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Board of Governors 
 
Minute of Meeting of the Board Governors held on Tuesday 18 June 2019 at 
4.30pm in the Buchan Suite. 
 
Present:  Alex Linkston (Chair) 
   Sue Cook (Vice Chair) 
   Jackie Galbraith (Principal & Chief Executive) 
   Norman Ross 
   Simon Ashpool 
   Frank Gribben 
   Iain McIntosh 
   Colin Miller 
   Tom Bates 
   Moira Niven 

Richard Lockhart 
Julia Simpson 
Elaine Cook 

   Alan Morton 
   Gemma Reynolds 

Michelle Low 
    
In attendance: Simon Earp (Vice Principal, Curriculum & Enterprise) 

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) 
Karine McNair (Board Secretary) 

 
 
19.20 Welcome and Apologies 
 

The Chair welcomed everyone to the meeting especially Elaine Cook to her 
first Board meeting and the recently reappointed members, Sue Cook, Frank 
Gribben, Iain McIntosh and Colin Miller. The Chair also welcomed the Student 
Association President and Student Association Vice President who had been 
successfully re-elected. 
 
Apologies had been received from Lynne Hollis, Claire Probert and George 
Hotchkiss. 
 
 

19.21 Declarations of Interest 
 

There were no declarations of interest. 
 
 



Action: For Approval  Agenda Item 19.39 
 

                                                                                                            Paper 1 
West Lothian College         
  17 September 2019 
  

 
BOG/170919/iShare 
 2 
 

19.22 Minute of Meeting of 19 March 2019 
 

The Minute of the meeting of the Board of Governors of 19 March 2019 was 
approved as a correct record. 

 
 
19.23 Matters Arising from Minute of Meeting of 19 March 2019 
 

All actions were noted as duly completed from the minute of meeting of 19 
March 2019. 

 
 
19.23 Chief Executive’s Report 
 

The Principal & Chief Executive presented Paper 3 highlighting that work was 
underway on renovating the Street Building to improve the student 
experience. 
 
The Principal thanked the Vice Chair and Norman Ross for leading the 
decision panel for the staff Star Awards and congratulated the college team 
for securing a Healthy Working Life Bronze Award. 
 
The Board were shown a short promotional video for “Men into Childcare” 
which had been shot in the new forest classroom on the College campus. The 
Principal pointed out the successful collaborations between Estates and 
Childhood Practice and Childhood Practice and Sport & Fitness which had 
brought about the classroom and the message of the video. 

 
The Chair of the Board thanked the Principal & Chief Executive for their 
report. 

 
 

19.25 Regional Chair’s Feedback (verbal) 
 

The Chair of the Board provided some updates from the work done by 
Colleges Scotland, confirming that after representation, Colleges Scotland 
were able to announce further funding being made available to help with 
increased pension costs.  
 
Colleges Scotland have also been working on many other current issues 
including the 15-24 learner journey, student support discussions, early years 
provision, mental health and wellbeing, simplified funding model, Audit 
Scotland Report, construction industry and Brexit. It was noted that Colleges 
Scotland has an important role in representing the sector wide issues to the 
Scottish Government. 
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19.26 Student Association Report  

 
The Student Association President thanked the Board for their support and 
welcome for the next year of their elected period. It was noted that Sparkle is 
being aligned with professional standards and the Student Association 
President and the Student Association Vice President will be working 2 
evenings a month to allow part-time and school students to participate in the 
Sparkle feedback. 
 
Welfare Packs are being rebranded as Recharge Packs and form part of the 
wider Recharge programme which is having a positive impact on students in 
need. The Student Association were also awarded 4 stars on their Healthy 
Body Healthy Mind work. 
 
The Chair thanked the Student Association President for their report. 

 
 
19.27 Board Development 

 
i) Board Strategic Day Report – 23 May 2019 
 

The Principal confirmed that the feedback gathered at the event would 
be reviewed in the next few months, tested with staff and then 
presented back to the Board in draft form. 
 
The Board requested that the presentations from the Strategic Day be 
circulated to all Board Members. 
 
Action 1 – Board Secretary 
 
 

ii) Self-Evaluation of Committees 2019 
 

The Board Secretary thanked all the Committees for their input into the 
Self-Evaluations. 
 
It was agreed that the Chairs of the Audit Committee and Finance & 
General Purposes Committee would discuss the logistics of a joint 
meeting to review the year end Accounts with the Vice Principal, 
Finance & Curriculum Services. 
 
Action 2 – Vice Principal, Finance & Curriculum Services 
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iii) Board Self Evaluation Results 
 

The Chair of the Board led the detailed discussion of the results of the 
Board Self Evaluation results with the following comments being made; 
 
A. Leadership and Strategy 
It was noted that the responsibilities of the Learner Attainment Sub 
Group will shortly form part of the Learning & Teaching Committee’s 
remit which the Board will discuss and approve before any cessation of 
the Sub Group. The Board also requested that the KPI comparison 
table presented at the Learning & Teaching Committee be circulated to 
all Board Members 
 
Action 3 – Board Secretary 
 
B. Quality of the Student Experience 
No further comments 
 
C. Accountability 
The Board acknowledged that their job was to scrutinise rather than 
manage and felt that the People Strategy and improved information 
from the HR team enabled them to effectively scrutinise. The Board 
requested an update regarding their roles and responsibilities as 
Charity Trustees in accordance with the new Code of Good 
Governance issued by OSCR. 
 
Action 4 – Board Secretary 
 
 
D. Effectiveness 
Overall the Board felt that it was good governance for the minutes of 
the Committee meetings to be presented at the Board meetings and it 
was suggested that the Committee Chairs reflect on how best to 
highlight the issues raised at each Committee meeting. It was also felt 
that the Board meeting was a good opportunity to discuss wider issues 
rather than simply the Committee papers which may encourage more 
discussion at the Board meetings. 
 
