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Action: To Approve Agenda Item 19.17

Paper 1
West Lothian College
6 June 2019

Audit Committee

Minute of Meeting of the Audit Committee held on Thursday 7 March at 9.30am in
the Barbour Suite.

Present: Graham Hope (Chair)
Simon Ashpool
Colin Miller
Sue Cook
Norman Ross

In attendance: Jackie Galbraith (Principal & Chief Executive)
Jennifer McLaren (Vice Principal, Finance & Curriculum
Services)
George Hotchkiss (Vice Principal, Curriculum & Planning)
Simon Earp (Vice Principal, Curriculum & Enterprise)
David Eardley (Scott-Moncrieff, Internal Auditors)
Nicola McKenzie (Scott-Moncrieff, Internal Auditors)
Emily Purdie (Health & Safety Officer) item 18.55 only
Karine McNair (Board Secretary)

Visit to Engineering Centre
The meeting started with a visit to the Engineering Centre where the Committee
were shown around the department by Gordon Weir and observed a welding class
being run by Alan Marshall. Out of date equipment was one of the main issues
discussed and the Committee were made aware of the areas of investment which
are required to bring the facilities as close to industry standard as possible.
The Committee thanked the staff and students for their time and input to the
discussion.
19.01 Welcome/Apologies
The Chair welcomed everyone to the meeting. Apologies were received from
Lucy Nutley of Mazars.

19.02 Declarations of Interest

There were no declarations of interest.
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19.03 Minute of Meeting of 29 November 2018

It was requested that the minute be amended at 18.56 on page 7 to include a
statement such as “It was acknowledged that there had been some year to
year declines in the period despite the overall improvement in 3 years.”

Action 1 — Board Secretary

The Minute of the meeting of the Audit Committee of 29 November 2018 was
otherwise approved as a correct record.

19.04 Matters Arising from Minute of Meeting of 29 November 2018

All actions were duly completed and noted.

19.05 Internal Audit Reports

(i)

(i1)

Core Financial Systems

The Internal Auditors presented paper 3a summarising that they had
gained assurance that robust processes were in place with only some
minor recommendations.

Vice Principal, Finance & Curriculum Services, confirmed that the
Finance Procedure Manual would be updated by June 2019.

Performance Management

The Internal Auditors presented paper 3b commenting that any
recommendations were to focus on continuous improvement rather than
major remediation.

Recommendation 1 was a challenge to management rather than a
requirement to change. The Internal Auditors were satisfied that
management had reviewed the position and supported their decision to
not change any of the processes. The Committee asked whether the
Internal Auditors had examined the process at operational level and if
they were satisfied that accountability is suitably measured at
operational level. The Internal Auditors confirmed that they were
satisfied that the College operated a wide range of operational
management indicators that were fit for purpose and offered to expand
the wording in the report to remove any implication of lacking processes.

Action 2 — Internal Auditors
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19.06

19.07

19.08

The Committee were asked whether they would find the RAG rating
helpful in the information they receive (Recommendation 2) and
concluded that at this stage they didn’t feel that a RAG rating would add
any value to the comprehensive information provided.

It was considered that the Board may find RAG ratings helpful as a way
to prioritise the information when presented at Board level. Vice
Principal, Finance & Curriculum Services, confirmed that a RAG rating
could be discussed at the next Board Meeting in conjunction with the
presentation of the draft Regional Outcome Agreement.

Action 3 — Vice Principal, Finance & Curriculum Services

Regarding Recommendation 3, the Committee considered that the Audit
Committee would need both financial and non-financial KPI information.
In general, the Committee thought that the provision of both sets of KPI
information to all Committees was not onerous since each Committee
put a slightly different focus on the information depending on their remit.

Action 4 — Vice Principal, Finance & Curriculum Services

College Audit Rolling Action Plan

Vice Principal, Curriculum & Enterprise noted that recommendation 1 had
slightly changed following feedback from the Finance & General Purposes
Committee, whereby the strategy documents were redefined as operational
guides rather than strategies and the Board will be asked to input into a
strategic plan at the forthcoming Strategy Day.

Review of IT Service

Vice Principal, Finance & Curriculum Services, presented paper 5 noting that
the SFC funding would only address the immediate needs of the IT
infrastructure and further significant investment was required to improve the
overall standard.

The College were working closely with Edinburgh Napier University to review
and upgrade the IT estate within the College.

Strategic Risk Register

Vice Principal, Finance & Curriculum Services, presented paper 6 and the
following risks were commented on;
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Strategic Risk 2

Vice Principal, Curriculum & Planning, commented that there had been some
changes to programmes in response to student feedback and students were
actively being helped to ensure full rather than partial completion of courses.
The reasons for 2018-19 early withdrawal were being investigated. The
College has been offering financial support to students experiencing poverty
to help them remain on course at College which has been helped by the in-
year redistribution of funding by the SFC.

Strategic Risk 3

Vice Principal, Curriculum & Enterprise, updated the Committee that FWDF
will exceed the target for the year. A part time contract administration post has
been created for the Children’s Hearing Scotland (CHS) contract to ensure
strict adherence to the contract terms and any initial issues raised by CHS
have either been mitigated or resolved.

Strategic Risk 5

Vice Principal, Finance & Curriculum Services, noted that the SFC estates
maintenance grant has been reduced and the indicative funding allocation
shows that the College’s funding will be significantly reduced in 2019-20. The
Committee were concerned about the impact this may have on Health &
Safety as they were informed about a structural issue with the wall in the
games hall which requires immediate rectification. In order to make the
necessary repairs to the games hall the College will be making a request to
the Scottish Funding Council.

Strategic Risk 6

The Committee noted the increase to pension costs which will have a
significant impact on College staff costs. Vice Principal, Finance & Curriculum
Services, confirmed that Colleges Scotland are lobbying the Scottish
Government to obtain funding to cover the increase in staff costs.

19.09 Health & Safety
(1) Quarterly Health & Safety Report

The Health & Safety Officer, presented paper 7 noting that an audit had
recently been carried out of the Hair & Beauty centre to try and address
some of the issues which had been experienced with the equipment
there. The Health & Safety Officer is working with facilities staff to find
solutions for storing hairdryers in particular, in attempt to stop the
cables wearing away and causing incidents. Staff have been issued
with documentation on how to check the equipment before use and it is
hoped that both these measures will reduce further incidents.
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19.10

19.11

19.12

The Health & Safety Officer confirmed that the difference in definition
between incidents 15 and 21 was whether the incident had taken place
on campus.

(i)  Annual Health & Safety Report

The Health & Safety Officer, presented paper 8 noting that there had
been an increase in reporting incidents when she had taken post as
this was to encourage a culture of reporting incidents so they would be
remedied. With proactive intervention, the reported incidents are now
reducing.

The Committee queried whether there had been a duplication of figures
in the 2017 “illness” and “pre-existing conditions” categories and the
Health & Safety Office undertook to check these figures.

Action 5 — Health & Safety Officer

The Committee thanked the Health & Safety Officer for the report.

College Key Performance Indicators (KPIs) 2017-18

Vice Principal, Finance & Curriculum Services, presented paper 9 noting that
in future the early withdrawal figures would be expressed as a percentage and
actual numbers to provide more context to the information. It was confirmed
that the 2017-18 figures are now final and the 2018-19 figures are ‘to date’
with some possibility of movement especially for part time courses.

Self Evaluation of Committee

Management left the room and the Committee discussed the various prompts
for self-evaluation. A separate paper will be produced showing the feedback
from this exercise at the next meeting.

Action 6 — Board Secretary

Any Other Business

The Chair announced that he will be stepping down from the Committee and
not seeking reappointment to the Board when his term ends at the end of
March 2019. He thanked management for their input and support to the
Committee over his term.
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The Principal thanked the Chair for his service to the Committee and his skilful
chairing of the Committee

The Committee expressed their thanks to the Chair for his contribution to the
Committee and the Board.

There were no items of other business.

19.13 Review of Meeting, Supporting Papers and Training Needs

The Audit Committee was content with the meeting and supporting papers

19.14 Date of Next Meeting

The next meeting would take place on Thursday 6 June 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

AC/060619/iShare



Action: To Note Agenda Item 19.18

Paper 2
West Lothian College
6 June 2019

Audit Committee

Action update from the Audit Committee of 7 March 2019

Action 1 - Board Secretary

Minute of Meeting of 29 November 2018

It was requested that the minute be amended at 18.56 on page 7 to include a
statement such as “It was acknowledged that there had been some year to
year declines in the period despite the overall improvement in 3 years.”

Duly completed

Action 2 — Internal Auditors

Internal Audit Reports (ii) Performance Management

The Internal Auditors confirmed that they were satisfied that the College
operated a wide range of operational management indicators that were fit for
purpose and offered to expand the wording in the report to remove any
implication of lacking processes.

Duly completed — updated report circulated to Committee Members 30.04.19
and approved by Committee Member by email

Action 3 — Vice Principal, Finance & Curriculum Services

Internal Audit Reports (ii) Performance Management

It was considered that the Board may find RAG ratings helpful as a way to
prioritise the information when presented at Board level. Vice Principal,
Finance & Curriculum Services, confirmed that a RAG rating could be
discussed at the next Board Meeting in conjunction with the presentation of
the draft Regional Outcome Agreement.

Duly completed

Action 4 — Vice Principal, Finance & Curriculum Services

Internal Audit Reports (ii) Performance Management

Regarding Recommendation 3, the Committee considered that the Audit
Committee would need both financial and non-financial KPI information. In
general, the Committee thought that the provision of both sets of KPI
information to all Committees was not onerous since each Committee put a
slightly different focus on the information depending on their remit.

Duly completed
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Action 5 — Health & Safety Officer

Health & Safety (ii) Annual Health & Safety Report

The Committee queried whether there had been a duplication of figures in the
2017 “iliness” and “pre-existing conditions” categories and the Health &
Safety Office undertook to check these figures.

Duly completed — Figures have been checked and coincidentally both “illness”
and “pre-existing conditions” had 21 entries each. No change required to the
data.

Action 6 — Board Secretary

Self Evaluation of Committee

Management left the room and the Committee discussed the various prompts
for self-evaluation. A separate paper will be produced showing the feedback
from this exercise at the next meeting.

Duly completed - Agenda item 19.28
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Introduction

The Health and Safety at Work Act 1974 provides a legislative framework to promote and
encourage high standards of health and safety. This report provides an overview of the
health and safety standards at West Lothian College from January to March 2019.
Detailed information has been collectively obtained from all areas of the college, which
demonstrates the commitment we all have to make the college a safe and welcoming
environment in which to work and study.

Accidents, Incidents, Near Misses and Investigations

The monitoring, recording and reporting of accidents, incidents and near misses are a
legal requirement that 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 during this period.

During this reporting period there have been twenty-seven 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 was one reportable case recorded due to a slip/trip accident resulting in an
absence from work of over seven days.

In the same period in 2018 there were thirty HSF1 completed by first aiders. The graphs
below detail each category of accident/incident:
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2019 Data by Reporting Period
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Health and Safety Management

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 14™ March 2019
Minutes from meeting have been posted on Yes

iShare
Action points against H&S Officer currently 1
outstanding
Next meeting scheduled for 12™ June 2019
Employer’s Liability Insurance
Zurich Employers Liability Insurance Expires on August 2021
Interventions

HSE Inspections in the last 12 months
Improvement Notices issued in last 12 months
Prohibition Notices issued in last 12 months
Improvements issued by Fire Service in last 12
months

Risk assessments

Number of risk assessments due for review 1 x Legionella

Number of new Risk assessments. 2 x Trip mobility RA

1 x Dyspraxia RA

3 X Repetitive assessment of
pushing and pulling (RAPP) and

[ellellelle]
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Assessment of Repetitive tasks
(ART) assessment RA for H&B
2 x chair/DSE

1 x Return to work RA

1 x Electric car RA

1 x First aid assessment

2 X Maternity RA

Number of generic risk assessments due for
review

0 - 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

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) February 2019
Last emergency evacuation drill (evening) February 2019
Next emergency evacuation drill (daytime) September 2019
Next emergency evacuation drill (evening) September 2019

Policies and Procedures

The Adverse Weather Policy was developed and approved by the college senior team.
This is now waiting union consideration before being available on iShare to all staff.

Scheduled events

The Health and Safety Committee for this period was held in March, several issues were
discussed mainly in relation to mental health and first aid arrangements. There are no
outstanding issues. The planned evacuation was implemented in February, at the same
time we tested a new procedure for the hair and beauty department. This was successful
and will be the procedure from now on.
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A table top business continuity test was carried out by Zurich with the College
management team. Eleven actions were identified which once corrective action is
complete will lead to an update of the Business Continuity Plan. The Health and Safety
Officer is pursuing managers to see this through to completion.

