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Executive Summary 
 
This document sets out the College’s plans for the next ten years.  It has been 
aligned with the College’s Regional Plan and Outcome Agreement 2015-17 
and relevant policies and procedures.   
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
The key aim for the estate is to ensure maintenance of high quality fit for 
purpose facilities, minimum environmental impact and operational 
sustainability.  In looking at how this will be achieved five key priorities have 
been identified which are set out in Chapter 4. 
 
The first priority is to continue to maintain the estate to a high standard.  
 
The second, third  and fourth priorities relate to the need to continue to 
provide a flexible and adaptable learning environment and the need to recruit 
and retain a fit for purpose staff who will apply best practice standards to all 
activities and  achieve best practice and best value in estates activities. 
 
The final priority, priority five is to promote environmental sustainability.  The 
Scottish Government has signified its continuing commitment to a reduction 
in Carbon Emissions and the College sector will contribute to the 
ambitious targets in the Climate Change Act 2009 of 80% carbon 
reduction by 2050.   In recognition of this, a continued improvement in 
environmental performance continues to be a key priority for the College. 
 



Estates Strategy 2015-2025/APCS&F/Controlled November 2015  
2 
 

1 Introduction 
 

1.1 Overview 
 

The West Lothian College estate is located in Livingston, West 
Lothian and comprises some 23 acres, of which the buildings occupy 
approximately 17 acres.   The 6 acres of undeveloped land lies round 
the perimeter of the estate, and is mainly grassed areas.  The College 
buildings were constructed in 2001 as part of a Public Finance 
Initiative (PFI) agreement, whereby the site of the Livingston campus 
was leased to the PFI provider for a fixed term.   The PFI provider 
then developed the campus facilities and leased them back to the 
College.    
 
The College transferred to wholly-public ownership in April 2007 
following the voluntary termination of the PFI contract.  The College 
has approximately 6,000 student enrolments and 300 FTE staff.  .  
 
On 13 March 2012 the Cabinet Secretary for Education and Lifelong 
Learning announced that West Lothian would be one of thirteen 
regions identified for the future provision of further education.   This 
was given in recognition of the very strong partnership working and 
collaborations for efficiency and effectiveness with the local authority 
and key stakeholders. 
 
The College is sited on one campus and comprises a number of 
buildings distinctly identified as pavilions, terraces and one street 
building. In academic year 2014-15 the College extended the campus.  
The first extension was a 320m2 extension to Terrace 2 to provide a 
Skills Workshop and the second was a 300m2 extension to the Street 
Building to provide a purpose build fitness suite with additional 
classroom and storage space. 
 
The College restructured in 2014 and now has nine different 
academic centres within the campus alongside all support functions.  
Livingston is the largest town in the West Lothian local authority area. 
With its geographical position between Edinburgh and Glasgow and 
proximity to the major roads, rail and airport networks, West Lothian 
until very recently was one of the fastest growing economies in 
Scotland.   

 
The College sits on West Lothian’s Developing Scotland’s Young 
Workforce Steering Board, whose remit is to plan, co-ordinate and 
monitor partners working together to contribute to the implementation 
of Curriculum for Excellence in the Senior Phase. The Board has 
representation from Education Services, Economic Planning, the two 
West Lothian Colleges, Skills Development Scotland, Jobcentre Plus, 
employers and Education Scotland to ensure a joined-up approach to 
strategic planning to provide training and employment opportunities 
for young people in West Lothian.  Within the Opportunities for All 
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agenda, all young people in West Lothian will have the opportunity to 
realise their entitlements, whatever their individual needs and 
wherever their learning is taking place, to progress into a guaranteed 
positive and sustained post-16 destination in learning, training or 
employment. 
 
Working with employers across the whole of Scotland, the College’s 
Workforce Development department supports over 2,000 employees 
in achieving work based qualifications of competence.  The College 
consistently exceeds its contracted target with Skills Development 
Scotland for Modern Apprenticeship training and actively seeks 
additional indirect MA places through close partnership working with 
local authorities, particularly in the sectoral areas of engineering, 
motor vehicle, health and social care and early education.   

 
A particular success has been a strong partnership project 
between the College, the Chamber of Commerce and the Business 
Gateway service to mentor small businesses and provide 
management development through VQ’s at levels 2, 3, 4 and 5.   

 
1.2  Objectives 

 
An estates strategy is a long-term strategic plan for developing and 
managing the estate to its maximum potential to meet the College’s 
key objectives.  In this respect, it provides a: 

 
 framework within which senior management can consider estate 

priorities in light of the College Regional Plan and Outcome 
Agreement and other policy considerations; 

 
 context within which more detailed capital investment plans can be 

developed and implemented; 
 
 reference for the day to day management of the estate and 

allocation of resources; and 
 
 document which will be of interest to a range of external bodies 

such as the Scottish Funding Council and West Lothian Council. 
 

The strategy recognises that the College’s curriculum, support and 
commercial requirements for the estate are influenced by various 
internal and external factors, which can change within relatively short 
time-scales.  The College therefore needs to be able to respond 
rapidly to curriculum and commercial opportunities as they arise and 
to evaluate their requirements against the overall estate objectives.  

 
1.3  Scope 

 
The strategy is intended to cover the next 10 years and provides 
details of the College’s strategic intent with regard to the development 
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and maintenance of its estate.  This strategy will be regularly updated 
to reflect the changing environment within which the College operates. 

 
1.4 Changes to the Estate 

 
Every adaptation to the estate has been made within the clear guiding 
principle that our estate will be of the quality and attractiveness 
required, to meet market demand, stimulate commercial growth, and 
increase efficiency gains with minimum carbon impact. 
 
The major adaptations have been:   
 
• a major refurbishment of the Business & Creative and Hair & 

Beauty Centres to provide fit for purpose accommodation for 
students (July 2010). 

• An upgrade to the Hairdressing Salon to provide industry standard 
facilities (July  2012); 

• An extension to and refurbishment of Terrace 2 to provide a 320m2 
Skills Workshop and fit for purpose accommodation for students 
(November 2014); 

• A 300 m2 extension to the Street Building to provide a purpose built 
fitness suite plus additional classroom and storage space (May 
2015); and 

•  Provision of accommodation for the Student Association within the 
Street Building (May 2015). 

 
All projects were funded by SFC grant. 

 
1.5  Risk management and procurement 

 
An individual risk register is maintained for all capital projects in 
excess of £100,000 undertaken by the College. The Estate is also 
noted as an area of risk in the College’s Opportunity and Risk 
Register (Risk 2). 
 
The College makes reference to recognised sources of procurement 
best practice (e.g. Advanced Procurement for Universities and 
Colleges) and will seek where possible to take advantage of 
negotiated Contracts and Framework Agreements, but ultimately 
determines best value by the College’s own principles, in line with its 
Financial Regulations 
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1.6 Space Management 
 

A review of Space Management was undertaken by the College’s 
Internal Auditors during 2010-11.  On the basis of the work done 
assurance was obtained that: 

 
• the timetabling process takes sufficient cognisance of space 

utilisation; 
• the College is aware of how teaching and support space is 

currently being utilised and has also considered future needs; and 
• there are appropriate monitoring and reporting frameworks in place. 

 
In 2014 ownership of room timetabling transferred to the Academic 
Centres and is controlled and monitored through the unit-e system.   
The College will be moving to central timetabling software in order to 
ensure room utilisation is maximised. 

 
1.7  Building Condition 

 
An independent condition survey of the College buildings was 
undertaken in April 2007 following the voluntary termination of the PFI 
agreement.  The buildings were classed as being in excellent 
condition, having benefited from a rigorous maintenance and life-cycle 
programme as part of the PFI arrangement.      
 
A further building condition survey was undertaken in 2009 by the 
Watts Group Plc on behalf of the Scottish Funding Council.  The 
campus buildings were all in the highest band (A) obtaining an 
average rating of 94%.   
  
To ensure the buildings continue to be well maintained in the longer 
term, the College commissioned a report to identify lifecycle 
replacement costs.  A 20 year Lifecycle Maintenance Plan was 
produced.  This was updated in May 2014. 
 

1.8  Environmental 
 

The College is aware that this is an increasingly important area for 
staff, students and other stakeholders.  Through the Carbon Lite 
Programme, the College partnered with the Carbon Trust and 
produced a Carbon Management Plan which reduced CO2 emissions 
by 19% by 2014.  A significant proportion of this reduction was 
achieved from estates. See Section 5.7 Environmental Credentials.   
The College is working with Resources Efficiency Scotland on 
producing a new Carbon Reduction Plan. 
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1.9  Financial Constraints 
 

The UK Office for National Statistics (ONS) has reclassified all 
incorporated Colleges as Central Government entities for the 
purposes of accounting and budgeting.  This has a direct impact on 
the way Colleges are funded.  Colleges are no longer able to build up 
reserves or enter into a commercial borrowing arrangement to fund 
capital projects without the consent of Scottish Ministers.  Capital 
Grant Funding must be spent in year or returned to the Scottish 
Government.   
 
Colleges are allowed to transfer revenue funding to an Arms-Length 
foundation (ALF) for future capital investment.  However as the ALF is 
an independent body there is no guarantee that the College will get 
the funding back.  The College has joined the Scottish Colleges 
Foundation and therefore has the option of transferring funds for any 
major capital investment.  
 
The College’s capital investment in the short-medium term will 
therefore either be funded by capital grant provided by the Scottish 
Funding Council (SFC), an ALF transfer or a combination of both. 

