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Audit Committee 
 
Draft minute of Meeting of the Audit Committee held on Thursday 1 December 
2016 at 9.30am in the Barbour Suite. 
 
Present:  Graham Hope (Chair) 
   Simon Ashpool 
   Sue Cook 
   Cynthia Guthrie 

Norman Ross 
    
In attendance: Mhairi Harrington (Principal & Chief Executive) 

Jennifer McLaren (Assistant Principal, Curriculum Support & 
Finance) 
George Hotchkiss (Assistant Principal, Curriculum & Innovation) 
Colin Miller (Head of Essential Skills and Progression) 
Paula White (Facilities Manager, Item 16.50) 
Emily Purdue (Health and Safety Officer, Item 16.50) 
Scott Gillon (Wylie Bisset, External Auditors) 
David Eardley (Scott-Moncrieff, Internal Auditors) 
John McLeod (Mazars, incoming External Auditors) 
Joanna Paterson (Board Secretary) 

 
 
16.41 Welcome/Apologies 
 

The Chair welcomed all to the meeting. A warm welcome was extended in 
particular to Simon Ashpool, new Board member, Emily Purdue who had 
joined the College this week as Health and Safety Officer and John McLeod 
from Mazars who would be taking over as external auditors in 2017. 

 
16.42 Declarations of Interest 
 

There were no declarations of interest. 
 
16.43 Minute of Meeting of 1 September 2016 
 

The Minute of the meeting of the Audit Committee of 1 September 2016 was 
approved as a correct record. 

 
16.44 Matters Arising from Minute of Meeting of 1 September 2016 
 

Members noted paper 2 detailing actions duly completed following the 
meeting of 1 September 2016.  
 
There were no other matters arising. 
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16.45 External Audit 
 

i) Annual Report & Financial Statements 2015-16  
 
Assistant Principal, Curriculum Support & Finance introduced the Annual 
Report and Financial Statements for 2015-16. 
 
The Committee noted that there were several changes to the presentation 
of the accounts resulting from the adoption of the new Statement of 
Recommended Practice (SORP) and Financial Reporting Standards 
FRS102 as well as compliance with the Government Financial Reporting 
Manual (FReM).  
 
The Committee noted the arguments set out supporting the proposal to 
adopt the Accruals Model and agreed that the accounts should be 
presented on this basis.  

 
A copy of the figures laid out as in the management accounts format was 
circulated to members to demonstrate that the College had achieved a 
trading surplus when the impact of the pension revaluation was stripped 
out. Members commented that it was very helpful to see the information 
presented in this way. 
 
The Committee noted the difficulties in reading the accounts that the new 
requirements presented. 

 
Members noted that the Finance and General Purposes had 
recommended strengthening paragraph 10 of the Annual Report (‘Going 
Concern’) to make reference to the auditors’ opinion supporting the 
Board’s assessment that the College was operating on a going concern 
basis, and that a form or words to that effect had been agreed with the 
auditors. 
 
It was noted that similar presentation issues associated with the new 
requirements were affecting many other colleges and universities. The 
Principal advised that she would raise at the next meeting of Principals the 
importance of taking a sector-wide approach to explaining and presenting 
the issues flowing from the new presentation to the media and politicians. 
 
There was some discussion about the potential impact on commercial 
work of having a negative balance sheet. It was noted that there was no 
potential impact on the ability to borrow since the College had no power to 
borrow without the consent of Scottish Ministers; likewise, banking 
arrangements would not be affected since the College was transferring to 
the Scottish Government banking contract.   
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Members noted the argument that the College would be recognised as 
part of the Scottish Government finances and therefore not considered a 
financial risk.  
 
There were however some concerns that the position might adversely 
affect the opinion of private sector organisations who might be at an early 
stage of discussion with the College and it was agreed that this issue 
should be kept under review. 
 
There was some discussion of the pension revaluation and the potential 
impact of fluctuations in market value and assessment in future years. It 
was noted that the next full revaluation would take place in 2017. 
 
Members noted the requirements around disclosure and that the 
agreement of staff members affected had been secured and appropriately 
minuted. 
 
Two minor changes to the wording of the report were agreed, to update 
the population figure quoted on page 5, and to adjust the ordering of the 
highlights on page 11 to put learner attainment at the top of the list. 
 
Action 1: Assistant Principal, Curriculum Support & Finance 
 
The Committee agreed to recommend approval of the Annual Report and 
Financial Statements to the Board. 
 
The Committee recorded its appreciation for the work of the finance team 
in preparing these accounts in line with these new requirements and the 
detailed explanations that had been provided. 

 
i) Annual Report to the Board of Governors and the Auditor General for 

Scotland 2015-16 
 
Assistant Principal, Curriculum Support & Finance introduced the annual 
report from the External Auditors to the Board of Governors and the 
Auditor General for the period 2015-16. Scott Gillon, Wylie Bisset, 
provided a detailed presentation of the report.  
 
The Committee noted that no control weaknesses were identified and that 
the conclusion of the report is that accounting systems operated 
effectively. 
 
In noting the report the Committee expressed their appreciation for the 
clear and concise nature of the report and for the work carried out by the 
external auditors over the last five years. 
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ii) Letter of Representation 
 
Assistant Principal, Curriculum Support & Finance introduced the draft 
Letter of Representation to Wylie Bisset, External Auditors. 
 
The Committee agreed to recommend that the letter be signed by the 
Chairman of the Board of Governors on behalf of the Board. 

 
16.46 Internal Audit Plan Reports 
 

i) Student Support Funds Audit 2015-16 
 
David Eardley presented the findings from the Internal Audit review of 
Student Support Funds for 2015-16 in line with guidance issued by the 
SFC. The Committee noted that this audit is a mandatory requirement of 
SFC. 
 
Members noted that in carrying out the audit the internal auditors had 
identified the need for consistent completion of attendance records to 
avoid reliance on verbal checks and follow ups. This recommendation had 
been agreed by management and an improved system was being put in 
place to flag up the non-completion of registers to managers for action. 
 
The Committee agreed to note the report.  
 

ii) Credit Audit Report 2015-16   
 
David Eardley presented the findings from the Internal Audit review of the 
student data returns for the Credit Audit Report. It was noted that the audit 
had been completed in line with the guidance notes issued by the SFC. 
 
The Committee noted the two recommendations that had been identified, 
both with a limited risk exposure, and the management response that had 
been agreed in response. 
 
It was noted that there was no risk of clawback and that the College had in 
fact over-delivered against the targets. 
 
The Committee agreed to note the report. 
 

iii) Annual Internal Audit Report 2015-16  
 
David Eardley presented the Internal Audit Annual Report for 2015-16. In 
reviewing the work of the year the internal auditors expressed their 
appreciation of the willingness of the College team to engage fully and 
openly with the audit process.  
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The Committee noted that the report had been prepared in September and 
that actions identified as outstanding in relation to business continuity had 
now been completed. 
 
In noting the report members expressed their appreciation for the high 
quality work that had been carried out during the last year and the 
briefings that had been offered to the Committee. 
 

iv) Internal Audit Plan 2014-17 Risk Assessments 
 
Assistant Principal, Curriculum Support & Finance introduced a summary 
table of controls or external assurance systems for the risk assessments 
made of potential auditable areas. This followed discussion at the last 
meeting of the Committee. 
 
It was agreed that it would be helpful to provide further detail in the table to 
provide a fuller picture to members. This would then feed into the planning 
process for the identification of future audit work. 
 
Action 2: Assistant Principal, Curriculum Support & Finance 

 
16.47 College Audit Rolling Action Plan 

 
Assistant Principal, Curriculum Support and Finance, introduced paper 10, 
showing progress in implementing recommendations previously agreed.  
 
In relation to Workforce Management, it was noted that work was underway to 
refresh those policies that fell outwith the scope of national bargaining. It was 
noted that there was a risk that those policies within the scope of national 
bargaining might become out of date and this had been raised with the 
Employers’ Association.  
 
There was some discussion of ways in which reporting on HR issues was 
shared with the Board. It was noted that in addition to the reports from the 
Committee at the Board meeting, all members have access to the HR reports 
that are considered by the Finance and General Purposes Committee and are 
also welcome to attend meetings of that and other Committees. It was agreed 
that it would be helpful to ask the F&GP Committee if there were other 
approaches that could also be considered to provide Board members with a 
suitable overview. 
 
Action 3: Board Secretary 
 
In relation to Business Continuity, it was noted that server renewal and the 
installation of a second line connection to mitigate against the single point of 
connection risk was scheduled for February 2017. 
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The Committee noted the report.  
 

16.48 Audit Committee Report to the Board of Governors 
 
Assistant Principal, Curriculum Support and Finance, introduced the draft 
report from the Committee to the Board of Governors. 

 
The Committee asked that the wording of the paragraph in relation to Health 
and Safety reports be reconsidered in the context of the remit of the 
Committee in this area, and any proposed rewording circulated by email to the 
Committee for comment. 

 
Action 4: Board Secretary 

 
Subject to that one amendment the Committee agreed the annual report.  

 
16.49 Strategic Risk Register 2016-17 
 

The Principal presented paper 12 updating the Strategic Risk Register for 
2016-17.  
 
The Committee noted the risk levels in the five strategic risk areas and the 
mitigating actions which were being taken. 
 
In relation to key risk 3, recruiting and developing high performing staff, it was 
noted that the risk remained at high due to the on-going challenge with 
National Bargaining. There was some discussion of the impact on morale and 
relationships within the College and it was noted that local communication and 
engagement was continuing to take place and that this had proved helpful. 
 
In relation to risk 4, meeting legal and statutory needs and requirements, 
there was a brief discussion around the work on equalities that was being 
taken forward ahead of the Equalities Mainstreaming Report that was due for 
publication in April 2017. 
 
There was a brief discussion of what if any role the other Committees might 
play in relation to the risk register. It was noted that actions brought forward 
for discussion or review with Committees should already take account of the 
assessments made by the Senior Team in the context of the strategic risks. It 
was agreed that it would be overly complex to involve Committees in a more 
direct way and that the overview of the work on risk properly sat with this 
Committee. 
 

16.50 Health & Safety Quarterly Report 
 
The Facilities Manager introduced the quarterly report to end September 
2016.  
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She also reported that the Scottish Fire and Rescue Service had recently 
carried out a Fire Safety Audit of the College premises which had gone very 
well and as a result the College would not be issued with a report as there 
were no follow up actions. 
 
The Committee noted that the new Health and Safety Officer would be 
carrying out an audit of the College in January and reviewing policies 
including those which had been carried forward for review, pending her 
appointment. 
 
Members noted that completion of the Workrite DSE self-assessment tool was 
now approaching 100% with only six individuals left to complete the 
assessment. It was noted that there were now checking systems in place 
which should ensure that completion rates remained at these levels going 
forward.  
 
There was some discussion of the relatively low numbers of near misses 
which suggested there might be an under-reporting issue. This would be 
further explored by the Health and Safety Officer to identify possible 
improvements such as training and awareness raising or simplification of the 
reporting procedure. 
 
Action 5: Health and Safety Officer 
 
Members agreed to express their appreciation for the work that had been 
taken forward by the Facilities Manager during this transitional period, 
including the delivery of improvements to the reporting format to the 
Committee and the significant progress with the Workrite self-assessment 
programme. 
 

