice team.  Staff may 

then pass the query on to the Course team where their input is required. 

The College has not agreed expected timescales for responses or the respective responsibilities of the 

Admissions, Student Advice and Course teams for this process.  Staff informed us responses can be delayed 

for over a month during busy periods. 

Risk 

Students may not apply to the College as their enquiries may not be answered on a timely basis, which could 

negatively impact on the College’s reputation and ability to attract students and deliver activity targets. 

Recommendation 

The College should develop guidance that clearly sets out the roles and responsibilities of the relevant College 

teams in handling and responding to enquiries from potential applicants. This should include expected 

response times, including where further investigation is need to answer queries received.  

 

  

Management Action –  

Agreed.  This will be included into the revised Admissions and Enrolment Policy. 

Grade 2 

(Design) 

 

Action owner: Vice Principal, Curriculum & Planning  Due date: End September 2018 
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Control Objective 4: There is a robust, efficient and 
effective process to assess and offer places to 
applicants, reflective of approved procedures 

 

4.1 Student recruitment processes  

The College documented the process for student admissions within the Standard Operating Procedure (SOP) 

and Interview Checklist for Student Recruitment. This document provides information for staff on the key steps 

within the process, including assessing applicants against the course entry criteria and the interview process.  

We noted that the document has not been updated since January 2015 and that there is no reference to the 

SOP within the revised Admissions and Enrolment Policy.  In addition, we identified the following issues during 

our testing of a sample of 15 cases: 

• In three instances, only one staff member held the applicant’s interview, whereas the SOP requires two 

staff members to attend;  

• In one instance the outcome of the interview was not updated on the Columbus system within three 

working days in line with the SOP; and 

• In the same instance, the final offer decision was not communicated to the applicant within ten working 

days as required. The decision was instead communicated after 31 working days.  

We understand from discussions with staff that these issues arose due to resourcing constraints. 

Risk 

The current student admission process may not be fit-for-purpose, as the process has not been formally 

reviewed since 2015.  Non-compliance with the SOP may lead to delayed or inappropriate decision making and 

impair outcomes. 

Recommendation 

We recommend that staff review the SOP and Interview Checklist for Student Recruitment to ensure it is fit-for-

purpose in light of staff resources and aligned to the revised Admissions and Enrolment Policy.  The revised 

SOP should then be shared with staff and the policy updated to signpost staff to the SOP for further guidance. 

 

 

 

Management Action –  

Agreed – This will reviewed by both the Curriculum Committee and the Admissions 

Committee to inform the 2019-20 Curriculum Plan. 

Grade 2 

(Operation) 

 

Action owner: Vice Principal, Curriculum & Enterprise  Due date: End November 2018  

Yellow 
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4.2 Interview Process   

The Admissions and Enrolment Policy requires that applicants to all full-time courses and some part-time 

courses are invited to interview, prior to the offer of a place at the College.  The interview occurs once the 

individual has satisfied the entry requirements set by the Course team. 

The purpose of the interview is described as a "two-way process to agree the best match of courses to 

individual learning needs".  Course teams tailor the format of the interview to ensure applicants are assessed 

using the most appropriate methods.  Generally the interview will cover assessment of the applicant’s skills and 

experience, their commitment to their chosen path of study, and discussion of any tests completed (as 

applicable, e.g. fitness tests for sports courses).  Staff document the results of the interview within an Interview 

Checklist for each individual applicant and then record their decision on admission on Columbus.  

As two staff members should attend every interview, this is an extremely resource-intensive exercise.  We 

noted from a high level review over 15 checklists that the details recorded, whilst sufficient to support any 

decisions made, were limited.  As highlighted in our previous recommendation at 4.1, we also noted instances 

of non-compliance with the agreed interview and admissions processes due to resourcing constraints.  This 

may indicate that the current arrangements for admission are too onerous and may not greatly impact on 

decision-making for admission.  

Risk 

The College may not be achieving value for money from requiring such a significant level of interviews.   This 

also diverts resources from strategic or operational objectives in other areas.  

Recommendation 

The College should review the requirement to interview all students for full time courses and some part time 

courses, and assess whether the exercise is adding value to the College in light of resource constraints.   

Where the College confirms it wishes to continue with the current approach, staff should assess whether the 

current arrangements can be delivered within the existing staff resources and if not, whether further action 

should be taken to obtain additional resource or adapt the existing processes  to make them fit-for-purpose (in 

line with recommendation 4.1). 

 

  

Management Action   

Agreed this will be revised by the Curriculum Committee to inform the 2019-20 Curriculum 

Plan. 

Grade 2 

(Design) 

 
Action owner: Vice Principal, Curriculum & Planning  Due date: End November 2018  
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Control Objective 5: There is demonstrable 
compliance with the approved procedures, with 
adequate evidence to support transparency and 
back up decisions made  

 

No reportable issues identified  

We have gained assurance through our sample testing that appropriate evidence was retained by the College 

to support the final admission decisions for all sampled applications. We viewed evidence of assessment of 

applications against the required entry criteria and their performance at interview through of the Interview 

Checklist.  

However, our recommendation at MAP 4.1 highlights that there is not currently consistent application of the 

SOP, particularly with regard to College staff representation at interview, and timescales for communication 

with applicants.    

  

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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External Audit Strategy and Plan 2017-18 

The attached plan sets out the strategy and process for the 2017-18 year end 
audit. 
 
  
Action 
 
The Committee is asked to note the External Auditor’s Strategy & Plan for 
2017-18. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 June 2018 
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appropriate sub-committee charged with governance by the Board of Governors. No responsibility is accepted to any other person in respect

of the whole or part of its contents. Our written consent must first be obtained before this document, or any part of it, is disclosed to a third

party.



Mazars LLP

Apex 2

97 Haymarket Terrace

Edinburgh

EH12 5HD

The Board of Governors

West Lothian College

Almondvale Crescent

Livingston

West Lothian

EH54 7EP

7 June 2018

Dear Members,

Audit Strategy Memorandum – Year ending 31 July 2018

We are pleased to present our Audit Strategy Memorandum for West Lothian College for the year ending 31 July 2018.

The purpose of this document is to summarise our audit approach, highlight significant audit risks and areas of key judgements and

provide you with the details of our audit team. As it is a fundamental requirement that an auditor is, and is seen to be, independent of its

clients, Section 7 of this document also summarises our considerations and conclusions on our independence as auditors.

