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Audit Committee 
 
Minute of Meeting of the Audit Committee held on Thursday 29 November at 
9.30am in the Barbour Suite. 
 
Present:  Graham Hope (Chair) 
   Simon Ashpool 
   Colin Miller 
   Norman Ross 
    
In attendance: Jackie Galbraith (Principal & Chief Executive) to item 18.57 

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) to item 18.57 
George Hotchkiss (Vice Principal, Curriculum & Planning) to 
item 18.57 
Simon Earp (Vice Principal, Curriculum & Enterprise) to item 
18.57 
Ruth Weir (Scott-Moncrieff, Internal Auditors) 
Lucy Nutley (Mazars, External Auditors) 

   Emily Purdie (Health & Safety Officer) item 18.55 only 
Karine McNair (Board Secretary) 

 
 
18.46 Welcome/Apologies 
 

The Chair welcomed Ruth Weir from Scott-Moncrieff. 
 
Apologies were received from Sue Cook. 
 
 

18.47 Declarations of Interest 
 

There were no declarations of interest. 
 

 
18.48 Minute of Meeting of 6 September 2018 

 
The Minute of the meeting of the Audit Committee of 6 September 2018 was 
approved as a correct record. 
 

 
18.49 Matters Arising from Minute of Meeting of 6 September 2018 
 

All other actions were duly completed and noted. 
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18.50 External Audit 
 

(i) Annual Report & Financial Statements 2017-18 
 

Vice Principal, Finance & Curriculum Services, presented the Annual 
Report & Financial Statements 2017-18 highlighting that they were 
prepared in accordance with all regulatory requirements. The 
requirements had not significantly changed from 2016-17 however the 
Committee noted the addition information relating to Trade Union activity 
which is now a reporting requirement for all public bodies and the 
information will be published on the College website. 

 
Vice Principal, Finance & Curriculum Services, highlighted that the 
additional £1m of staff costs compared to 2016-17 included some 
pension revaluation costs however they mainly related to the impact of 
pay harmonisation for lecturing staff. 

 
It was noted that as a result of the good trading position the college had 
been able to undertake investment projects in the College and Vice 
Principal, Finance & Curriculum Services, confirmed that the Fiscal Year 
position is monitored to ensure that any surplus forecast at the end of 
March is re-invested in the college. 
 
The Committee noted the requirement for the Board to confirm that the 
College is a ‘Going Concern’. The External Auditor confirmed that the 
definition of ‘Going Concern’ for the purposes of a College is that there is 
no indication that the Scottish Funding Council would cease funding in 
the 12 months past the point of signing.  
 
The Committee discussed the commentary on page 23 regarding the 
malware attack and noted that the Strategic Risk is still classified as 
‘very high’ for IT Security. Vice Principal, Finance & Curriculum Services, 
confirmed that the commentary outlined steps that were taken at the 
time to mitigate against any further attacks but further action needs to be 
taken to secure the College against the continuous threat of malware 
attacks and this is highlighted in the risk register. 
 
The Committee recommended the Annual Report & Financial 
Statements 2017-18 for approval by the Board. 
 
Action 1: Board Secretary 
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(ii) Annual Report to the Board of Governors & Auditor General 
 

The External Auditors presented paper 4 commenting that the report 
gave an unqualified opinion on all 3 requirements. The External Auditors 
were content that the College had a stable financial position and once 
any external volatile movements were removed, e.g. pension 
revaluations, they were satisfied that the College was operating 
sustainably within its funding allocation. 
 
It was noted that the Financial Forecast Return had been resubmitted to 
the Scottish Funding Council after a request by the Scottish Funding 
Council. Vice Principal, Finance & Curriculum Services, commented that 
the request had been made after the last Board meeting but that the 
resubmission deadline was before the next Board meeting. Governance 
procedures had been followed to allow approval of the resubmitted 
version by the Finance & General Purposes and the Chair of the Board 
used delegated powers to approve the document on behalf of the Board. 
The resubmitted Financial Forecast Return would be presented at the 
next Board meeting for information. 
 
Action 2: Board Secretary 
 
The External Auditors/Vice Principal, Finance & Curriculum Services, 
commented that the resubmission of the Financial Forecast Return had 
been requested so that the Scottish Funding Council was able to 
produce a consolidated college sector position using the assumptions 
contained within the guidance issued with the Financial Forecast Return.  
The Committee queried if the resubmitted version was realistic given the 
growing young population in West Lothian and the College’s desire for 
growth. It was noted that the resubmitted version of the Financial 
Forecast Return was one scenario but the College was hopeful for 
growth funding.  
 
The Committee recommended the report to the Board for approval. 
 
Action 3: Board Secretary 

 
(iii) Letter of Representation to Mazars 

 
Vice Principal, Finance & Curriculum Services, presented paper 5 which 
the Committee were satisfied with. However, the Committee requested 
that the wording on page 2 is changed to ‘adequate’. 
 
Action 4: Vice Principal, Finance & Curriculum Services. 
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The Committee recommended the Letter of Representation be signed by 
the Chair of the Board on behalf of the Board. 
 
Action 5: Board Secretary 

 
18.51 Internal Audit Reports 
 

(i) Student Support Funds & Educational Maintenance Allowances 
(EMA) 2017-18 

 
The Internal Auditor presented paper 6 noting one recommendation. 
Regarding that recommendation, Vice Principal, Finance & Curriculum 
Services, confirmed that the team were in discussion with Capita who 
provide the software to request a change to the software which would 
prevent any potential redirection of funds.  
 
It was also noted that currently the risk of redirection is low given the 
small team who control the information and the likelihood that any 
students would alert the team if funds had not been received. However, 
Vice Principal, Finance & Curriculum Services, appreciated that the 
current situation was not ideal and would work with Capita to resolve the 
software issue as soon as possible. 
 
The Committee noted the report. 

 
(ii) Review of 2017-18 Credit Return 

 
The Internal Auditor presented paper 7 highlighting that 3% above the 
Credit target was an encouraging position. Vice Principal, Finance & 
Curriculum Services commented that following the audit, the Credit 
position had been adjusted by only 10 Credits compared to 300 Credits 
in previous years. The work by the Student Systems Manager in keeping 
accurate records was commended by the Committee. 
 
Vice Principal, Finance & Curriculum Services, confirmed that following 
completion of the Internal Auditor’s report, actions 1 and 4 had been 
completed. Regarding actions 2 and 3, weekly reports to Centre Heads 
had been implemented showing absences and withdrawals from which 
Centre Heads were taking action. 
 
The Committee noted the paper. 

 
(iii) Annual Internal Audit Report 2017-18 

 
The Internal Auditor presented paper 8, commenting that ‘reasonable 
assurance’ was the highest possible level of assurance. 
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The Committee noted the paper and commented on the positive report. 
  

 
18.52 College Audit Rolling Action Plan 

 
Vice Principal, Curriculum & Enterprise, commented on paper 9 highlighting 
that the Commercial and Corporate Engagement Strategy was drafted and in 
the final stages of internal approval. It was confirmed that a number of actions 
are already underway and the team are still working towards the 2018-19 
targets, which are on track. The Strategy has taken into account many views 
from around the College and should therefore be in the final stages to be 
finalised in the New Year. 
 
The Committee commented that the Commercial and Corporate Engagement 
Strategy should align with any other college strategies. Vice Principal, 
Curriculum & Enterprise, confirmed that the other strategies had been taken 
into account as well as the Outcome Agreement. 
 
The Committee noted the plan. 
 

 
18.53 Audit Committee’s Annual Report to the Board of Governors 

 
Vice Principal, Finance & Curriculum Services, presented paper 10 noting that 
the format is prescribed by the Scottish Funding Council  and the content is 
very similar to last year. 

 
The Committee approved the report for presentation to the Board. 
 
Action 6: Chair of the Audit Committee 

 
 

18.54 Strategic Risk Register 
 
Vice Principal, Finance & Curriculum Services, presented paper 11 
commenting that the majority of risks have been maintained at their original 
risk category. 
 
Regarding Risk 4, the Principal undertook to share her email to staff regarding 
the potential industrial action ballot with the Board.  
 
Action 7: Principal 
 
Regarding Risk 5, the Principal confirmed that the Finance & General 
Purposes Committee had recommended that the Senior Team produce an 
ambitious Infrastructure Strategy and encouraged the Senior Team to 
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continue to seek funding from the Scottish Funding Council. It was agreed 
that the College needed modernisation in all areas of infrastructure to 
enhance the student experience. Following feedback from staff and students, 
it was clear that the Street Building was the priority area and plans are 
underway to consider how best to use the space for the benefit of all staff and 
students. 
 
The Committee concurred with the Finance & General Purposes Committee 
and encouraged the Senior Team to consider all funding options such as 
partnerships with employers and West Lothian Council as well as possible 
corporate sponsorship. 
 
Regarding Risk 6, Vice Principal, Finance & Curriculum Services, confirmed 
that the risk had been raised to ‘very high’ following the late guidance issued 
regarding TQFE holders. The guidance had been issued after the Budget for 
2018-19 had been agreed and has a significant financial impact on the 
College. The Principal and Vice Principal, Finance & Curriculum Services, 
have approached the Scottish Funding Council for additional funding to help 
with the increased costs as a result of the guidance. 
 
Regarding Risk 8, Vice Principal, Finance & Curriculum Services, confirmed 
that the risk had been raised to ‘very high’ as a result of issues which had 
been identified by Edinburgh Napier University and the need to have a 
fundamental upgrade of the College’s IT systems. 
 
The Committee agreed to note the report. 
 
 

18.55 Health & Safety Quarterly Report 
 

The Health & Safety Officer, presented paper 12 noting that the reported 
incidents in the quarter had reduced compared to the prior year. The start of 
the academic year was typically when students began showing their medical 
conditions and the majority of reported incidents related to a small number of 
individuals. 
 
The Committee noted that reported incidents with sharp implements had 
reduced. The Health & Safety Officer expanded on the incidents which related 
to one student and explained the unique circumstances which had contributed 
to the number of reported incidents involving that student. The Committee 
were satisfied that safeguards were in place to prevent future incidents and 
noted that the Annual Report would be presented at the next meeting. 
 
The Committee thanked the Health & Safety Officer for the report. 
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18.56 Key Performance Indicators 2017-18 
 

Vice Principal, Finance & Curriculum Services, presented paper 13 and the 
Committee noted the improvement in all non-financial KPIs over 3 years.  

 
The Committee noted the paper. 

 
 

18.57 Review of IT Service 

Vice Principal, Finance & Curriculum Services, presented paper 14 
highlighting that after their initial review, Edinburgh Napier University had 
presented their conclusion and options for enhancing the IT service. The 
College had requested information about the associated costs. 

The Principal confirmed that after the initial review, steps had been taken to 
ensure that the system was as safe as possible and now the College was 
focussing on a strategy to ensure that the IT infrastructure was as robust as 
possible and also fit for purpose in the high technology environment in which 
students operate.  

Vice Principal, Finance & Curriculum, confirmed that in the unlikely event a 
malware attack was to affect the launch of applications, a paper contingency 
plan was in place and had been discussed with all Centres. 

 The Committee encouraged the Senior Team to consider all the IT support 
options available including West Lothian Council and private sector providers. 

The Committee noted the report. 

 
18.58 Meeting of the Committee without Management 
 

The Management Team left the meeting. 
 
The Internal Auditors confirmed that they had not experienced any issues 
working with College staff when compiling their reports. 
 
The External Auditors commented that accounts were not available to them 
on the first planned day of the audit. This was unusual for the College team 
and could be explained by some late guidance adjustments which had been 
issued by Audit Scotland. 
 
The Committee commented that they would monitor whether the Finance 
team were compliant with the agreed audit timetable in future years. 



Action: For Information  Agenda Item 19.03 
 

                                                                                                            Paper 1 
West Lothian College         
  7 March 2019 
  

 
AC/070319/iShare 
 8 
 

 
The Committee thanked the Internal and External auditors for their input. 
 
 

18.59  Any Other Business  

There were no items of other business.  

 

18.60 Review of Meeting, Supporting Papers and Training Needs  

The Audit Committee requested a visit to see the Engineering and 
Construction Centres at the next meeting. 
 
Action 8: Board Secretary 
 
The Audit Committee was content with the meeting and supporting papers  
 
 

18.61 Date of Next Meeting 

The next meeting would take place on Thursday 7 March 2019 at 9.30am. 

 
Note: There were no matters discussed during the meeting, during which Members 
declared any conflict of interest, or the Secretary to the Board was aware from the 
Register of Interests that discussion could give rise to such a conflict. 
 
 
Signed …………………………………………………. 
  Chair, Audit Committee 
 
Date  ………………………………………………… 
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Audit Committee  
 
Action update from the Audit Committee of 29 November 2018 
 
 
Action 1: Board Secretary 
External Audit (i) Annual Report & Financial Statements 2017-18 
The Committee recommended the Annual Report & Financial Statements 
2017-18 for approval by the Board. 
 
Duly completed - Board meeting 11 December 2018. 
 
 
Action 2: Board Secretary 
External Audit (ii) Annual Report to the Board of Governors & Auditor 
General 
The resubmitted Financial Forecast Return would be presented at the next 
Board meeting for information. 
 
Duly completed – Board meeting 11 December 2018. 
 
 
Action 3: Board Secretary 
External Audit (ii) Annual Report to the Board of Governors & Auditor 
General 
The Committee recommended the report to the Board for approval. 
 
Duly completed – Board meeting 11 December 2018 
 
 
Action 4: Vice Principal, Finance & Curriculum Services 
External Audit (iii) Letter of Representation to Mazars 
The Committee requested that the wording on page 2 is changed to 
‘adequate’. 
 
Duly completed. 
 
 
Action 5: Board Secretary 
External Audit (iii) Letter of Representation to Mazars 
The Committee recommended the Letter of Representation be signed by the 
Chair of the Board on behalf of the Board. 
 
Duly completed – Board meeting 11 December 2018. 
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Action 6: Chair of the Audit Committee 
Audit Committee’s Annual Report to the Board of Governors 
The Committee approved the report for presentation to the Board. 
 
Duly completed – Board meeting 11 December 2018. 
 
 
Action 7: Principal 
Strategic Risk Register 
Regarding Risk 4, the Principal undertook to share her email to staff 
regarding the potential industrial action ballot with the Board.  
 
Duly completed – Board paper presented on 11 December 2018 with relevant 
information. 
 
 
Action 8: Board Secretary 
Review of Meeting, Supporting Papers and Training Needs 
The Audit Committee requested a visit to see the Engineering and 
Construction Centres at the next meeting. 
 
Duly Completed – Committee will visit the Engineering centre at the start of 
the next meeting.  
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Audit Committee 
 
Internal Audit Report: Core Financial Systems 
 
Internal Audit has reviewed the adequacy, reliability and effectiveness of the 
internal control systems surrounding the financial ledger, payroll and 
expenses. 
 
The auditors have gained assurance that core financial systems and controls 
have been well designed and are operating effectively. 
 
A management response has been provided to the one recommendation 
contained in the report. 
 
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 
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Executive Summary 

Conclusion 

We have gained assurance that core financial systems and controls have been well designed and are 

operating effectively.  However, the Finance Manual Procedure has not been updated since December 

2013 and does not fully reflect current practices.  Whilst our testing did not identify any reportable 

compliance issues, there remains a risk that established procedures are not implemented correctly as a 

result. 

 

Background and scope 

Robust core financial systems are fundamental to the financial health and success of any organisation. As a 

public sector body, West Lothian College (the College) is accountable for the proper use of public funds. In 

order to ensure the economic, efficient and effective use of these monies, it is essential that the College has 

robust processes and procedures in place.  