16.51 College Key Performance Indicators  
 
Assistant Principal, Curriculum Support and Finance, introduced paper 14 
showing the College’s Key Financial and Non-Financial Performance 
Indicators (KPIs) for 2013-14 to 2015-16. Members noted that the financial 
KPIs mirrored the information in the accounts. 
 
In relation to the non-financial KPIs, Assistant Principal, Curriculum and 
Innovation reported that the latest data in relation to completion rates and 
action that was being taken forward to deliver improvements had been 
discussed fully at the recent meeting of the Learning and Teaching 
Committee. 
 
Members noted the report. 
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16.52 Meeting of the Committee Without Management 
 
Members of the Management Team left the meeting before this item. 
 
The Board Secretary confirmed that provision for an annual meeting of the 
Committee without management was a requirement of the Code of Good 
Governance. 
 
The Chair invited the opinion of the internal and external auditors of the 
College’s approach to audit. They confirmed that the management team 
demonstrated an open and helpful approach and were fully engaged in the 
audit process. Any issues that had been identified through the audit process 
had been brought to the attention of the Committee. 
 
The finance team had demonstrated a great deal of diligence in the 
preparation of these accounts and ensuring that the reporting requirements 
were met. It was noted that arrangements were in hand to support a smooth 
handover between the external auditors. 
 
It was noted that finance teams across the sector were making a very positive 
contribution and helping colleges to move through a number of complex 
transitional arrangements, not least the move to ONS. 
 

16.53 Any Other Business 
 

There were no other items of business. 
 

16.54 Review of Meeting, Supporting Papers and Training Needs 
 
The Audit Committee was content with the meeting and supporting papers 
presented. The Chair thanked members for their contributions and attention to 
what had been a very full set of papers. 

16.55 Date of Next Meeting 
 

The next meeting would take place on Thursday 9 March at 9.30am. 
 
Note:  There were no matters discussed during the meeting, during which Members 
declared any conflict of interest, or the Secretary to the Board was aware from the 
Register of Interests that discussion could give rise to such a conflict. 
 
 
Signed …………………………………………………. 
  Chair, Audit Committee 
 
Date  ………………………………………………… 
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Audit Committee  
 
Action update from the Audit Committee of Meeting of 1 December 2016 
 
Action 1 – Assistant Principal, Curriculum Support & Finance - Annual 
Report & Financial Statements - Two minor changes to the wording of the 
report were agreed, to update the population figure and adjust the ordering of 
the highlights to put learner attainment at the top of the list. 
 
Complete 
 
 
Action 2 – Assistant Principal, Curriculum Support & Finance - Internal 
Audit Plan 2014-2017 Risk Assessments - It was agreed that it would be 
helpful to provide further detail in the table to provide a fuller picture to 
members.  This would then feed into the planning process for the 
identification of future audit work. 
 
Agenda Item 
 
 
Action 3 – Secretary to the Board - College Audit Rolling Action Plan – 
HR Issues – It was agreed that it would be helpful to ask the F&GP 
Committee if there were other approaches that could also be considered to 
provide Board members with a suitable overview. 
 
Complete 
 
 
Action 4 – Secretary to the Board - Audit Committee Report to the Board 
- The wording of the paragraph in relation to Health & Safety reports to be   
re-considered in the context of the remit of the Committee in this area, any 
proposed rewording circulated by email to the Committee for comment. 
 
Complete 
 
 
Action 5 - Assistant Principal, Curriculum Support & Finance - Health & 
Safety Quarterly Report – Low numbers of near misses to be explored by 
the Health & Safety Officer to identify possible improvements such as training 
and awareness raising or simplification of the reporting procedure.  
 
Agenda Item 
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Audit Committee 
 
Internal Audit Report: Financial Systems 

The attached report sets out the findings from the Internal Audit review of 
purchasing and creditors plus payroll and expenses. 
 
Responses to recommendations have been agreed and are contained in the 
report. 
 
 
Action 
 
For discussion. 
 
 
 
 
Jennifer McLaren 
Assistant Principal, Curriculum Support & Finance 
9 March 2017 



West Lothian College 

Internal Audit Report 

Financial Systems  

November 2016 

 

 



 

 

West Lothian College 

Internal Audit Report 

Financial Systems  

 

 

Introduction 1 

Summary of findings 2 

Conclusion 4 

Management Action Plan 5 

 
 
 



 

scott-moncrieff.com West Lothian College Financial Systems 1 

Introduction 

Background 

Approximately 90% of the College’s expenditure relates to supplier and staff costs.  In the period ended 31 July 

2015 (excluding exceptional costs), the College incurred £12.963m on staff costs (62%) and £7.245m on other 

operating expenses (34%).  It is therefore essential that robust controls are in place to ensure all expenditure is 

accurate, complete, and authorised.  

Scope  

We have reviewed the controls surrounding purchasing and creditors, as well as payroll and expenses.  We 

have combined these two areas of focus into one audit report, for completeness and given the complementary 

nature of these areas. 

The control objectives for this audit, along with our assessment of the controls in place to meet each objective, 

are set out in the Summary of Findings. 

Acknowledgements 

We would like to thank all staff consulted during this review for their assistance and co-operation. 
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Summary of findings 

The table below summarises our assessment of the adequacy and effectiveness of the controls in place to 

meet each of the objectives agreed for this audit.  Further details, along with any improvement actions, are set 

out in the Management Action Plan.    

Purchasing and Creditors 

No Control Objective Control 
objective 
assessment 

Action rating 

5 4 3 2 1 

1.1 Policies and procedures for non-pay 

expenditure are aligned to best practice. 
GREEN      

1.2 Payments are made only in respect of 

valid and approved creditor accounts for 

goods and services received. 

RED  1    

1.3 Payments are made in accordance with 

the payment policy. 
YELLOW    1  

1.4 All supplier discounts are appropriately 

identified and accounted for. 
GREEN      

1.5 Non-pay expenditure is accurately 

reflected in the financial ledger. 
GREEN      

1.6 Timely, relevant and accurate 

management information is in available 

and is reviewed on a regular basis. 

GREEN      

Payroll and expenses  

No Control Objective Control 
objective 
assessment 

Action rating 

5 4 3 2 1 

2.1 Robust policies and procedures are in 

place for payroll and expense 

payments.  

YELLOW    1 
 

2.2 Payroll and expense payments are 

made to valid employees only, at the 

correct and authorised rate. 

GREEN     
 

2.3 Changes to payroll standing data 

(including addition of starters, removal 
GREEN     
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of leavers and processing of salary 

changes) are authorised and processed 

on a timely basis. 

2.4 Deductions for PAYE and NIC are 

disbursed accurately and timeously. 
YELLOW   1  

 

2.5 Payroll and expense payments are 

appropriately reviewed and approved 

prior to release, and are reconciled for 

accuracy on a timely basis.  

YELLOW   1 

 

 

 

2.6 Payroll data is held securely and 

unauthorised access is prevented. 
YELLOW    1  

2.7 Payroll and expense transactions are 

accurately recorded in the accounting 

system. 

GREEN      

 

Assessment Definition 

BLACK Fundamental absence or failure of key control procedures - immediate action required. 

RED The control procedures in place are not effective - inadequate management of key risks. 

YELLOW No major weaknesses in control but scope for improvement. 

GREEN Adequate and effective controls which are operating satisfactorily. 

 



 4 West Lothian College Financial Systems scott-moncrieff.com 

 

Conclusion 

The College has a range of effective controls in place over expenditure, payments and payroll, but should 

improve specific controls over amendments to supplier standing data and prospective authorisation of final 

payroll. 

Main Findings 

Good Practice 

The College uses the PECOS purchasing system, which enforces clear lines of authorisation aligned with 

approved budget allocations.  Creditor payment runs are carried out on a weekly basis.  As a result, invoices 

are generally processed promptly to help adhere to Scottish Government creditor payment expectations.   

The College has developed and approved a scheme of delegation which sets out levels of authority for 

purchasing.  The Assistant Principal, Curriculum Support & Finance reviews the scheme of delegation on a 

quarterly basis to ensure purchasing authorities remain relevant and appropriate.   

The College has outsourced payroll functions to West Lothian Council (the Council).  A Service Level 

Agreement (SLA) sets out the roles and responsibilities of both parties.  The Council is responsible for payroll 

calculations and for providing the College with a suite of payroll reports to enable the College to verify and 

confirm the accuracy of the pay run using a range of measures and indicators.   

HR processes for amendments to payroll data are clear and support the timely inclusion of payroll data within 

relevant pay runs.  Appropriate system segregations have been embedded to provide the HR team with access 

to the Council’s payroll database, but restrict the team’s access to the related financial system.   

Expense policies and procedures are in place and are subject to regular review and authorisation.  Expense 

forms are authorised by an appropriate member of staff to confirm the claim is in line with the College’s policy 

and supported by relevant receipts.  The College will not process any unapproved or incomplete claims.  There 

is adequate segregation of duties in place to ensure transactions are accurate and relate to a valid expense 

claim.   

Opportunities for improvement 

Areas with scope for the College to strengthen its existing controls include: 

 Controls in place to review and authorise certain supplier account bank amendments are not fully 

robust.   

 Final payroll payment authorisations are currently being signed off retrospectively, following release of 

the pay runs by Finance.   

 Further discussion with West Lothian Council regarding off-payroll adjustments being made.  

Further details of the points noted above, as well as a number of lower graded issues, are included in the 

Management Action Plan.  
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Management Action Plan 

Our grading structure is as follows:  

Risk rating Definition 

5 Very high risk exposure - Major concerns requiring immediate Board attention.  

4 High risk exposure - Absence / failure of significant key controls.  

3 Moderate risk exposure - Not all key control procedures are working effectively.   

2 Limited risk exposure - Minor control procedures are not in place / not working effectively. 

1 Efficiency / housekeeping point. 
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1.1    Control objective:   Policies and procedures for non-pay expenditure are aligned to  
         best practice. 

 

We identified no reportable weaknesses in relation to this control objective.  

The College is currently reviewing and updating the Financial Procedures, having last done so in 2013.  We confirmed that the areas covered in this audit are 

generally reflected appropriately in the extant procedures.  However, there is scope to update certain information such as the structure of the finance team.  We 

have discussed this with management, but have not raised a recommendation given the housekeeping nature of the observation and given the ongoing review 

process. 
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1.2    Control objective:  Payments are made only in respect of valid and approved creditor accounts for          
goods and services confirmed as received. 

Observation and Risk Recommendation Management Response 

1.2.1 Supplier details   

Whilst there are controls over certain aspects of 

supplier details (eg secondary review to confirm 

payment information of new suppliers), some 

aspects of the processes are not as closely 

controlled.  For example, supplier bank detail 

amendments can be completed by a single 

member of staff, with no secondary authorisation 

or check required.  Also, there is no periodic 

review of supplier amendments and limited paper 

trails are available to support supplier bank detail 

amendments.      

There is a risk that invalid or fraudulent creditor 

details are added to the system leading to 

payments being made to inappropriate or 

fraudulent creditors resulting in financial loss 

and/or reputational damage. 

Secondary authorisations of supplier bank detail 

amendments should be mandatory. 

