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Agenda Item 17.16

Paper 1

West Lothian College

6 June 2017

Audit Committee

Draft minute of Meeting of the Audit Committee held on Thursday 9 March 2017 at
9.30am in the Barbour Suite.

Present: Graham Hope (Chair)

Simon Ashpool
Sue Cook
Norman Ross

In attendance: Jennifer McLaren (Assistant Principal, Curriculum Support &

17.01

17.02

17.03

17.04

Finance)

George Hotchkiss (Assistant Principal, Curriculum & Innovation)
Paula White (Facilities Manager, Item 17.08)

David Eardley (Scott-Moncrieff, Internal Auditors)

Joanna Paterson (Board Secretary)

Welcome/Apologies

The Chair welcomed everyone to the meeting. Apologies were noted from
Mhairi Harrington.

It was noted that Cynthia Guthrie had stepped down from the Board and the
Committee agreed to note with appreciation the contribution that she had
made to the work of the Committee over many years, in particular in the area
of Health and Safety reporting.

Declarations of Interest

Graham Hope declared a financial interest in item 17.05 (i), the Internal Audit
report on financial systems, in relation to the shared services agreement with
West Lothian Council for payroll administration. It was agreed that he would
withdraw during consideration of this item, with Sue Cook to stand in as Chair.
There were no other declarations of interest.

Minute of Meeting of 1 December 2016

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

Matters Arising from Minute of Meeting of 1 December 2016

Members noted paper 2 detailing actions duly completed following the
meeting of 1 December 2016. There were no other matters arising.
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17.05 Internal Audit Reports
i) Financial Systems

Graham Hope withdrew from the meeting for consideration of this item,
having declared a financial interest. This part of the meeting was chaired
by Sue Cook.

David Eardley presented the findings from the Internal Audit review of
financial systems, covering controls surrounding both purchasing and
creditors, and payroll and expenses.

The report indicated that the College has a range of effective controls in
place and highlighted areas of good practice as well as areas where
existing controls could be improved.

It was noted that one control procedure, relating to supplier bank details
amendments, had been assessed as red given the risk of invalid or
fraudulent creditor details being added into the system. It was noted that
management action had already been taken to require secondary
authorisations of supplier bank detail amendments.

The report had noted that final payroll payment authorisations were being
signed off retrospectively. The HR Shared Service Agreement with West
Lothian Council had been reviewed and the College’s HR Team had
reviewed internal procedures and timescales to ensure that the
appropriate review and approval takes place prior to payroll payment
taking place.

It was noted that current arrangements for off-payroll adjustments for
HMRC (in relation to Statutory Maternity Pay Recovery for example)
included manual adjustments and could be made more efficient. It was
noted that current arrangements will be discussed with the Council to
identify ways to achieve this.

It was noted that payroll arrangements with the Council were based on a
shared services arrangement rather than a Service Level Agreement and
that the final report should be adjusted to reflect that.

Action 1: Internal Auditors

i) Risk Assessments — Internal Audit Plan 2014-2017

Assistant Principal, Curriculum Support and Finance, introduced paper 4
providing an update as requested on the Internal Audit Plan.
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The Committee noted the further detail on those potentially auditable
areas in the Internal Audit Plan that were not highlighted as an area of risk,
often because there were other controls or external assurance systems in
place. It was agreed that it was helpful to see this supplementary detalil
and the Committee agreed to note the report.

17.06 College Audit Rolling Action Plan

Assistant Principal, Curriculum Support and Finance, introduced paper 5
showing progress in implementing recommendations previously agreed.

In relation to Workforce Management, it was noted that several key policies
were now within the scope of National Bargaining. Policies outwith that scope
would be reviewed during 2016-17.

In relation to IT Shared Services and Business Continuity, it was noted that
server replacement was now scheduled for renewal in March. The installation
of a second line connection to mitigate against the single point of failure and
the offsite back-up solution would now be funded from the 2017-18 Capital
Allocation. .

It was noted that action on the recommendation was now correctly marked as
complete in the Action Plan, on the basis that options had been considered
and appropriate action identified.

It was agreed that, given the risks associated with this area, action through to
full implementation should continue to be monitored by the Committee, and
that progress should be reported at the next meeting.

Action 2: Assistant Principal, Curriculum Support and Finance
17.07 Strategic Risk Register February 2017 Update

Assistant Principal, Curriculum & Innovation presented paper 6, providing an
update on the Strategic Risk Register.

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 2, widening access and learner attainment, it was noted
that the risk had been escalated to very high. Final performance indicators for
2015/16 had indicated that the College had slipped below the national
average across FE and HE and fallen short of Regional Outcome Agreement
(ROA) targets.
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17.08

It was noted that following discussion at the last Board meeting one set of
targets, the existing ROA targets, had now been confirmed.

The Committee noted that an in depth analysis was being taken forward to
support the identification of actions for improvements going forward. This
would be the subject of an in depth discussion at the June meeting of the
Learning and Teaching Committee.

It was agreed that it would be helpful to include analysis from other
comparable colleges in the sector to inform this discussion. Education
Scotland should also be able to offer insights into best practice elsewhere in
the sector.

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. It was noted that following an indicative ballot, the EIS
would now be undertaking a formal ballot in support of industrial action.

Given the likelihood of industrial action over the next couple of months, the
senior team would consider potential impact on learners and risks in relation
to assessment in particular, and the scope for mitigating actions. The
Committee noted that investment continued to be made in supporting positive
relationships with trade unions within the College.

The Board Secretary advised that the Finance and General Purposes
Committee during its annual self-evaluation had asked this Committee for any
thoughts on how best to ensure Board oversight of strategic risks. It was
noted that current arrangements included: reporting on the discussion around
risk in the minutes of the meeting and associated report by the Committee
Chair to the Board; the annual report from the Committee to the Board; and
facilitated discussion at Board away days around the appetite for risk.

It was agreed that it might be helpful to supplement these arrangements by
routinely sharing the strategic risk register with the Board on a ‘for information’
basis, and that this option should be discussed with the Chair of the Board.

Action 3: Board Secretary

Health & Safety Annual Report

The Facilities Manager introduced the Health and Safety Annual Report for
2016. It was noted that this included the quarterly report for the last quarter of

the year. It was agreed that it would be helpful to separate out the two reports
before they were presented to the Board.
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Action 4: Facilities Manager

The Committee noted that the Health and Safety Officer was currently
reviewing the College’s procedures, risk assessments and activities and that a
full report on the outcome of this review would be brought to the next meeting.

It was noted that there was an increase in reported accidents compared to
previous years. Analysis indicated however that this was a result of increased
awareness and improvements in reporting arrangements.

The Committee noted that action was in hand to improve reporting of near
misses, including staff training and posters to raise awareness.

There was some discussion of ways in which incidents that might lead to acts
of physical or verbal aggression could better be reflected in the Health and
Safety reporting arrangements. It was agreed that reporting options, including
the model used by West Lothian Council, should be explored.

Action 5: Facilities Manager
17.09 College Key Performance Indicators 2016-17

Assistant Principal, Curriculum Support and Finance, introduced paper 8
showing the College’s Key Financial and Non-Financial Performance
Indicators (KPIs) for 2016-17.

Members noted the report.
17.10 Self-Evaluation of Committee

The Board Secretary introduced a paper to support the annual committee self-
evaluation exercise, including the Committee remit, action points taken
forward as a result of the last self-evaluation and the relevant sections from
the Code of Good Governance on (a) audit and (b) risk.

General issues and recommendations were noted in discussion to be fed
back both to the Board and into the Effectiveness Review that was currently
being undertaken.

In relation to Committee membership, it was agreed that it had been an
improvement to increase the number of members to five. The current vacancy
should be considered as a priority by the Nominations Committee when
looking at Committee membership again following the next round of
recruitment.

Action 6: Board Secretary
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17.11

17.12

17.13

In relation to effective reporting and two way communication with the Board, it
was agreed that it would be helpful for other members to be encouraged to sit
in on meetings to raise awareness of the work of the Committee.

This could be taken forward as part of a general commitment by Board
members to attend at least one other Committee meeting within a defined
time period. This would be reflected in Board development plans following the
outcome of the Effectiveness Review.

Action 7: Board Secretary

It was agreed that it would be helpful to circulate a note of the self-evaluation
discussion to members and invite any further comments in correspondence.

Action 8: Board Secretary

Any Other Business

It was noted that the last meeting of the Learning and Teaching Committee
had included a visit to part of the campus (the new childcare playroom
learning facility) at the start of the meeting.

It had been suggested that other Committees might want to adopt a similar
arrangement of organising one visit a year at the start of a meeting. It was
agreed, business permitting, that this should be arranged for the June
meeting of the Committee.

Action 9: Board Secretary

It was agreed that it would be useful to provide a reminder to Board members
about the arrangements for registering and declaring interests.

Action 10: Board Secretary
There were no other items of business.
Review of Meeting, Supporting Papers and Training Needs

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

Date of Next Meeting

The next meeting would take place on Thursday 8 June 2017 at 9.30am.
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Note: Graham Hope declared an interest in item 17.05(i). There were no other
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 Thursday 9 March 2017

Action 1 — Internal Auditors — Internal Audit - Financial Systems — to adjust the
report to reflect that the arrangements with the Council were based on a shared
services arrangement rather than a Service Level Agreement.

This was duly completed

Action 2 — Assistant Principal, Curriculum Support and Finance — College Audit
Rolling Plan — IT Shared Services & Business Continuity — Server Replacement
—continue to monitor this action and report progress at the next meeting.

Agenda item - Oral update.

Action 3 — Secretary to the Board — Strategic Risk February 2017 Update —to
discuss with the Chair of the Board the option of sharing the Strategic Risk Register
with the Board on a ‘for information’ basis.

Completed — this will go to the September Board, then on annual basis thereafter

Action 4 — Facilities Manager — Health & Safety Annual Report — to separate the
Annual Report from the Quarterly Report and present the two reports the Board.

Completed — the two reports went to the March Board

Action 5 — Facilities Manager — Health & Safety Annual Report — to explore
reporting options, including the model used by West Lothian Council on ways in
which incidents which might lead to acts of physical or verbal aggression, be better
reflected in the Health & Safety reporting arrangements.

Agenda Item

Action 6 — Board Secretary — Self-Evaluation of Committee — keep the vacancy
Committee vacancy on the agenda for the Nominations Committee, pending the
current round of recruitment

Ongoing

Action 7 — Board Secretary — Self Evaluation of Committee — reflect the
commitment to attend other Committees in the new Board Development Plan

Completed — the draft plan including this point will go to the Board in June
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Action 8 — Board Secretary — Self Evaluation of Committee — to circulate a note
of the self-evaluation discussion to members and invite any further comments in
correspondence.

Completed — there were no other comments

Action 9 — Board Secretary — Any Other Business — Committee Visits — to
organise one visit a year to part of the campus at the start a Committee meeting, and
to arrange the first, business permitting, in June

Completed — the action point is included in the new Committee Development Plan; a
visit will probably be arranged for the September meeting.

Action 10 — Board Secretary — Any Other Business — provide a reminder to Board
members about the arrangements for registering and declaring interests.

Completed — this will be part of the June Board agenda
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2017-18 Internal Audit Annual Plan

Following a one year extension of the College’s Internal Audit contract, Scott
Moncrieff has prepared a three-year plan which is attached to this paper. The
Committee is, however, only being asked to approve the plan for 2017-18.
The Plan takes into account the College’s risk management framework, its
strategic objectives and priorities, and the views of senior managers and the
Audit Committee.

Action

The Audit Committee is asked to approve the Internal Audit Annual Plan for
2017-18.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017
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Introduction

Internal auditing is an independent, objective assurance and consulting activity designed to add
value and improve an organisation’s operations. It helps an organisation accomplish its

objectives by bringing a systematic, disciplined approach to evaluate and improve the
effectiveness of risk management, internal control and governance processes.

\ Section 3 — Definition of Internal Auditing, Public Sector Internal Audit Standards

Scott-Moncrieff’s internal audit methodology complies fully with the Public Sector Internal Audit Standards
(PSIAS), which cover the mandatory elements of the Chartered Institute of Internal Auditors’ International
Professional Practices Framework.

Internal audit plan

PSIAS require the Chief Internal Auditor to produce a risk-based plan, which takes into account West Lothian
College’s (the College) risk management framework, its strategic objectives and priorities, and the views of
senior managers and the Audit Committee.

The objective of audit planning is to direct audit resources in the most efficient manner to provide sufficient
assurance that key risks are being managed effectively and value for money is being achieved.

This document addresses these requirements by setting out a detailed plan for 2017/18 in the context of a
three-year internal audit plan for the period 2017 to 2020.

Audit Committee action

The Audit Committee is asked to review and approve the internal audit plan (subject to any further comments it
has on this version).

The plan will remain flexible to react to the College’s emerging needs. Any changes to the plan will be agreed
with management and the Audit Committee.

scott-moncrieff.com West Lothian College °



Internal audit approach

Supporting the Governance Statement

Our internal audit plan is designed to provide the College, through the Audit Committee, with the assurance it
needs to prepare an annual Governance Statement that complies with best practice in corporate governance.
We also aim to contribute to the improvement of governance, risk management, and internal control processes
by using a systematic and disciplined evaluation approach.

Risk based internal auditing

Our internal audit methodology links internal audit activity to the organisation’s risk management framework.
The main benefit to the College is a strategic, targeted internal audit function that focuses on the key risk areas
and provides maximum value for money.

We have reviewed the College’s risk management arrangements and have confirmed that they are sufficiently
robust for us to place reliance on the risk register as one source of the information we use to inform our audit
needs assessment.

Audit needs assessment

Internal audit plans are based on an assessment of audit need. “Audit need” represents the assurance
required by the Audit Committee from internal audit that the control systems established to manage and
mitigate the key inherent risks are adequate and operating effectively. The objective of the audit needs
assessment is therefore to identify these key controls systems and determine the internal audit resource
required to provide assurance on their effectiveness.

Our audit needs assessment takes both a top-down and bottom-up approach followed by a reasonableness
check. The top-down approach involves identifying the areas of highest inherent risk and the control systems
in place to manage those risks. The bottom-up approach involves defining the College’s audit universe
(potential auditable areas) and covering all systems on a cyclical basis in line with their relative risk and
significance. The reasonableness check involves us using our experience of similar organisations, together
with discussions with other internal auditors, to ensure that all key risk areas and systems have been
considered and the resulting internal audit plan seems appropriate.

Our audit needs assessment involved the following activities:

e Reviewing risk registers;

e Reviewing strategic and operational plans;

e Reviewing previous internal audit reports;

¢ Reviewing external audit reports and plans;

e Reviewing the website and internal policies and procedures; and

e Discussions with the Senior Team and the Audit Committee, including a detailed scoping meeting with
input from the Assistant Principals in the College.

The audit needs assessment is revised on an on-going basis (at least annually) to take account of any changes
in the College’s risk profile. Any changes to the internal audit plan are approved by the Audit Committee.

e West Lothian College scott-moncrieff.com



Liaison with external audit

We seek to complement the areas being covered by the College’s external auditor. This helps us to target our
work in the most effective manner, avoiding duplication of effort and maximising the use of the total audit
resource.

Best value

Our work helps the College to determine whether services are providing best value. Each year, the Internal
Audit Plan contains specific reviews that focus on assessing whether the current processes provide best value.
In addition, every report includes an assessment of value for money; i.e. whether the controls identified to
mitigate risks are working efficiently and effectively. Where we identify opportunities for improving value for
money, we raise these with management and include them in the report action plan.

scott-moncrieff.com West Lothian College e



Delivering the internal audit plan

Internal Audit Charter

At Appendix 5 we have set out our Internal Audit Charter, which details how we will work together to deliver the
internal audit plan.

Assignment planning

We would like internal audit to be seen as part of the wider management team at the College, working closely
with senior and operational managers to develop and deliver a programme of internal audit work that adds
value to the College and encourages continuous process improvement.

To achieve this, we will ensure that assignment plans for all internal audit reviews are agreed with the audit
sponsor and key contacts well in advance of the fieldwork commencing. To facilitate this, we need the audit
sponsors to identify key contacts for each review and help us to focus the reviews in the right areas.

Audit reporting

We will ensure all audit reports will be fully discussed and agreed with management before being submitted to
the Audit Committee.

Confirmation of independence

PSIAS require us to communicate on a timely basis all facts and matters that may have a bearing on our
independence.

We can confirm that the staff members identified to complete the reviews in the annual plan are independent
and their objectivity has not been compromised.

Internal Audit Contact

Internal Audit Director, Chief Internal Auditor
email: david.eardley@scott-moncrieff.com
telephone: 0131 473 3500

° West Lothian College scott-moncrieff.com
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Proposed internal audit plan

Appendix 1 presents the Internal Audit Plan for 2017/18 to 2019/20.

As our internal audit approach is based on risk, the proposed plan is also cross-referenced to the Risk Register,
which is included at Appendix 2 for reference.

The table below demonstrates how the total internal audit days for 2017/18 are allocated across each area of

audit activity.

Allocation of audit days

m Financial systems

m Strategic areas

m Operational areas
Information systems

= Follow up

m Credits & student funds

IA Management

scott-moncrieff.com
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Appendix 1 — Internal Audit Plan 2017/18 — 2019/20

Audit area 2017/18 2018/19 2019/20 ERisk Reg §Outline scopes

Ref

A. Finance and financial
management reviews

Al. Budget setting and monitoring 4 Review the budget setting and monitoring arrangements
: : : : ¢ in place, to inform monitoring, scrutiny and challenge.
A2. Purchasing and payables 3 Evaluate procedures in place for non-pay expenditure
: ] : : ¢ and related payments.
A3. Financial ledger 3 Review appropriateness of financial ledger for recording
: : : : ¢ all financial transactions, ensuring completeness and
integrity.
A4. Income (Non-SFC) 3 i Assess the processes in place for identifying income,
: : ; ; 1,34 i raising invoices and receiving/recording non-SFC
i income.
A5. Receivables and debt management 15 Review the approach to receivables management,

including ensuring funds due are received and
accounted for appropriately.

A6. Payroll and expenses 3.5 Evaluate and test the controls in place over payroll,
: : ; ; i including standing changes to payroll data. Will also
include testing of expense claims.

A7. Treasury and cash management 2 i To review procedures surrounding cash and bank.

Sub-total A — Finance and financial 6.5 6.5 7
management reviews : : :
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B. Strategic reviews

B1. Strategic and operational planning 5 All risks Including corporate/strategic and department/operational
objective setting and planning.

B2. Risk management 5 All risks Review of procedures for risks identification,
assessment and mitigation across the College (strategic
and/or operational).

B3. Corporate governance 5 All risks Review of overall governance structures as part of
rolling programme.

B4. Schools activity - strategy 1,2 To consider how the College assesses, plans and
oversees schools activity and provision.

B5. Performance management and 1,2,5 Evaluate strategic performance management, including

delivery of outcomes the timeliness and robustness of management
information. To include consideration of regional board/
regional agreements.

Sub-total B — Strategic reviews 15

C. Operational reviews

C1. Health & safety 4 Consider policies and procedures, staff training
provision and governance over H&S reporting/incident
monitoring.

C2. Workforce management 2,3,5 Assess workforce strategies including skill mix and staff
continuity, within the tightening financial environment.

C3. Portfolio planning 5 1,2 To review the College’s approach to learner provision to
meet key stakeholder expectations and requirements.

C4. Student marketing, applications and 1,2 Assess how potential learners are engaged, appraised

admissions and evaluated as part of the admissions process.

Linked to C.5.
C5. Student enrolment and induction 1,2 Consider how, once successful in application/admission,

learners are enrolled within the College and their initial

scott-moncrieff.com
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experiences and orientation. Linked to C.4.

Sub-total C- Operational reviews 10 11 5
D. Information systems reviews
D1. Business continuity and disaster 5 4 To assess business continuity arrangements, including
recovery disaster recovery. Likely to take place Summer 2019.
D2. ICT review 5 IT risks Exact focus TBC after further discussion with
management. Could look at the evolved arrangements
and developments for the College’s strategic partnership
with West Lothian Council. Alternatively, could consider
GDPR (new data regulations coming into force in May
2018).
Sub-total D — Information systems 5 S :
reviews
E. Other reviews
E1. Follow up of prior recommendations 2 2 2 - To assess progress in implementing outstanding internal
audit recommendations.
E2. Credits, Student Funds and EMA 14 14 14 - SFC requirements.
Sub-total E - Compliance and 16 16 16
regulatory reviews
F. Internal audit management
Audit management 1.5 15 15 -
Annual planning and annual reporting 2 1 1 -
Audit Committee (attendance and prep) 2 2 2 -
Management support / contingency days 15 -

e West Lothian College Strategic Internal Audit Plan 2014-17
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Sub-total F — Management 5.5 4.5 6

TOTAL P49 P 49 P 49
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Appendix 2 — Risk Register

The table below shows how each risk in the Risk Register (as presented to the March 2017 Audit Committee) is considered within the Internal Audit Plan.