E. Relationships and Collaboration 
The Board agreed that engagement with stakeholders and the Board 
could be strengthened. It was decided that a deeper discussion would 
take place at the next Board meeting to decide how best the Board 
could improve engagement with stakeholders and perhaps a standing 
item could be added to the Board meeting agenda to provide updates 
of stakeholder engagement. 
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Action 5 – Chair / Board Secretary 
 
The Principal noted that the College has some broad stakeholder 
engagement which occurs on a daily basis. It was suggested that 
Board Members receive the fortnightly Principal’s Update emails which 
include more detailed information of stakeholder engagement being 
undertaken. 
 
Action 6 – Board Secretary 
 

 
iv) Board Development Plan 

 
The Chair presented the Board Development Plans for 2018-19 and 
2019-20. In respect of the 2019-20 Plan, the Board made the following 
comments (numbering relates to the action number in the 2019-20 
Development Plan); 
 
1.2 Any campus visits should be at the start of the meeting to cause the 
least disruption. 
1.4 Opportunities for Board Members to meet with the Student 
Association are to be discussed 
 
Action 7 – Board Secretary 
 
2.2 The planned delivery for college performance review should be 
moved to March 2020 and it will coincide with the Committee self-
evaluations. 
 
Action 8 – Board Secretary 
 
3.4 The need for a Chairs’ Forum was discussed, however it was felt 
that this was unnecessary for a smaller college such as West Lothian 
College and since the Chairs regularly meet as part of a Remuneration 
or Nominations Committee, they have the opportunity to discuss any 
issues at that time. 
5.1 Board Members felt that the 1-2-1 review paperwork was fit for 
purpose. 
5.2 It was suggested that any formal training (CDN) be logged on the 
new HR system due to be introduced in 2020 and the Board Secretary 
should discuss the information about Board Members which can be 
held on the HR system. 
 
Action 9 – Board Secretary 
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The Board noted that a visit to a West Lothian Partnership Centre had 
been removed from the 2019-20 Board Development Plan and 
requested that this be reinstated. It was suggested that perhaps the 
Board Away Day could take place at a Partnership Centre. 
 
Action 10 – Board Secretary 
 
 

v) Board Secretary Update 
 

The Board Secretary presented paper 9, which the Board noted. 
 

 
19.28 Finance & General Purposes Committee 

 
i) Update from the Chair of the Finance & General Purposes 

Committee from draft minute of 13 June 2019 
 
The Chair of the Finance & General Purposes Committee noted that 
the main item of the meeting had been the Annual Budget which had 
been the most challenging budget to date. The Committee had raised 
concerns about cuts to capital funding, the increase to employers’ 
pension contributions and the communication of the eventual job 
evaluation outcomes to staff. 
 
The Committee had agreed that a College priority had to be finding 
alternative routes of funding for equipment and infrastructure. 

 
ii) Annual Budget 2019-20 
 

Vice Principal, Finance & Curriculum Services presented paper 10 and 
highlighted the difficulties in achieving a balanced budget this year as 
well as the pressures for staff costs including the increase to 
employers’ pension contributions.  
 
Vice Principal, Finance & Curriculum Services commented that any 
underspends in the year will be used effectively and the College are 
actively seeking ways to secure additional funding, donations or 
equipment in kind. 
 
The Board approved the Annual Budget 2019-20. 
 

iii) Audit Scotland Report – Scotland’s Colleges 2019 
 
The Board noted the Audit Scotland Report. 
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19.29 Audit Committee 
 

i) Update from the Chair of the Audit Committee from draft minute of 
6 June 2019 

 
The Chair of the Audit Committee noted that the Committee had 
approved the external auditors fees and suggested a Board workshop 
with the internal auditors to establish the current Board’s risk appetite. 
The Audit Committee considered some sector wide issues from the 
perspective of the internal and external auditors and agreed that this 
should be a standing item on the Committee agenda. 

 
ii) Quarterly Health & Safety Report 

 
 The Board noted the Quarterly Health & Safety Report. 
 
 
19.30 Learning & Teaching Committee 

 
i) Update from the Chair of the Learning & Teaching Committee from 

draft minute of 5 June 2019 
 

The Chair of the Learning & Teaching Committee noted that the 
Committee had been assured that any ‘at risk’ students were being 
sufficiently supported to encourage them to complete their courses.  
 
The Committee had examined the current 2019-20 recruitment 
statistics and addressed any issues. It was commented that the 
Committee had queried the contrasting roles of scrutiniser and 
developer that Education Scotland might play in the forthcoming visits. 

 
 

19.31 Update from Chair of the Nominations Committee 
 

The Chair of the Nominations Committee noted that the Committee had met 
on 19 June and wished to recommend Sue Cook as Chair of the Audit 
Committee and Iain McIntosh as Chair of the Learning & Teaching 
Committee.  
 
The Board approved the appointment of Sue Cook as Chair of the Audit 
Committee and of Iain McIntosh as Chair of the Learning & teaching 
Committee. 
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The Nominations Committee had also developed a formal procedure for the 
appointment of Committee Chairs and this would be brought to the September 
Board meeting for approval by the Board. 
 
Action 11 – Board Secretary 
 
 

19.32 Update from Chair of the Remuneration Committee 
 
The Remuneration Committee had not met since the last Board meeting and 
therefore there was nothing to report. 
 
 

19.33 Annual Review of Committee Remits 
 
The Board Secretary presented paper 15 and asked the Board to approve the 
Committee remits which had been discussed by each Committee at the June 
meetings. 
 
The Board approved the Audit Committee Remit, the Finance & General 
Purposes Committee Remit and the Learning & Teaching Committee Remit. 