This audit identified and appraised the adequacy, reliability and effectiveness of the internal control systems 

surrounding the financial ledger, and payroll and expenses.   
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One improvement actions has been identified from this review, relating to compliance with existing procedures, 

rather than the design of controls themselves.  See Appendix A for definitions of colour coding. 

  

1 - Yellow 

2 - Green 

3 - Green 

4 - Green 

5 - Green 

Control assessment 
1. Financial ledger accounting data is accurate, authorised,
complete and up to date.

2. The financial ledger interfaces with other key
management information systems to provide timely and
accurate financial data.

3. Changes to payroll standing data (including addition of
starters, removal of leavers and processing of salary
changes) are authorised and processed on a timely basis.

4. Payroll payments are appropriately reviewed and
approved prior to release, and are reconciled for accuracy
on a timely basis.

5. Only authorised travel and subsistence expenses that are
supported by appropriate evidence are paid at the correct
and authorised rate.

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority 

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 

Good practice 

We have gained assurance that the College’s procedures reflect good practice in a number of areas: 

 Management accounts are prepared and reviewed on a monthly basis to provide assurance that 

financial data is accurate and complete.  Evidence of review and approval is retained, which we 

confirmed through our sample testing; 

 Standard forms are in place for starters, leavers and contract changes, which must be appropriately 

authorised prior to processing.  Variance reports highlight all changes made to payroll standing data 

and these are reviewed for accuracy.  Our sample testing confirmed that these controls are operating 

effectively;   

 Appropriate controls are in place to ensure that payroll payments are accurate and complete.  We 

tested a sample of three monthly pay runs and confirmed that all controls are operating as designed;  

 Finance confirm that all travel & subsistence claims are in line with the Policy, supported by sufficient 

evidence and appropriately authorised in line with the scheme of delegated authority before processing 

for payment.  We validated these controls across all 24 cases tested. 

Areas for improvement 

We have identified one of area for improvement which, if addressed, would strengthen the College’s control 

framework: 

 The Finance Procedure Manual was last reviewed in December 2013 and does not accurately reflect 

all current management systems. 

This is further discussed in the Management Action Plan below. 

Impact on risk register 

The College’s corporate risk register (dated March 2017) included the following risks relevant to this review:  

 Risk 5 – Ensuring financial sustainability (Gross Score: 25; Current Score: 8)) 

We have not identified any issues from this audit to suggest that the risk should be reviewed or has been 

inappropriately scored. 

Acknowledgements 

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

Control Objective 1: Financial ledger accounting 
data is accurate, authorised, complete and up to 
date. 

 

1.1 Finance Procedure Manual out of date 

The Finance Procedure Manual was last updated in December 2013, over five years ago and is currently out of 

date.  This still refers to Cintra as the Payroll system for example, which is no longer the case. 

Risk 

Processes and key controls may not be effectively or consistently implemented due to a lack of up to date 

financial procedures.  This may result in inaccurate, incomplete or fraudulent changes to accounting data that 

may cause financial loss or reputational damage. 

Recommendation 

The Finance Procedure Manual should be reviewed and updated in a timely manner to ensure it reflects current 

practices.  Subsequent review deadlines should be clearly identified and adhered to. 

 

 

  

Management Action 
Grade 2 

(Operation) 

Agreed 

 

Action owner: Finance Manager   Due date: end June 2019 

Yellow 
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Control Objective 2: The financial ledger interfaces 
with other key management information systems to 
provide timely and accurate financial data. 

 

No reportable weaknesses identified 

Data from the three key management systems (procurement, student records and payroll) is manually 

transferred into the financial ledger on a regular, timely basis.  Data sets are reviewed for accuracy and once 

uploaded, these are subject to second review through timely reconciliations or the monthly review of 

management accounts.  We performed testing on a sample of data transfers across all three systems and 

confirmed these were accurate, timely and subject to second review. 

 
 
 
 
 
 
 
 

Control Objective 3: Changes to payroll standing 
data (including addition of starters, removal of 
leavers and processing of salary changes) are 
authorised and processed on a timely basis. 

 

No reportable weaknesses identified 

Standard forms are in place for processing all starters, leavers and salary changes.  These must be authorised 

prior to processing and there are clear, communicated deadlines for ensuring all amendments are processed in 

a timely manner.   

We performed testing on a sample of 10 new starts, 15 leavers and 15 salary changes.  In all cases, we were 

able to confirm that the corresponding form was appropriately authorised and the amendment was processed in 

a timely manner. 

Variance reports are produced on a monthly basis to identify all changes made to the payroll system.  These 

are reviewed by the HR Business Partner to confirm accuracy.  We performed testing on a sample of three 

months and confirmed that the variance reports were reviewed in a timely manner. 

 
  

Green 

Green 
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Control Objective 4: Payroll payments are 
appropriately reviewed and approved prior to 
release, and are reconciled for accuracy on a timely 
basis. 

 

No reportable weaknesses identified 

Payroll payments are reconciled to the payroll data prior to processing.  This is reviewed by the Finance 

Manager and the Vice Principal, Finance & Curriculum Planning, before being authorised for payment.  The 

Finance Manager reviews and signs the subsequent payment summary to confirm accuracy and completeness. 

We performed testing on a sample of three monthly pay runs and confirmed that all controls are operating as 

designed.  We are satisfied that there is appropriate segregation of duties within the operating context of the 

College, with reconciliations completed in a timely manner. 

 

 

Control Objective 5: Only authorised travel and 
subsistence expenses that are supported by 
appropriate evidence are paid at the correct and 
authorised rate. 

 

No reportable weaknesses identified 

The Travel & Subsistence Policy was last reviewed in January 2018 and clearly sets out all allowable 

expenses, the associated rates, and the current claim process.   

Finance check that all claims are supported by relevant evidence and appropriately authorised in line with the 

scheme of delegated authority before processing for payment.  We confirmed that a complete list of authorised 

signatories is in place to support this control, which is updated as part of the annual budget setting process.  

Any issues are returned to the claimant or passed to the Vice Principal, where appropriate. 

We performed testing on a sample of 24 paid expenses claims.  We confirmed that in all cases, the claim was 

supported by appropriate evidence and authorised in line with the scheme of delegated authority. 

 

 

  

Green 

Green 
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Appendix A – Definitions  

Control assessments 

  

Management action grades 

 

 
 
 

 

Fundamental absence or failure of key controls. 

Control objective not achieved - controls are inadequate or ineffective. 

Control objective achieved - no major weaknesses but scope for improvement. 

Control objective achieved - controls are adequate, effective and efficient. 

•Very high risk exposure - major concerns requiring immediate senior 
attention that create fundamental risks within the organisation. 

4 

•High risk exposure - absence / failure of key controls that create 
significant risks within the organisation. 

3 

•Moderate risk exposure - controls are not working effectively and 
efficiently and may create moderate risks within the organisation. 

2 

•Limited risk exposure - controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 
house-keeping issues.   

1 

R 

 A 

Y 

G 





 

© Scott-Moncrieff Chartered Accountants 2019. All rights reserved. “Scott-Moncrieff” refers to Scott-Moncrieff 

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

independent firms. 

 

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

investment business activities by the Institute of Chartered Accountants of Scotland. 
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Audit Committee 
 
Internal Audit Report: Performance Management 
 
Internal Audit has reviewed the arrangements in place to ensure that there is 
a robust performance management framework in place. 
 
The review has concluded that the college has a robust process for identifying 
targets for student activity and financial performance but identifies 
improvements to ensure that the college is demonstrating achievement of its 
outcome agreement targets. 
 
Management responses have been provided to the recommendations 
contained in the report. 
 
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 
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As a condition of the receipt of funding from the Scottish Funding Council, West Lothian College must develop 
a Regional Outcome Agreement (ROA) which details the outcomes that the College 
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In order to demonstrate progress against 
management framework in place.  This should include the development and review of performance measures, 
such as quality indicators and Key Perfor
operational plans and agreed outcomes.  It should also provide focus on areas where additional work is needed 
to correct any under
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Management Action Plan
Control Objective 1: 
management framework in place which is aligned to the 
achievement of the College’s strategic objectives and ROA 
outcomes.  This involves an appropriate mix of qualitative, 
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The College does not
all areas of the organisation.  For example, the College does not currently appear to be regularly measuring 
targets for IT
contain 

Risk
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prevent oversight i
College. 

Recommendation

The College should consider whether its current strategic indicators are sufficient for 
Board to review performance across all key areas of the organisation.  
key operational areas and strategies are represented.  Where an area is not represented, the College should 
consider whether a target(s) should b
operational and not required 

In particular, the College should consider adding performance indicators 
HR.  
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key operational areas and strategies are represented.  Where an area is not represented, the College should 

e monitored at a strategic level or whether that area is considered 

In particular, the College should consider adding performance indicators 

 

Management Action Plan 
There is a formal performance 

management framework in place which is aligned to the 
achievement of the College’s strategic objectives and ROA 
outcomes.  This involves an appropriate mix of qualitative, 

financial, performance 

performance indicators on an annual basis for reporting to senior management 

measures contained within the College’s Regional Outcome Agreement, 

SFC income as a percentage of total income.

strategic performance indicators for reporting across 
all areas of the organisation.  For example, the College does not currently appear to be regularly measuring 

although we note the College’s People Strategy does 
targets and was only approved by the Board in June 2018). 

sufficiently cover all key areas of the College, which could 
n certain areas or correlations being drawn between performance in different parts of the 

The College should consider whether its current strategic indicators are sufficient for 
Board to review performance across all key areas of the organisation.  Management could assess whether all 
key operational areas and strategies are represented.  Where an area is not represented, the College should 

e monitored at a strategic level or whether that area is considered 

In particular, the College should consider adding performance indicators for reporting 

 

There is a formal performance 
management framework in place which is aligned to the 
achievement of the College’s strategic objectives and ROA 
outcomes.  This involves an appropriate mix of qualitative, 

financial, performance 

performance indicators on an annual basis for reporting to senior management 

measures contained within the College’s Regional Outcome Agreement, 

SFC income as a percentage of total income.

strategic performance indicators for reporting across 
all areas of the organisation.  For example, the College does not currently appear to be regularly measuring 

although we note the College’s People Strategy does 

cover all key areas of the College, which could 
n certain areas or correlations being drawn between performance in different parts of the 

The College should consider whether its current strategic indicators are sufficient for management and 
anagement could assess whether all 

key operational areas and strategies are represented.  Where an area is not represented, the College should 
e monitored at a strategic level or whether that area is considered 

for reporting covering IT, Estates and 

 

management framework in place which is aligned to the 
achievement of the College’s strategic objectives and ROA 
outcomes.  This involves an appropriate mix of qualitative, 

performance indicators on an annual basis for reporting to senior management 

measures contained within the College’s Regional Outcome Agreement, 

SFC income as a percentage of total income.

strategic performance indicators for reporting across 
all areas of the organisation.  For example, the College does not currently appear to be regularly measuring 

although we note the College’s People Strategy does 

cover all key areas of the College, which could 
n certain areas or correlations being drawn between performance in different parts of the 

management and 
anagement could assess whether all 

key operational areas and strategies are represented.  Where an area is not represented, the College should 
e monitored at a strategic level or whether that area is considered 

covering IT, Estates and 
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performance indicators on an annual basis for reporting to senior management 

measures contained within the College’s Regional Outcome Agreement, 

 

strategic performance indicators for reporting across 
all areas of the organisation.  For example, the College does not currently appear to be regularly measuring 

although we note the College’s People Strategy does 

cover all key areas of the College, which could 
n certain areas or correlations being drawn between performance in different parts of the 

management and the 
anagement could assess whether all 

key operational areas and strategies are represented.  Where an area is not represented, the College should 
e monitored at a strategic level or whether that area is considered 

covering IT, Estates and 
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performance indicators on an annual basis for reporting to senior management 

measures contained within the College’s Regional Outcome Agreement, 

strategic performance indicators for reporting across 

covering IT, Estates and 
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Management Action

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 
and Estates are set operational targets.
through quarterly Risk Register updates to the Senior Team.
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Management Action

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 
and Estates are set operational targets.
through quarterly Risk Register updates to the Senior Team.

Action owner:  

 

  

Management Action 

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 
and Estates are set operational targets.
through quarterly Risk Register updates to the Senior Team.

 N/A 

 

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 
and Estates are set operational targets.  Progress against these targets is reported and monitored 
through quarterly Risk Register updates to the Senior Team.

  Due date:

 

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 

Progress against these targets is reported and monitored 
through quarterly Risk Register updates to the Senior Team.

Due date: N/A 

 

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 

Progress against these targets is reported and monitored 
through quarterly Risk Register updates to the Senior Team. 
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The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR 

Progress against these targets is reported and monitored 

West Lothian College Performance Management

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
separately reported to the Finance & General Purposes Committee through the HR quarterly r

Progress against these targets is reported and monitored 

Performance Management 

Grade 2 
(Operation

The strategic indicators are considered sufficient for Management and the Board.  HR Targets are 
quarterly report.  IT 

Progress against these targets is reported and monitored 
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Control Objective 2: 
to align overall performance 
with operational arrangements across each area of the 
College

No weaknesses identified 

The College develops 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

The College monito
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic ri
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
Principal
over
directly inform strategic reporting.  

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
register, 

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa
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Control Objective 2: 
to align overall performance 
with operational arrangements across each area of the 
College 

No weaknesses identified 

The College develops 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

The College monito
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic ri
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
Principal meets with each area to discuss their updates.  The VP is then responsible for providing the 
overarching update against each risk within the strategic risk register.  Operational updates can therefore 
directly inform strategic reporting.  

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
register, which will impact on the content of the operational risk registers.

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa

 

 

West Lothian College Performance Management

Control Objective 2: 
to align overall performance 
with operational arrangements across each area of the 

  

No weaknesses identified 

The College develops and agrees 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

The College monitors performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic ri
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 
directly inform strategic reporting.  

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
which will impact on the content of the operational risk registers.

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa
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Control Objective 2: There are clear arrangements in place 
to align overall performance 
with operational arrangements across each area of the 

No weaknesses identified 

and agrees a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic ri
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 
directly inform strategic reporting.   

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
which will impact on the content of the operational risk registers.

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa

  

 

There are clear arrangements in place 
to align overall performance management arrangements 
with operational arrangements across each area of the 

No weaknesses identified  

a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic ri
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
which will impact on the content of the operational risk registers.

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa

 

There are clear arrangements in place 
management arrangements 

with operational arrangements across each area of the 

a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity. 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
won’t be delivered.  The contents of the strategic risk register are then duplicated within operational risk 
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
which will impact on the content of the operational risk registers.

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa

 

There are clear arrangements in place 
management arrangements 

with operational arrangements across each area of the 

a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 
deliver the outcomes and targets for measuring student activity.  

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 

sk register are then duplicated within operational risk 
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
which will impact on the content of the operational risk registers. 

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operationa

 

There are clear arrangements in place 
management arrangements 

with operational arrangements across each area of the 

a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 

sk register are then duplicated within operational risk 
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level.

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 
 

The College’s other performance indicators on finance are contained within documents, such as the Financial 
Strategy, and we identified no underlying, inconsistent targets at an operational level during our review.

 

There are clear arrangements in place 
management arrangements 

with operational arrangements across each area of the 

a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 

sk register are then duplicated within operational risk 
registers for different operational areas of the College.  This ensures the College is consistently monitoring 
performance against the same risks and actions at both a strategic and operational level. 

