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Audit Committee 
 
Draft minute of Meeting of the Audit Committee held on Tuesday 6 June 2017 at 
3.30pm in the Barbour Suite. 
 
Present:  Graham Hope (Chair) 
   Simon Ashpool 
   Sue Cook 

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

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) 
George Hotchkiss (Vice Principal, Curriculum & Planning) 
Emily Purdie (Health and Safety Officer, Item 17.22) 
David Eardley (Scott-Moncrieff, Internal Auditors) 
Lucy Nutley (Mazars, External Auditors) 
Joanna Paterson (Board Secretary) 

 
 
17.14 Welcome/Apologies 
 

The Chair welcomed everyone to the meeting. Members were thanked for 
rearranging their diaries to accommodate the change in meeting day as a 
result of the General Election.  

 
17.15 Declarations of Interest 
 

There were no declarations of interest. 
 
17.16 Minute of Meeting of 9 March 2017 
 

The Minute of the meeting of the Audit Committee of 9 March 2017 was 
approved as a correct record. 

 
17.17 Matters Arising from Minute of Meeting of 9 March 2017 
 

Members noted paper 2 detailing actions duly completed following the 
meeting of 9 March 2017.   
 
In relation to item 2, IT Shared Services and Business Continuity, it was noted 
that the server replacement was now complete, the installation of a second 
line was progressing and the offsite back-up solution was waiting for SFC 
permission to proceed. 
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There were no other matters arising. 

 
17.18 Internal Audit Reports 
 

i) Internal Audit Plan 2017-18 
 
Vice Principal, Finance & Curriculum Services, introduced the draft 
Internal Plan for 2017-18, set within the context of the 3 year plan to 2020. 
The Plan had been drawn up taking account of the College’s risk 
management framework and strategic objectives and priorities. 
 
It was noted that there were three proposed areas that were connected to 
attainment and the learner experience (B5 Performance Management and 
Delivery of Outcomes, C4 Student Marketing, Applications and Admissions 
and C5 Student Enrolment and Induction) and it was agreed that it would 
be useful for the Senior Team to further consider the connections, timing 
and relative priority of the items within these themes in order to gain the 
maximum added value from the audit activity.  
 
It was agreed a revised draft plan taking these discussions into account 
would be brought back to the next meeting. 
 
Action 1: Vice Principal, Finance & Curriculum Services 
 
It was noted that procurement and tendering was on a six yearly review 
cycle. Although this seemed a little long, it was noted that there was an 
annual Scottish Government review process undertaken by APUC which 
was rigorous. 
 
It was agreed that it might be useful to use the days set aside for an IT 
review to have a high-level stock-take of risks associated with the 
introduction of the General Data Protection Regulation (GDPR).  Senior 
Team to agree the scope of the review with Internal Audit closer to the 
date set aside for the review to take place.   
 
Action 2: Internal Auditors; Vice Principal, Finance & Curriculum 
Services 
 

ii) Corporate Governance 
 

David Eardley presented the findings from the Internal Audit review of 
corporate governance. It was noted that this audit had taken place at the 
same time as the Effectiveness Review and that the two pieces of work 
complemented each other in giving the Board assurance about its 
governance arrangements. 
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The report indicated that there were proper and effective arrangements in 
place and several examples of good practice. Areas recommended for 
improvement were not out of keeping with examples found in other similar 
institutions. 
 
It was noted that there was one suggestion made that consideration 
should be given to the value of requiring all Committees to produce annual 
reports to provide the Board with proactive confirmation that delegated 
responsibilities had been adequately discharged.  
 
It was noted that the Committee Chairs had discussed this and considered 
it would not add value given the effective system of reporting that was 
already in place. It was noted that the matter would be considered by the 
Board at its next meeting in the context of the Board Development Plan. 

 
iii) Portfolio Planning 

 
David Eardley presented the findings from the Internal Audit review of 
portfolio planning. It was noted that this was a review of processes rather 
than an educational review.  
 
It was noted that there was only one minor recommendation to enhance 
controls in place and that the report identified many areas of good 
practice. 

 
iv) Budget Setting and Monitoring 

 
David Eardley presented the findings from the Internal Audit review of 
Budget Setting and Monitoring. The report concluded that the College had 
sound budget setting and monitoring arrangements in place. It was noted 
that the recommendations were around opportunities for improvement 
which will further enhance the design and operation of controls currently in 
place.  
 
It was noted that there was one recommendation that was not agreed, in 
relation to the recording of budget variance actions, on the basis that these 
were more appropriately minuted through meetings of the Senior 
Management Team than budget holder meetings. 
 
The Committee agreed that this was a very positive report and further 
evidence of the effectiveness of the finance team. 
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17.19 External Audit Strategy and Plan 2016-17 

 
Lucy Nutley introduced the strategy and process for the 2016-17 year end 
audit, including an introduction to the work and approach of Mazars.  
 
The Committee agreed to note the plan. 
 

 
17.20 College Audit Rolling Action Plan 

 
Vice Principal, Finance & Curriculum Services, introduced paper 8 showing 
progress in implementing recommendations previously agreed.  
 
The Committee noted with pleasure the small number of items that were now 
outstanding. 

 
17.21 Strategic Risk Register Update 
 

The Principal presented paper 9, 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 1, College portfolio to meet national and regional skills 
priorities, it was noted that there were concerns about the potential impact on 
part-time programme recruitment as Individual Learning Accounts (ILAs) have 
been discontinued in their current format, without prior consultation.  
 
In relation to key risk 2, widening access and learner attainment, it was noted 
that this was the highest priority for the year ahead. There would be a focused 
discussion on attainment issues at the Learning and Teaching Committee the 
following day. 
 
In relation to key risk 3, recruiting and developing high performing staff, it was 
noted that the risk was maintained at very high given continuing uncertainties 
around national bargaining. The Principal provided an update on the current 
position and continuing lack of clarity around the detail of any settlement 
including the key question of how additional pay pressures were to be funded.  
 
It was noted that the budget for 2017-18 had been prepared on the basis that 
additional funding would be received to offset the additional pay costs. It was 
noted that the financial pressures would continue to rise and the biggest cost 
would fall in year 3 of the harmonisation settlement. 
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In relation to key risk 4, meeting legal and statutory needs, it was noted that 
parking pressures continued and a further review of options would be 
undertaken ahead of the new term. 
 
In relation to key risk 5, the risk was escalated to high, primarily in relation to 
uncertainties regarding the funding of pay pressures.  
 
It was noted that latest set of management accounts were positive with 
commercial surplus significantly above target. The Committee noted that this 
continued to be a positive and high performing area of work. 
 

17.22 Health & Safety Quarterly Report 
 
The Health and Safety Officer introduced the quarterly report to March 2017. 
It was noted that the increase in level of accidents or incidents was a result of 
improved reporting arrangements. The report included one near miss which 
again was a reflection of the shift in awareness and reporting arrangements. 
 
There was some discussion of evacuation procedures in the event of bomb or 
terrorist threat and it was noted that such arrangements were inevitably 
complex given the nature of the threat and were being explored with advice 
from the fire and police service. 
 
The review of training needs was noted and it was agreed that the more 
targeted approach to training in health and safety was a welcome step 
forward. 
 
It was noted that the policy and procedures had now all been reviewed; these 
would be reviewed again after 12 months to provide the opportunity to pick up 
changes identified within the Health and Safety Officer’s first year in post, and 
subsequently on a three year cycle. 
 
The Committee noted the findings of the audit which had taken place in 
February covering all high to medium risk areas of the college. Progress in 
delivery of actions recommended as a result of the audit would be monitored 
by the Health and Safety Officer. It was agreed that it would be useful to get a 
further update at the next meeting with an assurance that actions had been 
completed. 
 
Action 3: Health and Safety Officer 
 
The Committee agreed that this was a very comprehensive piece of work. 
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17.23 Health & Safety Policy 

 
The Health and Safety Officer introduced the Health and Safety Policy which 
had been revised to take into account: the approach to accidents and near 
misses; inclusion of incidents reported to the police (as discussed at the last 
meeting); changes in job titles; the responsibilities of union representatives; 
and the requirement for a signature by the Board Chair. 
 
It was agreed that the policy should also include reference to the specific role 
of the Audit Committee as detailed in its remit. 
 
Action 4: Health and Safety Officer 
 
The Committee agreed to recommend the policy to the Board. 

 
17.24 College Key Performance Indicators 2016-17 

 
Vice Principal, Curriculum & Planning, introduced paper 12 showing the 
College’s Key Financial and Non-Financial Performance Indicators (KPIs) for 
2016-17. 
 
It was noted that the financial KPIs were positive given the success of 
commercial work. 
 
In relation to the credit target, it was noted that the College was around 700 
credits over target. 
 
Members noted the report. 
 

17.25 Committee Development Plan 
 
The Board Secretary introduced paper 13 providing the context for the 
introduction of a Committee Development Plan and the first version of the 
plan which reflected previous decisions of the Committee. Members noted 
that the Plan would be included in agendas going forward providing the 
opportunity for both monitoring and updating if items arose during discussion. 
 
The Committee agree to note the plan. 
 

17.26 Review of Committee Remit 
 
The Board Secretary introduced paper 14 highlighting a number of 
recommended amendments to the Committee remit. These took into account 
the wording on membership requirements from the Code of Good 
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Governance, the role of all main Committees in the monitoring of KPIs and 
consideration of the External Audit Planning Memorandum. 
 
The Committee agreed to recommend the revised remit to the Board. 
 
Action 5: Board Secretary 

 
17.27 Any Other Business 
 

There were no other items of business. 
 

17.28 Review of Meeting, Supporting Papers and Development Plan 
 
The Audit Committee was content with the meeting and supporting papers 
presented. No changes were required to the Development Plan. 

17.29 Date of Next Meeting 
 

The next meeting would take place on Thursday 7 September 2017 at 
9.30am. 

 
Note: There were no matters discussed during the meeting, during which Members 
declared any conflict of interest, or the Secretary to the Board was aware from the 
Register of Interests that discussion could give rise to such a conflict. 
 
 
Signed …………………………………………………. 
  Chair, Audit Committee 
 
Date  ………………………………………………… 
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Audit Committee  
 
Action update from the Audit Committee of 6 June 2017 
 
Action 1 – Vice Principal, Finance & Curriculum Services- Internal Audit Plan 
2017-18 – to review the proposals connected to attainment and the learner 
experience and bring a revised draft plan to the next meeting. 
 
Agenda Item 
 
Action 2 – Internal Auditors; Vice Principal, Finance & Curriculum Services 
– to agree the scope of a high-level review of risks associated with the General Data 
Protection Regulation (GDPR) 
 
Agenda Item 
 
Action 3 – Health and Safety Officer – Health and Safety Quarterly Report - 
Audit – to provide a further update at the next meeting with an assurance that 
actions had been completed. 
 
Agenda Item 
   
Action 4 – Health and Safety Officer – Health and Safety Policy – to include 
reference to the specific role of the Audit Committee 
 
Completed 
 
Action 5 – Board Secretary – Annual Review of Remit – to recommend the 
revised remit to the Board. 
 
Completed – the revised remit was approved at the June meeting. 
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Audit Committee 
 
Annual Internal Audit Report 2016-17 
 
The Annual Internal Audit Report for 2016-17 is attached to this paper.  In the 
opinion of Internal Audit, the College has a framework of controls in place that 
provides reasonable assurance regarding the effective and efficient 
achievement of objectives and the management of key risks, with proper 
arrangements in place to promote value for money and deliver best value.  
 
Action 
 
For discussion. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 September 2017 
 
 



West Lothian College 
Internal Audit Annual Report  

2016/17 
August 2017 

 





 

 

West Lothian College 
Internal Audit Annual Report 2016/17 
 

 

Introduction 1 

Internal audit work performed 2 

Overall internal audit opinion 6 

Appendix 1 – Planned v actual days 2016/17 7 

Appendix 2 – Summary of Internal Quality Assurance Assessment 8 





 

scott-moncrieff.com West Lothian College Internal Audit Annual Report 2016/17 1 

Introduction 
Public Sector Internal Audit Standards (PSIAS) state that: 

“The Chief Audit Executive must deliver an annual internal audit opinion and report that can be used by the 
organisation to inform its governance statement.” 

“The annual internal audit opinion must conclude on the overall adequacy and effectiveness of the organisation’s 
framework of governance, risk management and control.” 

To meet the above requirements, this Annual Report summarises our conclusions and key findings from the 
internal audit work undertaken at West Lothian College during the year ended 31 July 2017, including our overall 
opinion on West Lothian College’s internal control system. 

Acknowledgement 
We would like to take this opportunity to thank all members of management and staff for the help, courtesy and co-
operation extended to us during the year. 
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Internal audit work performed 
Scope and responsibilities 
Management 

It is management’s responsibility to establish a sound internal control system.  The internal control system 
comprises the whole network of systems and processes established to provide reasonable assurance that 
organisational objectives will be achieved, with particular reference to: 

• risk management; 

• the effectiveness of operations; 

• the economic and efficient use of resources; 

• compliance with applicable policies, procedures, laws and regulations; 

• safeguards against losses, including those arising from fraud, irregularity or corruption; and 

• the integrity and reliability of information and data. 

Internal auditor 

The Internal Auditor assists management by examining, evaluating and reporting on the controls in order to provide 
an independent assessment of the adequacy of the internal control system.  To achieve this, the Internal Auditor 
should: 

• analyse the internal control system and establish a review programme; 

• identify and evaluate the controls which are established to achieve objectives in the most economic and 
efficient manner; 

• report findings and conclusions and, where appropriate, make recommendations for improvement; 

• provide an opinion on the reliability of the controls in the system under review; and 

• provide an assurance based on the evaluation of the internal control system within the organisation as a whole. 

Planning process 
In order that we can provide an annual assurance statement supporting the Governance Statement, we include all 
of West Lothian College’s activities and systems within the scope of our internal audit reviews. 

Our strategic and annual internal audit plans are designed to provide the Audit Committee with assurance that 
West Lothian College’s internal control system is effective in managing the key risks and best value is being 
achieved.  The plans are therefore informed by the College’s risk management system and linked to the Corporate 
Risk Register. 

The Strategic Internal Audit Plan was agreed in consultation with senior management and both discussed and 
formally approved by the Audit Committee.  The Plan is subject to revision throughout the year to reflect changes 
in West Lothian College’s risk profile. 
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We have planned our work so that we have a reasonable expectation of detecting significant control weaknesses.  
However, internal audit can never guarantee to detect all fraud or other irregularities and cannot be held 
responsible for internal control failures. 

Cover achieved 
Our Internal Audit Plan comprises 49 days for the year 2016/17.  The plan was delivered in full.  A comparison of 
actual coverage against the 2016/17 plan is attached at Appendix 1. 

We confirm that there were no resource limitations that impinged on our ability to meet the full audit needs of West 
Lothian College and no restrictions were placed on our work by management. 

We did not rely on the work performed by a third party during the period. 

Reports 
We have prepared a report for each of the internal audit reviews completed and presented these reports to the 
Audit Committee. 

Where relevant, all reports contained action plans detailing responsible officers and implementation dates.  The 
reports were fully discussed and agreed with management prior to submission to the Audit Committee.   

We made no significant recommendations that were not accepted by management. 
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Summary of reports by control objective and action grade 
Internal audit reports completed during 2016/17 are as summarised in the table below.  

Review Control objective 
assessment 

 No. of issues per grading 

  5 4 3 2 1 

A.1 Budget Setting & Monitoring 
 

 
- - - 5 - 

A.2 & A.6 Financial Systems 

 

 
 
- 

1 2 3 - 

B.3 Corporate Governance 
 

 
- - 2 3 1 

B.5 Organisational Wellbeing 
 

 
- - 3 3 - 

C.3 Portfolio Planning 
 

 
- - - 1 - 

Board Effectiveness* 
 

N/A 
 

N/A – non-standard reporting format 

*The Board Effectiveness review was an External Validation of the Board’s Self-Assessment, reported in a format 
to deliver against SFC’s requirements for this piece of work. 

  

Assessment Definition 

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

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

YELLOW No major weaknesses in control but scope for improvement. 

GREEN Adequate and effective controls which are operating satisfactorily. 
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Management action prioritisation definitions  
 

Priority 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. 

 
 

Progress in implementing internal audit actions  
We reviewed management’s progress in implementing the live internal audit actions across 2016/17 and obtained 
sufficient evidence to verify the status of these actions.  Our work supported the follow up status information as 
reported by management to the Audit Committee.  Overall, there is good and regular internal process in place to 
track, manage and report on our audit actions. 

 

Key Themes 
We identified one grade 4 finding which relates to changes to supplier details within our financial systems review.  
Although there were some controls in place, these were not as robust as expected.  The College has taken prompt 
action to address this issue. 

We also identified eight grade 3 findings in three of the six internal audit reviews carried out.  We do not consider 
these to represent a systemic control weakness and issues identified are relatively isolated to the review area. 

Overall, management have made good progress in implementing previously-agreed recommendations. 

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 involved in each 2016/17 internal audit review were 
independent of West Lothian College and their objectivity was not compromised in any way. 

Conformance with Public Sector Internal Audit Standards 
We confirm that our internal audit service conforms to the Public Sector Internal Audit Standards, which are based 
on the International Standards for the Professional Practice of Internal Auditing.  This is confirmed through our 
quality assurance and improvement programme, which includes cyclical internal and external assessments of our 
methodology and practice, against the standards.  

A summary of the results of our most recent internal assessment is provided at Appendix 2. 
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Overall internal audit opinion 
Basis of opinion 
As the Internal Auditor of West Lothian College we are required as per PSIAS to provide the Audit Committee with 
assurance on the whole system of internal control.  In giving our opinion it should be noted that assurance can 
never be absolute.  The most that the internal audit service can provide is reasonable assurance that there are no 
major weaknesses in the whole system of internal control. 

In assessing the level of assurance to be given, we have taken into account: 

• All reviews undertaken as part of the 2016/17 internal audit plan; 

• Any scope limitations imposed by management; 

• Expectations of senior management, the Board and other stakeholders; 

• The extent to which internal controls address the client’s risk management /control framework; 

• The effect of any significant changes in West Lothian College’s objectives or systems; and  

• The internal audit coverage achieved to date. 

In our professional judgement, sufficient and appropriate audit procedures have been conducted and evidence 
gathered to support the basis and the accuracy of the conclusions reached and contained in this report.  The 
conclusions were based on a comparison of the situations as they existed at the time against the audit criteria.  
The evidence gathered meets professional audit standards and is sufficient to provide senior management with the 
proof of the conclusions derived from the internal audit. 
 

Internal Audit Opinion 
In our opinion West Lothian College has a framework of controls in place that provides reasonable assurance 
regarding the organisation’s governance framework, effective and efficient achievement of objectives and the 
management of key risks.  Overall, proper arrangements are in place to promote value for money and deliver best 
value.  

  

Scott-Moncrieff 
August 2017 
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Appendix 1 – Planned v actual days 2016/17 
Ref and Name of report Planned 

Days 
Actual          
Days 

A. Key Financial systems reviews   

A.1  Budget Setting & Monitoring  5 5 

A.2  Purchasing & Creditors 3 3 

A.6  Payroll & Expenses 5 5 

B. Key Strategic reviews   

B.3  Corporate Governance 5 5 

B.5  Organisational Wellbeing 5 5 

C. Key Operational reviews   

C.3  Portfolio Planning  5 5 

E.       Key Compliance and Regulatory reviews   

E.1  Follow Up Review 3 3 

E.2  SUMS, Student Funds & EMA 14 14 

F.      Internal Audit Management   

  Audit Management 1 1 

  Annual Planning and Annual Reporting 1 1 

  Audit Committee (Attendance & Preparation) 2 2 

Total 49 49 

 

Additional work was also commissioned in 2016/17 by West Lothian College in response to SFC’s 
requirement for independent governance effectiveness review support. 

The plan set out above was agreed with management and progress/any updates reported to the Audit Committee 
during the year. 
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Appendix 2 – Summary of Internal Quality 
Assurance Assessment 
We are required by PSIAS to disclose the outcome of our regular internal and external quality assessments. 

The table below summarises the outcome of our most recent internal quality assessment, in which we have 
assessed the extent to which our internal audit methodology conforms to the standards. 

Standard Does not 
conform 

Conforms Improvements 
we have 
identified 

Purpose & positioning      

• Remit     

• Reporting lines     

• Independence     

• Other assurance providers     

• Risk based plan     

Structure & resources      

• Competencies      

• Technical training & development     

• Resourcing     

• Performance management     

• Knowledge management     

Audit execution      

• Management of the IA function     

• Engagement planning     

• Engagement delivery     

• Reporting     

Impact    

• Standing and reputation of internal audit       

• Impact on organisational delivery    

• Impact on Governance, Risk and Control    
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Comment 

Overall, our service conforms to the requirements of PSIAS and International Standards for the Professional 
Practice of Internal Auditing.  A range of actions have been identified which will improve the overall 
effectiveness and consistency with which our methodology is applied.  Examples include incorporating the role 
of specialists within our audit plans and the roll out of our integrated software solution, Pentana. 
 
Our assessment is based on the overall service that is delivered to each client.  Compliance with the 
methodology will be monitored through an enhanced system of internal quality assurance to supplement 
existing arrangements.  

 
We are happy to provide Audit Committee members with further details of the information set out above and the 
assessment process, if required. 





 

 

© Scott-Moncrieff Chartered Accountants 2017. All rights reserved. “Scott-Moncrieff” refers to Scott-Moncrieff 
Chartered Accountants, a member of Moore Stephens International Limited, a worldwide network of 
independent firms. 
 
Scott-Moncrieff Chartered Accountants is registered to carry on audit work and regulated for a range of 
investment business activities by the Institute of Chartered Accountants of Scotland. 
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Audit Committee 
 
Internal Audit Plan 2017-18 
 
At the June meeting of the Audit Committee, the Committee considered the 
draft Internal Plan for 2017-18, set within the context of the 3 year plan to 
2020.  
 
The Committee agreed that it would be useful for the Senior Team to further 
consider the connections, timing and relative priority for three proposed areas 
that were connected to attainment and the learner experience (B5 
Performance Management and Delivery of Outcomes, C4 Student Marketing, 
Applications and Admissions and C5 Student Enrolment and Induction) and of 
the items within these themes in order to gain the maximum added value from 
the audit activity.  
 
The Senior Team has undertaken this work and re-prioritised the three areas.  
This is reflected in the updated Plan attached to this paper.  The Plan also 
contains an updated timetable for 2017-18.   As agreed at the last Committee 
meeting Senior Team will agree the scope of the IT review with Internal Audit 
closer to the date set aside for the review to take place.  An update of the 
Plan will be brought back to the Committee once this has been finalised. 
 
Action 
 
The Audit Committee is asked to approve the Internal Audit Plan for 2017-18. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 September 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. 
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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: 

• Reviewing risk registers; 

• Reviewing strategic and operational plans; 

• Reviewing previous internal audit reports; 

• Reviewing external audit reports and plans; 

• Reviewing the website and internal policies and procedures; and 

• Discussions with the Senior Team and the Audit Committee, including a detailed scoping meeting with 
input from the Vice 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. 
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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. 
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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 
 

David Eardley 

 

Internal Audit Director, Chief Internal Auditor 

email: david.eardley@scott-moncrieff.com 

telephone: 0131 473 3500 

mailto:david.eardley@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. 