 
 

19.34  Any Other Business  

The Chair acknowledged that this was the last meeting for Alan Morton who 
was not seeking re-election to the Board. The Chair thanked Alan for his 
engagement in Board matters and his professionalism in carrying out his 
Board duties. 
 
There were no other items of business.  
 
 

19.35 Review of Meeting, Supporting Papers and Development Needs  

The Board of Governors was content with the meeting and supporting papers 
presented.  
 
 

19.36 Date of Next Meeting 

The next meeting would take place on Tuesday 17 September at 4.30pm, 
however it was noted the possibility of a Board Risk Appetite workshop 
starting earlier with further details to be communicated as soon as possible. 
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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, Board of Governors 
 
Date  ………………………………………………… 
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Board of Governors 
 
Action update from the Board of Governors of 18 June 2019. 
 
 
Action 1: Board Secretary  
Board Development i) Board Strategic Day Report – 23 May 2019 
The Board requested that the presentations from the Strategic Day be 
circulated to all Board Members. 
 
Duly completed – email 25 June 2019. 
 
 
Action 2: Vice Principal, Finance & Curriculum Services 
Board Development ii) Self-Evaluation of Committees 2019 
It was agreed that the Chairs of the Audit Committee and Finance & General 
Purposes Committee would discuss the logistics of a joint meeting to review 
the year end Accounts with the Vice Principal, Finance & Curriculum 
Services. 
 
Duly completed – meeting taken place and separate meetings to go ahead 
with ‘exchange’ of Committee members encouraged. 
 
 
Action 3: Board Secretary 
Board Development iii) Board Self Evaluation Results 
The Board also requested that the KPI comparison table presented at the 
Learning & Teaching Committee be circulated to all Board Members. 
 
Duly completed – emails sent 25 and 27 June 2019. 
 
 
Action 4: Board Secretary 
Board Development iii) Board Self Evaluation Results 
The Board requested an update regarding their roles and responsibilities as 
Charity Trustees in accordance with the new Code of Good Governance 
issued by OSCR. 
 
Duly completed – email sent 27 August 2019 
 
 
Action 5: Chair / Board Secretary 
Board Development iii) Board Self Evaluation Results 
It was decided that a deeper discussion would take place at the next Board 
meeting to decide how best the Board could improve engagement with 
stakeholders and perhaps a standing item could be added to the Board 
meeting agenda to provide updates of stakeholder engagement. 
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Duly completed – Stakeholder engagement update included in Chief 
Executive Report 
 
 
Action 6: Board Secretary 
Board Development iii) Board Self Evaluation Results 
It was suggested that Board Members receive the fortnightly Principal’s 
Update emails which include more detailed information of stakeholder 
engagement being undertaken. 
 
Duly completed 
 
 
Action 7: Board Secretary 
Board Development iv) Board Development Plan 
1.4 Opportunities for Board Members to meet with the Student Association 
are to be discussed 
 
Duly completed – Meeting with Board Secretary and Student Association took 
place on 14 August 2019 and outcomes presented in Board Secretary report 
(Agenda item 19.44(ii))  
 
 
Action 8: Board Secretary 
Board Development iv) Board Development Plan 
2.2 The planned delivery for college performance review should be moved to 
March 2020 and it will coincide with the Committee self-evaluations. 
 
Duly completed 
 
 
Action 9: Board Secretary 
Board Development iv) Board Development Plan 
5.2 It was suggested that any formal training (CDN) be logged on the new HR 
system due to be introduced in 2020 and the Board Secretary should discuss 
the information about Board Members which can be held on the HR system. 
 
Duly completed – Board Secretary to discuss with HR in January 2020 once 
the new HR system has been further developed. 
 
 
Action 10: Board Secretary 
Board Development iv) Board Development Plan 
It was suggested that perhaps the Board Away Day could take place at a 
Partnership Centre. 
 
Duly completed – Board Development Plan updated. 
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Action 11: Board Secretary 
Update from Chair of the Nominations Committee 
The Nominations Committee had also developed a formal procedure for the 
appointment of Committee Chairs and this would be brought to the 
September Board meeting for approval by the Board. 
 
Duly completed – Agenda item 19.48(iii) 
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CHIEF EXECUTIVE REPORT, 19 JUNE TO 9 SEPTEMBER 2019 
 
The first part of this report reflects on progress during 2018-19 and Annex A contains a 
summary of the year in numbers. The rest of the report covers key activities since June 
2019. 
 
Progress on attainment in 2018-19 
 
Over the next few weeks our Student Systems team will work with auditors to complete our 
final statistical return to the Scottish Funding Council. Current figures suggest that we have 
improved on successful student outcomes over the year for full and part time qualifications 
at both FE and HE level. There are variations across subject areas and levels within these 
overall figures which are currently being analysed by curriculum teams during their self-
evaluation meetings. The table below illustrates our anticipated performance on student 
success (provided to the Learning and Teaching Committee on 4 September 2019). 
 
 2018-19 

 (estimate)
2017-18 

 (actual)
2016-17 

 (actual)
FEFT  (FE full time)  67.3%  65.6%  62.1%

HEFT  (HE full time)  70.7%  69.8%  72.5%

FEPT  (FE part time)  83.7%  77.1%  75.8%

HEPT  (HE part time)  84.9%  77.0%  73.5%

 ALL  79.5%  73.7%  71.8%

 
Acting on staff and student feedback in 2018-19  
 
Following significant engagement with staff in the early part of 2018-19, and in response to 
feedback from the first Student Association evaluation through SPARKLE, the following 
areas were identified as priorities for the year: 
 
 • Mental health and wellbeing of students 
 • Modernise courses, resources and workshop facilities  
 • Reconfigure campus buildings 
 • Invest more in IT and WiFi. 