We consider two-way communication with you to be key to a successful audit and important in:

� reaching a mutual understanding of the scope of the audit and the responsibilities of each of us;

� sharing information to assist each of us to fulfil our respective responsibilities;

� providing you with constructive observations arising from the audit process; and

� ensuring that we, as external auditors, gain an understanding of your attitude and views in respect of the internal and external

operational, financial, compliance and other risks facing West Lothian College which may affect the audit, including the likelihood

of those risks materialising and how they are monitored and managed.

This document, which has been prepared following our initial planning discussions with management, is the basis for discussion of our

audit approach, and any questions or input you may have on our approach or role as auditor.

This document also contains specific appendices that outline our key communications with you during the course of the audit, and

forthcoming accounting issues and other issues that may be of interest.

Client service is extremely important to us and we strive to continuously provide technical excellence with the highest level of service

quality, together with continuous improvement to exceed your expectations so, if you have any concerns or comments about this

document or audit approach, please contact me on 0738 724 2052.

Yours faithfully

Lucy Nutley

Mazars LLP



1. ENGAGEMENT AND RESPONSIBILITIES SUMMARY

Overview of engagement

We are appointed by the Auditor General for Scotland to perform the external audit of West Lothian College for the year to 31 July 2018.

This is our second year of appointment.

Responsibilities 

Our responsibilities, principally derived from the Code of Audit Practice (‘the Code’) issued by Audit Scotland, are outlined below.

Our audit does not relieve management or the Board of Governors, as those charged with governance, of their responsibilities. The
responsibility for safeguarding assets and for the prevention and detection of fraud, error and non-compliance with law or regulations rests
with both those charged with governance and management. In accordance with International Standards on Auditing (UK), we plan and
perform our audit so as to obtain reasonable assurance that the financial statements taken as a whole are free from material
misstatement, whether caused by fraud or error. However our audit should not be relied upon to identify all such misstatements.

As part of our audit procedures in relation to fraud we are required to enquire of those charged with governance as to their knowledge of

instances of fraud, the risk of fraud and their views on management controls that mitigate the fraud risks.

We are responsible for forming and expressing an opinion on the financial statements.

The Board of Governors is responsible for the assessment of the College’s ability to continue as a going

concern. As auditors, we are required to consider the appropriateness of the use of the going concern

assumption in the preparation of the financial statements and the adequacy of the disclosures made.

Going 
concern

Fraud

The Code requires us to conclude and make a judgement on the four dimensions of wider scope work.  The four 

dimensions are Financial Sustainability, Financial Management, Governance and Transparency, and Value for 

Money.  

We are required to express an opinion on whether the audited part of the Remuneration and Staff Report, and 

the Governance Report have been properly prepared in line with relevant legislation and directions.  We also 

express an opinion on whether the Performance Report is consistent with the audited financial statements.
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We are required to form and express an opinion on whether the College has, in all material respects, incurred 

expenditure and income in accordance with any applicable enactments and guidance issued by the Scottish 

Ministers.

Audit 

opinion

Regularity 

opinion

Wider 

scope 

work

Opinion 

on other 

matters



2. YOUR AUDIT ENGAGEMENT TEAM

• Lucy Nutley – Director

• Lucy is the Engagement Lead for the audit and will be the key point of contact for the

Audit Committee. She will have overall responsibility for delivering a high quality audit

to the College. Lucy will be responsible for the opinions given on the financial

statements and will liaise with the Principal, Vice-Principal and Financial Accountant.

She will attend Audit Committee meetings, and where appropriate, Board meetings.

• Lucy.nutley@mazars.co.uk

• 0738 724 2052

• Ruth Holland – Manager

• Ruth will manage and coordinate the audit and be the key point of contact for the

Vice-Principal and Financial Accountant, as well as liaising with Internal Audit.

Ruth will oversee completion of audit work to a high standard and attend Audit

Committees as appropriate.

• Ruth.holland@mazars.co.uk

• 07881 281 517

• Hayley Kerr– Audit Team Leader

• Hayley will be responsible for leading the onsite work, reviewing the work of

more junior members of the team and performing the audit work in more

specialised areas.

• Hayley.kerr@mazars.co.uk

• 07810 470 002
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3. AUDIT SCOPE, APPROACH AND TIMELINE

Audit scope

Our audit approach is designed to provide an audit that complies with all professional requirements.

Our audit of the financial statements will be conducted in accordance with International Standards on Auditing (UK), relevant ethical and

professional standards, our own audit approach and in accordance with the terms of our engagement. Our work is focused on those

aspects of your business which we consider to have a higher risk of material misstatement, such as those affected by management

judgement and estimation, application of new accounting standards, changes of accounting policy, changes to operations or areas which

have been found to contain material errors in the past.

Audit approach

Our audit approach is a risk-based approach primarily driven by the risks we consider to result in a higher risk of material misstatement of

the financial statements. Once we have completed our risk assessment, we develop our audit strategy and design audit procedures in

response to this assessment.

If we conclude that appropriately designed controls are in place then we may plan to test and rely upon these controls. If we decide

controls are not appropriately designed, or we decide it would be more efficient to do so, we may take a wholly substantive approach to

our audit testing. Substantive procedures are audit procedures designed to detect material misstatements at the assertion level and

comprise tests of details (of classes of transactions, account balances, and disclosures) and substantive analytical procedures.

Irrespective of the assessed risks of material misstatement, which take into account our evaluation of the operating effectiveness of

controls, we are required to design and perform substantive procedures for each material class of transactions, account balance, and

disclosure.

Our audit will be planned and performed so as to provide reasonable assurance that the financial statements are free from material

misstatement and give a true and fair view. The concept of materiality and how we define a misstatement is explained in more detail in

section 8.

The diagram below outlines the procedures we perform at the different stages of the audit.