 
 

2 Background and Influences 
 

2.1  West Lothian College 
 

Vision 
 
West Lothian College’s vision is: 
 
To be a high performing and creative College with a regional and 
national reputation for excellence in demand led learning and skills 
development. 
 
The College works closely in partnership with Skills Development 
Scotland and West Lothian Economic Development Service to ensure 
that labour market information is used to underpin programme 
approvals and development. This forms part of the self-evaluation 
annual process and is key to ensuring that programmes match 
economic needs.  
 
The College delivers on all major Government initiatives.  In addition, 
the College makes a key contribution to West Lothian’s Single 
Outcome Agreement and is involved in many aspects of Community 
Planning Partnership.  The College also has significant partnerships 
with the Chamber of Commerce and Business Gateway Service, and 
has extensive employer engagement networks. 
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Whilst West Lothian College does not have a great number of 
international students studying at the College, there have been a 
number of initiatives which have strengthened international links for 
staff and students. These have been undertaken in partnership with 
European partners to maximise any return on investment.    
 

2.2 Education Scotland Review 
 

The last review from Education Scotland in October 2011 highlighted 
that Education Scotland was confident that:- 
 
•  Learners were progressing well and achieving relevant, high 

quality outcomes. 
• The College had in place high quality learning and teaching 

processes.  
•  Learners were actively engaged in enhancing their own learning 

and the work and life of the College; and  
• The College was led well and was enhancing the quality of its 

services for learners and other stakeholders. 
 
Strengths noted by Education Scotland include:  

 
•  The College works very effectively with external stakeholders and 

delivers highly valued outcomes for its partners.  
•  Robust curriculum review arrangements ensure a relevant and 

flexible curriculum that meets learner needs well. 
 •  The College provides a respectful and inclusive environment. 

Supportive and constructive relationships between staff and 
learners and well-maintained College estates create a positive 
climate for learning.  

•  Learners participate well in learning, supporting each other and 
using resources well to develop knowledge and skills. 

•  Well-qualified and knowledgeable teaching staff and high-quality 
resources contribute well to effective learning. 

 •  Services to support learners, including information, advice and 
guidance, are well managed, effective and highly valued by 
learners. 

 
2.3  The Scottish Funding Council (SFC) 

 
The SFC provided guidance notes for preparation of estate strategies 
in July 2007.  The process used by the College in determining its aims 
is in line with this guidance.  The SFC draft Strategic Plan for 2015-18 
contains the following Strategic Action “We will develop a ten-year 
strategy for investing in the infrastructure in the College and university 
sectors”. 
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2.4  The College’s Financial Position 
 

The College is aware of the importance of maintaining its estate to a 
high standard and will continue to implement its 20 year life cycle 
maintenance plan. 
 
Following ONS reclassification the College is now unable to build up 
reserves for future investment in the estate.  It can, however, transfer 
any surplus cash to an Arms-length Foundation.  As this is an 
independent body there is, however, no guarantee that this money will 
be returned to the College. 

 
The College’s ring-fenced estates maintenance funding from SFC is 
therefore essential to continue to maintain the estate to its current 
high standard. 

 
In 2015-16 capital grant has been cut by 25%.  Following ONS 
reclassification the College had to reduce its cash balance and 
therefore made an upfront loan repayment to the loan with SFC.  SFC 
has agreed to an extended period for repayment of the outstanding 
balance and this has resulted in a significant reduction in the annual 
loan repayment.  As the loan repayment is deducted from the capital 
grant allocation the reduced repayment will benefit the College  
 
Notwithstanding the cuts in funding and impact of ONS 
reclassification, the College still faces a significant challenge funding 
future capital investment and lifecycle maintenance. 
 

2.5  Strategic Framework 
 

The College’s Regional Plan and Outcome Agreement 2015-17 
contains the following Priority Outcomes 
 
• Improve life chances by continuing to increase access for young 

people aged 16-24 to successfully participate in vocational 
education opportunities within the region. 

 
• Increase positive destinations for individuals in the region 

completing vocational programmes into employment or higher 
level study. 

 
• Contribute to economic growth and success in West Lothian by 

increasing the skills levels of individuals employed in the 
workplace and meeting the needs of employers in West Lothian. 

 
• Focused analysis of post-course destinations to evaluate the 

impact of College delivery on workforce development and 
increased employment. 
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• West Lothian will benefit from the provision of sustainable post 16 
vocational education supported by the efficiencies of continued 
embedding of shared services and increasing joint provision with 
West Lothian Council. 

 
2.6  Consultation Process 

 
As estates issues affect all staff it is important that there is a process 
in place to allow everyone an opportunity to contribute to the strategy. 
 
The process through which this is achieved is the Facilities & MIS 
forum which comprises representatives from the service areas and 
academic centres. Its remit is to: 
 
• Provide a forum for staff to raise and discuss College-wide 

Estates, ICT and MIS issues; 
• To make recommendations to Senior Team relating to College-

wide estates issues; 
 

To provide input into the Estates Strategy.   
The estates forum reports directly to the Senior Team via the Chair of 
the Forum.    

 
2.7  West Lothian  

 
The College works in close collaboration with many organisations and 
agencies throughout Edinburgh and the Lothians, and more widely 
across Scotland.  There are particularly strong strategic links between 
the College and West Lothian Council.  This was recognised in 2013 
when West Lothian was identified as one of thirteen regions for 
delivery of further & higher education in recognition of the strong 
partnership working.  

 
2.8  Condition of the Estate 

 
In March 2009 the Watts Group undertook a building condition survey 
of the College on behalf of the SFC.  The survey provided an 
assessment on the general condition of each building. 
 
The campus comprises five separate buildings: 

 
• Pavilion A / B – learning space and office accommodation 
• Pavilion C / D – learning space and office accommodation 
• Terrace 1 & 2 – learning space and office accommodation 
• Terrace 3 /& 4 – learning space and office accommodation 
• Street Building  – communal learning space and facilities including 

sports hall, café, library, HUB learning area, “Spectrum” student 
services area, and main College reception 
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The condition scoring definitions used were: 
 
Condition A >85%  Good 
Condition B 60-85% Satisfactory 
Condition C 40-60% Poor 
Condition D <40%  Bad 
 
The general overall condition of each building was described as: 
 
Building 01 (Street Building)  Good (97%) 
Building 02 (Terrace 1 & 2) Good (94%) 
Building 03 (Terrace 3 & 4) Good (94%) 
Building 04 (Pavilion A & B) Good (94%) 
Building 05 (Pavilion C & D) Good (94%) 

 
  
3 Current Position 
 

This chapter looks at the current status and aspirations for the College. 
 
Status and Aspirations 
 
The campus was constructed in 2001 and continuing to maintain it to a 
high standard to enhance the quality of teaching and learning space is 
essential. 
 
It is also essential that the space provides the flexibility needed for an 
ever changing learning environment. 

 
The utilisation of the College premises in evenings, weekends and during 
College holidays are being continually developed. 
 
SWOT Analysis 
 
The following summary shows the main strengths, weaknesses, 
opportunities and threats for the estate as derived from the known 
influences. 
 
Strengths 
 
• Good location 
• Excellent accommodation 
• Self contained campus 
 
Weaknesses 
 
• Financial sustainability 
• Environmental sustainability 
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Opportunities 
 
• Increasing commercial income 
• Improved room utilisation particularly in evenings, weekends and 

during College holidays 
 

Threats 
 
• The increase costs of planned and reactive maintenance 
• Limitations resulting from ONS reclassification 
• Cuts to SFC ring fenced capital and estates maintenance funding 
• Energy and legislation compliance 

 
 
4 Estates Priorities 
 

Over the next ten years the key priorities for the Estate are: 
 
Priority 1 – To maintain the estate to the highest possible standard 
 
The College needs to continue with the rigorous maintenance and 
lifecycle programme. 
 
Priority 2 – To continue to provide a flexible and adaptable learning 
environment 
 
We need to ensure that the estate is sufficiently flexibility to be able to 
adapt to a continually changing and diverse learning environment. 

 
Priority 3 – Efficient facilities management 
 
To recruit and retain an adaptable and fit for purpose in-house team who 
are dedicated to the management of the estate and who apply best 
practice standards to all activities. 

 
Priority 4 - Contribute to financial sustainability through continuous 
financial improvement in all estates activities 
 
The Facilities Management Department can contribute to financial 
sustainability by achieving best practice in estates activities and as a 
result ensuring best value is obtained from investment in the estate. 
 
Priority 5 – To promote environmental sustainability 
 
The Scottish Government has signified its commitment to improving 
Scotland’s natural and built environment and it is recognised that Colleges 
have a key role to play in achieving this goal.   An improvement in 
environmental performance is therefore seen as a key priority for the 
sector. 
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These priorities are the drivers for the key components of the estates 
management function which is set out in chapter 5. 

 
 
5  Estates Management  
 

This chapter describes the key components of the facilities management 
estates function with cross references to the priorities identified in chapter 
4.   

 
5.1 Estates Department 

 
Estates department is a core service group.  In 2014 the College 
restructured and as a consequence the Estates and ICT departments 
merged and formed the Facilities Management Department.   ICT is 
covered by a separate Strategy   Key activities of Estates include: 
 
• Provision of catering and shop facilities, including hospitality; 
• Maintenance of the College, including painting and grounds 

maintenance; 
• Provision of portering and janitorial services; 
• Provision of all cleaning services; 
• Operation of a help-desk facility for all College estates 

requirements; 
• Operation of College central store facility including distribution of 

delivered goods; 
• Health & Safety Management. 