Supplier payments are generated in SUN 

Accounts then passed through a third party 

product called B4B which creates a payment file in 

a format which can be imported to the College’s 

online banking system with Bank of Scotland. B4B 

holds the bank details that are used in the 

payment file itself and this has an Approval 

Control feature which can enforce a secondary 

authorisation stage for any changes / additions / 

deletions to bank details. This feature will be 

activated in B4B which will provide both a 

secondary check and an auditable record of any 

changes made.  

To be actioned by: Finance Manager 

No later than: 31/01/17 

Priority 4 
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1.3    Control objective:  Payments are made in accordance with the payment policy.  

Observation and Risk Recommendation Management Response 

1.3.1 Review of aged creditors 

We have been advised that the College monitors 

outstanding purchase orders and invoices.  The 

Finance Officer is responsible for reviewing and 

analysing outstanding creditor payments on an 

ongoing basis.  Aged creditors are then reviewed 

by another member of the finance team during the 

monthly creditor payment process.  However, 

limited evidence was available to us to 

demonstrate the completion of aged creditor 

reviews and investigations undertaken by the 

finance team. 

There is a risk that errors or issues with creditors 

are not identified and addressed, with controls 

unable to be demonstrably robust despite being 

applied. 

Whilst we appreciate that the College has low 

volumes of aged creditors, adequate evidence of 

the control and review processes should be 

retained. 

An Aged Creditors report will be created and run 

at the end of each month.  Any old balances will 

be investigated and action taken as necessary.  

Reports and comments will be held as evidence of 

review. 

 

 

 

 

 

 

 

To be actioned by: Finance Manager 

No later than: 31/01/17 

Priority 2 
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1.4   Control objective:  All supplier discounts are appropriately identified and accounted for. 

We identified no reportable weaknesses in relation to this control objective.  

The College receives procurement support via Advanced Procurement for Universities and Colleges (APUC).  APUC provides a list of pre-approved suppliers the 

College can use, along with any discounts available.  This helps the College secure good terms and related discounts as part of a focussed and wider buying 

consortium. 
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1.5   Control objective:  Non-pay expenditure is accurately reflected in the financial ledger 

 

We identified no reportable weaknesses in relation to this control objective.  

The purchasing system (PECOS) interfaces directly with the financial system (SUN).  Approved invoices are transferred from PECOS to SUN on a daily basis and 

unsuccessful imports are investigated and resolved by the Finance Team.  The timely transfer of data ensures accurate data is contained within the financial system 

to support management decisions.   
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1.6     Control objective: Timely, relevant and accurate management information is in available and is    
    reviewed on a regular basis. 

We have found no reportable issues in relation to this control objective.  

Internal management accounts are produced electronically from the ledger, reducing the risks from significant manual intervention.  Once data is extracted from 

the financial system, the Finance Manager reviews and assesses the data prior to compiling the Financial Information Pack.  The Financial Information Pack is 

reviewed by the Assistant Principal, Curriculum Support & Finance before being distributed to the Senior Team on a monthly basis and to both the Finance and 

General Purposes Committee and Board on a quarterly basis 

 

 

  



 12 West Lothian College Financial Systems scott-moncrieff.com 

 

2.1 Control objective:  Robust policies and procedures are in place for payroll and expense payments. 

Observation and Risk Recommendation Management Response 

2.1.1 Payroll Policies and Procedures 

The College has outsourced its payroll function to 

West Lothian Council under a service level 

agreement.   

The College HR department is responsible for 

certain tasks, including providing payroll 

information to the Council.  However, these 

specific HR payroll processes have not been fully 

and formally documented (they have been 

captured to an extent within other payroll 

documents, such as payroll forms and signoff 

sheets).  We reviewed the payroll documentation 

used by HR and noted that these do not reflect the 

current structure of the HR Team, nor is it clear 

how and if these documents are subject to regular 

review. 

There is a risk that payroll documents do not align 

with expected or actual working practices, 

resulting in staff being unaware of agreed 

processes and potentially leading to error via 

inconsistent or inappropriate processes.     

The HR payroll procedure should be 

comprehensive and up to date.  Management 

should review the existing documentation and 

assess what needs to be added, reviewed and/or 

updated.  This should include consideration of 

arrangements for periodic, rolling review. 

 

 

The procedure has been updated and will be 

reviewed annually.  Complete 

 

 

 

 

 

 

 

 

 

To be actioned by: Senior HR Business 

Partner 

No later than: 31 January 2017 

Priority 2 
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2.2 Control objective:  Payroll and expense payments are made to valid employees only, at the 
correct and authorised rate. 

We have found no reportable issues in relation to this control objective.  

The College utilises the payroll support and processing services of West Lothian Council, as governed by a Service Level Agreement setting out respective 

roles and responsibilities.  A series of reports are provided by the Council to accompany a trial pay run.  The reports highlight amendments to standing data 

included within the current pay run and any unexpected variances in comparison to previous pay runs (for example, increase in working hours, pay rates, 

pension payments etc beyond certain parameters).  We undertook payroll testing and confirmed that HR review and scrutinise payroll exception reports and 

the trial pay run to ensure any issues are identified, investigated and resolved prior to the pay run being approved and payment being made by Finance.   

The College has an approved travel and subsistence policy which clearly sets out the types of expenses that can be claimed, the rates and allowances that 

will apply, and the circumstances under which prior approval must be sought.  The travel and subsistence policy includes a standard form for the claiming of 

expenses.  During the review we undertook expense claims testing and confirmed that all expenses forms, for our sample of 24, were submitted to Finance 

for review and approval and only valid claims supported with relevant evidence and appropriate line manager approval were paid out.   
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2.3 Control objective:  Changes to payroll standing data (including addition of starters, removal of leavers 
and processing of salary changes) are authorised and processed on a timely basis. 

We have found no reportable issues in relation to this control objective.  

Standard forms are in place for processing changes to payroll standing data (new starts, leavers and other amendments).  The College is responsible for these 

payroll forms and for submitting them to the Council for processing.  Forms are sent to the Council via a secure electronic file transfer facility and deadlines for 

form submissions are clearly set out in the SLA.  The College has developed monthly payroll cut off deadlines which require departments to submit information on 

a timely basis for capture within an upcoming monthly pay run.  This was confirmed as part of our testing.    
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2.4    Control objective:  Deductions for PAYE and NIC are disbursed accurately and timeously. 

Observation and Risk Recommendation Management Response 

2.4.1 HMRC payroll adjustments  

We understand West Lothian Council has been making 

off-payroll adjustments to College PAYE and NI 

amounts.  The main adjustment is for Statutory 

Maternity Pay Recovery but other adjustments are also 

being made.  The College only became aware these 

adjustments when the reconciliation between the 

financial system and HMRC online data did not agree.   

The College has had to authorise secondary postings 

to the financial system and record adjustments within  

HMRC payments to account for the post-payroll 

adjustments.    

The Council is processing off-payroll adjustments 

which are resulting in the College having to make 

secondary postings to the finance system for the 

payroll.  This has, and could continue to, lead to 

inaccurate payments being made to HMRC.  

The College should meet with the Council to 

discuss and optimise arrangements regarding 

this off-payroll adjustments issue.   

Ideally, such adjustments should not be 

necessary, but the College should explore 

the exact circumstances with Council 

partners.    

 

 

Agreed.  A meeting will be arranged with the 

Council to discuss the issue. 

 

 

 

 

 

 

 

To be actioned by: Finance Manager and 

Senior HR Business Partner 

No later than:  March 2017 

Priority 3 
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2.5 Control objective:   Payroll and expense payments are appropriately reviewed and approved prior to 
release, and are reconciled for accuracy on a timely basis. 

Observation and Risk Recommendation Management Response 

2.5.1 Authorisation and sign off of pay runs 

 

The College reviews monthly trial pay runs and will 

notify the Council of any amendments that need to be 

reflected within the final pay run.  Finance arranges 

payroll payment on receipt of the final pay run, but 

prior to receiving senior management and principal 

payroll authorisation.  Finance have advised us that 

retrospective pay run authorisations occur due to 

timing constraints and that payroll payments may not 

be paid on time if authorisations were required prior 

to payment being released.   

Pay runs are released for payment prior to 

appropriate review and approval.  This may result in 

incorrect payroll amounts being paid to College staff.   

The College should formally agree and 

document the level of approval and sign off 

required to authorise West Lothian Council to 

release the pay runs.  .  

The College should review the process for 

payroll sign-off to ensure that the appropriate 

review and approval takes place prior to payroll 

payment taking place. 

 

 

Complete. 

 

 

 

Agreed.  Once the process has been reviewed the 

Financial Procedures will be updated. 

 

 

 

 

To be actioned by: Senior HR Business 

Partner and Finance Manager 

No later than: 31 March 2017 

Priority 3 
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2.6 Control objective:   Payroll data is held securely and unauthorised access is prevented. 

Observation and Risk Recommendation Management Response 

2.6.1 Payroll system user access review 

 

Per the SLA with the Council, the College is 

required to use the Council’s payroll database 

(Chris21) and its secure file upload facility.  

Usernames and passwords to access the payroll 

database and to access the file transfer facility are 

tied to each user’s Windows account. 

However, the College does not undertake periodic 

user access reviews of the payroll database or the 

secure file transfer facility.   

There is a risk that users are given, or retain, 

inappropriate access to payroll systems, leading to 

loss of data, or unauthorised amendments being 

made. 

 

Regular payroll system user access reviews 

should be undertaken, to confirm user access 

levels remain relevant and required. 

Complete. Reviews will be undertaken on an 

annual basis. 

 

 

 

 

 

 

 

 

 

To be actioned by: Senior HR Business 

Partner 

No later than: N/A 

Priority 2 
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2.7 Control objective:  Payroll and expense transactions are accurately recorded in the accounting 
system. 

We have found no reportable issues in relation to this control objective.  

West Lothian Council calculates monthly payroll figures and provides the College with a BACS payment file and a transaction listing.  The BACS file includes the 

total payroll payments to be made to employees and the transaction listing is used to update the financial ledger with relevant payroll data (for example individual 

employee payments and payroll creditor amounts).  The transaction listing is uploaded directly to the financial ledger and reconciliations are carried out to confirm 

the ledger agrees with the BACS payment file prior to payment being made.   

Expense claims are entered directly into the ledger on sign off and these entries are subject to secondary review and approval.  We tested expense claim forms 

and confirmed expenses payment processes are operating as expected, and expenses payments were accurately reflected within the financial ledger.   

 

 
 
 



 

 

© Scott-Moncrieff Chartered Accountants 2016.  All rights reserved. “Scott-Moncrieff” refers to Scott-Moncrieff 

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

independent firms. 

 

Scott-Moncrieff Chartered Accountants is registered to carry on audit work and regulated for a range of 

investment business activities by the Institute of Chartered Accountants of Scotland. 
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Paper 4 
West Lothian College 

9 March 2017 
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Audit Committee 
 
Risk Assessments - Internal Audit Plan 2014-2017 
 
At the Audit Committee meeting held on 1 September 2016 the Committee 
discussed the list of potential auditable areas contained in the Internal Audit 
Plan 2014-17 and noted that this included a number of areas that were not 
highlighted as an area of risk, in many cases because there were other 
controls or external assurance systems in place.  

 
At the Audit Committee meeting held on 24 November 2016, the Committee 
agreed that it would be helpful to provide further detail to enable members to 
have a fuller picture.  
 
This is provided in the attached document. 
 
 
Action 
 
For discussion. 
 