 
Examples of some of the action taken during the year are listed below to provide Board 
members with a flavor of the progress made. 
 
Mental health and wellbeing 
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 • Introduced free soup/roll for students 
 • Offered Mental Health First Aid training to staff and Student Association representatives 
 • Focused the February development week on mental health and wellbeing, and made 
progress on becoming an ACEs (adverse childhood experiences) aware, trauma 
informed college 

 • Launched our Healthy Environment, Active Life action plan to create a supportive 
working and learning environment in which people can thrive mentally, physically and 
emotionally. 
 

 
Invest more in IT and WiFi 
 
 • In autumn 2018 we recruited an additional technician to ease the pressure on our small 
IT team, and acted on recommendations in the Napier University report following the 
malware attack in 2017-18 

 • Secured strategic funding from SFC to improve the robustness and security of our 
network, including our WiFi, and worked with IT specialists at Napier to implement this 

 • Invested in new kit including 175 PCs, 120 monitors, 95 laptops, 28 Macs, 30 iPads, 3 
mobile classrooms, 5 Promethean smart boards, 5 75” TV screens, 25 new printers and 
23 new wireless access points 

 • Introduced student email accounts and access to Student Advantage for all students in 
August 2019 

 • Introduced online enrolment and improved the process for producing matriculation cards. 
  
Modernise courses, resources and workshop facilities 
 
 • Invested £50,000 in a state of the art Cyber Lab to support the introduction of three 
cohorts of HNC Cyber Security in August 2019 

 • Invested £60,000 in industry standard gym equipment 
 • Bought a hybrid vehicle and safety testing system to support the modernisation of our 
automotive engineering courses 

 • Purchased new and replacement equipment for the training kitchen 
 • Upgraded all computers in computing and engineering classrooms, and installed new 
Macs in the creative classrooms 

 • Created a forest classroom in the woodland behind the Street building to support outdoor 
learning in our childhood practice curriculum. 

 
Reconfigure campus buildings 
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 • Completely reconfigured the top floor of the Street building to locate all student services 
in a one-stop area and provide more private space for individual, private support for 
students  

 • Relocated the Student Association to a more accessible and fit for purpose location in 
the library on the ground floor of the Street building 

 • Created three new classrooms in Pavilion A 
 • Located all support staff teams (except HR) in the open space area in the top floor of the 
Street building to encourage collaborative working.  

 
Recent Stakeholder/Partner Meetings/Events 
 
The Chair and I met Colleges Scotland’s chief executive and head of communications in 
August. Amongst the things we discussed were opportunities for wider promotion of the 
positive impact that colleges have on individuals, communities and the economy. They 
informed us that one of our students had been selected to speak at their next 
parliamentary reception (see Annex B). 
 
Alex and I also met Aileen McKechnie, Scottish Government Director of Advanced 
Learning and Science, during the summer. 
 
I met Damien Yeates, chief executive of Skills Development Scotland (SDS), in July to 
discuss partnership opportunities. I was subsequently invited to a joint SDS and SFC 
future-focused workshop hosted by the Royal Society of Arts. Four scenarios for the future 
of work will be used to understand the potential implications for learning and skills system. 
This workshop is a component of the combined programme of work that SDS and the SFC 
are undertaking on behalf of the new Scottish Enterprise and Skills Strategic Board to 
deliver a future skills vision, Skills 2035: A Human Future. It will provide useful context in 
the development of the college’s strategic plan for 2020-30. 
  
I was invited to meet the principal and vice principal for learning and teaching at Heriot-
Watt University in July. We agreed to co-chair a roundtable meeting on 30 October with 
our respective curriculum leaders to discuss enhancing progression opportunities for our 
students. 
 
I continued to visit employers and third sector organisations across West Lothian, and over 
the summer I had very productive meetings with the managing director at Schuh, the head 
of technology at Sky, and the chief executive of Broxburn Family Centre. 
 
Recent outcomes from strategic employer engagement 
 
Winchburgh 
 
The college has developed a very productive partnership with the Winchburgh 
Development project, with a range of concrete outcomes to date, including working with 
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companies like I&H Brown contracted to work on the site. I&H Brown provided a work 
placement for one of our Civil Engineering foundation apprentices, Aaron Ford, when he 
completed his course in the summer and subsequently offered him a job. The company is 
now sponsoring Aaron through a four-year graduate apprenticeship at Heriot Watt 
University – the first foundation apprentice to progress to a graduate apprenticeship at the 
university.  
 
Morrison Construction 
 
The first class of students for the Pre-Apprenticeship Carpentry and Joinery course, co-
designed by West Lothian College and Morrison Construction, attended their induction on 
23 August 2019. The course, sponsored by the company which is providing resources and 
a wide range of industry opportunities, ensures that students learn essential trade skills as 
well as industry qualifications, while gaining experience working with businesses that are 
part of Morrison’s supply chain. 
 
Advancing Manufacturing Challenge Fund  
 
A joint presentation from the college, West Lothian Council and JBT gauged interest from 
local engineering firms in becoming partners in a bid consortium to develop a proposal to 
create a Centre of Excellence in Fabrication and Welding. There has been good progress 
in building our relationship with JBT this year. Earlier in the summer, they donated five 
MIG welders to enhance our engineering resources and improve our students’ practical 
experience. 
 
Developing the college and our people 
 
Staff Conference 
 
Board members Alex, Sue and Tom joined over 300 colleagues at our staff conference on 
22 August. I summarised our achievements in 2018-19 and the priorities for this year, and 
guest speakers Simon Hewitt, Vice Principal at Dundee and Angus College, and Kenji 
Lamb, Digital and Innovations Lead at College Development Network, delivered excellent 
and entertaining contributions.  
 