Risk description / summary : Risk Rating (L x I) : Key audits related to this risk
1 Portfolio: to meet national and regional priorities Gross — 10 (2 x 5) A. Financial systems reviews

¢ Insufficient info from horizon scanning, including Brexit Current — 6 (2 x 3) B1. SFrategic and operational planning

« Enrolment and successful outcome targets not met : : B2. Risk management

« Loss of market share and business decline with commercial B3. Corporate governance
targets not met i B4. Schools activity — strategy

e Poor reputation with stakeholders, employers, communities and B5. Performance management and delivery of
individuals : outcomes

¢ Inability to demonstrate progress against National Priorities or C3-5. Student-focussed reviews

Regional Outcome targets

2 Widening access and learner attainment Gross — 25 (5 x 5) B1. Strategic and operational planning
e Poor Iearr_1er recruitment policies and procedures leading to Current — 20 (5 x 4) B4. Schools activity — strategy _
inappropriate enrolments on courses i B5. Performance management and delivery of
e Poor learner retention resulting in high drop- out rates i outcomes
e Poor learner experiences resulting in complaints and further C2. Workforce management

withdrawal i C3-5. Student-focussed reviews
e Poor quality learning and teaching and assessment experiences : :
e Poor learner achievement results and progression outcomes

3 Recruiting, retaining and developing high performing staff Gross — 25 (5 x 5) A. Financial systems reviews
° Failqre to gttract high quglity staff to the college resulting in poor Current — 12 (3 x 4) B1. SFrategic and operational planning
quality delivery and service i B2. Risk management
e Reactive approach to vacancies with no future planning. i B3. Corporate governance
e Inadequate induction and development programme C2. Workforce management

e High levels of absence and grievances/ disciplinary cases
diminishing productivity

e Impact at local level of any National Bargaining arrangements

@ West Lothian College Strategic Internal Audit Plan 2014-17 scott-moncrieff.com



Risk description / summary

Risk Rating (L x I)

Key audits related to this risk

4 i Legal and statutory

Failure to implement legislative requirements exposing the
Board and College to legal action, reputational damage and
financial liabilities

Failure to adhere to key internal controls and procedures,
exposing the college to legal action, reputational damage and
financial liabilities.

Gross — 20 (4 x 5)
Current— 12 (3 x 4)

A. Financial systems reviews
CL1. Health and safety
D1. Business continuity and disaster recovery

5 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 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

Gross — 25 (5x 5)
Current— 8 (2 x 4)

A. Financial systems reviews

B1. Strategic and operational planning
B2. Risk management

B3. Corporate governance

B4. Schools activity — strategy

B5. Performance management and delivery of
outcomes

C2. Workforce management

scott-moncrieff.com
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Appendix 3 — Audit timetable 2017/18

Table to be completed once reviews/scopes agreed and College management feedback on most appropriate timings for the agreed audits.

Audit review Audit sponsor Start Complete Draft Final
’ : : fieldwork i report i report
Core Financial Systems Assistant Principal, Curriculum
A4. Income (Non-SFC) i Support & Finance i3
A5. Receivables and debt 15 TBC TBC TBC TBC TBC TBC
management i : : : : : i :
A7. Treasury and cash 2
management
B4. Schools activity - i Assistant Principal, Curriculum i 6 i TBC i TBC : TBC i TBC ! TBC i TBC
strategy i Support & Finance i i i i i i i
C1. Health & safety i Assistant Principal, Curriculum {4 i TBC i TBC : TBC { TBC i TBC : TBC
i Support & Finance : : : : : : :
C4. Student marketing, Assistant Principal, Curriculum 6 Apr 18 May 18 May 18 May 18 June 18 Jun 18/
applications and i Support & Finance i Sept 18
admissions : : : : : : : :
D2. ICT Review i Assistant Principal, Curriculum ¢ 5 i June18 | June18  : July18 i July18 i Aug18 i Sept18
i Support & Finance : : : : : : :
Credits, Student Funds & Assistant Principal, Curriculum 14 Sep 17 Sep 17 Sep 17 Sep 17 Sep 17 Nov 17
EMA ! Support & Finance i i i i i i i
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Audit review Audit sponsor Start Complete Draft Mgmt Final Audit

fieldwork i report ! resp i report ! C'ttee

Annual Report Aug 18 Aug 18 Sept 18 Sept 18
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Appendix 4 — Internal audit universe

Audit area

2013/14 2014/15 2015/16 | 2016/17 2017/18 2018/19 2019/20

Frequency

Other/wider assurance notes (by

A. Key financial
systems

exception)

Budget management X X Cyclical review
Financial Reporting X X Cyclical review
Savings plans, including X X Cyclical review
efficiency targets
Financial ledger X X Cyclical review
Payroll X X Cyclical review
Travel and subsistence X X Cyclical review
Expenditure and X X X Cyclical review
payables
. Cyclical review Also covered by APUC Procurement
Procurement / tendering X X Capability Assessment review
Income and receivables X X X Cyclical review
Treasury and cash X X Cyclical review
management
Cyclical review Annual external audit coverage and
Non-current assets revieyv, supject to F&GP Committee
scrutiny via annual accounts and
management accounts review.
Subject to separate external audit
Accounting policies Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | IA work as required review annually and F&GP
consideration/ approval
B. Strategic and
governance
Risk management X X Cyclical review every 3 -5
years
Corporate governance X X X Cyclical review every 3 - 5
years
Performance X X Cyclical review every 3 - 5
management years
Strategic planning X X Cyclical review every 3 - 5
years
' . Cyclical review every 3 - 5 2017/18 includes schools acti\_/ity work
Partnership working X X X years and _ele_ments of student recruitment &
admission.
Student experience X X X X Cyclical review every 3 - 5

years
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Audit area

Frequency

Other/wider assurance notes (by

exception)

Workforce planning

Cyclical review every 3 - 5

years

C. Operational

Operational planning

Cyclical review every 3 - 5
years

Estates Strategy

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. Could
consider space utilisation as future
audit 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

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 1A support.

Portfolio planning

Cyclical review every 3 - 5
years

Joint working

Cyclical review every 3 - 5

Touched on in various reviews (eg
schools activity in 2017/18, strategic

arrangements years planning in 2019/20)
SMT review extant Comms Policy.
Internal Also, some coverage from 2013/14

communications

As required

CPP / Partnership Working review. In
each year, elements of internal
communications are looked at in the

scott-moncrieff.com
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Audit area

Frequency

Other/wider assurance notes (by

exception)

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

Cyclical review every 3 - 5
years

External
communications

Not highlighted as an area of
risk for current plan

Some coverage via student
recruitment and admissions work.

Health and Safety

Cyclical review every 3 - 5
years

Income generation

Covered by income and
receivables review and
schools activity

HR performance
management

Covered as part of workforce
management review

Succession planning

Covered as part of workforce
management review

Recruitment and
retention

Covered as part of workforce
management review.

Student recruitment and retention also
covered in 2017/18 and 2018/19
respectively.

Sickness absence

Covered as part of workforce
management review

Environmental
management

As required - see right

Waste 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.

Fire safety

Not highlighted as an area of
risk for current 1A plan

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

Incident management

Covered as part of BCP and
DR

Health and safety reporting (to
management, Audit Committee and
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Audit area

Frequency

Other/wider assurance notes (by

exception)
Board).

Emergency planning

Covered as part of BCP and
DR

Also considered as appropriate
through health and safety review.

D. Information

technology
A Coverage via IT Shared Services
IT strategy ::IiOthhr'i%E"ghted as an area of audit in 2014/15 and will consider for
9 IT review in 2017/18.
S Coverage via IT Shared Services
IT security Not highlighted as an area of audit in 2014/15 and will consider for

high risk

IT review in 2017/18.

Network management

Not highlighted as an area of
high risk

Coverage via IT Shared Services
audit in 2014/15 and will consider for
IT review in 2017/18.

Information N Partial coverage via IT Shared
Not highlighted as an area of - .

management & S Services audit.
high risk

governance

Business continuity and
disaster recovery

Cyclical review every 3 - 5
years

IT shared services

Cyclical review every 3 - 5
years

Coverage via IT Shared Services
audit in 2014/15 and will consider for
IT review in 2017/18.

IT developments —
projects

As required

Coverage via IT Shared Services
audit in 2014/15 and will consider for
IT review in 2017/18.

E. Compliance and
regularity

Fraud prevention
arrangements

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

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 over the course of this
plan.

SUMs, Student Funds
and EMA

Annual audit

scott-moncrieff.com
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Appendix 4 — Assignment Plans



0 Scott-Moncrieff

business advisers and accountants

Internal Audit Assignment Plan

West Lothian College

Review: Core Financial Systems

Background: Robust core financial systems are fundamental to the financial health
i and success of any organisation. As a public sector body, West Lothian
College is accountable for the proper use of public funds. In order to
ensure the economic, efficient and effective use of these monies, it is
essential that the College has robust processes and procedures in
place.

Scope: The purpose of this audit is to identify and appraise the adequacy,
reliability and effectiveness of the internal control systems surrounding
income, receivables, and treasury management.

Control objectives: To ensure that:

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

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

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

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

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

e Physical cash is held securely and is handled by authorised staff;
and

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

Risk register link: This review cuts across the College’s Risk Register risks, but particularly
relates to Risk 5 re financial sustainability.

Client contacts: Review Sponsor:  Jennifer McLaren, Vice Principal — Finance and
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Curriculum Services
Key contacts: Douglas Robertson, Finance Manager

Others TBC by College management

Resources: Internal Auditor: 4.75 days
Audit Manager: 1.25 days
Engagement Lead: 0.5 days

Timetable: Fieldwork commences: TBC

Fieldwork completed by: TBC

Closing meeting with auditee by: TBC

Draft report issued for management responses by: TBC
Management responses to be provided by: TBC

Report to be issued as final by: TBC

Audit Committee meeting: TBC

Reporting format:

Standard internal audit report to management and the Audit Committee.

Agreed by client and date:

scott-moncrieff.com



” Scott-Moncrieff

business advisers and accountants

Internal Audit Assignment Plan

West Lothian College

Review: Schools activity

Background: Schools provision is an important area of West Lothian College’s
: activity. It pertains to strategy, financial management, partnership
working, the learner journey and regional outcomes. With recent and
ongoing changes to how such provision can be funded and delivered, it
has been agreed to look at this area to understand and assess how it is
approached by the College.

Scope: i We will review the arrangements in place to understand, appraise and
agree the most appropriate means to deliver schools activity.

Control objectives: To ensure that:

e There is appropriate integration of strategy, governance and
partnership working to inform the nature and extent of schools
activity;

e There is a clear schools activity strategy, with SMART objectives
and outcomes;

e Financial analysis of the schools activity strategy is clear, robust,
complete and set in a strategic context (including unit costing and
workforce implications); and

e There is robust reporting and monitoring of schools activity, to
inform scrutiny and challenge. This includes appropriate refection
on schools activity as part of the wider learner journey.

Risk register link: This review is particularly relevant to risk 1 (Portfolio planning to meet
national and regional priorities) and risk 2 (widening access and learner
attainment) in the College’s strategic risk register.

Client contacts: Review Sponsor:  Jennifer McLaren, Vice Principal — Finance and
Curriculum Services

Key contacts: TBC by College management
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Resources: Internal Auditor: 4.5 days
Audit Manager: 0.75 days
Engagement Lead: 0.75 days

Timetable: Fieldwork commences: TBC

Fieldwork completed by: TBC

Closing meeting with auditee by: TBC

Draft report issued for management responses by: TBC
Management responses to be provided by: TBC

Report to be issued as final by: TBC

Audit Committee meeting: TBC

Reporting format:

Standard internal audit report to management and the Audit Committee.
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0 Scott-Moncrieff

business advisers and accountants

Internal Audit Assignment Plan

Client: West Lothian College
Review: Health & safety
Background: The Health and Safety at Work etc. Act (1974) is the primary piece of

legislation covering occupational health and safety in the United
Kingdom. Its primary aim is to secure the health, safety and welfare of
people at work.

The general provisions of the Act impose a duty on all employers to
ensure, as far as is reasonably practicable, the safety of their employees
at work by maintaining a safe plan, safe systems of work, and safe
premises and also by ensuring adequate instruction, training and
supervision. West Lothian College is also bound by the Act to ensure,
as far as is reasonable, the safety of all other persons who (though not
employees) may be affected by the organisation’s work activities.

Scope: We will review the processes and procedures in relation to managing
! health and safety arrangements across the College and the wellbeing of
staff. This will include gaining assurance that appropriate policies and
procedures are in place and adhere to legislation, staff training is
provided and there is sufficient governance over incident monitoring.

Control objectives: To ensure that:

e The College is aware of all existing and emerging health and safety
legislation and any changes to these;

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

e Arecord of health and safety incidents and the corrective actions
taken is maintained and monitored to highlight reoccurring issues;

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

e There is regularly and appropriate reporting on H&S matters.

Risk register link: This review is particularly relevant to the College’s risk register entry 4 —
Legal and statutory risks.
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Client contacts:

Review Sponsor:  Jennifer McLaren, Vice Principal — Finance and
Curriculum Services

Key contacts: TBC by College management

Resources: Internal Auditor: 3 days
Audit Manager: 0.5 days
Engagement Lead: 0.5 days

Timetable: Fieldwork commences: TBC

Fieldwork completed by: TBC

Closing meeting with auditee by: TBC

Draft report issued for management responses by: TBC
Management responses to be provided by: TBC

Report to be issued as final by: TBC

Audit Committee meeting: TBC

Reporting format:

Standard internal audit report to management and the Audit Committee.

Agreed by client and date:
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V Scott-Moncrieff

business advisers and accountants

Internal Audit Assignment Plan

Client: West Lothian College
Review: Student marketing, applications and admissions
Background: The approach to attracting, engaging with and offering places to

potential students is a core aspect of College activity. These steps will
often reflect the first contact points with learners, so is an important part
of the engagement process and will impact on the College’s reputation.

This area is strategically important to the College, as it will influence
access, attainment, aspects of the regional outcome agreement, finance
and related areas. It is also a time and resource intensive process, so
must be as effective and efficient as possible.

Scope: i We will review how the College ensures there is robust but efficient
student marketing, application and admissions activity.

The review will link to audit C.5 Student enrolment and induction (to be
undertaken in 2018/19 / Year 2 of the IA plan).

Control objectives: To ensure that:

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

e The learner recruitment and communications strategy is
underpinned by detailed activity planning, including SMART plans
and regular reporting & scrutiny by management;

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

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

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

Risk register link: This review is particularly relevant to risk 1 (Portfolio planning to meet
national and regional priorities) and risk 2 (widening access and learner
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attainment) in the College’s strategic risk register.

Client contacts:

Review Sponsor:  Jennifer McLaren, Vice Principal — Finance and

Curriculum Services

Key contacts: TBC by the College

Resources: Internal Auditor: 4.5 days
Audit Manager: 0.75 days
Engagement Lead: 0.75 days

Timetable: Fieldwork commences: April 2018

Fieldwork completed by: May 2018

Closing meeting with auditee by: May 2018

Draft report issued for management responses by: May 2018

Management responses to be provided by: June 2018
Report to be issued as final by: June 2018

Audit Committee meeting: June 2018 / Sept 2018

Reporting format:

Standard internal audit report to management and the Audit Committee.

Agreed by client and date:
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Appendix 5 — Internal Audit Charter

Internal auditing is an independent and objective assurance and consulting activity that is guided by a
philosophy of adding value to improve the operations of West Lothian College (the College).

It helps the College accomplish its objectives by bringing a systematic, disciplined approach to evaluate and
improve the effectiveness of risk management, control, and governance processes.

Aim

The aim of this protocol is to set out the management by both parties of the internal audit process. The
protocol sets out and outlines in detail, the context of the internal audit function. This includes the place of the
Audit Committee, the key personnel involved, and the timescales and processes to be followed for each
internal audit review.

This Charter is in line with the best practice guidance set out by the Chartered Institute of Internal Auditors. It
has however been developed and enhanced to meet the needs and requirements of the College.

Personnel

The senior staff employed by the respective parties to manage this protocol are as follows:

Scott-Moncrieff
Chief Audit Executive:  David Eardley, Exchange Place 3, Semple Street, Edinburgh, EH3 8BL
Tel: 0131 473 3500

Email: david.eardley@scott-moncrieff.com

West Lothian College

Assistant Principal, Jennifer McLaren, West Lothian College, Almondvale Crescent, Livingston, West
Curriculum Support Lothian, EH54 7EP
& Finance: Tel: 01856 888 225

Email: jmclaren@west-lothian.ac.uk

Role

Internal auditing is an independent and objective assurance and consulting activity designed to add value and
improve the operations of the College. It helps the College accomplish its objectives by bringing a systematic,
disciplined approach to evaluate and improve the effectiveness of risk management, control, and governance
processes.

Professionalism

The internal audit activity will adhere to mandatory guidance of The Chartered Institute of Internal Auditors
(ClIA) including the Definition of Internal Auditing, the Code of Ethics, and the International Standards for the
Professional Practice of Internal Auditing (Standards). This mandatory guidance constitutes principles of the
fundamental requirements for the professional practice of internal auditing and for evaluating the effectiveness
of the internal audit activity's performance.
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The CIIA's Practice Advisories, Practice Guides, and Position Papers will also be adhered to as applicable to
guide operations. In addition, the internal audit activity will adhere to the College’s relevant policies and
procedures. Internal audit activity will also reflect relevant Scottish Government directions, as relevant to the
College.

Authority

The internal audit activity, with strict accountability for confidentiality and safeguarding records and information,
is authorised full, free, and unrestricted access to any and all of the College’s records, physical properties, and
personnel pertinent to carrying out any engagement. All employees are requested to assist the internal audit
activity in fulfilling its role and responsibilities. The internal audit activity will also have free and unrestricted
access to the Audit Committee.

Accountability

The Chief Audit Executive will be accountable to the Audit Committee and will report administratively to the
Assistant Principal — Curriculum Support & Finance.

The Audit Committee will approve all decisions regarding the performance evaluation, appointment, or removal
of the Chief Audit Executive.

The Chief Audit Executive will communicate and interact directly with the Audit Committee, including between
Audit Committee meetings as appropriate.

Independence and objectivity

The internal audit activity will remain free from interference by any element in the College, including on matters
of audit selection, scope, procedures, frequency, timing, or report content. This is essential in maintaining the
internal auditors’ independence and objectivity.

Internal auditors will have no direct operational responsibility or authority over any of the activities audited.
Accordingly, auditors will not implement internal controls, develop procedures, install systems, prepare records,
or engage in any other activity that may impair the internal auditor's judgement.

Internal auditors must exhibit the highest level of professional objectivity in gathering, evaluating, and
communicating information about the activity or process being examined. Internal auditors must make a
balanced assessment of all the relevant circumstances and must not be unduly influenced by their own
interests or by others in forming judgments.

The Chief Audit Executive will confirm to the Audit Committee, at least annually, the organisational
independence of the internal audit activity.

Scope and responsibility

The scope of internal auditing encompasses, but is not limited to, the examination and evaluation of the
adequacy and effectiveness of the College’s governance, risk management, and internal control processes.
Internal control objectives considered by internal audit include:

e Consistency of operations with established objectives and goals;
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o Effectiveness and efficiency of operations and use of resources;
e Compliance with significant policies, plans, procedures, laws, and regulations ;

¢ Reliability and integrity of management and financial information processes, including the means to
identify, measure, classify, and report such information; and

e Safeguarding of assets.

Internal audit is responsible for evaluating all processes, the 'audit universe', of the College, including
governance processes and risk management processes. In doing so, internal audit maintains a proper degree
of coordination with external audit.

Internal audit may perform consulting and advisory services related to governance, risk management and
control. It may also evaluate specific operations at the request of the Audit Committee or management, as
appropriate.

Based on its activity, internal audit is responsible for reporting significant risk exposures and control issues
identified to the Audit Committee and to senior management, including fraud risks, governance issues, and
other matters needed or requested by the College.

Annual internal audit plan

The audit year runs from 1 August to 31 July.

The Chief Audit Executive will submit an annual internal audit plan for the forthcoming year to the Audit
Committee for review and approval. The draft plan will be presented to the Committee in May of each year,
unless there are exceptional circumstances. The internal audit plan will detail, for each subject review area:

The outline scope for the review

e The number of days budgeted

The timing, including which Audit Committee the final will report will go to
e The Audit Sponsor

The internal audit plan will be developed based on a prioritisation of the audit universe using a risk-based
methodology, including input of senior management. Prior to submission to the Audit Committee for approval,
the plan will be discussed with senior management. In particular, the outline scope and timing of each review
will be agreed with the relevant Audit Sponsor (member of senior management).

Any significant deviation from the approved internal audit plan will be communicated through the periodic
activity reporting process.