 
 
 
Jennifer McLaren 
Assistant Principal, Curriculum Support & Finance 
9 March 2017 
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Appendix 4 – Internal audit universe 

Audit area 2013/14 2014/15 2015/16 2016/17 Frequency 
Other/wider assurance notes (by 
exception) 

A. Key financial systems 
   

    
 

Budget management    X Cyclical review - every 3 - 5 years  

Financial Reporting    X Cyclical review - every 3 - 5 years  

Savings plans, including efficiency targets    X Covered as part of budget management  

Financial ledger   X  Cyclical review - every 3 - 5 years  

Payroll    X Cyclical review - every 3 - 5 years  

Travel and subsistence    X Cyclical review - every 3 - 5 years  

Expenditure and payables X   X Cyclical review - every 3 - 5 years  

Procurement / tendering X    Cyclical review - every 3 - 5 years 
Also covered by APUC Procurement 
Capability Assessment review 

Income and receivables  X X  Cyclical review - every 3 - 5 years  

Treasury and cash management   X  Cyclical review - every 3 - 5 years  

Non-current assets 

   

 Cyclical review - every 3 - 5 years 

Annual external audit coverage and 
review, subject to F&GP Committee 
scrutiny via annual accounts and 
management accounts review. 

Accounting policies Ext Audit Ext Audit Ext Audit Ext Audit IA work as required 
Subject to separate external audit review 
annually and F&GP consideration/ 
approval 

B. Strategic and governance 
   

    
 

Risk management  X   Cyclical review every 3 - 5 years  

Corporate governance X   X Cyclical review every 3 - 5 years  

Performance management  X   Cyclical review every 3 - 5 years  

Strategic planning   X  Cyclical review every 3 - 5 years  

Partnership working X    Cyclical review every 3 - 5 years  

Student experience X  X  Cyclical review every 3 - 5 years  

Workforce planning  X   Cyclical review every 3 - 5 years  

C. Operational 
   

    
 

Operational planning   X  Cyclical review every 3 - 5 years   
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Audit area 2013/14 2014/15 2015/16 2016/17 Frequency 
Other/wider assurance notes (by 
exception) 

Estates Strategy 

   
 

X 

 
Not highlighted as an area of particular 
risk given College’s current estates 
approach/strategy 

Broad coverage and consideration via 
Strategic Planning review.  Area subject 
to F&GP Committee and Board review 
and approval, SFC oversight and 
challenge.  No major estates 
developments noted.  Also, proposed to 
consider space utilisation in 2017/18 and 
will monitor any capital monies secured 
by the College to assess estates impact.  
This all reflects the College’s aim to 
comply with standard lifestyle 
maintenance requirements and keep 
buildings wind and water tight, under a 
standard business-as-usual approach to 
estates. 

Change Management/ organisational 
change 

 X X  As required 

Touched on via Risk Management and 
Strategic Planning audit work.  Most 
relevant when strategic change projects 
planned/in effect.  Existing controls 
established via College policy in place 
and subject to annual review (giving 
internal assurance over control design).  
No major change projects noted for the 
period covered by the current cycle of this 
audit scoping exercise requiring IA 
support.  Will revisit and reconsider for 
201718 onwards. 

Portfolio planning    X Cyclical review every 3 - 5 years  

Joint working arrangements    X Cyclical review every 3 - 5 years  

Internal communications X X X X As required 

SMT review extant Comms Policy.  Also, 
some coverage from 2013/14 CPP / 
Partnership Working review.  In each 
year, elements of internal 
communications are looked at in the IA 
programme.  For example, 2014/15: 
Performance Mgt and Workforce 
Planning, 2015/16: Strategic Planning 
and Student Experience; 2016/17: 
Corporate Governance work. 

Student Recruitment  X   Cyclical review every 3 - 5 years  
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Audit area 2013/14 2014/15 2015/16 2016/17 Frequency 
Other/wider assurance notes (by 
exception) 

External communications X    
Not highlighted as an area of risk for 
current plan 

 

Health and Safety X    Cyclical review every 3 - 5 years  

Income generation  X X  
Covered by income and receivables 
review 

 

HR performance management 
 X  

 
Covered as part of workforce 
management review 

 

Succession planning  X   
Covered as part of workforce 
management review 

 

Recruitment and retention  X   
Covered as part of workforce 
management review 

 

Sickness absence  X   
Covered as part of workforce 
management review 

 

 
 
Environmental management 
 
 

   

 As required - see right 

Mandatory reporting to SG and related 
scrutiny, plus CRC Plan activity and 
reporting.  Also, statutory checks from a 
range of College contractors, fire safety 
work & assessments from the Fire and 
Rescue Service, health and safety 
reporting (including to Audit and Board), 
controls and recording in-built to waste 
and environmental contracts, and 
contracting to specialists for checks in 
specialist areas such as legionella. 

Waste management 

   

 As required - see right 

Fire safety     
Not highlighted as an area of risk for 
current IA plan 

Links to Health & Safety (above), plus 
SMT and Committee reporting on this 
area.  Fire & Rescue Service 
audits/checks. 

Incident management    X  Covered as part of BCP and DR 
Health and safety reporting (to 
management, Audit Committee and 
Board). 

Emergency planning   X  Covered as part of BCP and DR  

D. Information technology 
   

   
 

IT strategy  X   Not highlighted as an area of high risk Coverage via IT Shared Services audit 

IT security  X   Not highlighted as an area of high risk Coverage via IT Shared Services audit 

Network management  X   Not highlighted as an area of high risk Coverage via IT Shared Services audit 

Information management & governance 
  

X 
 

 Not highlighted as an area of high risk 
Proposed to consider for 2017/18+ .  
Partial coverage via IT Shared Services 
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Audit area 2013/14 2014/15 2015/16 2016/17 Frequency 
Other/wider assurance notes (by 
exception) 

audit in current audit cycle programme. 

Business continuity and disaster recovery   X  Cyclical review every 3 - 5 years  

IT shared services  X   Cyclical review every 3 - 5 years  

IT developments – projects  X   As required  

E. Compliance and regularity         

Fraud prevention arrangements X X X X 

Not highlighted as an area of high risk, but 
fraud risks considered as part of all audit 
review (although no separate, stand-alone 
report proposed/planned). 

Subject to consideration from external 
audit Code of Audit Practice.  Also, 
considered via SPFM work. 

Project assurance  X 

 

 
As and when required by College 
mgt/Members. 

Relates to timing and scope of specific 
projects and related risk/magnitude.  
Some coverage in period in question 
through the likes of the IT Shared 
Services audit work (2014/15).  Will 
consider further opportunities for 2017/18 
onwards plan. 

SUMs, Student Funds and EMA X X X X Annual audit  
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Paper 5  
West Lothian College 

9 March 2017 
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Audit Committee 
 
College Audit Rolling Action Plan 

The College Audit Action Plan shows progress in implementing Internal Audit 
recommendations previously agreed.  The attached table shows the position 
as at March 2017. 
 
 
Action 
 
For discussion. 
 
 
 
 
Jennifer McLaren 
Assistant Principal, Curriculum Support & Finance 
9 March 2017 



College Audit Action Plan 
 
2014-15 – 1 April 2014 – 31 July 2015 
 
Status March 2017 March 2016 
 Priority     

4-5 
Priority  

3 
Priority 

1-2 
A B C 

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

- - - - - 1 

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

- - - - - 1 

Outstanding recommendations on target 
 

- 1 - 1 4 1 

Outstanding recommendations past agreed deadline 
 

- - - - - - 

Total 
 

- 1  1 4 3 

 
2015-16 – 1 August 2015 – 31 July 2016 
 
Status March 2017 March 2016 
 Priority     

4-5 
Priority  

3 
Priority 

1-2 
A B C 

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

- - - - 
 
 

- - 

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

- 2 - - - - 

Outstanding recommendations on target  
 

- - - 2 4 4 

Outstanding recommendations past agreed deadline 
 

- - - - - - 

Total 
 

- 2 - 2 4 4 

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

4-5 
Priority  

3 
Priority 

1-2 
A B C 

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

- - - - 
 
 

- - 

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

- - - - - - 

Outstanding recommendations on target  
 

- - 1 - - - 

Outstanding recommendations past agreed deadline 
 

- - - - - - 

Total 
 

- - 1 - - - 
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2014-2015 
 
  No Audit Report 

Topic  
Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

1 Workforce 
Management – 
HR Policies & 
Procedures 

Apr  2015 College’s HR 
policies and 
procedures have 
been recognised by 
Management to be 
out of date and are 
not fully reflecting 
on current working 
practice. 
Without clear 
guidance in place 
managers and 
employees may be 
unaware of key 
processes.  

The HR team should prioritise 
updating of all out of date HR 
policies and procedures.  Changes 
made should be communicated to 
all College employees and training 
should be communicated to all 
College employees and training 
should be provided (if required), to 
ensure staff are aware of processes 
to be followed and to confirm their 
rights and responsibilities. 
 
Following this review, the College 
should implement a rolling 
programme of review/update of 
policies. 
 
Priority 3 

Agreed Senior HR 
Business 
Partner  

2015-16  Agreed.  Programme has been drawn up and will be 
monitored through the College Operating Plan. 
 
 
November 2015 update  
Programme has been drawn up and agreed. 
Benchmarking of other Colleges’ and Public Sector 
organisations’ Policies and Procedures is currently being 
undertaken. 
 
February 2016 Update 
Programme agreed for policies and procedures outwith 
scope of National Pay Bargaining. 
 
June 2016 Update 
The Programme will be taken forward once the full HR 
Team are in place.  This is expected to be by the end of 
June 2016. 
 
August 2016 Update 
Several key policies are within scope of National 
Bargaining. The new Senior HR Business Partner has 
been appointed and is working on a time frame to review 
policies outwith the scope of National Bargaining 2016-
2017. 
 
November 2016 Update 
Policies & Procedures outwith of National Bargaining 
have been identified and will be reviewed during 2016-
2017. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
July 2017 

 
 

 
 
 
 

February 2017 Update 
Policies & Procedures outwith of National Bargaining 
have been identified and will be reviewed during 2016-
2017. 

 
July 2017 
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2015-16 

  No Audit Report 
Topic  

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

2 IT Shared 
Services –  
Single point of 
failure 

August 
2015 

The Council is 
now hosting the 
bulk of the 
College’s server 
estate. 
 
There is no 
redundancy in 
place for the 
connection 
between the 
College and the 
Council. 

It was recommended that 
management consider the options 
available to the College in order to 
increase the resilience of the network 
connection with the Council. 
The exercise would deliver the most 
value after the College completes the 
renewal of its business continuity 
plans, as part of this process would 
help quantify recovery point and time 
objectives ie identify the most critical 
business systems. 
Once there is better understanding of 
system level resilience requirements 
then the College can start to identify 
the optimum (cost-based) recovery 
strategy. For example, this may 
consist of bare metal restores from 
tape backups or reciprocal 
arrangements with other 
Colleges/local organisations. 
 
Priority 3 

Agreed Depute 
Facilities 
Manager 

April 2016  The College is currently re-evaluating its current back-up 
arrangements. 
 
An update of the Business Continuity Plans is planned 
and a Business Impact Assessment will be undertaken. 
This will inform a revised ICT Disaster Recovery Plan. 
 