Each operational area provides updates against their copy of the risk register on a quarterly basis.  
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 

The College’s other performance indicators on finance are contained within documents, such as the Financial 
l level during our review.
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a Regional Outcome Agreement (ROA) on an annual basis.  The ROA 
contains outcomes that the College aims to deliver during the year ahead, which are supported by actions to 

rs performance against the ROA using the strategic risk register.  The register contains 
risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 

sk register are then duplicated within operational risk 
registers for different operational areas of the College.  This ensures the College is consistently monitoring 

Each operational area provides updates against their copy of the risk register on a quarterly basis.  Each Vice 
meets with each area to discuss their updates.  The VP is then responsible for providing the 

arching update against each risk within the strategic risk register.  Operational updates can therefore 

We have, however, raised a recommendation at 4.1 on the linkage between the ROA and the strategic risk 

The College’s other performance indicators on finance are contained within documents, such as the Financial 
l level during our review. 
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risks for each outcome and details the actions the College intends to take to mitigate the risk that each outcome 
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Control Objective 3: 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

No 

The 
students ach
information supporting these targets from the Unit
against each target
on a weekly basis.  

No checks are currently performed to ensure data errors have not arisen when
manipulated.
arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
new system, Micr
The system will automatically update the underlying data to calculate the targets going forward.  The system 
has been rolled out to the College Team

We viewed the syste
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 
issue.
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Control Objective 3: 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

No reportable 

The ROA contains specific targets measuring student performance, such as the percentage of enrolled 
students ach
information supporting these targets from the Unit
against each target
on a weekly basis.  

No checks are currently performed to ensure data errors have not arisen when
manipulated.
arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
new system, Micr
The system will automatically update the underlying data to calculate the targets going forward.  The system 
has been rolled out to the College Team

We viewed the syste
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 
issue. 
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Control Objective 3: 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

reportable weaknesses identified

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
students achieving their qualification.  The Management Information Systems (MIS) team download the 
information supporting these targets from the Unit
against each target.  The team then provide staff access to a spreadsheet on the network, which is saved over 
on a weekly basis.   

No checks are currently performed to ensure data errors have not arisen when
manipulated. The College ha
arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
new system, Microsoft BI
The system will automatically update the underlying data to calculate the targets going forward.  The system 
has been rolled out to the College Team

We viewed the system whilst we are on
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 

 

 

Control Objective 3: There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

weaknesses identified

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

information supporting these targets from the Unit
The team then provide staff access to a spreadsheet on the network, which is saved over 

No checks are currently performed to ensure data errors have not arisen when
ollege has, however,

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
osoft BI.  This will provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 
has been rolled out to the College Team

m whilst we are on
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 

  

 

There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

weaknesses identified

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

information supporting these targets from the Unit
The team then provide staff access to a spreadsheet on the network, which is saved over 

No checks are currently performed to ensure data errors have not arisen when
s, however, recognised 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 
has been rolled out to the College Team. 

m whilst we are on-site and we are satisfied that the proposed changes should 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 

 

There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

weaknesses identified 

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

information supporting these targets from the Unit-E system and
The team then provide staff access to a spreadsheet on the network, which is saved over 

No checks are currently performed to ensure data errors have not arisen when
recognised the weaknesses in the current approach, including errors 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 

site and we are satisfied that the proposed changes should 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have 

 

There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

and create a pivot table to 
The team then provide staff access to a spreadsheet on the network, which is saved over 

No checks are currently performed to ensure data errors have not arisen when
the weaknesses in the current approach, including errors 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 

site and we are satisfied that the proposed changes should 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 
also confirmed the roll out date within the project plan.  We have therefore not raised a recommendation on this 

 West Lothian College

There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

a pivot table to 
The team then provide staff access to a spreadsheet on the network, which is saved over 

No checks are currently performed to ensure data errors have not arisen when the data was being 
the weaknesses in the current approach, including errors 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 

site and we are satisfied that the proposed changes should 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 

therefore not raised a recommendation on this 

West Lothian College Performance Management

There are appropriate management 
information systems to ensure that the information required 
to monitor performance is available, accurate and complete  

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

a pivot table to identify performance 
The team then provide staff access to a spreadsheet on the network, which is saved over 

the data was being 
the weaknesses in the current approach, including errors 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.

The system will automatically update the underlying data to calculate the targets going forward.  The system 

site and we are satisfied that the proposed changes should 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 

therefore not raised a recommendation on this 

Performance Management 

 

ROA contains specific targets measuring student performance, such as the percentage of enrolled 
ieving their qualification.  The Management Information Systems (MIS) team download the 

identify performance 
The team then provide staff access to a spreadsheet on the network, which is saved over 

the data was being 
the weaknesses in the current approach, including errors 

arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 
provide staff with a dashboard showing their performance against target.  

The system will automatically update the underlying data to calculate the targets going forward.  The system 

site and we are satisfied that the proposed changes should help 
address the control weaknesses noted within the current system for reporting against the ROA targets.  We 

therefore not raised a recommendation on this 

Green 
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The team then provide staff access to a spreadsheet on the network, which is saved over 

the weaknesses in the current approach, including errors 
arising from manual manipulation of data and a lack of historic information.  Staff are currently implementing a 

therefore not raised a recommendation on this 
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Control Objective 4: 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under
performance

4.1

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
targets for the College. 
senio
outcome

These are considered in isolation. 
ROA
implemented, as reported throu

Risk

There is a risk that 
during the year,
targets.  

Recommendation

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting
College should ensure that:

8 West Lothian College

Control Objective 4: 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under
performance

4.1 Monitoring performance

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
targets for the College. 
senior management
outcome is presented 

These are considered in isolation. 
ROA, the identified targets 
implemented, as reported throu

Risk 

There is a risk that 
during the year,
targets.   

Recommendation

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting
College should ensure that:

 Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

 A RAG rating should be applied against each outcome, or action where appropriate, 
ROA’s measures of progress, 

West Lothian College Performance Management

Control Objective 4: 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under
performance  

Monitoring performance

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
targets for the College. P

r management.  In addition
presented to the Board 

These are considered in isolation. 
the identified targets 

implemented, as reported throu

There is a risk that the College is unable to easily 
during the year, due to the current reporting structure,

Recommendation 

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting
College should ensure that:

Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

A RAG rating should be applied against each outcome, or action where appropriate, 
ROA’s measures of progress, 

Performance Management 

Control Objective 4: Performance management reports are 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under

Monitoring performance

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
Performance against 

In addition, reporting
to the Board through the strategic risk register.

These are considered in isolation. Whilst we were able to 
the identified targets are not being used as 

implemented, as reported through the 

College is unable to easily 
due to the current reporting structure,

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting
College should ensure that: 

Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

A RAG rating should be applied against each outcome, or action where appropriate, 
ROA’s measures of progress, 

 

Performance management reports are 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under

Monitoring performance against the ROA

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
erformance against the ROA 

reporting of the action taken and progress made in delivering each ROA 
through the strategic risk register.

Whilst we were able to 
being used as 
the strategic risk register.

College is unable to easily 
due to the current reporting structure,

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting

Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

A RAG rating should be applied against each outcome, or action where appropriate, 
ROA’s measures of progress, to clearly demonstrate performance.

 

Performance management reports are 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under

against the ROA

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
ROA targets is monitored 

of the action taken and progress made in delivering each ROA 
through the strategic risk register.

Whilst we were able to confirm 
being used as a measure of 

risk register. 

College is unable to easily assess and demonstrate performance against the ROA 
due to the current reporting structure, which could lead to non

The College should review the current mechanisms for monitoring p
whether changes can be made to the risk register to ensure effective reporting

Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

A RAG rating should be applied against each outcome, or action where appropriate, 
to clearly demonstrate performance.

 

Performance management reports are 
produced regularly for the Board and management, which 
set out clear actions to address any areas of under

against the ROA 

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
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of the action taken and progress made in delivering each ROA 
through the strategic risk register. 
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whether changes can be made to the risk register to ensure effective reporting

Progress in delivering the actions identified within the ROA is considered alon
measures of success and the College’s performance against target

A RAG rating should be applied against each outcome, or action where appropriate, 
to clearly demonstrate performance.
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For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
targets is monitored on a weekly basis 

of the action taken and progress made in delivering each ROA 

information repo
progress or impact of the actions 

assess and demonstrate performance against the ROA 
which could lead to non-delivery of outcomes, actions or 

erformance against the ROA and assess 
whether changes can be made to the risk register to ensure effective reporting to the Board

Progress in delivering the actions identified within the ROA is considered alongside the relevant 
measures of success and the College’s performance against target 

A RAG rating should be applied against each outcome, or action where appropriate, 
to clearly demonstrate performance. 

 

Performance management reports are 
produced regularly for the Board and management, which 

For each agreed outcome, the ROA identifies a number of actions, measures of progress and corresponding 
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to the Board. Going forward the 
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Management Action

It is not accepted that the mechanism for reporting ROA targets to the Board is not effective
register requires amendment
Teaching Commit
the ROA with actions being taken.  
applied to the ROA outcomes

 
Action owner:
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Management Action

It is not accepted that the mechanism for reporting ROA targets to the Board is not effective
register requires amendment
Teaching Committee.  Any deviations from target are reported in the covering paper which accompanies 
the ROA with actions being taken.  
applied to the ROA outcomes

Action owner: Vice Principal, Curriculum & Planning
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Vice Principal, Curriculum & Planning
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It is not accepted that the mechanism for reporting ROA targets to the Board is not effective
.  Performance against the ROA is reported quarterly to the Learning & 

tee.  Any deviations from target are reported in the covering paper which accompanies 
Management will however consider whether a RAG rating could be 

This change would be implemented for 2019

Vice Principal, Curriculum & Planning   
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It is not accepted that the mechanism for reporting ROA targets to the Board is not effective
.  Performance against the ROA is reported quarterly to the Learning & 

tee.  Any deviations from target are reported in the covering paper which accompanies 
Management will however consider whether a RAG rating could be 

This change would be implemented for 2019-20 academic year.

 Due date:

West Lothian College Performance Management

It is not accepted that the mechanism for reporting ROA targets to the Board is not effective and the risk 
.  Performance against the ROA is reported quarterly to the Learning & 

tee.  Any deviations from target are reported in the covering paper which accompanies 
Management will however consider whether a RAG rating could be 

20 academic year.

Due date:  1 August 2019

Performance Management 
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(Design
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4.2

The College provides a quarterly KPI report to members outlining performance against financial indicators and 
student 
Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

Risk

The current reporting may create duplication of effort and
time for other meaningful tasks.

Recommendation

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
achieve a more effective use of Board and Committee 
the report to the Committees and the overall report only to the Board. 

 

 

10 West Lothian College

4.2 Duplication of reporting

The College provides a quarterly KPI report to members outlining performance against financial indicators and 
student withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 
Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

Risk 

The current reporting may create duplication of effort and
time for other meaningful tasks.

Recommendation

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
achieve a more effective use of Board and Committee 
the report to the Committees and the overall report only to the Board. 

 

 

Management Action

Going forward the financial KPIs will be reported to Finance & General Committee, non
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
will be reported to the full Board of Governors.

 

Action owner:

West Lothian College Performance Management

Duplication of reporting

The College provides a quarterly KPI report to members outlining performance against financial indicators and 
withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 

Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

The current reporting may create duplication of effort and
time for other meaningful tasks.

Recommendation 

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
achieve a more effective use of Board and Committee 
the report to the Committees and the overall report only to the Board. 

 

Management Action

Going forward the financial KPIs will be reported to Finance & General Committee, non
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
will be reported to the full Board of Governors.

Action owner: Senior Team

Performance Management 

Duplication of reporting

The College provides a quarterly KPI report to members outlining performance against financial indicators and 
withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 

Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

The current reporting may create duplication of effort and
time for other meaningful tasks. 

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
achieve a more effective use of Board and Committee 
the report to the Committees and the overall report only to the Board. 

  

Management Action 

Going forward the financial KPIs will be reported to Finance & General Committee, non
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
will be reported to the full Board of Governors.

Senior Team 

 

Duplication of reporting  
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withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 

Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

The current reporting may create duplication of effort and

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
achieve a more effective use of Board and Committee 
the report to the Committees and the overall report only to the Board. 

Going forward the financial KPIs will be reported to Finance & General Committee, non
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
will be reported to the full Board of Governors.
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The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
time, the College could 

the report to the Committees and the overall report only to the Board.  

Going forward the financial KPIs will be reported to Finance & General Committee, non
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withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 

Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

prevent the Board or its Committees for utilising this 

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
could provide only relevant sections of 

Going forward the financial KPIs will be reported to Finance & General Committee, non
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
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The College provides a quarterly KPI report to members outlining performance against financial indicators and 
withdrawal and attrition rates.  The same report is provided each quarter to the Board, the Audit 

Committee, the Finance and General Purposes Committee and the Learning and Teaching Committee.

prevent the Board or its Committees for utilising this 

The College should consider whether the KPI report needs to go to each Committee and the Board.  To 
provide only relevant sections of 

Going forward the financial KPIs will be reported to Finance & General Committee, non-financial KPIs 
will be reported to the Learning & Teaching committee and a full set of KPIs (financial and non
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Appendix A 
Control assessments

Management action grades

Fundamental absence or failure of key controls.

Control objective not achieved 

Control objective achieved 

Control objective achieved 

•Very high risk exposure 
attention that create fundamental risks within the organisation.

•High risk exposure 
significant risks within the organisation.

•Moderate risk exposure 
efficiently and may create moderate risks within the organisation

•Limited risk exposure 
strengthened to prevent the creation of minor risks or address general 
house

 

 

Appendix A – Definitions 
ssessments

action grades

Fundamental absence or failure of key controls.

Control objective not achieved 

Control objective achieved 

Control objective achieved 

Very high risk exposure 
attention that create fundamental risks within the organisation.

High risk exposure 
significant risks within the organisation.

Moderate risk exposure 
efficiently and may create moderate risks within the organisation

Limited risk exposure 
strengthened to prevent the creation of minor risks or address general 
house-keeping issues.  

 

Definitions 
ssessments 

action grades

Fundamental absence or failure of key controls.

Control objective not achieved 

Control objective achieved - no major weaknesses but scope for improvement.

Control objective achieved - controls are adequate, effective and efficient.

Very high risk exposure 
attention that create fundamental risks within the organisation.

High risk exposure - absence / failure of key controls that create 
significant risks within the organisation.

Moderate risk exposure 
efficiently and may create moderate risks within the organisation

Limited risk exposure - controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 

keeping issues.  

 

Definitions 

action grades 

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

no major weaknesses but scope for improvement.

controls are adequate, effective and efficient.

Very high risk exposure - major concerns 
attention that create fundamental risks within the organisation.

absence / failure of key controls that create 
significant risks within the organisation.

Moderate risk exposure - controls are not 
efficiently and may create moderate risks within the organisation

controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 

 

Definitions  

Fundamental absence or failure of key controls.

controls are inadequate or ineffective.

no major weaknesses but scope for improvement.

controls are adequate, effective and efficient.

major concerns requiring immediate senior 
attention that create fundamental risks within the organisation.

absence / failure of key controls that create 
significant risks within the organisation.

controls are not working effectively and 
efficiently and may create moderate risks within the organisation

controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 

 West Lothian College

controls are inadequate or ineffective.

no major weaknesses but scope for improvement.

controls are adequate, effective and efficient.

requiring immediate senior 
attention that create fundamental risks within the organisation.

absence / failure of key controls that create 

working effectively and 
efficiently and may create moderate risks within the organisation

controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 

West Lothian College Performance Management

controls are inadequate or ineffective.

no major weaknesses but scope for improvement.

controls are adequate, effective and efficient.

requiring immediate senior 
attention that create fundamental risks within the organisation.

absence / failure of key controls that create 

working effectively and 
efficiently and may create moderate risks within the organisation.

controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 

Performance Management 

 

 

no major weaknesses but scope for improvement.

requiring immediate senior 

controls are working effectively, but could be 
strengthened to prevent the creation of minor risks or address general 
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Audit Committee 
 
College Audit Rolling Action Plan 

The College Audit Action Plan shows progress in implementing previously 
agreed Internal Audit recommendations.  The attached table shows the 
position as at February 2019. 
 