Learning and Development Activities

During the period January to March a total of 51 staff successfully achieved their IOSH
Working Safely qualification. This training was funded through Flexible Workforce
Development Fund. All managers have now either completed their IOSH Managing
Safely, or hold an equivalent qualification.

The February study week included a variety of learning and development activities
around mental health, self-harm awareness and we utilised this time to provide
defibrillator refresher training for College First Aiders to ensure their skills are maintained.
The Health and Safety Officer and Learning and Development Officer will be meeting to
agree plans for 2019/20 in the coming months to ensure the level of training provided
during 2018/19 continues.

Two lone working toolbox talks training sessions were provided by Health and Safety
Officer to the Commercial and Marketing, Schools and Employer Engagement teams.

Changes to Legislation/Guidance/Building Changes

HSE has issued safety alerts on the following:

Welding safety- Change in Enforcement Expectations for Mild Steel Welding Fume, this
was passed to Motor Vehicle and Engineering to review practices - welding in Motor
Vehicle was suspended as there is no suitable Local Exhaust Ventilation (LEV) to be
used with equipment as per new guidance. There was no impact on the students.
Platform Lifts (vertical lifting platforms or lifts for people with impaired mobility). Risk of
falls from height to employees/workers and members of the public. Facilities team
reviewed the safe working procedure and trained team involved in changes to guidance.
Consultations and Internal Audits or Walk round inspections.

A planned Health and Safety Audit was carried out of the Facilities Management team
and the Health and Social Care, Social Science and Science Centre. Appendix 2 details

the actions generated from these audits.

Walk round inspections were carried out of Terrace 1 and 2 and the Street Building
Appendix 3 details the actions generated from these walk rounds.
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Staff Experience Group

The Staff Experience Group was set up in September 2018 and has been continuing to
work on the four areas below:

Health & Wellbeing

Our College Community

Ideas Lab (staff suggestion scheme)
Smarter Working

Since the previous update Health & Wellbeing health-promoting activities and
awareness-raising actions have taken place — in regard to menopause, mindfulness and
office-based exercise (Kettlecise & Deskercise). A part of the promotional aspect includes
a poster campaign which includes noticeboard and toilet displays being changed on a
monthly basis.

In addition, the College achieved the NHS’s Bronze ‘Healthy Working Lives’ award — a
programme which focuses on supporting a healthier, more motivated and productive
workforce.

Finally the College participated in a joint tender with West Lothian Council for
Occupational Health services, Employee Assistance services and Physiotherapy.
Providers are due to deliver these services from 1 June 2019. Physiotherapy is a new,
additional service for staff which will further support their health and wellbeing.
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Appendix 1 — Health and Safety Officers Investigation Findings

No. | Date Accident/Incide | HSF1 Detail Investigation

nt/
near miss

1 08-Jan | First aid Student had a pre-existing Student has a care
condition and took a fit. plan in place. New
First aider was called and privacy screens
with lecturer was made purchased for
comfortable until ambulance | incidents in open
arrived. areas.

2 09-Jan | Accident Another student opened No further action
corridor door with force and
edge of door hit student
resulting in cut above left
eye just under eyebrow.

First aider attended, cold
compress applied, cleaned
wound and applied adhesive
strips. Advisedto A & E if
bleeding started again

3 09-Jan | Accident Students were on a break No further action
and one lifted another and
fell to the ground. First
aider attended, student had
tingling and pain in their
arm. A fellow student took
to hospital and advised it
was bruised.

4 10-Jan | Accident Student was walking in the | Student had broken
college grounds, stepped off | their leg, but was
the pavement, lost balance, | placed in a boot and
and fell over. A first aider has managed to
was called and a guardian attend college.
came to collect and take
them to A&E.

5 17-Jan | First aid Student collapsed and was | The student has a
unconscious, an ambulance | care plan and was
was called and first aider placed on back as
attended and made student | per plan and not in
comfortable. Defib was the recovery
taken as a precaution. position.

Ambulance
monitored heart and
did not need to take
to hospital.

6 24-Jan | First aid Student was complaining of | No further action
chest pain. First aider
attended and checked
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student, thought having a
panic attack. First aider
waited with him until parent
arrived to take to doctors

7 25-Jan Accident

Student was at toilet and
noticed water bubbling over
one of the toilets. He
slipped on the water and put
hands on wall to brake his
fall but hit back of head.
Student reported to staff in
workroom then went back to
class. He started
experiencing pain in back of
head. He went for lunch but
did not eat anything, was
sick. Went to reception to
request first aid. First Aider
examined back of head, no
injury noted. Advised to go
toA&E

As student was
under 16 the First
aider asked for
safeguarding team
to assist with case,
member of staff took
student to hospital
and stayed with
them until family
member met them.
The student was
assessed and given
paracetamol. No
concussion
suspected.

8 01 Feb near miss

Member of FM staff was
about to replace screen into
its holder, as was left fully
extended when it fell off the
wall. Was then removed
completely.

No further action

9 01 Feb | first aid

Student was not feeling well,
First aider called no first aid
required. Student had not
eaten and had no money for
food. Student advised to go
home or see GP.

No further action

10 04 Feb first aid

Student who has a pre-
existing condition took an
epileptic fit, first aiders
attended and aware of his
care plan. An ambulance
was called and taken to
hospital.

Student was back to
college a few days
later

11 06 Feb | first aid

Student complaining of
lower abdominal pain, first
aider attended. Student
informed of previous
incident a few days before
where she had gone to the
GP, was taken home by a
classmate.

12 08 Feb | first aid

Student had a pre-existing
condition and took and

A care planisin
place and being
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epileptic fit. First aider was
called and after a while,
taken to first aid room to rest
and was collected by parent.

amended after the
incident

13 |13 Feb | accident Client was having a Client returned
treatment and got off table week later and said
to get dressed, lost her they had attended
balance and fell backwards. | doctors as was in
Member of staff helped her | pain, told they were
up and asked if ok and said | bruised and asked
fine. Given water college for a free

massage. Manager
discussed with client
that if bruised could
cause further
damage.

14 | 14 Feb | accident Member of staff was walking | After investigating
towards fridge, opened door | no evidence of floor
and slipped into door still wet from
bruising arm. No first aid cleaning.
required.

15 |14 Feb | firstaid Student has condition where | Was taken to
knee dislocates, was in hospital.
terrace restaurant when
happened. In a lot of pain.

First aider called and made
comfortable until ambulance
arrived.

16 | 28 Feb | Police incident Incident in Beauty salon, Awaiting further
police called due to indecent | information from
situation. police

17 | 01 Mar | accident RIDDOR-Member of staff Member of staff
was walking from Terrace went to hospital and
1/2 towards Pav A when fell | was told they had
over, cannot remember broken toes, torn
what caused her to stumble | ligaments and
but cannot remember bruising on knee.
tripping over anything may | Was off work for
have been a small stone. more than 7 days.
Did not request First aid but | FM checked area
went home in pain and for damage to slabs
attended hospital next day. | but no signs in area

reported. A regular
sweep of small
stones to be
introduced.

18 | 05 Mar | accident Staff member was sitting on | Chair was damaged
a chair and it gave way and skipped.

under him. First aider
attended but no first aid
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required.

19 11 Mar | accident

Student was on an overnight
trip staying in a hotel, came
out of the shower, and
slipped, hitting face and
causing a black eye.
Lecturer attended and
applied cold compression.
Sentto A & E on arrival
home.

Student went to
hospital the next
day.

20 13 Mar | first aid

Student was 4 minutes into
epileptic seizure when First
Aider arrived and continued
for approx. 10 minutes.
Was starting to come round
when ambulance arrived

Student has a care
plan in place.

21 14 Mar | first aid

Student took dizzy turn.
Had lumbar puncture
previous day and only
discharged that morning.
First aider attended and sat
with them until collected by
parent.

No further action.

22 15 Mar | accident

Member of staff was cutting
vegetables with a knife and
it slipped cutting her left
finger. First aider attended
and cleaned wound and
applied a dressing.

No further action.

23 20 Mar | accident

Student was removing bolt
from suspension, ratchet
slipped and hand hit brake
disc. Left pinky sore but
could be moved. First aider
attended and applied cold
compression then finger
taped to one next to it.

Schools officer
informed as student
was under 16.

24 27 Mar | accident

Student was attending a
risky play event at the
college, when lifting a pallet
there was a nail attached
which punctured the skin on
her leg. First aid attended
and cleaned wound and
applied plaster. Student
was advised by H&S officer
to get a tetanus jag.

Student attended
GP next day and
received a tetanus
jab.
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25 | 28 Mar | accident Student was in toilets and First aider contacted
slipped on water on floor. safeguarding team
Student in was hospitality and H&S for advice,
and was not wearing slip H&S officer spoke to
shoes as supplied. First student and asked
aider attended and advised | to contact her
to go to A&E but going parents to let them
home alone, advised notto | know what had
in case of concussion. happened so not to

left alone in house.
FM cleaned up
small spillage of
water.

26 | 28 Mar | near miss Member of staff went to Member of staff
operate lathe but realised always checks
someone had been at machine before
machine who may not be operating so caught
trained and changed chucks | the loose bolts.
without properly tightening Machines are
bolts. locked with a key.

H&S officer
contacted manager
for assurances of
trained personnel
only to use
equipment and how
to prevent this
happening again.

27 | 29 Mar | first aid Student having epileptic Care plan in place
seizure. Classmate had
noticed signs and had
student seated prior to
seizure. First aider
attended and an ambulance
called as seizure lasting
more than 3 minutes.

Same student as 13th
March
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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:

Facilities Management

Topic Actions | Detail
Safe Place of work 6 ¢ Review manual handling using RAPP and ART
tool
e Records of maintenance not available at time of
audit
e Legionella RA overdue
Safe systems of work 6 ¢ HAVS and Noise assessment to be completed
¢ Information relating to contractors on site
e Qutstanding emergency lighting repairs
Work Equipment 2 e PUWER register and ladder inspections
Accident reporting 0
and investigation
Health and Welfare 1 e Wood dust assessment
COSHH
Information, 2 ¢ In house training records
instruction and
training
PPE 1 e Review PPE suitability

Health, Social Care, Social Science and Science

Topic Actions | Detail
Safe Place of work 5 e Ventilation
e Gas checks
e PAT testing
Safe systems of work | 5 e Work placement
e chemical use by dates
e and microbiology levels to be checked
Work Equipment 3 o Fridge for science use only, contractors on site
and machine maintenance log
Accident reporting 1 e Label chemical spill kits
and investigation
Health and Welfare 4 e Assessments to be stored centrally, air

COSHH

sampling,




Information, 3 ¢ Involve technician in emergency situation due to

instruction and chemical knowledge
training
PPE 2 e Labelling of PPE storage and cleaning of

overcoats




Appendix 3 Corrective Actions of Health and Safety Walk Around

Street Euilcing

Additional information

Qutstanding issued to be addressed by summer

lssues identified |

14

Completed |

Not Completed |

Outstanding I

Responsibilty |H&S

Terrace 1 Construction and Motorvehicle

Additional information

Outstanding issued to be addressed by summer

lssues identified | 16
Completed | 3
| Mot completed | i
Outstanding | 7
Responsibility Exec 1

[Fm 1

CEMY 5

Terrace 2 Computing and Engineering

Additional inform ation

Issues identified | 8
[Completed | 3
Mot com | 3
Outstanding | 0
Responsibilty C&E 2

[canv

C&E action are relating to housekeeping and will be
com pleted by summer




Action: To Note Agenda Item 19.20

Paper 4

West Lothian College
6 June 2019

Audit Committee

External Audit Strategy Memorandum 2018-19

Mazars, the college’s external auditors, have produced an audit strategy
memorandum for the year ended 31 July 2019 which is attached to this paper.

The document summarises the audit approach, significant audit risks and
areas of key judgement. It also outlines the key communications with the
college during the course of the audit, accounting issues and other issues
considered to be of interest.

Action

The Committee is asked to note the Audit Strategy Memorandum for the year
ended 31 July 20109.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2019

AC/060619/iShare
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This document is to be regarded as confidential to West Lothian College. It has been prepared for the sole use of the Audit Committee as the
appropriate sub-committee charged with governance by the Board of Governors. No responsibility is accepted to any other person in respect

of the whole or part of its contents. Our written consent must first be obtained before this document, or any part of it, is disclosed to a third

party.
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Mazars LLP
Apex 2
97 Haymarket Terrace
Edinburgh
EH12 5HD
The Board of Governors
West Lothian College
Almondvale Crescent
Livingston
West Lothian
EH54 7EP

6 June 2019

Dear Members,
Audit Strategy Memorandum - Year ending 31 July 2019
We are pleased to present our Audit Strategy Memorandum for West Lothian College for the year ending 31 July 2019.

The purpose of this document is to summarise our audit approach, highlight significant audit risks and areas of key judgements and
provide you with the details of our audit team. As it is a fundamental requirement that an auditor is, and is seen to be, independent of its
clients, Section 7 of this document also summarises our considerations and conclusions on our independence as auditors.