 
February 2016 Update 
The ICT Disaster Recovery Plan will be updated 
following the update of the Business Continuity Plans. 
 
 
June 2016 Update 
The ICT Disaster Recovery Plan will be updated 
following the update of the Business Continuity Plans. 
 
 
August 2016 Update 
The ICT Disaster Recovery Plan will be updated 
following the update of the Business Continuity 
Plans. 
 
November 2016 Update 
Currently in discussion with various contractors.  Update 
to coincide with server refresh in February 2017. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
September 2016 
 
 
February 2017 

 
 
 

        February 2017 Update 
The main back up is provided through the new server 
and storage facility at West Lothian Council.  The offsite 
back-up solution has been agreed and a tender is being 
prepared.  A second line is also to be installed. 
Complete 
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  No Audit Report 
Topic  
 

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 

3 Business 
Continuity 
Planning –  
ICT Disaster 
Recovery 

Sept 
2015 

An ICT disaster 
recovery plan 
(DRP) has not yet 
been developed 
for the College. 
 
There is a risk 
that without an 
effective DRP the 
College may not 
be able to recover 
their ICT 
infrastructure and 
systems.  

We recommend that management 
ensures that an effective DRP is 
developed which is fully integrated 
with available BCPs. In order to do 
this there is a requirement to carry 
out a more thorough BIA (See 2.1), 
the outputs of which will inform and 
prioritise the ICT recovery response. 
 
Specifically, the BIA should look to 
validate the adequacy of the current 
data backup arrangements through 
calculating the RPO (recovery point 
objective) requirements relating to 
systems supporting the College’s 
critical processes. The DRP must 
also take into account RTO 
(recovery time objective) 
requirements and implement 
strategies that will ensure recovery is 
within the College’s defined recovery 
timescales. 
 
Note: The ICT DRP, when 
developed, must cover both internal 
and Council hosted infrastructure and 
where relevant suitably reference 
Council DRPs to ensure the 
College’s DRP provides a completed 
overview of technical recovery 
arrangements for the College’s entire 
ICT infrastructure. 
 
Priority 3 

Agreed Depute 
Facilities 
Manager 

End June 
2016 

 Agreed 
 
 
February 2016 Update 
Back up at West Lothian Council, Civic Centre. 
DRP will be developed in conjunction with update of 
Business Continuity Plans. 
 
 
June 2016 Update 
Back up at West Lothian Council, Civic Centre. 
DRP will be developed in conjunction with update of 
Business Continuity Plans 
 
August 2016 Update 
Back up at West Lothian Council, Civic Centre. 
DRP will be developed in conjunction with update of 
Business Continuity Plans 
 
November 2016 Update 
Progressing towards server renewal which impacts on 
Disaster Recovery Plan.  Plan will be in place in 
February 2017 when solution has been agreed and 
implemented. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
September 2016 
 
 
 
February 2017 
 

 
 

        
 
 
 

February 2017 Update 
The updated Disaster Recovery Plan will be in place by 
end of February 2017. 
Complete 
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2016-17 

  No Audit Report 
Topic  

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

4 Financial 
Ledger and 
Treasury and 
Cash 
Management 

August 
2016 

The audit found 
that two of the six 
accounts were no 
longer in use. 

The College should review whether it 
needs these two bank accounts and 
close them if not required. 
 
Priority 2 

Agreed Assistant 
Principal, 
Curriculum 
Support & 
Finance 

May 2017  Agreed – This will be complete when the transfer to 
Scottish Government’s banking service takes place. 
 
 
November 2016 Update 
Transfer will take place at the end March 2017. 
 
 
 
 

 
 
 
 
March 2017 

         February 2017 Update 
Transfer will take place at the end March 2017. 
 
 
 

 
March 2017 
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Audit Committee 
 
Strategic Risk Register February 2017 Update  
 
Introduction 
    
The Strategic Risk Register for 2016/2017 was reviewed by the Audit Committee in 
September 2016 to take account of: 

• Risks and staffing issues which were raised consistently at operational level in 
15/16. 

• National and regional priorities for skills and enterprise and excellence and equity. 
• Progress of national bargaining with the new Employer Association.  
• Increasing importance of legislative requirements. 
• Continued budget pressures and impact of Office for National Statistics (ONS). 

 
Five key strategic risks for the College take account of the above and closely align 
with the ambition to deliver a portfolio of high quality skills whilst widening access for 
our communities and improving attainment.  
 
 
Strategic Risks 2016/2017  
 
1 College Portfolio to meet National and Regional Skills Priorities 

2 Widening Access and Learner Attainment 

3 Recruiting, Retaining and Developing High Performing Staff 

4 Meeting Legal and Statutory Needs and Requirements 

5 Ensuring Financial Sustainability  

 

Risk Appetite and Tolerance 
 
The Board of Governors 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 subsequently reflect this. 
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February 2017 Update 
 
Key Risk 1   College Portfolio to meet National and Regional Skills Priorities:  

Risk Maintained at Medium 
 
The college has received its indicative allocation for 2017/2018 with a maintained 
credit target of 43,499. We are currently bidding for a new suite of Foundation 
Apprenticeship programmes funded by Skills Development Scotland which gives us 
the capacity for additional growth using a different revenue stream. 
 
Programmes agreed for 2017/2018 reflect labour market information, skills 
investment plans and all national priorities including DYW, STEM, Equalities and 
Widening Access. Alongside this we are now actively working within the Edinburgh 
and South East City Region grouping of colleges and Universities to map out a more 
robust analysis of skills supply and demand data to inform future programmes and 
planning for areas where specific skills shortages are predicted. 
 
The risk is maintained as medium as there were some low numbers on the two new 
Foundation Apprenticeship (FA’S) programmes in 2016/2017. Recruitment difficulties   
were in part arising from the fact that the FA’s have now been set at SCQF level 6 
when our pilot programmes were at level 5. This has been fed back to SDS by many 
local authorities and colleges however as we plan to significantly increase the 
number of FA’s in 2017/2018 we need to address recruitment issues through our 
positive College/School Partnership. 
 
 
Key Risk 2 Widening Access and Learner Attainment: 

Risk escalated to Very High 
 
 
The final 2015/2016 Learner Performance Indicators were disappointing for the 
college as we have slipped below the national average across FE and HE and fallen 
short of our Regional Outcome targets.  
 
An in depth analysis of these has taken place at programme level and behind the 
headline data there are some high performing programmes but also some very low 
attainment figures.  
 
Actions for improvement are identified and owned by programme teams although 
there is central delivery of extended learning support. 
 
With 2016/2017 delivery of programmes underway we are currently offering 
additional support to many full time groups, particularly those where we judge risk of 
drop out or non- attainment to be high. This is also being better captured in our MIS 
data. 
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There are indications from last year that some support strategies were successful 
including different timetabling arrangements this year to minimise students time out 
of college over holiday periods, however we need further evidenced based analysis 
to inform our future actions for improvement. To do this we are undertaking more 
cross college analysis of data to see if there are any common themes or patterns 
which we can address. 
 
In addition to this we are taking forward the five key themes from our 2017-2020 
Regional Plan which include a prioritised review of programme content and delivery 
methods particularly at NQ level. This is being progressed by all College Teams and 
changes to the 2017-2018 Portfolio have already been made. 
 
Notwithstanding all these actions the current withdrawals data suggests that our 
results for 2016/2017 may again fall short of our targets and the dip in our 
performance in 2015/2016 means there is a bigger gap to close in our actual versus 
target attainment. The current priority therefore is to work with all students who are 
still on course to ensure complete programme success. 
 
 
 
Key Risk 3   Recruiting, Retaining and Developing High Performing Staff: 

Risk maintained at High 
 
The revised HR model is working very well and the introduction of My Job Scotland 
has been successful in improving recruitment.  

The risk is maintained at high for two substantive reasons, the first being a higher 
than average sickness absence rate over the past couple of months and the second 
in relation to National Bargaining. 

We are looking at absence figures and patterns to see if there are any further actions 
we should be taking although the college is a very supportive employer with a good 
suite of family friendly policies, generous sickness allowances, a new occupational 
health service and a pro- active HR service. 

National Bargaining continues and although we reached pay settlements for both 
lecturing and support staff for 2016/2017 we are now negotiating for 2017/2018. 

We are experiencing challenges in progressing pay together with terms and 
conditions and the EIS have gone out to an indicative ballot for Industrial Action 
which closes on 3 March. 

Discussions with the Support Staff Unions have been more positive and they are 
supportive of moving to one pay scale for all college staff. They have lodged a pay 
claim for 2017/2018 however and no response has been made to that as yet. 
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Key Risk 4  Meeting Legal and Statutory Needs and Requirements: 
Risk maintained at High 

 
 
The college has drafted the mandatory Equalities Mainstreaming Report for 2017-
2020 with our expected Equalities outcomes over the next period. This has gone for 
Approval to the Board and will be submitted to Scottish Government before the 
official deadline. 
 
Health and Safety continues to be positively reported and we are delighted to have 
been informed that our recent planning application to increase the car parking 
capacity and implement some traffic flow measures have been approved. 
 
The rating remains high to reflect the importance of the risk and to acknowledge the 
caution of the Board in this area. 
 
 
Key Risk 5 Ensuring Financial Sustainability: 

Risk reduced back to Medium 
 
The latest set of Management Accounts are positive with our commercial surplus 
above target and our SFC credit target progressing well and ahead of target when 
compared to this time last year. 

We received all the in year student funds we requested to make up our shortfall, and 
budgets sessions have been held with all Managers to go over key temporary 
staffing assumptions. 

The risk is therefore reduced back to medium as current indications are good.  
 
It has not been reduced to low as the 2017/2018 pay offer to both lecturing and 
support staff has not been settled and therefore the financial impact for the period 
April – July 2017 is unknown. 
 
 
Action 
 
The Committee is invited to discuss the Strategic Risk update and to consider the 
appropriateness of current mitigating actions being taken to reduce or manage 
escalated risks. 
 
 
Mhairi Harrington 
Principal & Chief Executive 
9 March 2017 
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Risk Register 2016/2017 
 

Context:  Regional Plan & Outcome Agreement   2016-2017 

West Lothian Community Planning Single Outcome Agreement 

College Risk Policy and Procedures  

College Board of Governors Appetite for Risk 
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Risk Register 2016-2017 Gross Risk   Current Risk 
Key Risk  1 
 
Senior Lead: 
GH 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation  Update January 
2017 

Likelihood Impact  Risk  
Rating 

College 
Portfolio to 
meet National 
and Regional 
Skills Priorities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insufficient information 
and long term horizon 
scanning, including the 
potential impact of 
Brexit which could 
affect portfolio. 
 
 
 
 
Enrolment and 
successful outcome 
targets not met. 
 
Loss of market share 
and business decline 
with commercial 
targets not met. 
 
Poor reputation with 
stakeholders, 
employers, 
communities and 
individuals with 
diminishing confidence 
in the College. 
 
Inability to demonstrate 
progress against 
National Priorities or 
Regional Outcome 
targets. 

2 5 10 
 
 

Principal and Senior 
Team members on 
range of National 
Boards and forums 
with future policy and 
skills focus. 
 
Principal is a member 
of three Government 
National Boards 
relating to Curriculum. 
 
External stakeholder 
engagement with 
schools, employers, 
SDS and industry 
agencies and other 
Colleges/Universities  
to inform needs based 
planning. 
 