Assignment Planning and Conduct

An assignment plan will be drafted prior to the start of every assignment setting out the scope, objectives,
timescales, and key contacts for the assignment.
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Specifically, the assignment plan will detail the timescales for carrying out the work, issuing the draft report,
receiving management responses and issuing the final report. The assignment plan will also include the
number and categories of the staff to be interviewed. Where appropriate, the staff interviewed should include
both the providers and the consumers of the process or service being audited.

The assignment plan will be agreed with the Audit Sponsor before the review starts.

The assignment plan will be formally signed off by the Audit Sponsor. Any subsequent amendments to scope
must be approved and signed off by the Audit Sponsor.

The internal auditor will discuss key issues arising from the audit as soon as reasonably practicable with the
Key Contacts and/or Audit Sponsor, as appropriate.

Reporting and Monitoring

A written report will be prepared and issued by the Chief Audit Executive or designee following the conclusion
of each internal audit engagement. Each report will be distributed to the Audit Sponsor for management
responses and comments. The draft reports will also be copied to the Assistant Principal — Curriculum
Support & Finance.

At a minimum each internal audit report will include the following sections:

e Audit scope;

e Summary of findings;

Conclusions; and
e Management action plan.

Draft reports will be issued by email within two weeks of fieldwork concluding. The covering email will specify
the deadline for management responses, which will normally be within a further two weeks.

The management comments and response to any report will be overseen by the named co-ordinator, approved
by the Audit Sponsor and then sent to the Assistant Principal — Curriculum Support & Finance. The
management comments will also be subject to review and approval by the wider Senior Team before being
returned to the internal auditor. Internal audit will issue the final report to the Audit Sponsor. The final report
will be issued within one week of the management responses being received. Finalised internal audit reports
will be presented to the Audit Committee.

The timings set out above are maximum timescales expected for each review. Tighter timescales may be
agreed for a review and these will be set out in the assignment plan.

Follow-up

The internal audit activity will be responsible for appropriate follow-up on audit findings and recommendations.
All significant findings will remain in an open issues file until cleared.

Audit Committee

The Audit Committee meets regularly during the year a year. Dates for Audit Committee meetings will be
provided to internal audit as soon as they are agreed.
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The Chief Audit Executive and / or Internal Audit Manager will attend all meetings of the Audit Committee.

Internal audit will schedule its work so as to spread internal audit reports over the Audit Committee cycle of
meetings. The annual internal audit plan will detail the internal audit reports to be presented to each Audit
Committee meeting.

Finalised internal audit reports must be sent to the Assistant Principal — Curriculum Support & Finance at least
one week before the date of each Audit Committee meeting.

The Chief Audit Executive will present specific reports to the Committee throughout its annual cycle. These
reports and the expected timescales are as follows:

Output Meeting

Audit needs assessment April/May

Annual internal audit plan June (draft) and September (final)
Annual follow-up reports September

Annual report September

Status report All meetings

The Audit Committee will meet privately with Internal Audit at least once per year.

Periodic Assessment

The Chief Audit Executive is responsible for providing a periodic self-assessment on the internal audit activity.
This self-assessment will cover performance against the internal audit plan and also highlight any issues
relating to the implementation or compliance with this Internal Audit Charter.

In addition, the Chief Audit Executive will communicate to senior management and the College on the internal
audit activity's quality assurance and improvement program, including results of ongoing internal assessments
and external assessments conducted at least every five years in accordance with Public Sector Internal Audit

Standards.

Review of Protocol

This protocol will be reviewed by both parties each year and amended if appropriate.
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Agenda Item 17.18 (ii)

Paper 4

West Lothian College
6 June 2017

Audit Committee
Internal Audit Report: Corporate Governance

The attached report sets out the findings from an Internal Audit review of
Corporate Governance.

Internal audit reviewed the extent to which the College’s corporate
governance arrangements follow recommended best practice, including in
relation to principles of the Code of Good Governance for Scotland’s
Colleges.

Internal Audit has gained assurance that the College has proper and effective
corporate governance arrangements in place which reflect a range of good
practice. The recommendations identify some opportunities for improvement
to further enhance the design and robustness of controls currently in place,
with all of these of a moderate-to-low rating.

Action

The Committee is asked to comment on the report.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017

AC/060617/Ser
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Introduction

Background

Corporate governance is concerned with the structures and processes which cover decision making,
accountability, controls and behaviour at the top of organisations. Board members are therefore responsible for
providing leadership and direction, defining control mechanisms to safeguard public resources, supervising the
overall management of College activities, and reporting on stewardship and performance.

In line with the Code of Good Governance for Scotland’s Colleges, Boards are expected to innovate, pursue
new opportunities and take measured risks in delivering what is best for their stakeholders. The Code is based
on key principles and has been written in a way that is mandatory and anticipates compliance. All colleges that
receive funding from the Scottish Funding Council (SFC) or from a regional strategic body must comply with the
Code.

The original Code of Good Governance for Scotland’s Colleges was published in December 2014. In Summer
2016, the Good Governance Steering Group undertook a review and the Code was updated. As part of the
update the Code of Good Governance states that:

e The Board must keep its effectiveness under annual review and have in place a robust self-evaluation
process; and

e There should also be an externally facilitated evaluation of its effectiveness at least every three years.

We are currently undertaking a separate Board Effectiveness Review to assess the College’s compliance with
the Code Board effectiveness requirements, and have discussed and agreed arrangements with the College to
ensure efficiencies and avoid duplication across these pieces of work.

Scope

We have reviewed the extent to which the College’s corporate governance arrangements follow recommended
best practice, including in relation to principles of the Code of Good Governance for Scotland’s Colleges.

Acknowledgements

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

scott-moncrieff.com West Lothian College Corporate Governance o



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 improvement actions, are set out
in the Management Action Plan.

No i Control Objective i Control Action rating
’ : objective I
i assessment i = ‘

1 Terms of reference are in place are in
: place, are aligned with relevant guidance : : : : :
(e.g. SPFM/On Board), and clearly set out YELLOW 1
the remit and responsibilities of the Board : : : : :
i and all committees.
2 Sufficient arrangements are in place for
i committees to report back to the Board,
and for the Board to scrutinise the work of
: each Committee.
3 i The roles and responsibilities of the
: Board, its committees, board members,
the Chair and the Chief : : : : :
Executive/Accountable Officer are clearly YELLOW 1 1
articulated. This includes arrangements : : : :
to monitor and clear guidance concerning
: conflicts/declarations of interest.
4 New board members are appointed on the
i basis of ensuring a balance of skills,
experience, independence and knowledge
within the Board, with appropriate
induction and on-going training provided
i toall members.
5 The Board and sub-committees operate
: effectively, discharging their
responsibilities and engaging members
i fully in their business.
6 The Board maintains a sound system of
! internal control to safeguard stakeholder E
interests, with a robust review of the GREEN
effectiveness of internal controls taking :
place at least annually.

vELLow f i i i

YELLOW i |

YELLow i i i1

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.
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Assessment i Definition

- Adequate and effective controls which are operating satisfactorily.
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Conclusion

We have gained assurance that West Lothian College (“the College”) has proper and effective corporate
governance arrangements in place which reflect a range of good practice.

We have identified some opportunities for improvement to further enhance the design and robustness of
controls currently in place, with all of these of a moderate-to-low rating.

Main Findings
Good Practice

We have gained assurance that the College’s procedures reflect good practice in a wide number of areas,
including;

e The College has used the Code of Good Governance for Scotland’s Colleges as a foundation and
reference point for its governance arrangements. Details of the Board’s roles and responsibilities are
captured within the Standing Orders, Financial Regulations and the Financial Memorandum between
the College and the Scottish Funding Council (SFC). The College’s Code of Conduct outlines the
behaviours expected of Board members and includes comprehensive guidance on declaring interests
(including the types of interests that should be declared and the process to be followed if such an
interest arises).

e Committee Terms of Reference (ToR) are in place for each of the five sub-committees of the Board
(the Audit Committee, Finance & General Purposes Committee, Learning & Teaching Committee,
Remuneration Committee, and Nominations Committee). The ToR sets out the membership
requirements, responsibilities and reporting requirements of each committee.

e The College has developed a skills matrix, which maps the desirable expertise and experience required
for effective operation of the Board. The matrix is used to assess the skills held by continuing Board
members and to identify any skills gaps to inform future recruitment processes.

e A comprehensive induction programme is provided for new Board members. The programme covers a
six month period and is tailored to suit the needs of the new member. All new members have the
opportunity to meet with the Board Chair to review the training programme and identify further training
or development needs.

Committee Annual Report

The audit committee produces and presents an annual report to the Board that details the committees work and
reportable issues identified during the period. Annual reports are not prepared by other sub-committees. Other
sub-committee activity assurances are provided to the Board via the inclusion of committee minutes within
Board agenda and papers and verbal updates provided by committee Chairs at meetings.

The production of committee annual reports is not a requirement of the Code of Good Governance for
Colleges. However the creation of annual reports is seen as education sector good practice with reports being
used to inform and support the sign off of the annual governance statement.

The Board of Governors should consider if there is value in requiring all sub-committees to produce annual
reports that will provide the Board with proactive confirmation that delegated responsibilities have been
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adequately discharged throughout the year as well as detailing the committee’s coverage and any significant
issues identified during the period.

Opportunities for improvement

We have identified areas for improvement which, if addressed, would strengthen the College’s control
framework. These include:

e The Conflict of Interest forms and the overall Board Register of Interests should be reviewed on a
regular basis to confirm they have been kept up-to-date.

e Actions arising from committee evaluations should be formally documented and tracked until
completion.

e Annual reports from all Committees should be presented to the Board for review and approval, in good
time for the production of the annual governance statement. Further, the reporting requirements of the
Nominations and Remuneration Committees should be explicitly refined within the ToR.

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.

o West Lothian College Corporate Governance scott-moncrieff.com



1. Control objective: Terms of reference are in place, are aligned with relevant guidance (e.g. SPFM/On

Observation and Risk
1.1 Review of Governance Documentation

The Terms of Reference (ToR) of the Audit
Committee, Finance & General Purposes
Committee, and the Learning & Teaching
Committee were last reviewed and updated in
December 2015. We are not aware of any existing
plans to review these documents and ToR review
dates are not routinely recorded within these
documents.

There is a risk that the roles and responsibilities of
the Board sub-committees become outdated and
inaccurate resulting in inefficient or ineffective
governance processes.

scott-moncrieff.com

Board), and clearly set out the remit and responsibilities of the Board and all committees.

Recommendation

The ToR of the Audit Committee, Finance &
General Purposes Committee and the Learning &
Teaching Committee should be reviewed. Review
dates should be recorded on the ToR noting their
approval by the relevant committee and the Board,
with a record of the due date for the next review.

It is good practice to review committee ToRs on
an annual basis.

Management Response

Agreed. An annual review date will be built into the
annual Board and Committee cycle ensuring all are
up to date ahead of the annual governance
statement. This cycle will also include the
Nominations and Remuneration Committees..

To be actioned by: Board Secretary

No later than: June 2017

Priority 2
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2. Control objective: Sufficient arrangements are in place for committees to report back to the Board, and

Observation and Risk

2.1 Committee ToR Reporting Requirements

The College generally has well documented
arrangements in place for committees to report on
their work to the Board. Committees routinely
provide the Board with minutes and details of the

issues identified following each committee meeting.

However, the reporting requirements of the
Nominations and Remuneration Committees are
not explicitly defined within the ToR.

There is a risk that the work of the sub-committees
is unclear and/or inconsistently reported and does
not meet the requirements or expectations of the
Board.

e West Lothian College Corporate Governance

for the Board to scrutinise the wrk of each Committee.

Recommendation

The College should ensure that the reporting
requirements of the Nominations and
Remuneration Committees are explicitly defined
within the ToR. This should include required
reporting lines and frequencies.

Management Response

Agreed. Reporting arrangements have recently
been updated to ensure regular and effective
reporting into the Board. The Terms of Reference
will be updated to reflect this.

To be actioned by: Board Secretary

No later than: June 2017

Priority 2
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3. Control objective: The roles and responsibilities of the Board, its committees, board members, the Chair

Observation and Risk

3.1 Chief Executive Roles and Responsibilities

The roles and responsibilities of the Chief Executive
(CE) in relation to the Board are set out within key
governance documentation including the Financial
Memorandum, Financial Regulations and the
Scheme of Delegation. Further detail is captured
within the CE job description.

Whilst we acknowledge arrangements appear to
work well in practice, we noted that CE board roles

and responsibilities could be even more fully aligned

with best practice, as per the "On-Board" guidance.
Examples include detail on responsibilities for
advising the Board on the discharge of its
responsibilities, and ensuring that financial
considerations are fully taken into account at all
stages in reaching and executing Board decisions.

If not fully aligned, elements of the CE roles and
responsibilities may not be identified and delivered
effectively.

scott-moncrieff.com

Recommendation

The College should ensure that CE roles and
responsibilities in relation to the Board are as clearly
defined and fully aligned with best practice as
possible. This could be achieved by including
references to key guidance documentation, such as
“On-Board”..

and the Chief Executive/Accountable Officer are clearly articulated. This includes arrangements to
monitor and clear guidance concerning conflicts/declarations of interest.

Management Response

Agreed. A statement detailing the Chief Executive
roles and responsibilities in relation to the Board
will be drawn up for inclusion in the Board
governance framework. This will be drawn from
relevant sections of the Code of Good
Governance, Financial Memorandum, Financial
Regulations, Scheme of Delegations, existing
assurance requirements, and any relevant
material from the ‘On Board’ guidance.

To be actioned by: Board Secretary

No later than: June 2017

Priority 2
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Observation and Risk

3.2 Conflict of Interest Register

Whilst declaration of interest processes are clear,
we noted that individual conflict of interest forms
and the overall Board Register of Interests are not
reviewed on a regular basis to confirm that they are
accurate and complete. We undertook testing and
noted one instance (from our sample of eight)
where additional interests had been notified to the
Board Secretary but had not been reflected within
the Register of Interests.

Decisions taken without clear and transparent
declarations could bring the outcomes and the
College’s standing into disrepute.

@ West Lothian College Corporate Governance

Recommendation

Board members should be required to submit
declarations of interests on an annual basis.

The Register of Interests should be reviewed
annually for completeness and accuracy, with any
issues taken up directly with the individual
concerned.

Management Response

Agreed. Board members are now regularly
reminded that it is their responsibility to advise of
any changes to the register of interests within one
month of the change of circumstances. This
means that changes are now being picked up
promptly rather than waiting for an annual check.
However, it would be useful to supplement this
system with an annual request to Board members
to check and confirm their declarations are up to
date. This annual update will include a checking
arrangement with a member of the Executive team
to avoid the risk of error in updating the Register.

To be actioned by: Board Secretary

No later than: June 2017

Priority 3
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4. Control objective: New board members are appointed on the basis of ensuring a balance of skills,

experience, independence and knowledge within the Board, with appropriate induction and on-going

training provided to all members.

Observation and Risk

4.1 Board Member Induction Training

The College has developed a comprehensive
induction programme for new board members. The
programme runs over a six month period and is
tailored to suit the training needs of the new
member. An induction timetable is developed for
new members. The programme sets out the
induction process and the sessions that will be
delivered to the member.

We confirmed that induction programmes are
developed and provided to new Board members.
However, progress and completion is not formally
monitored.

Members may not obtain the skills and knowledge
required to undertake their roles effectively,
impairing governance and challenge.

scott-moncrieff.com

Recommendation

The College should ensure that Board training
induction programmes are formally tracked until
completion. This could be achieved through
completion of a simple induction checklist, signed
off on completion of agreed training sessions.

Management Response

Agreed. Monitoring arrangements are already in
place and regular reporting on induction is now
included in the agenda of the Nominations
Committee. A checklist has been set up including
dates when training sessions, meetings and visits
have taken place. Members will be asked to sign
off the checklist at the end of their induction
programme.

To be actioned by: Board Secretary

No later than: March 2017

Priority 1
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5. Control objective: The Board and sub-committees operate effectively, discharging their responsibilities

Observation and Risk

5.1 Committee Development Plans

The Board and its sub-committees are required to
undertake annual self-assessment. The Board is
responsible for reviewing the self-assessment
outcomes.

We confirmed that self-assessments are being
completed and that actions arising from Board
evaluations are documented within the Board
Development Plan. This is reviewed quarterly at
each Nominations Committee meeting. However,
improvement actions identified to address
committee development actions are not agreed,
recorded and monitored until implementation to the
same, robust extent.

There is a risk continuous improvement
opportunities are overlooked or not fully
implemented.
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and engaging members fully in their business.

Recommendation

A Committee Development Plan should be
created for all improvement actions to be

recorded, monitored and tracked to completion.

Management Response

Agreed. Monitoring of actions has in previous
years been achieved through the normal ‘matters
arising’ paper at the relevant Board or Committee
meeting. However, it may be useful for Committee
members to be reminded of the previous
‘development’ agreements and action towards
them on a more regular basis, and a simple
update could be included as an item for noting at
the end of each agenda. The same reporting
arrangement could be introduced for the Board
Development plan, including any agreed actions
from the Effectiveness Review that is currently
underway.

To be actioned by: Board Secretary

No later than: June 2017

Priority 3
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6. Control objective: The Board maintains a sound system of internal control to safeguard stakeholder

interests, with a robust review of the effectiveness of internal controls taking place at least annually.

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

As per the College’s Financial Regulations, the Board is ultimately responsible for the affairs of the College however the responsibility for the effectiveness of the
internal control environment is delegated to the Audit Committee.

Internal and External Audit programmes are delivered during the year to provide the Board with assurance over the soundness of the system of internal control
within the College. A Rolling Action Plan is maintained by the College which documents outstanding audit recommendations. The Action plan is presented at
each Audit Committee meeting to allow the Committee to track audit recommendations and monitor the implementation of remedial actions recommended by
audit. Minutes from quarterly Audit Committee meetings are presented to the Board providing Board members with an oversight of the Rolling Action Plan.
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Agenda Item 17.18 (iii)

Paper 5
West Lothian College
6 June 2017

Audit Committee

Internal Audit Report: Portfolio Planning

The attached report sets out the findings from an Internal Audit review of how
the College plans its portfolio. This has included the extent to which the
College utilises internal and external information to shape its provision.

The control objectives for this audit, along with internal audit's assessment of
the controls in place to meet each objective, are set out in the Summary of
Findings within the report.

Internal Audit has gained assurance that the College has proper and effective

portfolio planning arrangements in place in the areas subject to review.
There is only one minor recommendation to enhance controls in place.

Action

The Committee is asked to comment on the report.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017
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West Lothian College
Internal Audit Report

Portfolio Planning

Introduction
Summary of findings
Conclusion
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Introduction

Background

The College has some flexibility over how it plans and shapes its portfolio so that it best meets the needs of
students. The portfolio can be amended in terms of the subject type, student type, full time/part time, duration,
etc. It is important that the College understands the education demands of its current and potential students
and reasonably adapts its portfolio accordingly.

Scope

We have reviewed how the College plans its portfolio. This has included the extent to which the College
utilises internal and external information to shape its provision.

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 improvement actions, are set out
in the Management Action Plan.

No i Control Objective i Control Action rating
’ : objective i - - :
i assessment
1 The College’s portfolio is adequately aligned YELLOW 1
! tothe Regional Plan and Outcome : : : : :
Agreement

2 i The College has conducted internal and
external analysis to identify strengths and
opportunities to shape its portfolio.

3 Changes to the existing portfolio are fully
investigated in terms of costs versus
benefits.

4 There is a formal robust approval process

for amending the College’s portfolio.

Assessment | Definition

Fundamental absence or failure of key control procedures - immediate action required.
The control procedures in place are not effective - inadequate management of key risks.
YELLOW No major weaknesses in control but scope for improvement.

Adequate and effective controls which are operating satisfactorily.
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Conclusion

We have gained assurance that West Lothian College (“the College”) generally has proper and effective
portfolio planning arrangements in place in the areas subject to review. We have identified one opportunity for
improvement to enhance controls in place.

Main Findings
Good practice

We have identified the following areas of good practice:

In March 2016, the Learning and Teaching Committee approved the Curriculum Strategy. The
Strategy provides strategic direction for the review and approval of the College’s annual portfolio and
is aligned with the Regional Outcome Agreement, which sets out the high level outcomes and delivery
targets the College is require to meet.

The College portfolio is well aligned with the Regional Outcome Agreement (ROA). The College has
regular contact with Skills Development Scotland (SDS) to discuss and identify the impact of the
Regional Skills Assessment (RSA) on the College’s ROA and portfolio. The College’s involvement
with the West Lothian Community Planning Partnership and its Steering Group helps ensure West
Lothian regional requirements are identified and considered as part of the ROA and portfolio planning
processes.

The College has an Approval of Learning Course Policy and Procedure. This sets out the process the
College must follow when changes to the approved portfolio are required. Portfolio amendment
proposals must be fully analysed and considered by an Approvals Panel, comprised of members of the
College Senior Management Team, the Quality and Learner Services Team, and an appropriate
external representative (such as the Chamber of Commerce). The Approvals Panel will analyse
cost/benefit of portfolio proposals and approved amendments are referred to the College’s Learning
and Teaching Committee for scrutiny and final approval.