We consider two-way communication with you to be key to a successful audit and important in:
= reaching a mutual understanding of the scope of the audit and the responsibilities of each of us;
= sharing information to assist each of us to fulfil our respective responsibilities;
= providing you with constructive observations arising from the audit process; and

= ensuring that we, as external auditors, gain an understanding of your attitude and views in respect of the internal and external
operational, financial, compliance and other risks facing West Lothian College which may affect the audit, including the likelihood
of those risks materialising and how they are monitored and managed.

This document, which has been prepared following our initial planning discussions with management, is the basis for discussion of our
audit approach, and any questions or input you may have on our approach or role as auditor.

This document also contains specific appendices that outline our key communications with you during the course of the audit, and
forthcoming accounting issues and other issues that may be of interest.

Client service is extremely important to us and we strive to continuously provide technical excellence with the highest level of service
quality, together with continuous improvement to exceed your expectations so, if you have any concerns or comments about this
document or audit approach, please contact me on 0738 724 2052.

Yours faithfully

L~
Lucy Nutley

Mazars LLP




1. ENGAGEMENT AND RESPONSIBILITIES SUMMARY

Overview of engagement

We are appointed by the Auditor General for Scotland to perform the external audit of West Lothian College for the year to 31 July 2019.
This is our third year of appointment.

Responsibilities
Our responsibilities, principally derived from the Code of Audit Practice (‘the Code’) issued by Audit Scotland, are outlined below.

We are responsible for forming and expressing an opinion on the financial statements.

Audit

- The Board of Governors is responsible for the assessment of the College’s ability to continue as a going
opinion

concern. As auditors, we are required to consider the appropriateness of the use of the going concern
assumption in the preparation of the financial statements and the adequacy of the disclosures made.

We are required to form and express an opinion on whether the College has, in all material respects, incurred
expenditure and income in accordance with any applicable enactments and guidance issued by the Scottish
Ministers.

Regularity

opinion

Wider The Code requires us to conclude and make a judgement on the four dimensions of wider scope work. The four
scopke dimensions are Financial Sustainability, Financial Management, Governance and Transparency, and Value for
worl

Money.

Opinion We are required to express an opinion on whether the audited part of the Remuneration and Staff Report, and
on other the Governance Report have been properly prepared in line with relevant legislation and directions. We also
matters express an opinion on whether the Performance Report is consistent with the audited financial statements.

Our audit does not relieve management or the Board of Governors, as those charged with governance, of their responsibilities. The
responsibility for safeguarding assets and for the prevention and detection of fraud, error and non-compliance with law or regulations rests
with both those charged with governance and management. In accordance with International Standards on Auditing (UK), we plan and
perform our audit so as to obtain reasonable assurance that the financial statements taken as a whole are free from material
misstatement, whether caused by fraud or error. However our audit should not be relied upon to identify all such misstatements.

As part of our audit procedures in relation to fraud we are required to enquire of those charged with governance as to their knowledge of
instances of fraud, the risk of fraud and their views on management controls that mitigate the fraud risks.

1. Engagement and
responsibilities
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2. YOURAUDIT ENGAGEMENT TEAM

¢ Lucy Nutley - Director

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

*  Lucy.nutley@mazars.co.uk

e 07387242052

¢  Ruth Holland - Manager

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

«  Ruth.holland@mazars.co.uk

o 07881281517

e Alyce Russell - Audit Team Leader

e Alyce will be responsible for leading the onsite work, reviewing the work of
more junior members of the team and performing the audit work in more
specialised areas.

¢ Alyce.russell@mazars.co.uk

e 07387242138

; 4. Significant ; 8. Materiality
1. Engagement and 2. Your audit 3. Audi ; 5. Wider scope 7. B
e . Audit scope risks and key and Appendices
SR e , judgements oI Independence misstatements
5
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3. AUDIT SCOPE, APPROACH AND TIMELINE

Audit scope
Our audit approach is designed to provide an audit that complies with all professional requirements.

Our audit of the financial statements will be conducted in accordance with International Standards on Auditing (UK), relevant ethical and
professional standards, our own audit approach and in accordance with the terms of our engagement. Our work is focused on those
aspects of your business which we consider to have a higher risk of material misstatement, such as those affected by management
judgement and estimation, application of new accounting standards, changes of accounting policy, changes to operations or areas which
have been found to contain material errors in the past.

Audit approach

Our audit approach is a risk-based approach primarily driven by the risks we consider to result in a higher risk of material misstatement of
the financial statements. Once we have completed our risk assessment, we develop our audit strategy and design audit procedures in
response to this assessment.

If we conclude that appropriately designed controls are in place then we may plan to test and rely upon these controls. If we decide
controls are not appropriately designed, or we decide it would be more efficient to do so, we may take a wholly substantive approach to
our audit testing. Substantive procedures are audit procedures designed to detect material misstatements at the assertion level and
comprise tests of details (of classes of transactions, account balances, and disclosures) and substantive analytical procedures.
Irrespective of the assessed risks of material misstatement, which take into account our evaluation of the operating effectiveness of
controls, we are required to design and perform substantive procedures for each material class of transactions, account balance, and
disclosure.

Our audit will be planned and performed so as to provide reasonable assurance that the financial statements are free from material
misstatement and give a true and fair view. The concept of materiality and how we define a misstatement is explained in more detail in
section 8.

The diagram below outlines the procedures we perform at the different stages of the audit.

* Final review and disclosure checklist of financial statements » Updating our understanding of the College
* Final audit file review « Initial opinion and wider scope risk assessments
» Agreeing content of Letter of Representation » Development of our audit strategy

» Reporting to those charged with governance
» Reviewing post balance sheet events
Key reporting and communication outputs
Annual Audit Report Completion

Independent Auditor’s report s 2V

« Agreement of timetables
 Preliminary analytical procedures

Planning
May 2019

Key reporting and communication outputs
 Audit Strategy Memorandum

* Review of draft annual report and Fieldwork » Documenting systems and controls
accounts October 2019 »  Walkthrough procedures

» Reassessment of audit strategy * Controls review, including general and

 Delivering our planned audit testing application IT controls

« Continuous communication on emerging issues

« Clearance meeting

Key reporting and communication outputs Key reporting and communication outputs

 Regular update meetings with the finance team  Audit progress report to Audit Committee

3. Audit scope




3. AUDIT SCOPE, APPROACH AND TIMELINE (CONTINUED)

Reliance on internal audit
Where possible we will seek to utilise the work performed by internal audit to modify the nature, extent and timing of our audit procedures.
We will meet with internal audit to discuss the progress and findings of their work prior to the commencement of our controls evaluation

procedures.

Where we intend to rely on the work on internal audit, we will evaluate the work performed by your internal audit team and perform our
own audit procedures to determine its adequacy for our audit.

Management’s and our experts
Management makes use of experts in specific areas when preparing the College’s financial statements. We also use experts to assist us
to obtain sufficient appropriate audit evidence on specific items of account.

Items of account Management's expert Planned audit approach

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

Service organisations
International Auditing Standards define service organisations as third party organisations that provide services to the [College] that are

part of its information systems relevant to financial reporting. We are required to obtain an understanding of the services provided by
service organisations as well as evaluating the design and implementation of controls over those services. The table below summarises
the service organisations used by the College and our planned audit approach.

Services provided Planned audit approach

West Lothian Council HR, Payroll, Data Centre Review the College’s controls over: o
« the information provided to the service organisation;

and
« the outputs provided by the service organisation to the
college

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

3. Audit scope




4.  SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS

Following the risk assessment approach discussed in section 3 of this document, we have identified relevant risks to the audit of financial
statements. The risks that we identify are categorised as significant, enhanced or standard, as defined below:

A significant risk is an identified and assessed risk of material misstatement that, in the auditor’s judgment, requires
special audit consideration. For any significant risk, the auditor shall obtain an understanding of the entity’s controls,

including control activities relevant to that risk.

Significant risk

An enhanced risk is an area of higher assessed risk of material misstatement (‘RMM’) at audit assertion level other

Enhanced risk
than a significant risk. Enhanced risks incorporate but may not be limited to:

* key areas of management judgement, including accounting estimates which are material but are not
considered to give rise to a significant risk of material misstatement; and

 other audit assertion risks arising from significant events or transactions that occurred during the period.

Standard risk This is related to relatively routine, non-complex transactions that tend to be subject to systematic processing and
require little management judgement. Although it is considered that there is a risk of material misstatement (RMM),
there are no elevated or special factors related to the nature, the likely magnitude of the potential misstatements or

the likelihood of the risk occurring.

The summary risk assessment, illustrated in the audit risk continuum below, highlights those risks which we deem to be significant and
other enhanced risks. We have summarised our audit response to these risks on the next page.

1 Management override of control

a 2 Error in revenue recognition

ybiH

10edwl
[BIoUBUI

MO

——— Likelhood ——————»
Low High

4. Significant
risks and key
judgements




4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS
(CONTINUED)

We provide more detail on the identified risks and our testing approach with respect to significant risks in the table below. An audit is a
dynamic process, should we change our view of risk or approach to address the identified risks during the course of our audit, we will
report this to the Audit Committee.

Significant risks

Description of risk Planned response

1  Management override of controls

Management at various levels within an organisationare in ~~ We will address this risk through performing audit work over:

a unique position to perpetrate fraud because of their » Accounting estimates impacting amounts included in the
ability to manipulate accounting records and prepare financial statements;

fraudulent financial statements by overriding controls that » Consideration of identified significant transactions outside the
otherwise appear to be operating effectively. Due to the normal course of business; and

unpredictable way in which such override could occur » Journals recorded in the general ledger and other adjustments
there is a risk of material misstatement due to fraud on all made in preparation of the financial statements.

audits.

2 Error in revenue recognition

There is a presumption under International Standards on We will address this risk through performing audit work over:
Auditing that there is a significant risk of fraud and error in * the design and implementation of controls management has in
the timing of revenue recognition leading to the material place to ensure income is recognised in the correct period;
misstatement of revenue overall. This is because revenue » cash receipts around the year end to ensure they have been
is an area of particular focus by users of financial recognised in the right year; and

statements and can be subject to judgements as to when * the judgements made by management in determining when
income for services should be recognised. income for services is recognised.

The risk above applies only to the non-grantincome
generated by the College. The risk has been rebutted in
relation to the grantincome received by the College, given
the highly regulated nature, and therefore, low inherent risk
of this income.

4. Significant
risks and key
judgements




4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS
(CONTINUED)

Key areas of management judgement

Key areas of management judgement include accounting estimates which are material but are not considered to give rise to a significant
risk of material misstatement. These areas of management judgement represent other areas of audit emphasis.

Area of management judgement Planned response

1  Valuation of pension liabilities

The College makes contributions to two pension schemes — We will consider the College's arrangements, including the

the Scottish Teachers Superannuation Scheme (STSS) and existence of any relevant controls, for making estimates in

the Lothian Pension Fund (LPF). While both are defined relatpn to pension entries within the financial statements.

benefit schemes, it is not possible to identify the College’s We will also consider the reasonableness of the actuary's

share of the underlying assets and liabiliies in the STSS and it~ @ssumptions used in providing the College with information

is therefore accounted for as a defined contribution scheme. n thertflnanmal statements through the use of our internal
experts.

The College’s share of the LPF’s underlying assets and
liabilities is identifiable and a net liability is recognised in the
accounts.

Given the scale of the liability recognised in the accounts, a

misstatement in the reported position could be material to the
financial statements.

2 Valuation of land and buildings

The College holds a significant level of land and buildings — We will u.ndertake arange of substantive procedures
reporting a net book value of £17.2m as at 31 July 2018. including:

 review of management's assessment as to whether the
In line with the requirements of the Government Financial value still reflects the prior year valuation;
Reporting Manual, the College has adopted a formal « review of the reconciliation between the College’s asset
revaluation policy of an external valuation every five years, register and general ,Iec.iger;.and .
with a desktop, interim valuation performed during the five *  consider the College’s impairment review process for
year period. As the interim valuation was performed as at 31 land and buildings.

July 2017, no revaluation is planned in the current year.

The College policy meets the requirement of the FE SORP
that assets are valued sufficiently regularly so that the carrying
value of the asset is not materially different from its fair value.

The college is required to assess on an annual basis whether
there are indicators of impairment to assets at the reporting
date.

Given the significance of the value of fixed assets held, a
misstatement in the valuation could be material to the financial
statements.

4. Significant
risks and key
judgements




5. WIDER SCOPE WORK

Our approach to wider scope work
The Code requires us to conclude and make a judgement on the four dimensions of wider scope work. These are:
* financial sustainability;
« financial management;
» governance and transparency; and
* value for money.