Annual portfolio review 
utilising Regional Skills 
Assessments and 
Investment Plans from 
SDS and LMI 
 
Closely aligned with 
priorities in West 
Lothian’s CPP Single 
Outcome Agreement 
 
Agreed targets in ROA 
and aligned to KPI’s  

Portfolio review 
undertaken for 
2017/18 
 
 
 
 
 
Enrolment at 42,712 
and being revised 
upward year-end 
target 43,499. 
Withdrawals of 295  
 
School recruitment 
below target, action 
planning with schools 
and SDS being 
undertaken.  
 
 
SFC have identified 
priority groups to 
inform 2017/18 
planning  
 
Significant 
consultation with 
internal and external 
stakeholders 
undertaken which 
informed the Opening 
Doors Plan. 

2 3 6 
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Risk Register 2016-2017 Gross Risk   Current Risk 
Key Risk  2 
 
Senior Lead:GH 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update January 
2017 
 

Likelihood Impact  Risk  
Rating 

Widening 
Access and 
Learner 
Attainment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Poor full and part time 
learner recruitment 
procedures which fail 
to target 
disadvantaged 
students and also 
result in inappropriate 
enrolments on to 
courses. 
 
Poor retention 
strategies resulting in 
early withdrawal from 
programmes. 
 
Poor quality learning 
and teaching and 
assessment 
experiences resulting 
in further withdrawals 
and low attainment. 
 
Low attainment 
resulting in poor 
progression to higher 
level study or 
employment. 
 
 

5 5 25 
 
 

Marketing campaign to 
meet targets 
 
Programme 
information and 
guidance strategy to 
match enquiries with 
appropriate choices 
 
Implement recruitment 
to enrolment 
processes with 
standards for response 
times, interviews and 
offers of place. 
 
Early and on-going 
support strategy 
provided in situ for 
enrolled learners 
 
Improve learning and 
teaching through team 
teaching, open plan 
teaching and 
participation in other 
classes across college 
 
Evidence based self- 
evaluation using 
learner feedback 
through new Student 
Association model and 

Schools prospectus 
launched. Action 
planning with schools  
 
 
 
ELS engaged with all 
NC groups bypassing 
the need for referrals 
and supporting core 
skills development. 
 
Guidance reports 295 
full time withdrawals 
up from 256 this time 
last year.  
 
Student Support 
Officer following up 
attendance issues to 
offer support 
MIS have captured 
data on “at risk” 
students- support 
being offered  
Bursaries following up 
on attendance 
promptly. 
Poor PIs in some 
areas (2015/16) 
increase in partial 
success. Current risk 
upgraded 

5 4 20 
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KPI trends analysis to 
inform improvements 
 
Improve management 
information to assist 
planning of appropriate 
interventions 

 
 
 
Some teams reporting 
“open Door” teaching 
practice  
 
Draft review of ELS 
provided in 
2015/2016 and 
impact on attainment 
underway 
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Risk Register 2016-2017 Gross Risk   Current Risk 
Key Risk  3 
 
Senior Lead: 
JM 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update January 
2017 

Likelihood Impact  Risk  
Rating 

Recruiting, 
Retaining and 
Developing 
High 
Performing 
Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Failure to attract high 
quality staff to the 
college resulting in poor 
quality delivery and 
service. 
 
Reactive approach to 
vacancies with no future 
planning 
 
Inadequate induction 
and development 
programme for staff  
 
Staff skills out of date to 
meet industry and 
College business needs 
 
High levels of absence 
and grievances/ 
disciplinary cases 
diminishing productivity 
 
Impact at local level of 
any National Bargaining 
arrangements 

5 5 25 
 
 

New recruitment 
processes to be in 
place for 2016/2017 
 
Workforce Planning 
document to be 
implemented and 
include succession 
planning, talent 
development and 
performance 
management 
 
 
Review and devise a 
process for Staff Skills 
updating  
 
Implement all 
appropriate HR 
Policies and 
Procedures for pro-
active and positive 
people management  
 
Local JNCC 
arrangements to link to 
National NJNCC. 
 

Recruitment and 
selection processes 
updated for improved 
candidate 
attraction/experience   
 
Some Centres 
reporting recruitment 
difficulties.  Improved 
recruitment through 
use of the 
myjobscotland portal. 
 
Increase in sick 
absence for the 
quarter ended 
December 2016.  
Return to work 
interviews being held 
and HR Business 
Partners working with 
Managers. 
 
HR people 
management 
coaching sessions 
held with Managers.   
 
Lower than expected 
engagement in 
professional 
development in some 
Centres.  Being 
addressed by 

3 4 12 
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Managers. 
 
Succession planning 
meetings with 
Centres/depts. 
completed.  
 
Support Staff pay 
offer accepted.   EIS 
negotiations on terms 
and conditions and 
implementation of 
new pay scales 
ongoing.   
 
Induction process to 
be reviewed during 
2016-17 in light of 
feedback from staff. 
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Risk Register 2016-2017 Gross Risk   Current Risk 
Key Risk  4 
 
Senior 
Lead:GH 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update January 2017 Likelihood Impact  Risk  
Rating 

Meeting Legal 
and Statutory 
Needs and 
Requirements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Failure to implement 
legislative requirements 
and robust internal 
controls and procedures 
which may therefore 
expose the Board and 
College to reputational 
damage, financial 
liabilities, claims and 
prosecution. 
 
 
• Post Education 

(Scotland) Act 2013 
• Equalities Act 
• Employment Law 
• Health and Safety 

Legislation  
• Procurement Law  
• Carbon Reduction 

Targets 
• Data Protection 
 
 

4 5 20 
 
 

 Post Education 
(Scotland) Act 
compliance through 
high levels of 
Governance supported 
by the Secretary to the 
Board 
 
College Equalities 
Committee/responsible 
for Equalities 
Mainstreaming Report 
and action plans 
 
Fully qualified HR team 
and external 
Employment Lawyer 
contracted 
 
Health and Safety 
Committee, Policy and 
Procedures in place 
supported by Health 
and Safety Officer. 
 
Business Continuity 
Plans in place 
 
Comprehensive 
insurance cover in 
place 
 
Data Management 
Policy and Procedure 

 
Review of governance 
undertaken 
 
 
 
 
 
 
Consultation on 
equalities activities 
planned.  
 
 
 
HR business partner 
bi-monthly meetings 
with Centres/depts.  
 
Health & Safety Officer 
post recruited. 
 
Permission to develop 
parking submitted. 
 
Inappropriate parking 
causing H&S risk 
 
 

3 4 12 
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in place 
New procurement 
officer appointed and 
college membership of 
APUC 
 
Carbon baseline plan 
in place with reduction 
targets to be 
implemented and 
monitored  

 

Risk Register 2016-2017 Gross Risk   Current Risk 
Key Risk  5 
 
Senior Lead: JM 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update January 2017 Likelihood Impact  Risk  
Rating 

Ensuring 
Financial 
Sustainability  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Budget planning 
process poorly 
informed and costed 
with subsequent 
delivery of curriculum 
and targets 
unaffordable 
 
Enrolment and activity 
targets not met leading 
to reduction in fees 
and grant in aid 
clawback 
 
Commercial targets 
not achieved reducing 
college surplus for 
investment in learner 
resources 
 
Unable to meet 

5 5 25 
 
 

Robust Annual 
Curriculum and 
Budgeting planning 
processes aligned 
 
Enrolment and activity 
targets monitored on 
regular basis 
 
Action planning mid- 
year to ensure 
achievement of activity 
target 
 
Annual Commercial 
Plan to meet target 
surplus 
 
Monthly Management 
Accounts reported to 
Senior Team 

Latest Management 
Accounts show the 
College to be on target 
to deliver on its agreed 
Budget.   
 
Commercial Plan 
ahead of target. 
 
FY 2017 forecast is to 
be on target.   
 
Enrolment targets have 
been met with some 
adjustment to part time 
provision to 
compensate for 
cancelled classes. 
 
Attainment PIs not met 
in 2015-16. Curriculum 

2 4 8 
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Scottish Government 
requirement to break-
even on a Fiscal Year 
basis 
 
Insufficient student 
support funds to meet 
demand resulting in 
college liability 
 
Staff overspend due to 
high levels of absence 
 
 
National Pay 
Agreements 
unaffordable 
 
Failure to adhere to 
Finance Regulations 
and Policies exposing 
the college to negative 
consequences 
 
 

 
Investment Committee 
to prioritise spend on 
learner resources 
Systems Strategy 
Group to develop 
procurement plan for all 
ICT/ systems 
development spend 
 
Quarterly & Annual 
Resource Returns 
reported to SFC 
 
SFC In year 
Redistribution for 
student funds 
 
 
Absence management 
process and new OH 
service in place and 
supported by HR  
 
New Employer 
Association established 
to inform negotiations. 
 
Management training 
provided on Financial 
Regulations and 
policies 

Plan review currently 
being undertaken.  
 
Management training 
on Financial 
Regulations and 
budget monitoring 
undertaken. 
 
College received its full 
student funds bid from 
the in-year 
redistribution exercise. 
 
UNISON pay offer 
accepted.  Discussions 
ongoing regarding 
holiday entitlement. 
Pay Offer for FY 2016-
17 still to be agreed 
with EIS/UNISON.  .   
EIS negotiations on 
terms and conditions 
and implementation of 
new payscales ongoing 
but will be significant 
cost to the college 
unless efficiency gains 
are agreed.  
 
Absence management 
process improved to 
address absence and 
other staffing issues in 
areas of the College. 
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Risk Assessment and Evaluation  
 

 
Risk Classification Matrix 
 
1  Insignificant 
2  Minor 
3  Significant 
4  Major 
5  Catastrophic 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

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) 

 



Health and Safety Annual Report 
 
 

                             
 

 

 

 
 

  
 
 

 
 Health and Safety Annual Report  

 
         

 
 

   

 
 

       
  Author: Paula White, Facilities Manager 

Date: January 2017

Agenda Item 17.08 

Paper 7 

9 March 2017 



Health and Safety Annual Report 
2 

 

Introduction 
 
The Annual Health and Safety Report gives an overview of the College’s Health and  
Safety performance for 2016 analysing information that was previously reported to the 
Audit Committee from January to September as well as the latest data collated during 
the months from October to December. 
 
During 2016 the College Health and Safety Officer post was vacant for some months; in 
November this position was filled by Emily Purdie who has many years’ experience in 
similar roles as well as being a qualified Auditor. Emily is currently reviewing all the 
College’s procedures, risk assessments and activities to understand and improve our 
Health and Safety Management Systems.  Emily is also undertaking an audit of the 
College and the outcome from this will be provided to the Committee in June 2017. 
 
 
Health and Safety Data Analysis Report for 2016 

 
Accidents, Incidents and Investigations 
 
The College is required by statute to record and maintain records of work-related 
accidents and incidents.  Certain work-related injuries, cases of disease and near 
misses must be reported to the Health and Safety Executive (HSE). During the course 
of the last year we have developed a system to record and monitor reported accident 
and incident data. We continue to work with staff and students in order to improve their 
understanding of the relevance of near misses and the need to report these. 
 
Throughout the course of the year a total of 75 accidents or incidents were reported by 
first aid staff. Between October and December there were 30, as opposed to 18 in the 
same period in 2015. None were sufficiently serious to be reported to the HSE. 
 