 

 

 

 

  

13% 

12% 

21% 

5% 

4% 

29% 

11% 

Allocation of audit days 

Financial systems

Strategic areas

Operational areas

Information systems

Follow up

Credits & student funds

IA Management
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Appendix 1 – Internal Audit Plan 2017/18 – 2019/20 
 

Audit area 2017/18 2018/19 2019/20 Risk Reg 
Ref 

Outline scopes 

A. Finance and financial 
management reviews 

     

A1. Budget setting and monitoring    4  
 
 
 
 
 
 
 

1, 3, 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   Assess the processes in place for identifying income, 
raising invoices and receiving/recording non-SFC 
income. 

A5. Receivables and debt management 1.5   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, 
including standing changes to payroll data.  Will also 
include testing of expense claims. 

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

Sub-total A – Finance and financial 
management reviews 

6.5 6.5 7   
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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  6  1, 2 To consider how the College assesses, plans and 
oversees schools activity and provision. 

B5. Performance management and 
delivery of outcomes 

 6  1, 2, 5 Evaluate strategic performance management, including 
the timeliness and robustness of management 
information.  To include consideration of regional board/ 
regional agreements. 

Sub-total B – Strategic reviews - 12 15   

C. Operational reviews       

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

C2. Workforce management  5  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 
admissions 

6   1, 2 Assess how potential learners are engaged, appraised 
and evaluated as part of the admissions process.  
Linked to C.5. 

C5. Student enrolment and induction 6   1, 2 Consider how, once successful in application/admission, 
learners are enrolled within the College and their initial 
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experiences and orientation.  Linked to C.4. 

Sub-total C- Operational reviews 16 5 5   

D. Information systems reviews       

D1. Business continuity and disaster 
recovery  

 5  4 To assess business continuity arrangements, including 
disaster recovery.  Likely to take place Summer 2019. 

D2. ICT review  4   IT risks To consider arrangements in place for General Data 
Protection Regulations (GDPR - new data regulations 
coming into force in May 2018).  This will be via 
supported assessment, working with key college leads 
in this area. 

Sub-total D – Information systems 
reviews 

4 5 -   

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 
regulatory reviews 

16 16 16   

F. Internal audit management       

Audit management 1.5 1.5 1.5 -  

Annual planning and annual reporting 2 1 1 -  

Audit Committee (attendance and prep) 2 2 2 -  

Management support / contingency days 1  1.5 -  

Sub-total F – Management 6.5 4.5 6   
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TOTAL 49 49 49   



 

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

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. 

No Risk description / summary Risk Rating (L x I) Key audits related to this risk 

1 Portfolio: to meet national and regional priorities 
• Insufficient info from horizon scanning, including Brexit 
• 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 
• Inability to demonstrate progress against National Priorities or 

Regional Outcome targets 

Gross – 10 (2 x 5) 

Current – 6 (2 x 3) 

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 
C3-5. Student-focussed reviews 

2 Widening access and learner attainment 
• Poor learner recruitment policies and procedures leading to 

inappropriate enrolments on courses 
• Poor learner retention resulting in high drop- out rates 
• Poor learner experiences resulting in complaints and further 

withdrawal 
• Poor quality learning and teaching and assessment experiences 
• Poor learner achievement results and progression outcomes 

Gross – 25 (5 x 5) 

Current – 20 (5 x 4) 

B1. Strategic and operational planning 
B4. Schools activity – strategy 
B5. Performance management and delivery of 
outcomes 
C2. Workforce management 
C3-5. Student-focussed reviews 
 

3 Recruiting, retaining and developing high performing staff 
• Failure to attract high quality staff to the college resulting in poor 

quality delivery and service 
• Reactive approach to vacancies with no future planning. 
• Inadequate induction and development programme  
• High levels of absence and grievances/ disciplinary cases 

diminishing productivity 
• Impact at local level of any National Bargaining arrangements  

Gross – 25 (5 x 5) 

Current – 12 (3 x 4) 

A. Financial systems reviews 
B1. Strategic and operational planning 
B2. Risk management 
B3. Corporate governance 
C2. Workforce management 
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No Risk description / summary Risk Rating (L x I) Key audits related to this risk 

4 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 
C1. 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 (5 x 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 
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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 Days Start 
audit 

Complete 
fieldwork 

Draft 
report 

Mgmt 
resp 

Final 
report 

Audit 
C’ttee 

Core Financial Systems 

A4. Income (Non-SFC) 

A5. Receivables and debt 
management 

A7. Treasury and cash 
management 

Vice Principal, Finance & 
Curriculum Services 

 

3 

1.5 

 

2 

Jan 18 Feb 18 Feb 18 Feb 18 Mar 18 Mar 18 

C1. Health & safety Vice Principal, Finance & 
Curriculum Services 

4 Nov 17 Dec 17 Dec 17 Jan 18 Jan 18 Mar 18 

C4. Student marketing, 
applications and 
admissions 

Vice Principal, Finance & 
Curriculum Services 

6 Apr 18 May 18 May 18 May 18 June 18 Jun 18/ 
Sept 18 

C5. Student enrolment and 
induction 

Vice Principal, Finance & 
Curriculum Services 

6 July / 
Aug 18 

Sept 18 Sept 18 Sept 18 Oct 18 Nov 18 

D2. ICT Review Vice Principal, Finance & 
Curriculum Services 

4 Work timing TBC, but to be undertaken and reported on pre-Xmas. 

Credits, Student Funds & 
EMA 

Vice Principal, Finance & 
Curriculum Services 

14 Sep 17 Sep 17 Sep 17 Sep 17 Sep 17 Nov 17 
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Audit review Audit sponsor Days Start 
audit 

Complete 
fieldwork 

Draft 
report 

Mgmt 
resp 

Final 
report 

Audit 
C’ttee 

Annual Report ---- Sept 18 Sept 18 Oct 18 Nov 18 

 



 

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

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 
exception) 

A. Key financial 
systems 

   
  

   
  

 

Budget management    X   X Cyclical review  
Financial Reporting    X   X Cyclical review  
Savings plans, including 
efficiency targets    X   X Cyclical review  

Financial ledger   X   X  Cyclical review  
Payroll    X  X  Cyclical review  
Travel and subsistence    X  X  Cyclical review  
Expenditure and 
payables X   X   X Cyclical review  

Procurement / tendering X      X Cyclical review Also covered by APUC Procurement 
Capability Assessment review 

Income and receivables  X X  X   Cyclical review  
Treasury and cash 
management   X  X   Cyclical review  

Non-current assets 

   

 

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

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

B. Strategic and 
governance 

   
  

   
  

 

Risk management  X     X Cyclical review every 3 - 5 
years 

 

Corporate governance X   X   X Cyclical review every 3 - 5 
years 

 

Performance 
management  X    X  Cyclical review every 3 - 5 

years 
 

Strategic planning   X    X Cyclical review every 3 - 5 
years 

 

Partnership working X  
 

 X X X Cyclical review every 3 - 5 
years 

Coverage includes schools activity 
work and elements of student 
recruitment & admission. 

Student experience X  X  X X  Cyclical review every 3 - 5 
years 
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Audit area 2013/14 2014/15 2015/16 2016/17 2017/18 2018/19 2019/20 Frequency 
Other/wider assurance notes (by 
exception) 

Workforce planning  X  X  X  Cyclical review every 3 - 5 
years 

 

C. Operational 
   

  
   

  
 

Operational planning   X    X Cyclical review every 3 - 5 
years  

 

Estates Strategy 

   
 
 
 
 
 
 

X  

   

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

Broad coverage and consideration via 
Strategic Planning review.  Area 
subject to F&GP Committee and 
Board review and approval, SFC 
oversight and challenge.  No major 
estates developments noted.  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  X X  

 

 X As required 

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

Portfolio planning    X   X Cyclical review every 3 - 5 
years 

 

Joint working 
arrangements 

   
X X X X Cyclical review every 3 - 5 

years 

Touched on in various reviews (eg 
schools activity in 2018/19, strategic 
planning in 2019/20) 

Internal 
communications X X X X X X X As required 

SMT review extant Comms Policy.  
Also, some coverage from 2013/14 
CPP / Partnership Working review.  In 
each year, elements of internal 
communications are looked at in the 
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Audit area 2013/14 2014/15 2015/16 2016/17 2017/18 2018/19 2019/20 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  X   X   Cyclical review every 3 - 5 
years 

 

External 
communications X    X X  Not highlighted as an area of 

risk for current plan 
Some coverage via student 
recruitment and admissions work. 

Health and Safety X    X   Cyclical review every 3 - 5 
years 

 

Income generation  X X  X  
 Covered by income and 

receivables review and 
schools activity 

 

HR performance 
management  X    X  Covered as part of workforce 

management review 
 

Succession planning  X    X  Covered as part of workforce 
management review 

 

Recruitment and 
retention  X   X X  Covered as part of workforce 

management review. 
Student recruitment and retention also 
covered in current plan. 

Sickness absence  X    X  Covered as part of workforce 
management review 

 

 
 
Environmental 
management 
 
 

   

 X 

  

As required - see right 

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

Waste management 

   

 

   

As required - see right 

Fire safety     X 

  
Not highlighted as an area of 
risk for current IA plan 

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

Incident management    X  X 
  Covered as part of BCP and 

DR 

Health and safety reporting (to 
management, Audit Committee and 
Board). 
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Audit area 2013/14 2014/15 2015/16 2016/17 2017/18 2018/19 2019/20 Frequency 
Other/wider assurance notes (by 
exception) 

Emergency planning   X  X   Covered as part of BCP and 
DR 

Also considered as appropriate 
through health and safety review. 

D. Information 
technology 

          

IT strategy  X   X  
 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. 

IT security  X 
 

 X 
  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. 

Network management  X 
 

 X 
  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 
management & 
governance 

  
X 

 
 

 
X 

  Not highlighted as an area of 
high risk 

Partial coverage via IT Shared 
Services audit. 

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

years 
 

IT shared services  X 
 

 X 
  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  X 

 
 X 

  
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 X X X X X X X 

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

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

Project assurance  X 

 

 

   

As and when required by 
College mgt/Members. 

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

SUMs, Student Funds 
and EMA X X X X X X X Annual audit  
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Appendix 4 – Assignment Plans 
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Internal Audit Assignment Plan 
 

Client:  West Lothian College 

Review: Core Financial Systems 

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

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: 

• 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; 

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

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

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

• 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; 

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

• 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 

 Simon Earp, Vice Principal – Curriculum and 
Enterprise (for Income Strategy elements) 

Resources: Internal Auditor:  4.75 days 

Audit Manager: 1.25 days 

Engagement Lead: 0.5 days 

Timetable: Fieldwork commences: Jan 2018 

Fieldwork completed by: Feb 2018 

Closing meeting with auditee by: Feb 2018 

Draft report issued for management responses by:  Feb 2018 

Management responses to be provided by: Feb 2018 

Report to be issued as final by: March 2018 

Audit Committee meeting: March 2018 

Reporting format: Standard internal audit report to management and the Audit Committee. 

Agreed by client and date:  
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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: 

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

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

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

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

• 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: Paula White, Facilities Manager 

                                Emily Purdie, Health & Safety Officer 

Resources: Internal Auditor:  3 days 

Audit Manager: 0.5 days 

Engagement Lead: 0.5 days 

Timetable: Fieldwork commences: Nov 2017 

Fieldwork completed by: Dec 2017 

Closing meeting with auditee by: Dec 2017 

Draft report issued for management responses by:  Dec 2017 

Management responses to be provided by: Jan 2018 

Report to be issued as final by: Jan 2018 

Audit Committee meeting: March 2018 

Reporting format: Standard internal audit report to management and the Audit Committee. 

Agreed by client and date:  
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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: 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. 

Control objectives: To ensure that: 

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

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

• 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); 

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

• 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 
attainment) in the College’s strategic risk register. 
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Client contacts: Review Sponsor: Jennifer McLaren, Vice Principal – Finance and 
Curriculum Services 

Key contacts: George Hotchkiss, Vice Principal – Curriculum & 
Planning 

                                Simon Earp, Vice Principal – Curriculum and 
Enterprise 

                                Andy Coulter, Student Systems Manager 

                                Scott Coutts, Marketing Co-ordinator 

                                Janice Walker, Centre Head (Health and Social 
Care and Social Science) 

                                Gordon Weir, Centre Head (Computing and 
Engineering) 

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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Internal Audit Assignment Plan 
 

Client:  West Lothian College 

Review: Student enrolment and induction 

Background: The lead up to and the actual process of enrolling and being inducted 
into the College may be a daunting, exciting and/or somewhat 
unchartered experience for students.  This stage in the learner journey 
could crystallise initial impressions of the College and set the tone for 
each learner’s formative weeks and months.  Accordingly, it is important 
that new students feel valued, informed and as comfortable as possible 
with the enrolment and induction arrangements. 

Like recruitment and selection, this is a time and resource intensive 
process so it must be as effective and efficient as possible. 

Scope: We will review how the College ensures there is robust but efficient 
process for enrolling and inducting new students.  We plan to observe 
the enrolment and induction process directly as part of understanding 
and analysing the processes in place. 

The review will link to audit C.4 Student marketing, applications and 
admissions. 

Control objectives: To ensure that: 

• There are SMART enrolment and induction plans in place.  These 
clearly set out key staff involved in the exercise, respective roles & 
responsibilities, and provide relevant training/reference material to 
support a smooth process; 

• There is a clear flow to the College’s enrolment and induction, 
including communication, signage, physical flow and timetabling 

• There is sufficient support and reference material to help new 
students understand the range of services available to them and 
how to best access these services; 

• Appropriate and sufficient use is made of IT and online mechanisms 
to support the end-to-end process; and 

• There is a feedback process in place, to support student feedback 
and to inform continuous improvement across all key aspects of 
enrolment and induction. 
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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: George Hotchkiss, Vice Principal – Curriculum & 
Planning 

                                Simon Earp, Vice Principal – Curriculum and 
Enterprise 

                                Andy Coulter, Student Systems Manager 

                                Lorna Jenkins, Team Leader – Student Services 

Resources: Internal Auditor:  4.5 days 

Audit Manager: 0.75 days 

Engagement Lead: 0.75 days 

Timetable: Fieldwork commences: July/Aug 2018 

Fieldwork completed by: Sept 2018 

Closing meeting with auditee by: Sept 2018 

Draft report issued for management responses by:  Sept 2018 

Management responses to be provided by: Oct 2018 

Report to be issued as final by: Oct 2018 

Audit Committee meeting: Nov 2018 

Reporting format: Standard internal audit report to management and the Audit Committee. 
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Internal Audit Assignment 
 
General Data Protection Regulations (GDPR) 
 
We understand that given the new requirements of GDPR, you wish to have an independent exercise 
performed in order to validate Data Protection legislation areas where you think additional work may be 
required, and to help develop an action plan to address these areas. 

 
Our Approach 
 
Our GDPR Health Check is a facilitated self-assessment.  We find that the assessment is most effectively 
administered in a workshop environment.  Our team facilitate the assessment, present and explain the 
questions and the scoring system used.  Their knowledge of GDPR will help the participants explore and 
challenge their self-assessment, and support consistency of interpretation across the different areas of the 
questionnaire. 

This workshop usually takes up to two hours.  We will prepare for the workshop by holding an opening meeting 
with yourself at which we will introduce you to the questionnaire and the scoring process.  We will also provide 
participants with guidance materials in advance to help them prepare for the workshop.  

After the workshop we will prepare a standard report which will show your self-assessed maturity against the 
different areas of GDPR.  We will then work with you to develop an action plan to address areas of weakness. 

Our team will provide independent input and challenge both during the workshop and after it to support you in 
considering all relevant aspects across the activities of WLC and in interpreting the requirements of the GDPR.  
However this exercise does not provide independent audit or validation of the information provided by 
participants. 

The GDPR review will be led by Liz McLean, an IT Audit Manager with considerable experience in Data 
Security.  Liz will be supported by an experienced consultant from within our Business Technology & 
Consulting team.   
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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 

Vice Principal,  Jennifer McLaren, West Lothian College, Almondvale Crescent, Livingston, West 
Finance & Curriculum Lothian, EH54 7EP 
Services: 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 
(CIIA) 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.  

mailto:david.eardley@scott-moncrieff.com
mailto:jmclaren@west-lothian.ac.uk
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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 
Vice Principal – Finance & Curriculum Services. 

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:  

• Consistency of operations with established objectives and goals; 
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• Effectiveness and efficiency of operations and use of resources; 

• 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 

• 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 

• The number of days budgeted 

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

• 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 Vice Principal – Finance & Curriculum 
Services. 

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

• Audit scope;  

• Summary of findings; 

• Conclusions; and 

• 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 Vice Principal – Finance & Curriculum Services.  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 Vice Principal – Finance & Curriculum Services 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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Audit progress
Purpose of this report 

The purpose of this paper is to provide the Audit Committee (the 
Committee) with a report on progress in delivering our responsibilities as 
your external auditors. 

This paper also seeks to highlight key emerging national issues and 
developments which may be of interest to members of the Committee. 

If you require any additional information regarding the issues included 
within this briefing, please contact any member of your engagement team. 

Finally, please note our website (www.mazars.co.uk) which sets out the 
range of work Mazars carries out, both within the UK and abroad.  It also 
details the existing work Mazars does in the public sector. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Progress on the audit 

Since the Committee last met, we have: 

• Documented key controls and processes on material transaction 
streams in the accounts and performed walkthrough testing in line 
with our audit strategy; 

• Attended an FE sector update meeting with Audit Scotland; 

• developed and issued a draft Accounts final visit project plan 
setting out the key dates when we plan to undertake our work and 
the likely documents, working papers and information we will 
need to review. We will agree this with management in the 
coming weeks; and 

• continued to update our risk assessment for our Wider Scope 
work conclusion, including review of agendas and minutes for 
relevant meetings and consideration of reports by external 
regulators. 

 

Our audit work is on track, and we have no matters to raise with the 
Committee at this stage of our audit. There are no changes to the risks 
previously reported in our Audit Strategy Memorandum. Appendix 1 
provides a summary of progress for our 2016-17 audit. 

The final audit fieldwork is due to begin on 2 October 2017. We will 
present our Audit Completion Report to the Audit Committee on 30 
November 2017. 

 

http://www.mazars.co.uk/
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National publications and other updates  
 

 National publications and other updates 

1 Brockenhurst College  - Court of Justice of the European Union (CJEU) decision, May 2017 

2 Scotland’s Colleges 2017, Audit Scotland, June 2017 

3 Accounts direction for Scotland’s colleges 2016-17, Scottish Funding Council, June 2017 

4 2017/6(FE) Technical Guidance Note – Audit of annual report and accounts, Audit Scotland, August 2017 

5 2017/7(FE) Technical Guidance Note – Independent auditor’s reports, Audit Scotland, August 2017 

 

1. Brockenhurst College -  Court of Justice of the European Union (CJEU) decision, May 2017 

 
Brockenhurst College submitted a claim to HMRC for overpaid VAT in the UK on: 
 

• Catering services; and 
• Entertainment services. 

 
The College believed that those supplies should have been treated as exempt on the basis that the supplies were closely related to the principal supply of 
education, which is exempt. Students enrolled in performing arts and catering and hospitality courses, as part of their course of study, run a restaurant and 
stage performances which persons not enrolled on the course pay for and attend. Attendees are a limited public including parents, siblings etc, and are 
supplied at a reduced cost as part of the practical element of the student’s education. 
 
The CJEU ruled that services that are closely rated and/or ancillary to the principal supply of education can include services made to a third party, provided it 
was for the purpose of fulfilling the education of the student and did not generate additional financial resources. 
 
There may be a potential to make a claim for overpaid output tax, where similar supplies are being made – although the amounts are unlikely to be a windfall. 
Where such services are open to a wider general public, generate additional income, or would be likely to be in direct competition with more commercial 
operations, colleges are unlikely to be able to make a claim on this basis. 
 
Our indirect tax specialists, including Chris Scott who is based in our Glasgow office, would be happy to discuss any of these matters further: 
http://www.mazars.co.uk/Home/Our-Services/Tax/Indirect-tax  

http://www.mazars.co.uk/Home/Our-Services/Tax/Indirect-tax
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chris.scott@mazars.co.uk 

2. Scotland’s Colleges 2017, Audit Scotland, June 2017 

Audit Scotland’s annual review of the college sector found improved attainment, but highlighted that colleges face future financial challenges and potential 
difficulties from a declining student population.  
 
Reviewing college performance, Audit Scotland found that whilst the sector had delivered less activity in the academic year 2015-16 compared to the prior 
year it had exceeded the national target for learning (credits). Student numbers decreased slightly in the academic year 2015-16, primarily in the 16-24 age 
group. However, Audit Scotland also found an improved student attainment level with 65% of students completing their course in the 2015-16 academic year. 
 
While financial health is relatively stable across the sector, it has deteriorated in the year under review with an overall underlying deficit at 31 July 2016 of £8 
million, in comparison to a total underlying deficit of £1 million at 31 July 2015. Staff costs, which are the highest area of expenditure have increased as a 
percentage of total spending. This trend is set to continue as Colleges Scotland estimate the total cost to the sector of National Bargaining is likely to be £80 
million over three years. 
 
Recommendations were made in the report for the Scottish Government, the Scottish Funding Council and for colleges. Audit Scotland recommended that 
colleges should: 

• prepare longer-term financial plans, in order to support financial decision-making that takes account of both immediate and future cost pressures; and 
• calculate the cost of harmonising staff pay, terms and conditions and include these in their financial plans. 

 
 
http://audit-scotland.gov.uk/report/scotlands-colleges-2017  
 

3. Accounts direction for Scotland’s colleges 2016-17, Scottish Funding Council, June 2017 

On 30 June 2017, the Scottish Funding Council issued its accounts direction for Scotland’s colleges for the 2016-17 year, along with supporting guidance. 
There have been no significant changes to the direction from 2015-16. Changes include: 

• Requirement to include a statement at the foot of the SoCI and a note to the accounts explaining the impact of the non-cash budget given for 
depreciation; and 

• Requirement for the Performance Report to include a breakdown of the cash budget allocation previously earmarked for depreciation. This is now to 
be called ‘cash budget for priorities’ and was previously referred to as net depreciation cash. 

 

http://www.sfc.ac.uk/communications/Guidance/2017/SFCGD102017.aspx 

 

mailto:chris.scott@mazars.co.uk
http://audit-scotland.gov.uk/report/scotlands-colleges-2017
http://www.sfc.ac.uk/communications/Guidance/2017/SFCGD102017.aspx
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4. 2017/6(FE) Technical Guidance Note – Audit of annual report and accounts, Audit Scotland, August 2017 

Audit Scotland has produced annual technical guidance for auditors of FE colleges, covering the following areas: 

• Financial reporting framework, key auditing standards and presentation of financial statements; 
• Tangible fixed assets; 
• Provisions, creditors and accruals; 
• Retirement benefits; 
• Regularity of income and expenditure; and 
• Non-financial statements – performance report, governance statement, remuneration and staff report. 