• Final review and disclosure checklist of financial statements

• Final audit file review

• Agreeing content of Letter of Representation

• Reporting to those charged with governance

• Reviewing post balance sheet events

Key reporting and communication outputs

• Annual Audit Report

• Independent Auditor’s report

• Updating our understanding of the College

• Initial opinion and wider scope risk assessments

• Development of our audit strategy

• Agreement of timetables

• Preliminary analytical procedures

Key reporting and communication outputs

• Audit Strategy Memorandum

• Documenting systems and controls

• Walkthrough procedures

• Controls review, including general and 

application IT controls

Key reporting and communication outputs

• Audit progress report to Audit Committee

• Review of draft annual report and                       

accounts

• Reassessment of audit strategy

• Delivering our planned audit testing

• Continuous communication on emerging issues

• Clearance meeting

Key reporting and communication outputs

• Regular update meetings with the finance team

Planning

May 2018

Interim

June 2018

Fieldwork

October 2018

Completion

November 2018
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3. AUDIT SCOPE, APPROACH AND TIMELINE (CONTINUED)

Reliance on internal audit

Where possible we will seek to utilise the work performed by internal audit to modify the nature, extent and timing of our audit procedures.

We will meet with internal audit to discuss the progress and findings of their work prior to the commencement of our controls evaluation

procedures.

Where we intend to rely on the work on internal audit, we will evaluate the work performed by your internal audit team and perform our

own audit procedures to determine its adequacy for our audit.

Management’s and our experts

Management makes use of experts in specific areas when preparing the College’s financial statements. We also use experts to assist us

to obtain sufficient appropriate audit evidence on specific items of account.

Items of account Management's expert Planned audit approach

Defined benefit pension liability and 

associated accounting entries and 

disclosures required by FRS 102.

Actuary – Hymans Robertson We will consider the reasonableness of the actuarial 

assumptions made, referring to our in-house pension 

scheme experts. 
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Service organisations

International Auditing Standards define service organisations as third party organisations that provide services to the [College] that are

part of its information systems relevant to financial reporting. We are required to obtain an understanding of the services provided by

service organisations as well as evaluating the design and implementation of controls over those services. The table below summarises

the service organisations used by the College and our planned audit approach.

Service organisation Services provided Planned audit approach

West Lothian Council HR, Payroll, Data Centre Review the College’s controls over: 

• the information provided to the service organisation; and

• the outputs provided by the service organisation to the 

college 

We will also consider any internal audit or other assurance 

reports on the systems in place. 



4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS

Following the risk assessment approach discussed in section 3 of this document, we have identified relevant risks to the audit of financial

statements. The risks that we identify are categorised as significant, enhanced or standard, as defined below:

The summary risk assessment, illustrated in the audit risk continuum below, highlights those risks which we deem to be significant and

other enhanced risks. We have summarised our audit response to these risks on the next page.

Significant risk A significant risk is an identified and assessed risk of material misstatement that, in the auditor’s judgment, requires

special audit consideration. For any significant risk, the auditor shall obtain an understanding of the entity’s controls,

including control activities relevant to that risk.

Enhanced risk An enhanced risk is an area of higher assessed risk of material misstatement (‘RMM’) at audit assertion level other

than a significant risk. Enhanced risks incorporate but may not be limited to:

• key areas of management judgement, including accounting estimates which are material but are not

considered to give rise to a significant risk of material misstatement; and

• other audit assertion risks arising from significant events or transactions that occurred during the period.

Standard risk This is related to relatively routine, non-complex transactions that tend to be subject to systematic processing and

require little management judgement. Although it is considered that there is a risk of material misstatement (RMM),

there are no elevated or special factors related to the nature, the likely magnitude of the potential misstatements or

the likelihood of the risk occurring.

H
igh

HighLow

Low

Likelihood

F
inancial

im
pact

2

1

Risk

1 Management override of control

2 Error in revenue recognition
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4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS 
(CONTINUED)

We provide more detail on the identified risks and our testing approach with respect to significant risks in the table below. An audit is a

dynamic process, should we change our view of risk or approach to address the identified risks during the course of our audit, we will

report this to the Audit Committee.

Significant risks

Description of risk Planned response

1 Management override of controls

Management at various levels within an organisation are in 

a unique position to perpetrate fraud because of their 

ability to manipulate accounting records and prepare 

fraudulent financial statements by overriding controls that 

otherwise appear to be operating effectively. Due to the 

unpredictable way in which such override could occur 

there is a risk of material misstatement due to fraud on all 

audits. 

We will address this risk through performing audit work over: 

• Accounting estimates impacting amounts included in the 

financial statements; 

• Consideration of identified significant transactions outside the 

normal course of business; and 

• Journals recorded in the general ledger and other adjustments 

made in preparation of the financial statements.

2 Error in revenue recognition

There is a presumption under International Standards on 

Auditing that there is a significant risk of fraud and error in 

the timing of revenue recognition leading to the material 

misstatement of revenue overall. This is because revenue 

is an area of particular focus by users of financial 

statements and can be subject to judgements as to when 

income for services should be recognised.

The risk above applies only to the non-grant income 

generated by the College. The risk has been rebutted in 

relation to the grant income received by the College, given 

the highly regulated nature of this income.

We will address this risk through performing audit work over: 

• the design and implementation of controls management has in 

place to ensure income is recognised in the correct period; 

• cash receipts around the year end to ensure they have been 

recognised in the right year; and

• the judgements made by management in determining when 

income for services is recognised. 
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4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS 
(CONTINUED)

Key areas of management judgement

Key areas of management judgement include accounting estimates which are material but are not considered to give rise to a significant

risk of material misstatement. These areas of management judgement represent other areas of audit emphasis.

Area of management judgement Planned response

1 Valuation of pension liabilities

The College makes contributions to two pension schemes –

the Scottish Teachers Superannuation Scheme (STSS) and 

the Lothian Pension Fund (LPF). While both are defined 

benefit schemes, it is not possible to identify the College’s 

share of the underlying assets and liabilities in the STSS and it 

is therefore accounted for as a defined contribution scheme. 

The College’s share of the LPF’s underlying assets and 

liabilities is identifiable and a net liability is recognised in the 

accounts. 

Given the scale of the liability recognised in the accounts, a 

misstatement in the reported position could be material to the 

financial statements.

We will consider the College’s arrangements, including the 

existence of any relevant controls, for making estimates in 

relation to pension entries within the financial statements. 

We will also consider the reasonableness of the actuary’s 

assumptions used in providing the College with information 

in the financial statements through the use of our internal 

experts.

2 Valuation of land and buildings

The College holds a significant level of land and buildings –

reporting a net book value of £17.8m as at 31 July 2017. 