Digital Fitness Program 
 
Our staff development week in August had a digital theme and a large number of excellent 
training opportunities were available, for example, on SCHOLAR online materials, social 
media, Office 365, using interactive Promethean boards in the classroom and storytelling 
using Powerpoint. 
 
Investors in People 
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In June the college moved beyond its existing Investors in People (IiP) Bronze status when 
we were awarded Silver accreditation. The IiP framework focuses on three areas: Leading, 
Supporting and Improving, against which we are assessed against nine performance 
indicators. We are making good progress against these indicators, in particular Leading 
and Inspiring People, Structuring Work, and Building Capability. IiP assessments take 
place every three years and our aim for the next one is to achieve at least Gold status. 
 
Celebrating Success 
 
Board members Alex, Sue, Norman and Moira joined over 220 staff at our Celebrating 
Success event on 20 June at which colleagues were recognised for qualifications they had 
achieved during the year. Individuals and team winners (nominated by colleagues and 
selected by Sue and Norman) were presented with STAR Awards.  
 
LGBT Silver Charter Status 
 
 I was invited to speak at the rally at West Lothian PRIDE which took place at the college 
on 27 July. I was joined on stage by our learning and development officer, Julia Simpson, 
and our Student Association President and Vice President to be presented with our LGBT 
Charter of Rights (Silver status) certificate from LGBT Youth Scotland.  
 
Student Association 
  
Following a request from the SFC chief executive for college principals to review progress 
on how we are taking forward the Scottish Government’s commitment to develop strong 
and effective student associations our Student President, Student Association 
development officer and I met our Outcome Agreement Manager with representatives from 
the National Union of Students and SPARQS (Student Partnerships in Quality) to discuss 
what we are doing.  
  
Student Success 
 
Alex, Sue and I took part in our annual SVQ Awards Ceremony on 20 June to celebrate 
the achievements of hundreds of our work-based students from workplaces across 
Scotland.  
 
Other examples of student success in recent months included:  
 

 • Fourteen electrical pre-apprenticeship students who finished in June secured jobs 
and returned last month as modern apprentices 

 • Sky recruited three of our 2018-19 HND computing students – supporting one 
through a degree at Napier University and sponsoring another on a graduate 
apprenticeship at Heriot Watt 

 • In partnership with West Lothian Council, our Project SEARCH student group was 
the only one in the UK to achieve 100% employment outcomes.  
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Awards  
 
The college has been shortlisted for a total of five awards, the winners of which will be 
announced at ceremonies later in the year.  
 
First, we were announced as a finalist in the Benefitting Society category of the 
Environmental Association for Universities and Colleges Green Gown Awards for the 
creation of our forest classroom and introduction of outdoor learning into our early years 
curriculum. 
 
The college was announced as a finalist in two categories at the College Development 
Network Awards: 
 

 • Outstanding College Colleague of the Year (Gordon Patterson, former engineering 
technician, for his work in supporting STEM activities in the college and schools) 

 • Inclusive College (for our international work which offers disadvantaged students 
the chance to work and learn in an overseas environment). 

 
Finally, we were announced as a finalist in two categories at the Genanalytics/Herald 
Diversity Awards: 
 

 • Diversity in the Public Sector (for our ESOL community project and partnership with 
Dalmahoy) 

 • Building Inclusive Communities (for diversity practices across the college and our 
work with the Brock Trust Partnership).  

 
Promoting the college 
 
There has been increased coverage of our news stories in the local press in recent 
months, in print and digital. Our social media reach on Twitter, Facebook, LinkedIn and 
Instagram continues to grow significantly, as does engagement with our website.  
 
The Head and Depute Head of our Childhood Practice curriculum centre co-presented a 
workshop with SFC at the UK Men in the Early Years conference on 4 September that 
focused on how to engage more men in careers in early learning and childcare. 
 
There are several references to the college in the forthcoming Community Planning 
Partnership 2018-19 Annual Report, which also includes a case study of our partnership 
on mental health with The Brock social enterprise.  
 
Our partnership with Morrison Construction was featured in industry magazine, Scottish 
Construction Now. Reflecting the developing partnership with the Scottish Business 
Resilience Centre the college has a two-page article (see Annex C) in the first edition of 
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their new Resilience magazine which is distributed to thousands of companies across 
Scotland. 
 
Interrupt19 
 
At the time of writing this report we were preparing to hold our inaugural digital festival, 
Interrupt19 aimed at an audience of 200 computing students (from foundation 
apprenticeship to HND), 100 senior secondary school pupils studying or interested in 
computing, and local stakeholders. This is the first large-scale digital conference of its kind 
in Scotland which is aimed specifically at college computing students and school pupils.  
The other unique aspect of Interrupt19 is that is a festival for students run by students - 
with our HNC Events students responsible for a smooth-running event, and our Media and 
Communications students capturing the proceedings on digital and social media. 
 
Staff News 
 
George Hotchkiss, Vice Principal for Curriculum and Planning, decided to leave the 
college in July as a result of health issues. George joined the college in 1994 and worked 
in a wide variety of roles across the college. 
 
Over the summer executive assistant Cherie Stevenson and her husband Barry welcomed 
baby boy, Travis, into the world. Engineering lecturer Thomas Barlow and his wife 
Stephanie celebrated the birth of their twin daughters, Freya and Olivia. And work-based 
assessor Pete Toole was delighted with the arrival of his first grandson, Rory Colin Toole.  
 
As you can see from the photographs below Jim Davidson and his wife, Elaine, had a 
lovely time when they attended the Queen’s Royal Garden Party at Holyrood Palace in 
June. Jim described it as ‘a once in a lifetime opportunity’. 
 