 

 

5. 2017/7(FE) Technical Guidance Note – Independent auditor’s reports, Audit Scotland, August 2017 

Following changes to International Standards on Auditing, in June 2016, Audit Scotland have issued model independent auditor’s reports for the 2016-17 
audits of FE colleges. 
 
An example audit report has been provided in Appendix 2 to this report. 
 
http://audit-scotland.gov.uk/our-work/technical-guidance 
 
  

http://audit-scotland.gov.uk/our-work/technical-guidance
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Appendix 1 – Position statement of 2016-17 audit 
 

Planned output Expected completion 
date 

Final report presented to 
Audit Committee 

Comments 

Audit Committee Progress Report 
and Briefing 

N/A N/A  

2016-17 Audit Strategy 
Memorandum 

By 30 June 2017 6 June 2017  

2016/17 Audit Completion Report, 
incorporating: 

• Opinion on the financial 
statements. 

• Conclusion on Wider Scope 
work 

By 31 December 2017   

  

 



 

8 
 

Appendix 2 – Example independent auditor’s report 
 
Independent auditor’s report to the members of the Board of Management of Example College, the Auditor General for Scotland 
and the Scottish Parliament  
 
This report is made solely to the parties to whom it is addressed in accordance with the Public Finance and Accountability (Scotland) Act 2000 and for 
no other purpose. In accordance with paragraph 120 of the Code of Audit Practice approved by the Auditor General for Scotland, we do not undertake 
to have responsibilities to members or officers, in their individual capacities, or to third parties.  
 
Report on the audit of the financial statements  
 
Opinion on financial statements  
We have audited the financial statements in the annual report and accounts of Example College for the year ended 31 July 2017 under the Further and 
Higher Education (Scotland) Act 1992 and section 44(1)(c) of the Charities and Trustee Investment (Scotland) Act 2005. The financial statements 
comprise the Statement of Comprehensive Income, Statement of Changes in Reserves, Balance Sheet, and Statement of Cash Flows and notes to the 
financial statements, including a summary of significant accounting policies. The financial reporting framework that has been applied in their 
preparation is applicable law and United Kingdom Accounting Standards, including Financial Reporting Standard 102 the Financial Reporting Standard 
applicable in the UK and Republic of Ireland (United Kingdom Generally Accepted Accounting Practice).  
 
In our opinion the accompanying financial statements:  
• give a true and fair view in accordance with the Further and Higher Education (Scotland) Act 1992 and directions made thereunder by the Scottish 

Funding Council of the state of the college's affairs as at 31 July 2017 and of its surplus/deficit for the year then ended;  
• have been properly prepared in accordance with United Kingdom Generally Accepted Accounting Practice; and  
• have been prepared in accordance with the requirements of the Further and Higher Education (Scotland) Act 1992 and directions made thereunder 

by the Scottish Funding Council, the Charities and Trustee Investment (Scotland) Act 2005, and regulation 14 of The Charities Accounts (Scotland) 
Regulations 2006 (as amended).  

 
Basis of opinion  
We conducted our audit in accordance with applicable law and International Standards on Auditing in the UK (ISAs (UK)). Our responsibilities under 
those standards are further described in the Auditor’s Responsibilities for the Audit of the Financial Statements section of our] report. We are 
independent of the college in accordance with the ethical requirements that are relevant to our audit of the financial statements in the UK including the 
Financial Reporting Council’s Ethical Standard, and we have fulfilled our other ethical responsibilities in accordance with these requirements. We 
believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for our opinion.  
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Conclusions relating to going concern  
We have nothing to report in respect of the following matters in relation to which the ISAs (UK) require us to report to you where:  
• the use of the going concern basis of accounting in the preparation of the financial statements is not appropriate; or  
• the college has not disclosed in the financial statements any identified material uncertainties that may cast significant doubt about its ability to 

continue to adopt the going concern basis of accounting for a period of at least twelve months from the date when the financial statements are 
authorised for issue.  

 
Responsibilities of the Board of Management for the financial statements  
As explained more fully in the Statement of the Board of Management's Responsibilities, the Board of Management is responsible for the preparation of 
financial statements that give a true and fair view in accordance with the financial reporting framework, and for such internal control as the Board of 
Management determines is necessary to enable the preparation of financial statements that are free from material misstatement, whether due to fraud 
or error.  
In preparing the financial statements, the Board of Management is responsible for assessing the college's ability to continue as a going concern, 
disclosing, as applicable, matters related to going concern and using the going concern basis of accounting unless deemed inappropriate.  
 
Auditor’s responsibilities for the audit of the financial statements  
Our objectives are to achieve reasonable assurance about whether the financial statements as a whole are free from material misstatement, whether 
due to fraud or error, and to issue an auditor’s report that includes our opinion. Reasonable assurance is a high level of assurance, but is not a 
guarantee that an audit conducted in accordance with ISAs (UK) will always detect a material misstatement when it exists. Misstatements can arise 
from fraud or error and are considered material if, individually or in the aggregate, they could reasonably be expected to influence the economic 
decisions of users taken on the basis of these financial statements.  
A further description of the auditor’s responsibilities for the audit of the financial statements is located on the Financial Reporting Council's website 
www.frc.org.uk/auditorsresponsibilities. This description forms part of our auditor’s report. 
 
Other information in the annual report and accounts  
The Board of Management is responsible for the other information in the annual report and accounts. The other information comprises the information 
other than the financial statements and our auditor’s report thereon. Our opinion on the financial statements does not cover the other information and 
we do not express any form of assurance conclusion thereon except on matters prescribed by the Auditor General for Scotland to the extent explicitly 
stated later in this report.  
 
In connection with our audit of the financial statements in accordance with ISAs (UK), our responsibility is to read all the other information in the annual 
report and accounts and, in doing so, consider whether the other information is materially inconsistent with the financial statements or our knowledge 
obtained in the audit or otherwise appears to be materially misstated. If we identify such material inconsistencies or apparent material misstatements, 
we are required to determine whether there is a material misstatement in the financial statements or a material misstatement of the other information. If, 
based on the work we have performed, we conclude that there is a material misstatement of this other information, we are required to report that fact. 
We have nothing to report in this regard.  
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Report on regularity of expenditure and income  
 
Opinion on regularity  
In our opinion in all material respects the expenditure and income in the financial statements were incurred or applied in accordance with any 
applicable enactments and guidance issued by the Scottish Ministers.  
 
Responsibilities for regularity  
The Board of Management is responsible for ensuring the regularity of expenditure and income. We are responsible for expressing an opinion on the 
regularity of expenditure and income in accordance with the Public Finance and Accountability (Scotland) Act 2000.  
 
 
Report on other requirements  
 
Opinions on other prescribed matters  
We are required by the Auditor General for Scotland to express an opinion on the following matters.  
In our opinion, the audited part of the Remuneration and Staff Report has been properly prepared in accordance with the Further and Higher Education 
(Scotland) Act 1992 and directions made thereunder by the Scottish Funding Council. 
In our opinion, based on the work undertaken in the course of the audit  
• the information given in the Performance Report for the financial year for which the financial statements are prepared is consistent with the financial 

statements and that report has been prepared in accordance with the Further and Higher Education (Scotland) Act 1992 and directions made 
thereunder by the Scottish Funding Council; and  

• the information given in the Governance Statement for the financial year for which the financial statements are prepared is consistent with the 
financial statements and that report has been prepared in accordance with the Further and Higher Education (Scotland) Act 1992 and directions 
made thereunder by the Scottish Funding Council.  

 
Matters on which we are required to report by exception  
In the light of the knowledge and understanding of the college and its environment obtained in the course of the audit, we have not identified material 
misstatements in the Performance Report or Governance Statement.  
We are required by The Charities Accounts (Scotland) Regulations 2006 to report to you if, in our opinion:  
• adequate accounting records have not been kept; or  
• the financial statements and the audited part of the Remuneration and Staff Report are not in agreement with the accounting records; or  
• We have not received all the information and explanations we require for our audit.  
 
We have nothing to report in respect of these matters.  
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A Auditor,  
For and on behalf of Mazars LLP 
 
Apex 2 
97 Haymarket Terrace 
Edinburgh 
EH12 5HD 

 
31 December 2017 
 
A Auditor is eligible to act as an auditor in terms of section 21 of the Public Finance and Accountability (Scotland) Act 2000.  
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Contact details 
 
 

Please let us know if you would like further information on any items in this report.  

 

Lucy Nutley 
Engagement Lead 
0738 724 2052 
lucy.nutley@mazars.co.uk 
 
 
Jim Dafter / Rob Walker 
Senior Manager 
0781 587 6042 / 0738 724 2059 
jim.dafter@mazars.co.uk / rob.walker@mazars.co.uk 
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Audit Committee 
 
College Audit Rolling Action Plan 

The College Audit Action Plan shows progress in implementing previously 
agreed Internal Audit recommendations.  The attached table shows the 
position as at September 2017. 
 
Action 
 
The Committee is asked to note progress against plan. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 September 2017 
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College Audit Action Plan 
2014-15 
Status Sept  2017 Sept 2016 
  

Priority     
4-5 

 
Priority  

3 

 
Priority 

1-2 

 
Priority     

4-5 

 
Priority  

3 

 
Priority 

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

- - - 1 1 - 

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

- 1 - - - - 

Outstanding recommendations on target  
 

- - - - - - 

Outstanding recommendations past agreed deadline 
 

- - - - - 1 

Total 
 

- 1 - 1 2 1 

 
2016-2017 
Status Sept  2017 Sept 2016 
  

Priority     
4-5 

 
Priority  

3 

 
Priority 

1-2 

 
Priority     

4-5 

 
Priority  

3 

 
Priority 

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

- - 1 - 
 
 

- - 

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

- 1 - - - - 

Outstanding recommendations on target  
 

- - 2 - - - 

Outstanding recommendations past agreed deadline 
 

- - - - - - 

Total 
 

- 1 3 - - - 

 
2017-2018 
Status Sept  2017 Sept 2016 
  

Priority     
4-5 

 
Priority  

3 

 
Priority 

1-2 

 
Priority     

4-5 

 
Priority  

3 

 
Priority 

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

- - - - - - 

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

- - - - - - 

Outstanding recommendations on target  
 

- - - - - - 

Outstanding recommendations past agreed deadline 
 

- - - - - - 

Total 
 

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

Topic  
Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

1 Workforce 
Management – 
HR Policies & 
Procedures 

April  
2015 

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

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

Agreed Senior HR 
Business 
Partner  

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
July 2017 
 
 
 
 
 
 
 
 
 
 
 
 
July 2017 
 

 
 

 
 
 
 

September 2017 Update 
Policies and Procedures outwith of scope of National 
Bargaining reviewed and on agenda for next Joint JNCC 
meeting. 
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2016-17 

  No Audit Report 
Topic  

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

2 Financial 
Systems 

November 
2016 

The audit found 
that West Lothian 
Council had been 
making off-payroll 
adjustments to 
College PAYE 
and NI amounts. 
This has and 
could continue to, 
lead to inaccurate 
payments being 
to HMRC. 

The College should meet with the 
Council to discuss and optimise 
arrangements regarding this off-
payroll adjustments issue. 
 
Ideally, such adjustments should not 
be necessary, but the College should 
explore the exact circumstances with 
Council partners. 
 
Priority 3 

Agreed Finance 
Manager and 
Senior HR 
Business 
Partner 

March 2017  Agreed – A meeting will be arranged with the Council to 
discuss the issue. 
 
June 2017 Update 
Meeting has been arranged for 7 June to discuss. 
 
 

 
 
 
 
July 2017 

         September 2017 Update 
Complete - Senior HR Business Partner met with West 
Lothian Council.  Council are undertaking testing of 
system functionality to ensure this is done automatically.  
Council will update College on outcome of this in 
September 2017. 

 

3 Budget Setting 
and Monitoring 
– Budget setting 
and monitoring 
process 

March 
2017 

Provide further 
guidance to staff 
on how to 
complete key 
budget 
processes.  
 
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.  

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 within Finance for 
management accounts production 
should also be documented.  
 
Priority 2 

Agreed Finance 
Manager 

December 
2017 

 Agreed - 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.  

 

         September 2017 Update 
In progress. 
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  No Audit Report 
Topic  

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

4 Budget Setting 
and Monitoring -  
Budget Holder 
meetings 

March 
2017 

The audit found 
that Regular 
meetings between 
the finance team 
and budget 
holders only take 
place to review 
and discuss 
budget 
performance 
when issues were 
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.  

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.  
 
Priority 2 

Agreed  Vice Principal, 
Finance & 
Curriculum 
Services & 
Finance 
Manager  

September 
2017 

 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.  
 

 

         September 2017 Update 
Complete – In year meetings arranged. 
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  No Audit Report 
Topic  

Report 
Date 

Background Recommendation College 
Response 

Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised Deadline 
 

5 Portfolio 
Planning – 
Curriculum 
Planning 
Process 

March 
2017 

The audit found 
that the Centre 
Heads were 
aware of overall 
curriculum 
planning roles 
and 
responsibilities, 
curriculum 
planning 
processes 
(including roles 
and 
responsibilities) 
have not been 
fully and formally 
documented.  
 
There was 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.  

The College should more formally 
document and communicate the 
annual curriculum planning process. 
This should be reviewed on an 
annual basis to reflect the most up-
to-date curriculum planning priorities. 
 
Priority 2  
 

Agreed  Vice Principal, 
Curriculum & 
Planning 

September
2017 

 Agreed  

         September 2017 Update 
Guidance being prepared, will be issued by end 
September 2017  
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Audit Committee 
 
Financial Regulations and Schedule of Financial Approvals 
 
The College’s Financial Regulations have been reviewed and updated to: 
 
• Reflect change of job titles within the Senior Team and change to the 

membership of the Team. 
• The move to the Scottish Government Banking Service (Section 15.3) 
• The requirement to produce 5 year financial forecasts (sections 4.1 and 

11.1). 
 
The proposed changes have been made using track change for ease of 
reference. 
 
The Scheme of Delegation has also been updated, the key changes are: 
 
• Vice Principals will be allowed to sign SDS Contracts; 
• A separate line has been added for signing-off staff contracts. 
 
Changes are shown in blue. 
 
The updated Financial Regulations and Schedule of Financial Approvals are 
attached to this paper.  The other appendices referred to in the Regulations 
have not been provided but are available on the College website. 
 
Action 
 
The committee is asked to recommend approval of the updated Financial 
Regulations. 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services  
7 September 2017 
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Foreword 
              
To conduct its business effectively a College needs to ensure that it has sound 
financial management systems in place and that they are strictly adhered to.  
Part of this process is the establishment of Financial Regulations which set out 
the financial policies of the College.   
 
Financial regulations make good business sense and for further & higher 
education further education Colleges they have additional significance in that 
their grant funding depends upon it.  The Financial Memorandum between the 
Scottish Funding Council (SFC) and the Colleges they fund makes it a condition 
of grant that the College ensures that it has a sound system of internal financial 
management and control and adequate procedures to prevent fraud or bribery.  
Similarly, internal and external audit services are required to give an assurance 
that Colleges have fully documented financial procedures in place and SFC may 
withhold grant where this cannot be shown to be the case.   
 
In order to support colleges following reclassification the SFC issued an 
addendum to the Financial Memorandum for incorporated colleges which 
includes a number of derogations and actions to meet the requirements of the 
Scottish Public Finance Manual (SPFM).  West Lothian College is required to 
comply fully with the SPFM subject to the derogations listed in the 
aforementioned addendum.   
 
The regulations set out in this document are based on CIPFA’s model set of 
regulations which aim to reflect best practice and provide a practical source of 
guidance. 
 
In addition to the Financial Regulations, financial procedures are in place, which 
sets out in detail exactly how the regulations are to be implemented. 
 
 
Jennifer McLaren 
Assistant Vice Principal, Finance & Curriculum Support & Finance Services 
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Terminology                                                        
 
The Board of Governors 
 
The Board of Governors is the body ultimately responsible for the affairs of the 
College. 
 
Principal and Chief Executive 
 
The Principal and Chief Executive Officer (referred to hereafter as the Principal) 
is the person directly accountable to the Governing Body for the proper conduct 
of the College’s affairs and directly accountable to the SFC’s Accountable Officer 
for the College’s proper use of funds deriving from Scottish Ministers and its 
compliance with the requirements of the Financial Memorandum with SFC. 
 
Senior Team (ST) 
 
This team comprises the Principal and , three Assistant Vice Principals and two 
Heads of Service. The Assistant Vice Principals act on behalf of the Principal in 
her absence. 
 
Heads of Service 
 
A Head of Service is responsible for the for the budget of his/her area. 
 
Manager 
 
A Manager is the head of a department of the College who is responsible for the 
budget of his/her area.   A Head of Centre is the head of an academic 
department of the College. 
 
Budget Holder 
 
A budget holder is the member of staff who has been assigned his/her own 
budget and is accountable to his/her Assistant PrincipalVice Principal/Manager 
for it. 

Formatted: Font: Bold
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Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services 
 
The Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services is the chief financial officer of the College. 
 
Secretary to the Board 
 
Secretary to the Board of Governors.   
 
College 
 
The College refers explicity to West Lothian College. 
 
Scottish Funding Council (SFC) 
 
Provides public funding to Colleges and universities for teaching and research, 
buildings and equipment, and for specific initiatives and strategic developments. 
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Financial Regulations  
 
A General Provisions 
 
1 Background 
 

1.1 West Lothian College is a further and higher education College 
incorporated under the provisions of the Further and Higher Education 
(Scotland) Act 1992 as amended by the Further & Higher Education 
(Scotland) Act 2005 and subsequently the Post-16 Education (Scotland) 
Act 2013.  West Lothian College is accountable through its Board of 
Governors, which has ultimate responsibility for the effectiveness of its 
management and administration. In undertaking its functions, the Board 
of Governors must keep under review and have in place satisfactory 
provision in relation to the list of matters set out in section 7 (2) of the  
2005 Act, as amended by the Post-16 Education (Scotland) Act 2013. 
 

1.2 West Lothian College is an exempt charity by virtue of the Law Reform 
Miscellaneous Provisions) (Scotland) Act 1990.  

 
1.3 The Financial Memorandum between SFC and West Lothian College 

sets out the terms and conditions on which grant is made (Appendix C).  
The Board of Governors is responsible for ensuring that conditions of 
grant are met.  As part of this process, West Lothian College must 
adhere to SFC’s audit requirements, which requires it to have sound 
systems of financial and management control and adequate procedures 
to prevent fraud or bribery.  The financial regulations of West Lothian 
College form part of this overall system of accountability.   

 
2 Status of Financial Regulations 
 

2.1 This document sets out West Lothian College’s financial regulations.  It 
translates into practical guidance West Lothian College’s broad policies 
relating to financial control.  This document was approved by the Board 
of Governors through its Finance and General Purposes Committee on 
21 June 201619 September 2017.  It applies to the College and all its Formatted: Highlight
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subsidiary undertakings. 
 

2.2  These financial regulations are subordinate to the Code of Good 
Governance for Scotland’s Colleges and to any restrictions contained 
within West Lothian College’s financial memorandum with SFC. 

 
2.3 The purpose of these financial regulations is to provide control over the 

totality of West Lothian College’s resources and provide management 
with assurances that the resources are being properly applied for the 
achievement of West Lothian College’s Regional Plan and Outcome 
Agreement and business objectives. These financial regulations also 
seek to ensure that the College is: 

 

• financially viable and sustainable  
• achieving value for money 
• economical, efficient and effective 
• fulfilling its responsibility for the provision of effective financial controls 

over the use of public funds 
• ensuring that West Lothian College complies with all relevant 

legislation 
• safeguarding the assets of West Lothian College. 

 
2.4 Compliance with the financial regulations is compulsory for all staff 

connected with West Lothian College.   Any breach or non-compliance 
with these regulations must, on discovery, be reported to the Assistant 
Principal, Curriculum Support & FinanceVice Principal, Finance and 
Curriculum Services who may discuss the matter with the Principal, 
Board of Governors and/or senior staff, as may be appropriate in order to 
determine the appropriate action to be taken.  Ultimately a member of 
staff who fails to comply with the financial regulations may be subject to 
disciplinary action under West Lothian College’s disciplinary policy.  The 
Board of Governors will be notified of any such breach through the Audit 
Committee.  It is the responsibility of Managers to ensure that their staff 
are made aware of the existence and content of West Lothian College’s 
financial regulations. 

 



 

Financial Regulations/Assistant PrincipalVice Principal Curriculum Support & Finance/Controlled June 2016 
6 

2.5 The Finance and General Purposes Committee is responsible for 
maintaining a continuous review of the financial regulations, through the 
Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services, and for advising the Board of Governors of any 
additions or changes necessary. 

 
2.6 In exceptional circumstances, and where doing so does not result in a 

failure to comply with the terms of the SFC Financial Memorandum, the 
Principal may authorise a departure from the detailed provisions herein, 
such departure to be immediately reported to the chair of the Board of 
Governors and thereafter to the Finance and General Purposes 
Committee at the earliest opportunity.  Where a departure from the 
provisions herein would result in a failure to comply with the terms of the 
SFC Memorandum the SFC Accountable Officer must also be notified.  

 
2.7 West Lothian College’s detailed financial procedures set out precisely 

how these regulations will be implemented. 
 
B Corporate Governance  
 
3 The Board of Governors 
 

3.1 The Board of Governors is responsible for the management and 
administration of West Lothian College.  Its financial responsibilities are 
to: 

 
• ensure the solvency of West Lothian College and the safeguarding of 

West Lothian College’s assets; 
• appoint, grade, suspend, dismiss and determine the pay and 

conditions of service of the Principal, senior post-holders and the 
Secretary to the Board;  

• ensure that the financial, planning and other management controls, 
including controls against fraud, theft and bribery, applied by West 
Lothian College are appropriate and sufficient to safeguard public 
funds; 

• approve the appointment of an internal audit service; 
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• secure value for money and the efficient, economical and effective 
management of all West Lothian College’s resources and expenditure, 
capital assets and equipment, and staff, so that the investment of 
public funds in West Lothian College is not put at risk; 

• ensure that appropriate financial considerations are taken into account 
at all stages in reaching decisions and in their execution; 

• ensure public funds are used in accordance with relevant legislation; 
• plan and manage its activities to remain sustainable and financially 

viable so that, year on year, it generates sufficient income to cover its 
costs and allow for maintenance of and investment in its infrastructure 
(physical, human and intellectual) at a level which enables it to 
maintain adaptive capacity necessary to meet future demands; 

• Approve a three year financial forecast for submission to SFC in a 
format required by SFC; 

• approve an annual budget before the start of each financial year; 
• ensure that West Lothian College complies with SFC’s audit 

requirements; 
• approve West Lothian College’s Regional Plan and Outcome 

Agreement; 
• approve the annual financial statements. 