In recognition that audit work should be risk based and proportionate to the nature and size of the audited body, the Code allows auditors
to determine whether application of the full wider scope work is appropriate in smaller bodies. We consider that the audit of the College
should be carried out under the small body provisions of the Code. We have reached this conclusion through our assessment of:

 therelative size of the College;

« the relative simplicity of the College’s functions;

 the College’s risk profile; and

« the results of our full review of wider scope dimensions in 2016/17 and audit work performed in 2017/18 that did not indicate any

areas of higher risk.

We set out below the work that we intend to perform on financial sustainability arrangements and the governance statement as our
targeted and tailored wider scope audit work for the College.

Financial Extending our work on the going We intend to consider:
sustainability concern assumption in the « the financial planning system in place for short, medium and long term
financial statements looking periods

forward two to five years from . . .
the reporting date, reviewing and « the adequacy and accuracy of financial reporting arrangements

assessing the college’s « the reasonableness of affordability assumptions made in financial
arrangements for financial planning

planning and affordable and
sustainable service delivery

Governance The Governance Statementsets Ve intend to consider:

Statement out the internal control « the effectiveness of internal control arrangements
arrangements and governance . . .
framework in place for the year « the appropriateness of disclosures made in the Governance Statement
under review  whether the disclosure requirements of the Accounts Direction and the

Code of Good Governance for Scotland’s Colleges have been met

If, during the year, we identify any issue that requires additional work, or the full wider scope dimensions to be applied, we will update our
audit plan and those charged with governance.

5. Wider scope
work




6. FEES FORAUDITAND OTHER SERVICES

Fees for audit and other services
Our fees for the audit of the financial statements and for any other services are outlined in the tables below.

2018/19 proposed fee 2016/17 final fee
£ £
Auditor remuneration 13,180 12,880
Pooled costs 760 830
Contribution to Audit Scotland costs 800 720
Total Fee 14,740 14,430

The fees outlined above are provided on the basis that we will receive a high-quality set of draft financial statements, supported by good
working papers. Should we be required to perform significant levels of additional audit work, or face significant delay in our audit, we will
discuss the impact of this on our proposed fee with management.




7.  OUR COMMITMENT TO INDEPENDENCE

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

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

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

« all partners and staff are required to complete an annual independence declaration;
« all new partners and staff are required to complete an independence confirmation and also complete computer-based ethical training;
« rotation policies covering audit engagement partners and other key members of the audit team;

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

We confirm, as at the date of this document, that the engagement team and others in the firm as appropriate, and Mazars LLP are
independent and comply with relevant ethical requirements. However, if at any time you have concerns or questions about our integrity,
objectivity or independence please discuss these with Lucy Nutley in the first instance.

Prior to the provision of any non-audit services, Lucy Nutley will undertake appropriate procedures to consider and fully assess the impact
that providing the service may have on our auditor independence.

Any emerging independence threats and associated identified safeguards will be communicated in our Annual Audit Report.

7.
Independence




8. MATERIALITY AND MISSTATEMENTS

Definitions

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

Summary of initial materiality thresholds

Initial threshold

Threshold

£
Overall materiality 376,000
Performance materiality 300,000
Trivial threshold for errors to be reported to the Audit Committee 11,000
Specific materiality for Remuneration and Staff Report 500
Materiality

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

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

« have a reasonable knowledge of business, economic activities and accounts;
» have a willingness to study the information in the financial statements with reasonable diligence;
 understand that financial statements are prepared, presented and audited to levels of materiality;

 recognise the uncertainties inherent in the measurement of amounts based on the use of estimates, judgement and the consideration
of future events; and

« will make reasonable economic decisions on the basis of the information in the financial statements.
We consider materiality whilst planning and performing our audit based on quantitative and qualitative factors.

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

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

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

We consider that gross expenditure remains the key focus of users of the financial statements and, as such, we base our materiality levels
around this benchmark. We will identify a figure for materiality but identify separate levels for procedures design to detect individual errors,
and also a level above which all identified errors will be reported to the Audit Committee.

We expect to set a materiality threshold at 2% of gross expenditure (£376,000).

After setting initial materiality, we continue to monitor materiality throughout the audit to ensure that it is set at an appropriate level.

8. Materiality
and
misstatements




8. MATERIALITY AND MISSTATEMENTS (CONTINUED)

Performance Materiality

Our audit testing is based on a level of performance materiality, which is a percentage of overall materiality, but also dependent on the
level of inherent risk assessed on the area being tested. It is the level we use to calculate our sample sizes, and is our acceptable
difference in any substantive analytical procedures. It is lower than overall materiality as it helps to reduce the risk that the total of the
uncorrected or undetected misstatements does not exceed materiality for the financial statements as a whole. It is based on between 50 —
80% of overall materiality depending on the risk level. Our initial assessment of performance materiality for the College is based on low
inherent risk, meaning that we have applied 80% of overall materiality as performance materiality. This assessment will continue to be
monitored throughout the audit.

Specific Materiality

We assess specific materiality if there is one or more particular classes of transactions, account balances or disclosures for which
misstatements of lesser amounts than materiality for the financial statements as a whole could reasonably be expected to influence the
users of the financial statements. Specific materiality focuses on the qualitative nature, as well as the size, of an item. It recognises that, in
some circumstances, it may take a much smaller misstatement to influence the user of the financial statements.

We are required to provide an opinion as to whether the audited part of the Remuneration and Staff Report has been properly prepared.
Given the sensitivity of the disclosures made in the Remuneration and Staff Report, we have assessed a specific materiality for this work
at £500, being the level that would impact rounding for figures shown to the nearest £'000.

Misstatements

We aggregate misstatements identified during the audit that are other than clearly trivial. We set a level of triviality for individual errors
identified (a reporting threshold) for reporting to the Audit committee that is consistent with the level of triviality that we consider would not
need to be accumulated because we expect that the accumulation of such amounts would not have a material effect on the financial
statements. Based on our preliminary assessment of overall materiality, our proposed triviality threshold is £11,000 based on 3% of
overall materiality. If you have any queries about this please do not hesitate to raise these with Lucy Nutley.

8. Materiality
and
misstatements




APPENDIX A - KEY COMMUNICATION POINTS

ISA (UK) 260 ‘Communication with Those Charged with Governance’, ISA (UK) 265 ‘Communicating Deficiencies In Internal
Control To Those Charged With Governance And Management’ and other ISAs (UK) specifically require us to communicate
the following:

Required communication Audit Strategy Annual Audit
Memorandum Report

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

Planned scope and timing of the audit
Significant audit risks and areas of management judgement
Our commitment to independence

Responsibilities for preventing and detecting errors

(\

Materiality and misstatements

N <\ Y N I S

Fees for audit and other services

Significant deficiencies in internal control

Significant findings from the audit

Significant matters discussed with management

Our conclusions on the significant audit risks and areas of management judgement

Summary of misstatements

Management representation letter

v
v
v
v
v
v
v

Appendices

Our proposed draft audit report




Action: To Approve Agenda Item 19.21 (i)

Paper 5a

West Lothian College
6 June 2019

Audit Committee
Strategic Internal Audit Plan 2019-20 to 2020-21

At the September 2018 meeting of the Audit Committee, the Committee
approved the Strategic Internal Audit Plan 2018-19 to 2020-21.

The Strategic Plan has now been updated and sets out the scope and
objectives for the reviews being undertaken in 2019-20. Two changes are
proposed to the plan which was approved in September 2018.

Strategic Review of Risk Management

As a new Strategic Plan will be in place for 2019-20, good practice would be
to re-test the Board’s appetite for risk in light of the new strategic priorities. It
is therefore proposed that the time set aside for the review is used to hold a
risk workshop facilitated by the internal auditors. The intention would be to do
this at the Board strategic away day scheduled for May 2020.

Corporate Governance

In light of the fact that the Scottish Funding Council will be asking boards to
undertake an effectiveness review in 2019-20 it is proposed that the days set
aside for a review of corporate governance are used to undertake the
effectiveness review. The alternative would be to separately commission the
auditors to do the effectiveness review as well as undertaking a review of
corporate governance.

Action

The Audit Committee is asked to approve the scope and objectives for the
Internal Audit Plan 2019-20.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2019

AC/060619/iShare
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Introduction

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

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

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

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

Internal audit plan

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

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

This document addresses these requirements by setting out a detailed plan for 2019/20 in the context of a
three-year internal audit plan for the period 2018 to 2021.

Audit Committee action

The Audit Committee is asked to review the plan, provide any comments, and note that a proposed final
version of the plan will be presented to the September 2019 Audit Committee.

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

Supporting the Governance Statement

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

Risk based internal auditing

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

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

Audit needs assessment

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

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

Our audit needs assessment involved the following activities:

e Reviewing risk registers;

e Reviewing strategic and operational plans;

e Reviewing previous internal audit reports;

¢ Reviewing external audit reports and plans;

e Reviewing the website and internal policies and procedures; and

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

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

e West Lothian College scott-moncrieff.com



Liaison with external audit

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

Best value

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

Internal Audit Charter

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

Assignment planning

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

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

Audit reporting

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

Confirmation of independence

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

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

Internal Audit Contact

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

Internal Audit Assistant Manager, Client Manager
email: nicola.mackenzie @scott-moncrieff.com
telephone: 0131 473 3500
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Proposed internal audit plan

Appendix 1 presents the Internal Audit Plan for 2018/19 to 2020/21.

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

The table below demonstrates how the total internal audit days for 2019/20 are allocated across each area of

audit activity.

Allocation of audit days

m Financial systems

m Strategic areas

m Operational areas
Information systems

= Follow up

m Credits & student funds

IA Management
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Appendix 1 - Internal Audit Plan 2018/19 — 2020/21

Audit area 2018/19 2019/20 2020/21 §Risk Reg §Outline scopes

Ref

A. Finance and financial
management reviews

Al. Budget setting and monitoring 4 i Review the budget setting and monitoring
: : : : ¢ arrangements in place, to inform monitoring, scrutiny
and challenge.

A2. Purchasing and payables 3 i Evaluate procedures in place for non-pay expenditure
: : : : ¢ and related payments. To consider including analytics
on range and type of purchasing, with focus on
volume of recurring/lower-value items.

A3. Financial ledger 3 i Review appropriateness of financial ledger for
: : : : : recording all financial transactions, ensuring
3,5,6,7 i completeness and integrity.

A4. Income (Non-SFC) 3 Assess the processes in place for identifying income,
: : : : i raising invoices and receiving/recording non-SFC
income.

A5. Receivables and debt management 15 Review the approach to receivables management,
: E : : ¢ including ensuring funds due are received and
accounted for appropriately.

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

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

Sub-total A — Finance and financial 6.5 7 6.5
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management reviews

B. Strategic reviews

B1. Strategic and operational planning

5 L Allrisks

Including corporate/strategic and
department/operational objective setting and planning.
To take cognisance of new strategic plan (developed
May 2019 onwards).

B2. Risk Management - Workshop

5 L Allrisks

Support the risk management process, through a
facilitated risk workshop with key college personnel.

B3. Board Effectiveness Review
(Corporate Governance)

5 L Allrisks

We will undertake a review of the College’s Board
effectiveness against agreed aspects of the 2016
Code of Good Governance for Scotland’s Colleges.
Our approach will take full cognisance of and comply
with SFC’s guidance. This allocation of days -
previously assigned to a general corporate
governance internal audit in the 2018/19+ plan - will
be put towards the effectiveness work. The latter will
be scoped with input from senior management and
Governors/Board Chair and take cognisance of SFC
direction.

B4. Schools activity - strategy

1,23

To consider how the College assesses, plans and
oversees schools activity and provision.

B5. Performance management and
delivery of outcomes

All risks

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

Sub-total B — Strategic reviews

12

15 i 0

C. Operational reviews

C1. Workforce planning

2,4,7

Assess the College’s arrangements for workforce
planning, including the measures taken to build
resilience within the workforce and in succession

e West Lothian College
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planning.

C2. Portfolio planning

1,2,3,7

To review the College’s approach to learner provision
to meet key stakeholder expectations and
requirements. To take cognisance of college’s
curriculum review.

C.3 Recruitment & Selection Process

5 i 247

Assess the College’s procedures for recruitment and
selection, including advertising, assessing candidate
suitability and documenting decision-making.

C4. Infrastructure strategy

To review implementation of the Infrastructure
Strategy, including assessment of space utilisation
and ongoing monitoring and reporting on progress.

C5. Commercial strategy

3,6,7

Assess the College’s strategy for securing commercial
income, including realistic target-setting, horizon-
scanning and progress monitoring. Moved into late
2018/19 from 2020/21 at management request.

Sub-total C- Operational reviews

10

11

D. Information systems reviews

D1. Business continuity and disaster
recovery

6 All aspects
of BCP risk,
and risk 8

To review the arrangements in place for business
continuity for the College’s IT systems, including
disaster recovery. The review will include coverage of
the College’s financial, HR and student systems, and
any shared service agreements the College has in
place to deliver these systems. Moved from 2018/19
at management request and given Edinburgh Napier
University work around Summer 2019.