 
5.2  Estates Software 

 
The Estates Department operates an asset management software 
system (TABS FM).  This provides property related management 
information and service in the following areas: 

 
5.2.1  Planned Preventative Maintenance (PPM) 

 
Planned Preventative Maintenance is a scheduled 
maintenance programme consisting of pre-determined 
adjustments and checks which may also include replacement 
and overhaul of parts.  This includes compliance checks 
against statutory and legal requirements.   
 
 

5.2.2 Reactive maintenance 
 

Reactive Maintenance is responding to equipment malfunction 
or unexpected breakdown.  TABS FM allows the system for 
recording and dealing with faults and repairs to be done 
through a web-based system which is more efficient and less 
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resource intensive.  The intranet system generates requests 
and monitors and controls the allocation of these requests. 

 
5.2.3  Asset management tracking and register 

 
In order to safeguard the assets of the College, an electronic 
register of furniture and equipment was compiled on the TABS 
Asset Management system.   The register is used to ensure 
appropriate maintenance records for the College are kept.  
Physical verification checks on these assets are undertaken 
with periodic spot checks. 

 
5.2.4  Help desk 

 
The web-enabled helpdesk provides functionality for staff to 
manage their workload and update job details.   
 
Links to priorities 
 
The purchase of the asset management software links to the 
following priorities: 
 
Priority 1 – To maintain the estate to the highest possible 
standard 
 
Priority 3 – Efficient facilities management 

 
5.3 Space Management 

 
The key aim of space management is to manage the resource so that 
it supports academic activity, minimises cost and achieves maximum 
and efficient design, planning and use of space.  
 
Size: 
 
The Gross Internal Area of the buildings is 15,487 sqm.   The Net 
Internal Area of the buildings is 13,826 sqm, analysed as follows: 

 
General learning space 6,738 sqm 49% 
Specialist learning space 2,516 sqm 18% 
Learning support space 1,944 sqm 14% 
Learning Resource space 971 sqm 7% 
Hall space 864 sqm 6% 
College Business space 643 sqm 5% 
Social space 150 sqm 1% 
   
Source: E-Mandate (2008)   
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The College operates within a dynamic and changing environment 
and, in order to respond to this environment, needs to optimise the 
use of all available space. 
 
If the College is able to use space more efficiently and effectively, 
overall estates costs will reduce and this will free up resources. 

 
5.3.1  Space Management Strategy 

 
The building floor plans were updated in 2010.  
Subsequent to 2010 further adaptations have taken place 
and new plans will be obtained. 

 
5.3.2  Post Occupancy Evaluations (POE) 

 
SFC issued guidance on POE in July 2007.  POE is used as an 
umbrella term that includes a review of the process of planning, 
delivering and completing a project as well as a review of the 
technical and functional performance of the building during 
occupation.  The review should involve both staff and students. 
 
West Lothian College will comply with the SFC guidelines. 

 
Links to priorities 

 
Priority 2 – To continue to promote a flexible and adaptable 
learning environment 

 
 

5.4 Managing the Capital Investment Portfolio 
 

Described below is the College’s methodology for appraising building 
projects and project management.  This section also lists the projects 
most likely to require investment over the period of the strategy. 

 
5.4.1  Appraising capital projects 

 
Methodology 
 
Capital projects are managed in such a way that ensures best 
value for money.  Capital Projects with a value of more than 
£100,000 require the approval of the Board of Governors, all 
others require the approval of the Senior Team.  The Board of 
Governors monitors capital projects through the Finance & 
General Purposes Committee.  The Committee receives 
regular reports on all capital projects. 
 
To ensure that projects are completed on time, within budget 
and meet all user expectations: 
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• All proposals for capital expenditure should be consistent 
with the delivery of the College’s Regional Plan and 
Outcome Agreement.  The appraisal exercise should 
examine the costs and benefits expected of, and the risks 
attached to, the available options. 

 
• There should be a clear understanding of who is responsible 

within the management of the College for individual projects 
and there should be clear and unambiguous systems for the 
setting and operation of projects and budgets.  Progress on 
all projects should be monitored from the earliest stages to 
completion and all projects should be evaluated on 
completion.  The results of the monitoring and evaluation 
process must be fed back to the Senior Team and any 
lessons learned applied to future projects. 

 
Links to priorities 
 
Priority 4 - Contribute to financial sustainability through 
continuous financial improvement in all estates activities.  
 
Project Management 
 
The College is charged by SFC with carrying out project works 
with due diligence to ensure best value, best fit and ultimately a 
sustained and efficient working life for the project. 
 
The Finance and Facilities Management Departments oversee 
project management activities.   

 
5.5 Future Capital Projects 

 
5.5.1 Lifecycle Maintenance 

 
The College obtained a report which identifies maintenance 
and improvement costs.  On the basis of this report a 20 year 
cost plan setting out future condition and maintenance 
requirements was produced.  This was updated in 2014.   

 
This includes items such as replacement of windows and 
window frames and refurbishment of critical plant-works such 
as boilers/heating plant.   
 
Factors influencing this programme include age and condition 
of plant, technological changes (e.g. IT software advance), and 
environmental considerations (e.g. reducing carbon-footprint). 
 
In addition the College undertook a feasibility study in 2014 to 
assess the performance of the existing window installation.  
This was in response to anecdotal evidence that thermal 
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comfort was being compromised and the College’s aspiration to 
reduce heat loss, energy consumption and carbon footprint. 
 
The study identified that the windows of all of the five buildings 
require to be replaced within the next 5-years.  The plan would 
be to replace these with an energy efficient product which will 
also help reduce heating costs.  
 

5.5.2 Boiler and Plant Replacement 
 
Although the College has been maintaining its boiler system, 
the Lifecycle Maintenance Plan has identified that the boilers 
will require to be replaced within the next 10-years.  If possible 
the College would want to explore replacing them with renewal 
sources of energy. 

 
 5.5.3 ICT 
 

The College continues to invest in the ICT infrastructure in line 
with the ICT Strategy.  Significant investment was made during 
2014-15 following approval of bids made through the College’s 
Investment Committee. 

 
The College undertook an ICT systems mapping exercise 
which will ensure maximum integration of all ICT systems and 
improve the overall efficiency and effectiveness of the College.  
A working group has been established to take forward the 
recommendations of the report. 

 
5.6 Facilities Management 

 
5.6.1  Strategic Challenge and Fitness for Purpose 

 
Following a College-wide restructure in 2014, the Estates, 
Health & Safety and ICT Departments merged to form the 
Facilities Management Department. 

 
The Facilities Management function is responsible for provision 
of a wide range of services to the College including 
maintenance, ICT Services, cleaning, catering, Help-Desk, 
Health & Safety and janitorial.  These services are provided by 
a team of professional in-house staff with an annual budget of 
approximately £2 million (including salary costs).   
 
The Facilities Department is split into six sections – estates 
technicians, ICT, catering, cleaning, health & safety and 
helpdesk. This newly created department allows the Facilities 
Management Department greater capacity to meet the needs of 
staff and learners and help achieve delivery of the Regional 
Plan and Outcome Agreement. 
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5.6.2  Strategy to support Condition Survey Report 
 

The College management will be required to see that the 
buildings and services infrastructure supports the College’s 
core functions, that an appropriate level of investment in 
maintenance is made and that best value for money is 
achieved using both internal and external resources. 
 
This will involve working to ensure capital projects and 
developments follow a standardised approach and allow for 
cost effective building and infrastructure maintenance.  The 
Facilities function will continue to be developed to meet these 
challenges.   
 
This is critical as:- 
 
• The Facilities Management  Department has most 

responsibility for the maintenance of the fabric, fixture and 
fittings, and equipment of the building; 

 
• The Facilities Management   Department costs are the 

College’s second largest, achieving best value for money is 
critical; 

 
• Compliance with statutory legislation is largely the 

responsibility of the Facilities Management  Department; 
and 

 
• Sound facilities management will ensure the best health & 

safety and security regimes. 
 
Links to priorities 
 
Efficient facilities management – Priority 3. 

 
5.7 Environmental Credentials 

 
West Lothian offers a wide range of courses across a broad spectrum 
of disciplines.  It is already recognised as a College which is 
responsive, innovative and known for the high quality of learning.  The 
College has a significant impact on the area and as such has 
responsibilities to: 

 
• Use resources efficiently to minimise our impact on the 

environment; 
• Comply with all relevant legislation and regulations; and 
• Raise awareness within the College community about 

environmental issues. 
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Through its teaching the College also has an opportunity to advance 
understanding of environmental issues at a variety of levels.   
 
The College again signed up to the Universities and College Climate 
Commitment for Scotland (UCCCfS) which commits us to preparing 
and publishing a five-year climate change action plan with targets and 
timescales to achieve significant reductions in emissions from all 
business activities.   Following the successful delivery of the 2009 5-
year carbon reduction plan which reduced the carbon footprint by 14% 
the College has engaged with Resources Efficiency Scotland to assist 
with production of the next plan. 
 
Links to Estates Priorities 

 
Priority 5 – To promote environmental sustainability 

 
5.8  Collaboration 

 
In line with the Efficient Government Initiative the College is keen to 
develop collaborations with other institutions and suppliers.  The 
Facilities Manager liaises with a number of Colleges to share good 
practice and develop collaborative activities. 
 
The Facilities Manager also benchmarked the costs of running 
Facilities Management-Estates with West Lothian Council.  This 
allowed the College to identify if any improvements to the efficiency 
and effectiveness of the area could be implemented. 