Action 
 
The Committee is asked to note progress against plan. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 



College Audit Action Plan 

 

College Rolling Plan/060918 1 
 

 
2017-18 – 1 August 2017 – 31 July 2018 
 
Status March  2018 March 2019 
 Grade     

4-5 
Grade     

3 
Grade  

1-2 
Grade 

4-5 
Grade  

3 
Grade 

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

-  
3 

 
2 

- - 1 

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

- - - - - 5 

Outstanding recommendations on target  
 

- - 1 - - 1 

Outstanding recommendations past agreed 
deadline 
 

- - - - -  

Total 
 

- 3 3 - - 7 
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2017-18 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

1 Core Financial Systems – 
The College has a strategy in 
place for non SFC income 
which includes both short 
term and long term 
objectives for achieving set 
targets of income from 
various sources – Non SFC 
Income 

Feb 
2018 

The College may not maximise its 
opportunities for income growth, 
given the lack of a strategy with 
clear objectives and targets for 
developing new and existing 
income streams.  This could impair 
the funding available to deliver the 
College’s services, particularly 
given public sector funding 
pressures.  

Develop a strategy for income 
generation including:- 
Identification and appraisal of both new 
and existing income streams available 
to the College; 
Clear targets for each income stream, 
with sufficient back up to demonstrate 
the targets are achievable and have 
been risk assessed and 
Short-term and long term objectives for 
achieving the targets set, which are 
SMART and supported by a detailed 
action plan. 
 
Grade 2 

Agreed.  Need for strategy 
as part of 2017-18 objective 
setting.  As the document 
will be in public domain, 
given the commercial 
sensitivity of some of the 
targets and proposed 
actions, these will be 
included within the 
associated annual action 
plan which will not be 
published. 

Vice Principal, 
Curriculum & 
Enterprise 

31 July ‘18 
 
 
 
 
 
 
 
31 Aug ‘18 
 
 
 
 
 
 
 
 
 
 
28 Feb ‘19 

  
June ’18 update 
on target 
 
 
 
September ’18 update 
 
The Commercial and 
Corporate Engagement 
Strategy not yet finalised 
 
November ’18 update 
 
Strategy has been drafted 
and is in internal circulation 
for comment and 
finalisation. 
 
March ’19 update 
 
Completed. 
 

 
 
 
 
 
 
 
 
31 Aug 
‘18 
 
 
End Feb 
‘19 
 

2 Student Marketing, 
Applications and 
Admissions (1.1 Revised 
Marketing & 
Communication Strategy) – 
There is a robust and 
approved recruitment and 
communications strategy in 
place, to inform and attract 
potential learners in line with 
the College’s overarching 
strategy and regional 
outcome agreement. 

May 
2018 

The contents of the strategy may 
not reflect internal governance and 
process changes.  If the strategy 
does not reflect these changes, this 
could impact on its effective 
delivery in line with the College’s 
wider strategies and policies. 

The College should ensure that the 
revised strategy aligns to recent 
governance and process changes with 
the College.  This includes the updated 
Admissions and Enrolment Policy and 
the creation of the Admissions 
Committee. 
 
Grade 1 

Agreed. Vice Principal, 
Curriculum & 
Enterprise 

Nov ‘18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
28 Feb ‘19 

 
 
 
 
 
 
 
 
 
 
 
 

 
November ’18 update 
 
The recommendations from 
the brand articulation 
project will inform the 
strategy, as will the revised 
Admissions and Enrolment 
Policy. Given the role of the 
marketing strategy to help 
deliver the new ROA the 
recommendation is to delay 
its final revision to align it 
with the publication of the 
new ROA in Spring 2019. 
 
March ’19 update 
 
Completed. 
 

 
End Feb 
‘19 
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  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

3 Student Marketing, 
Applications and 
Admissions (3.1 Enrolling 
for part-time courses) – 
There is clear and 
comprehensive application 
documentation to facilitate 
understanding and minimise 
time spend on responding to 
standard enquiries for both 
internal and external 
stakeholders. 

May 
2018 

Potential applicants may be 
deterred by the lack of an electronic 
option for enrolment.  This may 
impact groups from SIMD 
postcodes who are known as being 
less easy to engage.  The current 
process also results in an inefficient 
use of staff resources through 
unnecessary data entry and 
introduces the risk of human error 
in the information entered onto the 
system. 

Full automation of the process for p-t 
students may not be possible however 
the college should investigate whether 
an online enrolment process could be 
rolled out to reduce the need for 
additional, manual steps, such as 
attending enrolment events in person 
and manual input by staff into 
Columbus. 
 
Grade 2 

On-line enrolment is being 
taken forward in 18-19 for 
full time and part time 
students and the College is 
planning to go live in 19-20. 

MIS Manager July ‘19   
November ’18 update 
 
On target, with the online 
pre enrolment task being 
built and tested early 
December ‘18 by CAPITA. 
 
March ’19 update 
 
On target. 

 

4 Student Marketing, 
Applications and 
Admissions (3.2 Internal 
Guidance on Handling 
Queries)  

May 
2018 

Students may not apply to the 
College as their enquiries may not 
be answered on a timely basis, 
which could negatively impact on 
the College’s reputation and ability 
to attract students and deliver 
activity targets. 

The College should develop guidance 
that clearly sets out the roles and 
responsibilities of the relevant College 
teams in handling and responding to 
enquiries from potential applicants.  
This should include expected response 
times, including where further 
investigation is needed to answer 
queries received. 
 
Grade 2 
 

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

Vice Principal 
Curriculum & 
Enterprise 

End Sept ‘18 
 
 
 
 
 
 
 
31 Jan ‘19 

  
November ’18 update 
 
This will be outlined in the 
new policy and reflected on 
the admissions section of 
the web site. 
 
March ’19 update 
 
Completed. 

 
31 Jan 
‘19 

5 Student Marketing, 
Applications and 
Admissions (4.1 Student 
Recruitment Process - There 
is a robust, efficient and 
effective process to assess 
and offer places to 
applicants, reflective of 
approved procedures)  

May 
2018 

The current student admission 
process may not be fit-for-purpose, 
as the process has not been 
formally reviewed since 2015.  Non-
compliance with the SOP may lead 
to delayed or inappropriate decision 
making and impair outcomes. 

We recommend that staff review the 
SOP and Interview Checklist for 
Student Recruitment to ensure it is fit-
for purpose in light of staff resources 
and aligned to the revised Admissions 
and Enrolment Policy.  The revised 
SOP should then be shared with staff 
and the policy updated to signpost staff 
to the SOP for further guidance. 
 
Grade 2 
 

Agreed. This will be 
reviewed by the 
Admissions Committee to 
inform the 2019-20 
Curriculum Plan. 

Vice Principal 
Curriculum & 
Enterprise 

End Nov ‘18 
 
 
 
 
 
 
 
 
 
 
31 Jan ‘19 

  
November ’18 update 
 
The SOP and Interview 
Checklist will be finalised 
once the main 
recommendations from the 
review of interviews have 
been considered and 
agreed.  
 
March ’19 update 
 
Completed. 

 
31 Jan 
‘19 

6 Student Marketing, 
Applications and 
Admissions (4.2 Interview 
Process)  

May 
2018 

The College may not be achieving 
value for money from requiring 
such a significant level interviews.  
This also diverts resources from 
strategic or operational objectives 
in other areas. 

The College may not be achieving 
value for money from requiring such a 
significant level of interviews.  This 
also diverts resources from strategic or 
operational objectives in other areas. 
 
Grade 2 
 

Agreed.  This will be 
revised by the Admissions 
Committee to inform the 
2019-20 Curriculum Plan. 

Vice Principal 
Curriculum & 
Enterprise 

End Nov ‘18 
 
 
 
 
 
 
 
 
 
 
 
31 Jan ‘19 

  
November ’18 update 
 
The recommendations from 
the review undertaken by 
the Admissions Committee 
will be reviewed by the 
Curriculum Strategy 
Committee on Nov 21st 
before approval by the 
Senior Team.  
 
March ’19 update 
 
Completed. 

 
31 Jan 
‘19 
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  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

7 Student Enrolment & 
Induction - There is a 
feedback process in place, to 
support student feedback 
and to inform continuous 
improvements across all key 
aspects of enrolment and 
induction. 

August 
2018 

There is a risk that centralised 
delivery of the induction programme 
does not address all areas of 
student concern, as specific 
improvement actions to address 
these points have not been agreed.  
The College may miss the 
opportunity to improve the student 
experience and enhance its 
reputation for attracting future 
students. 

Following the enrolment and induction 
process for session 2018-19, the 
College should compare feedback 
from students and staff against the 
prior year to assess the success of the 
centralised student induction process. 
This includes whether the revised 
process has addressed the specific 
concerns raised about the 2017/18 
process, such as the inclusion of 
information on the complaints process. 
Going forward, where areas for 
improvement are identified from 
student feedback, the College should 
identify formal actions to address key 
areas of concern to ensure 
improvements are achieved in these 
areas. Actions should be SMART 
(specific, measurable, achievable, 
relevant and timely) and assigned an 
owner and timescale for 
implementation, with progress 
monitored through to completion. 
Where an overarching action is 
identified to address multiple concerns 
raised by students, staff should satisfy 
themselves that the action will 
address those concerns collectively 
and also on an individual basis. 
 
Grade 2 

We will undertake a full 
evaluation of the 2018-19 
induction process. 

Vice Principal, 
Curriculum & 
Planning 

Dec ‘18 
 
 
 
 
 
 

  
November ’18 update 
 
On target. Data and 
feedback being collected in 
the course of November. 
 
March ’19 update 
 
Completed. 
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Audit Committee 
 
Review of IT Service 
 
Purpose 
 
The purpose of this paper is to provide the committee with an update on the 
progress made in taking forward the recommendations from the review of IT 
undertaken by Edinburgh Napier University. 
 
Edinburgh Napier University Review of IT 
 
Following a meeting with the Scottish Funding Council (SFC) to highlight the 
vulnerabilities within IT, the college submitted a request for funding of £120k 
to SFC to: 
 
• Improve the security of the network; 
• Upgrade the Wi-Fi service and provide a separate Wi-Fi service for 

students; and 
• Implement hardware/software options for robust disaster recovery and 

backup. 
 
The college has been informed that the bid for funding has been approved 
and will allow the college to address the more urgent recommendations 
contained within the Edinburgh Napier report.  It is expected that the work will 
be completed by 31 July 2019. 
 
A meeting also took place in February 2019 with representatives from 
Edinburgh Napier University where a plan was agreed as to how the 
University will support the college in taking forward the urgent 
recommendations.  The university and college are in the process of agreeing 
when Edinburgh Napier will undertake the work.   
 
JISC 
 
Given that JISC is funded by SFC to provide the college and university 
sectors with digital services and solutions, a meeting was held with the 
college’s account manager to ascertain if any assistance could be provided.  
However, JISC has not offered any support to the college. 
 
West Lothian Council 
 
The college has shared the Edinburgh Napier report with West Lothian 
Council’s Head of IT and a meeting is to be arranged to explore what support 
could be offered as part of the shared service agreement. 
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Infrastructure Spend to 31 March 2019 
 
Since the last meeting of the Committee the college has identified £302k to 
invest in updating specialist curriculum equipment and modernising the digital 
infrastructure on top of a planned PC replacement budget of £130k.  This 
investment will take place by 31 March 2019 and is being funded through: 
 
• a predicted surplus of £202k on the resource return for the fiscal year 2018-

19 which must be spent before 31 March or transferred to the arms–length 
foundation; 

 
• receipt of additional ESF funding of £77k from the Scottish Funding Council 

(SFC) as a result of over delivering on the ESF credit target in 2017-18; and 
 
• A VAT refund of £23k from HMRC. 
 
 
Action 
 
The Committee is asked to note the position with regard to implementing the 
recommendations from the Edinburgh Napier University review of IT and 
digital infrastructure investment. 
 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 
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The 2018-19 Strategic Risk Register is set in the context of our 2018-21 Regional Outcome Agreement. In summary, the strategic 
risks for 2018-19 are: 

1 There is a risk that the college fails to develop a demand-led curriculum portfolio, due to a lack of engagement with key 
stakeholders or lack of focus on government objectives, resulting in not meeting the needs of the people, communities 
and economy of West Lothian 
 

2 There is a risk that the college does not provide a high quality learning experience due to poor alignment of resources, 
and/or poor quality of teaching, resulting in reduced retention, attainment and progression for students 
 

3 There is a risk that the college does not deliver on its SDS apprenticeship contracts, SFC educational contracts and 
commercial contracts due to inability to bid successfully, insufficient resources and ineffective performance monitoring, 
resulting in a loss of income and learning opportunities 
 

4 There is a risk that, due to insufficient workforce and succession planning, the college fails to attract, retain and develop 
appropriate staff with the skills required to meet the current and future needs resulting in a poorer experience for 
students 
 

5 There is a risk that the college is unable to invest fully in its estate due to reduced SFC capital funding and investment 
funds, resulting in the failure to provide a high quality estate and a negative impact on the learning experience 
 

6 There is a risk that external funding pressures adversely impact on future college sustainability and the delivery of the curriculum 
 

7 There is a risk that the college fails to achieve its SFC activity target because of low students numbers or inadequate 
curriculum planning, which could result in claw back of funding and reputational damage 
 

8 There is a risk that the college fails to provide a safe and fit for purpose IT infrastructure which negatively impacts on the 
student experience and staff productivity 
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RISK ASSESSMENT AND EVALUATION  
 
Risk Classification Matrix 
 

Impact    Likelihood   
1 Insignificant Less than £50k  1 Very unlikely Less than 10% chance 
2 Minor £50-100k  2 Unlikely 10-40% chance 
3 Significant £100-300k  3 Fairly likely 40-65% chance 
4 Major £300-500k  4 Likely 65-90% chance 
5 Catastrophic More than £500k  5 Very likely More than 90% chance 

 
Evaluation of Risk 
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STRATEGIC RISK 1  
Outcome Agreement theme: Accessible and diverse learning | Well prepared and skilled students 
Lead Board Committee: Learning and Teaching     Lead College Committee: Curriculum 
Risk Owner: Vice Principal for Curriculum and Planning    Lead Manager: Not applicable 

Risk  L I Risk 
Rating 

Risk Mitigation  Update March 2019 

 

L I Risk 
Rating 

There is a risk that the college fails to 
develop a demand-led curriculum 
portfolio due to a lack of engagement 
with key stakeholders or lack of focus 
on government objectives, resulting in 
not meeting the needs of the people, 
communities and economy of West 
Lothian.  
 
 
 
 
 

3 4 12 
 
 
 

Annual curriculum review 
process takes account of labour 
market demand, Edinburgh and 
South East Scotland City 
Region Deal skills planning, and 
course performance  
 
Annual school/college delivery 
plan incorporates DYW senior 
phase vocational pathway 
ambitions, including Foundation 
Apprenticeships and focus on 
STEM 
 
Workforce development plan 
and commercial strategy based 
on employer need, demand for 
up-skilling and re-skilling 
 
Curriculum plan informed by 
regional labour market 
information, regional partners 
and SFC priorities 
 

Reduction in applications 
for 2018/19 may indicate 
that the portfolio did not fully 
reflect demand. The 
portfolio was adapted to 
meet areas of demand. 
 