D2. Cyber Security

Healthcheck over arrangements for cyber security,
including policies and procedures, and staff training
and awareness.

Sub-total D — Information systems
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reviews

E. Other reviews

E1. Follow up of prior recommendations 2 2 2 To assess progress in implementing outstanding
internal audit recommendations.
E2. Credits, Student Funds and EMA 14 14 14 SFC requirements.
Sub-total E = Compliance and 16 16 16
regulatory reviews
F. Internal audit management
Audit management 15 15 15
Annual planning and annual reporting 1 2 1
Audit Committee (attendance and prep) 2 2 2
Management support / contingency days 0.5
Sub-total F — Management 4.5 6 4.5
TOTAL 49 49 49
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Appendix 2 — Risk Register

The table below shows how each risk in the Risk Register (as presented to the March 2019 Audit Committee) is considered within the Internal Audit Plan.

Risk description Risk Rating (L x I)

1 There is a risk that the c_oIIege fails to develop a demand-led curriculum portfoli_o dge to Gross — 12 (3 x 4)
: alack of engagement with key stakeholders or lack of focus on government objectives, :

resulting in not meetings the needs of the people, communities and economy of West  : Current — 12 (3 x 4)
Lothian :

2 There is a risk that the college does not provide.a high qua_lity Iearning experience due Gross — 12 (3 x 4)
¢ to poor alignment of resources and/or poor quality of teaching, resulting in reduced :

retention, attainment and progression opportunities for students Current — 12 (3 x 4)

3 There is a ri_sk that the college does not Qeliver on its SDS apprerﬁiceship contracts, Gross — 12 (4 x 3)
: SFC educational contracts and commercial contracts due to inability to bid successfully, :

insufficient resources and ineffective performance monitoring, resulting in a loss of Current—9 (3 x 3)

income and learning opportunities

4 There is a risk that, due to insufficient workforce and succession planning, the college Gross — 12 (3 x 4)
¢ 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 Current — 12 (3 x 4)

5 i There is arisk that the college is unable to invest fully in its estate due to reduced SFC i Gross — 12 (4 x 3)
: capital funding and investment funds, resulting in the failure to provide a high quality

estate and a negative impact on the learning experience Current — 12 (4 x 3)

scott-moncrieff.com West Lothian College @



Risk description

Risk Rating (L x I)

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

Gross — 16 (4 x 4)
Current — 20 (5 x 4)

7 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

Gross —12 (3 x 4)
Current—8 (2 x 4)

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

Gross — 16 (4 x 4)
Current — 20 (5 x 4)
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Appendix 3 — Audit timetable 2019/20

Audit review Audit sponsor Days Start Complete Draft Mgmt Final
audit i fieldwork i report i resp i report
Core Financial Systems Vice Principal, Finance & Feb 20 Feb 20 Feb 20 Feb 20 Mar 20 Mar 20
Al. Budget setting and Curriculum Services 4 /Jun 20
monitoring
A2. Purchasing and 3
payables
B1. Strategic and Vice Principal, Finance & 5 Sep 19 Sep 19 Sep 19 Oct 19 Oct 19 Nov 19
operational planning Curriculum Services
B2. Risk Workshop Vice Principal, Finance & 5 May 20 May 20 N/A N/A N/A N/A
Curriculum Services
E’f- Board Effectiveness Vice Principal, Finance & 5 Mar 20 Mar 20 Apr 20 Apr 20 Apr 20 Jun 20
eview Curriculum Services
C2. Portfolio planning Vice Principal, Finance & 5 Jan 20 Jan 20 Feb 20 Feb 20 Feb 20 Mar 20
Curriculum Services
Credits, Student Funds & Vice Principal, Finance & 14 Sep 19 Sep 19 Sep 19 Sep 19 Sep 19 Nov 19
EMA Curriculum Services
Annual Report Sep 20 Sep 20 Oct 20 Nov 20
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Appendix 4 — Internal audit universe

Audit area

Frequency

Other/wider assurance

A. Key financial

2013/14 | 2014/15 2015/16 2016/17 2017/18 2018/19 2019/20 | 2020/21

notes (by exception)

systems

Budget X X X Cyclical review Covered as part of )

management commercial strategy review.

Financial Reporting X X Cyclical review

Savings plans,

including efficiency X X Cyclical review

targets

Financial ledger X X Cyclical review

Payroll X X Cyclical review

Tfa"?' and X X Cyclical review

subsistence

Expenditure and X X X Cyclical review

payables

Procurement / Also covered by APUC

. X X Cyclical review Procurement Capability

tendering .
Assessment review

Income and X X X X Cyclical review

receivables

Treasury and cash . .

management X X X Cyclical review
Annual external audit
coverage and review,

Non-current assets Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | IA work as required subje_ct to_ F&GP Committee
scrutiny via annual
accounts and management
accounts review.
Subject to separate external

Accounting policies Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | Ext Audit | IA work as required audit review annqally and
F&GP consideration/
approval

B. Strategic and

governance

Risk management X X Cyclical review every 3 -

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

@ West Lothian College
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Other/wider assurance

A ELEE Frequency notes (by exception)
management 5 years
Strategic planning X X Cyclical review every 3 -
5 years
Coverage includes schools
: . Cyclical review every 3 - | activity work and elements
Partnership working X X X X 5 years of student recruitment &
admission.
Student experience X X X X Cyclical review every 3 -
5 years
Workforce planning X X X Cyclical review every 3 -
5 years

C. Operational

Operational Cyclical review every 3 -
planning 5 years

Broad coverage and
consideration via Strategic
Planning review during
2015/16 and Infrastructure
Strategy review during
2020/21. Area subject to
F&GP Committee and
Board review and approval,
SFC oversight and
challenge. No major
estates developments
noted.

Touched on via Risk
Management and Strategic
Planning audit work. Most
relevant when strategic
change projects planned/in
effect. Existing controls

Estates Strategy As required

Change
Management/
organisational
change

As required

established via College
policy in place and subject
to annual review (giving
internal assurance over
control design). No major
change projects noted for
the period covered by the
current cycle of this audit
scoping exercise requiring
IA support.

scott-moncrieff.com
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Audit area

Other/wider assurance
notes (by exception)

Portfolio planning

Cyclical review every 3 -

5 years

Joint working
arrangements

Cyclical review every 3 -
5 years

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

Internal
communications

As required

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

Student Recruitment

Cyclical review every 3 -
5 years

External
communications

Not highlighted as an
area of risk for current
plan

Some coverage via student
recruitment and admissions
work.

Health and Safety

Cyclical review every 3 -
5 years

Income generation

Covered by income and
receivables review,
schools activity and
commercial strategy

HR performance
management

Covered as part of
workforce management
review

Succession planning

Covered as part of
workforce management
review

Recruitment and
retention

As required

Previously covered as part
of workforce management
review.

Sickness absence

Covered as part of
workforce management

@ West Lothian College
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Audit area

Frequency

Other/wider assurance

review

notes (by exception)

Environmental
management

As required - see right

Waste management

As required - see right

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

Not highlighted as an

Links to Health & Safety
(above), plus SMT and

Fire safety area of risk for current Committee reporting on this
IA plan area. Fire & Rescue
Service audits/checks.
Incident Covered as part of BCP zsz:‘:[gnznde;ﬂﬁ:y Ai%?trtmg
management and DR 9 !

Committee and Board).

Emergency planning

Covered as part of BCP
and DR

Also considered as
appropriate through health
and safety review.

D. Information
technology

IT strategy

Not highlighted as an
area of high risk

Coverage via IT Shared
Services audit in 2014/15
and Cyber Security review
in 2020/21 (in light of
ransomware attack).

IT security

As required

Coverage via IT Shared
Services audit in 2014/15
and Cyber Security review
in 2020/21 (in light of
ransomware attack).

Network
management

Not highlighted as an
area of high risk

Coverage via IT Shared
Services audit in 2014/15.
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Other/wider assurance

Audit area Frequency notes (by exception)

Information - Partial coverage via IT

management & ::etahé%m:gntﬁgkas an Shared Services audit and
_governance 9 GDPR audit.

Business continuity
and disaster
recovery

Cyclical review every 3 -
5 years

IT shared services

Cyclical review every 3 -
5 years

Coverage via IT Shared
Services audit in 2014/15,
Business Continuity review
and Cyber Security review
in 2020/21.

IT developments —
projects

As required

Coverage via IT Shared
Services audit in 2014/15.

E. Compliance
and regularity

Fraud prevention
arrangements

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

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

As and when required

Relates to timing and scope
of specific projects and
related risk/magnitude.
Some coverage in period in
question through the likes of

Project assurance by College the IT Shared Services
mgt/Members. audit work (2014/15) and
GDPR audit (2017/18). Will
consider further
opportunities over the
course of this plan.
SUMs, Student Annual audit

Funds and EMA
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Appendix 4 — Assignment Plans

Client: ! West Lothian College
Assignment: Core financial systems
Background: Robust core financial systems are fundamental to the financial health

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

Scope: The purpose of this audit is to identify and appraise the adequacy,
reliability and effectiveness of the internal control systems surrounding
the budget setting and monitoring, purchasing and payables.

We will review the budget setting and monitoring arrangements in place
to ensure they support effective scrutiny and challenge. In addition, we
will evaluate the procedures in place for non-pay expenditure and
related payments to ensure these are well designed and operating
effectively.

Control objectives: To ensure that:
Budget setting and monitoring

e There is an appropriate budgeting model which reflects and
supports the structure and objectives of the organisation

e Allamendments to budget are justified, authorised and
accurately applied

e Budget performance is monitored against financial targets with
variations promptly identified, investigated and followed up

Purchasing and payables

e Approved policies and procedures for non-pay expenditure are
in place, up to date and available to all staff

e Payments are made in a timely manner, in respect of valid and
approved expenditure, for goods and services confirmed as
received

e Timely, relevant and accurate management information is
available and reviewed on a regular basis, with appropriate
action being taken

Risk register link: This review cuts across the College’s Risk Register risks, but particularly
relates to Risk 6 re financial sustainability.

scott-moncrieff.com West Lothian College @



Client contacts:

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

Key contacts: Douglas Robertson, Finance Manager

Sample of budget holders/users, as appropriate

Resources: Internal Auditor: Katrina Jamie, 5.5 days
Audit Manager: Nicola MacKenzie, 1 day
Chief Audit Executive: David Eardley, 0.5 day

Timetable: Fieldwork commences: February 2020

Fieldwork completed: February 2020

Closing meeting with Audit Sponsor: February 2020

Draft report issued for management responses by: February 2020
Management responses to be provided by: March 2020

Report to be issued as final by: March 2020

Audit Committee meeting: March/June 2020 (TBC)

Reporting format:

Standard internal audit report to management and the Audit Committee.

Agreed by client and date:
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Client: West Lothian College

Assignment: Strategic and operational planning

Background: Effective strategic and operational planning is important to ensuring the
: College continues to deliver its overarching objectives while continuing
to remain financially sustainable. The College sets direction through a
suite of strategies and plans hence it is vital that these are robustly
designed and clearly aligned

Scope: We will consider the College’s strategic and operational planning
arrangements, including the setting of SMART objectives and
developing robust plans.

Control objectives: To ensure that:

e The strategic plan clearly identifies the College’s vision and
objectives, and is subject to review and approval by the Board

e Operational plans set out the planned actions to achieve the
strategic objectives and are subject to review and approval by
senior management

e Objectives are supported by outcomes and measures of
success so the College will know when it has achieved its
objectives

e Strategic and operational planning, risk management and
budget setting processes are all aligned and effectively linked

Risk register link: This review cuts across the College’s Strategic Risk Register and links
to all risks identified.

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

Key contacts: College Senior Team

Resources: Internal Auditor: Liam Campbell, 3.75 days
Audit Manager: Nicola MacKenzie, 0.75 day

Chief Audit Executive: David Eardley, 0.5 day

Timetable: Fieldwork commences: 2 September 2019
Fieldwork completed: 5 September 2019
Closing meeting with Audit Sponsor: 5 September 2019

Draft report issued for management responses by: 19 September 2019
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Management responses to be provided by: 3 October 2019
Report to be issued as final by: 10 October 2019

Audit Committee meeting: November 2019

Reporting format:

Standard internal audit report to management and the Audit Committee.

Agreed by client and date:
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Client:

West Lothian College

Assignment:

Board Effectiveness Review

Background:

In 2016, Colleges Scotland issued a revised Code of Good Governance
for Scotland’s Colleges (“the Code”). It sets out the principles of good
governance expected from Colleges and observation of the Code is a
requirement for all those who receive funding from the Scottish Funding
Council (SFC).

Under the Code, Colleges must perform an annual review of Board
effectives and have a robust self-evaluation process in place. In
addition, there should be an externally facilitated evaluation of its
effectiveness at least every three years. Scott-Moncrieff last performed
this validation in March 2017.