Accidents and incidents that have been reported are categorise by the following types: 

 

 
2016 Accidents/Incidents   

  Jan - Mar Apr - June July - Sept Oct - Dec TOTAL 
Sports 3 2 3 0 8 
Slips, Trips and Falls 3 3 1 4 11 
Handling ( cuts, burns 
etc ) 3 6 2 11 22 
Struck by 
Equip/Object/Vehicle 2 0 0 1 3 
Illness 4 2 4 9 19 
Chemical/Substance 0 0 0 0 0 
Contact with electricity   1 0 0 1 
Violence 0 0 0 0 0 
Accidents outwith 
College   3 3 2 8 
Other     0 3 3 
TOTAL 15 17 13 30 75 
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As each report is received the Health and Safety Officer carries out an investigation   
to determine if corrective action is required and ensure any necessary improvements 
are put in place. During October to December the following investigations were carried 
out as a result of accident reporting: 

 
The details of the reported accidents are as follows: 

 
 Date: 2016 Details Action 

1 07/10/2016 Student cut thumb when sawing 
wood.  Fainted when saw 
blood.  Rested in FA room for 
short time. 

Spoke with lecturer who 
assures us that the student had 
been trained in use of the saw 
and that this was an accident. 
He has spoken with the student 
concerned and feels no further 
action is required. 

2 11/10/2016 Student touched hot tong with 
thumb. 

Student accidentally touched 
the hot rod, no further action 
required. 

3 12/10/2016 Student fell off chair and hurt 
back.  Refused first aid.  Taken 
to hospital. 

The broken chair was removed 
and replaced. No previous 
report of any chair being 
damaged in this room. 

4 14/10/2016 Student had a bump when go-
karting, felt dizzy and was 
attended to by facilities first 
aider. 

A College first aider also 
checked the student and felt 
happy with sending them home 
as they stayed locally.  

5 14/10/2016 Student had a bump when go-
karting, felt dizzy and was 
attended to by facilities first 
aider. 

As above, with no further action 
required. 

6 19/10/2016 Staff member fell over coat 
stand which was sticking out at 
entrance to staff room.   

Coat stand moved to corner of 
room. 

7 31/10/2016 Student felt unwell, history of 
panic attacks and low blood 
pressure.    

Lecturer assures us that this is 
not a new situation and that the 
student is attending the GP for 
treatment. 

8 31/10/16 Staff member feeling dizzy and 
unsteady on feet.   Other staff 
were concerned due to existing 
health condition.     

Lecturer went to hospital for a 
check-up, no further treatment 
was given. 

9 03/11/2016 Student caught fingers in 
access doors at sports hall.   
Middle finger had a deep cut 
below the nail.   

No further treatment to student. 
Doors checked, no 
maintenance required. 

10 03/11/2016 Student felt lightheaded, 
nauseous and clammy.    

No further action required. 

11 09/11/2016 Student received a shock from 
straighteners. 

Equipment was checked with 
no issues found. Suspect it to 
be a static shock. 



Health and Safety Annual Report 
4 

 

12 14/11/2016 Student cut finger on left hand 
with knife in the kitchen. 

Spoke with lecturer, student is 
fine. No further action required. 

13 22/11/2016 A student had a pain to central 
chest area.     

Student sought medical 
attention. 

14 23/11/2016 Student suffered a seizure.   Student has history of seizures 
and a care plan is in place. 
Staff and first aiders aware of 
procedure. 

15 23/11/2016 Student cut finger when slicing 
onion.    

Spoke with lecturer who 
assured us no further action 
required. 

16 05/12/2016 Student received a minor cut to 
fingertip with scissors.  

Students have started cutting in 
their curriculum and this is the 
first day using the scissors. 

17 05/12/2016 Student received a graze to 
skin between 2 fingers using 
scissors.   

Students have started cutting in 
their curriculum and this is the 
first day using the scissors. 

18 06/12/2016 Staff member fainted. Staff member fainted and legs 
were raised until felt better.  
The staff member has a history 
of occasionally fainting.  

19 06/12/2016 Student suffered a seizure.   Student has history of seizure 
and a care plan in place and 
staff and first aiders aware of 
procedure. 

20 06/12/2016 Staff member was struck by a 
whiteboard which collapsed 
while being used by lecturer. 

This did not result in an injury 
but is a near miss.   

21 08/12/2016 Student cut hand using a chisel.      Student has been trained, this 
was an accident with no further 
action required. 

22 08/12/2016 Student suffered a seizure.   Student has history of seizures 
and a care plan is in place. 
Staff and first aiders aware of 
procedure. 

23 13/12/2016 Student cut finger with scissors.    Students learning new 
technique and cut her finger 
using new scissors. No further 
action required. 

24 13/12/2016 Student cut finger with scissors.    As above, with no further action 
required. 

25 13/12/2016 Staff member tripped over 
whiteboard leg and landed on 
left knee.      

Member of staff tripped over a 
whiteboard foot which stuck out 
more than expected, checked 
she was ok didn’t want any first 
aid.  

26 15/12/2016 Staff member cut hand while 
cutting coconut.    

Slip of the knife first aid given. 
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27 15/12/2016 Student suffered two seizures.   
Bumped head during 1st 
seizure came round after 9 
minutes ice pack applied to 
bump.   

Student has history of seizures 
and a care plan in place. Staff 
and first aiders are aware of the 
procedure and the need to 
update it if required. 

28 15/12/2016 Bread dough mixing machine 
left unattended and fell onto 
floor causing damage to the 
mixer and table. 

This is an accident as damage 
was caused to the equipment. 
The machine was taken out of 
operation and a new mixer has 
been purchased and bolted to 
table after approval was gained 
from the manufacturers to 
ensure safe to do so and 
manufactures warranty still 
applies. 

29 15/12/2016 Student hit their head on 4 
poster ramp in Motor Vehicle. 

Spoke with lecturer, the student 
was not looking where he was 
going at the time. No further 
action is required. 

30 16/12/2016 Staff member slipped on wet 
floor  

Spoke with a staff member who 
witnessed accident. The floor 
had just been cleaned, there 
were sufficient signs on display. 
The member of staff was 
rushing, he also wasn’t wearing 
safety footwear. At the time he 
was an agency member of staff, 
he is now permanent and has 
suitable safety shoes 

 
 
Trend Analysis of Data 
 
Looking at the data collected over the last four years it looks as through our statistics 
have increased quite dramatically over the last two years. It is felt that this is more to do 
with the fact that we are driving the need for accidents and incidents to be reported and 
recorded rather than indicating health and safety concerns.  
 
Our trend analysis does not highlight areas of significant concerns; it does show us 
areas where students need reminded about the use of sharp items such as knives or 
tools specific to the trade they are learning. One of the highest rating categories is 
illness, which is often as a result of external factors that the College has no control over. 
 
The fact investigations are being carried out assures us that there are no outstanding 
actions for the College to take. 
 
The following graph details the accident and incident categories we are recording 
showing the trends over the last four years. 
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Accident Categories/Trend Analysis from 2013 to 2016. 
 
 

Health and Safety Management  
 

Health and Safety is recognised across the College as everyone’s responsibility. The 
College’s Health and Safety and Environment Committee consist of a variety of cross-
College staff including union and student representation. The Committee aims to 
make improvements in the workplace and enhance the communication to all 
stakeholders. Minutes of meetings are readily available on the College’s intranet 
system. 
 

  
Health, Safety and Environment Committee  
Last HS&E Committee meeting was held on 16 November 2016 
Minutes from meeting have been posted on 
Serengeti 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting schedules for 15 February 2017 
 

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 
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Risk assessment 

 
A series of generic risk assessments were written by the previous Health and Safety 
Officer prior to him leaving. During the course of the year staff produced risk 
assessments based on this format and their own experiences. Again this whole process 
will be reviewed by the new Health and Safety Officer. 
 
All generic risk assessments are available on Serengeti. Each area has a risk register 
of all current risk assessments for their area. 

 
 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date August 2017 

 
In November a full Fire Audit was carried out by the Scottish Fire Service. With the 
exception of a few minor suggestions no actions were detailed for the College. 

 
Policies and Procedures 
 
The Health and Safety Policy is up-to-date. As noted in the last quarterly report a  
number of procedures do need to be reviewed. It was agreed that this process would be 
complete by April 2017 to allow Emily time to fully understand the working of the 
College. An initial look at these documents led to meetings with key people to consider 
any areas which clarification was required in order to be satisfied that procedures as 
they stand are fit for purpose until a full review is complete. 
 
The current position of all documents is as follows: 

 
 

Health and Safety Policy  
Policy Statement approved by Mhairi Harrington 
Next Review date April 17 
Responsibilities currently unassigned 0 
Health and safety Procedures Review Date  
Accident / Incident reporting May 2017 
Lone Working January 2017 
Inspection and Auditing January 2017 
Emergency Evacuation  February 2017 
Work Placement May 2017 
Health and Safety Training June 2016 
Day Trip, Overseas and Residential August 2016 
COSHH August 2016 
First Aid August 2016 
Lock out / Tag out September 2017 
Noise at Work August 2017 
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Scheduled events 
 
Six Health, Safety and Environment Committee meetings were scheduled and took 
place during the last twelve months. Six emergency evacuation drills have taken place 
in the last twelve months. Three were scheduled to take place during office hours and 
three in the evening. Due to the post of Health and Safety Office being vacant for many 
months no full College inspections were carried out after February of 2016. 
 
 
Safety Inspections 
 
Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) October 2016 
Last emergency evacuation drill (evening) October 2016 
Next emergency evacuation drill (daytime) February 2017 
Next emergency evacuation drill (evening) February 2017 

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

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

 
Please refer to Appendix 1 to see the full list of Statutory Compliance testing carried out 
in 2016.  
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Display Screen Equipment 
 
The Health and Safety and Environment Committee agreed to continue with the  
Workrite DSE online self-assessment tool despite having issues trying to get  
staff to commit the time to complete this process. Along with the Facilities Manager a  
member of the helpdesk team was identified as systems administrators to archive all 
data and upload current staff information from the HR Chris21 system. In September all 
staff were issued a new invite from the system asking them to complete the 
assessment. The system now automatically sends reminder e mails to staff after 14 
days; after a further 20 days an e mail is directed to the line manager who is expected 
to liaise with the staff member to ensure compliance. The final stage is a report to the 
Facilities Manager who will work with the line manager to ensure compliance. By the 
end of the year the only staff who still had assessments to complete were new staff to 
the College. 

 
 
Training 
 
The previous Health and Safety Officer had distributed training information to all 
College managers to obtain training needs. The training listed included certified IOSH 
training to all of the College Team. Other, bespoke training identified included Lone 
Working, Organising an Excursion, Student placement and Stress awareness. While 
this information was relevant at the time it is felt that the new Health and Safety Officer 
should take this forward to gain a full understanding of the staff needs. Given Emily is 
new in post it has agreed that this will be complete by June 2017 with a view to having 
a training plan in place for the new academic year. 
 
 
Changes to Legislation/Guidance 
 
There have been no significant changes in 2016 which would have affected the health 
and safety management at the College. The passing of the Trade Union Bill, the 
Mesothelioma (Amendment) (No2) Bill and the introduction of the Lift Safety Directive 
2014/33/EU will have had an impact on health and safety for contractors carrying out 
works within the College; this will be reflected in their health and safety documentation. 
 