 
2018/19 recruitment is 
broadly in line with ROA 
targets planned in relation 
to national priorities.  
Portfolio plan in place for 
2019-20 to provide more 
entry level provision, FA 
activity, and demand led 
provision for example in 
cyber security. 
A number of events are 
planned, including an 
employer's dinner on 
11 March, to engage 
employers in curriculum 
planning and self- 
evaluation. 
We are collaborating with 

3 4 12 
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WL Council on English 
language classes and 
employability provision in 
areas of deprivation.  
Recruitment process has 
been reviewed to ensure 
prompt response to 
applications. 
FA retention sitting at 86%. 
Ambitious plan to increase 
starts to 224 - extensive 
work by and within schools 
to help reach targets. 
Budget planning will reflect 
a realistic forecast of 
predicted enrolments.  
Draft Employer 
Engagement Strategy being 
considered for approval on 
28 Feb by the F&GP 
committee. 
Regular meetings 
scheduled with senior 
Education service 
managers to ensure shared 
curriculum design and 
provision, and to improve 
collaboration. 
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STRATEGIC RISK 2 
Outcome Agreement theme: Outstanding system of learning 
Lead Board Committee: Learning and Teaching     Lead College Committee: Quality and 
Compliance 
Risk Owner: Vice Principal for Curriculum and Planning    Lead Manager: Head of Quality and Learner 
Services 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that the college 
does not provide a high quality 
learning experience due to poor 
alignment of resources and/or 
poor quality of teaching, resulting 
in reduced retention, attainment 
and progression opportunities for 
students 
 

3 4 12 
 
 

Self-evaluation drives quality 
improvement 
 
Regional Outcome Agreement 
outlines how the college will support 
the recommendations in the 15-24 
Learner Journey Review 
 
Focus on raising attainment 
 
Develop progression and articulation 
routes into further study at college or 
university, apprenticeships and 
employment 
 
Ensure that students have 
opportunities to gain experience of 
the workplace 
 
CPD focuses on high quality 
teaching practice 
 

EREP in place and being 
implemented. 
Student feedback gathered 
through SPARKLE - this will 
inform action planning and self 
evaluation. 
Teaching observations are 
progressing well, these generate 
feedback to staff and inform staff 
development. 
The revised national teaching 
standards were launched within 
the College. Work is being 
undertaken to ensure that these 
underpin teaching practice.     
 
Managers are monitoring 
attendance and staff provide 
support for students at risk of 
withdrawal.   
Analysis of withdrawals is 
underway, it would appear that 
FE withdrawals are similar to 
2017/18 and that there is an 
increase in HE. 

3 4 12 
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Students are being supported 
with remediation to support 
successful completion. 
The Student Association is 
reporting on escalation in 
student poverty. Bursaries are 
supporting financial hardship in 
relation to all applications. 
Articulation routes to HE are 
being renegotiated and widened.  
Over £500k being invested in 
2018-19 in upgrading equipment 
and digital infrastructure to 
support learning. 
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STRATEGIC RISK 3  
Outcome Agreement theme: Well prepared and skilled students 
Lead Board Committee: Learning and Teaching     Lead College Committee: Curriculum 
Risk Owner: Vice Principal for Curriculum and Enterprise    Risk Manager: Head of Commercial and International 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that the college 
does not deliver on its SDS 
apprenticeship contracts, SFC 
educational contracts and 
commercial contracts due to 
inability to bid successfully, 
insufficient resources and 
ineffective performance 
monitoring, resulting in a loss of 
income and learning opportunities 
 
 
 
 
 

4 3 12 
 
 

Commercial strategy and annual 
income targets report to F&GP 
Committee 
 
Successful delivery of the Flexible 
Workforce Development Fund 
(FWDF) 
 
Specialist high-performing 
Children’s Hearings Scotland 
(CHS) delivery team  
 
Workforce Development growth 
plan developed. 
 
Contract management and delivery 
team in place for modern and 
foundation apprenticeships 
 
 

Draft Income Generation 
Strategy being considered for 
approval on 28 Feb by the 
F&GP committee. Following 
approval a detailed operating 
plan with 3 year targets will be 
finalised. 
Commercial is on target to meet 
overall financial surplus targets 
but not credit target.  
SDS FA income has been 
reduced through variation due to 
below target recruitment. This 
has been mitigated through 
savings achieved on overheads. 
As at 31 Jan, 27 applications to 
FWDF received with a 
contracted value of £327,560. A 
shortfall of £1,371 against our 
funding allocation of £328,931. 
Focus is now on training 
delivery which can be 
challenging due to fluctuating 
requirements however Centres 
are confident that with some 
flexibility/creativity service 
requirements can be achieved. 

3 3 9 
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CHS Learning Academy 
(CHSLA) are achieving very 
good pre-service outcomes. 
Three points of concern raised 
by CHS of contract non-
compliance and these have or 
are being addressed including 
the recruitment of additional 
staff to prevent re-occurrence. 
Potential risk that sanctions 
might be applied. 
Workforce Development is on 
target to exceed financial and 
credit targets. 
The early closure of ITA by SDS 
due to oversubscription is 
having an impact on 
recruitment. Whilst difficult to 
quantify the biggest impact is 
likely to be on care SVQs where 
starts are being delayed until 
post April when it is hoped that 
ITA applications will re-open. A 
consequence of this is that 
income might be received in the 
new financial year rather than 
the current.  
Ambitious 2019-20 MA bid 
submitted with a 47% growth in 
starts. Decline in Engineering 
achievement might impact this 
growth but an improvement plan 
is being implemented to improve 
attainments rates. 
. 
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STRATEGIC RISK 4  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes    Lead College Committee: Corporate Engagement 
Risk Owner: Vice Principal for Finance and Curriculum Resources   Risk Manager: Senior HR Business Partner 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that, due to 
insufficient workforce and 
succession planning, the college 
fails to attract, retain and develop 
appropriate staff with the skills 
required to meet current and 
future needs resulting in a poorer 
experience for students  
 
 

3 4 12 
 
 

The People Strategy was published 
in June 
 
Proactive induction of new staff  
 
Effective absence management  
 
Complete learning and 
development plans for all staff, and 
a Workforce Plan and skills matrix 
for future workforce planning 
 
Establish staff forum to address 
concerns raised in the  
staff satisfaction survey and 
suggestions from the town hall 
meetings 
 

Staff Experience Sub-Group has 
taken forward and achieved 
Healthy Working Lives Bronze 
Award 
 
Managers undertook “Managing 
Stress Promoting Wellbeing” 
training in December 2018 
 
New HR system provider has 
been identified.  College to work 
with Council to ensure college 
requirements are met including 
access to on-line Learning & 
Development module 
 
Both EIS & UNISON have 
agreed to work with the college 
to revise Sick Absence Policy.  
New policy to be in place by April 
2019 
 
A workshop on the new 
professional standards was held 
with lecturing staff.  These 
standards will be embedded in 

3 4 12 
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the classroom observation and 
PLP processes. 
 
A digital skills gap was identified 
at the workshop which will be 
taken forward as part of the next 
staff development week.  
 
Latest EIS pay offer rejected by 
EIS.  Two days of industrial 
action has taken place with more 
planned. 
 

 

STRATEGIC RISK 5  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes Lead College Committee: Infrastructure  
Risk Owner: Vice Principal for Finance and Curriculum Resources Risk Manager: Facilities Manager 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that the college is 
unable to invest fully in its estate 
due to reduced SFC capital 
funding and investment funds, 
resulting in the failure to provide a 
high quality estate and a negative 
impact on the learning experience 
 
 
 
 
 

4 3 12 
 
 
 
 

Develop an Infrastructure Strategy 
focused on the needs of our future 
curriculum portfolio 
 
Ten year estates lifecycle 
maintenance plan and annual 
investment in estate from income 
generation contribution and SFC 
funding 
 
Carbon Reduction Plan monitored 
through Infrastructure Committee 

Draft Infrastructure Strategy to 
be considered by the F&GP on 
28 February 2019.   
 
Project to reconfigure Street 
building planned for summer 
2019 to improve student 
facilities and now looking at 
infrastructure priorities for 2019-
22. 
 
 

4 3 12 
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Business continuity plans and 
annual tests 
 

Over £500k being invested in 
2018-19 in upgrading equipment 
and digital infrastructure 
 
Estates Maintenance Grant is 
likely to be further cut in 2019-
20 which could impact on the 
college’s ability to undertake a 
full programme of planned and 
reactive maintenance 
 
A new sustainability champion 
has been appointed and will be 
working on a three year plan to 
embed sustainability within the 
curriculum and take forward 
carbon reduction initiatives 
 
A successful test of the 
Business Continuity Plan test 
took place in February 2019.  
Actions identified from the test 
being taken forward by centres 
and departments 
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STRATEGIC RISK 6  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes    Lead College Committee: 
Risk Owner: Vice Principal for Finance and Curriculum Resources   Risk Manager: Finance Manager 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that external 
funding pressures adversely 
impact on future college 
sustainability and the delivery of 
the curriculum 
 
 
 

4 4 16 
 
 
 
 

Annual budget process, monthly 
management accounts and quarterly 
resource returns 
 
Internal audit programme  
 
Prompt income collection and 
accurate cash flow forecasts 
 
Proactive engagement with the 
Employers’ Association (EA) in 
agreeing and implementing actions 
through national bargaining 
 
Monitoring of college funds and 
participation in in-year distribution of 
sector funds 
 
ESF evidence collated and retained 
 

Draft Financial Strategy to be 
considered at February 2019 
F&GP 
 
Latest budget announcement 
suggests flat cash grant-in-aid 
settlement/no increase in credits 
and a reduced level of estates 
maintenance funding in 2019-20 
 
A lack of investment in IT and 
the estate risks the college not 
being able to attract students 
 
Budget underspends in 2018-19 
have allowed for investment in 
equipment and IT within 
curriculum areas 
 
In-year budget meetings held 
with all budget holders  
 
EIS pay award not yet agreed 
for 2017-18 and 2018-19 
 
STSS pension scheme 
employer contribution rate to 

5 4 20 
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increase by 5% from 1 April 
2019.  UK Government has 
indicated it may provide funding 
for 1 year but not guaranteed 
 
 

 
 
 
 
 
 
STRATEGIC RISK 7  
Outcome Agreement theme: Accessible and diverse learning | Well prepared and skilled students 
Lead Board Committee: Learning and Teaching Committee    Lead College Committee: Curriculum 
Risk Owner: Vice Principal for Curriculum and Planning    Risk Manager: Not applicable 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that the college 
fails to achieve its SFC activity 
target due to low students 
numbers or inadequate 
curriculum planning, which could 
result in claw back of funding and 
reputational damage 
 
 
 
 
 

3 4 12 
 
 
 
 

Proactive marketing campaigns and 
events 
 
Curriculum portfolio is relevant to the 
region’s economy, responds to 
demand and is attractive to students 
 
 
 
 
 
 
Effective learning and teaching, 
retention strategies and student 

The current projection is that the 
college will exceed SFC credit 
target by 300 credits provided 
summer schools recruit and 
Work Force Development 
(WFD) deliver on target.   
Historically summer schools 
recruit well and WFD is 
progressing well to target. 
To support growth, we bid for 
700 additional credits as part of 
the Funding Council’s 
redistribution process, we await 
a response.  

2 4 8 
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support to minimise early withdrawal 
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STRATEGIC RISK 8  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes Lead College Committee: Infrastructure  
Risk Owner: Vice Principal for Finance and Curriculum Resources Risk Manager: Facilities Manager 

Risk  L I Risk 
Rating 

Risk Mitigation Update March 2019 L I Risk 
Rating 

There is a risk that the college 
fails to provide and safe and fit for 
purpose IT infrastructure which 
negatively impacts on the student 
experience and staff productivity 
 
 
 
 
 

4 4 16 
 
 
 
 

Develop a new model for digital 
services to meet existing and future 
needs  
 
Develop a Cyber Essentials Action 
Plan 
 
 
Annual investment in digital 
resources for students and staff  
 
Shared services agreement covering 
servers and security 
 
Third party support contracts in 
place 
 

Investment in digital 
infrastructure being undertaken 
in 2018-19  
 
Edinburgh Napier now agreed 
how it will support the college in 
taking forward 
recommendations from the 
review undertaken 
 
SFC has awarded college £120k 
to upgrade Wi-Fi and improve 
the security of the infrastructure 
 
Offsite back-up solution being 
taken forward through Napier 
University 
 
Virtualisation of the student 
systems server completed 
 
Power BI project progressing 
allowing managers access to 
statistical information which is 
updated on a daily basis 
 

5 4 20 
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Audit Committee 
 
Strategic Risk Register November 2018 update 
 
Introduction   
 
The Strategic Risk Register for 2018-19 is set in the context of the Regional 
Outcome Agreement, which takes account of government policy drivers such as 
Developing the Young Workforce and the 15-24 Learner Journey Review and was 
reviewed by the Audit Committee in September 2018.   
 
Strategic Risks 2018-19 
 
The Committee agreed the following eight key risks for the College: 
 
1 Failure to develop a demand-led curriculum portfolio due to a lack of engagement 

with key stakeholders or lack of focus on government objectives; 
 

2 Not providing a high quality learning experience due to poor alignment of 
resources, and/or poor quality of teaching; 

 
3 Not delivering on SDS apprenticeship contracts, SFC educational contracts and 

commercial contracts due to inability to bid successfully, insufficient resources 
and ineffective performance monitoring; 

 
4 Failing to attract, retain and develop appropriate staff with the skills required to 

meet the current and future needs due to insufficient workforce and succession 
planning;  

 
5 Unable to invest fully in the estate due to reduced SFC capital funding and 

investment funds; 
 

6 External funding pressures adversely impacting on future college sustainability 
and the delivery of the curriculum; 

 
7 Failing to achieve the SFC activity target because of low students numbers or 

inadequate curriculum planning; and 
 

8 Failing to provide a safe and fit for purpose IT infrastructure. 
 

Risk Appetite and Tolerance 
 
The Board of Governors has set the appetite for risk as being open to taking 
measured risks in relation to our planning, widening access strategies and learning 
innovation with confidence in the decision-making delegated to the Senior Team. 
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The Board however remains more cautious in the approaches to legal risks which 
expose the College to claims and litigation and to those risks which could have a 
major financial impact. 
 
March 2019 Update 
 
Strategic Risk 1 Failure to develop a demand-led curriculum portfolio 

due to a lack of engagement with key stakeholders or 
lack of focus on government objectives 

 
    Risk maintained as high 
 
The portfolio plan for 2019-20 is in place.  This was informed by labour market 
information and demand trends.  Actions are being taken forward to improve 
employer engagement involvement in planning.  As it is too early to evaluate the 
impact the risk is maintained at high. 
 
Strategic Risk 2 Not providing a high quality learning experience due 

to poor alignment of resources, and/or poor quality of 
teaching 

 
    Risk maintained as high 
 
There are a range of measures in place to support and retain students and to 
promote high quality learning.  Impact assessment will take place later in the 
academic year.  This risk has been maintained as high. 
 
Strategic Risk 3 Not delivering on SDS apprenticeship contracts, SFC 

educational contracts and commercial contracts due to 
inability to bid successfully, insufficient resources and 
ineffective performance monitoring 

 
   Risk maintained as medium 
 
An Income Generation Strategy has been drafted and this will be underpinned with a 
detailed 3-year operating plan. 
 