Scope:

We will undertake a review of the College’s Board effectiveness against
agreed aspects of the 2016 Code of Good Governance for Scotland’s
Colleges. Our approach will take full cognisance of and comply with
SFC’s guidance.

Control objectives:

We will review the College’s governance arrangements to ensure they
are compliant with the five principle areas of good governance, as
follows:

e Leadership and strategy

e Quality of student experience
e Accountability

e Effectiveness

e Relationships and collaboration

Risk register link:

This review cuts across the College’s Risk Register risks.

Client contacts:

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

Key contacts: TBC

Resources:

TBC dependent on exact scope and extent of review

Timetable:

TBC, including led by SFC requirements in this work

Reporting format:

TBC given SFC requirements.
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Agreed by client and date:
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Client: West Lothian College

Assignment: Portfolio planning

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

Scope: We will review the College’s approach to portfolio planning. This will
i include how the College utilises internal and external information to
shape its future portfolio and meet key stakeholder expectations and
requirements

Control objectives: To ensure that:

e The College’s portfolio is aligned to the Regional Outcome
Agreement

e The College has undertaken internal and external analysis to
identify strengths, opportunities, stakeholder expectations and
any additional requirements

e Changes to existing portfolio are fully investigated in terms of
impact on workforce, timetabling considerations and cost vs
benefit

e There is a formal robust approval process for amending the
College’s portfolio and changes are appropriately
communicated both internally and externally

Risk register link: This review cuts across the College’s Risk Register risks, but is
particularly relevant to Risk 1

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

Key contacts: George Hotchkiss, Vice Principal Curriculum &
Planning

Simon Earp, Vice Principal, Curriculum & Enterprise

Resources: Internal Auditor: Andrew Diffin, 3.75 days
Audit Manager: Nicola MacKenzie, 0.75 day

Chief Audit Executive: David Eardley, 0.5 day
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Timetable:

Fieldwork commences: January 2020

Fieldwork completed: 24 January 2020

Closing meeting with Audit Sponsor: 24 January 2020

Draft report issued for management responses by: 7 February 2020
Management responses to be provided by: 21 February 2020
Report to be issued as final by: 28 February 2020

Audit Committee meeting: March 2020

Reporting format:

Standard internal audit report to management and the Audit Committee.

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

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

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

Aim

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

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

Personnel

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

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

Email: david.eardley@scott-moncrieff.com

West Lothian College

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

Email: jmclaren@west-lothian.ac.uk

Role

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

processes.

Professionalism

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

Authority

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

Accountability

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

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

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

Independence and objectivity

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

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

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

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

Scope and responsibility

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

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

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

e Safeguarding of assets.

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

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

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

Annual internal audit plan

The audit year runs from 1 August to 31 July.

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

The outline scope for the review

e The number of days budgeted

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

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

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

Assignment Planning and Conduct

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

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

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

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

Reporting and Monitoring

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

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

e Audit scope;

e Summary of findings;

Conclusions; and
e Management action plan.

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

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

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

Follow-up

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

Audit Committee

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

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

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

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

Output Meeting

Audit needs assessment April/May

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

Annual report November

Status report All meetings

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

Periodic Assessment

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

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

Standards.

Review of Protocol

This protocol will be reviewed by both parties each year and amended if appropriate.
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Action: To Discuss Agenda Item 19.21 (ii)

Paper 5b

West Lothian College
6 June 2019

Audit Committee
Internal Audit Report: Schools Activity - Strategy

Internal Audit has reviewed how the college assesses, plans and oversees
schools activity and provision.

The findings of the review are that the college has a robust and varied schools
programme which is well attended and provides a varied curriculum.

A management response has 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
6 June 2019
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Executive Summary

Conclusion

The College has a robust and varied Schools Programme which is well attended and provides a varied
curriculum. We have seen a number of activities and evidence to demonstrate this is an area where the
College has put in considerable effort and devotes resources to working with key stakeholders.

A Schools Plan has been developed, although this does not contain a detailed, SMART action plan to
support delivery of the Regional Outcome Agreement (ROA). The College would also benefit from
further developing the feedback mechanisms in place to help ensure these cover all key stakeholders
and that it is analysed to identify all areas where improvements could be made.

Background and scope

The Scottish Government has identified ‘Developing the Young Workforce’ as a key priority for public sector
organisations. To help deliver this aim, West Lothian College expanded its course offering to school pupils in
partnership with local schools.

This included providing Foundation Apprenticeships (FA) and HNC courses to pupils. The College is striving to
continually develop and improve Schools learning, including committing to deliver 200 additional FA places
during 2018/19.

To ensure the College achieves its aims, staff must set clear objectives for delivery that are monitored on a
regular basis. The College’s plans should be informed by direct feedback from stakeholders to ensure the
programme develops in line with learner needs.

This audit has considered how the College assesses, plans and oversees schools activity and provision.
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Control assessment

1. The College has a strategy in place for the development
of Schools learning, which is supported by a SMART action
plan

= 2. Information is regularly shared between the College and
schools to support delivery of the strategy and student
1 - Yellow attainment

3. Regular feedback is sought from students/schools on the
learning taking place and the resources/technology
provided, with action being taken to address any issues
identified

3 - Yellow

= 4. Progress to deliver the strategy is regularly monitored and
reported (including analysis of the financial/non-financial
impact and outcomes of the activity), with explanations
provided for any delays in delivery

Improvement actions by type and priority

3
m Grade 4
2 I m Grade 3
Grade 2
1 = Grade 1

o o P ——
0
Control Design Control Operation

Two improvement actions have been identified from this review. These relate to control design, rather than
compliance with existing procedures. See Appendix A for definitions of colour coding.
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Key findings
Good practice
We have identified a range of areas of good practice, including:

e The College has a good relationship with the schools and there are regular meetings where information
is shared.

e Performance data is regularly reviewed and progress of Schools Programme attendance and uptake is
monitored frequently.

e The College collates regular feedback from students on the Foundation Apprenticeship program
(including the example where negative feedback resulted in further scrutiny of the course affected and
increased feedback was requested from the students, demonstrative of a continuous improvement
culture).

Areas for improvement

We have identified two areas for improvement which, if addressed, would further strengthen the College’s
delivery of the Schools Programme:

e The Schools Plan does not contain a detailed SMART action plan to support delivery and could frame
the overall direction in more strategic terms. There is limited overt consideration of priorities, resources
or how delivery will be monitored.

e Feedback is not consistently collected from all key stakeholders, or analysed in all cases to identify
areas where improvements could be made

These are discussed further in the Management Action Plan below.

Impact on risk register

This review is particularly relevant to the College’s Corporate Risk 1 regarding Developing the Young
Workforce.

Our review has not identified any issues that impact on these risks. Improving the College’s processes for
requesting and analysing feedback should, however, assist the College to improve the overall student
experience. This will address the risk that any issues within the process could negatively affect the College’s
reputation and its future ability to attract students to its courses.

In addition, implementing SMART objectives as part of the Operational Plan will assist the delivery strategy of
the Schools Programme.

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: The College has a strategy in
place for the development of Schools learning, o
which is supported by a SMART action plan.

1.1 Lack of strategy and action plan

The College identifies the progression of the Developing Young Workforce provision as a key priority in the
Regional Outcome Agreement (ROA) and highlights the Schools Plan as a key planning document to help
deliver these outcomes. The Schools Plan outlines the aims and benefits of the schools programme, details of
the courses offered, how the College will engage with the schools and key information for all school’s lecturers.
However, the Schools Plan does not contain a detailed SMART action plan to support delivery and could frame
the overall direction in more strategic terms. There is limited overt consideration of priorities, resources or how
delivery will be monitored.

Risk

There is a risk that the College may fail to achieve the outcomes identified in the ROA efficiently and/or
effectively.

Recommendation

The College should identify formal actions to address all the key areas of the strategy and objectives identified
in the ROA and produce a detailed action plan within the Schools Plan — Operational Plan. Actions should be
SMART (specific, measurable, achievable, relevant and timely) and assigned an owner and timescale for
implementation, with progress monitored through to completion and regular reports of progress and variations
to senior college management.

(" )

Management Action:

Grade 2
(Design)

We will adapt the existing action plan which forms part of the Evaluative Report and Enhancement Plan
for Schools (compiled as part of the QUILT process) and include this in future Schools Plans.

Action owner: Head of Service, External Engagement Due date: end September 2019

. J
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Control Objective 2: Information is regularly shared
between the College and schools to support delivery of
the strategy and student attainment.

No reportable weaknesses identified

There are a number of communication channels between the College, schools and West Lothian Council to
share information on a regular and timely basis.

There are regular meetings of the Developing the Young Workforce (DYW) Steering Board which includes
participants from the West Lothian Council, the College, Skills Development Scotland.

In addition, monthly Timetabling and Senior-phase Attainment Raising (TASAR) meetings are held between the
College and the school to discuss recent updates on a range of areas such as curriculum, term dates and
qualifications. The College provides frequent tracking & monitoring sheets and attendance reports to enable
the school to monitor their students’ performance and progress. RAG ratings are used to assess progress, and
where action is necessary the proposed steps are highlighted within the report.
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Control Objective 3: Regular feedback is sought
from students/schools on the learning taking place
and the resources/technology provided, with action
being taken to address any issues identified

Yellow

3.1 Inconsistent approach to feedback

Students on a Schools Programme course are asked for feedback at the end of the course, which is then
aggregated at course level. However there was limited evidence that the Schools Programme feedback was
then reviewed or analysed for trends.

In comparison, for Foundation Apprenticeship courses, feedback is gathered from the students throughout the
duration of the course. If any issues are identified the frequency of the feedback requests is increased to
monitor the course at a closer level.

In addition, no formal feedback has been requested from the schools involved; any feedback received is via
informal channels such as one to one meetings with College management or the TASAR meetings.

Risk

The College may miss the opportunity to improve the student experience and enhance its reputation for
attracting future students in all areas of schools activity.

Recommendation

The College should identify formal feedback opportunities across all the key areas of the Schools Programme
with all stakeholders (staff, students, schools) and monitor the responses, to support a more broad approach to
continuous improvement.

-

Management Action:
Grade 2

(Design)

In discussion with the Student Association it has been agreed that schools programmes will be included
in Sparkle from 2019-20 onwards. We will work with the Council’s Education Services team to identify the
best way to obtain feedback from schools.

Action owner: Head of Service, External Engagement Due date: end October 2019

~
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Control Objective 4: Progress to deliver the strategy
IS regularly monitored and reported (including
analysis of the financial/non-financial impact and
outcomes of the activity), with explanations provided
for any delays in delivery.

No reportable weaknesses identified

The College has recently introduced a system called ‘Plan BI’ which contains performance data that is easily
accessed and interrogated by management in the College.

The data in Plan Bi includes the Schools Programme information on number of students on course, number of
hours engagement on courses, costs of students. The system appears intuitive and easy to use, and enables
college management to monitor student and course information for all courses included in the Schools
Programme.

As noted under MAP 1.1, there is no detailed School Plan in place and so performance monitoring is limited to
this student and course information. Once the School Plan has been developed, performance monitoring
should be expanded to also consider progress to delivering the plan.
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Appendix A — Definitions

Control assessments

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

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

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

| - |

Management action grades

*Very high risk exposure - major concerns requiring immediate senior
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 - controls are not working effectively and
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
house-keeping issues.

\, J
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Action: To Note Agenda Item 19.22

Paper 6

West Lothian College
6 June 2019

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 May 2019.