 
5.9 Facilities Management Structure 

 
The new Structure is as follows:
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Financial and Environmental Sustainability 
 
Reducing and offsetting our carbon footprint  
 
The College is a signatory of the UCCCfS, stating its commitment to addressing 
climate activity and in 2009 completed a 5 year Climate Change Action Plan which 
had a target of a 19% reduction in CO2 emissions by 2014.  In March 2012 the 
College launched the 'Go Green Together with West Lothian College' brand which 
was an internal marketing campaign, aimed at students and staff, to raise 
awareness of ‘green issues’ and helped the College achieve the 20% target.  The 
College also participated in National Climate Week and has also worked with 
external partners such as West Lothian Council, Energy Saving Scotland, Citizens 
Advice Bureau, and Peachy Keen to host a wide range of challenges, information 
sessions and energy saving talks. 
 
The 19% target was achieved in 2014 and the College will be producing a new 
Carbon Reduction Plan in conjunction with Resources Efficiency Scotland.  
 
The College’s 2015-17 Regional Plan and Outcome Agreement contains the 
following target:  
 
Measure Baseline 

2011-12 
Target 
2014-
15 

Target 
2015-
16 

Target 
2016-
17 

 
SFC Priority – Efficient & Sustainability 

1 Gross 
carbon 
footprint 
(three-year 
period 
 

55 49 47 45 
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6   Conclusion 
 

This strategy will be taken forward over the next ten years, the achievement of which 
will present challenges for the College. 
 
Implementation will require a planned and appropriate resource allocation to ensure 
that the Strategy supports implementation of the Regional Plan and Outcome 
Agreement.  The Assistant Principal, Curriculum Support & Finance will implement 
the Estates Strategy. 
 
The Board of Governors, through the Finance & General Purposes Committee will 
monitor the strategy. 
 
The Estates Strategy will be reviewed every three years in conjunction with the 
Corporate Plan. 
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7 Appendices  
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Appendix 7.1 - The Board of Governors 
 
Background information on the College’s governance arrangements are described. 
 
Role of the Board of Governors 
 
The SFC must be able to rely on the whole system of governance, management and 
conduct of the institution to safeguard all funds of the institution deriving from the Scottish 
Ministers and achieve the purposes for which those funds are provided.  
 
SFC requires the governing body to comply with the principles of good governance set 
out in the Code of Good Governance for Scotland’s Colleges. SFC also requires the 
governing body to ensure that:  
 
• Public funds are used in accordance with relevant legislation, the requirements of 

this FM and only for the purpose(s) for which they were given. Strategic, Capital or 
other grant funding must only be used for the purpose for which it is provided by 
SFC.  

 
•  Subject to any legal requirement to observe confidentiality, the institution will be open 

and transparent with the SFC and other stakeholders, and will give, or be prepared to 
give, a public justification of its decisions in relation to the use of public funds.  

 
•  The institution strives to achieve value-for-money and is economical, efficient and 

effective in its use of public funding.  
 
•  There is effective planning and delivery of the institution’s activities in accordance 

with its mission and its Outcome Agreement agreed with SFC.  
 
•  The institution plans and manages its activities to remain sustainable and financially 

viable. An institution is being managed on a sustainable basis if, 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.  

 
•  The institution has a sound system of internal management and control, including an 

audit committee, an effective internal audit service, and adequate procedures to 
prevent fraud or bribery. 

  
•  The institution has an effective policy of risk management and risk management 

arrangements. 
  
•  The institution has regular, timely, accurate and adequate information to monitor 

performance and account for the use of public funds. Such information will be made 
available to SFC on request, as necessary, for the exercise of its functions and to 
gain assurance. 

 
•  The institution is engaged actively in continuously enhancing the quality of its 

activities and involves students and other stakeholders in these processes.  
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The Board acknowledges the responsibility for the ongoing strategic direction of the 
College, approval of major developments and the receipt of regular reports from the 
Principal on the day to day operations of its business. 
 
The Full Board meets four times a year and has several sub-committees, including a 
Finance and General Purposes Committee, a Learning and Teaching Committee, a 
Remuneration Committee, a Membership Committee and an Audit Committee.  All of 
these Committees are formally constituted with terms of reference.   
 
The Finance and General Purposes Committee inter alia recommends to the Board the 
College’s annual revenue and capital budgets and normally meets four times a year. The 
Learning and Teaching Committee meets three times a year, and focuses on the quality 
of the student experience.   The Remuneration Committee determines the remuneration 
of the most senior staff, including the Principal and meets as required, normally once a 
year. The Membership Committee considers candidates to fill vacancies on the Board 
and meets as required, normally at least once per year  The Audit Committee meets four 
times a year, with the College’s external and internal auditors in attendance where 
required.  The Committee considers detailed reports together with recommendations for 
the improvement of the College’s systems of internal control and management’s 
responses and implementation plans.  It also receives and considers reports from the 
Scottish Funding Council as they affect the College’s business and monitors adherence 
to the regulatory requirements. 
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Appendix 7.2 - Building Analysis 
 
The College buildings were constructed in 2001.  The estate was independently valued 
as at 31 July 2007 and subsequently revalued in March 2014 as follows: 
 
Buildings  £15,235,000 
Land   £  2,760,000 
 
The insurance replacement cost is £26,150,000. 
 
The campus comprises five separate buildings: 
 
 Pavilion A / B – learning space and office accommodation 
 Pavilion C / D – learning space and office accommodation 
 Terrace 1 & 2 – learning space and office accommodation 
 Terrace 3 /& 4 – learning space and office accommodation 
 Street Building  – communal learning space and facilities including sports hall, café, 

library, HUB learning area, “Spectrum”, reception, student association and student 
services area, and College helpdesk 
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Appendix 7.3 - Project Management 
 
The internal process of handling capital projects is summarised here. 
 
The Facilities Management Department provides support for a range of capital projects 
by drawing on external support and acting as the liaison department.   
 
All projects are overseen by a project management group led by a Project Manager.  The 
roll of the Project Manager will be to make final decisions when for example, there are 
conflicting aspirations.  The Project Manager will be nominated as appropriate for each 
project by the Senior Team and will have delegated authority from the Senior Team in 
relation to the project. However, liaising with contractors, professional advisors and 
overseeing the project on a day to day basis is undertaken by the facilities management 
team. Membership of the group will always include the facilities manager. 
 
For all projects greater than £100,000 a full option appraisal needs to be produced.  The 
option appraisal needs to address: 
 
• An executive summary; 
• Specific objectives; 
• Financial issues, income and expenditure set against the business plan; 
• Funding sources, risk and sensitivity studies. 

 
All projects greater than £100,000 require the approval of the Board of Governors. 
 
Contract Design and Project Administration 
 
For projects where the likelihood is that external consultants will be appointed, staff 
within the facilities management department will assist with the administration of the 
functions to be undertaken by the consultants to ensure that the requirements of the 
centre/support area staff are taken into account.  Again a Project Manager with 
delegated responsibility from the Senior Team will be appointed for each project. 
 
The main activities are: 
 
• Establishing the high level project brief; 
• Selection of an appropriate design team as per procurement regulations; 
• Attendance at meetings with user representatives; 
• Attendance at design meetings; 
• Monitoring of costs; 
• Selection of contractors; 
• Present at site progress meetings; and quality control. 
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Post project completion 
 
The main activities are: 
 
• Lessons learned; 
• Provide support towards defect elimination; 
• Feedback; 
• Energy efficiency, monitoring and targeting; and  
• Evaluation. 
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Appendix 7.4 - Environmental Aims 
 
Scotland’s Principals’ Climate Commitment 
 
We recognise the challenge: 
 
• We recognise the scale and speed of climate change, and the likely effect on 

Scotland’s people and places, impacting adversely on our economy, society and 
environment. 

 
• We consider that early action to address the expected changes will create long-term 

economic, health, social and environmental benefits, and reduce our dependence on 
imported energy. 

 
• We acknowledge the Scottish Government objective – to reduce emissions by 80% by 

2050 – to avert the worst impacts of climate change; and realise we have a role to play 
in this. 

 
We welcome the opportunities: 
 
• To harness our academic talents to provide Scotland with the research capacity, 

knowledge transfer and the skills needed to address the challenges faced. 
 
• To demonstrate practical leadership in tackling climate change by containing growing 

energy costs, protecting estates and buildings and promoting corporate responsibility. 
 
• To attract committed and outstanding students and staff, generate new sources of 

funding, and increase the support of alumni and local communities. 
 
We commit our institution to: 
 
1  Support the national Climate Change programmes, reducing our greenhouse gas 

emissions and planning adaptation measures for future climate change scenarios 
 
2  Prepare and within a year publish a five-year climate action plan with targets and time 

scales to achieve a significant reduction in emissions from all our activities. This will 
include: 

 
• energy consumption and source; 
• waste reduction, recycling and responsible disposal; 
• sustainable estate development; 
• commuting and business travel; 
• responsible procurement of goods and services; 
• modules and courses for our students. 