 
4 Chief Executive Officer  
 

4.1 The Principal is West Lothian College’s Chief Executive Officer and is 
responsible for ensuring the financial administration of West Lothian 
College’s affairs in accordance with the financial memorandum with SFC.  
As the Chief Executive Officer, the Principal may be required to justify 
any of West Lothian College’s financial matters to the Scottish 
Parliament Audit Committee. 

  
 The Principal shall demonstrate his or her oversight of financial matters 

by signing the balance sheet and the statement of corporate governance 
within the annual financial statements (as co-signatory with the Chair of 
the Board), and the declaration form prefacing the three-year five year 
financial forecasts submitted to SFC. 
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5 Committee Structure 
 

5.1 The Board of Governors has ultimate responsibility for West Lothian 
College’s finances, but delegates’ specific powers and processes to the 
Committees  detailed below. These Committees are accountable to the 
Board of Governors.  A diagram depicting the Committee structure is 
included at Appendix D. 

 
5.2 Audit Committee 

 
Colleges are required by their financial memorandum with SFC to 
appoint an Audit Committee.  The Committee is independent, advisory 
and reports to the Board of Governors.  It has the right of access to 
obtain all the information it considers necessary and to consult directly 
with the internal and external auditors.  The Committee is responsible for 
identifying and approving appropriate performance measures for internal 
and external audit and for monitoring their performance.  It must also 
satisfy itself that satisfactory arrangements are in place to promote 
economy, efficiency and effectiveness.  The Audit Committee’s terms of 
reference are shown at Appendix E.  The audit requirements of West 
Lothian College are set out in the Financial Memorandum with SFC. 

 
5.3 Finance and General Purposes Committee 
 

Monitoring of West Lothian College’s financial position and financial 
control systems is undertaken by the Finance and General Purposes 
Committee.  The Committee will examine annual estimates and accounts 
(including the accounting policies upon which they are based) and 
recommend their approval to the Board of Governors.  It will ensure that 
short-term budgets are in line with agreed longer-term plans and that 
they are followed.  It will consider any other matters relevant to the 
financial duties of the Board of Governors and make recommendations 
accordingly.  The Committee will also ensure that the Board of 
Governors has adequate information to enable it to discharge its financial 
responsibilities.  The Finance and General Purposes Committee’s terms 
of reference are shown at Appendix F. 
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5.4 Remuneration Committee 
 
 Responsible for the determination of pay and conditions for managers 

and senior staff including the Principal.  The Committee has the power to 
make decisions on their remuneration, including pay and other benefits, 
as well as contractual arrangements.   The Remuneration Committee’s 
terms of reference are shown at Appendix G. 

 
5.5 Nominations Committee 
 

Considers candidates to fill vacancies on the Board.  The Nominations  
Committee’s terms of reference are shown at Appendix I. 

 
5.6 Learning and Teaching Committee 
 

The Committee promotes continuous improvement in the quality of 
learning and teaching and in levels of achievement by students. The 
Learning & Teaching Committee’s terms of reference are shown at 
Appendix H. 

 
5.7 Joint Negotiating & Consultative Committees 
 

These committees were established to improve the effectiveness of the 
College in serving the community and, in particular the ability to respond 
to the challenge facing Further Education in Scotland, through 
establishing an improved working environment and positive employee 
relations. 

 
6 Financial Responsibility 
 

6.1 The Assistant PrincipalVice Principal, Finance and Curriculum Services 
Curriculum Support & Finance 

 
Day-to-day financial administration is controlled by the Assistant 
Principal, Curriculum Support & FinanceVice Principal, Finance and 
Curriculum Services (hereinafter referred to as the Assistant Principal), 
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who is responsible to the Principal for: 
 

• preparing annual capital and revenue budgets and financial plans; 
• preparing accounts, management information, monitoring and control 

of expenditure against budgets and all financial operations; 
• preparing West Lothian College’s annual accounts and other financial 

statements and accounts which West Lothian College is required to 
submit to other authorities; 

• ensuring that West Lothian College maintains satisfactory financial 
systems; 

• providing professional advice on all matters relating to financial 
policies and procedures; 

• day-to-day liaison with internal and external auditors in order to 
achieve efficient processes.  

 
6.2  AssistantVice  Principals  
 

Assistant PrincipalsVice Principals are responsible to the Principal for 
financial management in their own areas.  They are advised by the 
Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services in the execution of their financial duties.  The 
Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services will also supervise and approve the financial 
systems operating within their departments including the form in which 
accounts and financial records are kept. 
 
Assistant PrincipalsVice Principals are responsible for establishing and 
maintaining clear lines of responsibility within their areas for all financial 
matters.  Where resources are devolved to budget holders they are 
accountable to their Assistant Vice Principal for their own budget. 
 

6.3 Heads of Service 
 

Heads of Service are responsible to the Principal for financial 
management in their own areas.  They are advised by the Assistant 
Principal, Curriculum Support & FinanceVice Principal, Finance and 
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Curriculum Services in the execution of their financial duties.  The 
Assistant Principal, Curriculum Support & FinanceVice Principal, Finance 
and Curriculum Services will also supervise and approve the financial 
systems operating within their departments including the form in which 
accounts and financial records are kept. 

  
6.4 Centre Heads and Support Managers 

 
Centre Heads and Support Managers are herein referred to as 
‘Managers’. Managers are responsible to an Assistant Principal the Vice 
Principal, Finance and Curriculum Services for financial management for 
the areas or activities they control.  They are advised by the Assistant 
PrincipalVice Principal, Finance and Curriculum Services in executing 
their financial duties.  The Assistant PrincipalVice Principal, Finance and 
Curriculum Services will also supervise and approve any financial 
systems operating in their areas.  Managers are responsible for 
establishing and maintaining clear lines of responsibility within their area 
for all financial matters.   

 
Managers shall provide the Assistant PrincipalVice Principal, Finance 
and Curriculum Services with such information as may be required to 
enable: 

 

• compilation of West Lothian College’s financial statements 
• implementation of financial planning 
• implementation of audit and financial reviews, projects and value for 

money studies. 
 

6.5 All members of staff 
 

All members of staff should be aware of and have a general 
responsibility for the security of West Lothian College’s property, for 
avoiding loss and for due economy in the use of resources. 

 
They should ensure that they are aware of West Lothian College’s 
financial authority limits (section 20.3 and Appendix J) and the values of 
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purchases for which quotations and tenders are required (section 20.7 
and Appendix J).  All Hire Purchase, Lease and other financial ongoing 
agreements which extend beyond the current financial year must be 
approved and signed by the Principal. 
 
They shall make available any relevant records or information to the 
Assistant PrincipalVice Principal, Finance and Curriculum Services or his 
or her authorised representative in connection with the implementation of 
West Lothian College’s financial policies, these financial regulations and 
the system of financial control. 
 
They shall provide the Assistant PrincipalVice Principal, Finance and 
Curriculum Services with such financial and other information as he or 
she may deem necessary, from time to time, to carry out the 
requirements of the Board of Governors. 
 
They shall immediately notify the Assistant PrincipalVice Principal, 
Finance and Curriculum Services whenever any matter arises which 
involves, or is thought to involve, irregularities concerning, inter alia, cash 
or property of West Lothian College.  The Assistant PrincipalVice 
Principal, Finance and Curriculum Services shall take such steps as he 
or she considers necessary by way of investigation and report. 

 
7    Delegated Financial Limits and Annual Reporting Requirements 
 

7.1 Delegated Financial Limits 
 

West Lothian College must establish appropriate documented internal 
delegated authority arrangements consistent with the Delegated 
Authority section of the SPFM and the FM. 
 
West Lothian College’s specific delegated financial limits are: 

 
Delegated financial limits Amount including 

VAT 
External business and management consultancies £100,000 
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Special severance payments £1,000 
Operating leases-non property £250,000 
Procurement non-competitive action £25,000 

 
West Lothian College must obtain prior written approval from the SFC 
before entering into any undertaking to incur any expenditure above 
these delegations. 

 
7.2 Prior Approval 
 
 Prior SFC approval must always be obtained before incurring 

expenditure for any purpose that is, or might be considered, novel, 
contentious or repercussive or which has or could have significant future 
cost implications. 

What might be regarded as novel or contentious inevitably involves a 
degree of judgment. Novel would include proposed expenditure or 
financial arrangements of a sort not undertaken previously or which is not 
standard practice. Contentious would include proposed expenditure or 
financial arrangements where there was any doubt as to its regularity – 
for example, its compliance with relevant legislation or guidance – or its 
propriety – for example, compliance with the standards expected of 
publicly funded bodies or their officials. Proposed expenditure or financial 
arrangements that might be considered to be sensitive politically would 
also be regarded as contentious. 
 

7.3 Fraud 

Any frauds that are detected must be reported to SFC as and when they 
occur. 

 
8 Risk Management 
 

8.1 West Lothian College acknowledges the risks inherent in its business, 
and is committed to managing those risks that pose a significant threat to 
the achievement of its business objectives and sustainability.  
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8.2 The Board of Governors has overall responsibility for ensuring there is a 
risk management strategy and a common approach to the management 
of risk throughout West Lothian College through the development, 
implementation and embedment within the organisation of a formal, 
structured risk management process.   

 
8.3 In line with this policy, the Board of Governors requires that the risk 

management strategy and supporting procedures include: 
 

• the adoption of common terminology in relation to the definition of risk 
and risk management; 

• the establishment of College-wide criteria for the measurement of risk, 
linking the threats to their potential impact and the likelihood of their 
occurrence; 

• a decision on the level of risk to be covered by insurance (Section 
24.1); 

• detailed regular review at centre or support level to identify significant 
risks associated with the achievement of key objectives and other 
relevant areas; 

• development of risk management and contingency plans for all 
significant risks, to include a designated ‘risk owner’ who will be 
responsible and accountable for managing the risk in question; 

• regular reporting to the Board of Governors of all significant risks;  
• an annual review of the implementation of risk management 

arrangements. 
 

The strategy and procedures must be capable of independent 
verification.  Detailed guidance on the level of risk considered to be 
acceptable/unacceptable by the College is set out in a separate Risk 
Management Policy (Appendix K).  

 
8.4 Managers must ensure that any agreements negotiated within their areas 

with external bodies cover any legal liabilities to which West Lothian 
College may be exposed.  The Assistant PrincipalVice Principal, Finance 
and Curriculum Services’s advice should be sought to ensure that this is 
the case. 
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9 Whistleblowing 
 

9.1 Whistleblowing in the context of the Public Interest Disclosure Act is the 
disclosure by an employee (or other party) about malpractice in the 
workplace.  A whistleblower can blow the whistle about crime, civil 
offences (including negligence, breach of contract, etc), miscarriage of 
justice, danger to health and safety or the environment and the cover-up 
of any of these.  It does not matter whether or not the information is 
confidential and the whistleblowing can extend to malpractice occurring 
in the UK and any other country or territory. 

 
9.2 Normally, any concern about a workplace matter at West Lothian College 

should be raised with the relevant member of staff’s immediate line 
manager.  However, West Lothian College recognises that the 
seriousness or sensitivity of some issues, together with the identity of the 
person the member of staff thinks may be involved, may make this 
difficult or impossible. 

 
A member of staff may, therefore, make the disclosure to the Secretary 
to the Board, who is the designated person to whom staff should make a 
disclosure.  If the member of staff does not wish to raise the matter with 
this person, or with the Principal or the chair of the Board of Governors, it 
may be raised with the chair of the Audit Committee. 

 
9.3 The full procedure for whistleblowing is set out in West Lothian College’s 

whistleblowing policy and procedure (Appendix L). 
 
10 Code of Conduct  
 

10.1 West Lothian College is committed to the highest standards of 
openness, integrity and accountability.  It seeks to conduct its affairs in 
a responsible manner, having regard to the nine key principles 
underpinning public life in Scotland which incorporate the seven Nolan 
principles, which members of staff at all levels are expected to observe.  
These principles are set out at Appendix M. 
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10.2 Additionally members of the Board of Governors, the senior team and 

all members of staff involved in procurement are required to disclose 
interests in West Lothian College’s register of interests maintained by 
the Clerk to the Board.  They are required to ensure that entries in the 
register relating to them are kept up to date at all times.  

 
10.3 In particular, no person shall be a signatory to a College contract where 

he or she also has an interest in the activities of the other party. 
 

10.4 Receiving gifts or hospitality 
 

It is an offence under the Prevention of Corruption Act 1906 for 
members of staff to accept corruptly any gift or consideration as an 
inducement or reward for doing, or refraining from doing, anything in an 
official capacity or showing favour or disfavour to any person in an 
official capacity.  The Gifts and Hospitality Policy is described at 
Appendix N.  The guiding principles to be followed by all members of 
staff must be: 
 

• the conduct of individuals should not create suspicion of any conflict 
between their official duty and their private interest 

• the action of individuals acting in an official capacity should not give 
the impression (to any member of the public, to any organisation with 
whom they deal or to their colleagues) that they have been (or may 
have been) influenced by a benefit to show favour or disfavour to any 
person or organisation 

• if an individual is in doubt about the propriety of accepting a gift or an 
item of hospitality advice must be sought. 
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   Thus, members of staff should not accept any gifts, rewards or 
hospitality (or have them given to members of their families) from any 
organisation or individual with whom they have contact in the course of 
their work that would cause them to reach a position whereby they 
might be, or might be deemed by others to have been, influenced in 
making a business decision as a consequence of accepting such 
hospitality.  The frequency and scale of hospitality accepted should not 
be significantly greater than West Lothian College would be likely to 
provide in return. 
When it is not easy to decide between what is and what is not 
acceptable in terms of gifts or hospitality, the offer should be declined or 
advice sought from the Assistant Principal, Curriculum Support & 
FinanceVice Principal, Finance and Curriculum Services. For the 
protection of those involved, the Principal’s PA will maintain a register of 
gifts and hospitality received where the value is in excess of that 
specified in Appendix N.  Members of staff in receipt of such gifts or 
hospitality are obliged to notify the Principal’s PA promptly. 

 
10.5 Anti-Bribery 

 
 Under the Bribery Act 2010 the College ensures that adequate 

procedures are in place to ensure the prevention of bribery. 
 
 Bribery 
 
 Is an inducement or reward offered, promised or provided to gain 

personal, commercial, regulatory or contractual advantage. 
 
 It is unacceptable to: 

 
• give, promise to give, or offer a payment, gift or hospitality with the 

expectation or hope that a business advantage will be received, or to 
reward a business advantage already given; 

• give, promise to give, or offer a payment, gift or hospitality to a 
government official, agent or representative to “facilitate” or expedite 
a routine procedure; 
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• accept payment from a third party that you know or suspect is offered 
with the expectation that it will obtain a business advantage for them; 

• accept a gift or hospitality from a third party if you know or suspect 
that it is offered or provided with an expectation that a business 
advantage will be provided by us in return ; 

• retaliate against or threaten a person who has refused to commit a 
bribery offence or who has raised concerns under this policy; 

• engage in activity in breach of this policy. 
 
C Financial Management and Control 
 
11 Financial Planning 
 

11.1 The Assistant Principal, Curriculum Support & FinanceVice Principal, 
Finance and Curriculum Services is responsible for preparing annually 
a rolling fivethree year financial plan for approval by the Board of 
Governors on the recommendation of the Finance and General 
Purposes Committee and for the onward transmission of that plan to the 
SFC. Financial plans should be consistent with the Regional Plan and 
Outcome Agreement and estates strategy approved by the Board. 

 

11.2 Budget objectives 
 

The Board of Governors will, from time to time, set budget objectives for 
West Lothian College.  These will help the Assistant PrincipalVice 
Principal, Finance and Curriculum Services in preparing his or her more 
detailed financial plans for West Lothian College.  

 
11.3 Resource allocation 

 
 Resources are allocated annually by the Board of Governors on the 

recommendation of the Finance and General Purposes Committee, and 
on the basis of the above objectives.  Managers are responsible for the 
economic, effective and efficient use of resources allocated to them. 

 
11.4 Budget preparation 
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The Assistant PrincipalVice Principal, Finance and Curriculum Services  
is responsible for preparing each year an annual revenue budget and 
capital programme for consideration by the Finance and General 
Purposes Committee before submission to the Board of Governors.  
The budget should also include monthly cash flow forecasts for the year 
and a projected year-end balance sheet.  The Assistant PrincipalVice 
Principal, Finance and Curriculum Services must ensure that detailed 
budgets are prepared in order to support the resource allocation 
process and that these are communicated to Managers as soon as 
possible following their approval by the Board of Governors. 

 
During the year, the Assistant PrincipalVice Principal, Finance and 
Curriculum Services is responsible for submitting updated forecasts to 
the Finance and General Purposes Committee for consideration before 
submission to the Board of Governors for approval. 

 
11.5 Capital programmes 

 
The capital programme includes all expenditure on land, buildings, 
equipment, furniture and associated costs which are to be capitalised 
for inclusion in West Lothian College’s financial statements.  In relation 
to new build capital expenditure on land, buildings, furniture and 
associated costs can only be considered as part of the capital 
programme approved by the Board of Governors.   

 
The Assistant PrincipalVice Principal, Finance and Curriculum Services 
has responsibility for establishing protocols for the inclusion of capital 
projects in the capital programme for approval by the Board of 
Governors.  These set out the information that is required for each 
proposed capital project as well as the financial and qualitative criteria 
that they are required to meet.  They are summarised at Appendix O.   

 
Financial Controls and procedures regarding New Build Projects are 
contained in the detailed planning documents for the project.  All other 
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proposed capital projects in excess of the limits specified in Appendix J 
should be supported by the relevant documentation. 

 
The Assistant PrincipalVice Principal, Finance and Curriculum Services 
is responsible for providing regular statements concerning all capital 
expenditure to Finance and General Purposes Committee for 
monitoring purposes.  
 
Following completion of a capital project, a post-project evaluation or 
final report should be submitted to the Finance and General Purposes 
Committee including actual expenditure against budget and reconciling 
funding arrangements where a variance has occurred as well as other 
issues affecting completion of the project.  Post-project evaluations may 
also need to be sent to SFC, as laid down in SFC guidelines. 

 
11.6 Overseas activity 

 
In planning and undertaking overseas activity, West Lothian College 
must have due regard to the relevant guidelines issued by SFC. 

 
11.7 Other major developments 

 
Any new aspect of business, such as diversification or proposed 
establishment of a company or joint venture, which will require an 
investment in buildings, resources or staff time of more than the limits 
as stated in Appendix J should be presented for approval through the 
Finance and General Purposes Committee to the Board of Governors.   
 
The Assistant PrincipalVice Principal, Finance and Curriculum Services 
has responsibility for establishing protocols for these major 
developments to enable them to be considered for approval. These will 
set out the information that is required for each proposed development 
as well as the financial and qualitative criteria that they are required to 
meet.  They are summarised at Appendix O. 
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12 Financial Control 
 

12.1 Budgetary control 
 

The control of income, expenditure and net return within an agreed 
budget is the responsibility of the designated budget holder, who must 
ensure that day-to-day monitoring is undertaken effectively.  Managers 
are responsible to the Assistant PrincipalsVice Principals for the income 
and expenditure appropriate to their budget.   

 
Significant departures from agreed budgetary targets must be reported 
immediately to the Assistant Principal, Curriculum Support & 
FinanceVice Principal, Finance and Curriculum Services by the other 
Assistant PrincipalsVice Principals concerned and, if necessary, 
corrective action taken. 

 
12.2 Financial information 

 
The budget holders are assisted in their duties by management 
information provided through the College’s financial reporting tool Q&A.  
The types and frequency of management information prepared is 
regularly reviewed by the Assistant PrincipalVice Principal, Finance and 
Curriculum Services to reflect the current management needs of the 
College. 

 
 The Assistant PrincipalVice Principal, Finance and Curriculum Services 

is responsible for supplying budgetary reports on all aspects of West 
Lothian College’s finances to the Finance and General Purposes 
Committee on a basis determined by the Finance and General 
Purposes Committee but subject to any specific requirements of SFC. 
These reports are presented to the Board of Governors, which has 
overall responsibility for West Lothian College’s finances. 

 
12.3 Changes to the approved budget 

 
The Finance and General Purposes Committee will recommend 
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approval of any necessary changes to the previously set budget to the 
Board of Governors after consideration of the regularly updated 
financial forecasts. 

 
12.4 Virement 

 
Virement is only permitted between budget headings (e.g. staff, 
transport, property costs, income etc) within the same overall Budget 
with prior written permission by the Assistant PrincipalVice Principal, 
Finance and Curriculum Services..  
  
Where a budget holder is responsible for more than one budget, 
virement is only permitted with the prior written approval of the Assistant 
PrincipalVice Principal, Finance and Curriculum Services.  
 
Virement between budgets held by different budget holders is permitted 
with the prior written approval of the transferring budget holder and the 
Assistant PrincipalVice Principal, Finance and Curriculum Services. 
 
It will be at the Assistant PrincipalVice Principal, Finance and 
Curriculum Services’s discretion whether to amend the budgets held in 
the financial systems in the current year to reflect agreed ‘virements’. 

 
12.5 Treatment of year-end balances 

 
At year end, budget holders will not have the  authority to carry forward 
a positive balance on their budget to the following year.  A negative 
balance will be charged to the Income and Expenditure Account in the 
year incurred. 

 
13 Accounting Arrangements 
 

13.1 Financial year 
 
West Lothian College’s financial year will run from 1 August until 31 July 
the following year. 
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 13.2 Basis of accounting 

 
The consolidated financial statements are prepared on the historical 
cost basis of accounting as modified by the revaluation of surplus land 
and certain fixed assets and in accordance with the Scottish 
Government Financial Reporting Model (FReM) issued by the Scottish 
Government  and applicable accounting standards. 

 
13.3 Format of the financial statements 

 
The financial statements are prepared in accordance with the 
Statement of Recommended Practice Accounting for Further and 
Higher Education and Financial Reporting Standard FRS102, subject to 
any specific requirements of SFC and the Scottish Government 
Financial Reporting Model (FReM). 

 

13.4 Capitalisation and depreciation 
 

New land and buildings will be recorded in the balance sheet at actual 
build or acquisition cost, except where they are received as gifts, where 
they will be recorded at depreciated replacement value.  Buildings will 
be depreciated in equal instalments over their estimated remaining 
useful life.  Freehold land will not be depreciated.  

 
 Expenditure incurred on repair, refurbishment or extension of existing 

buildings will not be capitalised unless it can be demonstrated that the 
resultant value of the building, on the basis of depreciated replacement 
value, is greater than the current book value. 

 
 Expenditure incurred on the acquisition of assets other than land and 

buildings will be recorded in the balance sheet where the acquisition is 
expected to be in use within the business on a continuing basis for at 
least 3 years. Capitalised assets other than land and buildings will be 
depreciated in accordance with a policy approved annually by the 
Finance and General Purposes Committee. 
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13.5 Accounting records 
 

The Assistant PrincipalVice Principal, Finance and Curriculum Services 
is responsible for the retention of financial documents.  These should be 
kept in a form that is acceptable to the relevant authorities. 

 
 West Lothian College is required by law to retain prime documents for 

six years.  These include: 
 

• complete record of transactions for each year from the computerized 
accounting system 

• purchase order requisitions 
• paid invoices 
• accounts raised 
• bank statements 
• copies of receipts 
• paid cheques 
• payroll records, including part-time lecturers’ contracts. 