Although predicting a shortfall in credits for 2018-19 the commercial area is 
forecasting to meet its financial target.  SDS income has reduced, however, there 
has been a corresponding reduction in costs and the FWDF is close to target.  The 
impact of the early closure of the ITA scheme is not yet fully known, however, should 
the scheme not re-open in April there is a confidence that the 2018-19 financial 
target will still be met. 
 
The risk is maintained as medium reflecting a confidence that this area will achieve 
its target. 
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Strategic Risk 4 Failing to attract, retain and develop appropriate staff with 
the skills required to meet the current and future needs due 
to insufficient workforce and succession planning 

    
Risk maintained as high 

 
The College continues to attract applications for posts advertised.  For the quarter 
ended 31 December 2018 the applicant to vacancy ratio for lecturing posts was 9:1 
(unchanged from the previous quarter) and for support posts was 11:1 (a decrease 
from the previous quarter which was 16:1). 
 
The college management team undertook “Managing Stress, Promoting Wellbeing” 
training at the end of 2018. The Staff Experience Group took forward the Healthy 
Working Lives project and the college was awarded a bronze award in February 
2019. 
 
A workshop was held with lecturing staff on the new professional standards which 
will be embedded in classroom observation and personal learning plan processes.  
Staff who attended the workshop identified a digital skills gap which will be taken 
forward as part of a staff development programme. 
 
In terms of industrial relations the EIS has rejected the revised three year pay offer 
put forward.  Two days of industrial action have taken place with further dates 
planned.  In light of the negative impact of industrial action this risk is maintained as 
high.   
 
Strategic Risk 5 Unable to invest fully in the estate due to reduced SFC 

capital funding and investment funds 
    
Risk maintained as high 
 
The college has been able to invest over £500k in upgrading equipment and the 
digital infrastructure.  Whilst the estates priority is a complete reconfiguration of the 
Street Building, it is not guaranteed that this project will secure funding from the 
Scottish Funding Council.  The college is therefore undertaking a project to 
reconfigure some of the space in this building to address the more urgent needs.  
This work will be funded from college resources. 
 
An infrastructure strategy has been drafted and this will be underpinned by a list of 
estates and IT priorities covering a three-year period. 
 
The latest information from the Scottish Funding Council is that estates maintenance 
grant funding for the sector will be £7 million lower in 2019-20 so it is likely that the 
college’s grant allocation is likely to be further cut (estates maintenance grant 
funding was reduced by 46% in 2018-19).   
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Given that there is no guarantee that the college will be funded to take forward 
estates and IT priorities and the potential impact on the college’s ability to undertake 
a full programme of planned and reactive maintenance if the estates maintenance 
grant is further cut, the risk rating is maintained as high. 
 
Strategic Risk 6 External funding pressures adversely impacting on future 

college sustainability and the delivery of the curriculum 
    

Risk maintained as very high 
 
2018-19 in-year budget meetings have been undertaken with managers and as a 
result of budget underspends the college has been able to increase its investment 
budget to £300k.    
 
The latest budget announcement indicates a flat cash grant-in-aid settlement for 
2019-20 and no growth in credits. The employer contribution rates for the STSS 
pension scheme are expected to increase by 5% per annum from 1 April 2019 and 
whilst the UK Government is expected to make an announcement about funding this 
increase for one year there is no guarantee that the college will receive any 
additional income to offset the cost.  Additionally there has still not been any pay 
award agreed with lecturing staff from 2017 onwards.   
 
Given the expected grant-in-aid settlement for 2019-20, financial uncertainties 
around the EIS pay settlement and the move away from being directly funded for pay 
harmonisation and job evaluation the risk is maintained as very high. 
 
Strategic Risk 7 Failing to achieve the SFC activity target because of low 

students numbers or inadequate curriculum planning 
    

Risk reduced to medium 
 
As there was a risk of not meeting SFC credit target, additional activity was added to 
the portfolio.  In addition an analysis of credits within the plan identified unclaimed 
activity which has also been added to the credit total. 
 
The college is now predicting to exceed its credit target so the likelihood and impact 
scores have been reduced and the risk has been reduced to medium. 
 
Strategic Risk 8 Failing to provide a safe and fit for purpose IT infrastructure 
    

Risk maintained as very high 
 
The college has been awarded funding of £120k to upgrade the Wi-Fi and improve 
the security of the infrastructure.  In addition the college is investing over £200k in 
updating its digital infrastructure which is the start of a rolling programme to 
modernise the estate.   
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A meeting took place with Edinburgh Napier in February 2019.  At that meeting a 
plan was agreed as to how the university will support the college in taking forward 
the high priority recommendations from the review.  A timescale for undertaking the 
work is being discussed. 
 
Whilst some progress has been made and funding made available the risk is being 
maintained as very high given that this is still a work in progress. 
 
Action 
 
The Committee is invited to discuss the Strategic Risk update and to consider the 
appropriateness of current mitigating actions being taken to reduce or manage risks. 
 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 
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Health and Safety Data Analysis Report October-December 2018 

 
Accidents, Incidents and Near Misses. 
 
Introduction 
 
The monitoring, recording and reporting of accidents, incidents and near misses are a 
legal requirement which the College actively promotes across the campus. As well as 
meeting our legal obligation it allows us to identify where and how risks arise. Each 
report is fully investigated by the College Health and Safety Officer. Appendix 1 shows 
details of all investigations for this timeframe as conducted by the College Health and 
Safety Officer. 
 
During this reporting period there have been thirty HSF1 forms completed relating to 
accidents/incidents and near misses. Certain work-related injuries, cases of disease 
and near misses must be reported to the Health and Safety Executive (HSE), there 
were no reportable cases recorded. In the same period in 2017 there were forty two 
HSF1 completed by first aiders.  
 
The graphs below details each category of accident/incident, together with the 
investigation detail it is felt there are no trends emerging. 

 
 

 
Breakdown by type of accident/incidents 2018 
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Trend analysis 2013-2018 
 

 
 

 
Health and Safety Management  

The College has the following arrangements in place to control health and safety risks 
in order to meet the legal requirements and show commitment to all stakeholders : 
  
Health & Safety Committee  
Last HS&E Committee meeting was held on 6 December 2018 
Minutes from meeting have been posted on   
iShare 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting scheduled for 14 March 2019 
Employer’s Liability Insurance  
Zurich Employers Liability Insurance   Expires on August 2021 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 
months 

0 

Risk assessments  
Number of risk assessments due for review 3 ( Grounds ) 1 ( Foundation App – 

Schools ) 
Number of risk assessments to be rewritten  2 ( Hair and Beauty ) 
Number of generic risk assessments due for 
review 

All were reviewed summer 2018 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date September 2019 
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Health and Safety Policy  
Policy Statement approved by Jackie Galbraith 
Next Review date May 2019 
Responsibilities currently unassigned 0 
Health and safety Procedures Review Date  
Accident / Incident reporting June 2021 
Lone Working May 2021 
Inspection and Auditing July 2021 
Emergency Evacuation  July 2021 
Work Placement August 2019 
Excursions  June 2021 
COSHH  April 2021 
First Aid  June 2021 
Lock out / Tag out June 2021 
Noise at Work June 2021 
Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) September 2018 
Last emergency evacuation drill (evening) September 2018 
Next emergency evacuation drill (daytime) February 2019 
Next emergency evacuation drill (evening) February 2019 

 

Scheduled events and Training 

Six Health and Safety Committee meetings were scheduled on an annual basis and all 
took place. Six emergency evacuation drills have taken place in the last twelve months. 
Three were scheduled to take place during office hours and three in the evening during 
the academic year. During this period day and evening evacuations have taken place, a 
few issues were highlighted as needing to be addressed in relation to external Lets. 
 
A planned Health and Safety Audit was carried out in the Hair and Beauty Department. 
No major concerns were raised; however we have been investigating options to reduce 
the risk of damaged cables on hair driers. Appendix 2 details the actions generated 
from the audit, an update will be presented to the Audit Committee in March 2019. 
 
The Head of Quality and Learner Services and the Learning and Development Officer 
continued with the scheduled meetings with College Managers. Very little health and 
safety training was identified. The training that was requested has been delivered via 
toolbox talk by the Health and Safety Officer or through eLearning.  
 
In addition to this, the rolling out IOSH Working Safely training is continuing with a 
completion date of February 2019. This is being funded through FWDF. The planned 
programme of IOSH Managing Safely for managers is almost complete with the last few 
staff having scheduled dates in March 2019.  
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A Health and Safety walk around was carried out in Terrace 2 and the Children’s 
Hearing Scotland office located in Dundee.  Full details of the actions highlighted can be 
seen in Appendix 3. 
 
 
Changes to Legislation/Guidance 
 
There have been no significant changes to health and safety-related legislation in the 
UK in the reporting period.  
 
 
Consultations 
  
There are currently no health and safety-related public consultations which relate to the 
work of the College. 
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Appendix 1 – Health and Safety Officers Investigation Findings 
 
 
No. Date Accident/Inciden

t/ 
near miss 

HSF1 Detail Investigation 

1 01-Oct Accident Staff member was sitting in canteen 
when a partition screen fell onto his 
head.  Other staff came to help him 
and a First aider was called to apply 
an ice pack.  Member of staff was in 
pain and went to A&E.  

It appears that students 
on the other side of 
partition were involved in 
pushing the partition. 
Staff at the time 
approached them to ask 
what happened.  The 
students were not known 
to the staff. Staff 
member was off work 
next day.  

2 04-Oct First aid Student has a pre-existing medical 
condition and was experiencing loss 
of sight in eye.  First aider attended 
and sat with student until the parent 
arrived to take to a specialist at 
hospital. 

No further action 
required 

3 04-Oct First aid Student has a pre-existing medical 
condition to do with her heart.  She 
had collapsed and an ambulance was 
called by the department as she was 
unconscious.  Two first aiders arrived 
with defibrillator but student was 
conscious.  First aiders made patient 
comfortable until the ambulance 
arrived and was taken to hospital. 

The department has met 
the student to create a 
care plan and this has 
been shared with first 
aiders. 

4 05-Oct Accident Staff member was cooking in the 
canteen she was leaning forward and 
the tie of her apron (tied to the front) 
caught fire from the gas stove.  She 
used her hand to put out the singed 
fibres and burnt her hand in the 
process.  First aider attended and 
continued to run hand under cold 
water, advised to rest in case of 
delayed shock. 

Member of staff leant 
over too far and too 
close to stove.  
Continued to work after 
incident. 

5 09-Oct Accident Banged heads with another student.   
First aider attended and told to rest 
and be observed in case of 
concussion. 

No further action 
required 

6 09-Oct Accident Banged head with another student.   
First aider attended and told to rest 
and be observed in case of 
concussion. 

No further action 
required 

7 10-Oct Incident Student was driving out of the college 
and was distracted and swerved into 
the barrier behind Terrace 4.  The 
sound alerted members of staff who 
called Facilities to assist. They 
checked student was not hurt and if 
required any first aid.  No first aid 
required.  Student could not reverse 
car out as was wedged under barrier.  
Motor Vehicle technician pulled the 

Student replaced tyre 
and drove out of 
campus. Student was 
informed that barrier was 
damaged and gave 
insurance details.  Cost 
to repair the barrier was 
absorbed by college.   



App1 H&S Quarterly Oct-Dec ‘18 2 
 

car out with ropes and car, moved to 
delivery road. 

8 10-Oct First aid First aider was called to a student 
who was feeling unwell.  Took student 
to first aid room and they were 
informed student had been taken to 
hospital the night before for a 
suspected overdose. 

Safeguarding team were 
called and student 
offered advice.  

9 12-Oct Accident A canteen member of staff was 
removing a tray from the steamer that 
was covered in cling film.  When 
pulling out the tray boiling water had 
gathered on top and burnt her arm. 
First aider was called and arm kept 
under running water and ice packs 
applied.  Taken home by manager.  

Member of staff went to 
hospital and they placed 
gauze over burn.  
Member of staff forgot to 
cut a hole in the cling 
film that removes the 
water sitting on the top. 

10 24-Oct Accident Hair dryer blew up in hands and 
sparks.  Student got a fright.  First 
aider called and treated for mild burn. 

Hairdryers had been 
PAT tested.  Removed 
and replaced.  
Department reminded to 
carry out  visual checks 
of filters and cables prior 
to use. 

11 26-Oct First aid Student has a pre-existing condition.  
Student became unresponsive in 
class and was taking a seizure.  First 
aider was called and placed in 
comfortable position.  Ambulance 
took student to hospital. 

Care plan in place. 

12 29-Oct Accident Student was working on mill in 
workshop when drill bit shattered and 
broke window. 

Student was wearing 
PPE and guards were in 
place hence the drill bit 
went backwards hitting 
the glass window behind.  
The drill bits will be 
replaced with another 
make/model. 

13 31-Oct Accident Student was playing football in gym 
hall and fell.  Had a tender thigh and 
First aider attended.   

No further action 
required 

14 05-Nov Accident Member of staff was using a knife to 
cut bread and the knife slipped as 
rolls were not fully defrosted. First 
aider applied pressure and butterfly 
tape, bleeding didn’t stop, Member of 
staff attended hospital and dressing 
applied   

Member of staff came to 
work the next day. 

15 14-Nov First aid Student was attacked out of the 
college entrance. Perpetrators 
jumped out of a van and attacked one 
student and another student tried to 
intervene and was also attacked.  
Students were taken to street building 
and received first aid for cuts and 
abrasions.  Safeguarding team were 
involved and police were called.  

Student on safeguarding 
teams awareness list 

16 15-Nov First aid Student had a fractured finger and No further action 
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had forgotten her tape, first aider was 
called to tape up finger. 

required 

17 20-Nov First aid Student cut knee at home with a razor 
(self-harm) and attended college 
bleeding.  First aider attended and 
took student to hospital, as the 
bleeding was heavy.  

Student referred to 
student support for 
Mental health. 

18 26-Nov Near miss Evening cleaner was wiping leather 
chair in refuge area and placed hand 
down the gap and found a knife. No 
wound was received. 

Team leader advised 
cleaners to use end of 
dusters rather than 
hands in future.  The 
knife belonged to 
Hospitality department 
and all lecturers told to 
count knifes in and out of 
class.  Students 
addressed on the 
importance of keeping 
knifes secure. 

19 28-Nov First aid Student had pre-existing condition, 
and was struggling breathing she also 
had a temperature. First aider 
attended and advised to take inhaler.  

 Student was unable to 
get collected from 
college as no one was 
available, so a taxi called 
to take her home. 

20 28-Nov First aid Student has a pre-existing condition 
and had taken a seizure in the toilets 
a class mate was assisted.  First aider 
attended and after 5th seizure called 
for an ambulance.    The student was 
taken to hospital. 

Student has a care plan 
but limited information as 
student not comfortable 
with sharing all 
information. 

21 29-Nov Violence Reports from local academy that one 
of their students who attends college 
had been involved in a fight waiting 
on the bus at the college.  The 
student was taken to hospital by 
parents then he went home. Was 
treated in hospital for observation for 
a head injury. 

CCTV was checked but 
nothing captured.  All 
departments reminded to 
keep student in class 
until 4.15pm to reduce 
amount of time student 
are standing waiting on 
buses. 

22 30-Nov Accident Student was cutting vegetables and 
knife cut left thumb.  First aider was 
called and dressing placed on wound.  
Student was collected by parent and 
taken to hospital for stitches 

Student has had training 
on knife use since 
August.  Wound was 
deep and had to attend 
hospital, as student had 
cut tendons he had to be 
operated on.  Cannot 
use hand for 3-6 weeks 
but is at college doing 
theory until it is healed. 