 
3 Assess the risks from predicted climate change scenarios and allocate time and 

resources for greenhouse gas mitigation and climate change adaptation measures – 
with key performance indicators – in our strategic plans, in line with sustainable 
development principles 
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4 Work in partnership with others to implement measures to reduce emissions and 
engage in neighbourhood mechanisms, particularly through the community planning 
process 

 
5 Collaborate within the sector and with other public and private organisations, both 

academically and practically, to share good practice on climate change mitigation and 
adaptation 

 
6 Incorporate our work on climate change into established improvement processes and 

publish results on progress of our response annually, with outcomes achieved/further 
actions required 

 
7 Contribute to the cooperative work, led by the Environmental Association for 

Universities and Colleges and others, in monitoring progress and promoting best 
practice. 
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Appendix 7.5 - Asset Management Procedures  
 

    
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
Asset Management Procedures 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Authors: Jennifer McLaren, Assistant Principal, Curriculum Support & Finance 
       Graham Anderson, Health & Safety Officer 
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1 Introduction 
 
 The Asset Management procedures are designed to: 
 

• ensure the financial treatment of any college asset is carried out with appropriate 
authorisation; 

• safeguard the financial interests of the college; 
• protect the legal obligations in relation to maintenance of assets. 

 
 
2 Classification of Assets  
 
 Assets are defined as rights or other access to future economic benefits controlled by 

the college as a result of past transactions or events.  For accounting purposes and 
the purposes of the asset management procedures, assets can be classified as 
either: 

 
• Fixed Assets 
• Other Assets (maintainable and non-maintainable) 

 
 
3 Fixed Assets  
 

Fixed Assets can be defined as assets that have physical substance and are either 
held in use: 
 
• in the production or supply of goods and services 
• for rental to others 
• for administrative purposes on a continuing basis in the college’s activities 
 
Fixed Assets will be capitalised in the college’s balance sheet for accounting 
purposes, and a register of all Fixed Assets will be maintained by the Finance 
Manager for all capital assets held.       
 
Fixed Assets can be further classed as land and buildings or equipment 
 
Land and Buildings 
 

 Land and Buildings are revalued every 5 years with an interim valuation every 3 
years.  The last valuation was undertaken in July 2014 by GVA James Barr.  
Buildings regarded by the College as operational have been valued on the 
depreciated replacement cost basis.  Land is not depreciated as the Board of 
Governors is of the opinion that the included cost is less than realisable value.  Land 
and Buildings are included in the balance sheet at the book value at implementation 
of FRS15.     

 
College buildings are depreciated over 34 years and transferred car parking areas are 
depreciated over 29 years, both commencing in the first full financial year after the 
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date of transfer of the estate to public ownership (2 April 2007).  Other additions to 
the estate are depreciated over 10 years from the date they are brought into use.  

 
Where land and buildings are acquired with the aid of specific grants they are 
capitalised and depreciated as above.  The related grants are credited to a deferred 
capital grant account and are released to the income and expenditure account over 
the expected useful economic life of the related asset on a basis consistent with the 
depreciation policy. 
 
A review for impairment of a fixed asset is carried out if events or changes in 
circumstances indicate that the carrying amount of the asset may not be recoverable. 
 
Buildings under construction are accounted for at cost, based on the value of 
architects’ certificates and other direct costs incurred to 31 July.  They are not 
depreciated until they are brought into use. 

 
3.1 Equipment 
 

          Equipment 
 
Equipment is capitalised at cost when it is expected to be in use within the 
business on a continuing basis for at least 3 years.  Capitalised equipment is 
depreciated over its useful economic life from the date it is brought into use as 
follows: - 
 
 
 Fixed Plant 5-29 years 
 Furniture 4 years 
 Equipment 4 years 
 Computer equipment 4 years 
  
Where equipment is acquired with the aid of specific grants it is capitalised and 
depreciated in accordance with the above policy, with the related grant being 
credited to a deferred capital grant account and released to income and 
expenditure account over the expected useful economic life of the related 
equipment. 
 
Equipment is carried at depreciated historical cost, which is used as a proxy for 
fair value.  Depreciated historic cost is deemed to be more appropriate than 
revaluing for equipment as it is common for such assets to reduce in value, 
rather than increase, as they are utilised by the College.   

 
3.2    Fixed Asset Additions 

 
The Capital Funding Request Form should be completed for all commitments or 
purchases of a capital nature. All requests must be approved by the Principal 
where the value is less than £100k.  Any request which is greater than £100k 
must have the approval of the Board of Governors. 
 
The purchase of Fixed Assets will follow the normal purchasing procedures. 
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3.3    Fixed Asset Disposals 
 

All assets purchased from college funds must be disposed of in accordance 
with College procedures. No disposal of any fixed asset should be made 
without the prior consent of the Principal and Assistant Principal Curriculum 
Support & Finance. Where the value of the disposals is greater than £100,000 
approval is required from the Finance and General Purposes Committee.  The 
Finance Manager will ensure that the disposal is correctly accounted for and the 
Facilities Manager will ensure that the TABS database is updated.  The 
procedure for disposal of all assets is outlined at section 6. 

 
 
4  Other Assets (maintainable and non-maintainable) 
 

The purchase of equipment and other assets which are not capitalised is written off 
to the Income and Expenditure Account in the period of acquisition.  No depreciation 
charge is therefore due. 
 
Maintainable assets are items of equipment which are small in value and therefore 
not capitalised, but which the college has a legal obligation to ensure they are 
maintained on a regular basis (see section 9). 

 
 
5   Register of Assets 
 

The Finance Manager will maintain a register of all Fixed Assets for all capital assets 
held (section 3). 
 
The Facilities Manager is responsible for maintaining the register of all college 
computer equipment and will undertake a regular audit of computer equipment for 
presence and configuration. 
 
The Facilities Manager is responsible for maintaining the electronic register of 
college furniture and equipment on the TABS Asset Management system.   Individual 
items with a purchase price in excess of £500 or where the item is less than > £500 
but considered desirable and all maintainable assets must be included in the register.  
The register will be used by the Facilities Manager to ensure appropriate 
maintenance records for the college are kept.  Managers are responsible for 
undertaking physical verification checks on the assets, in their respective areas.  This 
is done on an annual basis with periodic spot checks. 
 
The Facilities Manager will ask Managers to review the equipment under their control 
(excluding computer equipment) on an annual basis.  They must inform the Facilities 
Manager of any changes to the status of the equipment.    

 
 
6 Disposal of Assets 

 
All assets purchased from college funds must be disposed of in accordance with 
College procedures.  



 

Estates Strategy 2015-2025/APCS&F/Controlled November 2015 
 34 
 

All registered assets should be disposed of through Facilities Management and 
Finance in order that they can be removed from the asset register and to ensure 
correct disposal procedures can be implemented. Any area disposing of an asset 
must attach a Scrap Label (see Appendix 4C; Form HS030B) and complete an Asset 
Disposal Form. This form is located on Serengeti. 
 
The authorisation levels for any disposal are set out in the college’s Financial 
Regulations. 
 
Where the value of the disposal is greater than £100,000 approval is required from 
the Finance & General Purposes Committee.   

 
ICT 

 
The Facilities Manager is responsible for ensuring all electronically-stored data and 
software is removed from computer equipment prior to disposal, to ensure 
compliance with software licensing conditions and relevant legislation (e.g. Data 
Protection Act).  Procedures for disposal of computer equipment are set out in Annex 
6. 

 
 
7 Security of Assets 
 

In line with the college’s Financial Regulations, the Senior Team is responsible for 
maintaining proper security at all times for all buildings, equipment and furniture, etc 
under their control.  They shall consult the Assistant Principal Curriculum Support & 
Finance in any case where security is thought to be defective or where it is 
considered that special security arrangements may be needed. 
 
All managers are responsible for the immediate reporting of loss of assets by theft to 
the Assistant Principal Curriculum Support & Finance. 

 
 
8 Health & Safety 
 

The college has a responsibility to ensure all equipment is maintained in a safe 
manner.  Regular inspection of equipment is an essential part of any preventative 
maintenance programme and should ensure faults are detected early and repaired 
thus preventing accidents or incidents with college equipment. Health and safety 
considerations are outlined in Appendix 1. 

 
 
9 Maintenance of Assets 
 

The Facilities Manager is responsible for ensuring the maintenance of all electrical 
installations and that all work and maintenance is recorded.  Only approved 
contractors should be used to maintain fixed electrical installations. 
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If a user finds a piece of portable equipment is dangerous, or in hazardous condition 
they should contact the help desk immediately; the equipment will be isolated or 
removed immediately.  The line manager should be informed of the action taken to 
determine appropriate action. 
 
Any piece of equipment which fails either visual inspection or a specified test will be 
removed by the Facilities Management Team who will log the failure on the TABS 
Asset Management system. 
 
If the item presents an immediate hazard due to the fault or defect then the electrical 
connector should be removed to prevent reconnection until the fault has been 
rectified.  The unserviceable label annotated as “HAZARDOUS”.   Again this will be 
done by the FM team. 
 
Maintenance considerations are outlined at Appendix 2. 
 
 

10 Use of Equipment 
 

Any member of staff who uses any equipment should be competent in its use and 
have knowledge and experience of the equipment. They should be aware of the risks 
associated with the equipment and its use. 
 
If a member of staff finds something wrong with the equipment, they should remove it 
from use and report it to their line manager as outlined in section 9. 
 
Considerations for safe use of equipment are outlined at Appendix 3. 

 
 
11 Personal Equipment 
 

If portable electrical equipment has been provided to the individual by the College for 
personal use then the equipment should be part of the formal inspection and testing 
schedule. 
 
If the equipment is personal to the individual then it is their responsibility to ensure 
their equipment is safe for their use only. 
 
Visual inspections of personal portable electrical equipment should be carried out 
before connecting to a mains supply. 
 