Action

The Committee is asked to note progress against plan.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2019
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College Audit Action Plan

2017-18 — (1 August 2017 - 31 July 2018)

Status June 2018 June 2019
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2

Completed recommendations by original -
deadline (subject to Internal Audit Review) - 2 - - -
Completed recommendations by extended
deadline (subject to Internal Audit Review) - - - - - -
Outstanding recommendations on target

- - 1 - - 1
Total

- - 3 - - 1
2018-19 — (1 August 2018 - 31 July 2019)
Status June 2018 June 2019

Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2

Completed recommendations by original -
deadline (subject to Internal Audit Review) - - - - 1
Completed recommendations by extended
deadline (subject to Internal Audit Review) - - - - - -
Outstanding recommendations on target

- - - - - 1

- - - - - 1
Total

- - - - - 3

College Rolling Plan/060918




College Audit Action Plan

2017-18
No | Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
1 Student Marketing, May Potential applicants may be Full automation of the process for p-t On-line enrolment is being MIS Manager | July ‘19
Applications and 2018 deterred by the lack of an electronic | students may not be possible however | taken forward in 18-19 for November '18 update
Admissions (3.1 Enrolling option for enrolment. This may the college should investigate whether | full time and part time
for part-time courses) — impact groups from SIMD an online enrolment process could be students and the college is On target, with the online
There is clear and postcodes who are known as being | rolled out to reduce the need for planning to go live in 19-20. pre enrolment task being
comprehensive application less easy to engage. The current additional, manual steps, such as built and tested early
documentation to facilitate process also results in an inefficient | attending enrolment events in person December ‘18 by CAPITA.
understanding and minimise use of staff resources through and manual input by staff into
time spend on responding to unnecessary data entry and Columbus. March '19 update
standard enquiries for both introduces the risk of human error
internal and external in the information entered onto the Grade 2 On target.
stakeholders. system.
June '19 update
On target. Task sent to
school travel applicants w/c
20 May 2019 with full time
applicants thereafter.
2018-19
2 Performance Management | Nov There is a risk that the college is The college should review the current It is not accepted that the Vice Principal 1 August ‘19
(4.1 Monitoring 2018 unable to easily assess and mechanisms for monitoring mechanism for reporting Curriculum & June '19 update
performance against the demonstrate performance against performance against the ROA and ROA targets to the Board is | Planning
ROA) — Performance against the ROA during the year, due to the | assess whether changes can be made | not effective and the risk On target.
the ROA targets is monitored current reporting structure, which to the risk register to ensure effective register requires
on a weekly basis and could lead to non-delivery of report to the Board. The college should | amendment. Performance
reported to senior outcomes, actions or targets. ensure that: against the ROA is reported
management. Reporting of quarterly to the L&T
the action taken and Progress in delivering the actions Committee. Any deviations
progress made in delivering identified within the ROA is considered | from target are reported in
each ROA outcome is alongside the relevant measures of the covering paper which
presented to the Board success and the college’s performance | accompanies the ROA with
through the strategic risk against target. actions being taken.
register. The information Management will however
reported is aligned to the A RAG rating should be applied consider whether a RAG
ROA, the identified targets against each outcome, or action where | rating could be applied to
are not being used as a appropriate, informed by the ROA’s the ROA outcomes.
measure of progress or measures of progress, to clearly
impact of the actions demonstrate performance.
identified and implemented,
as reported through the Grade 2
strategic risk register.
3 Performance Management | Nov The current reporting may create The college should consider whether Going forward the financial | Senior Team June ‘19
(4.2 Duplication of 2018 duplication of effort and prevent the | the KPI report needs to go to each KPIs will be reported to the June ‘19 update

reporting — The college
provides a quarterly KPI
report to members outlining
performance against financial
indicators and student
withdrawal and attrition rates.

Board or its Committees for utilising
this time for other meaningful tasks.

Committee and the Board. To achieve
a more effective use of Board and
Committee time, the college could
provide only relevant sections of the
report to the Committees and the
overall report only to the Board.

F&GP Committee, non-
financial KPIs will be
reported to the L&T
Committee and a full set of
KPIs (financial and non-
financial) will be reported to

Complete. Audit and F&GP
Committees consulted with
new reporting
arrangements now in
place.
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College Audit Action Plan

The same report is provided
each quarter to the Board,
the Audit, the F&GP and the
L&T Committees.

Grade 1

the full Board of Governors.

No | Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
Core Financial Systems January | Processes and key controls may The Finance Procedure Manual should | Agreed Finance June ‘19
(1.1 Finance Procedure 2019 not be effectively or consistently be reviewed and updated in a timely Manager June '19 update Dec 2019

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.

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.

manner to ensure it reflects current
practices. Subsequent review
deadlines should be clearly identified
and adhered to.

Grade 2

In progress.
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Action: To Note Agenda Item 19.23

Paper 7

West Lothian College
6 June 2019

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.

Background

At the last meeting of the Audit committee, the committee was informed that it
had been successful in obtaining funding of £120k from SFC to:

e Improve the security of the network;

e Upgrade the Wi-Fi service and provide a separate Wi-Fi service for
students; and

e Implement hardware/software options for robust disaster recovery and
backup.

Progress update
Security of the network

The college and university met at the start of May 2019 and have agreed a
work plan to implement the urgent recommendations from the Edinburgh
Napier report. The work will be completed by 31 July 2019. The college is
also deploying security software called CISCO Umbrella Services, a market
leader in this field. To enhance the security of Office365 for staff and students
two products (Mimecast and Ironscales) are currently being trialled.

Wi-Fi Service

A Wi-Fi survey has been completed to assess the college’s Wi-Fi black spots
and inform the solution going forward. A provider has now been identified and
the upgrade will be in place by 31 July 2019.

Disaster recovery and back-up

To identify the best offsite back-up solution for the college, discussions are
currently being held with both Edinburgh Napier University and West Lothian

Council as well as third party providers offering both on-site and cloud based
solutions. A decision will be made and implemented by end July 2019.
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Action: To Note Agenda Item 19.23

Paper 7

West Lothian College
6 June 2019

Action

The Committee is asked to note the position with regard to implementing the
recommendations from the Edinburgh Napier University review of IT.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2019
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Action: For Discussion Agenda Item 19.24

Paper 8

West Lothian College
6 June 2019

Audit Committee
Strategic Risk Register June 2019 update

Introduction

The Strategic Risk Register for 2018-19 is set in the context of the college’s
Outcome Agreement, which takes account of government policy drivers such as
Developing the Young Workforce and the 15-24 Learner Journey Review. It was last
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.
The Board however remains more cautious in the approaches to legal risks which
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Action: For Discussion Agenda Item 19.24

Paper 8

West Lothian College
6 June 2019

expose the College to claims and litigation and to those risks which could have a
major financial impact.

June 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

As part of the consultation process to inform the curriculum strategy going forward
the college hosted a successful employers’ dinner with local businesses. The first of
the curriculum centres’ Employers Advisory Group meetings also took place and
discussion is ongoing with the Heads of Education at West Lothian Council with
regard to curriculum planning. However, as the curriculum planning process for
2020-21 is behind schedule the risk is maintained as 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

The college has invested £500k in curriculum resources and PC refresh during this
academic year following negative feedback from both staff and students. A Wi-Fi
upgrade is also planned for summer 2019. Although there is a slight improvement to
date in retention compared to 2017-18 the impact on our success and partial
success Pls is not yet known. Given this, and the impact of the industrial action and
actions short of strike is still being assessed, the risk is 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

Although predicting a shortfall in credits for 2018-19 the commercial area is
forecasting to meet its financial target. The credit shortfall has been absorbed by the
Workforce Development and other curriculum centres. The FWDF is now fully
committed. The ITA scheme re-opened in April but closed within a matter of days. If
the scheme does not re-open there is likely to be a negative impact on August 2019
part time courses and SVQs at SCQF level 6 and below. However, it is too early to
assess the impact.
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The risk is maintained as medium reflecting a confidence that this area will achieve
its 2018-19 financial target.

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 March 2019 the applicant to vacancy ratio for lecturing posts was 9:1
(unchanged from the previous quarter) and for support posts was 13:1 (an increase
from the previous quarter which was 11:1).

A staff experience survey was undertaken in March 2019 and whilst there was
positive feedback about working at the college there were also areas of concern
highlighted. The results have been shared with the college team and a meeting has
been arranged for the end of May to agree how staff feedback is to be given and
actions to address concerns raised.

To allow a more proactive monitoring of sick absence, a new policy is being drafted
in conjunction with EIS and UNISON officials. This is to be in place for the start of
the new academic year. Covering for sick absence was raised as an area of
concern in the staff survey.

In terms of industrial relations the EIS has rejected the revised three year pay offer
put forward. Further days of industrial action have taken place and action short of
strike in relation to marking of student work is in place. 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 escalated to very high

The project to reconfigure some of the space in the Street Building and Pavilion A
will take place during summer 2019 and is expected to be complete by the start of
the new academic year. This will address our urgent need to provide additional work
and meeting room space for staff who work with students who have complex
emotional needs and provide a one stop shop for student services. The project is
being funded from college resources.

Earlier this year a defect was identified in the walls of the sports hall. The college
approached the Scottish Funding Council for funding in order to remedy the defect
and was awarded the full amount requested. The remedial work is expected to take
place during summer 2019.
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The Scottish Funding Council’s final funding announcement was made in May 2019
and the estates maintenance grant is to be cut by 49%. The size of the cut means
that the grant will not meet the full costs of planned and reactive maintenance or
allow for any upgrade of facilities. Whilst the college will divert resources to ensure
that all maintenance work is undertaken it is unlikely that it will be able to fund any
upgrade.

Given the cut in estates maintenance grant and the impact that this will have on
taking forward estates priorities the risk rating is escalated to very high.

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

Risk maintained as very high

The final funding 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 have increased by 5% per annum from 1 April 2019 and there is no
guarantee that the college will receive any additional income to offset the cost.

Achieving a balanced budget for 2019-20 has proved challenging in light of the flat
cash settlement and having to fund cost of living pay awards. Additionally there has
still not been any pay award agreed with lecturing staff from 2017 onwards. An
increased offer was made to the EIS which was rejected. However any offer made
to the EIS in excess of the UNISON pay award is likely to result in a further claim
from UNISON.

Given the 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 maintained as medium
The college made a successful bid for an additional 550 credits to be delivered in
2018-19. Unfortunately, these credits have not been consolidated into the credit

target for 2019-20.

The college is predicting to exceed its revised credit target in 2018-19, the likelihood
and impact scores are therefore maintained as medium.
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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. Edinburgh Napier University will complete the work
to address the urgent recommendation from the review undertaken by 31 July 2019.
The Wi-Fi is being upgraded during summer 2019 and additional security measures
are also being put in place. Discussions are taking place with Edinburgh Napier
University and West Lothian Council with regard to an off-site back-up solution.

Although there is a plan in place to improve the security of the network and upgrade
the Wi-Fi the risk is maintained as very high given that the work is not yet complete.

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
6 June 2019

AC/060619/iShare 5



college

Strategic Risk Register 2018-19

Strategic Risk Register 2018-19



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 arisk 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 arisk 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 arisk 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 arisk 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
5 10 15 20 25
Very High
4 8 12 16 20 17-25 -
6 High
< 3 6 9 12 15 10-16 Risk Escalated
o B
; Medium
2 4 6 8 10 5-9
Low
1 2 3 4 5 1-4 -
LIKELIHOOD
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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 Mitigation Update June 2019 L I Risk
Rating
There is a risk that the college fails to 3 4 12 | Annual curriculum review Employers’ dinner took 3 4 12
develop a demand-led curriculum - process takes account of labour | place at the college with -
portfolio due to a lack of engagement market demand, Edinburgh and | local companies to inform
with key stakeholders or lack of focus South East Scotland City curriculum strategy going
on government objectives, resulting in Region Deal skills planning, and | forward.
not meeting the needs of the people, course performance
communities and economy of West First of the curriculum
Lothian. Annual school/college delivery centres’ Employers
plan incorporates DYW senior Advisory Group meetings
phase vocational pathway also taken place.
ambitions, including Foundation
Apprenticeships and focus on Full-time applications are
STEM down 13% compared to 2
years ago but up 1% on last
Workforce development plan year.
and commercial strategy based
on employer need, demand for | Full-time offers made are up
up-skilling and re-skilling 4% compared to 2 years
ago and up 12% on last
Curriculum plan informed by year.
regional labour market
information, regional partners School applications are up
and SFC priorities 56% compared to 2 years
ago and up 36% on last
year. School offers made
are up 265% compared to 2
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years ago and up 45% on
last year.

Meetings have taken place
with WLC Heads of
Education to discuss
curriculum planning and
initial data sharing has
taken place to enable
progression analysis to be
undertaken.

Curriculum planning
process for 2020-21 is
behind schedule. However
this is to be further
progressed over the next
few weeks.
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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 I Risk Mitigation Update June 2019 Risk
Rating

There is a risk that the college 3 4 12 | Self-evaluation drives quality £500k investment in curriculum 12

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

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

resources and PC refresh in
2018-19. Wi-Fi upgrade to be
undertaken during summer
2019.

Early indicators show that
retention is showing a slight
improvement compared to 2017-
18 but the impact on success
and partial success Pls is not
yet known.

Impact of EIS industrial action
and actions short of strike on
student success is still being
assessed.
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STRATEGIC RISK 3

Outcome Agreement theme: Well prepared and skilled students
Lead Board Committee: Learning and Teaching

Risk Owner: Vice Principal for Curriculum and Enterprise

Lead College Committee: Curriculum

Risk Manager: Head of Commercial and International

Risk L I Risk Mitigation Update June 2019 L I Risk
Rating
There is a risk that the college 4 3 12 Commercial strategy and annual Overall commercial income will 3 3 9

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

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 (WD)
growth plan developed.

Contract management and delivery
team in place for modern and
foundation apprenticeships

exceed budget.

SFC credits are below target for
Commercial due to shortfall on
promised NHS work,
suspension of ITA and diversion
of resources to FWDF.