            
 
 
Jackie Galbraith 
Principal and Chief Executive 
9 September 2019 
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ANNEX A - A YEAR IN NUMBERS: KEY FACTS AND FIGURES FOR 2018-19 
 
Highest ever number of credits delivered – 45,907 against a target of 44,982 – and 
continued to exceed our credit target  
 
Highest ever number of student enrolments – 8,971 – up 1,000 over the year 
 

• Increasing proportion - 90% - of full time students live in West Lothian  
• Half of our part time students live outside West Lothian 
• Overall, 60% of all students live outside West Lothian 

 
Increasing demand for courses 
 

• Steady demand for full time courses – declining for FE qualifications, stable for HE 
• Significantly rising demand for part time courses 

 
West Lothian College is the top destination for school leavers in West Lothian  
 

• 550 out of 1,905 leavers chose us 
• 72% of the 763 school leavers who went to college to study FE or HE qualifications 

chose West Lothian College 
• Of those who didn’t – 15% went to Edinburgh College, 4% went to City of Glasgow, 

3% to SRUC and 2% to Forth Valley 
 
School leavers represented a quarter of full time students in 2018-19 meaning 
 

• The majority of full time students were not school leavers 
• One third were over the age of 25 
• 60% of all students are over 25 

 
Increase in work-based learning  
 

• 1,205 employees in 26 companies took part in 127 courses through the Flexible 
Workforce Development Fund 

• We delivered over 900 SVQs to employees in 170 companies 
 
Continued growth in apprenticeships 
 

• 289 modern apprentices in training – including 145 new starts 
• 171 foundation apprentices – including 95 new starts 
• Foundation apprenticeship and HNC students progressed onto graduate 

apprenticeships 
 
Trained 2,215 Children’s Hearing Scotland panellists over 308 training days 
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123 students and 34 staff took part in 18 Erasmus visits to ten countries 
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ANNEX B - DATES OF INTEREST 
 
While the following events are listed for information, Board members will be invited to 
participate in some of these, and are welcome to come along to anything of particular 
interest. 
 
Ministerial launch of our Forest Classroom, Wednesday 25 September 2019 
 
Marie Todd MSP, Minister for Children and Young People, is visiting our forest classroom 
to hear how we are integrating outdoor learning into our childhood practice curriculum and 
about our initiatives to encourage boys and men into early years. 
 
Colleges Scotland Scottish Parliamentary Reception, Wednesday 25 September 
2019 
 
This year’s Colleges Scotland parliamentary reception will be hosted by Clare Adamson 
MSP. Aimed at MSPs, government ministers, colleges and stakeholders it will showcase 
the work from the sector. The student speaker at the reception (sharing a platform with the 
Minister for Further Education, Higher Education and Science) is one of our students, 
Kevin Neary, who spoke about adverse childhood experiences at our staff conference in 
February and achieved his first ever qualification this year (SVQ Social Services and 
Healthcare Level 7). 
 
Education Scotland Progress Visit, Thursday 4 and Friday 5 October 2019 
  
Education Scotland is arranging a two-day visit to the college on 4-5 October to look at the 
progress we are making on our Enhancement Plan on our priority themes of student 
attainment, curriculum planning and portfolio review, data quality and usage, and IT 
infrastructure and estates development. They will also review how we are progressing 
against the How good is our college themes of Leadership and quality culture; Delivery of 
teaching and services to support learning; and Outcomes and impact. Included in the first 
day of their visit will be a meeting with the senior team, the Chair of the Board and the 
Chairs of Board committees. 
 
Official Launch of our Cyber Lab, Ada Lovelace Day, Tuesday 8 October 2019 
 
Ada Lovelace Day celebrates women in computing and we will combine the official launch 
with a guest lecture to highlight our commitment to addressing gender imbalance in tech. 
 
Graduation Ceremony, Saturday 26 October 2019 
  
Our Graduation Ceremony takes place on the morning of 26 October and our guest 
speaker is Shelley Kerr, Manager of Scotland’s Women’s Football Team. Shelley comes 
from West Lothian and attended Broxburn Academy.  
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Scottish Parliament Dinner, Tuesday 5 November 2019 
 
Our Hospitality students have been invited to cook and serve an open dinner at the 
Holyrood restaurant. The college will book a table for interested board members and some 
of our employer partners. 
 
Annual Employers’ Dinner, Thursday 30 January 2020 
 
This will take place in The Terrace Restaurant. Similar to the last one, we would aim to 
have at least 25 employers, leaving room for other stakeholders, board members and 
college managers to host tables. 
 
Cyber Scotland Week, 17-23 February 2020 
 
Cyber Scotland Week draws together events across Scotland to showcase innovation, 
raise awareness of good cyber resilience practice and promote a career within the 
industry. The college will work with partners to register and arrange an event during Cyber 
Scotland Week.  
 
DataFest, 9-20 March 2020 
 
DataFest showcases Scotland’s leading role in data science and artificial intelligence on 
the international stage, and offers a networking platform to interact with local and 
international talent, industry, academia and data enthusiasts. The theme of DataFest20 is 
#BeyondData and it will showcase the impacts that data and AI can have in people’s lives. 
The DataFest20 Fringe programme supports collaboration through events across Scotland 
exploring, hacking and debating data innovation. Fringe events are run by external 
partners under the DataFest banner. The college will register to run a fringe event with 
partners during DataFest20. 

Scottish Apprenticeship Week, 2-6 March 2020 
 
The college participates in Scottish Apprenticeship Week and will send information about 
the programme of events when it is available.
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ANNEX C – RESILIENCE MAGAZINE ARTICLE 
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Board of Governors 
 
Student Association Report 
 
Strategic Planning 
 
Strategic Aims for 2019-20 
 
• Aim 1:  Learning and Teaching Evaluation through Sparkle. Trial Centre 

Ambassadors, strengthen processes and target part time, schools and work 
based students 

• Aim 2:  Support student health and wellbeing which includes Recharge, SAMH 
peer mentoring project, smoking on campus and working in partnership with 
Minds Well and ACES to inform trauma informed practice  

• Aim 3: Create Strategic Plan for Student Association, ensure stability of student 
association processes, reporting, evaluative and action planning. 