Personal equipment (personal computing devices) must only be used by the 
individual who owns the equipment and not loaned or given to other personnel for 
use.  West Lothian College laptop computers allocated to individuals do not fall into 
this category as these computers must be able to be loaned freely within the 
organisation. 
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12 Review and Implementation 
 

Members of the Senior Team responsible for Finance, Facilities Management and 
Health and Safety will be responsible for the implementation and review of the 
procedures. 
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Appendix 1 - Health and Safety Guidance    
 
Electricity at work (including the maintenance of Portable Electric Equipment)  
 
Introduction 
 
The following guidance has been drawn up to ensure the best standards of safety for 
staff and students when working with electrical equipment. It is largely based on advice 
given in the Health and Safety Executive’s (HSE) leaflets on the subject and on the 
Electricity at Work Regulations 1989.  
 
Inspection 
 
Up until quite recently West Lothian College in line with most other large organisations 
carried out annual maintenance checks on all portable electrical appliances.    
 
Recently the Health and Safety Executive have made it clear that most electrical 
equipment does not require to be tested annually. Instead, employers are encouraged to 
decide the level of maintenance needed according to the risk of the item becoming faulty, 
and how the item is constructed. 
 
The College has a planned regime of portable appliance testing (PAT). This testing is 
programmed at regular intervals in accordance with the HSE guidance.  During these 
tests, the equipment is tested for faults which may not be obvious from simple visual 
inspection.  For instance, for some equipment the earth contact is essential to safety.  It 
is therefore important that all earthed equipment and most leads and plugs connected to 
this equipment should be tested. 
 
Equipment which is not earthed is usually called ‘double insulated’ or class II and is 
marked with a ‘double square’ symbol. Equipment not marked with this symbol is usually 
earthed and is called class I. Battery operated and extra-low voltage equipment does not 
need testing.  
 
Over and above this testing programme, it is important that electrical equipment be 
inspected regularly. Unlike testing the inspection can be done by office staff without the 
need for specialised electrical training.  A checklist is included in Appendix A. 
 
The HSE Guidance (Maintaining portable and transportable electrical equipment 
HSG107) does not give prescriptive guidance on the frequency of inspection, leaving that 
to risk assessment.  The Guidance however, does give suggested initial maintenance 
intervals for different types of equipment. The table below gives some examples: 
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Type of business User 

checks 
Formal visual 
inspection 

Combined 
inspection and 
test 

Office information 
technology, eg desktop 
computers, photocopiers, 
fax machines 

No 1-2 years None if double-
insulated, 
otherwise up to 5 
years. 

Double-insulated equipment 
NOT hand-held, eg fans, 
table lamps 

No 2-3 years No 

Hand-held double-insulated 
equipment, eg some floor 
cleaners, kitchen equipment 
and irons 

Yes 6 months -1 year No 

Earthed equipment, eg 
electric kettles, some floor 
cleaners 

Yes 6 months-1 year 1-2 years 

Cables and plugs, 
extension leads 

Yes I year 2 years 

  
User Checks (Visual) 
 
The person using the equipment is encouraged to look at it critically and check for signs 
that it may not be in sound condition.  Things to check for include: 
 
• Damage to the outside of the plug (cracked, loose pins, bent pins) 
• Damage to the inside of the plug (correct fuse, wires correctly attached, terminals 

screwed tight, free from dust, dirt)  
• damage to the cable sheath 
• the outer sheath of the cable is not effectively secured where it enters the plug 
• damage to the external casing of the equipment 
• evidence of overheating (burn marks or discolouration) 

 
A suggested checklist is included in Appendix A.  
 
Formal Visual Inspection 
 
A formal visual inspection should be carried out by a suitably trained person, but not 
necessarily a qualified electrician. The trained person can normally be a member of staff 
who has sufficient information and knowledge of what to look for and what is acceptable. 
 
The inspection would include the visual checks similar to those carried out in the user 
checks but undertaken in a more formal, systematic way. Additional checks would 
include:   
 
• removing the plug cover and ensuring that a fuse is being used; 
• checking that the cord grip is effective; 
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• checking that the cable terminations are secure and correct, and that there is no 
internal damage, overheating or ingress of water, etc. 

 
The formal inspection should not include taking the equipment apart.  
 
Combined Inspection and Test 
 
Combined inspection and testing requires a greater degree of competence than that 
required for inspection alone.  It would usually include checking the correct polarity of the 
supply cables and checking the correct fusing.  The tester would require training in the 
use of a Portable Appliance Tester.     
 
While this type testing is not beyond the capability of a suitably trained member of staff, it 
may be appropriate to leave this work to a competent contractor. 
 
Daily Inspection of Electrical items 
 
Before an electrical installation, equipment or portable apparatus is put into use it shall 
be examined to determine that it is safe for it to be powered or plugged in. 
 
Users shall be provided with sufficient information, instruction or training, as appropriate, 
to permit them to carry out this initial examination prior to the equipment being used by 
them.  
 
The person proposing to use the apparatus should be aware of the inherent dangers in 
the use of the equipment and its handling for any purpose and the following examination 
shall be carried out prior to using any item powered by electricity. 
The initial action will be to visually inspect the item in question to ascertain the following 
items are in good order: 
 
• The item is not showing signs of broken parts 
• Supply flexes have undamaged sheaths 
• The cable is securely clamped both at the apparatus and at the plug. No inner 

conductors visible. 
• The plug is undamaged either by breakage of the case or pins, nor showing signs of 

discolouration due to heating. 
 

If these are in order it may assumed that the apparatus is sound. If in doubt the 
apparatus should be checked by other means. 
 
Before insertion into an electrical switch socket outlet this should be examined for 
damage, either by breakage or heating usually by discolouration. All flexible cables must 
be completely unwound. 
 
Care must be taken in the use of portable apparatus so as not to drop the unit or damage 
the flexible cables, by pulling against the plug or by cutting into the cable sheath with a 
cutting tool or work piece. 
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Upon completion the apparatus should be examined for signs of damage caused by use. 
These will be similar to the initial examination but signs of heating will be particularly 
evident in the machine itself that may also give off a smell. 
 
Signs of damage in use should be reported to the appropriate person in charge and the 
item should be taken out of use until repaired and/or declared safe for further use. 
 
Hazard, Risk and Control 
 
Many hazards and risks exist when using electrical equipment. The risks will vary 
depending on the environment, type of work being carried out and the equipment being 
used.  
 
Centre heads or support managers should ensure that risk assessment is carried out in 
relation to the equipment itself and also the tasks carried out.   
 
Once the risks have been identified and measured, control measures must be put in 
place to either remove or reduce the risk to an acceptable level. 
 
Some examples of control measures are listed below:   
 
• Suitable to work environment - Ensure tools are appropriate to the task being carried 

out. 
• Look for alternative powered equipment - Is electrical equipment the only option, 

hydraulic, pneumatic are possibilities. 
• Use socket close to the equipment - Ensure the work is carried out near an electrical 

outlet to prevent the cable from trailing across a floor. 
• Inspect before use - Ensure the operator is trained to check the equipment for 

damage or faults before use. 
• Regular inspections - Ensure regular equipment inspections are carried out and 

recorded. 
• PAT testing - Ensure PAT testing is carried out on all portable electrical equipment at 

suitable intervals and results are recorded. 
• Emergency cut off - Ensure emergency cut off switches are operating correctly. 
• Reporting systems - Have a reporting system in place so that any faults or damaged 

equipment can be reported, identified as being faulty and dealt with effectively. 
• Use double insulated equipment - Where possible use double insulated equipment 

for better protection. 
• Protect light bulbs from explosive damage - If light bulbs are used then enclose them 

in a protective outer casing to prevent damage should the lamp explode. 
• Reduced voltage equipment - Use equipment of lower voltage – 110 volts or battery-

operated equipment. 
• Use safety devices - Residual current detectors should be used in areas where 

moisture may be present or as added protection in high-risk areas. 
• Correct rated fuse fitted - Ensure devices have been fitted with the correct rating of 

fuse. This can be checked during routine maintenance or inspections. 
• Carry out preventative maintenance - Ensure preventative maintenance schedules 

are set up and therefore all equipment is subject to a routine check. 
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• Work safely - Ensure users of equipment use and operate the equipment safely 
adhering to all the safety rules laid down by risk assessment and controls. 

 
Maintenance 
 
Fixed Electrical Installations 
 
Fixed electrical installations are permanent electrical fixtures and fitting in a building, 
such as light fittings, light switches sockets and fuse boxes.  The Facilities Manager is 
responsible for any modification, repair or maintenance of fixed electrical installations.  
 
Electrically powered equipment which is permanently wired is also classed as fixed 
equipment and must only be maintained/repaired by a college approved competent 
engineer. Electrical installations are maintained through Estates and all work, 
maintenance and activities are recorded.   Only approved contractors should be used to 
maintain fixed electrical installations 
 
Anyone finding a fault in any fixed installation must report it to Facilities Management 
immediately. 
 
Mechanical Equipment 
 
Mechanical equipment is defined as a tool or piece of equipment that uses a power 
source. This covers equipment that is powered by electricity, pneumatics, hydraulics, and 
diesel or petrol. 
 
Minor mechanical equipment may therefore include power driven versions of hand tools 
such as power/chain saw, electric plane/sander, and portable drill/ screwdriver/ nail gun. 
 
Hand tools are defined as those operating without an external power supply or motor 
such as hammers, chisels, wrenches etc. Hand held tools should be inspected regularly at 
Sector level and maintained accordingly. 
 