In line with the requirements of the Government Financial 

Reporting Manual, the College has adopted a formal 

revaluation policy of an external valuation every five years, 

with a desktop, interim valuation performed during the five 

year period. The interim valuation was performed as at 31 July 

2017, so there is no revaluation in the current year. 

The College policy meets the requirement of the FE SORP 

that assets are valued sufficiently regularly so that the carrying 

value of the asset is not materially different from its fair value. 

The college is also required to assess on an annual basis 

whether there are indicators of impairment to assets at the 

reporting date. 

Given the significance of the value of fixed assets held, a 

misstatement in the valuation could be material to the financial 

statements. 

We will undertake a range of substantive procedures 

including: 

• review of management’s assessment as to whether the 

value still reflects the prior year valuation;

• review of the reconciliation between the College’s asset 

register and general ledger; and

• considered the College’s impairment review process for 

land and buildings. 
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4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS 
(CONTINUED)
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Area of focus

Enhanced risks can arise from significant events occurring in relation to the period under review. The College Principal is due to retire 

on 3 August 2018, and while not in the audit year, this will impact on the reporting time frame of the audit.  This has been assessed as 

an area of audit focus due to the need for oversight of governance that is required to be reported upon in the governance statement 

and arrangements to be put in place to ensure the Accountable Officer that signs the accounts is fully aware of governance 

arrangements at the college.

Area of focus Planned response

1 Retirement of Principal on 3rd August 2018 We will consider the procedures in place to ensure the continued 

governance of the college concerning:

• arrangements put in place for an Accountable Officer signature 

in the financial statements; and

• whether the disclosures required in the financial statements in 

relation to the retiring officer, including remuneration, are 

complete and appropriate.



5. WIDER SCOPE WORK

Our approach to wider scope work

The Code requires us to conclude and make a judgement on the four dimensions of wider scope work. These are:

• financial sustainability;

• financial management;

• governance and transparency; and

• value for money.

In recognition that audit work should be risk based and proportionate to the nature and size of the audited body, the Code allows auditors

to determine whether application of the full wider scope work is appropriate in smaller bodies. We consider that the audit of the College

should be carried out under the small body provisions of the Code. We have reached this conclusion through our assessment of:

• the relative size of the College;

• the relative simplicity of the College’s functions;

• the College’s risk profile; and

• the results of our full review of wider scope dimensions in 2016/17 that did not indicate any areas of higher risk.

We set out below the work that we intend to perform on financial sustainability arrangements and the governance statement as our

targeted and tailored wider scope audit work for the College.

If, during the year, we identify any issue that requires additional work, or the full wider scope dimensions to be applied, we will update our

audit plan and those charged with governance.
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Dimension Description Our planned approach

Financial 

sustainability

Extending our work on the going 

concern assumption in the 

financial statements looking 

forward two to five years from 

the reporting date, reviewing and 

assessing the college’s 

arrangements for financial 

planning and affordable and 

sustainable service delivery

We intend to consider:

• the financial planning system in place for short, medium and long term 

periods

• the adequacy and accuracy of financial reporting arrangements

• the reasonableness of affordability assumptions made in financial 

planning 

Governance 

Statement

The Governance Statement sets 

out the internal control 

arrangements and governance 

framework in place for the year 

under review

We intend to consider:

• the effectiveness of internal control arrangements

• the appropriateness of disclosures made in the Governance Statement

• whether the disclosure requirements of the Accounts Direction and the 

Code of Good Governance for Scotland’s Colleges have been met



6. FEES FOR AUDIT AND OTHER SERVICES

Fees for audit and other services

Our fees for the audit of the financial statements and for any other services are outlined in the tables below.

The fees outlined above are provided on the basis that we will receive a high-quality set of draft financial statements, supported by good

working papers. Should we be required to perform significant levels of additional audit work, or face significant delay in our audit, we will

discuss the impact of this on our proposed fee with management.

Service
2017/18 proposed fee

£

2016/17 final fee

£

Auditor remuneration 12,880 12,750

Pooled costs 830 800

Contribution to Audit Scotland costs 720 720

Total Fee 14,430 14,270
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7. OUR COMMITMENT TO INDEPENDENCE

We are committed to independence and are required by the Financial Reporting Council to confirm to you at least annually, in writing, that

we comply with the Financial Reporting Council’s Ethical Standard. In addition, we communicate any matters or relationship which we

believe may have a bearing on our independence or the objectivity of the audit team.

Based on the information provided by you and our own internal procedures to safeguard our independence as auditors, we confirm that in

our professional judgement there are no relationships between us and any of our related or subsidiary entities, and you and your related

entities creating any unacceptable threats to our independence within the regulatory or professional requirements governing us as your

auditors.

We have policies and procedures in place which are designed to ensure that we carry out our work with integrity, objectivity and

independence. These policies include:

• all partners and staff are required to complete an annual independence declaration;

• all new partners and staff are required to complete an independence confirmation and also complete computer-based ethical training;

• rotation policies covering audit engagement partners and other key members of the audit team;

• use by managers and partners of our client and engagement acceptance system which requires all non-audit services to be approved

in advance by the audit engagement partner.

We confirm, as at the date of this document, that the engagement team and others in the firm as appropriate, and Mazars LLP are

independent and comply with relevant ethical requirements. However, if at any time you have concerns or questions about our integrity,

objectivity or independence please discuss these with Lucy Nutley in the first instance.

Prior to the provision of any non-audit services, Lucy Nutley will undertake appropriate procedures to consider and fully assess the impact

that providing the service may have on our auditor independence.

Any emerging independence threats and associated identified safeguards will be communicated in our Annual Audit Report.
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8. MATERIALITY AND MISSTATEMENTS

Definitions

Materiality is an expression of the relative significance or importance of a particular matter in the context of financial statements as a

whole. Misstatements in financial statements are considered to be material if they, individually or in aggregate, could reasonably be

expected to influence the economic decisions of users taken on the basis of the financial statements.

Summary of initial materiality thresholds

Materiality

Judgements on materiality are made in light of surrounding circumstances and are affected by the size and nature of a misstatement, or a

combination of both. Judgements about materiality are based on consideration of the common financial information needs of users as a

group and not on specific individual users.