• Aim 4: Discuss College and Student Association strategic and operational 
plans/priorities and how we can work in partnership to achieve these. 

 
Student Association Accommodation 
 
The Student Association has now been relocated to the rear of the Library.  The 
office space has been divided into a student area which is suitable for student 
consultations and can be used as a safe space for students.   There is also an area 
which can be used for student training sessions, eliminating the need to take up 
additional meeting space.  
 
In addition to the student area, the team have created a confidential working area, 
where the team can progress with reports and evaluative work. 
 
Everyone is welcome to come and visit! 
 
Election of Student Ambassadors and Volunteers 
 
The Student Association team will be meeting all students over the month of 
September during class inductions. During this period the Ambassador, Volunteer 
and Executive roles will be advertised.   
 
The Student Association constitution requires three non-paid elected executive 
members in addition to the two paid roles (President and Vice President). These 
roles will be advertised over the month of September and elections held, using 
Moodle as our voting platform, the first week in October. Training will be arranged for 
the successful elected executive team and centre ambassadors before the October 
break.   
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The Student Association will encourage as many applications as possible for centre 
ambassador roles. The Student Association team will then meet with all candidates 
for a short interview to ensure that the students possess the necessary skills to 
perform the role successfully. Full training will also be provided. These are volunteer 
positions 
 
Further volunteer positions will also be available for students to get involved with the 
Student Association, which include roles such as organising events, collecting 
evaluative data and assisting with other Student Association aims and objectives.   
 
Enhancing partnership working with curriculum centres in 2019-20 
 
The Student Association will continue to work in partnership with curriculum centres 
collecting Learning and Teaching evaluation through Sparkle. This process will take 
place in Block one and Block two, with additional student feedback sessions.  The 
Student Association want to enhance and improve this process to ensure that the 
data collected is valuable and actioned where appropriate to continuously improve.   
The Student Association also want to target part time, schools and work based 
students this academic year.  
 
Ensuring student mental health and wellbeing 
 
The Student Association continues to prioritise student health and wellbeing this 
academic year. We aim to continue with Recharge and ensure that this is readily 
available for all Students.   
 
The Student Association aim to work in partnership with SAMH, on the peer 
mentoring project,and with Minds Well to support trauma informed practice. The 
Student Association will also be working with Ash Scotland and the staff experience 
group to carry out wider consultation on becoming a smoke free College.  
 
 
 
Michelle Low      Gemma Reynolds 
Student President       Student Vice President 
 
17 September 2019 
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Board of Governors  
 
Board Development Plan 2019-20 
 
A draft Board Development Plan for 2019-20 was discussed at the June Board 
meeting. It took into account the points raised in the Board Self Evaluation 
Report. The comments made at the June Board meeting have been incorporated 
into the second version which is attached. 
 
 
Action 
 
The Board is asked to approve the Board Development Plan for 2019-20. 
 
 
 
 
  
Karine McNair 
Secretary to the Board of Governors 
17 September 2019 
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No. Action Planned delivery When /how delivered: 
 

Increased organisational knowledge; improved transparency & visibility; ensuring the learner voice is central to decision making 
 
1.1 Focus on learning and teaching issues at Board meetings ensuring effective 

oversight of challenging student success targets 
 

Include attainment update as 
agenda item for Board Meetings 
(in Chief Executive Report / L&T 
Update?) 

 

1.2 Include campus visits to Committee meetings 
• identifying whether most beneficial to be at the start or end of meeting 

 

Minimum of 1 visit a year per 
committee 

LTC – Cyber 
Classroom 04.09.19 
F&GP – Street 
Building 05.09.19 
Audit – Street 
Building 12.09.19 

1.3 Board Members sit in on other Committee meetings 
• open invitation issued at each Board Meeting as a prompt 

Raised at every Committee Self 
Evaluation  
25% of members a year1 
 

 

1.4 Organise opportunities for Board members to meet with wider Student Association 
 
 

Executive shadowing and Sparkle 
meeting in January 2020 

 

1.5 Continue to share news about work of the Board through Principal’s update 
 
 

Ongoing Principal’s Fortnightly 
Updates to all staff 

1.6 Board Day to take place at Partnership Centre and consider appropriate 
stakeholder engagement at event 

May 2020 
 
 
 

 

                                                           
1 Excluding Chair & Principal (Chair attends L&TC regularly but best practice not to attend Audit; Principal attends all meetings) 
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No. Action Planned delivery When /how delivered: 
 

Increased strategic overview 
 
2.1 Review College Strategic Plan ensuring the aims of the College are aligned with 

regional strategy/outcome 
December 2019  

2.2 Finance & General Purposes Committee to regularly review performance against 
the College Strategic Plan and report to the Board 
 

March 2020  

2.3 Organise annual Strategic Away Day for Board Members 
 

Planned for May 2020  

Best practice in governance 
 

3.1 Include Strategic Risk Register in Board agenda on annual basis 
 

September 2019 postponed to 
allow discussion at September 
Audit Committee meeting. 
 