All powered mechanical equipment should be included on the TABS Asset Management 
system. 
 
Reports on maintenance requirements should be produced in advance and information 
provided to the appropriate Centre Head in order that the equipment can be released for 
maintenance. 
 
Buildings 
 
A buildings maintenance programme is in place on the TABS Asset Management system 
and covers all plant maintenance for the college.   All maintenance work is recorded and 
carried out by approved contractors. All faults are reported through Facilities 
Management and are recorded on the TABS Asset Management system. 
 
References 
 
HSE Electrical Safety and You INDG 231 
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HSE Maintaining portable and transportable electrical equipment HS(G) 107 
HSE Guidance on the Electricity at Work Regulations 2007 HS® 25 
HSE Electricity at Work: Safe Working Practices HS(G) 85 
 
Statutory Provisions 
 
The Electricity at Work Regulations 1989 
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Appendix A to Appendix 1  Electrical Safety Management Checklist 
 
Centre...........................................……….Equipment.......................................... Date       /      /        / 
Frequency of Checks:  Monthly/Annual (delete as applicable) 
Completed By................................ Position..................................                                       
Check    Fault indicated? 

Yes                 No 

1. Is there any indication of damage to electrical leads?   

2. Have any repairs been carried out to leads that appear unsafe?   

3. Are all plugs and connectors in good condition?   

4. Is there any sign of overheating?   

5. Are cables well positioned, off the floor and away from areas where they 
could be accidentally damaged? 

  

6. Are cables routed to avoid potential wear and abrasion?   

7. Are cable sheaths in good condition along the full length of the cable?   

8. Are plugs and connectors properly wired (no internal wires or sheaths 
showing)? 

  

9. Are all covers, casing fitments and access panels properly positioned?   

10. Does the equipment casing appear to be in good condition and free from 
cracks or damage? 

  

11. Are there any risks associated with the position of the electrical equipment?   

12. Is the equipment clean and tidy?   

13. Is there a risk of water (or other liquids / vapours) gaining entry into the 
equipment? 

  

14. Has the equipment been inspected by a competent person?   

15. Is the inspection date in line with current policy?   

16. Has a label been affixed indicating the next ‘Test Due’ date?   

17. Is the equipment protected by an appropriate fuse?   

18. Is the equipment operating as expected   

The Health and Safety Adviser can be contacted on 7507 or at: grahamanderson@west-lothian.ac.uk 
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Appendix 2: Use of Equipment Considerations 
 

Staff Use of Equipment 
 
Any member of staff who uses equipment should be competent to use that particular type 
of equipment.  They should have knowledge and experience of the equipment they are 
using and should be aware of the risks associated with the equipment and its use. 
 
Staff using the equipment should be competent to carry out a critical visual examine of 
the equipment looking for physical damage.  There is no requirement for staff to take the 
equipment apart.  Part of the visual examination should be to ensure the equipment PAT 
test is valid and in date. 
 
If a member of staff finds something wrong with the equipment, they should remove it 
from use and report it to their Centre Head for further investigation. The equipment 
should be labelled appropriately to prevent others using the equipment until the fault has 
been rectified. 
 
Student Use of Equipment 

 
As part of the training programme, when students use equipment they should be made 
aware of the pre-use checks they should carry out to ensure the equipment is safe for 
use. 
 
Students who use equipment in college and at home, such as hairdressing student kits or 
Student Services laptops, should be trained in checking their own equipment on a regular 
basis and they should keep a record (Appendix 4C; Form HS033) of the visual checks 
they have carried out. 
 
Any faulty equipment in the student kits should not be used and the fault reported to their 
lecturer immediately.  Lecturers who control students who use personal kits in the 
working environment should check regularly to ensure the visual inspection records are 
being kept up to date and ensure the students are competent in checking their 
equipment. 
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 Appendix 3A – H&S Documentation – Equipment Scrap Labels (HS030B) 
 
Scrap labels should be used when equipment is beyond economical repair and is to be 
removed permanently from service and disposed of. 
 
The correct disposal procedures must be followed in relation to the equipment being 

scrapped. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Date – The date the equipment is scrapped 
 
Asset Number – The College Asset number if applicable otherwise enter the equipment 
serial number. If no number is available then add “NONE”  
 
This information must also be provided to the Centre Head responsible for the equipment 
and the estates manager so that the asset can be removed from records. 
 
Asset Description – A description of the equipment so it can be easily identified. 
 
Disposal instructions – The correct method of disposal should be entered in this area 
so that the equipment is disposed of in a safe, manner in accordance with disposal 
procedures. 
 
 
 

 

SCRAP 
Date: 21/04/0   Asset Number: 2468 

 
Asset Description:  Soldering Iron 
 
Disposal Instructions 
    Electrical connector to be removed from  
   Equipment and disposed of in general waste. 
 
 
 

   No special requirements 
 
  Asset removed from asset register 

 
 

HS030B 
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Appendix 3 B – H&S Documentation – Equipment Unserviceable Labels (HS030C) 
 
Equipment Unserviceable labels should be used when equipment is found to be 
defective and requires repair.  
  
If the defect is hazardous then this should be annotated on the label. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date – The date the equipment became faulty. 
 
Asset Number – The College Asset number if applicable otherwise enter the equipment 
serial number. If no number is available then add “NONE.”  
 
Asset Description – A description of the equipment so it can be easily recognised. 
 
Fault – A description of the fault which was discovered on the equipment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

EQUIPMENT UNSERVICEABLE 
 
 
 
 
 

Date: 27/6/0        Asset Number: 12345 
 
Asset Description: Power supply unit 
 
Fault:     

           HAZARDOUS   
 
Frame of equipment live all the time. 
 
 
 

Plug removed for safety 

 
 

HS030C 
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Appendix 3 C - Student Equipment Weekly Check Sheet 

 
(Used for portable Electrical training Kits) 
 
 
Student Name:  Class: 
 
 
 

 
Date 

 
Equipment 

 
Check 
carried 

out 

 
PAT Test  

Valid 
 

 
Defects found 

 
 

Signed 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

HS033 
 
Page 1 of 2 
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Appendix A   Electrical Safety Management Checklist 
                                                             
Check    Fault indicated? 

 Yes No 

1. Is there any indication of damage to electrical leads?   

2. Have any repairs been carried out to leads that appear unsafe?   

3. Are all plugs and connectors in good condition?   

4. Is there any sign of overheating?   

5. Are cables well positioned, off the floor and away from areas where they could be 
accidentally damaged? 

  

6. Are cables routed to avoid potential wear and abrasion?   

7. Are cable sheaths in good condition along the full length of the cable?   

8. Are plugs and connectors properly wired (no internal wires or sheaths showing)?   

9. Are all covers, casing fitments and access panels properly positioned?   

10. Does the equipment casing appear to be in good condition and free from cracks or 
damage? 

  

11. Are there any risks associated with the position of the electrical equipment?   

12. Is the equipment clean and tidy?   

13. Is there a risk of water (or other liquids / vapours) gaining entry into the equipment?   

14. Has the equipment been inspected by a competent person?   

15. Is the inspection date in line with current policy?   

16. Has a label been affixed indicating the next ‘Test Due’ date?   

17. Is the equipment protected by an appropriate fuse?   

18. Is the equipment operating as expected   

The Health and Safety Adviser can be contacted on 7507 or at: grahamanderson@west-
lothian.ac.uk 
 
 

HS033 
 
Page 2 of 2 
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Appendix 4 – Health & Safety Forms 
 
 
HS031   - Equipment Scrap Labels 
 
HS030B  - Equipment Unserviceable Labels 
 
HS030C  - Portable Electrical Equipment Training Kits Check sheets 
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SCRAP 
Date:                   Asset Number: 

    
Asset Description:  
 
Disposal Instructions 

 
 

HS030B 

 
 
 
 
 
 
 
 
 

EQUIPMENT UNSERVICEABLE 
 
 
 
 
 

Date:       Asset Number: 
 
Asset Description: 
 
Fault: 
 
 

 HS030C 
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Student Equipment Weekly Check Sheet 

 
(Used for portable Electrical training Kits) 

 
 
Student Name:  Class: 
 
 
 

 
Date 

 
Equipment 

 
Check 
carried 

out 

 
PAT 
Test  
Valid 

 

 
Defects 
found 

 
 

Signed 

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 
 
 
 

 

HS030C  
Page 1 of 2 

HS030C  
Page 2 of 2 
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Weekly Visual Check List 
 
 

 
Ensure no cuts to cable 
 
Ensure no abrasions to cable 
 
Ensure cable is not frayed 
 
Ensure cable is not kinked 
 
Ensure   plug case is not cracked 
 
Ensure plug connector pins are not bent 
 
Ensure no taped joints in the cable 

 
Ensure outer sheathing of cable is gripped in connector 
 
Ensure no internal conductors showing  
 
Ensure equipment outer cover is not damaged 
 
Ensure there are no loose screws or parts 
 
Ensure there are no signs of overheating 
 
Ensure all covers are in place 
 
Ensure air can circulate freely around the appliance 
 
Ensure air vents are not blocked 
 
Ensure the equipment is not physically damaged 
 
Ensure equipment has a Valid PAT test label 
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Appendix 7.6 - Risk Management Policy & Procedures  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Risk Management 
Policy & Procedures 

 
 
 
 

 
 

July 2015 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
Author:  Jennifer McLaren, Assistant Principal Curriculum Support & Finance 
Impact Assessment Date: 13 August 2010 
Date: July 2015 (revised)
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1 Purpose 
 

This policy and its procedures detail and communicate the College’s 
approach to risk management and evaluation of internal controls.   