The assessment of what is material is a matter of professional judgement and is affected by our perception of the financial information

needs of the users of the financial statements. In making our assessment we assume that users:

• have a reasonable knowledge of business, economic activities and accounts;

• have a willingness to study the information in the financial statements with reasonable diligence;

• understand that financial statements are prepared, presented and audited to levels of materiality;

• recognise the uncertainties inherent in the measurement of amounts based on the use of estimates, judgement and the consideration

of future events; and

• will make reasonable economic decisions on the basis of the information in the financial statements.

We consider materiality whilst planning and performing our audit based on quantitative and qualitative factors.

Whilst planning, we make judgements about the size of misstatements which we consider to be material and which provides a basis for

determining the nature, timing and extent of risk assessment procedures, identifying and assessing the risk of material misstatement and

determining the nature, timing and extent of further audit procedures.

The materiality determined at the planning stage does not necessarily establish an amount below which uncorrected misstatements, either

individually or in aggregate, will be considered as immaterial.

We revise materiality for the financial statements as our audit progresses should we become aware of information that would have caused

us to determine a different amount had we been aware of that information at the planning stage.

Our provisional materiality is set based on a benchmark of gross expenditure. We will identify a figure for materiality but identify separate

levels for procedures design to detect individual errors, and also a level above which all identified errors will be reported to the Audit

Committee.

We consider that gross expenditure remains the key focus of users of the financial statements and, as such, we base our materiality levels

around this benchmark.

We expect to set a materiality threshold at 2% of gross expenditure.

After setting initial materiality, we continue to monitor materiality throughout the audit to ensure that it is set at an appropriate level.

Threshold
Initial threshold

£

Overall materiality 339,000

Performance materiality 272,000

Trivial threshold for errors to be reported to the Audit Committee 10,000
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8. MATERIALITY AND MISSTATEMENTS (CONTINUED)

Performance Materiality

Our audit testing is based on a level of performance materiality, which is a percentage of overall materiality, but also dependent on the 

level of inherent risk assessed on the area being tested. It is the level we use to calculate our sample sizes, and is our acceptable 

difference in any substantive analytical procedures. It is lower than overall materiality as it helps to reduce the risk that the total of the 

uncorrected or undetected misstatements does not exceed materiality for the financial statements as a whole. It is based on between 50 –

80% of overall materiality depending on the risk level. Our initial assessment of performance materiality for the College is based on low 

inherent risk, meaning that we have applied 80% of overall materiality as performance materiality.

Misstatements

We aggregate misstatements identified during the audit that are other than clearly trivial. We set a level of triviality for individual errors

identified (a reporting threshold) for reporting to the Audit committee that is consistent with the level of triviality that we consider would not

need to be accumulated because we expect that the accumulation of such amounts would not have a material effect on the financial

statements. Based on our preliminary assessment of overall materiality, our proposed triviality threshold is £10,000 based on 3% of

overall materiality. If you have any queries about this please do not hesitate to raise these with Lucy Nutley.

1. Engagement and 
responsibilities

2. Your audit 
team

3. Audit scope
4. Significant 
risks and key 
judgements

5. Wider scope 
work

6. Fees
7.  

Independence

8. Materiality 
and 

misstatements
Appendices



APPENDIX A – KEY COMMUNICATION POINTS

ISA (UK) 260 ‘Communication with Those Charged with Governance’, ISA (UK) 265 ‘Communicating Deficiencies In Internal
Control To Those Charged With Governance And Management’ and other ISAs (UK) specifically require us to communicate
the following:

Required communication Audit Strategy 

Memorandum

Annual Audit 

Report

Our responsibilities in relation to the audit of the financial statements and our wider 

responsibilities �

Planned scope and timing of the audit �

Significant audit risks and areas of management judgement �

Our commitment to independence � �

Responsibilities for preventing and detecting errors �

Materiality and misstatements � �

Fees for audit and other services �

Significant deficiencies in internal control �

Significant findings from the audit �

Significant matters discussed with management �

Our conclusions on the significant audit risks and areas of management judgement �

Summary of misstatements �

Management representation letter �

Our proposed draft audit report �
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Audit Committee 
 
Review of IT Service 
 
Introduction 
 
At the March 2018 meeting the Committee was informed that, in light of 
vulnerabilities within the IT service brought to light following the ransomware 
attack, the College had entered into discussions with the Head of IT of 
Edinburgh 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.     
 
Edinburgh Napier University has agreed to undertake the review and an initial 
meeting has been held with the Facilities Manager and Depute Manager. 
 
The areas which will be covered by the review are: 
 
• the current infrastructure and application service 
• third party service providers 
• key documentation including 

 
- Business Continuity and Disaster Recovery Plans 
- User and service policies 
- IT strategy 
- Service design documents 
- Service/Maintenance agreements 
- Partnership agreements 

 
The review is expected to be concluded by the middle of June 2018.  An 
update will be provided at the November 2018 Audit Committee meeting. 
 
Cyber Essentials Certification 
 
On 8 November 2017, the Scottish Government published its Public Sector 
Action Plan on Cyber Resilience. Along with other security measures to 
reduce the risk of cyber threats, it is expected that all public sector bodies in 
Scotland should be Cyber Essentials Plus certified by end October 2018. To 
support this process, the Scottish Government has made funding available for 
all public sector bodies to undergo a Cyber Essentials Pre-Assessment by 
end March 2018. 
 
The College underwent its pre-assessment and an action plan has been 
produced which the College will implement by November 2018 in order to 
achieve Cyber Essentials Plus Certification. 
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Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 June 2018 
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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 May 2018. 
 
Action 
 
The Committee is asked to note progress against plan. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 June 2018 
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2016-17 – 1 August 2016 – 31 July 2017 
 
Status June 2017 June 2018 
 Grade     

4-5 
Grade     

3 
Grade  

1-2 
Grade 

4-5 
Grade  

3 
Grade 

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

- 1 1 - 
 
 

- 1 

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

- - - - - - 

Outstanding recommendations on target  
 

- 1 - - - - 

Outstanding recommendations past agreed 
deadline 
 

- - - - - - 

Total 
 

- 2 1 - - 1 

 
2017-18 – 1 August 2017 – 31 July 2018 
 
Status June 2017 June 2018 
 Grade     

4-5 
Grade     

3 
Grade  

1-2 
Grade 

4-5 
Grade  

3 
Grade 

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

- - - - - 2 

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

- - - - - - 

Outstanding recommendations on target  
 

- - - - - 1 

Outstanding recommendations past agreed 
deadline 
 

- - - - - - 

Total 
 

- - - - - 3 
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2016-17 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

1 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. 
 