23 04-Dec Accident Health &Safety officer noticed a 
student had fallen in square, due to 
the surface being extremely icy.  The 
student was helped up with aid from 
another member of staff. A First Aider 
was called.  FM coned off area before 
gritting the area again.  

Student was able to 
attend class.   The 
ground had been gritted 
the night before and was 
checked in the morning 
by FM staff.  The ground 
was not icy at this point 
but it had rained which 
caused the surface to 
freeze. 

24 04-Dec Accident Student slipped on the ice when   
walking from car park to Terrace.  

The ground had been 
gritted the night before 
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Was in pain after a few hours and 
could not stand so attended hospital 
and advised to take painkillers and 
rest. 

and was checked in the 
morning by FM staff.  
The ground was not icy 
at this point but it had 
rained which caused the 
surface to freeze. 

25 07-Dec Accident An external client’s foot went down 
the floor electrical box as the cover 
gave way underfoot.  FM came and 
investigated, covered hole until event 
finished.  First aider attended but no 
first aid given.  Room taken out of 
action over the weekend and box 
removed and replaced the next day. 

Floor boxes checked on 
regular basis by FM, 
none reported faulty.  
Table had been placed 
over the box during the 
event with the weight of 
items causing it to 
weaken and standing on 
it caused it to collapse. 

26 11-Dec First aid A high school student stepped off bus 
and knee popped.  First aider 
attended and requested a wheelchair 
to take student into college, no first 
aid given, parents called to collect.  

High School was called 
to inform them of the 
incident. 

27 13-Dec First aid Student was on fellow students 
shoulders, when they both fell. The 
student in question was winded and 
had pain and tenderness in side.  A 
first aider was called and student 
taken to medical room.   

Schools officer was 
informed to let High 
school know of the 
incident. 

28 13-Dec First aid Student had taken too much 
medication by accident.  First aider 
was called student felt happy and 
numb.  Advised to call doctor or 
nhs24 but refused to do so.  

No further action 
required 

29 13-Dec First aid Student had fainted in class, so a first 
aider was called in turn an ambulance 
was too. There was a delay in 
contacting a first aider initially. 

H&S arranged with 
Reception to have new 
procedure in place to 
transfer phones to the 
library when on comfort 
breaks so first aid calls 
can be dealt with 
promptly. 

30 20-Dec Accident Student in Hair and Beauty was using 
the hairdryer and it went up in flames.  
First aider was called and  FM team 
went to investigate.  FM removed the 
hairdryer. No first aid required student 
got a fright but wasn’t hurt. 

Department previously 
told to ensure visual 
checks of electrical 
equipment before use, 
the cable had a few cuts 
in plastic wire casing.  
H&S had meeting with 
department head and 
FM to address problem. 

 



 

Appendix 2  College Audit 

A programme of audits has been created and started in January 2018.  The priority and frequency of 
audits are as follows: 

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

The following department has been audited during the quarter. The results and actions are noted 
below: 

Hair and Beauty 
Topic Actions Detail 
Safe Place of work    1 • Update risk assessments as overdue for review 

 
Safe systems of work 2 • Safe working procedures to be available to students 

• Records of training on machines to be recorded 
Work Equipment 5 •  Contractors on site to follow MCM procedure, RA 

and insurance to be obtained 
• Maintenance records to be recorded 
• Look into solutions for damaged hairdryer cables 
• Include salon beds on maintenance sheet, as 

classed as work equipment 
• Some items overdue pat test 

Accident reporting and 
investigation 

1 • Checks of first aid boxes  

Health and Welfare 
COSHH 

4 • COSHH risk assessments completed but staff not 
been given information, training or instruction 

• Ensure contractors are made aware of the risks 
when working in these areas 

•  Care plans are in place but clarification of the 
process to be discussed with staff 

• Record all training 
Information, instruction 
and training 

1 • All training on equipment or in house to be recorded 

PPE 1 • Records of PPE issue to be kept 
 



Appendix 3: Corrective Actions of Health and Safety Walk Around. 

 

 

  

 

Issues identified 14

completed 14

Not completed 0

Outstanding  
Responsibility   

 0

Issues identified 14

completed 4

Not completed 10

Outstanding 10
Responsibility CHS 9

H&S 1

Terrace 2 Additional information
The accident recorded on Appendix 1, relating to the 
window broken caused by a shattered drill bit is included 
as part of these completed actions.

 

Childrens Hearing Scotland - Dundee Additional information
A fire risk assesment was also carried out and these 
actions included in the figures.  The Fire risk assessment 
was passed the landlords as requested. Outstanding 
actions due for completion January 2019
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Introduction 
 
Managing health and safety is a key priority for the College and is an integral part of 
service delivery in all areas. Our health and safety performance impacts in all areas of 
college life; whether it’s our students, our staff, our contractors or any member of the 
public using our estate we collectively and actively promote a positive health and safety 
culture. On a quarterly basis the College gives an update on health and safety 
performance to the Audit Committee. This Annual Report gives an overview of the 
College’s Health and Safety performance throughout 2018. 
 
The following areas are and will continue to be a main focus for the College and form 
the body of the report: 
 
• Accidents, Incidents, Near Misses (AINM) and Investigations 
• Health and Safety Management  
• Policies and Procedures 
• Scheduled events 
• Equipment and Plant Maintenance 
• Display Screen Equipment – Mandatory training 
• Learning and Development (previously reported as Training) 
• Changes in Legislation/Guidance 
• Consultations and Internal Audits or Walk rounds. 
• Staff Experience Group * 

 
A pilot Staff Experience Group* was set up in September 2018. This followed feedback 
from staff via the Staff Experience Survey and Staff Engagement ‘Town Hall’ meetings 
earlier in 2018. An update on this project will be given as part of the Quarterly and 
Annual Health and Safety Report given the work the group are doing in relation to 
health and wellbeing. This group is led by the Senior HR Business Partner. 

 
 

Accidents, Incidents, Near Misses and Investigations (AINMs) 
 
The College has a duty to record and maintain records of work-related accidents and 
incidents.  Certain work-related injuries, cases of disease and near misses must be 
reported to the Health and Safety Executive (HSE). During 2018 no RIDDOR reports 
were submitted to HSE and no HSE Notices were served on the college. West Lothian 
Councils Environmental Health Officers inspected all kitchen areas within the college 
where pass certificates were subsequently issued. 
 
A total of 107 AINMs were recorded in 2018. In the 2017 annual report we indicated a 
total of 122; this number has now increased to 129 due to the late submission of 
paperwork to the Health and Safety officer. In the last two years we have promoted the 
need to record and inform us of any health and safety issues. This is reflected in the 
table below which shows the data collected since 2013. This demonstrates a positive 
safety culture and willingness to improve in all areas of the college.  
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Annual Data Collection 2013-2018 
 

Category type: 2013 2014 2015 2016 2017 2018 
Injured during sports 
activity 5 2 8 8 7 7 
Slips, Trips and falls 4 5 2 11 15 14 
Handling (cuts burns etc ) 3 5 15 22 31 19 
Struck by 
Equip/Object/Vehicle 1 0 1 3 10 13 
Pre existing condition or 
illness 0 0 0 0 21 37 
Illness 4 8 26 19 21 0 
Chemical/Substance 0 0 0 0 3 2 
Contact with Electricity 0 0 0 1 0 3 
Violence - threat 0 0 0 0 2 1 
Violence - injury 1 0 1 0 5 2 
Accidents outwith College 0 0 2 8 0 1 
Others 2 1 2 3 14 8 
  20 21 57 75 129 107 

 
 
Collection of data allows us to consider any areas of development or indeed to analyse 
trends. Of the 107 recorded AINM a total of 37 related to pre-existing conditions. As 
reported previously we always have a number of accidents which are as a result of 
inexperienced students who are new to using the tools of their trade. In 2017 we had 31 
cases in this category, this year we have 19. One reason for the decrease is as a result 
of purchasing hand guards in the hospitality area, this has led to a drop in the number 
of knife cuts in 2018. This action was implemented by the Health and Safety Officer 
who carries out an investigation into all reported cases. 
 
The table below shows the annual data by quarter. 
 
 

2018 Data by reporting period. 
 
Category type: Jan- Mar Apr - June July - Sept Oct - Dec TOTAL 
Sports 4 2 1 0 7 
Slips, Trips and Falls 5 2 2 5 14 
Handling (cuts,burns etc ) 8 1 4 6 19 
Struck by Equip/Object/Vehicle 2 3 3 5 13 
Pre existing condition or illness 3 6 20 8 37 
Chemical/Substance 1 0 0 1 2 
Contact with electricity 0 1 0 2 3 
Violence - threat 1 0 0 0 1 
Violence resulting in injury 0 0 0 2 2 
Accidents outwith College 1 0 0 0 1 
Other 5 2 0 1 8 
TOTAL 30 17 30 30 107 

        



Health and Safety Report January 2019    3 
 

 

Health and Safety Management  
 
        Health and safety risks created by the college facilities or activities must be effectively 
        managed. This is achieved through compliance with relevant legislation and through the  
        continued development and implementation of the College health and safety  

management system. The following arrangements are in place to control health and 
safety risks in order to meet the legal requirements and show commitment to all 
stakeholders: 
  
Health & Safety Committee  
Last HS&E Committee meeting was held on 6 December 2018 
Minutes from meeting have been posted on   
iShare 

Yes 

Action points against H&S Officer currently 
outstanding 

None 

Next meeting scheduled for 14 March 2019 
Employer’s Liability Insurance  
Zurich Employers Liability Insurance   Expires on August 2021 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 
months 

0 

Risk assessments  
Number of risk assessments due for review 3 (Grounds ) 1 (Foundation App – 

Schools ) 
Number of risk assessments to be rewritten  2 (Hair and Beauty) 
Number of generic risk assessments due for 
review 

All were reviewed summer 2018 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date September 2019 
Health and Safety Policy  
Policy Statement approved by Jackie Galbraith 
Next Review date May 2019 
Responsibilities currently unassigned 0 
Health and safety Procedures Review Date  
Accident / Incident reporting June 2021 
Lone Working May 2021 
Inspection and Auditing July 2021 
Emergency Evacuation  July 2021 
Work Placement August 2019 
Excursions  June 2021 
COSHH  April 2021 
First Aid  June 2021 
Lock out / Tag out June 2021 
Noise at Work June 2021 
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Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) September 2018 
Last emergency evacuation drill (evening) September 2018 
Next emergency evacuation drill (daytime) February 2019 
Next emergency evacuation drill (evening) February 2019 

 

 
Policies and Procedures 
 
The health and safety policy was last updated in 2018 along with all procedures. These 
are not due to be reviewed again until summer 2021. If there are changes in legislation, 
or with working arrangements then consideration will be given to any possible updates. 
In 2018 a short life working group met to discuss the process for trip authorisations. It is 
hoped that during 2019 this process will become electronic in order for it to become a 
more efficient process. 
 
 

        Scheduled events 
 
        As part of the planned activities to meet health and safety legislation the Health and  
        Safety Committee was convened six times during 2018. Representatives from all staff  
        groups as well as union representatives review the Quarterly report, discuss any  
        changes in legislation as well as consider all AINM. Any other relevant issues are also  
        discussed and agreed at this committee. 
 
       Six planned emergency evacuations were held during the day and in the evening to  
       cover all aspects of college business. This process is seen as a learning curve, as well  
       as opportunity for everyone to understand the evacuation process. 
 
       The other scheduled events are the audits and walk about which are carried out by the  
        Health and Safety Officer.  Further detail of these can be found on page 8 of this report. 
 
         
        Equipment and Plant Maintenance 

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

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

Statutory Compliance Testing Date of last 
check 

Date of next check 

Air conditioning maintenance October 2018 April 2019 

Automatic door servicing November  2018 May 2019 

Boiler (gas, coal, oil) servicing and 
flue extraction 

October 2018 April 2019 

Dust extraction October 2018 October 2019 

Emergency lighting maintenance November  2018 January 2019 

Extract fan/canopy cleaning, testing 
& sterilising 

October  2018 March 2019 

Fire alarm maintenance November 2018 March 20129 

Firefighting equipment testing (incl. 
sprinkler system) 

November 2018 November 2019 

Fixed electric installation testing July 2018 July 2019 

Fume cupboard testing January 2019 January 2020 

Gas installation testing, Kitchens October 2018 April 2019 

Hoist testing, 2 post & 4 post car lifts August  2018 February 2019 

Intruder alarms November 2018 March 2019 

Lift Maintenance September 2018 January 2019 

Portable Electrical Equipment October 2018 February  2019 

Uninterrupted electric power supply 
maintenance 

July 2018 July 2019 

Water hygiene inspection and 
monitoring (Legionella) 

December  2018 January 2019 
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Display Screen Equipment (DSE) – Mandatory training. 
 
As an employer, the college must protect staff from the health risks of working with 
display screen equipment (DSE), such as PCs, laptops, tablets and smartphones. The 
Health and Safety (Display Screen Equipment) Regulations 1992 apply to workers who 
use DSE daily. In 2017 the process to ensure staff completed this mandatory was 
reviewed, as a result of this a new system has now been successful operating since 
September of that year. All staff get reminders within a set timescale as a gentle prompt 
to complete. If this is then not adhered to the staff member as well as the Centre Head 
or Manager for the area would also get a notification. As a last resort, both would get a 
third reminder along with the Facilities Manager who would initiate a meeting to ensure 
compliance where withdrawing the right to access the PC would be discussed. 
 
 
Learning and Development Activities  
 
During 2018 we have delivered a vast range of Health and Safety training which had 
been identified through a variety of ways including the personal learning plan process, 
team training needs analysis and in relation to our legal requirements, as is the case for 
our College First Aiders. 
 
The majority of Managers successfully achieved their IOSH Managing Safely 
Qualification (3-day training) during this period with the last two booked in during the 
first quarter of 2019. 
 
Significant investment has been made in securing a suite of e learning packages 
around various topics including, but not exclusively, health and safety. We have had 
positive engagement with these packages which staff can complete as and when 
appropriate. These are located on our Moodle Virtual Learning Environment which 
allows us to monitor engagement. 
 
The College, through its shared services partnership with West Lothian College, will be 
moving to a new HR system in 2020 which will enable improved tracking of learning and 
development around all activities in addition to Health and Safety Training. In the 
interim a manual tracking system has been introduced to assist in ensuring those that 
have identified training needs have successfully complete the training.  
Both the Health and Safety and Learning and Development Officer will be working 
closely during 2019 to ensure this tracking system is maintained for reporting accuracy. 
 
 
Changes to Legislation/Guidance  
 
Ionising Radiation 
 
Ionising Radiation Regulations 2017 (IRR17) came into force on 1 January 2018, 
replacing Regulations IRR99. Under the Ionising Radiation Regulations 2017, 
employers must apply to the Health and Safety Executive (HSE) for certain work where 
ionising radiation is a factor. Depending on the level of risk of the ionising radiation work 
you do you may need to apply and register to the HSE to get consent before carrying 
out this activity. The college uses a Protactinium generator in the Science department 
and after discussions with Education support and radiation advisor for the Scottish 
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Schools Education Research centre (SSERC), the college has now registered under 
this scheme. 
 

        On the 21 April 2018, Regulation (EU) 2016/425 on Personal Protective Equipment  
        (PPE) came into force and replace the old PPE Directive 89/686/EEC. The new     
        regulations now apply to the whole supply chain rather than just manufacturers.  
        Everyone involved in the manufacture, supply and distribution of PPE must ensure their  
        PPE meets with the standard requirements.   The college procures PPE using a new   
        APUC framework; as part of this framework suppliers submit certification to confirm  
        compliance with the new legislation. This is monitored on an ongoing basis for the  
        duration of the framework agreement to give colleges and universities assurance that  
        legislation is being actively adhered too. 
 