 
 
2  Policy Statement 
 

The College will effectively manage risk, taking all reasonable 
practicable steps to ensure the protection of staff, learners and assets. 

 
 
3 Scope 
 

3.1  This Risk Management policy forms part of the College’s 
 internal control and corporate governance arrangements. 

 
3.2  The policy explains the College’s underlying approach to risk 

management, and details the roles and responsibilities of the Board 
of Governors, the Senior Team, and other key parties. 

 
3.3  The policy outlines key aspects of the risk management process, 

and identifies the main reporting procedures. 
 

3.4  This policy details the process that the Board of Governors will use 
to evaluate the effectiveness of the College’s internal control 
procedures. 

 
3.5  Risk management identifies and manages the risks that threaten 

the ability of the College to meet its objectives. The College will 
identify, monitor and aim to eliminate the range of threats to its 
activities, understand where there are vulnerabilities, and develop 
cost effective counter measures. These risks may be strategic, 
operational or financial. 

 
3.6  This policy should be read in conjunction with the College’s Single 

Equalities Scheme. 
 
 

4 Responsibilities 
 

4.1  The Chair of the Board of Governors, Principal and the Board of 
Governors have the responsibility for overseeing risk management 
within the College. 

 
4.2  The Principal and the Senior Team have the responsibility to 

support, and implement strategies approved by the Board of 
Governors.  The Senior Team is responsible for developing a 
framework for assessing risks that evaluates both the likelihood of 
the risk being realised, and of the impact if the risk is realised.  The 
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Senior Team is also responsible for assessing the top risks facing 
the College and developing strategies to manage that risk and 
reports progress to the Audit Committee. 

 
4.3  The Principal will construct and maintain a risk register which 

makes conservative and prudent recognition and disclosure of the 
financial and nonfinancial implications of risks. 

 
4.4  The College Team is responsible for producing and reviewing 

subsidiary risk registers detailing the top risks in their area of 
operations. This includes implementation of the management of 
these risks. 

 
4.5  The College Team is responsible for encouraging and embedding 

good risk management practice within their area of activity. 
 
4.6  All staff are responsible for encouraging and embedding good risk 

management practice within their area of activity. 
 
 

5 General Principles 
 

5.1  Role of the Board of Governors 
 

The Board of Governors has a fundamental role to play in the 
management of risk. Its role is to: 

 
• Provide the authority and responsibility for the establishment, 

maintenance, support and evaluation of the Risk Management 
Policy. 

• Set the tone and influence the culture of risk management within 
the College by establishing the College’s “risk appetite”. 

• Delegate the overall implementation of risk management to the 
Senior Team. 

• Know about the most significant risks facing the organisation. 
 

 5.2  Role of the Senior Team: 
 

• Developing a framework for assessing risks. 
• Implementation of the Risk Management Policy. 
• Overall co-ordination of risk management. 
• Promotion of a holistic approach to risk management. 
• To identify from the Risk Register the top risks faced by the 

College. 
• To regularly review the ‘probability’ and ‘impact’ of the top risks 

and report progress to the Audit Committee and the Board of 
Governors. 
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5.3 Role of the College Team: 
 
• Co-ordinating and ensuring that the operational objectives are 

implemented in line with the Risk Management policy. 
• Be aware of risks which fall into their area of responsibility, the 

possible impacts these have, and monitor outcomes against the 
risks identified. 

• Report systematically and promptly to senior management any 
perceived new risks or failures of existing control measures. 

• Report on current ‘active’ risks highlighting mitigating actions 
and effect towards risk reduction. 

 
5.4 Role of Internal Audit: 

 
•  Ensuring the effectiveness of organisational and financial 

 control systems, including monitoring performance against 
 quality assurance standards. 

 
5.5 Role of Audit Committee: 

 
• To review new risks or failures of existing control measures. 
• To review the ‘probability’ and ‘impact’ assessment on a regular 

basis. 
• To review the adequacy of internal control systems designed to 

minimise risk. 
• To receive the reports from the Senior Team and make 

appropriate recommendations which will effectively improve 
systems of control. 

 
5.6 Role of College Staff: 

 
•  Understand their accountability for individual risks. 
•  Understand how they can enable continuous improvement of 

risk management and risk awareness. 
•  Report systematically and promptly to a member of the College 

Team or Senior Team any perceived new risks or failures of 
existing control measures. 
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6 Risk Management Procedures 
 

6.1  Development of a Policy to ensure strategic risks are managed in 
an efficient and sustainable manner. 

 
6.2  Role out strategic risks to all Centres and Departments to develop 

Centre and Department risk registers supported by the Risk Co-
Ordinator. 

 
6.3  The adoption of common terminology in relation to the definition of 

risks and risk management. 
 
6.4  The establishment of College-wide criteria for the measurement of 

risk, linking the threats to their potential impact and the likelihood of 
their occurrence together with a sensitivity analysis, impacted by 
mitigating actions. 

 
6.5  A decision on the level of risk to be accepted, together with  
 tolerance levels expressed in terms of measurable outcomes. 

 
 6.6  A decision on the level of risk to be covered by insurance. 
 
 6.7  Detailed regular review to identify significant risks associated  
  with the achievement of key aims and objectives. 
 

6.8  A designated ‘lead’ from the Senior Team who will be responsible 
and accountable for managing each risk. 

 
6.9  Quarterly feedback from Managers to the Risk Co-Ordinator. 

 
 6.10  Risk management will be discussed quarterly by the Senior  
  Team, or as required. 
 
 6.11 Reporting by the Senior Team to the Audit     
  Committee quarterly. 
 

6.12  Annual evaluation of College risks with the College Team. 
 
 
 6.13  Annual reporting to the Board of Governors. 
 
 
7 Risk Register 

 
 7.1  The College identifies, evaluates, manages and reviews the  
  risks to and opportunities for the achievement of corporate  
  objectives through the Risk Register. 
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8 Measurement for Risk Management 
 

8.1 Analysing scenarios to identify the major uncertainties facing  
 the College. 

 
8.2 Identification of risks that will prevent objectives being achieved. 

   
8.3 Prioritisation of the risks in terms of likelihood and negative impact, 

or likelihood and positive impact in relation to objectives. 
 

8.4 Identifying actions required to mitigate risk. 
 
8.5 Managing and reviewing the actions for effectiveness. 
 
8.6 Annually reviewing the process to provide assurance that the  

 risk framework is adequate and effective. 
 
 
9  ONS Reclassification 
 

The UK Office of National Statistics has reclassified all incorporated 
colleges as central government entities for the purposes of accounting 
and budgeting.  For the purposes of HM Treasury budgeting colleges will 
be classified as Arms-Length Bodies.  The budgeting requirements this 
places on them is analogous to that for Non Departmental Public Bodies 
(NDPBs).  This policy therefore complies with the requirements of the 
Scottish Public Finance Manual. 

 
 
10  Review 
 

This policy will be reviewed every three years or whenever any changes 
affect part of it, by the Assistant Principal, Curriculum Support & Finance 
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Appendix 7.7 - Procurement Guidelines 
 
The College’s internal processes and external influences on procurement are 
described here.   
 
The College has fully implemented the Scottish Government’s e-procurement 
system, PECOS.  Using the PECOS system and close collaboration with the 
Finance Department has increased the estates department’s awareness of 
their procurement responsibilities particularly in relation to achieving value for 
money. 
 
The College is actively involved in the various APUC initiatives and has 
membership of their user intelligence commodities where we have the 
relevant expertise.  The College is aware of the savings which can be made 
from collaborative buying opportunities. 
 
Going forward the College will increase the number of collaborative buying 
opportunities largely in collaboration with APUC Ltd.  
 
The Estates Department has an ongoing commitment to work together to 
achieve value for money for the College and ensuring compliance with all 
procurement legislation
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 Appendix 7.8 - SFC Matrix – Information Locator 
 
This paper summarises the location of key details in the strategy as defined 
by headings from SFC guidance notes. 
 
Item Detail 

Timescale 10-year strategy 

Strategic Link Regional Plan and Outcome 
Agreement – Section 2.5 

Consultation Section 2.6 

Size Section 5.3 

Condition Survey Section 2.8 and Appendix 8.2 

Age  2001 

Valuation Appendix 8.2 

Use Appendix 8.2 

Fitness for purpose Appendix 8.2 

Ownership Section 1.1 

Estates Running Costs Section 5.5 

Building Performance Good 

Backlog Maintenance None  

Space Management Section 5.3  

Disposals None 

Acquisitions None 

Collaboration Section 5.8 

Option Appraisal Section 5.4 

Funding/Finance Section 2.4   

Risk Section 1-5  

Procurement Appendix  8.7 

Sustainability Section 5.6 and Appendix 8.4 

POE Section 5.3.2 
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Appendix 7.9 - References 
 

1 West Lothian College – www.west-lothian.ac.uk 
 

2 Business Continuity Plans – These documents are available on the 
College intranet – Serengeti, Noticeboard. 
 

3 Facilities & ICT Forum –A copy of the remit is available on request. 
 

4 Procurement – 
www.apuc-scot.ac.uk 
www.online.ogcbuyingsolutions.gov.uk 
www.cupid.ac.uk 
 
 

 
 
 
 

http://www.west-lothian.ac.uk/
http://www.apuc-scot.ac.uk/
http://www.online.ogcbuyingsolutions.gov.uk/
http://www.cupid.ac.uk/
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