Grade 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 
 
June ’18 Update 
Complete. 
 
PLP template revised but it 
is not possible to list every 
college objective.   The 
guidelines are also 
amended and do state that 
dialogue and outcomes 
identified should be 
relevant to achievement of 
college objectives.    
 
 

 

 
2017-18 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

2 Health & Safety – 
Policies, procedures 
and guidance are 
documented, 
reviewed and 
available to all staff 
with appropriate 
training provided – 
Training log 

Nov 
2017 

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. 

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. 
 
Grade 2 

Agreed.  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. 

Vice Principal, 
Curriculum & 
Planning 

Apr ‘18   
June ’18 update 
Complete. 

 

3 Core Financial 
Systems – 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 – 
Non SFC Income 

Feb 
2018 

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.  

Develop a strategy for income 
generation including:- 
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. 
 
Grade 2 

Agreed.  Need for strategy 
as part of 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. 

Vice Principal, 
Curriculum & 
Enterprise 

31 July ‘18   
June ’18 update 
on target 
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  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

4 Core Financial 
Systems – 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 – Cash 
flow Projection 
Procedures 

Feb 
2018 

In the absence of the Finance 
Manager, other more junior Finance 
staff may not be sufficiently aware 
of the correct process to follow 
which could result in inefficiency or 
inaccurate projections or the need 
for the VP to get involved. 

The cash flow projection procedures 
should be added to the College’s 
Financial Procedures, which are 
accessible to all finance staff. 
 
Grade 1 

Agreed.   Finance 
Manager 

30 June ‘18  
 
 
 
 
 
 
 
 
 

 
June ’18 update 
on target 
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Audit Committee 
 
Strategic Risk Register May 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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May 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. 
 
In 2017/2018 our enrolment numbers overall for College/School programmes has 
met target although beneath that headline we fell short of our very ambitious target 
for Foundation Apprenticeships.  Retention for the FA programme has decreased 
slightly but is still at 81%. 
 
Whilst retention and attainment are priorities for the remainder of 2017/2018 we are 
now recruiting for 2018/2019. With FA’s remaining a flagship programme for 
Government and an extended range of frameworks being offered we are pleased to 
report that our Schools applications and offers made are up on last year. 
 
This has been supported by a coordinated Marketing campaign comprising Open 
Information events, Sessions in Schools, Awareness Raising Events and individual 
visits to every Head Teacher by S Earp, Vice Principal. 
 
The risk is maintained at medium to reflect the uncertainty of final attainment for the 
schools programmes. 
 
 
 
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. We have now exceeded our credit target 
for 2017/2018 (actual 45,022 against target of 43,998). 
 
In recognition of the College’s consistent achievement of credits alongside our 
campaign for growth we have been allocated another 2% increase on core activity 
for 2018/2019. This is reflected in the 2018-2019 Regional Outcome Agreement. 
 
As previously reported, although we have progressed well with our activity target 
Early Withdrawal on FEFT programmes was at 9% which was above our target of 
8%. Further withdrawal stands at an aggregate 9% however FEFT is at 15% which is 
slightly better than last year but we are not yet at year end. HEFT, HEPT and FEPT 
all have improved further withdrawal rates. 
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A number of actions were implemented in 2017/2018 including 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. 
 
Whilst feedback on these improvements is positive we do not yet have final 
attainment figures for programmes and therefore evaluation of effectiveness is 
limited. 
 
The risk is maintained as high to reflect attainment as a priority and the continued 
vulnerabilities of some Further Education Full Time programmes. 
 
 
Key Risk 3   Widening Access 
  Risk reduced to Medium 
 
The college continues to make good progress with the majority of equalities targets 
and 54% of our activity this year is being delivered to those learners within SIMD 
40% most deprived postcodes.  
 
In terms of other equality measures we currently now have 954 learners with 
declared disabilities (773 last year) and we have 18 Care Leavers clearly identified 
which enabled us to put in support at an earlier stage.  
 
Enrolments for BEM and SIMD 10% are marginally below target but mirror the slight 
variations that we have from year to year. 
 
As progress in addressing gender under representation has been disappointing we 
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 key 
target in the ROA. This is progressing well and to complement that we have had 
recent strategic discussions with Edinburgh University and Queen Margaret 
University on new opportunities for articulation to Undergraduate Teacher Training 
programmes, Food Science Degree provision and improved access for Health Care 
and Early Years programmes. 
 
Progress with equalities overall has been good and there is no current financial or 
reputational impact envisaged however we still have to analyse 2017/2018 
attainment for all equalities groups and therefore the risk is kept at medium. 
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Key Risk 4  Enterprise and Innovation 
   Risk maintained as Medium 
 
 
2017/2018 has been another very positive year for the Commercial and Workforce 
Development Centres with increased SDS contracts, 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.  
 
We are now approved to deliver the new Individual Training Account scheme and 
started using these at our recent Enrolment Evenings for the 2018/2019 Part Time 
courses. 
 
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 bid for the new CHS contract will be submitted on the 30th May and we are 
currently working on a tender document to continue providing the CHS Services in 
the gap period between September 2018 and January 2019 when the existing 
contract runs out and the new one begins.  
 
In putting together the commercial budget for 2018/2019 we have some very positive 
continued operations and some new opportunities: 
 
• the potential to realise the full value of the Flexible Workforce Development Fund 

(374K) 
 
• SDS development funding for the extended range of FA programmes 
 
• increase the MA provision in the college 
 
• explore other income revenue stream across the college 
 
• continue with Erasmus + 
 
• potential new three year CHS Contract 
 
• continued VQ’ in the workplace for in work training 
 
• increased part time supported by ITA’s 
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A new Commercial Strategy is in draft and our new website and branding will include 
our business offer. 
  
The risk is maintained at medium as we still await the outcomes of both the tender 
for the temporary CHS contract and the awarding of the new contract. 
 