 
The Assistant PrincipalVice Principal, Finance and Curriculum Services 
will make appropriate arrangements for the retention of electronic 
records. 
 
Members of staff should ensure that retention arrangements comply 
with any specific requirements of funding organisations such as the 
European Social Fund. 

 
13.6 Public access 
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The Board of Governors is required to supply any person with a copy of 
West Lothian College’s most recent financial statements. Board of 
Governors may levy a reasonable fee and this will be charged at the 
discretion of the Assistant PrincipalVice Principal, Finance and 
Curriculum Services. Copies of latest financial statements are provided 
to statutory agencies as required and are available on the College 
website. 

 
13.7 Taxation 

 
The Assistant PrincipalVice Principal, Finance and Curriculum Services 
is responsible for advising the Senior Team in the light of guidance 
issued by the appropriate bodies and relevant legislation as it applies to 
the College in respect of all taxation issues.  Therefore the Assistant 
PrincipalVice Principal, Finance and Curriculum Services will issue 
instructions to all areas on compliance with statutory requirements 
including those concerning VAT, corporation tax and import duty. The 
Human Resources Department will issue instructions to departments on 
compliance with statutory requirements including those concerning 
PAYE and national insurance. 

 
West Lothian Council, on behalf of the College, is responsible for 
maintaining the College’s  tax records, calculating tax due, receiving tax 
credits and submitting tax returns by their due date as appropriate.  The 
College is responsible for making payments tax payments to HMRC. 
 

13.8 Tax Planning and Tax Avoidance 
  

All individuals who would qualify as employees for tax purposes must 
be paid through the payroll system with tax deducted at source. The 
SFC must be consulted before any payment arrangements are put in 
place that could be perceived, reasonably, as seeking to minimise the 
tax liability of either the individual or the paying organisation concerned. 
Public sector organisations should, as a general rule, avoid tax 
management arrangements that have the primary objective of reducing 
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tax liabilities. Proposals to put in place non-standard tax management 
arrangements must be approved in advance by the SFC. 
 
SFC approval should be obtained before employing external tax 
advisers or using schemes marketed by such advisers. 
 
Public procurement decisions should be based on the need to secure 
value for money - independent of any tax advantages for individuals or 
bodies that may arise from a particular bid or from complex or artificial 
tax arrangements which have no underpinning economic basis. 
 
Restrictions on bidders should be considered where they are justified in 
terms of the objectives of the project and consistent with international 
obligations and government objectives on tax transparency and 
openness. 

 
13.9 Write offs 

 
Any write-off of bad debt and/or losses will be recorded against 
resource Departmental Expenditure Limits (DEL).   
 
 

13.10 Use of Suspense Accounts 
 

Wherever possible, transactions should be debited or credited direct to 
appropriate budget related expenditure and income account codes 
and the use of suspense accounts should be kept to an absolute 
minimum. 
 
Any balance held on a suspense account at the end of a financial year 
falls to be recorded in the annual accounts according to whether it is in 
the nature of an asset, or a liability.  It is essential therefore that any 
balances can be fully supported and justified to the external auditors. 
 
Suspense accounts should be reviewed (and reconciled) as a 
minimum every 3 months.  In addition the operation and control of 



 

Financial Regulations/Assistant PrincipalVice Principal Curriculum Support & Finance/Controlled June 2016 
27 

suspense accounts should be reviewed at least once during the 
financial year and at the year-end. 

 
13.11 VAT 

 
The VAT Act 1994 (VATA) is the main legislation concerning VAT in 
the UK.  Although the VATA is a UK statutory document and the level 
of VAT is set by the UK Government, much of what can be covered 
within the Act is set out within European Directives. 
VAT is payable by West Lothian College on the importation or 
acquisition of most goods and services.  However, it is the legal 
responsibility of VAT-registered suppliers to decide the tax liability of 
the supplies that they make. 
 
West Lothian College shall charge VAT on any taxable supplies made 
in the course or furtherance of business activities specified in Taxing 
Directions. 
 
Colleges  are entitled to reclaim or deduct from the output tax they are 
due to pay the input tax they incur on purchases for their business 
activities, including those activities deemed to be business in the 
Taxing Directions. Colleges can also reclaim VAT on those non- 
business activities specified in Contracting-Out Directions. 
 
Staff involved in authorising invoices for payment or charging for 
goods and services should ensure that they reclaim or charge the 
correct amount of VAT. 

 
14 Audit Requirements 
 

14.1 General 
 

External auditors and internal auditors shall have authority to: 
 

• access College premises at reasonable times 
• access all assets, records, documents and correspondence relating 
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to any financial and other transactions of West Lothian College 
• require and receive such explanations as are necessary concerning 

any matter under examination 
• require any employee of West Lothian College to account for cash, 

stores or any other College property under his or her control 
• access records belonging to third parties, such as contractors, 

when required. 
 

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for drawing up a timetable for final accounts 
purposes and will advise staff and the external auditors accordingly. 
 
Following consideration by the Finance and General Purposes 
Committee and the Audit Committee, the financial statements are 
submitted to the Board of Governors for approval. 

 
14.2  External audit 

 
Under the terms of the Public Finance and Accountability (Scotland) 
Act 2000, the Auditor General is responsible for the appointment of the 
external auditors for West Lothian College. 
 
The primary role of external audit is to report on West Lothian 
College’s financial statements and to carry out such examination of 
the statements and underlying records and control systems as are 
necessary to reach their opinion on the statements and to report on 
the appropriate use of funds.  The external auditors address their 
report and opinion jointly to the Auditor General and the members of 
the Board of Governors.  Their duties will be in accordance with advice 
set out in SFC’s audit requirements contained in the Financial 
Memorandum and the Auditing Practices Board’s statements of 
auditing standards. 

 
14.3 Internal audit 

 
The internal auditor is appointed by the Board of Governors on the 
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recommendation of the Audit Committee. 
 

The audit requirements set out in the Financial Memorandum requires 
West Lothian College to have an effective internal audit function and 
their duties and responsibilities must be in accordance with these audit 
requirements.  The main responsibility of internal audit is to provide 
the Board of Governors, the Principal and Senior Team with 
assurances on the adequacy of the internal control system. 
The internal audit service remains independent in its planning and 
operation but has direct access to the Board of Governors, Principal 
and chair of the Audit Committee.  The formal responsibilities of 
internal audit are detailed at Appendix P.  The internal audit service 
must conform to the professional standards of the Chartered Institute 
of Internal Auditors. The operation and conduct of internal audit must 
comply with Public Sector Internal Audit Standards and, where 
relevant, the Scottish Public Finance Manual. 

 
14.4  Fraud and corruption 

 
It is the duty of all members of staff, management and the Board of 
Governors to notify the Assistant PrincipalVice Principal, Finance and 
Curriculum Services immediately whenever any matter arises which 
involves, or is thought to involve, irregularity, including fraud, 
corruption or any other impropriety. 

 
14.5  If the suspected fraud is thought to involve the Assistant PrincipalVice 

Principal, Finance and Curriculum Services and/or the Principal, the 
member of staff shall directly notify the Chair of the Audit Committee 
of their concerns regarding irregularities via a letter addressed to the 
Secretary to the Board of Governors marked “For the attention of the 
Chair of the Audit Committee - Private and Confidential – to be 
opened by addressee only”. 

 
14.6 Value for Money 

 
It is a requirement of the financial memorandum that the Board of 
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Governors of West Lothian College strives to achieve value for money 
and is economical, efficient and effective in its use of public funds from 
all sources.  It should keep under review its arrangements for 
managing all the resources under its control, taking into account 
guidance on good practice issued from time to time by SFC, the 
Scottish Government, Audit Scotland, the National Audit Office, the 
Scottish Parliament Audit Committee or other relevant bodies. 
 
Internal audit is to have regard to value for money in its programme of 
work.  This will be used to enable the Audit Committee to refer to 
value for money in its annual report.  The College’s Value for Money 
policy is shown at Appendix Q. 

 
14.7 SFC 
 

Where appropriate, West Lothian College must provide data returns 
requested by the SFC by the deadlines and to the standards specified. 
 
 
 
 
 
 

14.8 Other auditors 
 

West Lothian College may, from time to time, be subject to audit or 
investigation by external bodies such as Audit Scotland, National Audit 
Office, European Court of Auditors, HM Revenue and Customs.  They 
have the same rights of access as external and internal auditors. 

 

14.9 Checking Financial Transactions 
 

The College places reliance on internal controls, systems controls and 
the division of responsibilities within individual teams to meet the 
requirements of the SPFM.  The Internal Auditor reviews these 
controls on a regular basis and changes are made when necessary. 
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15  Treasury Management 
 

15.1 Treasury management policy 
 
The College will comply with the requirements of the Financial 
Memorandum and Scottish Public Finance Manual in relation to cash 
management, borrowing, investment and financing.   

 

15.2 Grant-in-aid 
 

Grant payment will not be made in advance of need, as determined by 
the level of unrestricted cash reserves and planned expenditure.  
Unrestricted cash reserves held during the course of the year should be 
kept to the minimum level consistent with the efficient operation of West 
Lothian College and the level of funds required to meet any relevant 
liabilities at the year-end.  Grant-in-aid not drawn down by the end of the 
financial year shall lapse; however, Grant-in-aid will not be paid into any 
restricted reserve held by West Lothian College.  West Lothian College 
may transfer any surplus on its income and expenditure account as at 31 
March to the arms-length-foundation.  Any donation must take place in 
the financial year in which it arises and is subject to sufficient cash and 
resource cover being available. 

 
15.3 Appointment of bankers and other professional advisers 

 
Banking arrangements should ensure they offer best value and 
comply with the Banking section of the Scottish Public Finance 
Manual.  The Scottish Ministers have approved a derogation which 
delays the move to the Government Banking Service to 2016-17 at the 
earliest. 
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Until this move takes place the Board of Governors has responsibility 
for the appointment of West Lothian College’s bankers on the 
recommendation of the Finance & General Purposes Committee. The 
appointment will be for a specified period after which consideration 
shall be given by the Finance & General Purposes Committee to 
competitively tendering the service. 

 
15.4 Banking arrangements 

 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible, on behalf of the Finance and General 
Purposes Committee, for liaising with West Lothian College’s bankers 
in relation to West Lothian College’s bank accounts, the issue of 
cheques and payments made through the Bankers Automated 
Clearing System (BACS).  All cheques shall be ordered on the 
authority of Assistant PrincipalVice Principal, Finance and Curriculum 
Services. Proper arrangements for their safe custody shall be made by 
the Finance Manager. 
 
On receipt of the authority of the Board of Governors the Assistant 
PrincipalVice Principal, Finance and Curriculum Services (or in his/her 
absence the Principal) may open or close a bank account for dealing 
with West Lothian College’s funds.  All bank accounts shall be in the 
name of West Lothian College.  All cheques must be signed by two 
authorised persons. 
 
All automated transfers on behalf of West Lothian College, such as 
BACS or CHAPS, must be authorised in the appropriate manner and 
on the basis approved by the Assistant PrincipalVice Principal, 
Finance and Curriculum Services.  Details of authorised persons and 
limits are provided for in Appendix J.  The Assistant PrincipalVice 
Principal, Finance and Curriculum Services is responsible for ensuring 
that all bank accounts are subject to regular reconciliation and that 
large or unusual items are investigated as appropriate.  

 
15.5 Investment 
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West Lothian College will not make any investments of a speculative 
nature without the prior written approval of SFC.  
    

16 Income 
 

16.1 General 
 
West Lothian College will be able to retain all commercial income, 
gifts, bequests or donations received.  These funds will be in addition 
to any grant or funding the institution receives from the SFC. 
 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for ensuring that appropriate procedures are in 
operation to enable West Lothian College to receive all income to 
which it is entitled.  All receipt forms, invoices, vouchers or other 
official documents in use and electronic collection systems must have 
the prior approval of the Assistant PrincipalVice Principal, Finance and 
Curriculum Services.   

 
Levels of charges for fees which are not set by statutory agencies, 
services rendered, goods supplied and rents and lettings are 
determined by procedures approved by the Principal.   
 
Student tuition fees are set in line with the requirements of the 
Financial Memorandum (Appendix C) and all applicable legislation and 
guidance. 
 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for the prompt collection, security and banking 
of all income received. 
 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for ensuring that all grants notified by SFC and 
other bodies are received and appropriately recorded in West Lothian 
College’s accounts. 
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The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for ensuring that all claims for funds are made 
by the due date. 

 
16.2 Completeness of income 

 
It is the responsibility of all staff to ensure that revenue to West 
Lothian College is fully accounted for by the efficient application of 
agreed procedures for the identification, collection and banking of 
income.  In particular, this requires the prompt notification to the 
Finance Manager of sums due so that collection can be initiated. 

 
16.3 Receipt of cash, cheques and other negotiable instruments 

 
Money must be paid to the Finance Department and the custody and 
transit of all monies received must comply with the requirements of 
West Lothian College’s insurers. 
 

16.4 Cash Handling  
 

Money must be paid to the Finance Department and the custody and 
transit of all monies received must comply with the requirements of 
West Lothian College’s insurers. 
 
All sums received must be paid in and accounted for in full, and must 
not be used to meet miscellaneous expenses or be paid into any petty 
cash float.  Personal or other cheques must not be cashed out of 
money received on behalf of West Lothian College. 
 
Receipts by credit or debit card: West Lothian College may only 
receive payments by debit or credit card using procedures approved 
by the Assistant PrincipalVice Principal, Finance and Curriculum 
Services. 

 
16.5 Collection of debts  
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The Assistant PrincipalVice Principal, Finance and Curriculum 
Services should ensure that: 

 

• debtors invoices are raised promptly on official invoices, in respect 
of all income due to West Lothian College; 

• invoices are prepared with care, recorded in the ledger, show the 
correct amount due and are credited to the appropriate income 
account; 

• any credits granted are valid, properly authorised and completely 
recorded; 

• VAT is correctly charged where appropriate, and accounted for; 
• monies received are posted to the correct debtors account; 
• swift and effective action is taken in collecting overdue debts, in 

accordance with the protocols noted in the financial procedures; 
• outstanding debts are monitored and reports prepared for senior 

management. 
 
Only the Assistant PrincipalVice Principal, Finance and Curriculum 
Services can implement credit arrangements and indicate the periods 
in which different types of invoice must be paid.  

 
Detailed collection procedures and other credit controller information 
are contained in the College Debt Procedures. 

 
Requests to write off individual debts, claims deemed to be 
irrecoverable or investments subject to a permanent diminution in 
value in excess of £5,000 must be referred by the Assistant 
PrincipalVice Principal, Finance and Curriculum Services for 
submission to the Principal or  Finance and General Purposes 
Committee for consideration. Individual debts below this level may be 
written off as per the Scheme of Delegation (Appendix J).  All 
reasonable action must have been taken to affect the recovery of 
losses. 

 
 16.6 Student fees 
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The procedures for collecting tuition fees must be approved by the 
Assistant PrincipalVice Principal, Finance and Curriculum Services.  
He or she is responsible for ensuring that all student fees due to West 
Lothian College are received. 

 
16.7 Any student who has not paid an account for fees owing to the College 

shall not be awarded a degree or any qualification from the College  
until all outstanding debts have been cleared.  The names of such 
students shall not be included on any pass lists until all outstanding 
accounts have been settled in full.  Such students shall be prevented 
from re-enrolling at the College and from using any of the College’s 
facilities.  The College also reserves the right to exclude students from 
classes during an academic year if that student has outstanding fees 
or other charges owing to the College and he/she has not made 
arrangements with Finance to clear the debt. 
 

16.8 Student Support Funds 
 

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for ensuring that all ring-fenced funding 
received by West Lothian College for student support is used in 
accordance with each scheme’s rules and regulations. Under no 
circumstances should payments be made other than in accordance 
with the approved scheme. 

 
16.9 Repayment of SFC Grant 

 
Where the SFC makes a payment to West Lothian College of a 
Strategic, Capital or other grant, the College will be required to comply 
with any additional requirements attached to the grant, as well as with 
the Financial Memorandum. 
 
If West Lothian College fails to comply with the requirements of the 
Financial Memorandum, and any other specific terms and conditions 
attached to the payment of grant from the SFC, it may be required to 
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repay the SFC any sums received from it and may be required to pay 
interest in respect of any period during which a sum due to the SFC 
remains unpaid. 
 
If, in the reasonable opinion of SFC, any provision set out in the 
Financial Memorandum is not observed by West Lothian College, the 
SFC will be entitled, in respect of the payment of grant from SFC: 

 
• In the case of funding by way of grant: to require immediate 

repayment of any and all grants or any part or parts of any grants at 
any time after the SFC becomes aware of such failure to observe 
(without prejudice to further demands until the whole of all sums 
made available by way of grant shall have been paid in full) 

 
• In the case of funding by way of loan (notwithstanding the terms of 

any agreement attached to the same): to require immediate 
repayment of the whole or part of each such loan at any time after 
SFC becomes aware of such failure to observe (without prejudice to 
further demands until the whole of all sums made available by way 
of loan shall have been repaid in full). 

 

17 Commercial Activity 
 

17.1 Non SFC-Funded  Provision 
 

In this context commercial activity covers all non SFC-Funded training, 
assessment and consultancy provision. 
 
Any manager wishing to offer commercial activity must complete a 
costing and pricing form.  A contract must be in place for all 
commercial activity. 

 
17.2 Commercial Contracts 

 
In this context, commercial contracts include training, assessment and 
consultancy.  These contracts are normally originated by the client and 



 

Financial Regulations/Assistant PrincipalVice Principal Curriculum Support & Finance/Controlled June 2016 
38 

must be signed by the Principal.  In such event that West Lothian 
College is required to originate such documents, the Assistant 
PrincipalVice Principal, Curriculum & Planning or Assistant 
PrincipalVice Principal Curriculum & Innovation Enterprise will arrange 
for these to be drafted and signed by the Principal.  Internal Contracts 
between the Workforce Development Department and an internal 
department within West Lothian College can be signed by the Head of 
Workforce Development. 

 
17.3 Private Consultancies and Other Paid Work 

 
   Unless otherwise stated in a member of staff’s contract: 
 

• outside consultancies or other paid work may not be accepted 
without the consent of the Principal (and in the case of the Principal, 
the Chair of the Board of Governors); 

• applications for permission to undertake work as a purely private 
activity must be submitted to the Principal, as appropriate, and 
include the following information: 
– the name of the member(s) of staff concerned; 
– the title of the project and a brief description of the work involved; 
– the proposed start date and duration of the work; 
– full details of any College resources required (for the calculation 

of the full economic cost); 
– an undertaking that the work will not interfere with the teaching 

and normal collegial duties of the member(s) of staff concerned, 
nor will it be in conflict of interests or competition with the work of 
the College. 

 
The College will not unreasonably withhold permission for outside 
consultancies or other paid work. 

 
17.4 Off-Site Collaborative Provision 

 
 Any contract or arrangement whereby the College provides education 
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to students away from College premises, or with the assistance of 
persons other than the College’s own staff or with independent 
contractors (partner organisations), must be subject to the following 
procedure. 

 

• There shall be a contract/agreement signed by the Principal and on 
behalf of any partner organisation that shall comply with any 
guidance issued by SFC and Scottish Government (as amended 
from time to time) in place before any provision is made.  

• The form of the contract shall be scrutinized in advance of its 
operation by the Senior Team. 

• The impact of the contract(s) shall be subject to scrutiny by the 
Board of Governors.  The format for regular reports shall be as 
stated in SFC guidance.  They shall consider the risk factors 
associated with the proposed partnership and agree an appropriate 
entry in the College’s financial forecast. 

• Where the partnership would represent a significant departure from 
the College’s Regional Plan, the Board of Governors shall approve 
the departure, and the Principal shall seek the views of and inform 
SFC. 

 
17.5 Facilities and Accommodation 

 
 The hire of accommodation and the provision of facilities are provided 

at day rates. The Assistant PrincipalVice Principal, Curriculum & 
Innovation Enterprise is responsible for setting the relevant schedule 
of rates on at least an annual basis.  Volume discounts are at the 
discretion of the Assistant PrincipalVice Principal, Curriculum & 
Innovation Enterprise and Assistant Principal, Curriculum Support & 
FinanceVice Principal, Finance and Curriculum Services. 

 
17.6 Levels of Authorisation for Income Contracts 
 

Only the Principal (or any Assistant PrincipalVice Principal with 
delegated authority from the Principal) can sign contracts.  Contracts 
are required in ALL cases. Contracts must be costed and authorised 
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before any commitments are made.  Internal Contracts between the 
Workforce Development Department and an internal department 
within West Lothian College can be signed by the Head of Workforce 
Development.  

 
17.7 Profitability and recovery of overheads 
 

All commercial activities must be surplus-generating unless agreed in 
advance by the Assistant PrincipalVice Principal, Finance and 
Curriculum Services.  All other income-generating activities must be 
self-financing or surplus-generating unless it is intended that a new 
course is to be launched as a loss leader.  If that is the case, the 
reason for it must be specified and agreed by the appropriate 
Assistant PrincipalVice Principal and Assistant PrincipalVice Principal, 
Curriculum Support & FinanceFinance and Curriculum Services.  
Activities which incur a planned deficit (“loss leader”) will be reviewed 
regularly by the relevant Assistant PrincipalVice Principal and 
Assistant PrincipalVice Principal, Finance and Curriculum Services 
Curriculum Support & Finance, and factored into the budget-setting 
process. 

 
 A costing & pricing form must be completed by staff who organise 

other income-generating activities and be agreed with the Assistant 
PrincipalVice Principal, Finance and Curriculum Services before any 
commitments are made. 

 
18 European Union (EU) and other grant funding activities 
 

18.1 Any such project requires the approval of the Principal prior to any 
commitment being entered into.  Such approval shall be dependent 
upon the Assistant PrincipalVice Principal, Curriculum & Innovation 
Enterprise being able to demonstrate that eligible matching funds are 
available, the project is financially viable and it is consistent with the 
Regional Plan and Outcome Agreement of the College. 
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If West Lothian College is lead partner in any approved project or sub-
contracts such work to external providers, the Assistant PrincipalVice 
Principal, Curriculum & Innovation Enterprise shall ensure that: 

 

• each partner organisation or external provider signs a written 
contract which sets out their responsibilities and allows for full audit 
access to detailed records; 

• appropriate monitoring procedures are in place to ensure that the 
outputs are achieved and the provision by partners is of suitable 
quality; 

• payments are only made to partners against detailed returns. 
 

The Principal must authorise all projects before final agreement is 
reached. 

 
18.2 Additional Payments to Staff 

 
Any proposal that involves additional payments to members of staff 
should be supported by a schedule of names and values and 
submitted on the relevant College form.  All payments must be 
approved by the Assistant PrincipalVice Principal, Finance and 
Curriculum Services. 

 
18.3  Guidance 

Where West Lothian College is in receipt of European funding, it must 
also follow relevant SFC guidance as well as guidance contained in 
the Scottish Public Finance Manual. 