The College consults with a wide range of external stakeholder groups, including the West Lothian
Community Planning Partnership and its Steering Group, to provide an employability perspective on its
curriculum planning. The College also has a partnership arrangement with West Lothian Leisure
offering work experience placements for students within their Xcite facilities where this is relevant to
their role.

Each College centre is responsible for completing a self-evaluation of Learning and Teaching for all of
its courses on a biannual basis. The self-evaluation includes consultation between both staff and
students to ensure student course feedback is obtained. Self-evaluation results and course KPIs,
which include early withdrawals and successful completion rates, are analysed to identify areas of
concern and a course action plan is agreed and implemented to improve the performance of the
College’s portfolio.

Opportunities for improvement

We have identified one area for improvement, in that portfolio planning processes should be more formally
documented and communicated to staff. Further details are included in the Management Action Plan.
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Management Action Plan

Our grading structure is as follows:

Grading . Definition

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

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

B 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. Control objective: The College’s portfolio is adequately aligned to the Regional Plan and Outcome

Agreement.
Observation and Risk Recommendation Management Response
1.1 Curriculum planning process i The College should more formally documentand i Agreed.
College Centre Heads are responsible for i communicate the annual curriculum planning
developing annual curriculum plans and key { process. This should be reviewed on an annual
curriculum planning target dates are recorded basis to reflect the most up-to-date curriculum
within the College’s annual operating calendar. planning priorities.

Whilst Centre Heads are aware of overall
curriculum planning roles and responsibilities,
curriculum planning processes (including roles
and responsibilities) have not been fully and
formally documented.

There is a risk that some staff are unaware of
curriculum planning processes, resulting in
inconsistencies in approach by Centre Heads. In
particular, newer staff members may not be aware
of their full responsibilities.

To be actioned by: Vice Principal Curriculum
Planning

No later than: September 2017

Priority 2
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2. Control objective: The College has conducted internal and external analysis to identify strengths and

opportunities to shape its portfolio.

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

The College maintains effective relationships with a range of external stakeholder groups, including the Small Business Federation, the Chamber of Commerce,
and the West Lothian Community Planning Partnership. The College maintains ongoing dialogue with regional employers through its provision of a number of
courses with work-placement requirements. These relationships enable the College to gather information which can be used to shape the College portfolio in
response to current labour and skills requirements within West Lothian and the surrounding areas.

The College regularly monitors the performance of courses against Scottish Funding Council Performance Indicators, including enrolment numbers, withdrawal
rates, and successful course completion rates. There is also consideration of student feedback when planning the curriculum and the College will make
alterations to College course structures to address specific challenges and difficulties identified by students.
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3. Control objective: Changes to the existing portfolio are fully investigated in terms of cost versus

benefit.

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

The College has a robust portfolio approvals process in place. An Application for Course Approval form must be completed which includes clear documentation
of the perceived future benefits and the anticipated costs of the portfolio course to be considered. This includes analysis of the staffing and estates requirements
associated with the course. We undertook portfolio approvals testing and, from our sample of 12 Application for Course Approval forms, we confirmed clear cost
benefit analysis had been undertaken by the Approvals Panel in all cases.
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4. Control objective: Thereis a formal, robust approval process for amending the College’s portfolio.

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

The College’s processes for approving course amendments is documented within the Approval of Learning Course Policy and Procedure document, as reviewed
and approved by the Quality and Learner Services Team.

The process requires an Application for Course Approval form to be completed which details the costs and benefits of the course being proposed. Forms are
initially passed to the Quality Learner Services Team for their initial review and are then considered by an Approvals Panel, comprised of members of the College
Senior Management Team, the Quality and Learner Services Team, and an appropriate external representative such as the Chamber of Commerce. A range of
College staff from various departments, including Finance, HR and estates, sit on the Approvals Panel which ensures adequate scrutiny of portfolio requests (eg
from a support service perspective). Following approval from the Approvals Panel, the form is then presented to the College’s Learning and Teaching Committee
for scrutiny and final decision.

We undertook portfolio approvals testing and, from our sample of 12 Application for Course Approval forms, we confirmed that all Application for Course Approval
forms have been adequately reviewed and approved by the Quality Learner Services Team, the Approvals Panel and the Learning and Teaching Committee.
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Paper 6

West Lothian College
6 June 2017

Audit Committee
Internal Audit Report: Budget Setting and Monitoring

The attached report sets out the findings from an Internal Audit review of
Budget Setting and Monitoring.

Internal audit reviewed the budget setting and monitoring arrangements in
place at the College. This included a review of how the College budget is
planned, authorised and rolled out. They also considered how performance
against the budget is monitored and reported, and how budget variances are
addressed.

The findings of the review are that the College has sound budget setting and
monitoring arrangements in place which reflect good practice. The
recommendations carry a moderate-to-low rating and identify some
opportunities for improvement which will further enhance the design and
operation of controls currently in place, mainly in relation to documentation of
controls and procedures.

Action

The Committee is asked to comment on the report.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017
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Summary of findings
Conclusion
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Introduction

Background

Budgetary controls are fundamental to the financial health and success of any organisation. As a public sector
body, West Lothian College is accountable for the proper use of public funds. In order to ensure the economic,
efficient and effective use of these monies, it is essential that the College has robust processes and procedures
in place surrounding budgetary control.

Scope
We have reviewed the budget setting and monitoring arrangements in place at the College. This included a

review of how the College budget is planned, authorised and rolled out. We also considered how performance
against the budget is monitored and reported, and how budget variances are addressed.

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 improvement actions, are set out
in the Management Action Plan.

No i Control Objective i Control Action rating
5 : objective i - - :

i assessment

1 There is an appropriate budgeting
i framework which reflects and supports the
structure and operations of the
organisation.

YELLOW i - i - i - i 2 i -

2 The budget planning process has taken
i account of the financial operating : : :
environment, with in-year and future GREEN - - b - b - -
expected reductions in funding being : : : : : :
robustly managed and monitored.

3 Budgets are subject to scrutiny prior to the E ; i i i
start of the year and authorisation by GREEN E - F - i - b - -
senior management and the board. E E : : : :

4 Budget performance is monitored against
! financial targets, with variations from
budget promptly identified and
investigated.

YELLOW i - i - i - i 1 i -

5 Budget holders and senior management i i i H H
have appropriate means to monitor YELLOW Po- i - i - 1oy -
progress against financial targets. F E :

Assessment i Definition

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

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

YELLOW No major weaknesses in control but scope for improvement.

Adequate and effective controls which are operating satisfactorily.
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Conclusion

Overall, West Lothian College (“the College”) has sound budget setting and monitoring arrangements in place
which reflect good practice. We have identified some opportunities for improvement which will further enhance
the design and operation of controls currently in place, mainly in relation to documentation of controls and
procedures.

Main Findings
Good Practice
We have gained assurance that the College’s procedures reflect good practice in a number of areas, including:

e The College has implemented a budgeting framework across the College which is managed and overseen
by the Vice Principal, Finance & Curriculum Services. Under this framework the responsibility for managing
departmental budgets, income budgets and salary budgets has been reasonably devolved to individual
budget holders who are responsible for delivery within these areas. The devolved budgeting framework
requires budget holders to maintain proper control of allocated budgets and holds the budget holder
accountable for performance against budgets, helping to ensure ongoing control, management and
transparency of financial performance.

e The budget setting framework is clearly linked to the achievement of the College’s strategic objectives with
budget holders required to reflect Regional Outcome Agreements (ROA) and departmental operational
plans within budgets.

e Budget holders have access to real time budgetary performance data through the Q&A reporting tool within
the SunAccounts financial ledger. Budget holders are responsible for using the Q&A reporting tool to
proactively monitor and manage their budget performance on an ongoing basis, reinforcing ownership and
accountability.

e Management Accounts and Commentary Reports are produced on a monthly basis and presented at
Senior Team meetings, Financial & General Purposes Committee (F&GP Committee). Management
Accounts include income and expenditure analysis information and provide an overview of the College’s
financial position against the annual budget. The accounts also highlight and provide budget variance
analysis, providing the reasons for variances and what actions the College is taking to address these.

Curriculum Planning

The College’s curriculum planning process plays a vital role in the College’s budget setting process.

Curriculum plans are developed for each curriculum area and key income and expenditure budget figures, such
as tuition fees and course material costs, are calculated using the information contained within the curriculum
plans. As aresult, it is essential that curriculum planning information is complete and accurate to adequately
inform the budget setting process.

In our February 2017 Portfolio Planning Review, we noted that curriculum planning processes have not been
formally documented. This increases the risk that staff are unaware of curriculum planning processes,
potentially resulting in inconsistent approaches being applied which may negatively impact the budget setting
process. As this has already been raised, a further action will not be raised within this report.
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Opportunities for improvement

We have identified a relatively small and lower risk number of areas for improvement which, if addressed,
would further strengthen the College’s control framework. These include:

e Formally documenting budget setting and monitoring practices.

e Budget establishment processes should require evidence of budget holders agreeing establishment
reports with the finance team prior to the finalisation of departmental budgets.

e There is potential to more systematically track and monitor operational budget variance actions to
completion.

Further details 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.

B 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. Control objective: There is an appropriate budgeting framework which reflects and supports the

Observation and Risk

1.1 Budget setting and monitoring process

Whilst the Financial Regulations and the Budget
Timetable set out key stages of the budget process,
they could provide further guidance to staff on how
to complete key budget processes.

Further, good monthly management accounts
processes are in place within Finance but they are
not documented; reliance is therefore on the
cumulative knowledge and experience of the
existing staff.

There is a risk that staff are unaware of budget
setting and monitoring roles, responsibilities and
processes. This could impair financial
management and related outcomes.

o West Lothian College Budget Setting and Monitoring

structure and operations of the organisation.

Recommendation

Guidance should provide more detail of how to
budget, as well as setting out the key stages.

Procedures to formalise the good practice in place
i within Finance for management accounts
i production should also be documented.

Management Response

Detailed procedures will be prepared and
embedded into the financial procedures and
attached to the Budget Flowchart.

A detailed procedure will be prepared and
embedded into the Financial Procedures.

To be actioned by: Finance Manager

No later than: December 2017

Grade 2
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Observation and Risk

1.2 Staff Establishment

The annual budget setting process requires budget
holders to review and agree establishment
requirements for their departments.

Given available audit trails, we were unable to
ascertain if staff establishment confirmations had
been received prior to the data being reflected
within departmental annual salary budgets.

If staffing establishment is inaccurate, financial
and/or HR issues may result, impacting on key
strategic targets.

scott-moncrieff.com

Recommendation

VPs and budget holder formally agreeing
departmental staff establishment reports prior to
the completion of the draft budget should be
recorded. This will provide assurance that staff
costs included within departmental salary budgets
are complete and accurate.

Management Response

Complete.

To be actioned by: Vice Principal, Finance &
Curriculum Services

No later than: N/A

Grade 2
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2. Control objective: The budget planning process has taken account of the financial operating

environment, with in-year and future expected reductions in funding being robustly managed and
monitored.

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

At the start of the annual budget setting process, future funding scenarios are reviewed by the finance team to identify high risk areas where there is a potential
for funding to be reduced. Where it is believed that there is a risk, assumptions will be made in relation to the anticipated reduction and these will be factored into
the College’s budget. Details of the budget assumptions made during the development of the budget are included within the Annual Budget Submission which is
presented to the ST, Finance & General Purposes Committee and the Board for approval.

Funding allocations are reviewed by the finance team as part of the monthly Management Accounts process. Significant reductions in funding are detailed within
Management Accounts Commentary Reports which are presented alongside the Management Accounts to the Senior Team (ST), Finance & General Purposes
Committee and Board. .

The Finance Manager and Vice Principal, Finance & Curriculum Services are responsible for conducting annual scenario planning. We have reviewed the current
scenario plan and found that it takes account of expected funding cuts and clearly set out how the College plans to reduce expenditure accordingly. This
demonstrates a robust forward planning approach being adopted by management. The scenario planning exercise was discussed as part of a College Team day
in December 2016 which was attended by the ST, Curriculum Heads and Deputy Curriculum Heads (all of whom are budget holders).
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3. Control objective: Budgets are subject to scrutiny prior to the start of the year and authorisation by

senior management and the board.

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

We did observe that budget holder meetings to agree the final budget are not recorded to evidence budget holder acceptance of their final budget allocation.
Budget holder "sign-off sheet" are being developed by management, requiring budget holders to sign to confirm their acceptance of their annual budget allocation
and their responsibility for adhering to and managing the budget throughout the year.

We support management in the introduction of this control to support existing arrangements in place. This could also encompass controls in relation to MAP 2.1
(above).
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4. Control objective: Budget performance is monitored against financial targets, with variations from

Observation and Risk

4.1 Budget holder meetings

Regular meetings between the finance team and
budget holders only take place to review and
discuss budget performance when issues are
identified during the preparation of the monthly
Management Accounts.

This reactive control may not identify and address
problems on a sufficiently timely basis, increasing
the risk of budget overspends.

@ West Lothian College Budget Setting and Monitoring

budget promptly identified and investigated.

Recommendation

In-year meetings with budget holders should be
considered, with the frequency driven by the size
and risk profile of the budget area concerned.

Such meetings could look at not only overspends,
but also help identify and manage any efficiency
opportunities across the College. They may also
reduce the need for reactive meetings of the type
currently being undertaken.

Management Response

Agreed. One in- year meeting with Budget
holders will be scheduled. Additional meetings
can be organised at the request of a Budget
holder or if particular issues arise. A schedule of
meetings will be produced by September 2017.

To be actioned by: Vice Principal, Finance &
Curriculum Services and Finance Manager

No later than: A schedule will be issued

September 2017

Grade 2
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5. Control objective: Budget holders and senior management have appropriate means to monitor progress
against financial targets.

Observation and Risk Recommendation Management Response

5.1 Budget variance actions

The finance team reviews financial performance and SMART actions arising from budget holder Not agreed. Any significant actions required
helps identify appropriate corrective actions to address meetings could be briefly recorded and would be identified and agreed at Senior Team
adverse variances, including through meetings with monitored. meetings which are minuted.

relevant budget holders. As budget holder

meetings/actions are not formally recorded, action i Budget holder meetings are not to agree actions -
owners and completion dates can be unclear. the purpose is to improve Budget holders’

understanding.
There is a risk that actions are not tracked, monitored

and/or implemented in an efficient and effective manner.
Grade 2
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Paper 7
West Lothian College
6 June 2017

Audit Committee
External Audit Strategy and Plan 2016-17

The attached plan has been prepared by the College’s External Auditors,
Mazars, and sets out the strategy and process for the 2016-17 year end audit.
Action

The Committee is asked to note the External audit Strategy & Plan for 2016-
17.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017
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Executive summary

Purpose of this report
The Audit Strategy Memorandum sets out our audit plan in respect of the audit of West Lothian College (‘the College’) for the year ending 31 July 2017, and

forms the basis for discussion at the Audit Committee meeting on 6 June 2017.

The plan sets out our proposed audit approach and is prepared to assist you in fulfilling your governance responsibilities. The responsibilities of those charged
with governance are defined as overseeing the strategic direction of the entity and obligations related to the accountability of the entity, including overseeing
the financial reporting process. We have determined that the Audit Committee is those charged with governance for the purpose of our audit.

Our audit will be delivered in four main phases as outlined in page 9 of this report. The statutory deadline for the completion of our

Timing of our work audit work and submission of accounts to Audit Scotland is 31 December 2017.

Significant risks

We have identified the following areas on which we will carry out specific audit procedures to mitigate the risks of material
misstatements in the College’s financial statements.

e Management override of controls

e Revenue recognition

Materiality
Financial At the planning stage of the audit we have set an overall materiality level for the financial statements as a whole at £325,000.
Statements audit Consequently, performance materiality for the audit has been assessed as £262,000. Performance materiality is the level at which we

will base our audit testing, depending on the level of inherent risk assessed in the area being tested.

We do not report identified misstatements below a clearly trivial level. We have set this level at £10,000.

These figures have been based on the expenditure recorded in the 2015-16 audited accounts and our understanding that expenditure
is unlikely to be significantly different in 2016-17. We will reconsider our assessment of materiality levels on receipt of 2016-17 draft
financial statements. Further details of our consideration of materiality is at Appendix C on page 16 of this report.

Wider Scope Significant risks

responsibilities At this stage of our audit work, we have not identified any significant risks that would impact on the four areas of wider scope work set
out by the Code of Audit Practice.

We have considered any actual, potential or perceived threats to our independence on page 15. We have not identified any such
threats at this stage of the audit.

Independence




Audit scope and approach

The scope of our work

The Auditor General for Scotland has appointed Mazars LLP as the auditor
of West Lothian College (‘the College’) under the Public Finance and
Accountability (Scotland) Act 2000. The appointment is for five years from
2016-17. This is our first year of appointment.

Opinion on the financial statements

We are responsible for forming and expressing an opinion on the financial
statements. Our audit is planned and performed so to provide reasonable
assurance that the financial statements are free from material error and give
a true and fair view of the financial performance and position of the College
for the year.

When forming our opinion we will also consider whether:
e The accounts have been properly prepared in accordance with the
Statement of Recommended Practice: Accounting for Further and
Higher Education 2015 (‘the SORP’); and
e The accounts comply with the Government Financial Reporting
Manual 2016-17 (FReM) where applicable.

We have a further responsibility for forming and expressing an opinion on
the regularity of the financial statements. We will consider whether
expenditure incurred and income applied was in accordance with guidance
issued by the Scottish Funding Council and Scottish Ministers.

Our audit does not relieve management or the Audit Committee, as those
charged with governance, of their responsibilities.

Our responsibilities
Auditors and audited bodies’ responsibilities are set out in Audit Scotland’s
Code of Audit Practice (‘the Code’). The Code sets out our responsibilities
in relation to auditing the financial statements and also our wider scope
responsibilities. Our wider scope responsibilities relate to the following
areas:

e Financial sustainability

¢ Financial management

e Governance and transparency

e Value for money

Our approach to wider scope work is set out on page 6 of this report.

Our response to the risk of fraud

International Standards on Auditing (ISAs) require us to obtain reasonable
assurance that the financial statements are free from material fraud and/or
error. There are a range of ways in which fraud may arise in the context of
your financial statements and we formally consider the risk of fraud as part
of our planning work and design appropriate procedures to mitigate risks
identified. We maintain an appropriate level of professional scepticism
throughout the audit and are mindful that a material misstatement due to
fraud is possible, however our audit should not be relied upon to identify all
such misstatements.

Management and the Audit Committee, as those charged with governance
also have responsibilities in respect of fraud. They are responsible for
safeguarding assets and for the prevention and detection of fraud, error and
non-compliance with laws and regulations.



We will enquire of the Audit Committee as part of our audit. Our enquiries
will focus on:
e What role the Audit Committee has in relation to fraud and how it is
kept informed of fraud related matters by management;
¢ What anti-fraud measures you have in place and how your policies
and procedures are monitored; and
e Whether you are aware of any actual, alleged or suspected fraud.

We will formally write to you, in your role as those charged with governance,
making the enquiries above, towards the end of the audit cycle.

Our approach to obtaining assurance over service organisations
There are material entries for pay expenditure in your financial statements
where the College is dependent on an external organisation. We call these
entities service organisations. In Appendix A, we outline our approach to
understanding the services received from each organisation and the
approach we intend to take to obtain sufficient appropriate evidence over
items of account that derive from them.

Our use of experts and other auditors

Management and auditor experts

There are material entries relating to the valuation of defined benefit pension
schemes in your financial statements which are provided by management
experts. For some of these entries, we will use our own expert to provide
us with the assurance we require in relation to the work of your expert.

In addition to setting out information in respect of service organisations,
Appendix A also summarises management’s experts and our planned audit
approach to obtaining assurance over their work.

Internal audit

Where appropriate, we will seek to rely on work performed by internal audit
where it provides us with the required assurance. We will meet with internal
audit to discuss their work programme and findings, and factor this in when
determining the most efficient testing strategy.

Where we intend to rely on the work of internal audit, we will evaluate their
work and perform our own audit procedures to determine its adequacy for
our audit.

Audit efficiency and our use of IT

Innovative and integrated use of IT drives the efficiency and effectiveness
of our audit. Your audit team uses the latest IT-based audit solutions and is
supported by a team of IT auditors each of who have extensive knowledge
of the public sector and providing assurance and advisory services across
the public sector.

We know that all organisations are different
and face different risks. Our audit platform
is modern and flexible and allows us to
tailor our audit approach to the specific
risks relevant to the College, while ensuring
compliance  with underlying auditing
standards.

Risk
assessment

Audit

assurance We focus on the risks to your business

continuity and those that give rise to a risk
of material misstatement in the financial
statements. Your audit team has access to
a full suite of data analytics tools which
allow them to determine the most effective
and efficient testing strategy using IT-audit
technigues where appropriate.