The suspension of ITAs by SDS
is likely to have a negative
impact on August 2019 part-time
courses. It will also impact on
SVQ resulting in lower uptake
on SCQF level 6 and below.

College’s FWDF allocation is
fully committed. Focus remains
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.
SFC credits and fees are on
target for WD.
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WD increased MA starts from 53
to 82 and spend from £167,000
to £222,000. New contract for
2019-20 has now been issued
with total starts at 80.

The three points of concern
raised by CHS of contract non-
compliance have all been
successfully addressed and
CHS have withdrawn the threat
of sanctions.
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STRATEGIC RISK 4

Outcome Agreement theme: High-performing, sustainable institution

Lead Board Committee: Finance and General Purposes
Risk Owner: Vice Principal for Finance and Curriculum Resources

Lead College Committee: Corporate Engagement
Risk Manager: Senior HR Business Partner

Risk L I Risk Mitigation Update June 2019 L Risk
Rating
There is a risk that, due to 3 4 12 The People Strategy was published | Staff Experience Survey 3 12

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

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

undertaken in March 2019 to
inform self-evaluation and
people/team aspects. Actions
from feedback to be discussed
and agreed at college team
meeting in May 2019.

Working with EIS and UNISON
on new sick absence policy to
allow more proactive monitoring
of sick absence. Covering sick
absence has been raised as a
concern in the staff survey.

Latest EIS pay offer rejected by
EIS. Further days of industrial
action took place in May.
Currently EIS agreed actions
short of strike with a boycott of

resulting students work in place.
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STRATEGIC RISK 5

Outcome Agreement theme: High-performing, sustainable institution
Lead Board Committee: Finance and General Purposes
Risk Owner: Vice Principal for Finance and Curriculum Resources

Risk

L

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

Lead College Committee: Infrastructure
Risk Manager: Facilities Manager

I - Risk Mitigation

Update June 2019

Risk
Rating

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

Business continuity plans and
annual tests

Reconfiguration of street
building and pavilion A taking
place summer 2019 to improve
student facilities.

SFC has funded the rebuilding
of interior walls within the Sports
Hall to correct a defect. Work to
take place during the summer.

Estates Maintenance Grant is to
be further cut in 2019-20 by
49%. Level of funding does not
meet the full cost of
maintenance programme and
will not allow for any upgrade of
facilities.

Sustainability champion working
on a three year plan to embed
sustainability within the
curriculum and take forward
carbon reduction initiatives.

Draft Strategic Risk Register 2018-19

10




STRATEGIC RISK 6

Outcome Agreement theme: High-performing, sustainable institution

Lead Board Committee: Finance and General Purposes
Risk Owner: Vice Principal for Finance and Curriculum Resources

Lead College Committee:
Risk Manager: Finance Manager

Risk L I Risk Mitigation Update June 2019 Risk
Rating
There is a risk that external 4 4 16 Annual budget process, monthly Setting a balanced budget for 20

funding pressures adversely
impact on future college
sustainability and the delivery of
the curriculum

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

2019-20 has presented
significant challenges as a result
of a flat cash grant-in-aid
settlement and having to fund
cost of living pay awards.

Management restructure being
progressed during 2019-20 to
be fully implemented 2020-21.

EIS pay award not yet agreed
for 2017-18 and 2018-19. Any
pay offer made to EIS in excess
of UNISON pay award could
result in a further claim from
UNISON.

STSS pension scheme
employer contribution rate
increased by 5% from 1 April
2019. UK Government has
indicated it may provide funding
for 1 year but not guaranteed.
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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[ 1 - Risk Mitigation Update June 2019 L] 1 Risk
Rating

There is a risk that the college 3 4 12 Proactive marketing campaigns and | The college bid to SFC for 2 4 8

fails to achieve its SFC activity - events additional credits was

target due to low students successful. College was given

numbers or inadequate Curriculum portfolio is relevant to the | an additional 550 credits to

curriculum planning, which could region’s economy, responds to deliver in 2018-19.

result in claw back of funding and demand and is attractive to students

reputational damage Latest forecast is that the

college will exceed the revised
credit target.

Effective learning and teaching,
retention strategies and student
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
Risk Owner: Vice Principal for Finance and Curriculum Resources

Lead College Committee: Infrastructure
Risk Manager: Facilities Manager

Risk L I Risk Mitigation Update June 2019 Risk
Rating
There is a risk that the college 4 4 16 Develop a new model for digital SFC has awarded college £120k 20

fails to provide and safe and fit for
purpose IT infrastructure which
negatively impacts on the student
experience and staff productivity

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

to upgrade Wi-Fi and improve
the security of the infrastructure.
Edinburgh Napier University to
undertake work by 31 July 2019
to address the urgent
recommendations from the
review undertaken.

Offsite back-up solution being
investigated.

Power BI project progressing
allowing managers access to
statistical information which is
updated on a daily basis.

Shared service agreement with
West Lothian Council being
renewed for a further two years.
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Action: To Discuss Agenda Item 19.25

Paper 9

West Lothian College
6 June 2019

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

Sector averages for 2017-18 are now provided as well as the latest
withdrawal statistics for 2018-19. As reported at the last committee meeting
the reasons given for withdrawing from a course are largely personal, family
and financial difficulties and the demands of the course.

The college continues to support students to avoid further withdrawals.
Financial KPIs

Explanations for variances from target are provided in the attached table. In
addition, and for benchmarking purposes, financial KPIs for 2016-17 and
2017-18 have been obtained from Borders College, Dumfries & Galloway
College and Forth Valley College.

Action

The committee is asked to discuss the Financial and Non-Financial KPIs.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
6 June 2019

AC/060619/iShare 1



Action: To Discuss

West Lothian College

Agenda Item 19.25

Paper 9

6 June 2019

College Key Performance Indicators

Credit Activity
2016-17 2017-18 2018-19 2018-19 Actual
Target (at 27/5/19)
Credits delivered 44,085 45,326 44,431 45,284
Student Performance
College | Sector | College | Sector 2018-19
2016-17 | 2016-17 | 2017-18 | 2017-18 | (at27/5/19)
FE Full Time
Withdrawals | 26.4% 25.1% 24.7% 25.1% 23.3%
Partial success | 11.7% 9.6% 9.8% 8.8% -
Completed success | 61.9% 65.3% 65.5% 66.1% -
HE Full Time
Withdrawals | 16.2% 17.2% 17.3% 18.4% 17.0%
Partial success | 11.3% 11.1% 12.9% 10.3% -
Completed success | 72.5% 71.6% 69.8% 71.3% -
FE Part Time
Withdrawals | 8.9% 10.0% 7.8% 10.2% 6.8%
Partial success | 13.4% 12.9% 13.5% 11.6% -
Completed success | 77.7% 77.1% 78.7% 78.2% -
HE Part Time
Withdrawals | 9.3% 8.1% 10.6% 8.4% 6.7%
Partial success | 16.1% 13.4% 10.9% 11.2% -
Completed success | 74.6% 78.6% 78.5% 80.4% -

At this stage, all key performance indicators are positive compared with the

previous year. However, it is likely that there will be further withdrawals.
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West Lothian College -Key Financial Performance Indicators 2018-19

Target Actual Forecast Actual Actual Comments Actions
For the six
month period | For theyear | Fortheyear | Fortheyear
ended 30 April| ended 31 July | ended 31 July | ended 31 July
2018-19 2019 2019 2018 2017*
Slightly below target as a result of allocation of
y budget to reconfigure space within the Stret Building | Continue to monitor
65 1,037 30 70 453 o -
College Surplus (£000) and Pavilion A partly offset by additional SFC monthly
income and salary underspends
Slightly below target as a result of allocation of
" y budget to reconfigure space within the Stret Building | Continue to monitor
952, 1,037 906, 1,765 647 o -
Operating Surplus (£000) (952) (906) and Pavilion A partly offset by additional SFC monthly
income and salary underspends
Monitor through
. o o 0 o o ) . Corporate
Non SFC Income as % of total income 30% 31% 28% 29% 30% Slightly below as a result of reduced SDS income Engagement
Committee
Trading Surplus on commercial activities as % of Above target as a result of FWDF. Salary costs eiuelruart?t:gctgrmzts
. 9 P . S 25% 41% 34% 32% 35.0% have been reduced as costs are being absorbed g . g A
income from commercial activities s . being reviewed in line
within the academic centres. .
with new strategy
. Below target as a result of underspends in . .
0
Staff C(_)S"S as % of total income (excludes 68% 62% 65% 67% 65% curriculum areas and salary costs savings from Continue to monitor
exceptional costs) monthly
FWDF
Ratio of Current Assets to Current Liabilities 0.7:1 131 06:1 0.7:1 0.8:1
Days Cash to Total Expenditure 14 17 17 15 35
2016-17 2017-18
Dumfries
Dumfries & & Forth West
Borders Galloway Forth Valley | West Lothian Borders Galloway Valley Lothian
Non SFC Income as % of total income 27% 19% 32% 30% Non SFC Income as % of total income 29% 16% 27% 29%
) i ) i
Staff cgsts as % of total income (excludes 70% 65% 68% 65% Staff cgsts as % of total income (excludes 66% 68% 74% 67%
exceptional costs) exceptional costs)
Ratio of Current Assets to Current Liabilities 1231 0.73:1 0.76:1 0.7:1 Ratio of Current Assets to Current Liabilities 15:1 0.5:1 111 0.7:1
Days Cash to Total Expenditure 76 49 29 35 Days Cash to Total Expenditure 72 22 60 15

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

Early Withdrawals

2018-19 2017-18
2018-19 Early 2018-19 2%1;;8 Early 2%7!;8
Early Withdrawal | Total Number Withdrawal Withdrawal Number of
Withdrawal (%)| Actual Number | of Enrolments Actual Number
(%) Enrolments
of Enrolments of Enrolments
FEFT 7.89% 99 1.254 8.80% 118 1.337
HEFT 6.13% 49 799 5.50% 42 761
FEPT 2.21% 63 2.847 2.30% 77 3.312
HEPT 1.86% 19 1.023 2.00% 13 660
Total 230 5,923 250 6,070




Action: For Discussion Agenda Item 19.26

Paper 10

West Lothian College
6 June 2019

Audit Committee

Committee Remit Review
The remit of the Committee is scheduled for review at this meeting.

The remit was last reviewed in June 2018 and it has been agreed that the remit
should be reviewed on an annual basis.

No changes are recommended at this review.

Action

The Committee is invited to consider and recommend the remit to the Board.

Karine McNair
Secretary to the Board of Governors
6 June 2019
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67 June 20198

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;

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

assurances relating to the corporate governance requirements for the
organisation;

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

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.

MEETINGS

13 The procedures for meetings are:
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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;

¢ Audit Committee meetings will normally be attended by the Principal, a
representative of Internal Audit, Vice Principal, Finance & Curriculum

Services Assistant Principal (Curriculum Support and Finance) and a

representative of External Audit;

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

to assist it with its discussions on any particular matter;

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

f  the Committee shall meet with the internal and external auditors without the

executive team present at least annually;

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

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

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

b areport from Internal Audit summarising:

I key issues emerging from Internal Audit work;
il management response to audit recommendations;
il significant changes to the audit plan;
iv any resourcing issues affecting the delivery of Internal Audit objectives;
c aquarterly report on Health and Safety.
15 As and when appropriate the Committee will also be provided with:

a proposals for the Terms of Reference of Internal Audit;

b the Internal Audit Strategy;
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¢ Internal Audit's Annual Opinion and Report;

d the draft annual financial statements;

e External Audit's management letter/report;

f areport 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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Audit Committee

Audit Committee Development Plans

June 2018 — May 2019

The Development Plan ended in May 2019 and the final version is provided for
information.

June 2019 — May 2020

Following the Committee Self-Evaluation in March 2019, a new Development Plan
has been drafted to take into account the points raised in the evaluation discussion.
Specific points have been added (shown as highlighted) and the general structure of
the Development Plan has been carried forward for the new Committee cycle.

Action

The Committee is asked to discuss the new Development Plan and agree the plan
for the period to May 2020.

Karine McNair
Secretary to the Board
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Development Plan 2019
June 2018 — May 2019
Membership

New chair appointed with effect from May 2019.
New member, Lynne Hollis.

Remit

Annual review of remit — reviewed June 2018.
Visits to Parts of the Campus

Visit to Engineering Centre — March 2019
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) — not happened due to time constraints.

Self-Evaluation
Annual self-evaluation of Committee — March 2019

Final: June 2019
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DRAFT Development Plan 2020
June 2019 — May 2020

Membership

An additional member with accountancy experience would be beneficial.

Remit

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

Visits to Parts of the Campus

Campus visit with more of a focus.

Opportunities for Strategic Discussion

No current issues

Development Issues Identified in Meetings

Encourage members of other Committees to attend Audit Committee as an observer.
Self-Evaluation

Annual self-evaluation of Committee — scheduled for March 2020

Draft: June 2019
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