 
19 Intellectual Property Rights and Patents 
 

19.1 General 
 

Certain activities undertaken within West Lothian College including 
research and consultancy may give rise to ideas, designs and 
inventions which may be patentable.  These are collectively known as 
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intellectual property. 
 

19.2 Patents 
 

The Audit Committee is responsible for establishing procedures to 
deal with any patents and rights accruing to West Lothian College 
from inventions and discoveries made by staff in the course of their 
work. 

 
19.3 Commercialisation 

 
In the event of West Lothian College deciding to become involved in 
the commercial exploitation of inventions and research, the matter 
should be referred to the Audit Committee for guidance on how to 
proceed.  

 
20 Expenditure 

 
20.1 General 
   

 The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for making payments to suppliers of goods and 
services to West Lothian College. 

 
20.2   Pre Expenditure Appraisal 
 

Appraisal and evaluation are essential parts of good financial 
management.  The general principles should apply to any proposal - 
whether project, programme or policy related - with implications for 
expenditure / use of resources. 
 
The effort that should go into appraisals and evaluations and the detail 
to be considered is a matter of judgment.  This should be relevant to 
the scale, risk and financial outlay associated with the proposal. 
 
Appraisal within the Scottish Government involves the preparation of 
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Pre-Expenditure Assessments (PEAs).  PEAs must be undertaken for 
any proposal with significant resource implications 

 
20.3  Schedule of financial approvals/financial authorities 

 
The relevant member of the Senior Team or Manager is responsible 
for purchases within his or her area. Budget holders are required to 
observe the purchasing policies and financial procedures; this includes 
ensuring strict segregation of duties.  No one person should be able to 
control all aspects of the payment authorisation procedure and 
different people should be responsible for ordering goods and 
services, for approving payments, and for processing payments. 
  

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services shall maintain a register of authorised signatories. Any 
changes to the authorities to sign must be notified to the Assistant 
PrincipalVice Principal, Finance and Curriculum Services immediately.  
The relevant member of Senior Team must supply the Assistant 
PrincipalVice Principal, Finance and Curriculum Services with 
specimen signatures of those authorised to certify invoices for 
payment. 

 
All cheques or other instruments drawn on behalf of the College must 
be signed in the form approved by the Board of Governors.   
 
Where Service Areas have any other additional controls in relation to 
purchasing limits this will be their sole responsibility to control. 
 
Under procedures agreed by the Assistant PrincipalVice Principal, 
Finance and Curriculum Services central control shall be exercised 
over the creation of requisitioners and authorisers and their respective 
financial limits (for electronic systems). 

 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services must be notified immediately of any changes to the 
authorities to commit expenditure.   
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Budget holders are not authorised to commit West Lothian College to 
expenditure without first reserving sufficient funds to meet the 
purchase cost. All Hire Purchase, Lease and other financial ongoing 
agreements which extend beyond the current financial year must be 
approved and signed by the Principal. 
 
Purchase Order requisitions are required to be authorised in line with 
the levels set out in Appendix J.  Only those with delegated authority 
or the relevant Assistant PrincipalVice Principal, Finance and 
Curriculum Services must authorise departmental orders in the 
absence of a budget holder. 
 
In the event that neither the relevant Assistant PrincipalVice Principal, 
Finance and Curriculum Services is available for approval of 
expenditure, other members of the Senior Team may approve relevant 
orders in their absence. 

 

20.4  Petty Cash 
 

Petty cash requisitions require to be authorised in line with the limits 
set out in Appendix J.    
 
The Finance Manager shall make available to the Finance Office and 
other departments such imprests as are considered necessary for the 
disbursement of petty cash expenses. 
 
Requisitions for reimbursement must be sent to the Finance 
Department, together with appropriate receipts or voucher. 
 
Any member of staff granted a float is personally responsible for its 
safe keeping.  The petty cash box must be kept locked in a secure 
place in compliance with the requirements of the College’s insurers 
when not in use, and will be subject to periodic checks by the Finance 
Manager or another person nominated by him or her. 
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At the end of the financial year a certificate of the balances held 
should be completed by the member of staff responsible for the float 
and counter signed by the Finance Manager. 

 
20.5 Procurement 

 
West Lothian College requires all budget holders, irrespective of the 
source of funds, to obtain supplies, equipment and services at the 
lowest possible cost consistent with quality, delivery requirements and 
sustainability, and in accordance with sound business practice.  
Budget holders should use the Scottish Government’s e-procurement 
system PECOS for placing orders and take advantage of APUC 
collaborative buying opportunities.    

 
 The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for: 
• ensuring that West Lothian College’s purchasing strategy and policy 

is known and observed by all involved in purchasing for West 
Lothian College 

• advising on matters of College purchasing policy and practice 
• advising and assisting staff where required on specific departmental 

purchases 
• ensuring all orders are vetted before they leave West Lothian 

College 
• ensuring that West Lothian College complies with EU regulations on 

public purchasing policy. 
• ensuring that accepted conditions of contract for the purchase of 

goods do not expose the College to unacceptable risk. 
 

20.6 Purchase orders 
 

The ordering of goods and services shall be in accordance with West 
Lothian College’s Procurement Strategy and Procurement Policy & 
Procedure (Appendix R). 
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Official College orders must be placed for the purchase of all goods or 
services, except those made using petty cash.  In exceptional 
circumstances, urgent orders may be given orally, but must be 
supported by an official purchase order requisition endorsed 
‘confirmation order only’ not later than the following working day. 

 
The exceptions to the requirement to raise a purchase order are as  
follows: 
• Utility costs e.g. gas, electricity, rates, rent 
• Exam fees 
• Payroll, pension and staff expenses 
• Student fund payments 
• Catering provisions 

 
20.7 Tenders and quotations 

 
All staff must comply with West Lothian College’s Procurement 
Strategy and Procurement Policy & Procedure.   
The following procedure will apply: 

Route 1A Below £1,000 – Supplies, 
Services and Works 

The budget holder shall have the 
discretion to decide whether or not 
to obtain quotations, but value for 
money must always be obtained. 

Route 1B Between £1,000 and £20,000 
– Supplies, Services and 
Works 

3 price comparisons or written 
quotations. 
 
Approval of the Assistant Principal, 
Curriculum Support & FinanceVice 
Principal, Finance and Curriculum 
Services is required.   

Route 1C Between £20,000 and 
£50,000 – Supplies and 
Services  
 

PCS- Quick Quote.  3 or more 
quotes advertised on Quick Quotes 
to named suppliers. 
 
Approval of the Principal is 
required. 

Route 2A Between £50,000 and 
£164,176 – Supplies and 
Services 
 

PCS – Public Contracts Scotland 
Open Tender Advert 
 
Approval of the Principal is 
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required up to £100,000. 
>£100,000 requires approval from 
the Finance and General Purposes 
Committee 

Route 2B 
 
 
 

Between £50,000 and 
£2,000,000 - Works 
 
 

PCS – Quick Quote.  5 or more 
quotes advertised to named 
suppliers.  
 
Approval of the Principal is 
required up to £100,000. 
 
>£100,000 requires approval from 
the Finance and General Purposes 
Committee 
 
The Assistant Principal, Curriculum 
Support & FinanceVice Principal, 
Finance and Curriculum Services 
shall determine whether a tender 
or quotation is the most 
appropriate documentation to be 
issued. 

Route 2C 
 

Over £2,000,000 - Works PCS – Public Contracts Scotland 
Open Tender Advert 
 
Approval of the Principal is 
required up to £100,000. 
 
>£100,000 requires approval from 
the Finance and General Purposes 
Committee 

Route 3A Over £164,176 Supplies and 
Service EU Tender 
 

PCS EU Tender – Will advertise in 
the OJEU (Official Journal of the 
European Community) following 
the most appropriate EU process. 
 
Approval is required from the 
Finance and General Purposes 
Committee 

Route 3B £4,104,394 Works EU Tender 
 

PCS EU Tender – Will advertise in 
the OJEU (Official Journal of the 
European Community) following 
the most appropriate EU process 
 
Approval is required from the 
Finance and General Purposes 
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Committee 
 

 
All of the above limits are exclusive of VAT. 

 
Partnership arrangements for the supply of goods or services 
specifically approved by the Finance and General Purposes 
Committee or the Board of Governors will fall outside these 
arrangements for tenders and quotations.  
 
In all cases value for money must be obtained. 

 

20.8 IT Purchases 
 

IT purchasing will normally occur through the budgets allocated 
annually to the Facilities Manager. It is important that all IT purchasing 
within the College is reviewed and approved by the Deputy Facilities 
Manager.  This is to ensure a) that all products purchased are 
compatible with College networks, b) to eliminate possible duplication 
within the College, c) and to ensure value for money. 
 
For the main IT purchasing from annual IT budget allocations, 
standard purchase procedures are generally unsuitable.  Reasons for 
this include: 

 

• ‘spot’ pricing that requires immediate uptake; 
• volume discounts for aggregation of orders; 
• compatibility to ensure new equipment will work with existing 
 systems; 
• avoidance of maintenance contract ‘overlap’. 
 
For these reasons the normal requirement to obtain quotes and 
tenders may not apply to IT purchases.  However the prior approval of 
the Assistant PrincipalVice Principal, Finance and Curriculum Services 
must be obtained before the exemption can apply. 
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20.9 IT procurement 
 

To be exempted from the standard tender process regulations, IT 
expenditure must still conform to the remainder of the purchasing 
regulations specified above including the raising of official orders. 

 
20.10 Post-tender negotiations 

 
Post-tender negotiations (i.e. after receipt of formal tenders but before 
signing of contracts) with a view to improving price, delivery or other 
tender terms can be entered into, provided: 

 

• it would not put other tenderers at a disadvantage;  
• it would not affect their confidence and trust in West Lothian   

College’s tendering process. 
 

In each case, a statement of justification should be approved by the 
Principal prior to the event, showing: 

 

• background to the procurement; 
• reasons for proposing post-tender negotiations; 
• demonstration of the improved value for money. 

 
All post-tender negotiations should be reported to the Finance and 
General Purposes Committee. 

 
20.11 Building Contracts 

 
Building contracts are administered by the College’s Assistant 
PrincipalVice Principal, Finance and Curriculum Services.  Proposals 
will normally be initiated by the Facilities Manager in respect of 
planned replacements, general improvement schemes, space 
planning or in response to requests from departments. 
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Consultants and other professional advisors may be appointed if the 
project, as determined by the Board of Governors, is too large or too 
specialised for the facilities department resources.  The Finance and 
General Purposes Committee will advise the Assistant PrincipalVice 
Principal, Finance and Curriculum Services on the selection of such 
advisors.  Appointments shall be subject to tendering and other 
procedures where appropriate. 

 
Proposals must be made in accordance with the College’s Regional 
Plan and Outcome Agreement and Estates Strategy.  Where the 
proposal is in excess of the limits shown in Appendix J the Financial 
Forecasts shall be presented in the form of costings or investment 
appraisals as appropriate to the Finance and General Purposes 
Committee for approval to the Board of Governors.  Other proposals 
shall be presented in similar form to the Finance and General 
Purposes Committee for consideration.  Investment appraisals should 
comply with appropriate SFC guidance. 
 
Following consideration by the Finance and General Purposes 
Committee and approval by the Board of Governors, submissions 
should be forwarded to the SFC where appropriate.  If the required 
agreement is to be secured from the SFC, then SFC procedural rules 
should be followed.  SFC guidance on best practice should be 
followed even when SFC approval is not required. 
 
All contracts should ensure Best Value for Money.  Best Value for 
Money means the best combination of cost and quality. 
 
Protocols for proposed capital expenditure and major developments 
are set out in Appendix O.   

 
20.12 EU regulations 

 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for ensuring West Lothian College complies 
with its legal obligations concerning EU procurement legislation.  EU 
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procurement regulations apply to written contracts for all forms of 
procurement, purchase or hire (whether or not hire purchase) with a 
total value exceeding a threshold value. 
 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services will advise Managers on the thresholds that are currently in 
operation.  A breach of these EU regulations is actionable by a 
supplier or potential supplier. 
 
It is the responsibility of Managers to ensure that their members of 
staff comply with EU regulations by notifying the Assistant 
PrincipalVice Principal, Finance and Curriculum Services of any 
purchase that is likely to exceed the thresholds.  This will need to be 
done well in advance in order to permit advertisements in journals 
such as the Official Journal of the European Community (OJEC). 

 
20.13 Receipt of goods 

 
All goods shall be received at designated receipt and distribution 
points.  They shall be checked for quantity and inspected for quality 
and specification. A delivery note shall be obtained from the supplier 
at the time of delivery and signed by the person receiving the goods 
and details entered into PECOS where appropriate.  

 
If the goods are deemed to be unsatisfactory, the supplier shall be 
immediately notified so that they can be collected for return as soon as 
possible.  Where goods are short on delivery, the record should be 
marked accordingly and the supplier immediately notified with the 
outcome communicated to the Finance Manager to prevent erroneous 
payments being made.   

 
20.14 Payment of invoices 

 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for deciding the most appropriate method of 
payment for categories of invoice.  Payments to UK suppliers will 
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normally be made by BACS transfer each week.  In exceptional 
circumstances the Finance Department will arrange an ad-hoc 
electronic urgent payment.  Payments to overseas suppliers will 
normally be made by a Bank Transfer in the currency of the supplier. 
 
Suppliers should be instructed by the budget holder to submit invoices 
for goods or services directly to the Finance Department.  
 
Senior Team and Managers are responsible for ensuring that 
expenditure within their department(s) does not exceed funds 
available. 
 
Payments will only be made by the Finance Department against 
invoices that have been certified for payment by the appropriate 
budget holder (paper-based system) or against invoices that are 
matched to a purchase order (electronic system). 
 
Certification of an invoice or matching of an electronic order will 
ensure that:   

 

• the goods have been received, examined and approved with regard 
to quality and quantity, or that services rendered or work done is 
satisfactory; 

• invoice details (quantity, price discount) are correct; 
• the invoice is arithmetically correct; 
• the invoice has not previously been passed for payment; 
• where appropriate, an entry has been made on a stores record; 
• an appropriate cost centre and project code are quoted.  The 

financial codes used must be from those included in the budget 
holder’s areas of responsibility; 

 
20.15 Public Sector Payment Policy 
   
  Payments by relevant public sector organisations should be made in 

accordance with the Scottish Government target for the payment of 
invoices within 10 working days of their receipt.  West Lothian College 
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will strive to meet this target whilst taking cognisance of the provisions 
of section 20.14 herein, making payment as early as is practicable.  

 
20.16 Staff reimbursement 

 

The College’s purchasing and payments procedures are in place to 
enable the majority of non-pay supplies to be procured through the 
creditors system without staff having to incur any personal expense.  
However, on occasion, staff may incur expenses, most often in relation 
to travel, and are entitled to reimbursement (see 21.5). 
 
Where such purchases by staff are planned, the Senior Team may 
approve cash advances to staff who are going to incur expenditure on 
the College’s behalf.  Upon completion of the travel or project to which 
the advance relates, the member of staff must provide the appropriate 
receipts and change to the Finance Department so that the cash 
advance may be reconciled.  Under no circumstances will a second 
advance be approved when the final accounting for an earlier advance 
to an individual is still outstanding. 

 
 
 

20.17 College credit cards 
 

Where appropriate, the Principal may approve the issuing of College 
credit cards to senior staff.  Such credit cards shall be used for the 
payment of valid business expenses only, and the misuse of such 
cards shall be grounds for disciplinary action.  The Assistant 
PrincipalVice Principal, Finance and Curriculum Services will be 
responsible for setting in place a system to monitor the use of College 
credit cards and account for expenses charged through them.  The 
credit card policy is described in Appendix S. 

 
20.18 Other payments 

 
Payments for maintenance and other items to students on behalf of 
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sponsoring organisations shall be made on the authority of the 
Assistant PrincipalVice Principal, Finance and Curriculum Services, 
supported by certified claims where appropriate.  

 
20.19 Late payment rules 

 
The Late Payment of Debts (Interest) Act 1998 was introduced to give 
small businesses the right to charge interest on late payments from 
large organisations and public authorities.  Key points are: 

 

• small businesses can charge interest on overdue invoices; 
• interest is chargeable on sales made after 1 November 1998; 
• the rate of interest is currently 8% per annum above the official daily 

rate of the Bank of England; 
• the Act also applies to overseas organizations; 
• West Lothian College can be sued for non-payment. 
 
In view of the penalties in this Act, the Board of Governors requires 
that invoices must be passed for payment as soon as practicable.   

 
 
 
 
 

20.20 Giving hospitality 
 
Staff entertaining guests from outside bodies should normally use 
West Lothian College’s catering facilities.  Reasons may be requested 
when submitting a claim for reimbursement. 
 
Further guidance is contained in the Gift and Hospitality Policy 
(Appendix N). 

 
20.21 Overpayments 

 
In principle West Lothian College will always attempt to pursue the 
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recovery of overpayments, irrespective of how they came to be made. 
In practice, however, there will be both practical and legal limits to how 
cases should be handled. Each case will therefore be dealt with on its 
merits. 
 
West Lothian College will only take a decision not to seek recovery of 
an overpayment on the basis of a cost benefit analysis of the options. 
A decision not to pursue recovery will be exceptional and will only be 
taken after a careful appraisal of the relevant facts. The Assistant 
PrincipalVice Principal, Finance and Curriculum Services must 
authorise the non-pursuance of an overpayment. The decision not to 
pursue an overpayment must take into account the guidance in the 
section of the SPFM on Losses and Special Payments. Any decision 
not to pursue recovery, or not to pursue recovery in full, should be 
defensible in the public interest. 
 
Any proposal by West Lothian College to forgo recovery of the whole 
or part of a collective overpayment must be approved by the SFC 
before the recipients of the overpayments are informed. 

 
20.22 Bankruptcy  

 
As a general rule, when West Lothian College learns of a bankruptcy it 
will stop all payments pending confirmation of the individual / 
organisation’s status. 
 
Once the bankruptcy has been confirmed it is essential for West 
Lothian College to ensure that any payment due by them is made only 
to the proper person, and that any claim by them is properly lodged. 
West Lothian College will also consider, in consultation with its legal 
advisers, whether any contract should be terminated. 
 
Any amounts to be written off as a result of bankruptcies will be 
subject to the SPFM guidance on Losses and Special Payments. 
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21 Remuneration Policy 
 

21.1 All College staff will be appointed to the salary scales approved by the 
Board of Governors and in accordance with appropriate conditions of 
service.  All letters of appointment must be issued by the Human 
Resource Department. 

 
The Board of Governors will determine what other benefits, such as 
cars, medical and life insurance, are to be available, the basis of their 
provision (contributory or not) and the staff to whom they are to be 
available.  Active consideration will be given as to whether non-salary 
reward schemes represent an appropriate use of public funds.  West 
Lothian College will be open and transparent in the way it deals with 
non-salary rewards.  Clear policies will be established on disclosure of 
information about the awards which have been made and the 
procedures adopted for making those awards.  The SFC will be 
consulted prior to the implementation of any non-salary reward 
scheme. 
 
The tax implications for both the College and employees of the 
provision of non-salary rewards will be carefully considered. 
 
The Remuneration Committee set up by the Board of Governors will 
determine salaries and other benefits for the Principal and other 
managers. The Principal under the functions delegated to her by the 
Board will implement conditions of service in relation to all staff as 
agreed through the National Pay Bargaining process.  

 
21.2 Appointment of staff 
 

All contracts of service shall be concluded in accordance with West 
Lothian College’s approved human resource practices and procedures 
and all offers of employment with West Lothian College shall be made 
in writing by the Human Resources Department.  All appointments 
must be approved by the Principal before an offer of employment is 
made.  Budget holders shall ensure that the Assistant PrincipalVice 
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Principal, Finance and Curriculum Services and the Human 
Resources Department are provided promptly with all information they 
may require in connection with the appointment, resignation or 
dismissal of employees. 

 
21.3 Salaries and wages 
 

The Human Resources Department is responsible for all payments of 
salaries and wages to all staff including payments for overtime or 
services rendered.  All timesheets and other pay documents, including 
those relating to fees payable to external examiners, will be in a form 
prescribed or approved by the Human Resources Department. 

 
The Human Resources Department will be responsible for keeping the 
Senior Team informed of all matters relating to staff for payroll 
purposes.  In particular these include: 

 

• appointments, resignations, dismissals, secondments and transfers; 
• absences from duty for sickness or other reason, apart from 

approved leave; 
• changes in remuneration other than normal increments and pay 

awards; 
• information necessary to maintain records of service for 

superannuation, income tax and national insurance. 
 

The Finance Manager is responsible for payments to non-employees, 
which will be made in accordance with the College’s Payment 
Procedures. 
The Human Resources Department shall be responsible for keeping 
all records relating to payroll including those of a statutory nature. All 
casual and part-time employees will be included on the payroll except 
temporary agency staff. 
 
All payments must be made in accordance with West Lothian 
College’s detailed payroll financial procedures and comply with Inland 
Revenue regulations. 
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21.4 Superannuation schemes 

The Board of Governors is responsible for undertaking the role of 
employer in relation to appropriate pension arrangements for 
employees. 

 
The Human Resources Department is responsible for day-to-day 
superannuation matters, including: 

 

• identifying contributions to various authorised Superannuation 
schemes for payment by BACS through the Finance Department; 

• preparing the annual return to various Superannuation schemes; 
and 

• administering the College’s pension liabilities. 
 

The Human Resources Department is responsible for administering 
eligibility to pension arrangements. 

 
21.5 Travel, subsistence and other allowances 
 

Members of College staff are entitled to reimbursement of legitimate 
travel and other costs incurred in performance of their College duties.  
Travel and other costs will only be made in line with the travel and 
subsistence policy and procedures. 

 
All claims for payment of staff mileage shall be completed in a form 
approved by the Human Resources Department, and payable through 
the monthly payroll. 
 
All claims for payment of travel, subsistence and all other business 
expenses shall be completed in an Expense form approved by the 
Finance Manager, and payable through the Finance system on a 
monthly basis.  Reimbursement will not be made for expenditure not 
supported by a valid receipt.  The College will not accept claims for 
expenditure incurred more than three months from the date of the 
claim. 



 

Financial Regulations/Assistant PrincipalVice Principal Curriculum Support & Finance/Controlled June 2016 
59 

 
The certification by a line manager shall be taken to mean that: 
 
• the journeys were authorised; 
• the expenses were properly and necessarily incurred; 
• the allowances are properly payable by the College; 
• consideration has been given to value for money in choosing the 

mode of transport. 
 

For travel outwith the UK reimbursement will be made in line with 
HMRC approved rates. 
 
Any travel outside Scotland or involving an overnight stay must be 
approved by the Principal in advance.  
 
Arrangements for travel outside Scotland by the Principal shall be 
approved by the Chair of the Board of Governors. 
 
Where spouses, partners or other persons unconnected with West 
Lothian College intend to participate in a trip, this must be clearly 
identified in the approval request.  West Lothian College must receive 
reimbursement for the expected costs it may be asked to cover for 
those persons in advance of confirming travel bookings. 
 