Added value
services



Significant risks and key judgements

Identified significant risks to the financial statements

As part of our planning procedures we have considered whether there are risks of material misstatement in the College’s financial statements that require
special audit consideration. Although we report identified significant risks at the planning stage of the audit, our risk assessment is a continuous process and
we regularly consider whether new significant risks have arisen and how we intend to mitigate these risks. Where we identify any significant risks in addition to
those set out below, we will report these to the Audit Committee as part of our Audit Completion Report.

At the point of writing this report, we have not reviewed and documented systems relating to key transaction streams. Should any significant risks be identified
during this work, it will be reported to the Audit Committee as part of our Audit Completion Report.

Significant risk How we will mitigate the risk

Management override of control

In all entities, management at various levels within an organisation are in a
unique position to perpetrate fraud because of their ability to manipulate
accounting records and prepare fraudulent financial statements by overriding
controls that otherwise appear to be operating effectively. Due to the
unpredictable way in which such overrides could occur, we consider there to
be a risk of material misstatement due to fraud and thus a significant risk on all
audits.

We will address this risk through performing audit work over:

e Accounting estimates impacting amounts included in the financial
statements;

e Consideration of identified significant transactions outside the
normal course of business; and

e Journals recorded in the general ledger and other adjustments
made in preparation of the financial statements.

Error in revenue recognition

There is a presumption under International Standards on Auditing that there
is a significant risk of fraud and error in the timing of revenue recognition
leading to the material misstatement of revenue overall. This is because
revenue is an area of particular focus by users of financial statements and
can be subject to judgements as to when grant income should be recognised
and if clawback conditions apply to the funding.

We will address this risk through performing audit work over:

e the design and implementation of controls management has in
place to ensure income is recognised in the correct period;

e cash receipts around the year end to ensure they have been
recognised in the right year;

e the judgements made by management in determining when grant
income is recognised; and

o for major grant income, obtaining counterparty confirmation.

At the point of writing, the outcome and impact of National Bargaining is not known and whether it will have a direct financial implication for the College that
would require to be recorded in the 2016-17 financial statements. We will continue to monitor the outcome of the agreement and the expected value of any

settlement.
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Wider scope work

We are required by the Code, to conclude and make a judgement on the four dimensions of wider scope work. We set out below the work we intend to
perform to reach these judgements.

Dimension Scope ‘ Audit Approach
Extending our work on the going concern We intend to consider:
assumption in the financial statements looking ¢ the financial planning system in place for short, medium and long term
. . . . forward two to five years from the reporting date, periods
Financial sustainability . ; ) ' . .
reviewing and assessing the college’s ¢ the adequacy and accuracy of financial reporting arrangements
arrangements for financial planning and affordable | « the reasonableness of affordability assumptions made in financial
and sustainable service delivery planning

We intend to consider:

¢ the effectiveness of internal control arrangements

o whether the college’s budgetary control system is timely and accurate

¢ whether and how the college has assessed their financial capacity
and skills

¢ whether the college’s arrangements for the prevention and detection
of fraud and corruption are appropriate

Financial management is concerned with financial
capacity, sound budgetary processes and whether
the college’s control environment and internal
controls are operating effectively

Financial management

We intend to consider:

Governance and transparency covers the e whether the governance framework at the college is operating
Governance and effectiveness qf scrutiny and governance . effectively, considering if there is appropriate scrutiny and challenge
transparency arranger_ngnts in place at the college, Ieader_shlp of key decisions

and decision-making and transparent reporting of | e the quality and timeliness of information supplied to those charged

financial and performance information with governance

¢ risk management arrangements

We intend to consider:

Value for money Value for money concerns using resources e the college’s evidence that they are providing value for money
effectively and continually improving services e the focus on improving value for money and the pace of change at the
college




Identified significant risks to our wider scope work
We have also considered, as part of our planning whether there are significant risks that would impact in any of the four areas of our wider scope work that

require special audit consideration. At the planning stage we have not identified any significant risks to our wider scope audit. Should this change, we will report

these to the Audit Committee as part of our Audit Completion Report.




Timetable and communication

Our approach to communication

International Standards on Auditing require us to communicate a number of
matters with you at various points during the audit cycle. Later in this section
we outline exactly how we will communicate with the Audit Committee as
those charged with governance. As well as being an integral part of our
responsibilities under auditing standards, we see two-way communication
with the Audit Committee and the College’s staff as being critical to building
a robust knowledge of your business, the risks and challenges you face and
the plans you have in place to meet those challenges.

Completion stage — November 2017
- Final review of the annual report and accounts
- Reviewing post balance sheet events
- Engagement Lead review of the audit file
Agreeing the letter of representation

Key reporting and communication outputs
- Audit Completion Report
- Independent Auditor’s report

Fieldwork stage — October 2017
- Audit of balance sheet
- Transaction testing
- Audit of Annual Report disclosures

Key reporting and communication outputs
- Regular update meetings with the finance team

Audit timetable

The diagram below outlines the main phases of your audit, when each will
be carried out and the outputs that you will receive at each stage. This is
underpinned by a ‘no surprises’ approach to communication that ensures
management and the Audit Committee are kept aware of significant issues
on a timely basis. Our audit plan has been submitted to the 6 June Audit
Committee. We intend to issue our Audit Completion Report to the Audit
Committee scheduled to take place on 30 November 2017.

Planning stage — March — May 2017
- Building our understanding of the College
- Assessment of significant audit risks
- Developing our audit testing strategy
- Agreeing our audit timetable

Key reporting and communication outputs
- Audit Strategy Memorandum

Interim stage — June/July 2017
- Document and test systems and controls
- Carry out IT audit risk assessment

Key reporting and communication outputs
- Audit progress report to Audit Committee




Key communication points
ISA 260 ‘Communication with those charged with governance’ and ISA 265 ‘Communicating deficiencies in internal control to those charged with governance
and management’, require us to communicate a number of matters to you. These matters are set out below.

Matter to be communicated Audit Strategy Audit Completion
Memorandum Report

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

Planned scope and timing of the audit 4

Significant audit risks and areas of management judgement v

Confirmation of our independence 4 v
Responsibilities for preventing and detecting errors v

Materiality v v
Fees for audit and other services v

Significant deficiencies in internal control v
Significant findings from the audit v
Significant matters discussed with management v
Conclusions on the significant audit risks and areas of management judgement v
Summary of unadjusted misstatements v
Management representation letter v
Our proposed audit report v

In addition to the matters outlined above which we are required to communicate under auditing standards, we also communicate regularly with the Audit
Committee through our Audit Progress Reports. We also report to the College on an annual basis to summarise our work and main conclusions through our
Audit Completion Report.
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Other Matters

Independent Auditor’s Report
There have been updates to ISA 700 (Forming an Opinion and Reporting on Financial Statements) during 2017 and as a result there will be a number of

changes to the independent auditors report included in the 2016-17 annual report and accounts. While we await guidance from Audit Scotland, we expect that
to meet the ISA requirements, the Independent Auditors Report will be extended to include a description of ‘Key Audit Matters’, positive confirmation on the
going concern assumption used in the accounts and confirmation of how materiality has been assessed and applied.

‘Key Audit Matters’ are those matters that, were of the most significance in our audit of the financial statements. Significance is most likely to be determined by
the identification of a matter as a significant audit risk of material misstatement, but we are also required to consider the areas of work that required the greatest

audit effort.

A draft of the proposed audit report will be shared with management as part of the final audit process and will also be included in our Audit Completion Report
for the consideration of the Audit Committee.
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Fees

Fees for work as the College’s appointed auditor
Audit Scotland have set a fee range for the external audit of the College between £12,843 and £15,697, with a mid-point fee of £14,270. We are proposing the
mid-point fee for the 2016-17 audit.

2016-17 2015-16
proposed fee final fee*
Auditor remuneration 12,750
Pooled costs 800
Contribution to Audit Scotland costs 720
Total Fee 14,270 12,530

* - audit not performed by Mazars LLP. There is no available breakdown of the fee for 2015-16

The fee proposed presumes that we will receive a high quality set of draft accounts, supported by working papers. Should we be required to perform
significant levels of additional audit work, or face significant delays in our audit, we will discuss with management the impact of this on our proposed fee.
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Our team

Lucy Nutley — Director
Email: lucy.nutley@mazars.co.uk
Phone: 0738 724 2052

Lucy is the Engagement Lead for the audit and will be the key point of contact for the Audit Committee. She will have overall responsibility for delivering a
high quality audit to the College. Lucy will be responsible for the opinions given on the financial statements and will liaise with the Vice Principal - Finance and
Curriculum Services and Finance Manager . She will attend Audit Committee meetings, and where appropriate, Board meetings.

Jim Dafter — Senior Manager
Email: jim.dafter@mazars.co.uk
Phone: 0781 587 6042

Jim will manage and coordinate the audit and be the key point of contact for the Vice Principal - Finance and Curriculum Services and Finance Manager, as
well as liaising with Internal Audit. Jim will oversee completion of audit work to a high standard and attend Audit Committees as appropriate.

Lucy and Jim will be supported by a team of auditors drawn from our Glasgow and Edinburgh offices. This will include a team leader who will be responsible
for reviewing the work of more junior members of the team and performing the audit work in more specialised areas.
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Appendix A — Service organisations and experts

Service organisations

As we outline in the main body of this report, the College makes use of service organisations. ISA 402 defines a service organisation as one that provides
services to another entity that form part of that entity’s information systems relevant to financial reporting. The table below sets out the service organisations
that we have identified as part of our planning work together with a description of how we intend to obtain assurance over the entries in your financial statements
that are derived from them.

Service organisation Services provided Planned audit approach

Review the College’s controls over:
e The information provided to the service organisation

e The outputs provided by the service organisation to the
West Lothian Councll HR, Payroll, Data Centre college

We will also consider any internal audit or other assurance
reports on the systems in place.

As outlined above, we intend to rely on service auditor reports to provide us with assurance that controls at the service organisation are operating effectively.
ISA 402 requires us to carry out a range of audit procedures to determine whether the service auditor report provides sufficient appropriate audit evidence about
the effectiveness of controls. Where we determine that a report does not provide sufficient appropriate audit we will need to consider the most efficient and
effective alternative method of obtaining this evidence and will discuss this with management.

Experts
The College uses experts to provide entries in its financial statements. The table below outlines the areas of the financial statements where we expect the
College to use experts and an explanation of the approach we will take to obtaining assurance over those entries.

Financial statement area Management’s expert Planned audit approach

Defined benefit pension liability and associated We will consider the reasonableness of the actuarial
accounting entries and disclosures required by Actuary — Hymans Robertson assumptions made, referring to our in-house pension scheme
FRS 102 experts.
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Appendix B — Independence

We are required by the Financial Reporting Council to confirm to you at least annually in writing, that we comply with the Auditing Practices Board’s Ethical
Standards. In addition we communicate any matters or relationship which we believe may have a bearing on our independence or the objectivity of the audit
team.

Based on the information provided by you, and our own internal procedures to safeguard our independence as auditors, we confirm that in our professional
judgement, there are no relationships between us, and any of our related or subsidiary entities, and you, and your related entities, creating any unacceptable
threats to our independence within the regulatory or professional requirements governing us as your auditors.

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

include:

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

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

e rotation policies covering audit engagement partners and other key members of the audit team who are required to rotate off a client after a set number of
years; and

e use by managers and partners of our client and engagement acceptance system which requires all non-audit services to be approved in advance by the
audit engagement partner.

We wish to confirm that in our professional judgement, as at the date of this document, we are independent and comply with UK regulatory and professional
requirements. However, if at any time you have concerns or questions about our integrity, objectivity or independence please discuss these with either Lucy
Nutley or Jim Dafter.

Prior to the provision of any non-audit or audit related services, Lucy Nutley will undertake appropriate procedures to consider and fully assess the impact that
providing the service may have on our auditor independence. No threats to our independence have been identified.
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Appendix C - Materiality

Materiality is an expression of the relative significance or importance of a particular matter in the context of financial statements as a whole. Misstatements in
financial statements are considered to be material if they, individually or in aggregate, could reasonably be expected to influence the economic decisions of
users taken on the basis of the financial statements.

Judgements on materiality are made in light of surrounding circumstances and are affected by the size and nature of a misstatement, or a combination of both.
Judgements about materiality are based on consideration of the common financial information needs of users as a group and not on specific individual users.

The assessment of what is material is a matter of professional judgement and is affected by our perception of the financial information needs of the users of
the financial statements. In making our assessment we assume that users:

e have areasonable knowledge of business, economic activities and accounts;

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

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

e recognise the uncertainties inherent in the measurement of amounts based on the use of estimates, judgement and the consideration of future events; and
o will make reasonable economic decisions on the basis of the information in the financial statements.

We consider materiality whilst planning and performing our audit.
Whilst planning our audit, we make judgements about the size of misstatements which we consider to be material and which provides a basis for determining
the nature, timing and extent of risk assessment procedures, identifying and assessing the risk of material misstatement and determining the nature, timing and

extent of further audit procedures.

The materiality determined at the planning stage does not necessarily establish an amount below which uncorrected misstatements, either individually or in
aggregate, will be considered as immaterial.

We revise materiality for the financial statements as our audit progresses should we become aware of information that would have caused us to determine a
different amount had we been aware of that information at the planning stage.

We discuss with management any significant misstatements or anomalies that we identify during the course of the audit and we report in our Audit Completion

Report all unadjusted misstatements we have identified other than those which are clearly trivial, and obtain written representation that explains why these
remain unadjusted.
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Appendix D — Our added value

Our primary responsibilities as the College’s external auditor are outlined in the main body of this report. As your external auditor we are ideally placed to
provide added value in delivering those responsibilities and the diagram below provides a summary of how we intend to do this.

Insight

Analysis of emerging issues shared
regularly with you through our Audit
Progress Reports.

Sharing knowledge from our membership
of a range of professional networks
including those hosted by Audit Scotland,
ICAEW and NAO.

Regular updates from our public services
advisory team on lessons learned from its
work across the UK public sector.

Access to our public sector governance
forum allowing free and open discussion of
governance issues.

Expertise

Specialist public sector financial reporting
advisory service, providing expert analysis
of emerging accounting issues.

A dedicated IT audit and advisory team,

with expertise and experience of providing
services across the public sector.
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Clear and open communication, allowing
for a sensible basis of resolving emerging
issues.

Internal control recommendations and
follow-up work in conjunction with internal
audit.
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Agenda Item 17.20

Paper 8
West Lothian College
6 June 2017

Audit Committee
College Audit Rolling Action Plan
The College Audit Action Plan shows progress in implementing previously

agreed Internal Audit recommendations. The attached table shows the
position as at June 2017.

Action

The Committee is asked to note progress against plan.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017

AC/060617/Ser



College Audit Action Plan

2014-15 -1 April 2014 — 31 July 2015

Status June 2017 June 2016
A B C A B C
Priority | Priority | Priority
4-5 3 1-2
Completed recommendations by original deadline - - - - 1 -
(subject to Internal Audit Review)
Completed recommendations by extended deadline - - - - - -
(subject to Internal Audit Review)
Outstanding recommendations on target - 1 - 1 3 1
Total - 1 - 1 4 1
2016-17 — 1 August 2016 — 31 July 2017
Status June 2017 June 2016
Priority | Priority | Priority | A B C
4-5 3 1-2
Completed recommendations by original deadline - 1 1 - - --
(subject to Internal Audit Review)
Completed recommendations by extended deadline - - - - - -
(subject to Internal Audit Review)
Outstanding recommendations on target - 1 - - - -
Total - 2 1 - - -

H/Internal Audit/IA Reports/College Audit Action Plan Template March 2016

1




2014-2015
No | Audit Report Report Background Recommendation College Responsibility | Deadline Status | Update/ Revised Deadline
Topic Date Response Comments
1 Workforce Apr 2015 | College’'s HR The HR team should prioritise Agreed Senior HR 2015-16 Agreed. Programme has been drawn up and will be
Management — policies and updating of all out of date HR Business monitored through the College Operating Plan.
HR Policies & procedures have policies and procedures. Changes Partner
Procedures been recognised by | made should be communicated to
Management to be | all College employees and training November 2015 update
out of date and are | should be communicated to all Programme has been drawn up and agreed.
not fully reflecting College employees and training Benchmarking of other Colleges’ and Public Sector
on current working | should be provided (if required), to organisations’ Policies and Procedures is currently being
practice. ensure staff are aware of processes undertaken.
Without clear to be followed and to confirm their
guidance in place rights and responsibilities. February 2016 Update
managers and Programme agreed for policies and procedures outwith
employees may be | Following this review, the College scope of National Pay Bargaining.
unaware of key should implement a rolling
processes. programme of review/update of June 2016 Update
policies. The Programme will be taken forward once the full HR
Team are in place. This is expected to be by the end of
Priority 3 June 2016.
August 2016 Update
Several key policies are within scope of National July 2017
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.
February 2017 Update
Policies & Procedures outwith of National Bargaining
have been identified and will be reviewed during 2016- July 2017
2017.
June 2017 Update
Policies & Procedures updated for Recruitment &
Selection and Flexible Working. Other Policies &
Procedures outwith of scope of National Bargaining
continue to be worked on.
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2016-17

No | Audit Report Report Background Recommendation College Responsibility | Deadline Status | Update/ Revised Deadline
Topic Date Response Comments
2 Financial August The audit found The College should review whether it | Agreed Vice Principal, | May 2017 Agreed — This will be complete when the transfer to
Ledger and 2016 that two of the six | needs these two bank accounts and Finance & Scottish Government’s banking service takes place.
Treasury and accounts were no | close them if not required. Curriculum
Cash longer in use. Services
Management Priority 2 November 2016 Update March 2017
Transfer will take place at the end March 2017.
February 2017 Update
Transfer will take place at the end of March 2017. March 2017
June 2017 Update
Completed.
No | Audit Report Report Background Recommendation College Responsibility | Deadline Status | Update/ Revised Deadline
Topic Date Response Comments
3 Financial November | The audit found The College should meet with the Agreed Finance March 2017 Agreed — A meeting will be arranged with the Council to
Systems 2016 that West Lothian | Council to discuss and optimise Manager and discuss the issue.
Council had been | arrangements regarding this off- Senior HR
making off-payroll | payroll adjustments issue. Business
adjustments to Partner
College PAYE Ideally, such adjustments should not
and NI amounts. be necessary, but the College should
This has and explore the exact circumstances with
could continue to, | Council partners.
lead to inaccurate
payments being Priority 3
to HMRC.
June 2017 Update July 2017
Meeting has been arranged for 7 June to discuss.
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No | Audit Report
Topic

Report
Date

Background

Recommendation

College
Response

Responsibility

Deadline

Status

Update/
Comments

Revised Deadline

4 Financial
Systems

November
2016

The audit found
that the College
reviews monthly
trial pay runs and
notifies the
Council of any
amendments that
need to be
reflected within
the final pay run.
Finance had
advised 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 ad
approval and
could result in
incorrect payroll
amounts paid to
College staff.

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

Priority 3

Agreed

Senior HR
Business
Partner and
Finance
Manager

March 2017

Agreed. Once the process has been reviewed the
Financial Procedures will be updated.

June 2017 Update

Completed. Process has been reviewed and

updated. BACS payment file now only sent after Vice
Principal — Finance & Curriculum Services has
confirmed new process. Payroll procedures updated to
reflect.
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Agenda Item 17.21

Paper 9

West Lothian College
6 June 2017

Audit Committee

Strategic Risk Register May 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
2015/2016.

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

College Portfolio to meet National and Regional Skills Priorities.
Widening Access and Learner Attainment.

Recruiting, Retaining and Developing High Performing Staff.
Meeting Legal and Statutory Needs and Requirements.
Ensuring Financial Sustainability.

apbhwnN Bk

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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Agenda Item 17.21

Paper 9

West Lothian College
6 June 2017

May 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 although we now have some extra credits allocated for
additional Childcare places to support workforce development.

We have been successful in our bid 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 we appreciate that there are still challenges in
attracting numbers required for our Foundation Apprenticeship programme and that
analysis of applications and recruitment indicates that we still have full-time places to
fill.

At this point we are uncertain of the impact on part-time programme recruitment as
Individual Learning Accounts in their current format have been discontinued. A
replacement version will not be launched until the autumn. We were encouraged
however by our most recent Enrolment Evening when we enrolled our highest
numbers of learners and took increased fee payments compared to this time last
year.

Key Risk 2 Widening Access and Learner Attainment:
Risk maintained at 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.
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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.

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 and presenting
this to the Learning and Teaching Committee of the Board on 7 June to see if there
are any common themes or patterns which we can address.

We have also changed full time programme content in our NQ programmes to
ensure that either volunteering or workplace experience feature in all courses
enabling students to have their practical skills assessed at an earlier stage.

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.

This has not been helped by the recent days of industrial action although Centres
are reporting that the impact of strikes on learners has in the main been mitigated
against and with several weeks of the term still to go catch up activities are well
underway.