 
Key Risk 5 Ensuring Sustainability: 

Risk maintained as High  
 
 

The latest set of Management Accounts shows the college to be making very good 
progress with both generating income and surplus above target and controlling costs 
and expenditure. 
 
This has enabled investment in the Estates and Curriculum with some additional 
projects being mapped out to improve teaching facilities for Health Care, Social Care 
and Business and Creative subjects. 
 
As we had an increase in our baseline student support funds allocation and a 
successful in year bid for additional bursary funds we do not envisage any risk of 
potential over spend this year despite a slight reduction (15k) in our SAAS 
discretionary student funds. 
 
Our recent Staff Survey showed an improvement in Staff Satisfaction of 2% (to 
86%). 
 
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 agreed new 
arrangements for 2018/2019. 
 
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.   
 
Internal Audit Reports have been positive with no areas identified as very high risk 
and all actions which identified improvements have been taken forward. 
 
The College has not been exposed to any liabilities. 
 
College Scotland successfully submitted another Business Case to Scottish 
Government recommending that Colleges should continue with commercial 
insurance and this has been granted for a three year period. 
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As the Board is aware, following our IT Security Breach we are currently assessing 
IT requirements to help us design a service which will meet future needs. This is 
progressing.  
 
To meet new legislative requirements a GDPR action plan is being rolled out and we 
now have a part time Data Protection Officer as a shared service through APUC. 
 
The Board have now appointed a new Principal for the College who is a highly 
experienced and respected Senior Manager from the College Sector. The timing will 
allow for a good handover and business continuity planning. In addition to this the 
college has a very experienced and highly capable Board and Management Team. 
 
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 
National Bargaining and the likelihood of any renewed Industrial Action in 
2018/2019. 
 
 
Action 
 
The Committee is invited to discuss the final Strategic Risk update for 2017/2018 
although note that final attainment will be reported in the 2018/2019 Risk updates. 
 
 
 
 
 
 
Mhairi Harrington 
Principal & Chief Executive 
June 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 June  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 
 

VP C&E has met with 
all Secondary School 
Heads over the last 2 
months to explore 
opportunities for 
greater partnership 
working. 
 
Overall School 
applications stand at 
629, 17% higher than 
last year  
(as at 4/5/2018) but 
there is variability 
across programmes. 
 
Targeted marketing 
campaigns underway 
to address under 
recruiting courses. 
 
Current FA retention 
rate sitting at 81% 
 
300 Primary school 
pupils engaged in 
vocational awareness 
sessions under DYW 
banner. 
 
New school targets set 
in ROA and the 
associated schools 
plan published on 

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.  

Use of SDS Regional 
Skills Assessments 
and the introduction of 
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 

college web site. 
Schools operational 
plan being finalised 
 
 
2018/19 Schools 
programmes 
commencing in June 
with new induction 
programme. This 
brings the College and 
School start dates into 
alignment 
 
Staff delivering 
Schools programme 
will be invited to attend 
planning and refresher 
workshops to help 
improve student 
experience/attainment. 
 
New MA contract 
awarded, however EF 
bid was unsuccessful 
despite the College’s 
good performance 
compared to the 
competition. This will 
free up resource to be 
deployed into 
expanding MA activity. 
 
VP C&E replacing 
Principal on DYW 
Regional group  
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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 June 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. 
 
 
 
 
Changes in PI 
measurement show 

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 
 
 
All full time 
programmes 
incorporate vocational 
skills development or 
volunteering 
experiences. 
 
 
 
 
 
Planned timetable of 
classroom 
observations and 

ROA data informed 
and evidence based.  
Marketing planning 
linked to ROA and to 
data from application 
regarding priority 
groups.   
 
Schools Plan in place.  
Credit target for 2017-
18 met. 
 
Offer of places up on 
last year. 
Work required on 
interviewing. Centre 
Heads planning this. 
 
Withdrawal number 
high in some Centres 
(engineering and 
construction) Students 
being supported to 
successful completion 
however withdrawal 
rates jeopardises 
likelihood of PI 
improvement in 
centres noted.    
       
 In place in almost all 
programmes. Work 
bring undertaken to 

3 4 12 
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apparent performance 
reduction.   
 
 
 
 
Increase in learner 
negative destinations 
 

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

improve FES data 
collection. 
 
 
Almost all classroom 
observations now 
completed.  Linked to 
PLP development.  
Both practice links 
made between teams. 
 
Centre Heads 
evaluating action 
planning in preparation 
for end of year 
evaluation. 
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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 June 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 eg 
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  
 

Segmented and 
proactive marketing 
focussing on 
recruitment in relation 
to priority groups and 
courses.  Overall 
application numbers 
down on previous 
years, offer of places 
up. 
 
Positive relationships 
with Napier, Queen 
Margaret and 
Edinburgh 
Universities. 
 
 
 
Applications being 
tracked by SIMD and 
gender to promotion 
diversity. 
Being addressed 
through segmented 
Marketing Plan.  
 
 
 
 
 

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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Strategic 
communication in 
place with Local 
Authorities. 
Referrals for care 
experienced young 
people now being 
made. 
College represented 
on local Corporate 
Parenting Board. 
 
Above target for all 
priority groups at 
present including 
SIMD care 
experienced, BEM  
 
 
 
College contributed to 
CPP structure review. 
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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 June 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 

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 

Overall income target 
exceeded by 180k but 
shortfall in short 
courses continuing 
 
New CHS contract has 
been advertised with a 
short deadline set of 
May 31st. Detailed bid 
timeline established 
and good progress 
being made. Initial 
indications suggest 
limited competitive 
interest but close 
monitoring in place. 
 
Increasing concern 
over lack of bridging 
contract between Oct-
Jan with implications 
for both staff and 
delivery. 
Discussions/clarification 
being sought from CHS 
 
College processes for 
dealing with ITAs are in 
place and working okay 
however increasing 
number of issues with 

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

SDS systems and 
processes casing 
problems and leading 
to increased workload. 
Issues raised at both 
College and sector 
level 
 
Erasmus+ bid 
unsuccessful however 
this will not have any 
immediate impact and 
feedback received will 
be incorporated into a 
re-submitted bid next 
year. 
 
Contractor appointed to 
develop new Web site 
and good progress 
being made. Technical 
integration with UnitE 
might lead to launch 
date being delayed to 
eliminate risk to current 
application cycle.  
 