        

 Consultations and Internal Audits or Walk rounds. 
                                                                                                                                                          

During 2018 there were no health and safety-related public consultations which relate to 
the work of the College. There where however planned audits or walk rounds performed 
by the Health and Safety Officer, the Facilities Manager and Union representatives. 
 
Planned Health and Safety Audits help to identify areas for improvement and potential 
weaknesses within the organisation. After considering the risk elements of each area 
within the college, a programme of audits or walk rounds were introduced in January 
2018. Every quarterly report details the findings of each audit or walk round, appendix 1 
details outstanding actions. An update will be given at the next Audit Committee. The 
following areas were subjected to either an audit of a walk round in 2018: 
 
• January – March:    Computing and Engineering (Audit). 
• January – March:   Motor Vehicle (Audit). 
• April – June:    Business and Creative (Walk round). 
• April – June:    Hair and Beauty (Walk round). 
• April – June:    Hospitality (Walk round). 
• April – June:    Childhood Practice, Sport & Fitness (Walk round). 
• April – June:    Health and Social Care (Walk round). 
• July – September:   Hospitality (Audit). 
• October – December:   Hair and Beauty (Audit). 
 
 
Staff Experience Group 
 
The group consists of a cross-section of College staff with managers, HR 
representatives, Support and Lecturing Staff. The group has four Sub-Groups,  
for the four key areas below: 
 
• Health & Wellbeing 
• Our College Community 
• Ideas Lab (staff suggestion scheme) 
• Smarter Working 

 

https://product.legislationupdateservice.co.uk/legislation.php?type=hands&docid=1184
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To date Health & Wellbeing health-promoting activities and awareness-raising actions 
have taken place – for example Detecting Cancer Early sessions, College walking 
group and regular health-promoting campaigns directed towards staff. A Staff 
Suggestion scheme is also now in place with ideas being considered and taken forward 
as appropriate. Training has been suggested and is planned for more effective use of 
Microsoft Office packages.  

 
Finally, the Health & Wellbeing Sub-Group is making good progress towards achieving 
the NHS’s Bronze ‘Healthy Working Lives’ award – a programme which focuses on 
supporting a healthier, more motivated and productive workforce. 
The work of the Staff Experience Group will continue throughout the academic year and 
will be reviewed in summer 2019. 

 
 
Summary 
 
The awareness of recording accidents, incidents and near misses continues to gain  
momentum year on year. The implementation of investigations has in some cases lead 
to corrective action which has improved the service provision of the Centre involved.  
As with previous years the data collected does not highlight any specific trends. 
 
Planned improvements generated from the embedded management systems and  
scheduled events demonstrate our commitment and our willingness to meet legislative 
requirements. 

 
Staff and students are embracing the health and safety competencies of their roles  
within the college more now than before. While this reports captures much of the good  
work which is being carried out to promote health and safety; there are many more  
activities happening daily which have given consideration to all aspects of health and  
safety. This confidence comes with the learning and development opportunities made 
available by the college and the Staff Experience groups who are seeing what is being 
achieved as a result of their input. 
 
 
 
 
 
 
 

 

 



 
 

App 1 H&S Annual report 2018 1 
 

Appendix 1   College Audit 

 

The following departments have been audited in 2018: 
 
• Computing and Engineering 
• Motor Vehicle  
• Hospitality  
• Hair and Beauty  

 
 

Topic 
 

Actions identified Outstanding  

Safe Place of work    
 

  19 actions  1 

Safe systems of work 
 

  10 actions  0 

Work Equipment 
 

  10 actions 0 

Accident reporting and 
investigation 
 

  3 actions  0 

Health and Welfare 
COSHH 
 

  15 actions  3 

Information, instruction 
and training 
 

  6 actions   0 

PPE 
 

 6 actions  1 

 

  



Action: To Discuss  Agenda Item 19.10 
 

Paper 9 
West Lothian College 

7 March 2019 
 

AC/070319/iShare 1 
 

Audit Committee 
 
Key Performance Indicators 2018-19 
 
The attached tables show the college’s key financial and non-financial 
performance indicators for 2016-17 and 2017-18 and forecast for 2018-19 
where available.   
 
Non-Financial KPIs 
 
Early withdrawal for 2018-19 are provided in the attached table.  The reasons 
given for withdrawing from a course are largely personal, family and financial 
difficulties and the demands of the course. 
 
Students are, however, being supported to avoid further withdrawals.  Financial 
support is provided and remediation is being supported to limit partial success. 
 
Financial KPIs 
 
Explanations for variances from target are provided in the attached table.  In 
addition, and for benchmarking purposes, financial KPIs have been obtained 
from Borders College, Dumfries & Galloway College and Forth Valley College.  
KPIs for 2017-18 for these colleges will be provided at the June 2019 meeting of 
the committee.   
 
KPIs presented to the Audit Committee 
 
The Committee will be aware that Internal Audit has undertaken a review of 
Performance Management and one of the recommendations from the review is 
that the college should consider whether the full KPI report needs to go to each 
committee as well as the Board of Governors.  
 
As per the internal audit report, the proposal is that going forward the financial 
KPIs will be reported to Finance & General Committee, non-financial KPIs will 
be reported to the Learning & Teaching committee and a full set of KPIs 
(financial and non-financial) will be reported to the full Board of Governors. 
 
Action 
 
The committee is asked to discuss the Financial and Non-Financial KPIs and 
agree the revised KPI reporting arrangements. 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
7 March 2019 



West Lothian College -Key Financial Performance Indicators 2018-19

Target Actual Forecast Actual Actual Comments Actions

2018-19

For the six 

month period 

ended 31 

January 2019

For the year 

ended 31 July 

2019

For the year 

ended 31 July 

2018

For the year 

ended 31 July 

2017*

College Surplus (£'000) 65 1,247 62 70 453

Slightly below target as a result of a reduction in SDS income 

partly offset by reduced costs and a predicted underspend on 

the salary budget. 

Continue to monitor 

monthly

Operating Surplus (£'000) (952) 1,247 (874) 1,765 647
Above target as a result of actuarial revaluation of the 

pension scheme

Continue to monitor 

monthly

Non SFC Income as % of total income 30% 29% 27% 29% 30% Slightly below as a result of reduced SDS income

Monitor through 

Corporate Engagement 

Committee

Trading Surplus on commercial activities as % of income from 

commercial activities
25% 38% 34% 32% 35.0%

Above target as a result of FWDF.  Salary costs have been 

reduced as costs are being absorbed within the academic 

centres.  

Future income generation 

targets being reviewed in 

line with new strategy

Staff costs as % of total income (excludes exceptional costs) 68% 62% 65% 67% 65%
Below target as a result of underspends in curriculum areas 

and salary costs savings from FWDF

Continue to monitor 

monthly

Ratio of Current Assets to Current Liabilities 0.7 :1 1.2:1 0.6:1 0.7:1 0.8:1

Days Cash to Total Expenditure 14 95 17 15 35

Borders Forth Valley West Lothian

Dumfries & 

Galloway Borders Forth Valley West Lothian

Dumfries & 

Galloway

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

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

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

Days Cash to Total Expenditure 76 29 35 49 Days Cash to Total Expenditure 76 11 14 59

*Total income excludes £1.9m release of Deferred Grant on revaluation and total expenditure excludes exceptional impairment loss of £1.9m

2015-162016-17



Current Early Withdrawal Percentages Compared with 2017-18:

2018-19 2017-18
FEFT 8.00% 8.80%
HEFT 6.40% 5.50%
FEPT 2.80% 2.30%
HEPT 3.00% 2.00%
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Audit Committee  
 
Self-Evaluation of Committee  
 
Background  
 
The annual self-evaluation of committees is due within this Committee cycle. 
Questions for the Committee to consider are included in the paper attached. These 
are the same questions as considered in 2018.  
 
Action points will be taken forward as part of the Committee’s forward agenda, and 
will also be fed into the overall Committee development plan.  
 
Members of the Committee may find it helpful to refer to the relevant guidance from 
the Code of Good Governance when preparing for the section. The sections on risk 
management and audit are included in the papers. 
 
A note of the action points agreed last year, and action taken, is attached for 
information. A copy of the Committee’s Terms of Reference is also included in the 
papers for ease of reference.  
 
 
 
Karine McNair 
Secretary to the Board of Governors  
7 March 2019 
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Audit Committee 8 March 2018 
 
 

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

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

2 The Committee provides a constructive challenge to the principal and 
executive team and holds them to account.  

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

3 The Committee has the appropriate balance of skills, experience, 
independence and knowledge of the college to enable them to discharge 
their respective duties and responsibilities effectively.  

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

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

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

 
 

5 There is effective reporting and two way communication between the 
Committee and the Board.  

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

6 The Committee has a clearly stated remit, which it keeps under regular 
review 

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

7 To what extent has the Committee fulfilled its remit over the last twelve 
months? What, if anything, should we do differently to ensure we fulfil this 
remit in the year ahead? 

 
Comments / evidence in support of this: 
 
 
Areas for action and improvement: 
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West Lothian College 

Board of Governors 

Audit Committee 
 
Terms of Reference 
 

1. The Board has established an Audit Committee as a Committee of the Board 
to support them in their responsibilities for issues of risk, control and 
governance and associated assurance through a process of constructive 
challenge. 
 

MEMBERSHIP 
 

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

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

 
REPORTING 
 

4. The Audit Committee will formally report to the Board after each meeting. A 
copy of the minutes of the meeting will be the basis of the report. 
 

5. The Audit Committee will provide the Board with an Annual Report, timed to 
support finalisation of the accounts and the governance statement, 
summarising its conclusions from the work it has done during the year. 

 
RESPONSIBILITIES 
 

6. The Audit Committee will advise the Board on: 
 

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

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

 
d. the adequacy of management response to issues identified by audit 

activity, including external audit's management letter/report; 
 

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

 
f. assurances relating to the corporate governance requirements for the 

organisation; 
 

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

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

special investigations. 
 

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

8. The Committee will ensure that the college has systems and procedures to 
achieve value for money and is economical, efficient and effective in its use of 
public funding – this may require identifying specific value for money studies. 
 

9. The Committee will provide assurances to the Board that the College has in 
place appropriate policies and procedures to promote and safeguard the 
health and safety of staff, students and all stakeholders and satisfies current 
legislation. 
 

10. The Audit Committee will also periodically review its own effectiveness and 
report the results of that review to the Board. 

 
RIGHTS 
 

11. The Audit Committee may: 
 

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

b. procure specialist ad-hoc advice at the expense of the organisation, 
subject to budgets agreed by the Board. 

ACCESS 
 

12. Internal Auditors and External Auditors will have free and confidential access 
to the Chair of the Audit Committee. 
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MEETINGS 

 

13. The procedures for meetings are: 
 

a. the Audit Committee will meet at least four times a year. The Chair of 
the Audit Committee may convene additional meetings, as he/she 
deems necessary; 
 

b. A quorum shall be one half of the members entitled to vote upon the 
question before the meeting; 
 

c. Audit Committee meetings will normally be attended by the Principal, a 
representative of Internal Audit, Vice Principal, Finance & Curriculum 
Services and a representative of External Audit; 

 
d. the Audit Committee may ask any other officials of the organisation to 

attend to assist it with its discussions on any particular matter; 
 

e. the Audit Committee may ask any or all of those who normally attend 
but who are not members to withdraw to facilitate open and frank 
discussion of particular matters; 

 
f. the Committee shall meet with the internal and external auditors 

without the executive team present at least annually; 
 

g. the Board may ask the Audit Committee to convene further meetings to 
discuss particular issues on which they want the Committee's advice. 

 
INFORMATION REQUIREMENTS 
 

14. For each meeting the Audit Committee will be provided with: 
 

a. a report summarising any significant changes to the organisation's Risk 
Register; 
 

b. a report from Internal Audit summarising: 
 

i. key issues emerging from Internal Audit work; 
ii. management response to audit recommendations; 
iii. significant changes to the audit plan; 
iv. any resourcing issues affecting the delivery of Internal Audit 

objectives; 
 

c. a quarterly report on Health and Safety. 
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15. As and when appropriate the Committee will also be provided with: 
 

a. proposals for the Terms of Reference of Internal Audit; 
 

b. the Internal Audit Strategy; 
 

c. Internal Audit's Annual Opinion and Report; 
 

d. the draft annual financial statements; 
 

e. External Audit's management letter/report; 
 

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

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

provided to the Audit Committee. In some cases more may be provided. 
 
 

Last reviewed by Committee: June 2018  
Last approved by the Board: June 2018  

Date for next review: June 2019 
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References from the Code of Good Governance 
 
Risk Management  
 
C.11 The board of a college or a regional body is responsible for the overall 
management of risk and opportunity. It must set the risk appetite of the body and 
ensure there is an appropriate balance between risk and opportunity and that this is 
communicated via the principal to the body’s management team.  
 
C.12 The board must ensure that sound risk management and internal control 
systems are in place and maintained. It must ensure there is a formal on-going 
process for identifying, reporting, evaluating and managing the body’s significant 
risks and review the effectiveness of risk management, business continuity planning 
and internal control systems.  
 
Audit Committee  
 
C.13 The Audit Committee must support the board and the principal by reviewing the 
comprehensiveness, reliability and integrity of assurances including the body’s 
governance, risk management and internal control framework.  
 
C.14 The scope of the Audit Committee’s work must be defined in its terms of 
reference and encompass all of the assurance needs of the board and the principal. 
The Audit Committee must have particular engagement with internal and external 
audit, and must work with management and auditors to resolve any issues in relation 
to financial reporting.  
 
C.15 The Audit Committee must promptly pursue recommendations arising from 
audit reports and must monitor their implementation. 
  
C.16 The membership of the Audit Committee cannot include the board chair or the 
principal. The role of the college executive is to attend meetings at the invitation of 
the committee chair and to provide information for particular agenda items.  
 
C.17 The Audit Committee terms of reference must provide for the committee to sit 
privately without any non-members present for all or part of a meeting if they so 
decide. The Audit Committee members should meet with the internal and external 
auditors without the executive team present at least annually.  
 
C.18 At least one member of the Audit Committee should have recent relevant 
financial or audit experience. 
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Audit Committee  
 
Action update from the Audit Committee’s Self Evaluation of 8 March 2018 
 
Action 1: Q3 - The Committee has the appropriate balance of skills, 
experience, independence and knowledge of the college to enable them to 
discharge their respective duties and responsibilities effectively.  
Training to enhance understanding of accounts. 
 

• Mazars to provided “Challenge & Effectiveness” training in September and 
feedback suggested that this filled some of the knowledge gap but not all. 

 
 

Action 2: Q7 - To what extent has the Committee fulfilled its remit over the last 
twelve months? What, if anything, should we do differently to ensure we fulfil 
this remit in the year ahead?  
Ensure training needs are met and one campus visit per year. 
 

• CDN online Audit Committee course has been highlighted as a training 
opportunity. 

• Visit to Engineering department at start of March meeting. 
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Development Plan 2019 

June 2018 – May 2019 

 

Membership 

No current issues 

 

Remit 

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

 

Visits to Parts of the Campus 

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

 

Opportunities for Strategic Discussion 

No current issues  

 

Development Issues Identified in Meetings 

Provide an opportunity for members to visit / have a meeting in a Partnership Centre 
(all Board)  

 

Self-Evaluation 

Annual self-evaluation of Committee – scheduled for March 2019 

 

Update 3: November 2018 
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