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 HR team have put out a survey to
evaluate the impact of their new model and results will be shared.

The risk is maintained at high due to the unknowns surrounding National Bargaining.

As the Board is aware, negotiations within the NJNCC have been on-going for the
past year and half.

We eventually arrived at settlements for lecturers and support staff for 2015/2016
and 2016/2017 (fiscal years)
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2017/2018

Cost of living pay claims have been lodged by both EIS + Unison for 2017/2018 -
£1000 flat cash (along with other demands) for all. This is significantly in excess of
Public Sector Pay Guidance of 1% and has not been agreed.

Alongside that we have the continuation of the agreement to harmonise Lecturers
pay and terms & conditions across the Sector. The pay element of this is phased
over 3 years.

Current Position

Following a prolonged period of Industrial action, a proposed settlement was
reached on Friday 19 May which was observed by a Scottish Government
Advisor/Mediator.

The only detail we currently have indicates that Lecturers will move to a contract of
23 hours + 1 hour class contact. There is a principle agreed of no detriment for
existing staff and migration to the new contract (if more favourable) will take place
from August 2017.

In West Lothian College, it is anticipated therefore that Lecturers will move from 24
hours teaching per week to 23, and that their pay will be increased as per
harmonisation phasing. In this College this represents a 7% increase to the top of
the scale and a 16% increase on the bottom lecturing scale points.

The College as an employer has been consistently led to believe that harmonisation
would be funded by Scottish Government/Scottish Funding Council however this
seems to be under discussion.

We are receiving full details of the proposed settlement prior to 31 March and
therefore the Committee will receive a verbal update on progress.

Budget Position

We are currently finding it extremely challenging to arrive at a balanced budget
without harmonisation costs and are currently modelling various scenarios to
mitigate against financial unsustainability, but all will have consequences and risks
attached. These can be better analysed when we know more about what will and will
not be funded.
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Key Risk 4 Meeting Legal and Statutory Needs and Requirements:
Risk maintained at High

Our Equalities Mainstreaming Report for 2017-2020 and expected Equalities
Outcomes over the next period were approved by the Board and submitted to
Scottish Government.

Health and Safety continues to be positively reported with more detail recorded and
incidents analysed.

As you know we were delighted to have been informed that our recent planning
application to increase the car parking capacity was approved and work will be
carried out over the summer.

In the meantime we have implemented some parking restrictions to increase safety.
These have not been entirely successful with the parking pressures simply moving
elsewhere and so we will undertake another review of these for the new term.

The College has recently signed a contract for capital works under the CEEP Project
which has been driven by the Government and the Scottish Funding Council with a
great deal of external technical and legal support. This should bring positive benefits
for the College however we should note that once the project moves in to
implementation phase some of the risk transfers to the College.

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 escalated to High

The latest set of Management Accounts are positive with our commercial surplus
significantly above target, our part-time fees improved and our SFC credit target
progressing well.

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 for 2016/2017 had therefore previously been reduced to medium as current
indications were very good.

As we are now budget planning for 2017/2018 the risk has gone back up to high to
reflect the 2017/2018 Draft Budget position. This indicated that significant work was
needed across the College to get to a breakeven position. The draft budget also
assumed that the harmonisation of the pay award would be funded in full by Scottish
Government and that the College would lose no productivity.
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In addition we also have the uncertainty of the outcome of the 2017/2018 cost of
living pay claims for both EIS and Unison.

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
6 June 2017
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College Board of Governors Appetite for Risk
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Risk Register 2016-2017 Gross Risk Current Risk

Key Risk 1 Risk Description and | Likelihood | Impact | Risk Risk Mitigation Update May 2017 Likelihood | Impact | Risk
Consequence Rating Rating

Senior Lead:

GH

College Insufficient information | 2 5 10 Principal and Senior Portfolio review 2 3 6

Portfolio to and long term horizon Team members on undertaken for

meet National
and Regional
Skills Priorities

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.

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

2017/18

Credit count almost
700 above target.
Foundation
Apprenticeship
funding secured for 8
courses. Recruitment
numbers are low at
present work being
undertaken with
schools to promote
these.

Commercial Target
exceeded for 2016/17
by approx. £200k

School recruitment
overall below target,
action planning with
schools being
undertaken.

Curriculum priorities
agreed with SFC for
2017/18
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Significant
consultation with
internal and external
stakeholders
undertaken which
informed the Opening
Doors Plan.
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Risk Register 2016-2017 Gross Risk Current Risk

Key Risk 2 Risk Description and | Likelihood | Impact | Risk Risk Mitigation Update May 2017 Likelihood | Impact | Risk
Consequence Rating Rating

Senior Lead:GH

Widening Poor full and part time 5 5 25 Marketing campaign to | Schools prospectus 5 4 20

Access and learner recruitment meet targets launched. Action

Learner procedures which fail - planning with schools -

Attainment to target Programme There was concern

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.

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
KPI trends analysis to
inform improvements

that withdrawal of ILA
could adversely affect
PT recruitment
however recruitment
at first enrolment
evening was robust.
10 FT courses (of 83)
have fully recruited
marketing and
admissions working to
fill the others.

ELS engaged with all
NC groups bypassing
the need for referrals
and supporting core
skills development.

Guidance reports 462
full time withdrawals
down from 497 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
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Improve management
information to assist
planning of appropriate
interventions

Bursaries following up
on attendance
promptly.

Three centres are not
reporting Pl
improvement ( 1 is)

Industrial action did
disrupt teaching, no
significant impact on
Pls being reported.

Some teams reporting
“open Door” teaching
practice
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Risk Register 2016-2017

Gross Risk

Current Risk

Key Risk 3 Risk Description and Likelihood | Impact | Risk Risk Mitigation Update May 2017 Likelihood | Impact | Risk
Consequence Rating Rating

Senior Lead:

JM

Recruiting, Failure to attract high 5 5 25 New recruitment Recruitment and 3 4 12

Retaining and quality staff to the processes to be in selection processes

Developing college resulting in poor - place for 2016/2017 updated for improved -

High quality delivery and candidate

Performing service. Workforce Planning attraction/experience

Staff document to be

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

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 INCC
arrangements to link to
National NJNCC.

Improved reporting of
sickness absence for
Centres/Departments
and HR training on
managing sickness
absence delivered in
February to help
reduce the College’s
sick absence rate.

EIS negotiations on
terms and conditions
and implementation of
new pay scales
settled however detail
of agreement not fully
known.

Cost of living pay
awards lodged by
both EIS & UNISON
in excess of public
sector pay guidance.
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Risk Register 2016-2017 Gross Risk Current Risk

Key Risk 4 Risk Description and Likelihood | Impact | Risk Risk Mitigation Update May 2017 Likelihood | Impact | Risk
Consequence Rating Rating

Senior

Lead:GH

Meeting Legal Failure to implement 4 5 20 Post Education 3 4 12

and Statutory
Needs and
Requirements

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

e Post Education
(Scotland) Act 2013

e Equalities Act

e Employment Law

e Health and Safety
Legislation

e Procurement Law

e Carbon Reduction
Targets

¢ Data Protection

¢ Prevent Strategy

(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

College represented on
Police Scotland
CONTEST group. VP
Curriculum Planning
counter -terrorist
SPOC.

Staff briefed on

Review of governance
undertaken as has an
internal audit of
governance.

Consultation on
equalities activities
was undertaken and
equality action plans
have been distributed
to centres.

HR business partner
bi-monthly meetings
with Centres/depts.

Health & Safety Officer
is reviewing policies,
procedures and risk
assessments. Near
miss reports are being
gathered.

Permission to develop
parking submitted.
Inappropriate parking
causing H&S risk

National terrorist risk
escalated to critical for
a short period. All
College trip
authorisations revised
and risk assessments
reviewed as required.
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Prevent duties.

Data Management
Policy and Procedure
in place

New procurement
officer appointed and
college membership of
APUC

Carbon baseline plan
in place with reduction
targets to be
implemented and
monitored

Police advice taken on
security and action
planning. Evacuation
planning being
revised.
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Risk Register 2016-2017 Gross Risk Current Risk

Key Risk 5 Risk Description and | Likelihood | Impact | Risk Risk Mitigation Update May 2017 Likelihood | Impact | Risk
Consequence Rating Rating

Senior Lead: JM

Ensuring Budget planning 5 5 25 Robust Annual Latest Management 3 4 12

Financial process poorly Curriculum and Accounts show the

Sustainability

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
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

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

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

College to be ahead of
target and therefore
expected to deliver on
the agreed Budget.

Commercial Plan
ahead of target
generating a surplus
for reinvestment for
College Projects.

Syatems Strategy
Group has identified
several projects for
investment.

Investment Committee
has also met and
agreed in principle bids
for investment.

FY 2017 forecast is
forecasting a small
surplus.

Attainment Pls not met
in 2015-16. In-depth
analysis currently being
undertaken.

UNISON pay offer and
holiday entitlement
agreed for FY 2015-16
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National Pay
Agreements
unaffordable

Failure to adhere to
Finance Regulations
and Policies exposing
the college to negative
consequences

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

and FY 2016-17.

Pay Offer for FY 2017-
18 still to be agreed
with EIS/UNISON.
Both Unions have
lodged pay claims in
excess of public sector
pay policy.

EIS negotiations on
terms and conditions
and implementation of
new pay scales agreed
in principle although
detail not known.

Concern for 2017-18
budget process for a
deal that may reduce
productivity.

SG not yet confirmed
that the costs of
harmonisation will be
met.

Draft 2017-18 budget
assumes
harmonisation costs
will be met and no loss
of productivity.

Changes to ILA
scheme may impact on
part time recruitment
and income assumed
in 2017-18 Draft
Budget. College

AC/060617/Ser
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continuing to lobby
Scottish Government to
get clarity on the new
scheme.
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Risk Assessment and Evaluation

Risk Classification Matrix

1 Insignificant
2 Minor

3 Significant
4 Major

5 Catastrophic

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)

Evaluation of Risk

IMPACT

Very High
17-25 -
High
10-16 -
Medium
5-9
Low
I

LIKELIHOOD

AC/060617/Ser
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Health and Safety Data Analysis Report January — March 2017

Accidents, Incidents and Near Misses.

Introduction

The College is required by statute to record and maintain records of work-related
accidents. Certain work-related injuries, cases of disease and near misses must be
reported to the Health and Safety Executive (HSE).

During this reporting period there have been twenty eight HSF1 forms completed
relating to accidents/incidents, as opposed to seven in the same period in 2016. Of
these reports none were reportable to HSE.

The Health and Safety Officer investigates every report to determine if corrective
action is required. Consideration is also given to the category types to determine

whether or not a trend is developing.

Report, investigation and category details are as follows:

No. Date Accident/Incident/ | HSF1 Detail Investigation
near miss

1 09/01/2017 | incident A student fainted in the toilet, The student had
the lecturer called first aider who | previously been ill with
in turn called an ambulance. The | the novo virus; the
student was taken to hospital hospital confirmed that
and given an xray and CT scan. this is what caused
Diagnosed with fractured skull them to faint. No
and concussion due to the fall. further action required.

2 10/01/2017 | incident A student fainted or had a Student has history of
seizure. First aider attended seizure and a care plan
while student recovered and was | in place, staff and first
collected by parent. Care planin | aiders aware of
place procedure

3 17/01/2017 | incident A student fainted or had a Student has history of
seizure. Put into recovery seizure and a care plan
position until she came round. in place, staff and first
Care planin place aiders aware of

procedure

4 18/01/2017 | accident A student was using scissors and First aider cleaned cut
the blade caused a small cut to and plastered- no
finger further action required

5 18/01/2017 | accident A member of the public was in Lecturer used sterile
hairdressing getting hair cut wipes to clean area- no
when they were grazed by the further action required
clippers

6 23/01/2017 | accident A lecturer was teaching a class FM and H&S officer

when one of the floor boxes gave
way. Staff member fell into the
gap striking head against desk.

were contacted, FM
made area safe,
covered hole with metal
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Legs bruised and scraped. Bang
to head. First aider attended but
no first aid required.

sheet, H&S assessed for
risks of future accidents
in similar classrooms as
boxes have signs of
weakness. New flooring
boxes for this room and
others with same style,
All now replaced no
further action required

7 24/01/2017 | incident A student took a seizure lasting Student has history of
approx 30 min. First aider seizure and a care plan
attended and placed into is in place, staff and first
recovery position aiders aware of

procedure

8 26/01/2017 | accident A member of staff cut tip of Checked by A&E and
finger on serrated knife while given a stitch on finger
preparing food. The first aider No further action
cleaned the wound but it needed | required
a stitch. She was taken to
hospital by another member of
staff

9 31/01/2017 | incident A student took a seizure. The Student has history of
first aider placed herinto a seizure and a care plan
recovery position until she came | in place, staff and first
round. As per care plan aiders aware of

procedure

10 10/02/2017 | accident A member of staff was attending | Staff were informed
staff team day when slipped grass was wet and
kicking ball (footgolf) on wet slippery at induction
grass. She landed flat on back from event organisers.
and head First aider advised to

look out for symptoms
of concussion , had sore
neck the following day
and contacted NHS 24.
Advised to take
painkillers- no further
action required

11 22/02/2017 | incident A student felt ill on assisted H&S officer discussed
programme bus to college. They | procedures for assisted
had been sick in house. The programme students
student suffers from anxiety + with Centre Head,
epilepsy. A first aider attended procedure was
and picked up by father. Care followed. No further
plan in place action required

12 22/02/2017 | incident A student took a panic attack No further action taken

about a test and had drunk 2
coffees and energy drink. He was
taken to another room away
from class by the first aider. His
family were phoned to collect
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him. Advised to seek advice from
GP

13 27/02/2017 | accident A member of staff cut fingers First aider applied a
after putting hands into a sink Plaster — Member of
which had broken items in it. staff was not aware that

it was a broken item in
the sink that had caused
the cut until another
member of staff was
also cut themselves.

14 27/02/2017 | accident A member of staff cut hand in Self-administered
sink not realising there was a plaster but realised
broken plate in sink. broken item in sink was

the cause and item
removed.

15 01/03/2014 | accident A student was walking No further action
downstairs and fell over feet. required.

Scrape to left elbow and shoulder
and lower leg. A first aider
attended but no first aid
required.

16 02/03/2017 | incident A student asked for first aider as | First aider applied a
they had a pain on toe nail bed dressing and no further
and toe joint. Pain started before | action was required.
coming to college then became
worse during class. Advised to
cut very long toe nails and seek
medical advice if condition
persists

17 02/03/2017 | incident A member of staff was working She Reported incident
with candidate in an adult to line manager, this
residential care unit. An adult was investigated by
patient put both hands on the H&S manager and
staff members shoulders and additional controls were
pushed her into table resulting in | put in place for future
shoulder injury. visits to facilities.

18 08/03/2017 | incident A student was punched in the First aid administered,
face by ex student in the car park | the incident was
and classroom. A first aider reported through
applied an ice pack to the injured | safeguarding team and
party. reported to the police.

Recorded on the FM
violence incident log.

19 13/03/2017 | injury A student went over on ankle First aid administered-
playing football at James Young no further action
High School, a first aider applied required.
an ice pack

20 14/03/2017 | accident A student injured her finger with | First aider cleaned

a knife while preparing
vegetables in kitchen. A first
aider cleaned the area and

wound and a dressing
applied.
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applied a dressing.

21 16/03/2017 | accident A Lecturer was teaching a class Reported to FM and
when caught her leg on a piece temporarily taped over
protruding plastic on trunking. to make safe until part
Her leg was bruised. No first aid to repair is delivered
required. and replaced.

22 23/03/2017 | incident A student took a seizure and a Student has history of
first aider attended placing her in | seizure and a care plan
the recovery position. in place, staff and first

aiders aware of
procedure.

23 23/03/2017 | incident A student was having difficulty First aider advised that
breathing. A first aider helped as she was asthmatic to
student to regulate breathing. A | attend hospital-no
friend accompanied to her further action required
hospital. The student however
decided not wait for medical care
and returned to college.

24 28/03/2017 | incident An assisted programme student No further action
spilt hot water over her hand, a required
member of staff was present
when this happened and run cold
water over her hand under a first
aider was in attendance.

25 29/03/2017 | accident A student rubbed eye after First aider washed eye
chopping chilli in kitchens causing | with eye wash no
irritation to the eyes and skin. further action required.
The first aider rinsed with eye
wash.

26 29/03/2017 | incident A student took a seizure. A first | The student has history
aider attended and followed the | of seizures and a care
care plan until student comes plan is in place, staff
round. and first aiders aware of

procedure.

27 29/3/2017 | accident A student was holding a cup of A first aider was called
hot water for another student for second opinion and
and trying to put the lid on when | advised to keep under
it spilled over their hand, taken cold tap at regular
to run under cold water by the intervals.
care assistant.

28 31/03/2017 | near miss A member of staff was walking FM taped over the strip

along corridor when his foot
caught on the plastic/rubber strip
between the carpeted and metal
flooring. The strip peeled back 1
to 2 metres in length causing
staff member to stumble.

until a permanent fix
was made.
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As a result of the last Audit Committee meeting in March, we are now recording any
incidents where the police are called to the college. The safe guarding team will also
inform us of any police visits however no detail, for obvious reasons, will be given as
to the nature of the visit. Point 18 is the only case to date.

Breakdown by category 2017

12
10
8
6
4 M Jan- Mar
2 I B Apr - June
O 'J T T T T T T T T T I_\ .JU|V'Sept
RN N AT o e . 2 e &L }
Qoé' & & &‘0 « @é' & \Q’& \q?o & W Oct - Dec
> Q& & A\ S (OIS &
N XQ N \& 3B
° N ) o\ Q &
Ko NS N\
o\ S RS & S
> &\&) & & &
2 C &
RS v
Trend analysis 2013 - 2017
30
W Injured during sports activity
25 B Slips, Trips and falls
20 B Handling ( cuts burns etc)
1 Struck by Equip/Object/Vehicle
15 H lliness
m Chemical/Substance
10 B Contact with Electricity
s Violence
B Accidents outwith College
0 - m Others
2013 2014 2015 2016 2017

Considering this information it is felt that other than the corrective action noted as a
result of investigation, no further action is required.
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Health and Safety Management

The College has put the following arrangements in place to control health and safety
risks in order to meet the legal requirements and show commitment to all

stakeholders.

Health, Safety and Environment Committee

Last HS&E Committee meeting was held
on

15 February 2017

Minutes from meeting have been posted on | Yes
Serengeti

Action points against H&S Officer currently | None
outstanding

Next meeting scheduled for 17 May 2017

Employer’s Liability Insurance

Zurich Employers Liability Insurance

expires on 31 July 18

Interventions

HSE Inspections in the last 12 months

Improvement Notices issued in last 12
months

0
0

Prohibition Notices issued in last 12 months

Improvements issued by Fire Service in last
12 months

0
0

Risk assessments

All available on Serengeti

Number of risk assessments due for review

All risk assessments reviewed
annually by departments. Health
and Safety Officer working with
departments to determine if all risks
are covered.

Number of risk assessments to be rewritten

As above

Number of generic risk assessments due
for review

All to be reviewed summer 2017

Fire Risk Assessment

Fire Risk Assessment in place

Yes

Review Date

September 2017

Health and Safety Policy

Policy Statement approved by

Mhairi Harrington

Next Review date May 2018
Responsibilities currently unassigned 0

Health and safety Procedures Review Date
Accident / Incident reporting May 2018
Lone Working May 2018
Inspection and Auditing May 2018
Emergency Evacuation February 2018
Work Placement May 2018
Excursions May 2018
COSHH May 2018
First Aid May 2018
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Lock out / Tag out September 2018

Noise at Work August 2018
Fire Safety Actions

Outstanding actions related to fire 0

inspection

Overdue actions related to fire inspection 0

Last emergency evacuation drill (daytime) February 2017
Last emergency evacuation drill (evening) February 2017
Next emergency evacuation drill (daytime) | May 2017
Next emergency evacuation drill (evening) | May 2017

During this period the new Health and Safety Officer has reviewed and amended the
Health and Safety Policy and all associated procedures to enable ownership of these
revised documents. At this time it was agreed to review all in 2018 to include any
other identified changes during the first year in post. After which all reviews will take
place every three year unless circumstances arise which give cause for change ie
legislative, personnel or procedural changes.

Scheduled events and Training

Six Health, Safety and Environment Committee meetings were scheduled during the
last twelve months and all took place. 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.

The college fire alarm is tested every Wednesday morning. Recently a new tone has
been added which when sounded will warn all that a bomb/terrorist threat has been
made to the college. The procedure for an evacuation in this type of situation is
currently being drafted and will be presented to Senior Team for approval. This will
then be communicated to all staff prior to a test evacuation being carried out and will
subsequently be incorporated into the planned emergency evacuation process from
that point.