The HSE have issued or amended guidance recently on the following topics: 
 
• Legionellosis (endorsed guidance from the Water Management Society) 
• Reducing the risk of musculoskeletal disorders in cleaners 
• PPE 
• Worker involvement 
• Working at height when window cleaning 
• Safety notice: Barrier Glands – use of barrier glands in potentially explosive 

atmospheres. 
• CD278 Freight Containers amended guidance 
• CDM 2015 & the entertainment industry amended guidance 
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Consultations 
 
During 2016 there were no health and safety-related public consultations which relate to 
the work of the College. 
 
 
Summary 

 
The College recognises that we have a duty to protect the health, safety and welfare of 
our employees and other people who might be affected by our business. The content of 
this report demonstrates the College’s commitment and understanding of our 
responsibilities to effectively control any risks to injury or health that arose throughout 
the course of 2016. 
 
During 2017 all policies and procedures will be reviewed by the new Health and Safety 
Officer and a full College audit will be completed early in the first half of 2017. This 
information and the implementation of a good training programme will further raise 
awareness of our responsibilities, leading to a positive safety culture across the 
College. 
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 Appendix 1 
Statutory Compliance Testing 

 
Statutory Compliance Testing Date of last 

check 
Date of next 
check 

Air conditioning maintenance October 2016 April 2017 
Automatic door servicing November 2016 May 2017 
Boiler (gas, coal, oil) servicing and flue 
extraction 

October 2016 April 2017 

Dust extraction October 2016 October 2017 
Emergency lighting maintenance January 2017 February 2017 
Extract fan/canopy cleaning, testing & 
sterilising 

July 2016 July 2017 

Fire alarm maintenance November 2016 May 2017 
Firefighting equipment testing (incl. sprinkler 
system) 

October 2016 October 2017 

Fixed electric installation testing July 2016 July 2017 
Fume cupboard testing   
Gas installation testing October 2016 October 2017 
Hoist testing September 

2016 
September 
2017 

Intruder alarms November 2016 May 2017 
Lift Maintenance April  October  
Portable Electrical Equipment December 2016 February 2017 
Uninterrupted electric power supply 
maintenance 

August 2016 August 2017 

Water hygiene inspection and monitoring 
(Legionella) 

January 2017 February 2017 
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College Key Performance Indicators 2016-17 
 
The attached paper shows the College’s Key Financial and Non-Financial 
Performance Indicators for the period 2013-14 to 2016-17.  The Key Financial 
Performance Indicators provide a forecast for the year ended 31 July 2017 
and for the 6 month period ended 31 January 2017. 
 
The Committee is reminded that whilst the Non-Financial indicators cover an 
academic year, the Financial Indicators only cover an academic year in 2015-
16 and 2016-17-2013-14 and 2014-15 cover an 8 month period and 16 month 
period respectively. 
 
In addition, and for benchmarking purposes, Financial KPIs have been 
obtained from Borders College, Dumfries & Galloway College and Forth 
Valley College for the 8 month period ended 31 March 2014 and the 16 month 
period 31 July 2015.  Benchmarking data for 2015-16 will be provided for the 
June 2017 meeting of the Audit Committee. 
 
 
Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Assistant Principal, Curriculum Support & Finance 
9 March 2017 
 
 
 



West Lothian College -Key Financial Performance Indicators 2016-17

Target Forecast outturn Forecast Actual Actual Actual Comments Actions

2016-17

For the year 
ended 31 July 

2017

For the 6 months 
ended 31 

January 2017

For the year 
ended 31 July 

2016

16 month period 
ended 31 July 

2015

8 month period 
ended 31 March 

2014

College Surplus (£'000) 86 386 765 41 492 (39)
Ahead of target due to additional fees income from part time 
provision and articulation students as well as salary cost 
savings largely due to the gap in the recruitment of vacancies 

None

Operating Surplus (£'000) (556) (374) 774 (1,891) 76 (264)
Ahead of target due to additional fees income from part time 
provision and articulation students as well as salary cost 
savings largely due to the gap in the recruitment of vacancies 

None

Non SFC Income as % of total income 28% 28% 34% 31% 29% 28% On target None

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

27% 32% 33% 28.0% 29.0% 28%
Ahead of target due additional MA income and staff cost 
savings from the replacement Business & Growth post and the 
closure of the Children's Panel Inverness Office

None

Staff costs as % of total income (excludes exceptional costs) 67% 65% 68% 67% 61%* 64% Below target due to the gap in the recruitment of vacancies None

Ratio of Current Assets to Current Liabilities 0.6: 1 0.8: 1 1.1: 1 0.5 :1 0.7: 1 0.9: 1 Above target due to improved trading position None

Days Cash to Total Expenditure 9 16 89 14 8 105 Above target due to improved trading position None

* Excludes £1.6m income adjustment following revaluation

Borders Forth Valley West Lothian
Dumfries & 
Galloway

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

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

Ratio of Current Assets to Current Liabilities 2.35: 1 01:01 0.7: 1 1.31: 1

Days Cash to Total Expenditure 90 14 8 60

Borders Forth Valley West Lothian
Dumfries & 
Galloway

Non SFC Income as % of total income 28% 28% 28% 21%

Staff costs as % of total income (excludes exceptional costs) 64% 61% 64% 56%

Ratio of Current Assets to Current Liabilities 1.88: 1 1.00: 1 0.9: 1 1.27: 1

Days Cash to Total Expenditure 81 12 105 49

2013-14 (8 months)

2014-15 (16 months)



Key Performance Indicators   2014 - 2017
Learner Performance

West Lothian College 2014/15 2015/16 2016/17 2016/17
Actual  Actual Target Actual

Activity  WSUMS 53,665 44,390 Activity Credits 43,499

Full Time FE Programmes Full Time FE Programmes
Early Withdrawal 8% 8% Early Withdrawal below 8%
Further Withdrawal 18% 19% Further Withdrawal below 18%
Partial Success 10% 9% Partial Success below 10%
Completed Successfully 64% 64% Completed Successfully 68%

Full Time HE Programmes Full Time HE Programmes
Early Withdrawal 8% 5% Early Withdrawal below 8%
Further Withdrawal 10% 12% Further Withdrawal below 10%
Partial Success 11% 14% Partial Success below 11%
Completed Successfully 71% 70% Completed Successfully 75%

Part Time FE Programmes Part Time FE Programmes
Early Withdrawal 1% 2% Early Withdrawal below 1%
Further Withdrawal 3% 4% Further Withdrawal below 4%
Partial Success 22% 24% Partial Success below 20%
Completed Successfully 75% 71% Completed Successfully 78%

Part Time HE Programmes Part Time HE Programmes
Early Withdrawal 4% 2% Early Withdrawal below 3%
Further Withdrawal 2% 4% Further Withdrawal below 2%
Partial Success 21% 28% Partial Success below 21%
Completed Successfully 74% 66% Completed Successfully 78%
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Audit Committee 
 
Self-Evaluation of Committee 
 
Background 
 
The annual self-evaluation of committees is due within this Committee cycle. 
Questions for the Committee to consider are included in the paper attached. These 
are the same questions as considered in 2016. 
 
Action points will be taken forward as part of the Committee’s forward agenda, and 
will also be fed into to the effectiveness review that is currently underway. 
 
Members of the Committee may find it helpful to refer to the relevant guidance from 
the Code of Good Governance when preparing for the section; the sections on a) 
risk b) audit are included in the papers. 
 
A note of the action points agreed last year, and action taken, is attached for 
information. A copy of the Committee’s Terms of Reference is also included in the 
papers for ease of reference. 
 
 
 
Joanna Paterson 
Secretary to the Board of Governors  
9 March 2017 
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Audit Committee Self-Evaluation March 2017 

 

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

 
Yes / No 
Comments / evidence in support of this: 
 
 
 
 
 
 
Areas for action and improvement: 
 
 
 
 
 
 
 
2 The Committee provides a constructive challenge to the principal and 

executive team and holds them to account.  
 
Yes / No 
Comments / evidence in support of this: 
 
 
 
 
 
 
Areas for action and improvement: 
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3 The Committee has the appropriate balance of skills, experience, 

independence and knowledge of the college to enable them to discharge 
their respective duties and responsibilities effectively.  

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

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

 
Yes / No 
Comments / evidence in support of this: 
 
 
 
 
 
 
Areas for action and improvement: 
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5 There is effective reporting and two way communication between the 

Committee and the Board.  

Yes / No 
Comments / evidence in support of this: 
 
 
 
 
 
 
Areas for action and improvement: 
 
 
 
 
 
 
6 The Committee has a clearly stated remit, which it keeps under regular 

review. 
 
Yes / No 
Comments / evidence in support of this: 
 
 
 
 
 
 
Areas for action and improvement: 
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7 To what extent has the Committee fulfilled its remit over the last twelve 

months? What, if anything, should we do differently to ensure we fulfil this 
remit in the year ahead? 

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

Board of Governors 
Audit Committee 
 
Terms of Reference 
 
1 The Board has established an Audit Committee as a Committee of the Board to 

support them in their responsibilities for issues of risk, control and governance 
and associated assurance through a process of constructive challenge. 

 
MEMBERSHIP 
 
2 The members of the Audit Committee and its Chair are appointed by the Board 

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

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

a member of the Committee. 
 
REPORTING 
 
4 The Audit Committee will formally report to the Board after each meeting. A copy 

of the minutes of the meeting will be the basis of the report. 
 
5 The Audit Committee will provide the Board with an Annual Report, timed to 

support finalisation of the accounts and the governance statement, summarising 
its conclusions from the work it has done during the year. 

 
RESPONSIBILITIES 
 
6 The Audit Committee will advise the Board on: 
 

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

 
b. the accounting policies, the accounts, and the annual report of the college, 

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

d. the adequacy of management response to issues identified by audit activity, 
including external audit's management letter/report; 

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

 
f. assurances relating to the corporate governance requirements for the 

organisation; 
 

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

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

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

other organisations. 
 
8 The Committee will ensure that the college has systems and procedures to 

achieve value for money and is economical, efficient and effective in its use of 
public funding – this may require identifying specific value for money studies. 

 
9 The Committee will provide assurances to the Board that the College has in place 

appropriate policies and procedures to promote and safeguard the health and 
safety of staff, students and all stakeholders and satisfies current legislation. 

 
10 The Audit Committee will also periodically review its own effectiveness and report 

the results of that review to the Board. 
 
RIGHTS 
 
11 The Audit Committee may: 
 

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

 
b. procure specialist ad-hoc advice at the expense of the organisation, subject 

to budgets agreed by the Board. 
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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: 
 

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: 
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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; 
 
c. Internal Audit's Annual Opinion and Report; 
 

d. the draft annual financial statements; 
 
e. External Audit's management letter/report; 

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

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

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

Update on actions from March 2016 self-evaluation 

ACTION: It would be helpful to be aware of best practice elsewhere in the sector, 
and the Internal Auditors should be asked for any examples that could be shared 
(Board Secretary). 
 
The advice from the auditors was that the work of the Committee was very much in 
line with best practice elsewhere in the sector.  One minor improvement was made 
following the discussion, to include reference to Audit Scotland national study reports 
within the agendas, in particular with relation to good practice ‘prompt’ questions 
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