The College will not accept claims for expenditure incurred more than 
three months from the date of the claim. 
 
Claims by members of staff must be authorised in line with the levels 
stated in Appendix J.  In signing a claim the member of staff is 
certifying that: 

 
• the journeys were undertaken; 
• the expenses were properly and necessarily incurred; 
• the allowances are properly payable by the College; 
• consideration was given to value for money. 
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Travel claims by the Principal shall be approved by the Chair of the 
Board of Governors, Chair of Audit Committee or Chair of the Finance 
& General Purposes Committee.  
 
Travel claims by members of the Board of Governors shall be 
approved by the Chair of the Board of Governors. 
 
Travel claims by the Chair of the Board of Governors shall be 
approved by the Chair of the Audit Committee.  
 

21.6 Travel outwith Scotland 
 

All arrangements for travel outwith Scotland must be approved by the 
Principal in advance of making commitments and travel bookings.  
Arrangements for travel by the Principal or members of the Board of 
Governors shall be approved by the chair of the Board of Governors. 

  
Where spouses, partners or other persons unconnected with West 
Lothian College intend to participate in a trip, this must be clearly 
identified in the approval request.  West Lothian College must receive 
reimbursement for the expected costs it may be asked to cover for 
those persons in advance of confirming travel bookings. 

 
21.7  Allowances for Members of the Board of Governors 

 
Claims for members of the Board of Governors will be authorised by 
the Clerk Secretary to the Board of Governors.  Claims for meeting 
attendance will be based on standard amounts for each individual, but 
only reasonable expenses can be reimbursed. 

 
21.8 Severance and other non-recurring payments 

 
Severance payments will adhere to the principles set out in the 
Financial Memorandum with SFC and shall only be made in 
accordance with the Protection of Employment Policy and 
Redundancy Procedure, and the appropriate Severance Policy for 
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Staff.  Amounts paid should be declared in the financial statements. 
 
All matters referred to an industrial tribunal shall be notified to the 
Finance and General Purposes Committees at the earliest opportunity 
in order that budget provision may be made as necessary.  All 
determinations of tribunals must be similarly notified. 
 

22 Assets 
 

22.1 Land, buildings, fixed plant and machinery 
The purchase, lease or rent of land, buildings or fixed plant can only 
be undertaken with authority from the Board of Governors and with 
reference to SFC requirements where exchequer-funded assets or 
exchequer funds are involved. 

 
22.2 Fixed asset registers 
 

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for maintaining West Lothian College’s register 
of land, buildings, fixed plant and machinery.  Managers will provide 
the Finance Manager with any information he or she may need to 
maintain the registers. 

 
In addition to the asset register, the Facilities Manager is responsible 
for maintaining an electronic inventory of all plant, equipment and 
furniture.  The inventory must include items donated or held on trust 
and be checked at least annually. 

 
 

22.3 Stocks and stores 
 
All Managers are responsible for establishing adequate arrangements 
for the custody and control of stocks and stores within their 
departments.  The systems used for stores accounting in all areas 
must have the approval of the Assistant PrincipalVice Principal, 
Finance and Curriculum Services. Formatted: Font: (Default) Arial
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All Managers are responsible for ensuring that regular inspections and 
stock checks are carried out.  Stocks and stores of a hazardous nature 
must be subject to appropriate security checks by the College Health 
and Safety Officer. 

 
Managers whose stocks require valuation in the balance sheet must 
ensure that the stock-taking procedures in place have the approval of 
the Assistant PrincipalVice Principal, Finance and Curriculum Services 
and that instructions to appropriate staff within their departments are 
issued. 

 
22.4 Safeguarding assets 
 

Managers are responsible for the care, custody and security of the 
buildings, stock, stores, furniture, cash, etc under their control.  They 
will consult the Assistant PrincipalVice Principal, Finance and 
Curriculum Services in any case where security is thought to be 
defective or where it is considered that special security arrangements 
may be needed. 

 
Assets owned by West Lothian College shall, so far as is practical, be 
effectively marked to identify them as College property. 

 
22.5 Personal use 

 
Assets owned or leased by West Lothian College shall not be subject 
to personal use without proper authorisation. 

 
 
 
 

22.6 Asset disposal 
 

Disposal of equipment and furniture where the value of the disposal is 
greater than £10,000 will be reported to the Finance and General 
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Purposes Committee. The authorisation levels for any disposal are 
stated in Appendix J. 
 
Disposal of land and buildings must only take place with the 
authorisation of the Board of Governors.  SFC consent may also be 
required if exchequer funds were involved in the acquisition of the 
asset. 

 
22.7 All other assets 

 
Managers are responsible for establishing adequate arrangements for 
the custody and control of all other assets owned by West Lothian 
College, whether tangible such as stock or intangible including 
electronic data. 

 
23 Funds Held on Trust 
 

23.1 Gifts, benefactions and donations 
 

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for maintaining financial records in respect of 
gifts, benefactions and donations made to West Lothian College and 
initiating claims for recovery of tax where appropriate.    

 
23.2 Student support funds 

 
Records of student support funds will be maintained according to SFC 
and SAAS requirements. 

 
23.3 Voluntary funds 

 
The Assistant PrincipalVice Principal, Finance and Curriculum 
Services shall be informed of any fund that is not an official fund of 
West Lothian College, which is controlled wholly or in part by a 
member of staff in relation to their function in West Lothian College. 
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23.4 General 
 

The Assistant PrincipalVice Principal, Finance and Curriculum 
Services is responsible for maintaining a record of the requirements 
for each trust fund and for advising the Finance and General Purposes 
Committee on the control and investment of fund balances. 
 
The Finance and General Purposes Committee is responsible for 
ensuring that all the College’s trust funds are operated within any 
relevant legislation and the specific requirements for each trust. 

 
24 Other 
 

24.1 Insurance 
 
The Scottish Ministers have agreed a derogation whereby colleges 
can extend their current commercial insurance arrangements for three 
years to 31 July 2018.  While this derogation is in place the Assistant 
PrincipalVice Principal, Finance and Curriculum Services is 
responsible for West Lothian College’s insurance arrangements, 
including the provision of advice on the types of cover available.  As 
part of the overall risk management strategy (see sections 8.1 to 8.4), 
all risks will have been considered and those most effectively dealt 
with by insurance cover will have been identified.  This is likely to 
include important potential liabilities and provide sufficient cover to 
meet any potential risk to all assets.  This portfolio of insurances will 
be considered and approved by the Finance and General Purposes 
Committee. 

 
Until 31 July 2018 the Assistant PrincipalVice Principal, Finance and 
Curriculum Services is responsible for effecting insurance cover as 
determined by the Finance and General Purposes Committee.  He or 
she is therefore responsible for obtaining quotes, negotiating claims 
and maintaining the necessary records.  The Assistant PrincipalVice 
Principal, Finance and Curriculum Services will keep a register of all 
insurances affected by West Lothian College and the property and 
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risks covered.  He or she will also deal with West Lothian College’s 
insurers and advisers about specific insurance problems. 
 
All staff must ensure that any agreements negotiated within their areas 
with external bodies cover any legal liabilities to which West Lothian 
College may be exposed.  The Assistant PrincipalVice Principal, 
Finance and Curriculum Services’s advice should be sought to ensure 
that this is the case.  All staff must give prompt notification to the 
Assistant PrincipalVice Principal, Finance and Curriculum Services of 
any potential new risks and additional property and equipment that 
may require insurance and of any alterations affecting existing risks.  
All staff must advise the Assistant PrincipalVice Principal, Finance and 
Curriculum Services immediately of any event that may give rise to an 
insurance claim.  The Assistant PrincipalVice Principal, Finance and 
Curriculum Services will notify West Lothian College’s insurers and, if 
appropriate, prepare a claim in conjunction with the staff member 
concerned for transmission to the insurers. 
The Facilities Manager is responsible for keeping suitable records of 
plant, which is subject to inspection by an insurance company, and for 
ensuring that inspection is carried out in the periods prescribed. 
 
All staff using their own vehicles on behalf of West Lothian College 
must ensure appropriate insurance cover for business use. 

 
24.2 Companies and joint ventures 

 
In certain circumstances it may be advantageous to West Lothian 
College to establish a company or a joint venture to undertake 
services on behalf of West Lothian College.   
 
It is the responsibility of the Board of Governors to establish the 
shareholding arrangements and appoint directors of companies wholly 
owned by West Lothian College or where the College is the majority 
shareholder.  These and other arrangements will be set out in 
appropriate legal documentation. 
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The directors of companies where the company is a subsidiary of 
West Lothian College must submit, via the Finance and General 
Purposes Committee, an annual report for recommendation to the 
Board of Governors.  They will also submit business plans or budgets 
as requested to enable the Committee to assess the risk to West 
Lothian College.  West Lothian College’s internal and external auditors 
shall also be appointed to such companies and the company’s 
financial year must be consistent with that of West Lothian College. 

 
24.3 Security 

 
The Senior Team is responsible for maintaining proper security at all 
times for all buildings, stock, stores, furniture, cash, etc under their 
control.  They shall consult the Assistant PrincipalVice Principal, 
Finance and Curriculum Services in any case where security is 
thought to be defective or where it is considered that special security 
arrangements may be needed. 

 
Keys to safes or other similar containers are, at all times, to be kept in 
a secure environment, under the control of the person responsible for 
those keys.  The loss of such keys must be reported to the Assistant 
PrincipalVice Principal, Finance and Curriculum Services immediately. 
 
The Senior Team shall be responsible for maintaining proper security 
and privacy of information held on computer.  The restriction of access 
to computer areas to authorised persons only by the use of passwords 
is an example of the type of security control that will be used.  
Information relating to individuals held on computer will be subject to 
the provisions of the Data Protection Act.  
 
The Assistant PrincipalHead of Service, External Engagement, acting 
as the Data Protection Officer, has been nominated to ensure 
compliance with the Act. 

 
24.4  Security of Documents 
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The Principal’s PA is responsible for the safekeeping of official and 
legal documents relating to the College.  Signed copies of all deeds 
and leases, together with such agreements and contracts as are 
relevant to the College as a whole, must be forwarded to the 
Principal’s PA. All such documents shall be held in an appropriately 
secure, fireproof, location and, where practicable, copies are held at a 
separate location. 

 
24.5 Student Association 

 
The Student Association has no separate legal identity but is 
recognised to fulfil a valuable role in relation to West Lothian College’s 
students. 
 
Each year, the Finance and General Purposes Committee shall 
determine the level of funding to be made available to the Student 
Association to support its work.   

 
24.6 Provision of indemnities 

 
Any member of staff asked to give an indemnity, for whatever 
purpose, should consult the Assistant PrincipalVice Principal, Finance 
and Curriculum Services before any such indemnity is given. 

 
24.7 Contingent Commitments  

 
The College must seek SFC’s prior written consent if it intends to lend 
or give a guarantee, indemnity or letter of comfort. The value of the 
guarantee should be equal to the total contingent liability over the term 
of the guarantee. In all cases, the College must take steps to restrict 
the contingent liability to a minimum and will undertake a careful 
appraisal of the risks before accepting any contingent liability. 
 
The College will also provide assurance that, in the event of the 
contingent liability arising, it can be met from within the College’s own 
resource, or that appropriate insurance cover has been arranged. 
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SFC’s written consent is not required for such arrangements if the 
indemnity is of a standard type contained in contracts and agreements 
for ‘day-to-day’ procurement of goods and services in the normal 
course of business.
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WEST LOTHIAN COLLEGE - FINANCIAL 
REGULATIONS

SCHEDULE OF FINANCIAL APPROVALS

Catering 
Manager

Marketing 
Coordinator/ 

Quality 
Coordinator/MIS 

Coordinator/ 
L&D Officer

Heads of 
Service and 

Centre 
Heads

Support 
Managers

Finance 
Manager/Fin
ance Officer

Vice 
Principals

Vice Principal, 
Finance & 
Curiculum 
Services

Principal 
Designate Principal Board of 

Governors SFC Scottish 
Ministers

Cheque Signatories
Cheque Payments less than £10,000 √ √ √ √ √
Cheque Payments £10,000 and above √¹ √¹ √ √ √

Payroll
Review/Approval √ √ √

BACS Payments
Payroll BACS Payments (APT) √ √
Supplier/Bursary Payments (RBS Bankline) √² √ √ √ √

Tendering
Contracts less than £100,000 √
Contracts £100,000 and above √

Purchase Ordering - Approval
Orders less than £1,000 excl. VAT √ √ √ √ √ √ √ √
Orders between £1,000 and £4999 excl. VAT √¹ √ √ √
Orders  £5,000 and above excl. VAT √ √

Contracting with Customers
Contracting with Customers - College Contracts √ √ √ √
Contracting with Customers - Customer Contracts √
Contracting with Customers - SDS Contracts √ √ √ √

Petty Cash
Petty Cash Expenses up to £50 √ √ √ √ √ √ √
Petty Cash Expenses £50 and above √¹ √ √ √ √
Advance of Travel Expenses up to £200 √ √ √ √ √ √ √
Advance of Travel Expenses £200 and above √ √ √ √

Purchase Invoices (where no purchase order has 
been raised)
Utility / Pension / SQA invoices - all values √ √¹ √ √ √ √
Invoices less than £1,000 excl. VAT √ √ √ √ √ √ √ √
Invoices between £1,000 and £4999 excl. VAT √¹ √ √ √
Invoices  £5,000 and above excl. VAT √ √

Travel and Subsistence Claims
Staff mileage - all distances √ √ √ √ √ √ √
Staff non-mileage and subsistence - up to £200 √ √ √ √ √ √ √
Staff non-mileage and subsistence - £200 and above √ √ √
Principal - all claims √
Outwith Scotland √ √

APPENDIX J



WEST LOTHIAN COLLEGE - FINANCIAL 
REGULATIONS

SCHEDULE OF FINANCIAL APPROVALS

Catering 
Manager

Marketing 
Coordinator/ 

Quality 
Coordinator/MIS 

Coordinator/ 
L&D Officer

Heads of 
Service and 

Centre 
Heads

Support 
Managers

Finance 
Manager/Fin
ance Officer

Vice 
Principals

Vice Principal, 
Finance & 
Curiculum 
Services

Principal 
Designate Principal Board of 

Governors SFC Scottish 
Ministers

APPENDIX J

Staffing
Staff requisitions (incl temps) √ √ √ √ √ √ √
Staff Contracts √
Decision to appoint staff and personnel changes √ √
Overtime approval √ √ √ √
Overtime and hourly paid claims √ √ √ √ √ √ √
Statutory severance payments √
Non-statutory severance payments less than £1k √
Non-statutory severance payments above £1k √

Write Offs per item
Up to £1,500 √ √ √ √
Between £1,501 and £4,999 √ √ √
£5,000 and above √ √

Special Payments all values √ √ √

Individual Capital Projects
Less than £100,000 √
£100,000 and above √

Disposal of Assets
Net Book Value  less than £100,000 √
Net Book Value £100,000 to £499,999 √
Net Book Value in excess of £500,000 √

Disposal of Heritable Property
Net Book Value less than £500,000 √
Net Book Value equal to or in excess of £500,000 √

Borrowings
Borrowing All Values √

¹ in the absence of Vice Principal, Finance & 
Curriculum Services

² can be authorised by the Finance Assistants but their 
authorisation has to be approved by the Finance 
Manager
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Audit Committee 
 
2017/2018 Strategic Risk Register 
 
Background 
 
As a result of a previous Internal Audit Report on our Strategic Risk Management 
process a number of improvements were recommended and implemented for 
2015/2016 and further developed over 2016/2017. These were successful in 
improving the quality and depth of risk management across the college and will 
continue to inform our reporting and management of risk for 2017/2018. 

Progress 2016/2017  

All strategic risks were successfully managed over 2016/2017 despite some notable 
employee relations challenges arising from the national bargaining process. The 
college achieved the majority of non- financial targets, and the year- end financial out 
turn forecast is very healthy. The only performance indicators outstanding are the 
learner results and we will report on these as soon as they are available. 

Strategic Risk Register 2017/2018    (Appendix 1) 

The Strategic Risk Register for 2017/2018 has been reviewed to take account of: 

• The Regional Plan 2017-2020 
• Progress with the Employer Association and National Bargaining 
• The Government Spending Review 
• Continued legislative changes 

We have therefore reviewed our five key strategic risks to take account of the above, 
support the Governments ambition to better align enterprise and skills for the 
economy, and ensure that our performance demonstrates best value for our 
learners, our community and strategic partners and the public purse. 
 
Strategic Risks 2017/2018 
 
1 Developing the Young Workforce 

2 Developing Scotland’s Workforce 

3 Widening Access to Learning and Skills 

4 Building Enterprise and Innovation 

5 Ensuring Sustainability 
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At this point in the year the strategic risks have been identified and mitigating actions 
summarised. The first substantive update to the Risk Register will be in November 
2017 although data and intelligence gathering has been underway since Student 
Inductions started earlier in August. 
 
 
Board Appetite for Risk   
  
The Risk Policy states that the Board of Governors should set the tone and influence 
the culture of risk management within the College by establishing the College’s “risk 
appetite” and through this will be aware of the most significant risks facing the 
organisation.  
 
Based on the exercise carried out by the Board in 2015/2016, updated for 2016/2017 
and supplemented by a risk workshop at the Board Strategic Away Day in May 2017 
it would suggest that the Board remain 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 would 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 
a major financial impact. 
 
 
Board Tolerance Thresholds   (Appendix 2) 
 
Based on the Board appetite for risk the estimated tolerance thresholds for the 
Committee are attached to review and agree. 
 
 
Action 
 
The Committee is invited to do two things: 
 
1. Discuss the draft Strategic Risk Register for 2017/2018(Appendix 1) and suggest 

any changes or amendments needed.  
2. Review the estimated Risk Tolerance threshold levels set for 2017/2018 

(Appendix 2). 
 
 
Mhairi Harrington 
Principal & Chief Executive 
September 2017 
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Risk Register 2017/2018 
 

Context:  Regional Plan “Opening Doors”  2017-2020 

West Lothian Community Planning Local Outcomes Improvement Plan 

College Risk Policy and Procedures  

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

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation  Update  Likelihood Impact  Risk  
Rating 

 
Developing the 

Young 
Workforce 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

3 4 12 
 
 
 

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

 
 
 
 
 
 

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

FA frameworks to 
inform a review of 
Schools portfolio 
 
Identifying the 
opportunities to deliver 
FAs out with WL 
 
College hosted a 
Scottish Government 
workshop on the 
Learner Journey 
Review. 
 
Review of MA 
provision and future 
expansion instigated 
 
Principal on National 
DWY Board and Vice 
Chair of DYW 
Regional group. 
 
VP C&E on Council 
DYW group 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  2 
 
Senior Lead: 
George 
Hotchkiss 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Developing 
Scotland’s 
Workforce 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

2 5 10 
 
 
 

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

 2 3 6 
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Increase in learner 
negative destinations 
 

teaching skills 
development. 
 
 Implementation of 
“Best practice” to 
improve performance 
 
 
Actions arising from 
self- evaluation 
monitored 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  3 
 
Senior Lead: 
George 
Hotchkiss  

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Widening 

Access 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

5 5 25 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 3 12 
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Care leavers continue to 
be disadvantaged and 
experience negative 
destinations 
 
 
Equalities reporting 
highlights limited 
progress and results in 
poor reputation with 
stakeholders and 
partners 

Guidance, support and  
monitoring of 
vulnerable learners to 
track progress and 
support attainment 
through learning 
support team 
 
Liaison to be 
established to improve 
learner transition 
information and 
opportunities 
 
Membership of 
Community Planning 
Board, Steering group, 
DYW Group, 
Economic Forum and 
other appropriate 
committees. 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  4 
 
Senior Lead: 
Simon Earp 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Enterprise and 

Innovation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

4 4 16 
 
 
 

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

 
 
 
 
 
 
 
 

3 3 9 
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undertaken on 
International 
opportunities 
 
Engagement with 
National Innovation 
working group 
instigated 
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Risk Register 2017-2018 Gross Risk   Current Risk 
Key Risk  5 
 
Senior Lead:  
Jennifer Mclaren 

Risk Description and 
Consequence 

Likelihood Impact Risk  
Rating 

Risk Mitigation Update  Likelihood Impact  Risk  
Rating 

 
Ensuring 
Sustainability  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Financial planning 
insufficiently robust 
 
Financial monitoring 
insufficient to meet 
deadlines and 
Government 
requirements 
 
Insufficient student 
support funds to meet 
demand  
 
Inability to negotiate 
flexible affordable 
contracts with staff and 
insufficient funds to 
meet National Pay 
Agreements 
 
HR Strategies 
ineffective in  
recruiting, retaining 
and developing highly 
skilled staff for the 
future 
 
Failure to adhere to 
Governance standards 
&  Finance 
Regulations and 
Policies exposing the 
college to negative 
consequences 

5 5 25 
 
 
 
 
 

Robust portfolio 
planning involving VP’s 
and Finance Manager 
 
Monthly Management 
Accounts and Resource 
Returns 
 
In year redistribution 
exercise 
 
Liaison with Employer 
Association/ Finance 
Directors network and 
SFC 
 
Recruitment policy & 
procedure and Absence 
Management policy in 
place 
 
HR Business Partner 
model implemented 
 
Staff Survey 
undertaken and “Staff 
Engagement” plan to be 
rolled out  
 
Professional Learning 
Plans undertaken 
 
Code of Good 
Governance adopted 

 
 

3 4 12 
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Failure to generate 
funds and plan 
optimum investment in 
the college and its 
learners 
 
Failure to implement 
Estates and Lifecycle 
Maintenance 
strategies resulting in a 
deteriorating facility 
 
Failure to reduce 
carbon footprint and 
impact negatively on 
the environment 
 
Failure to implement 
legislative 
requirements and 
robust internal controls 
which may expose the 
Board and College to 
reputational damage, 
financial claims, 
liabilities and 
prosecution. 
 
 
 
 
 
 

 
Finance Regulations 
and Scheme of 
Delegation updated 
 
Investment target and 
timeous management 
accounts to support 
planned investments 
 
Estates Strategy and 
Lifecycle Maintenance 
Plan regularly reviewed 
 
Estates annual 
maintenance plan and 
schedule of revenue 
projects in place 
 
Participating in SFC 
Condition Survey 
Exercise 
 
Carbon Reduction Plan 
in place  
 
“No Waste” campaign 
2017/2018 
 
Health and Safety and 
Environment 
Committee in place  
  
Health and Safety 
Officer in post reports to 
Board 
 
Internal Audit Three 
Year Plan.  Auditors 
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report directly to the 
Board 
 
Equalities Committee in 
place 
 
Employment Law 
advice available 
 
Procurement specialist 
in post 
 
Board Secretary in post 
 
Business Continuity 
Plans completed 
 
Data Protection 
analysis underway 
 
Insurance Policy in 
place 
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Risk Assessment and Evaluation  
Risk Classification Matrix 

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

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

5 10 15 20 25 
 Evaluation of Risk 

 

4 8 12 16 20 
 

17-25 
 Very High 

 
 

3 6 9 12 15 
 

10-16 
 High 

 
 

2 4 6 8 10 
 

5-9 
 Medium 

 
 

1 2 3 4 5 
 

1-4 
 Low 

 
 

 
    

    
 

   
   

IM
PA

C
T 

LIKELIHOOD 

 

 

 

 

Risk Escalated  

 

 

 

 
Likelihood 
 
1  Very unlikely (Between 1-10% chance) 
2  Unlikely (Between 10-40% chance) 
3  Fairly likely (Between 40-65% chance) 
4  Likely (Between 65-90% chance) 
5  Very likely (More than 90% chance) 
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Risk Tolerance Matrix  2017 / 2018  

Impact  
Score 
 

Impact  
Description 

Developing the Young 
Workforce 

Developing 
Scotland’s 
Workforce  

Widening Access Innovation 
and 
Enterprise 

Financial and 
organisation 
Sustainability 

1 Insignificant Only affects one subject 
area of the portfolio and 
credit target/budget 
delivered. 
 
Overall schools and 
appropriate stakeholders  
are engaged 
 

Isolated cases of 
poor learner 
retention and 
attainment 
 
Successful 
Education Scotland 
Annual Review 
 
 

Majority of access 
targets met with only one 
or two exceptions. 
 