A college audit was completed in February covering all high to medium risk areas of
the college. This included workshops, kitchens, gym halls, staff work rooms and
science labs. Union representatives were invited and attended where possible. Other
staff who are currently studying or recently completed the NEBOSH General
Certificate also attended the audit walk rounds. Action plans were given to the
appropriate Centre Head or Manager with follow up meetings planned to discuss
findings and determine the best way forward to resolve concerns. Please refer to
appendix 1 for a full report from the Health and Safety Officer. Low risk areas will be
covered as part of a general walk round during the summer months.

All Centre Heads and Managers have been given the opportunity to identify the
health and safety training needs for their teams. This information has been very
detailed and has highlighted the need for essential training in specific areas given
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the nature of the business carried out by the staff group concerned. It also identifies
generic training for all. Given the number of staff and potential costs we now need to
consider how best to deliver these training needs. Delivery could be:

In house

On line

Tool box talks
External Agencies.

Please refer to appendix 2 to understand training needs.
Changes to Legislation/Guidance

There have been no significant changes to health and safety-related legislation in the
UK in the reporting period.

Consultations

There are currently no health and safety-related public consultations which relate to
the work of the College.
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Appendix 1 College Audit

The Health and Safety Officer, Facilities Manager and various members of staff and
Union representatives carried out a walk around audit of the High risk areas to
ensure policy and procedures were being adhered to and to identify any areas of
concern

The following High risk areas were audited:

Photography

Science lab

Woodworking workshop

Motor vehicle workshop

Construction and engineering workshop
Beauty & Hairdressing

Kitchens

And in doing this the general entrance areas, stairways, toilets, store rooms, and
classrooms in Terrace 1/2/3/4 and Pavilion A/B/C & D were also covered

The remaining low risk areas including the Street building are scheduled for the
summer months

The main findings:

The Management of Health and Safety at Work Regulations 1999

e There is a H&S policy on notice boards showing the college and boards
commitment

e Everyone has a role and responsibility for H&S as identified in policy

e Information is emailed to staff and students and available on Serengeti

Notice boards have up to date fire risk assessment, H&S policy, fire procedures

and assembly points diagrams displayed

There are regular staff meetings regarding health and safety issues

There is a H&S and Environment Committee which is minuted

Accident incidents and near misses are reported and recorded

The Insurance certificate was displayed in the Exec office

There was a good safety culture throughout the college

HSAW act posters were not displayed in each area this has now been rectified

and a copy is in each building entrance

Workplace (Health, Safety and Welfare) Regulations 1992,

e The building was in a good state of repair with a sufficient cleaning regime to
keep areas clean and tidy. The tabs system was being used by staff to report
additional repairs or maintenance issues in the buildings.

e There is arolling programme of service and maintenance carried out by the
facilities team and external contractors, all areas were well light, there is
sufficient heating, toilets (including disabled) and water facilities and drinking
water is available. There are suitable rest areas inside and outside of the
building.
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The Regulatory Reform (Fire Safety) Order 2005

An emergency evacuation procedure for the college is available on notice boards
A fire risk assessment has been completed for the site and on H&S notice
boards

Firefighting equipment located in each building is appropriate for the areas and is
maintained with servicing records held by facilities

Testing of fire alarms and emergency lighting is carried out periodically

The Health and Safety (First-Aid) Regulations 1981

There is a first aid, accident and incident reporting procedure available

There is a first aid coordinator and all first aiders are trained and records kept

A first aid room located in Pav D fully stocked and regularly checked

First aid provision for each building is located in entrance areas and is regularly
maintained

There is a defibrillator in the main entrance of street building which all first aid
staff are trained to use and it is maintained and serviced periodically

First aid boxes in workrooms do not hold suffice materials and items were out of
date, departments responsibility to replenish

Personal Protective Equipment (PPE) Regulations

PPE is issued to students but not all Departments have suitable storage areas
There is not suitable facilities to clean PPE that is dirty in engineering workshop
There was no PPE stations for visitors to obtain equipment or instructions on
how to fit correctly

There was an absence of sighage as you enter workshops informing visitors they
would be entering an area where PPE would be required

Hand washing facilities were not available to clean hands before placing ear
plugs in into the ear

Machine safety- Provision and Use of Work Equipment Regulations 1998
(PUWER) & and Lifting Operations and Lifting Equipment Regulations 1998
(LOLER)

Equipment is either maintained by the facilities team on a rolling schedule of
works with records kept, the rest of the equipment is maintained by the
departments

Safety cut outs or devices were fitted and easily accessible on machines viewed
Guards were securely fitted and moving parts guarded

Portable equipment was PAT tested by the facilities team on a rolling
programme a few items were overdue but would be captured in the summer
programme

Additional safe system of works signage was recommended for high risk areas
and on equipment as there were currently none in place

Machine lock outs were available on equipment but not all being used, all areas
instructed that equipment must be locked out when not in use

There was no exhaust / dust extraction in the construction workshop
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Kitchens

Extraction fans were installed to remove the smells and steam from the kitchens
and had been serviced and maintained by facilities

Gas isolation facilities were available

Gas appliances had been checked and serviced

All electrical equipment is regularly tested

Are fire exits and escape routes were free from obstruction

All members of staff and students were wearing appropriate footwear, areas for
changing and storage were available

Gloves are provided to protect against skin damage from hot water, detergents,
etc.

Chemicals / hazardous substances -Control of Substances Hazardous to
Health (COSHH) Regulations 2002

MSDS were available for hazardous substances

Local Exhaust Ventilation is used in the motor vehicles and woodworking
workshop and had been serviced and maintained by facilities

There is no LEV’s or ventilation systems in the construction and engineering
workshop

Hazardous substances were not labelled and stored correctly in photography
The safe use of hazardous substances including handling materials safely were
not documented safe systems of work were recommended

COSHH assessments were not completed for every substance

Measures were not in place to deal with chemical spillages

PPE provided for the use of chemical was not stored and maintained
appropriately

Dust levels in woodworking room could be tasted and smelled, students were dry
sweeping the dust, it was recommended that no dry brushing takes place and
hoovers used to reduce dust

COSHH training is a priority for the high risk areas and this is highlighted on
Appendix 2 training requirements

It was recommended that once the controls for wood dust, silica dust and chemical
odour have been reviewed and if required amended then an air sampling programme
would be recommended. This would ensure that the controls we have in place
(including LEVs) are reducing the levels to a legal Work Exposure limit WEL

The Health and Safety officer is working with each department on the corrective
action plans so all improvements have either started or are scheduled to be worked
on during the summer months.
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Appendix 2

West Lothian College Training requirements 2017

Centre/Support _ - . c |l o = Z|l o | x
c b o = = v (@] - (O]
Team < § e1s S o 2 c| = ‘E;’E x . c;g; g% '§ %g z (ZD>_ > = g
2 5 2@ | &8¢ % I (522,882 |85 vEd || 553 |E¢E Of Salc.glec
S 5/ 0 | S S o o w %) s 58 208 00 2T = Y S| %8 Tz Toi G8L x2
S| 239l |8 |S0E | |0 |08 2% 82> | BE| 850 |0|88|5 |28 |2 204 s5%| 5%
Sl < |d | 856 |0 |0 |25 w3 <% | fwl=T0 |alse| S |Hfa |95/926 =603 29
Health and 0| 1 1 0 0 0 1 1 0 1 0 0 1 0O |0 0 1 0 0 0 0 0
Social Care
Business and 0| O 1 2 0 0 0 0 0 0 0 0 0 0|0 0 1 0 2 0 0 0
Creative
Workforce 3 5 1 36 2 0 6 0 4 0 5 34 37 0
Development
Commercial and 0| O 1 1 0 3 0 0 0 0 0 0 0 0|0 2 2 0 0 0 0 0
Marketing
Hairand Beauty | 9 | 2 7 7 2 1 4 4 0 3 6 1 1 0 |0 3 1 1 2 7 0 0
Computing and 0| O 20 0 0 0 | 20| 2 0 0 0 0 0 0O |0 3 0 0 3 20 0 0
Engineering
Constructionand | 0 | O 2 11 0 0 0 3 12 0 0 4 14 | 0 | 3 0 0 5 1 13 0 3
Motor Vehicle
Childhood 0| O 1 0 0 0 0 0 0 0 0 0 0 0|0 0 10 20 0 0 0 0
Practice and
Sport and
Fitness
Hospitality and 0| O 10 0 0 5 0 3 0 0 0 5 0O |0 3 3 3 1 2 0 0
Communities
Facilities & ICT 0| 30 11 0 0 5 0 | 33 0 7 0 0 34| 1 |0 1 7 0 0 7 0 0
Finance and 0| O 0 0 0 0 0 0 0 0 0 0 0 0O |0 0 0 0 0 0 0 0
Bursaries
HR 0| O 0 0 0 5 0 0 0 0 0 0 0 0|0 0 0 0 0 0 0 0
MIS Admissions 0| O 0 0 0 0 0 0 0 0 0 0 0 0 |0 0 0 0 0 0 0 0
Quality and 0| O 0 0 0 2 0 0 0 0 0 0 0 0O |0 0 0 0 0 0 0 0
Learner Services
Exec Admin 0| 7 7 0 8 8 0 0 0 0 8 0 0 0O |0 0 7 0 1 0 0 0
Total 9 | 43 66 21 | 11 | 35 | 61 | 48 | 13 | 11 20 5 59 1|5 17 66 29 14 86 0 3
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Paper 11

West Lothian College
6 June 2017

Audit Committee
Health & Safety Policy

The College’s Health & Safety Policy has been reviewed by the Health &
Safety Officer and is attached to this paper.

The Policy requires approval by the Board of Governors and is then signed-off
by the Principal and Chair of the Board.
Action

The Committee is asked to recommend approval of the Health & Safety Policy
& Procedure to the Board of Governors.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2017
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OCCUPATIONAL HEALTH AND SAFETY POLICY: WEST LOTHIAN COLLEGE
General Statement of Policy
The policy of this College is to:

e Promote a positive safety culture that will encourage staff to set high
standards of health and safety by personal example, in order that learners
leaving the College should take with them an attitude of mind which accepts
good health and safety practice as normal;

e provide such information, instruction, training and supervision as is

e necessary to ensure the health and safety at work of all employees’, learners,
visitors and College sub-contractors;

e formally monitor the effectiveness of health and safety provisions within the
College, in consultation with the appointed Trade Union Safety
Representatives; and

e keep the College Health and Safety Policy under regular review and to publish
any amendments designed to complement and secure the General Statement
on health, safety and welfare at work.

As the Principal and Chief Executive of this College, | have a delegated responsibility for
the health, safety and welfare of the College community i.e. its employees’, visitors,
College sub-contractors and learners who make use of the College facilities.

As Employer, the College Board of Governors has overall responsibility for the health
and safety of staff, learners and others affected by the College's activities.

The College Health and Safety Policy has been prepared to give you guidance,
understanding and instructions to govern your conduct in all circumstances. | would urge
you to read it thoroughly and make sure you understand the part you have to play in
making the policy work in practice.

West Lothian College has an excellent record for health and safety and | want this to be
continued. It is my expectation that each member of the College community complies
with these requirements and acts as a personal example of good, safe practice.
Signed:

Mhairi Harrington

Principal & Chief Executive

Date:



1 Introduction

West Lothian College recognises that the achievement of high standards of
health and safety reduces the risk of harm and losses due to accidents and ill
health and contributes to the overall success of the College.

This policy has been developed jointly with the College Senior Management
Team and the College Board of Governors. It has been fully supported and
endorsed by the Trade Unions.

2 Terms

Throughout the general and individual policy statements the Board of

Governors of West Lothian College will be referred to as the "EMPLOYER". The
employer's principal duties to employees’ under Section 2 of the 1974 Act are
shown in Appendix1.

Throughout the general and individual policy statements the term "EMPLOYEE"
should be taken to include all staff, learners, visitors and College sub-
contractors.

3 General Policy Statement

The Employer recognises and accepts its responsibility in ensuring, so far as is
reasonably practicable, the health, safety and welfare of all its employees’ and
any person affected by its undertaking.

The statement applies to all employees’ and those not in its employment but who
may be affected by its undertaking. The Employer expects all to set their sights
on the above statement and to take all reasonable steps to achieve them. The
General Policy Statement will be placed on Health and Safety notice boards
located throughout the College, the Health and Safety section of the College
intranet and the College web site.

The policy will be reviewed annually or sooner if there are changes in the
College such as the introduction of new procedures, work processes or products
which may impact on its relevance. Its effectiveness will be assessed during
audits and reviews.

4 Organisation
4.1 General

The organisation (Appendix 3) of health and safety at work is the same as
the general management structure of the College i.e. each level of
management is responsible for those below, and accountable to those
above; to the extent that one has control, one has responsibility. This is so
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that responsibility for ensuring high standards of safety performance remains
with those who design, arrange or direct the work of the College, and to
foster a proactive and thriving safety culture throughout the College
community.

4.2 Employer (Board of Governors)

As Employer, the Board of Governors has overall responsibility for the health
and safety of staff, learners and others affected by the College's activities,
and for the administration and implementation of the College's general
statement of safety policy. The Employer wishes all employees’, learners,
visitors and College sub-contractors of the College to exhibit the highest
standards of health and safety behaviour themselves, and demand these
same high standards from colleagues.

4.3 Executive Responsibility

The Employer delegates responsibility to the Principal and Chief Executive.
The senior and other managers have delegated executive responsibility for
operational decisions on a day-to-day basis within their functional areas.

4.4 Health, Safety and Environment Committee

The Health & Safety and Environment Committee (HSEC) is the central
consultative forum for the discussion of health and safety matters. The
Employer entrusts the HSEC with the provision of management oversight for
health and safety. The remit and composition of the HSEC is shown in
Appendix 4. All members of the HSEC will undertake a recognised and
certificated programme of training in health and safety.

4.5 Health and Safety Officer

The College will appoint a Health and Safety Officer. The responsibilities of
the post are identified in a formal remit (Appendix 5).

4.6 Centre /Service Leaders

Each area of the College has a person responsible for Health and Safety
operational activities. The responsibilities of the post are identified in a
formal remit (Appendix 6). The Leaderswill liaise with the Health and Safety
Officer on implementation of health and safety procedures and will also help
promote health and safety within functional areas and share good practice
and experiences.

4.7 Functional Area Managers

Each functional area manager has corporate responsibility (Appendix 7) for
the management of health and safety matters within their area of control. In
giving stewardship of resources to managers, the Employer thereby also
delegates a responsibility to consider the health and safety implications of
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decisions taken about its disposition. In particular, they are expected to
exercise sufficient managerial oversight to satisfy themselves, that due
regard is taken of the requirements of College’s Health and Safety Policy
within the parts of the College that operate under their control.

Employee Responsibilities

All employees’ have an important part to play in protecting themselves and
others. Health and safety responsibilities are based on legal obligations and
are subject to the College’s disciplinary procedures. In particular,
employees’ at all levels are required to:

e Take reasonable care for the health and safety of themselves and
others;

e co-operate with managers and supervisors on health and safety matters;

e not interfere with or misuse anything provided in the interest of health
and safety;

e make full and proper use of any personal protective equipment (PPE)
and clothing provided to them in accordance with instructions or training
received;

e use any machinery, equipment, safety device, etc. in accordance with
instructions or training received;

e report their manager or supervisor any work situation that would
reasonably represent a serious or immediate danger to health and
safety;

e report immediately to their manager/supervisor any incidence of violence
or accident they have.

Employee’s duties as described in Section 7 of the Health and Safety at
Work etc., Act 1974, are shown in Appendix 2.

4.8 Emergency Evacuation

College procedures regarding emergency evacuation have been approved.
A copy of the document is available on Serengeti following the path:
/departments/West Lothian/Corporate/Health and Safety/Health and Safety
Policies and Procedure/PRO004 Emergency Evacuation procedure

4.9 First Aid Team

College procedures regarding first aid provision have been approved. A
copy is available on Serengeti following the path: /departments/West
Lothian/Corporate/Health and Safety/Health and Safety Policies and
Procedure/PRO008 First Aid
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4.10 Healthy Working Lives Team (HWL)

The College promotes a healthy working lives initiative, the team is made
up of staff and students volunteers across the organisation.

HWL team generates ideas and initiatives and feeds these into The Health,
Safety and Environment committee. They will all work towards driving the
initiatives forward, promoting good healthy working lives alongside good
health and safety practices.

The organisation will regularly evaluate its position and develop programs,
training and initiatives as appropriate to drive the healthy working lives
initiative forward. West Lothian College will promote the continued
development of good working practices and health benefits which sustain
and improve the health and well-being of all within the organisation.

4.11 Implementation

The Chair has been nominated by the Employer to administer the
implementation of the policy and to prepare regular performance reports on
the extent to which the objectives of the policy are being achieved. To
enable this reporting to be carried out, the Health, Safety and Environment
Committee shall be responsible for the development and operation of
arrangements covering all functional areas of the College.

5 Arrangements

5.1

5.2

5.3

General

The Employer accepts ultimate responsibility throughout its organisations
and at all places of work under its control, to provide and maintain the
standards required by the Health and Safety at Work etc. Act 1974 and
other relevant acts and statutory provisions and will provide reasonable
resources and services for this purpose.

Technical Advice

The Employer will provide access to competent technical advice on safety,
health and welfare matters to assist College management in the
implementation and development of the policy.

Health and Safety Procedures

The Health and Safety Officer shall be responsible for preparing
procedures to secure the Employer's Health & Safety Policy. Such
procedures shall be approved by the Senior Team and shall be consistent
with the general statement and shall incorporate sufficient detail in respect
of the nature of the work performed and the appropriate actions to control
risk.
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Procedures available:

e COSHH (Control of Substances Hazardous to Health) Assessment
e Risk Assessment

e Day trip, residential, overseas trips

e PEEP (Personal Emergency Evacuation Plan)
Emergency Evacuation

Lock out Tag out

First Aid

Lone Working

Accident / Incident reporting

Inspection and Auditing

Display Screen Equipment

Noise at Work

Work Placement

Functional Area Managers are responsible for ensuring procedures are
implemented in their area of control and for developing procedures to deal with
specific areas of risk in their area of control.

In implementing the procedures, functional area managers should:

(i) ensure detailed arrangements for safe working are drawn up, implemented
and maintained.

(i) ensure a safe place of work including the procedures for maintenance and
repair of such places and equipment.

(i) ensure any special risks relating to particular work locations and work
activities have been assessed and control measures implemented,
including the provision and use of such personal protection as is
necessary.

(iv) achieve safe systems and methods of work especially during maintenance
activities, and the cleaning of plant and machinery.

(v) achieve a safe working environment with procedures for monitoring control
measures commensurate with the risks involved.

(vi) new machinery, substances or processes are recorded appropriately within
the College systems

(vil) ensure emergency procedures are implemented as necessary.

(viii) Working with the estates team to ensure compliance with all statutory
requirements for testing, examination and inspection of equipment
including record keeping.

(vii) Working with the Health and Safety officer and Learning Development
Officer to ensure the provision, maintenance and revision of training
complies with the needs of employees’. Confirm their competency to carry
out their individual tasks safely and without risk to health.
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5.4 Accidents & Incidents: Reporting, Recording, Investigating and Analysis

Arrangements are in place for accident/incident reporting, recording,
investigating and analysis. These arrangements comply with “The
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR), 2013.

All accidents/incidents/ near misses involving employees’ or those affected
by the organisations undertaking shall be recorded and where required,
investigated.

All incidents involving the police must be reported to the facilities help desk
and recorded for inclusion into the incident stats report.

A Report that includes information relating to accidents, incidents and near
misses shall be presented at Health &Safety and Environment Committee
meetings for discussion

The Health and Safety Officer shall follow up any actions arising from the
report.

The Principal, or in the Principal’s absence the Designated Senior
Manager, shall be informed as soon as is practically possible, of any
major/fatal accident or dangerous occurrence.

5.5 Performance Monitoring and Review

The primary aim of monitoring and review is to ensure that the workplace
standards conform to the objectives of the safety policy.

The Employer recognises that accident and incident statistics, whilst
undoubtedly of value, are alone not a suitable criteria for measuring safety
performance. Some correlation of working conditions, injury potential, the
incidence of minor and severe injury accidents as well as the incidence of
damage to plant and property must be considered when making an
evaluation.

The main areas of evaluation therefore will be:

() Accident/ incidence/ near miss statistics;

(i) workplace inspection reports;

(i) regular evaluation of the effect of the Health and Safety Policy;
(iv) identification of long-term objectives;

(v) health and safety compliance audits and

(vi) Prosecutions, Prohibitions and Enforcement.

The Employer shall continuously monitor its performance in the above
areas clearly defining its arrangements for collecting and evaluating
accident statistics and also stating the frequency and style of safety
inspection.
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5.6 Prosecutions, Prohibition and Enforcement

The Principal and Chief Executive shall notify the Board of Governors of
any prosecutions, prohibition orders and improvement notices at the next
meeting of the Board of Governors.