FUTUREquipped 
funding confirmed. 
 
College Corporate 
Engagement and 
Commercialisation 
Strategy under 
development informed 
by projects instigated 
through the Corporate 
Engagement 
Committee 
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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 June 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  
 
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 

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 
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 

 
Latest estimate 
indicates that College 
will achieve budgeted 
surplus. 
 
Children’s Panel 
contract ends 
September 2018, 
however no 
arrangement yet in 
place for the period 
October 2018-
December 2018 
 
Impact of Brexit not yet 
known, however close 
liaison between 
College’s Scotland and 
Scottish Government 
 
SFC student support 
budget will meet 
demand. However 
SAAS has reduced 
discretionary funding 
and College will have 
to fund £15k of support 
to students.   
 

3 4 12 
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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 
 
Failure to implement 
legislative 
requirements and 
robust internal controls 
which may expose the 
Board and College to 
reputational damage, 
financial claims, 
liabilities and 
prosecution. 
 
 
 
 
 
 

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 
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 

Principal retiring in 
early August.  
Recruitment for 
replacement underway.  
Experienced College 
Team in place. 
 
Work ongoing to 
finalise 2018-19 
Curriculum Plan.  
Budget meeting 
scheduled for May 
2018. 
 
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. 
 
Staff Survey results 
show a 2% 
improvement in staff 
satisfaction (84% to 
86%).  A number of 
temporary staff with 
greater than 2 years’ 
service offered 
permanency. 
 
 
Business Case 
approved by Scottish 
Government giving 
college sector 
permission to continue 
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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 
 
Data Protection 
analysis underway 
 
Insurance Policy in 
place 
 
 
 
 
 

with commercial 
insurance.  Tender 
issued. 
 
 
Staff Absence 
continues to be high in 
some departments.  
Regular HR Business 
Partner meetings held 
to ensure appropriate 
Management action is 
taken. 
 
New Data Protection 
Officer in post.   
 
Napier University 
undertaking an 
exercise to assess 
future IT service needs. 
 
Internal auditors re-
appointed for 3 year 
period. 
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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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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 9 month period ended 30 April 2018. 
 
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 2015-2016 and 2016-2017.   
 
 
Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 June 2018 
 
 
 



West Lothian College -Key Financial Performance Indicators 2017-18

Target Forecast outturn Forecast Actual Actual Actual Comments Actions

2017-18

For the year 
ended 31 July 

2018

For the 9 months 
ended 30 April 

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) 61 116 380 453 41 492 Above budget as a result of improved trading surplus from 
Commercial activities

Continue to monitor through 
monthly management 

accounts

Operating Surplus (£'000) (699) (801) 380 647 (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.  

None

Non SFC Income as % of total income 30% 28% 32% 30% 31% 29%
Slightly below as SFC Income has increased as a result of 
receiving additional childcare funds and the grant for the Carbon 
Efficiency Energy  Pathfinder Project (CEEP)

Continue to monitor through 
Corporate Engagement 

Committee

Trading Surplus on commercial activities as % of income from 
commercial activities*** 27% 29% 37% 35.0% 28.0% 29.0% On target to exceed budgeted trading surplus largely as a result 

of Flexible Workforce Development Fund 

Continue to monitor through 
Corporate Engagement 

Committee

Staff costs as % of total income (excludes exceptional costs) 67% 64% 60% 65% 67% 61%* Although Staff costs are above budget total income has 
increased as a result of the receipt of additional SFC Income.

Continue to monitor through 
monthly management 

accounts

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

Continue to monitor through 
Management Accounts and 

SFC monthly cash flow 
returns

Days Cash to Total Expenditure* 17 15 31 35 14 8

Continue to monitor through 
Management Accounts and 

SFC monthly cash flow 
requests

Borders Forth Valley West Lothian
Dumfries & 
Galloway Borders Forth Valley West Lothian

Dumfries 
& 

Galloway

Non SFC Income as % of total income 27% 32% 30% 19% Non SFC Income as % of total income 26% 31% 31% 20%

Staff costs as % of total income (excludes exceptional costs) 70% 68% 65% 65% Staff costs as % of total income (excludes exceptional costs) 68% 70% 67% 64%

Ratio of Current Assets to Current Liabilities 1.23:1 0.76:1 0.7:1 0.73:1 Ratio of Current Assets to Current Liabilities 1.5:1 0.65:1 0.5:1 0.82:1

Days Cash to Total Expenditure 76 29 35 49 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 

2015-162016-17



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% 10.0%

Further Withdrawal 18% Further Withdrawal 19% 17% below 18% 17% below 10% 15% 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% 4.9%
Further Withdrawal 10% Further Withdrawal 12% 13% below 10% 11% 9% 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% 1.6%
Further Withdrawal 3% Further Withdrawal 4% 6% below 4% 7% N/A Key 

Performanc
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% 2.9%
Further Withdrawal 2% Further Withdrawal 4% 6% below 2% 8% below 2% 6% 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 
 
Committee Remit Review 
 
The remit of the Committee is scheduled for review at this meeting. 
 
The remit was last reviewed in June 2017 and it has been agreed that the remit 
should be reviewed on an annual basis. 
 
No changes are recommended at this review. 
 
 
 
Action 
 
The Committee is invited to consider and recommend the remit to the Board. 
 
 
 
 
 
Karine McNair 
Secretary to the Board of Governors  
7 June 2018 
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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; 

 
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; 
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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. 
 

MEETINGS 
 
13 The procedures for meetings are: 
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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. 
 

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; 
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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. 
 
 
 

Last reviewed by Committee: June 2017  
Last approved by the Board: June 2017  

Date for next review: June 2019 
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Development Plan 2018 

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: postponed 

Campus visit to Hospitality on 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) – carried forward to 2019 Plan 

 

Self-Evaluation 

Annual self-evaluation of Committee – 8 March 2018 

Include opportunity for reflection on new approaches (campus visits) - completed 

 

Final Update 5: June 2018 
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Development Plan 2019 

June 2018 – May 2019 

 

Membership 

No current issues 

 

Remit 

Annual review of remit – last reviewed June 2018, next review June 2019 

 

Visits to Parts of the Campus 

Campus visit and/or Partnership Centre (see development issue below) 

 

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 – scheduled for March 2019 

 

Update 1: June 2018 
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