Overall stakeholders, 
communites, schools  
and universities engaged 
with college 

Commercial 
targets 
achieved 
overall albeit 
individual 
contract 
variance in 
performance. 
 
Apprenticeship 
expansion 
within 10% of 
target 
 
Key account 
management 
in the main 
successful. 

<£50k 
 
 

2 Minor Affects one Centre 
/Department but credit 
target/budget delivered. 
 
Schools and Stakeholders 
fairly engaged 
 

Poor learner 
retention and 
attainment contained 
to one subject area 
 
Successful 
Education Scotland 
Annual Review with 
minor 
recommendations 
 
 

Recruitment from the 
most deprived postcodes 
has reduced slightly and 
gender action plans 
under achieveing slightly. 
 
Number of students 
getting advanced 
standing to University 
static   

Shortfall in 
commercial 
targets but 
ability to make 
up for this 
across college. 
 
Apprenticeship 
expansion 
within 20% of 
target 
 

£50-£100k 
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Key account 
manager not 
yet in 
development  

3 Significant Up to 10% of credit 
target/budget not achieved 
due to supply and demand 
mismatch or lack of 
engagement with key 
partners 
 
Some schools and 
stakeholder dissatisfaction 
with the College 
 

Poor learner 
recruitment, 
retention and 
attainment affecting 
up to 4 Centres with 
ncreasing negatve 
destinations and 
activity targets under 
threat. 
 
Education Scotland 
Review poor with  
many points for 
actions 
 

Recruitment across a 
number of equality 
measures is below 
target. 
 
Stakeholder engagement 
with communities, 
stakeholders, schools 
and universities is not 
effective in supporting 
targets. 
 
College overall activity 
target being impacted 
on. 

Shortfall in 
commercial 
targets and 
reduction in 
college surplus 
forecasts 
 
Apprenticeship 
numbers static 
 
Business 
engagement 
weka 

£100 - £300k 

4 Major >25 %  of credit 
target/budget not achieved 
due to supply & demand 
mismatch  
 
Major shortfall in recruiting 
to vocational pathway 
programmes 
 
Majority of schools and 
stakeholders dissatisfied 
with the College 
 

Majority of Centres 
with poor learner 
retention,attainment 
and negative 
destinations. 
 
Activity target 
shortfall and funds 
clawback indicated 
 
Education Scotland 
Review assessment 
unwilling to validate 
college’s own self 
evaluation 
 

Insufficient progress 
made with equality 
targets, resulting in 
reduced activity target 
and clawback of funds 
for specific intiatives. 
 
Poor stakeholder 
relations and reputational 
damage. 

Major shortfall 
in commercial 
surplus 
resulting in 
more 
significant 
interventions 
 
Reductions in 
Apprenticeship 
places 
 
Business and 
Employer 
disatisfaction 

£300k - £500k 
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5 Catastrophic Major shortfall in 
recruitment and retention 
leading to clawback of 
funds or activity 
 
Major reputational damage 
arsingn from poor 
performance 
 

High negative 
learner destinations 
with major funds 
clawback and 
activity targets 
significantly under 
achieved. 
Education 
Scotland/Scottish 
Funding Council 
intervention 

Failure to deliver on 
equalities targets leaving 
the college open to 
challenge and significant 
reputational damage. 
 
Clawaback of funds and 
inability to access any 
related initiatives or 
future projects. 

 
Commercial 
surplus 
significantly 
reduced and 
and major 
impact of 
college core 
operations 
 
Withdrawal of 
Apprenticeship 
contract 
 
Business and 
employer 
complaints 

>£500k 
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Health and Safety Data Analysis Report April to June 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 six HSF1 forms completed relating 
to accidents/incidents, as opposed to seventeen 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.  Details of these investigations can be found in Appendix 1. 
 
Consideration is also given to the category types to determine whether or not a trend is 
developing.  The following graphs detail type and category breakdown for 2017and 
trend analysis from 2013 to the present time. 
 

 
Breakdown by type of accident 2017 
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Breakdown by category of accident 2017 

 
 

 
 
 

 
Trend analysis 2013-2017 

 

 
 
 

Given this information and the subsequent investigations no corrective action is 
required. 
 
 
 

  

0

2

4

6

8

10

12

14

Jan - Mar

Apr-June

July-Sept

Oct-Dec

0

5

10

15

20

25

30

2013 2014 2015 2016 2017

Injured during sports activity

Slips, Trips and falls

Handling ( cuts burns etc )

Struck by Equip/Object/Vehicle

Illness

Chemical/Substance

Contact with Electricity

Violence

Accidents outwith College

Others



Health and Safety Report April to June 2017 
4 
 

 

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 20 June 2017 
Minutes from meeting have been posted on 
Serengeti 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting scheduled for 14 September 2017 
Employer’s Liability Insurance  
Zurich Employers Liability Insurance   expires on 31 July 18 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 
months 

0 

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  0 
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 
Lock out / Tag out September 2018 
Noise at Work August 2018 
Fire Safety Actions  
Outstanding actions related to fire inspection 0 
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Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) June 2017 
Last emergency evacuation drill (evening) June 2017 
Next emergency evacuation drill (daytime) September  2017 
Next emergency evacuation drill (evening) September  2017 

 
 

Health and Safety Audit of High Risk Areas  

The Audit Committee were previously informed about the Health and Safety Officer 
carrying out an audit of areas which were considered to be higher risk due to the nature 
of the work carried in that area. This was completed in March of this year. Each Centre 
Head met with the Health and Safety Officer to talk through the findings and were given 
an action plan which required to be completed prior to the new academic year starting. 
Good working relationships have led to the Health and Safety Officer being satisfied 
that areas are putting corrective actions into place and have either completed or are 
near to completing these requirements. Appendix 2 gives details of the number of 
corrective actions in each area with an update on progress as of mid-July. 
 
 
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 Counter Terrorist Evacuation procedure is awaiting approval by the Senior Team. It 
has been agreed that this procedure will be introduced to the College Management 
Team during a training session in September/October. 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.  
 
In the previous report it was highlighted that essential training was required, narrowing 
this down it is felt that having all the College Management Team complete the IOSH 
Managing Safely course should be one of the first considerations. This is now being 
taken forward by the College’s Learning and Development Officer. In terms of fulfilling 
other essential training needs we plan on purchasing Safetycare videos to be included 
on the staff section of Moodle. The package includes approximately seventy videos all 
with a quiz on completion to ensure staff have understood the content. Our essential list 
includes the following which will all be available on Moodle: 
 
• Bomb Threats 
• Chemical Safety 
• COSHH 
• Drugs and Alcohol at Work 
• Electrical Safety 
• Fire Safety Awareness 
• Hand Tools - Safety and Technique 
• Hand-Arm Vibration Syndrome 
• Hazardous Atmospheres and Respirators 
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• Hazardous Substances - The Fundamentals 
• Machine Guards 
• PPE - An Introduction 
• Preventing Slips Trips and Falls 
• Principles of Safe Lift Risk Assessment Fundamentals 
• Safe Manual Handling and Carrying 
• Understanding Hazards and Risks 
• Understanding Safety Awareness 

 
The DSE package is mandatory training of staff. The roll out of this training will not be  
mandatory but recommended to staff with relevant roles. Staff will be informed of how to 
access these videos, this will be followed on by promoting this training on a monthly 
basis and encouraging staff to focus on one particular topic each month. 
 
 
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. 
 
West Lothian Councils Environmental Health Department completed a Food Hygiene 
Inspection in June, this gained a pass certification. 
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Appendix 1 Health and Safety Officer – Investigation Findings April to June 2017 

No. Date Accident/Incident/ 
near miss 

HSF1 Detail Investigation 

1 12 April Accident A member of staff spilled 
hot soup over leg and 
arm.     Ice was applied to 
burns by First Aider, went 
to A+E as had underlying 
health condition.  

The temperature of 
the soup kettle was  
found to be too 
high due to the 
service provision 
being quiet. This 
will now be 
monitored and 
recorded at 
intervals. 

2 13 April Near miss A contractor opened the 
door into the quadrangle 
in Terrace 1/2 and the 
door fell off its mountings.  
He had the door in his 
hands and moved it to the 
side and reported to 
facilities. 

Contractor 
appointed. Door 
repaired. 

3 19 April Illness A student took a seizure in 
the canteen.  First aider 
was called and student 
was made comfortable 
and monitored until she 
came round.   The 
student’s parent came to 
college to collect. 

The Student has a 
history of seizures 
a care plan is in 
place. No further 
action required 

4 24 April Incident A student injured his right 
hand after punching a wall 
area beside Motor Vehicle 
workshop.   A first aider 
cleaned and dressed the 
wound.  It was advised 
that they go to hospital. 

Lecturer spoke to 
student after 
incident. 
No further action 
required. 

5 24 April Sports injury A student bumped his 
head against the metal 
support of the divider 
curtain in the sports hall.  
A first aider was called to 
clean and dress the 
wound.  He was taken to 
hospital by another 
student to have wound 
checked to assess if 
stitches were required. 

Students had gone 
into the hall 
unsupervised; this 
has been 
addressed with all 
involved. No further 
action required. 

6 25 April Illness A student felt faint and 
sick and thought he was 
going to pass out in class.  

The student had 
not eaten all day. 
No further action 
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A first aider was called 
and he sat in quiet room 
before being collected by 
his parent to go home.    

required. 

7 02 May Near miss A Centre Head found a bin 
on fire outside Terrace 
1&2 He took a fire 
extinguisher from the 
entrance and extinguished 
the smouldering waste. 

The incident was 
reported to the FM 
helpdesk.  The bin 
was removed and a 
replacement fire 
extinguisher placed 
at entrance.   

8 03 May Near miss A student was lifting a 
magnifying lamp when her 
pinkie finger got trapped in 
the lamp. The lecturer and 
another student pulled  the 
part on the lamp to 
release her finger.     

There was no first 
aid required.   

9 09 May Accident A student was getting her 
hair curled with curling 
tongs which burnt her 
scalp. She didn’t call a first 
aider but called NHS 24 
who advised to put E45 on 
burn and phone back 
following day if it got 
worse. 

No further action 
required. 

10 17 May Incident A member of public was in 
college for a facial beauty 
treatment, later she 
informed staff she had 
attended A+E as she felt a 
pain in her left eye. She 
was given a topical cream 
to apply and to attend 
opticians for a check-up.   

The staff were not 
aware of any 
incident at the time 
of treatment. 
No further action 
required. 

11 17 May Illness A student reported they 
had a headache for 2 days 
and could not concentrate.  
A first aider was called.  
The student was given 
some food and water as 
had not eaten.   Student 
then took some ibuprofen 
and went home. 

No further action 
required. 

12 18 May Illness A student had seizure.  
First aider was called; 
student had already been 
placed in the recovery 
position by lecturer.  The 
care plan was followed.   

The student has 
ongoing medical 
condition and a 
care plan is in 
place. 
No further action 
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Student felt ok to continue 
the class until parent 
collected at finishing time. 

required. 

13 18 May Accident A student cut top of right 
hand when sawing a piece 
of wood, a first aider was 
called and cut was 
cleaned and treated.  The 
student was taken to 
hospital by a fellow 
student. He was given 
some stiches and hand 
was re bandaged at 
hospital. 

The student was 
fully trained on 
tools and 
supervised. 
No further action 
required 

14 19 May Illness A member of staff felt an 
increased pain in his back.  
He called a first aider and 
explained he had ready 
been to A & E for same 
ongoing issue.   The first 
aider advised to return to 
A & E. 

Ongoing medical 
problem. 
No further action 
required. 

15 22 May Near miss A member of staff was in 
the changing room and 
stepped on door stop and 
twisted ankle.    

No first aid required 
as no injury 
sustained. 

16 23 May Accident A lecturer was pouring hot 
water from a container 
when he spilt the fluid on 
his right arm.  A first aider 
attended and hydro gel 
dressing applied.  Advised 
to visit GP/AE if condition 
worsened. 

Lecturer was 
helping at an event 
the incident 
occurred. This also 
relates to accident 
no 17 below.  

17 23 May Accident A member of the public 
was in the Terrace 
restaurant.  A lecturer was 
serving and lost his 
balance resulting in the 
water going over the 
lady’s shoulder and down 
her side to her waist. 
A first aider was called 
and hydro gel packs 
applied and dressings.   
The visitor attended her 
local GP surgery. 

The lecturer was 
helping out at an 
event he was also 
burnt in the 
accident. Follow up 
call was made to 
event organiser to 
check on visitor’s 
condition. 
No further action 
required. 

18 24 May Illness A student took a hot flush 
and felt unwell. A first 
aider was called and taken 
to a quiet room to calm 

No further action 
required. 
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down. 
19 24 May Near miss A lecturer was working on 

a CLC machine to drill 
holes and file piece of 
worktop. Machine speed 
was too fast causing 
friction on the material and 
charring causing burning 
smell.  He reported 
burning smell to facilities 
and asked to isolated fire 
sensors. 

This incident was 
escalated to senior 
team.  

20 26-May Illness A student took an asthma 
attack and used her own 
inhaler.  A first aider 
attended and an 
ambulance was then 
called and the student was 
then taken to hospital.   

Ongoing medical 
condition. 
No further action 
required 

21 30 May Incident A student took an 
overdose of paracetamol. 
A first aider was called 
and a Student was taken 
to hospital for assessment 
and further treatment.     

Student discussed 
with safeguarding 
team. 

22 02 June Accident A student took unwell 
when coming down stairs 
and fell.  She is visually 
impaired.  Student was 
unconscious and lying on 
the stairwell unresponsive.   
A first aider attended and 
called 999 a medic then 
an ambulance attended.  
Student was taken to 
hospital accompanied by 
her friend. 

Same student as 
no 12, ongoing 
medical condition 
and has a care plan 
in place. 

23 06 June Accident The member of staff had 
burnt his arm outside of 
work and came in 
complaining of pain.     A 
First Aider assessed his 
burns and advised he go 
to A&E.    He was 
admitted and was 
operated on.  He was 
signed off work due to this 
medical condition.  
 

The member of 
staff did not have 
any treatment 
initially when he 
burnt himself at 
home and was 
noticed by team 
leader. No further 
action required 

24 08 June Accident The mini bus hire 
company noticed damage 

There was no 
evidence as to 



Health and Safety Report April to June 2017 
11 
 

 

to minibus when 
collecting. The College 
driver did not check the 
vehicle on return from a 
trip with students before 
handing keys back to 
reception.  She did not 
have an accident during 
her trip. 

when and where 
the accident 
happened. Vehicles 
now checked 
before and after 
hire. 
 

25 13 June Accident A student was dismantling 
painting booths in the 
skills workshop. He got 
something in his eye.  A 
first aider was called to 
clean with eye wash and 
an eye patch was applied.    
The student was taken to 
A& E to have it checked - 
no permanent damage 
done. 

No treatment 
necessary at the 
hospital.   
No further action 
required. 

26 19 June Near miss Staff members entered 
print room to discover 
shelving had collapsed. 
The FM team removed 
damaged shelving and 
new shelving ordered and 
installed.    

All shelving was 
reviewed in the 
room and sturdier 
shelving 
purchased. No 
further action 
required. 
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Appendix 2   Corrective Actions from Health and Safety Audit. 

        
          
T1 

Skills 
workshop/electrical   

Additional 
information         

        Good practice- There has been a lot of hard 
work that has taken place in the workshop 
over the summer, all action points raised 
have been addressed or are in progress the 
floor has been repaired and the workshop 
has been redesigned, deep cleaned and 
good ideas planned for PPE stations and 
storage for the students starting back in 
August. 

issues 
identified   38 
  

  
  

completed     33 
  

  
  

not completed   5 
        
Outstanding     
Responsibility C&M 0             

  

C&E 4 
Work is in progress and expected to be 
completed August.   

H&S 1 
Noise assessment required once 
workshop reorganisation completed.   

          

T2 

Motor 
vehicle/Joinery & 
Carpentry 
workshop   

Additional 
information         

        Good practice- A lot of hard work has taken 
place redesigning the workshop over the 
summer and all actions points have been 
addressed and are in progress, again good 
ideas for PPE storage and first aid stations 
are planned for students returning in August. 

issues 
identified   31 
  

  
  

completed     22 
  

  
  

not completed   9 
        
Outstanding     

Responsibility C&M 7 
All issues are in progress and an expected 
to be complete August.   

  H&S 2 

Noise assessment required once workshop 
reorganisation completed and ongoing air 
monitoring. 

          
T3/4 

Photography/Beaut
y/kitchens   

Additional 
information         

        Good practice- Work has continued on 
COSHH assessments and labelling and 
storage throughout the summer for the 
photography and H&B and is scheduled to 
be completed before students return. 

issues 
identified   91 
  

  
  

completed     66 
  

  
  

not completed   25 
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Outstanding     

Responsibility photography 3 
Outstanding issues to be completed by 
August. 

  

kitchens 5 
Outstanding issues to be completed by 
August. 

H&B 17 
Outstanding issues to be 
completed by August.     

          
Pavilions ABCD 

Additional 
information         

        Good practice- Areas are kept clean and 
tidy and the estates team have been working 
hard over the summer to ensure 
maintenance work is carried out as per 
schedule. 

issues 
identified   46 
  

  
  

completed     40 
  

  
  

not completed   6 
        
Outstanding     
Responsibility C&M 2             

  

CP&SF 1 
Could not confirm if this been done when 
completing report due to staff holidays. 

facilities 3 
A review of doors is being carried out by 
estates team and is scheduled for repairs. 
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Audit Committee 
 
College Key Performance Indicators 2016-17 
 
The attached paper shows the College’s Key Financial and Non-Financial 
(Learner) 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 11 month period ended 30 June 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.  Periods 2013-14 and 2014-15 cover an 8 month 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 Learner KPIs the national averages have been provided as a comparison. 
 
Action 
 
For information 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 September 2017 
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Sheet1

West Lothian College -Key Financial Performance Indicators 2016-17

Target
Forecast 
outturn Forecast Actual Actual Actual Comments

2016-17 For the year 
ended 31 
July 2017

For the 11 
months 

ended 30 
June 2017

For the year 
ended 31 
July 2016

16 month 
period 

ended 31 
July 2015

8 month 
period 

ended 31 
March 2014

College Surplus (£'000) 86 288 300 41 492 (39)

Ahead of target due to additional fees 
income from part time provision,articulation 
students, SDS Contracts and Workforce 
Development Activity

Operating Surplus (£'000) (556) (472) 309 (1,891) 76 (264)

Ahead of target due to additional fees 
income from part time provision,articulation 
students, SDS Contracts and Workforce 
Development Activity

Non SFC Income as % of total income 28% 30% 32% 31% 29% 28%

Ahead of target due to additional fees 
income from part time provision,articulation 
students, SDS Contracts and Workforce 
Development Activity and Hall hire

Trading Surplus on commercial activities as 
% of income from commercial activities 27% 33% 34% 28.0% 29.0% 28%

Ahead of target due to additional MA and FA 
income and staff cost savings from the 
replacement Business & Growth post and 
the closure of the Children's Panel 
Inverness Office

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

Staff costs below target due to additional 
income generated not fullly matched by 
additional staff costs and savings due to 
delays in replacement of posts

Ratio of Current Assets to Current Liabilities 0.6: 1 0.7: 1 0.7: 1 0.5 :1 0.7: 1 0.9: 1
Above target due to improved trading 
position

Days Cash to Total Expenditure 9 26 24 14 8 105 Above target due to improved trading 
position

* Excludes £1.6m income adjustment 
following revaluation

Borders Forth Valley West 
Lothian

Dumfries & 
Galloway

Borders Forth Valley West Lothian Dumfries & 
Galloway

Non SFC Income as % of total income 27% 27% 29% 24% Non SFC 
Income as % 26% 31% 31% 20%

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

as % of total 68% 70% 67% 64%

Ratio of Current Assets to Current Liabilities 2.35: 1 01:01 0.7: 1 1.31: 1 Ratio of 
Current 1.5:1 0.65:1 0.5:1 0.82:1

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

Actions

None

None

None

None

None

None

None

2015-162014-15 (16 months)



George Hotchkiss
Vice Principal, Curriculum Planning
7 September 2017

Key Performance Indicators   2014-2017
Learner Performance

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

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

Full Time FE Programmes Full Time FE Programmes

Early Withdrawal 8% Early Withdrawal 8% 9% below 8%

Further Withdrawal 18% Further Withdrawal 19% 17% below 18%

Partial Success 10% Partial Success 9% 9% below 10%

Completed Successfully 64% Completed Successfully 64% 66% 68%

Full Time HE Programmes Full Time HE Programmes

Early Withdrawal 8% Early Withdrawal 5% 5% below 8%

Further Withdrawal 10% Further Withdrawal 12% 13% below 10%

Partial Success 11% Partial Success 14% 11% below 11%

Completed Successfully 71% Completed Successfully 70% 72% 75%

Part Time FE Programmes Part Time FE Programmes

Early Withdrawal 1% Early Withdrawal 2% 3% below 1%

Further Withdrawal 3% Further Withdrawal 4% 6% below 4%

Partial Success 22% Partial Success 24% 16% below 20%

Completed Successfully 75% Completed Successfully 71% 74% 78%

Part Time HE Programmes Part Time HE Programmes

Early Withdrawal 4% Early Withdrawal 2% 3% below 3%

Further Withdrawal 2% Further Withdrawal 4% 6% below 2%

Partial Success 21% Partial Success 28% 12% below 21%

Completed Successfully 74% Completed Successfully 66% 79% 78%
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Audit Committee Development Plan – Version 2 

June 2017 – May 2018 

Membership 

One vacancy – will be filled in time for November meeting following some Committee 
membership reorganisation following recent appointment of new Board members.  

Remit 

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

Visits to Parts of the Campus 

Arrange a visit to part of the campus at the start of June, September or March 18 
meeting – planned for March 2018 

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) 

 
 
Joanna Paterson 
Secretary to the Board of Governors 
06 September 2017 
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