5.7 Annual Review

The Health, Safety and Environment Committee shall produce annually a
formal review of its Health and Safety performance. The review will inform
a Health and Safety Action Plan, which will contribute to the allocation of
future resources.

Accordingly, the review should contain numerical and narrative information
about:

e accident and near miss statistics; accident investigation and lessons
learned. Trends analysis and changes to working procedures.

e a summary of reports of on-site inspections and audits;

o the effectiveness of the health and safety management system;

e details of safety training needs and training plans; and

« identification of long-term objectives together with an indication of the
extent to which they are being met

The Chair is responsible for the co-ordination and evaluation of all reviews
on behalf of the Employer. The report will be submitted to the Senior Team
and Board of Governors.

5.8 Joint Consultation and Employee Involvement

The Employer recognises the importance of employee involvement at all
levels. This involvement takes the forms of consultation and positive
employee involvement.

To secure employee and trade union participation, the Employer requires
the Principal and Chief Executive to set up formal joint consultative
machinery. The Principal and Chief Executive shall also be required to
establish, introduce and maintain a range of safety procedures and
arrangements, which embody the principles of joint consultation and
participation. These safety procedures and arrangements shall be made
available to all staff.

The Employer will strive to assist in the appointment of safety
representatives by recognised Trades Unions and will provide them with
sufficient facilities and training to carry out their tasks.

The Employer recognises the benefits to be gained from the resolution of
safety problems as near to the point of origin as possible. The Employer
also recognises the importance of informal consultative arrangements in
this field and in order to promote these doctrines, first line supervisors and
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managers will be required to respond positively, effectively and timeously to
representation from employees’ and safety representatives. In the event of
such safety matters remaining unresolved, the Vice Principal, Finance &
Curriculum Services will instigate an investigation and report to the
appropriate manager.

5.9 Issue and Review

A copy of this policy shall be brought to the attention of all employees’ by
email on notice boards and on the College Intranet. The policy will be
reviewed annually or sooner if there are changes in the College such as the
introduction of new procedures, work Processes or products which may
impact its relevance. lIts effectiveness will be assessed during audits and
will be reviewed by the Health, Safety and Environment Committee.

6 Appendices

Appendix 1
Appendix 2
Appendix 3
Appendix 4
Appendix 5
Appendix 6
Appendix 7
Appendix 8
Appendix 9

Employer’s Duties

Employees' Duties

Organisation Chart: Health & Safety

Remit: Health and Safety Committee
Remit: Health and Safety Officer

Remit: Health and Safety — Centre Leaders
Responsibilities: Functional Area Managers
Remit: Senior Fire Marshall

Remit: First Aid Coordinator

Signed on behalf of West Lothian College

Date

Ms Mhairi Harrington, Principal & Chief Executive

Signed on behalf of the Board of Governors

Date

Mr Alex Linkston, Chair of the Board
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Appendix 1 — Employer’s Duties

The employer's principal duties to employees’ under Section 2 of the Health and
Safety at Work Act 1974 are as follows and are reproduced in full:

Section 2 (1) It shall be the duty of every employer to ensure, so far as is
reasonably practicable, the health, safety and welfare at work of all his employees’.

Section 2 (2) Without prejudice to the generality of an employer's duty under the
preceding subsection, the matters to which that duty extends include in particular:

(@)

(b)

(c)

(d)

(e)

the provision and maintenance of plant and systems of work that are, so far
as is reasonably practicable, safe and without risk to health;

arrangements for ensuring, as far as is reasonably practicable, safety and
absence of risks to health in connection with the use, handling, storage and
transport of articles and substances;

the provision of such information, instruction, training and supervision as is
necessary to ensure, so far as is reasonably practicable, the health and safety
at work of his employees’;

so far as is reasonably practicable as regards any place of work under the
employer's control, the maintenance of it in a condition that is safe and
without risks to health and the provision and maintenance of means of access
to and egress from it that are safe and without such risks; and

the provision and maintenance of a working environment for his employees’
that is, so far as is reasonably practicable, safe, without risks to health, and
adequate as regards facilities and arrangements for their welfare at work.

Section 2 (3) Except in such cases as may be prescribed, it shall be the duty of
every employer to prepare and as often as may be appropriate revise a written
statement of his general policy with respect to the health and safety at work of his
employees’ and the organisation and arrangements for the time being in force for
carrying out that policy, and to bring the statement and any revision of it to the notice
of all his employees’.
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Appendix 2 - Employees' Duties

All employees’ are jointly and individually under an obligation to avoid risks to
themselves, their colleagues, members of the public and others. Employees’ must
comply with safety regulations and procedures specified in the College policy
statements or in statutory regulations. To emphasise the importance of the
employees' involvement in health and safety, Sections 7 and 8 of the Health and
Safety at Work Act 1974, are as follows and are reproduced in full:

Section 7: It shall be the duty of every employee while at work -

(@) to take reasonable care for the health and safety of himself and of other
persons who may be affected by his acts or omissions at work; and

(b)  asregards any duty or requirement imposed on his employer or any other
person by or under any of the relevant statutory provisions, to cooperate with
him so far as is necessary to enable that duty or requirement to be performed
or complied with.

Section 8: Duty not to interfere with or misuse things provided pursuant to
certain provisions

(a) No person shall intentionally or recklessly interfere with or misuse
anything provided in the interests of health, safety or welfare in pursuance of
any of the relevant statutory provisions.
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Appendix 3 - Organisation Chart: Health & Safety

Board of Governors

Principal & Chief Executive

Health & Safety and Environment

Committee
(Chaired by Vice Principal, Finance & Curriculum
Services)

Trade Union
Representatives

Functional Area
Managers

Health & Safety Officer

Centre/Service Leaders

Fire Marshals and Evacuation
Team

First Aid C

oordinator

First

Aiders

Employees’
(Staff Visitors, Learners, Sub
Contractors)
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Appendix 4 - Remit: Health, Safety and Environment Committee
Remit

The remit of the Health & Safety and Environment Committee is to support the
College in delivering the strategic ambition for West Lothian’s learners and meeting
the outcomes and targets identified within the Regional Plan through:

e Promoting a positive and proactive Health and Safety culture in the college;

e Promoting a continuous improvement of the College’s Safety Management
System;

¢ Monitoring the extent of compliance with the College’s Health and Safety policies
and practices;

e Addressing issues affecting the College, which arise from Health and Safety
incidents;

e Developing and reviewing Health and Safety procedures for approval by the
Extended Leadership Team;

e Scrutiny and oversight of the Carbon Lite Plan implementation;

e I|dentification and promotion of sustainable initiatives which will lead to a
reduction in the College’s carbon emissions;

e College wide communication of reduction in carbon emissions;

e Acting as a forum for joint consultation, discussion and involvement; and

e Oversee Healthy Working Lives initiatives.

Frequency of Meetings
Two monthly basis
Membership

Assistant Principal Curriculum Support & Finance

Health & Safety Officer

Curriculum Head or Deputy Curriculum Head Representative

HR Senior Business partner

Facilities Manager

First Aid Coordinator

Students Association President

One representative from each of the two recognised Trade Unions.

Chair

Vice Principal Finance & Curriculum Services
Scope of Decision Making

Advising, making recommendations and reporting to the Extended Leadership Team
and Board of Governors on matters and issues concerning Health and Safety and
Carbon Reduction policies and practices.

Reporting to:

Senior Team
Audit Committee & Board of Governors
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Appendix 5 - Remit: Health and Safety Officer

The remit of West Lothian College’s Health and Safety Officer is:
e the provision of Health and Safety advice;

e the development of Health and Safety procedures;

e to oversee and monitor the implementation of College Health and Safety policies
and procedures;

e the auditing of the College’s systems in respect of Health and Safety;

promoting Health and Safety throughout the College;

collaborating with Centre/Service Leaders on Health and Safety matters in their
areas

e Communicating with Centres/Service Leaders to Identify training needs, develop
a plan and work with Learning and Development to delivery

e Investigating Accidents and Incidents, reviewing near misses and Reporting to
HSE and exec team/Board.
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Appendix 6 - Remit: Health and Safety Centre/Service Leaders
The remit of the Health and Safety Centre/Service leaders is to:

e assist in the implementation of College’s Health and Safety policies and
procedures within their area,

e work and liaise with the manager in their area in reporting non-compliance or
issues, and to make recommendations;

e work and liaise with the Health and Safety Officer;
e promote Health and Safety within their area; and
e attend meetings and communicate with other colleagues.

e encourage staff and leaners to follow procedure to report near misses and
accidents
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Appendix 7 - Responsibilities: Functional Area Managers

The key to effective health and safety management in the College is the
management control exercised by individual managers with their own functional
area.

The responsibilities of managers are to:

e monitor the implementation of College Health and Safety policies and
procedures within their area of responsibility;

e promote Health and Safety throughout their area;
e ensure that all significant risks are identified and assessed within their area,;
e support and liaise with the Centre /Service leaders and

e make Health and Safety a standing item on the agenda of their area
management meetings.

encourage staff and leaners to follow the procedure to report near misses and
accidents in their areas
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Appendix 8 - Remit of Senior Fire Marshall

Evacuation of all personnel from the campus buildings is only effective if managed
centrally by the Senior Fire Marshall.

The role of Senior Fire Marshall is identified in the fire evacuation procedures.
Path: /departments/West Lothian/Noticeboard/Strategies, Policies and
Procedures/PROCEDURES

The responsibilities of the Senior Fire Marshall are:

to liaise with the fire marshals to ensure all relevant buildings have been completely
evacuated during an emergency situation;

e to liaise with the fire evacuation team to ensure non ambulant individuals are
safely removed from the premises;

e to liaise with the estates staff to ensure the sounding alarm has been identified
and the fire services have been alerted;

e to liaise with the fire services on arrival at the scene and to assist as required;

e to provide the all clear to all fire marshals and estates staff when advised to do
so by the fire services controller;

e liaise with fire marshals to ensure safe return to the buildings after the all clear
has been given; and

e to take immediate action to investigate any failings of an emergency evacuation.
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Appendix 9 - Remit of First aid coordinator

All staff in the College owe a duty of care to others and as such have responsibility to
ensure they deal with a first aid situation in accordance with first aid procedure
requirements and ensure the first aid provision is effective.

The Organisation has identified and trained a team of First Aiders with a lead First
Aid Co-ordinator.

The First Aid Co-ordinator will oversee the team and ensure:

the duty rota is maintained and up to date;

first aid team certifications are current;

appropriate training is provided for all first aid staff;
first aid supplies are adequate;

first aid boxes and mobile First aid Kits are maintained, the Estates helpdesk
inspect these boxes and replenish as required ;

defibrillator machine is kept available and up to date;
preparation of statistics for the Health & Safety committee;

the first aid room is maintained and supplied appropriately working with the
Estates helpdesk for reordering supplies;

provision of updates to the first aid team, annual reviews meetings of procedures
and equipment ;

Further to the above, the First Aid Co-ordinator will ensure support is provided to any
of the team in the event of an emergency where further support is required.
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Appendix 10 - Remit of Union Health and Safety Reps

The role of the health and safety representative is independent of management.
Representatives are there to represent the interests and concerns of their co-
workers and respond on their behalf. All representatives, either appointed by trade
unions or elected by employees’ can:

e represent employees’ generally and when you consult them about specific
matters that will affect the health, safety and welfare of the employees’;

e represent employees’ when Health and Safety Inspectors from HSE or local
authorities consult them;

e investigate accidents, near misses, and other potential hazards and dangerous
occurrences in the workplace;

e investigate complaints made by an employee they represent about their health,
safety or welfare in the workplace;

e present the findings of investigations to the College;

e inspect the workplace;

e attend Health and Safety Committee meetings as a representative of the
employees’.

An appointed representative should usually have worked for the College for the
previous two years, or had at least two years’ experience doing similar work. This is
to ensure they will have a level of knowledge that allows them to make a responsible
and practical contribution to the health and safety effort.
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Agenda Item 17.24

Paper 12

West Lothian College
6 June 2017

Audit Committee

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 9 month period ended 30 April 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 16 month period ended 31 July 2015 and 2015-16.

Action

For information

Jennifer McLaren
Vice Principal, Finance and Curriculum Services
6 June 2017
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West Lothian College -Key Financial Performance Indicators 2016-17

Forecast
Target outturn Forecast Actual Actual Actual Comments Actions
2016-17 |For theyear| Forthe9 [Fortheyear| 16 month 8 month
ended 31 months ended 31 period period
July 2017 | ended 30 | July 2016 | ended 31 ended 31
April 2017 July 2015 | March 2014
Ahead of target due to additional fees
) income from part time provision,articulation
College Surplus (£'000) 86 584 712 41 492 (39) students, SDs Contracts and Workforce None
Development Activity
Ahead of target due to additional fees
. ) income from part time provision,articulation N
Operating Surplus (£'000) (556) (176) 721 (1,891) 76 (264) students, SDs Contracts and Workforce one
Development Activity
Ahead of target due to additional fees
. income from part time provision,articulation
0, 0, 0, 0, 0, 0,
Non SFC Income as % of total income 28% 30% 33% 31% 29% 28% students, SDS Contracts and Workforce None
Development Activity
Ahead of target due additional MA and FA
Trading Surpl ial activiti income and staff cost savings from the
o/raflpg urpfus on commer'mla at(; '.;’.' 1€s as 27% 32% 37% 28.0% 29.0% 28% replacement Business & Growth post and None
o OfIncome from commercial activities the closure of the Children's Panel
Inverness Office
Staff costs slightly above target due to the HR Business Partners Working
Staff costs as % of total income (excludes 0 ) 0 0 o . costs of delivering additional activity and with Curriculum Centres on
exceptional costs) 67% 69% 66% 67% 61% 64% sickness cover in the curriculum Centres minimising sick absence levels
. o Above target due to improved trading
Ratio of Current Assets to Current Liabilities 0.6:1 09:1 09:1 05:1 0.7:1 09:1 position None
Days Cash to Total Expenditure 9 16 36 14 8 105 Sg;)i\tlizr:arget due to improved trading None
* Excludes £1.6m income adjustment
following revaluation
2014-15 (16 months) 2015-16
Borders |Forth Valley West Dumfries & Borders Forth Valley West Lothian Dumfries &
Lothian Galloway Galloway
. Non SFC
Non SFC Income as % of total income 27% 27% 29% 24% 26% 31% 31% 20%
Income as %
5 :
Staff cqsts as % of total income (excludes 64% 67% 61% 58% Staff costs 68% 70% 67% 64%
exceptional costs) as % of total
Ratio of Current Assets to Current Liabilities | 2.35: 1 01:01 07:1 131:1 Eﬁtr'r‘;r?tf 151 0.65:1 05:1 0.82:1
Days Cash to Total Expenditure 90 14 8 60 Days Cash 76 11 14 59

to Total




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 Development Plan

The recent internal audit review of corporate governance recommended that
Committee Development Plans should be created for all improvement actions to be
recorded, monitored and tracked to completion.

A simple template for these plans has been developed and is attached.

This plan (updated as appropriate) will be included at the end of each agenda,
ensuring previously agreed actions are kept in view.

The Committee is invited to note the plan.

Joanna Paterson
Secretary to the Board of Governors
6 June 2017

AC/060617/Ser



Audit Committee Development Plan

June 2017 — May 2018

Membership

One vacancy — priority to be filled when new Board members appointed
Remit

Annual review of remit — June 2017

Visits to Parts of the Campus

Arrange a visit to part of the campus at the start of June, September or March 18 meeting
Opportunities for Strategic Discussion

No current issues

Development Issues Identified in Meetings

No current issues

Self-Evaluation

Annual self-evaluation of Committee — March 2018

Include opportunity for reflection on new approaches (campus visits)

Update 1: June 2017
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Audit Committee
Annual Review of Committee Remit
The remit of the Committee is scheduled for review at this meeting.

The remit was last reviewed in December 2015; an annual review cycle will be
followed in future.

A number of amendments to the remit are recommended, taking into account:

e alignment of the wording on membership requirements with the Code of Good
Governance (item 2);

e the role of all main Committees in the monitoring of KPIs (item 8);
e consideration of the External Audit Planning Memorandum (item 16 d);
e changes of the titles of officials supporting the Committee.

These amendments are shown as tracked changes against the current remit for
ease of reference.

The Committee is invited to consider and recommend the revised remit to the Board.

Joanna Paterson
Secretary to the Board of Governors
6 June 2017

AC/060617/Ser



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.

3.

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-eone-membershould-havea
background-in-financeacecounting-orauditing;-At least one member of the
Committee should have recent relevant financial or audit experience but
membership should not be drawn exclusively from people with such a
background.

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

REPORTING

4.

5.

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.

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

RESPONSIBILITIES

6.

The Audit Committee will advise the Board on:

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

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

c. the planned activity and results of both internal and external audit;



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

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 review the College’s key performance indicators.

| 8.9. 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.

| 9:10. 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.

| 10.11.  The Audit Committee will also periodically review its own effectiveness
and report the results of that review to the Board.

RIGHTS
| 4412, The Audit Committee may:

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

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

ACCESS

| 12.13.  Internal Auditors and External Auditors will have free and confidential
access to the Chair of the Audit Committee.

MEETINGS



13-14.

The procedures for meetings are:

. 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;

. A gquorum shall be one half of the members entitled to vote upon the

guestion before the meeting;

. Audit Committee meetings will normally be attended by the Principal, a

representative of Internal Audit, Assistant-Principa{Currictium-Suppeort
and-Firanee)-Vice Principal (Finance & Curriculum Services) and a

representative of External Audit;

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

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

. 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;

the Committee shall meet with the internal and external auditors
without the executive team present at least annually;

. 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

14:15.

15-16.

For each meeting the Audit Committee will be provided with:

a. areport summarising any significant changes to the organisation's Risk

Register;

b. a report from Internal Audit summarising:

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

c. a quarterly report on Health and Safety.

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;

ed. The External Audit Planning Memorandum;

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

f.0.a report on any proposals to tender for internal audit functions.

16.17.  The above list suggests minimum requirements for the inputs which
should be provided to the Audit Committee. In some cases more may be
provided.

Last reviewed by Committee: December 2015
Last approved by the Board: December 2015
Date for next review: June 2017



	Audit Committee Agenda 6 June 2017
	Paper 1 Draft Audit Minutes 9 March 2017
	Paper 2 Matters Arising Audit Committee jp
	Paper 3 IA Plan 2017-18 Cov Paper (June 2017)
	Audit Committee
	2017-18 Internal Audit Annual Plan


	Paper 3 REPT-AUD-DXE-WLC Strategic IA Plan 2017-20 - to June 17 AC
	Paper 4 Corp Gov Covering paper(June 2017)
	Audit Committee
	Internal Audit Report: Corporate Governance
	The attached report sets out the findings from an Internal Audit review of Corporate Governance.


	Paper 4 Corp Gov final report
	Paper 5 Portfolio planning Covering paper(June 2017)
	Audit Committee
	Internal Audit Report: Portfolio Planning
	The attached report sets out the findings from an Internal Audit review of how the College plans its portfolio. This has included the extent to which the College utilises internal and external information to shape its provision.


	Paper 5 REPT-AUD-RYW-WLC - Portfolio Planning IA Rpt Final Report Issued 6.04.17
	Paper 6 Budget Mon Covering paper(June 2017)
	Audit Committee
	Internal Audit Report: Budget Setting and Monitoring
	The attached report sets out the findings from an Internal Audit review of Budget Setting and Monitoring.


	Paper 6 REPT-AUD-DXE-WLC IA Rpt - Budget Setting and Monitoring - FINAL
	Paper 7 External Audit Plan 2016-17 (June 2017)
	Audit Committee
	External Audit Strategy and Plan 2016-17
	The attached plan has been prepared by the College’s External Auditors, Mazars, and sets out the strategy and process for the 2016-17 year end audit.


	Paper 7 WLC Audit Strategy Memorandum 2016-17 FINAL
	Paper 7 Mazars Introduction
	Paper 8 College Audit Action Plan Covering paper(June 2017)
	Audit Committee
	College Audit Rolling Action Plan
	The College Audit Action Plan shows progress in implementing previously agreed Internal Audit recommendations.  The attached table shows the position as at June 2017.


	Paper 8 College Audit Rolling Action Plan
	Paper 9 Risk report May 2017
	Paper 9 Risk Register 2016-2017
	IMPACT

	Paper 10 Health and Safety Quarterly Report Jan-Dec17
	Paper 11 H&S Policy Covering paper(June 2017)
	Audit Committee
	Health & Safety Policy


	Paper 11 Health and Safety Policy  April 2017
	Paper 12 KPIs(June 2017)
	Audit Committee
	College Key Performance Indicators 2016-17


	Paper 12 Financial KPIs 2017-18 (June 2017)
	Sheet1
	Sheet2

	Paper 13 Cover paper development plan
	Paper 13 Audit Committee Development Plan v1
	Paper 14 Cover paper Audit Remit
	Paper 14 Audit Committee Remit Review June 2017 final
	West Lothian College