Rescheduled to December 2019 

Board ‘Risk Appetite’ 
Workshop 17/09/19 

3.2 Provide information on Board member responsibilities to register and declare 
interests (2 year cycle).  
 

Included Planned for September 
2019 (include Charity Trustee 
obligations) 
 

Standards 
Commission 
information included 
in Board Secretary 
Report 17.09.19 
OSCR guidance 
notes sent in email 
27.08.19 

3.3 Keep in view the need to bring in / retain private sector non-execs; continue to 
raise issue with Scottish Government as appropriate 
 

Consider for future recruitment    

3.4 Consider establishment of Chairs Forum – considered 20/06/17 and agreed to Consider for review   
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No. Action Planned delivery When /how delivered: 
 

keep as option for longer term development 
 
 

Improved Board Diversity 
 
4.1 Review Board participation in shadowing scheme 

 
Nominations Committee approved 
candidate – May 2019 

EM joined Board as 
shadow Member Sept 
2019 

4.2 Highlight importance of improving Board diversity in recruitment material 
 

Board recruitment Oct 2019  

4.3 Identify specific options to target vacancies including to organisations, groups & 
individuals 
 

Board recruitment Oct 2019   

Continuous Improvement 
 
5.1 Simplify the self-appraisal form for Board member review meetings  

• Board agreed review after 2 cycles  
 

Review in September 2019 after 
all 2019 1-2-1 meetings have 
taken place 
 

 

5.2 Introduce system to track training and development actions agreed at Board 
member review meetings 
 

July 19 – after review meeting 
Dec 19 – 6 months reminder 
KMc to meet with HR in January 
2020 to discuss capabilities of 
new HR College system 

 

5.3 Maintain Board Development Plan as live document following discussion and 
input at Board and other meetings 
 

Ongoing  

5.4 Committee Self-evaluations March 2020  
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No. Action Planned delivery When /how delivered: 
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Board of Governors  
 
Board Secretary Report - Board Development 
 
This paper provides a brief update on Board development issues.  
 
 
Training 
 
CDN have released their 2019-20 course dates for new Board Members, staff 
Board Members and student Board Members. All appropriate members have 
been contacted and if anyone has any questions, please contact me. 
 
 
1-2-1 Review Meetings 
 
The annual reviews all took place in June and feedback forms have been 
delivered to all Board Members at their Committee meetings. All are requested to 
check, sign and return the forms to me as soon as possible. 
 
 
Register of Interests Update and Flowchart 
 
Board Members are reminded that it is your personal responsibility to ensure that 
interests are registered whenever your circumstances change in such a way as 
to require change or an addition to your entry and your duty to ensure any 
changes in circumstances are reported within one month of them changing. 
 
In accordance with the Board Development Plan, further details are provided 
here to ensure that Board Members remain up to date in their knowledge of the 
requirements to register and declare interests.  
 
An updated Register of Interests is published on the College website at least 
every 6 months (more frequently when required e.g. new Board Members) when 
links to the previous register along with the guidance notes are provided for all 
Board Members to review. 
 
As a reminder the categories of Registerable Interests are: 
1. Remuneration e.g. employment/self-employment 
2. Related Undertakings e.g. unremunerated directorships 
3. Contracts e.g. provision of goods or services to West Lothian College 
4. Houses, Lands & Buildings 
5. Interest in Shares or Securities  
6. Gifts & Hospitality (<£50 or reasonable hospitality excluded) 
7. Non-Financial Interests e.g. membership of clubs, societies, trade unions 
 
A flow chart recently produced by the Standards Commission can be found here; 
file:///C:/Users/kmcnair/Desktop/Stand%20Comm%20RoI%20Flowchart.pdf 
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(paper copies will be provided in the Board Meeting). It is primarily aimed at 
Local Councillors but it is also helpful for all public bodies including College 
Board Members.  
 
If anyone has any questions regarding registering or declaring any interest, 
please contact me to discuss. 
 
 
Student Association 
 
As a result of the Board’s request to have an opportunity to meet with the 
Student Association, I met with the Student Association in August to discuss 
ways in which the Board can further support the Student Association. 
 
The President and Vice President had already discussed the idea of executives 
from the Student Association being able to shadow the current post holders at 
Board and Committee meetings. The executives will be recruited and trained by 
mid-October and the plan is for the Chair, Vice Chair and Chair of the Learning & 
Teaching Committee to meet informally with the Student Association and the 
newly elected executives towards the end of October as a way of introducing the 
Board to the executives.  
 
The Student Association also considered the possibility of inviting Board 
Members to the Sparkle feedback session(s) in early 2020. This is to be further 
discussed with the Senior Team and the Student Association and further details 
will be provided once available. 
 
 
Board Recruitment 
 
Neil Sinclair was elected as the Teaching Staff representative with effect from 25 
June 2019 and will join the Learning & Teaching Committee.  
 
Norman Ross resigned from the Board in August and the Recruitment Panel are 
currently launching a new recruitment campaign to attract a new Board Member. 
It has been identified that the Board requires an HR professional to strengthen its 
broad range of expertise and therefore the recruitment will be targeting 
individuals with HR management experience. It is hoped that interviews will take 
place in late October with a recommendation being sent to the Minister by early 
November. 
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Useful Dates 
 
An update of useful dates in the forthcoming months; 
 
(i) Board of Governors 
 
2019   Main Agenda 

Item(s) 
Visit / 
Presentation 

24 October 
(provisional) 

Finance 
Workshop 
Group 
 

Tbc Finance 
Strategy  
 

 

21 November Finance & 
General 
Purposes 
Committee 
 

9.30am Financial 
Statements 

None 

27 November  Learning & 
Teaching 
Committee 
 

9.30am Business & 
Creative 
Centre Focus 
 

Business & 
Creative Centre 

28 November Audit 
Committee 
 

9am (visit) 
9.30am 
(meeting) 
 

Financial 
Statements 

Tbc 
 

10 December Board 
Meeting  
 

4.30pm 
 
 

Draft Strategic 
Plan 
 

 

 
Please note all dates and proposed visits or presentations can be subject to 
change. Committee members will always be informed in advance of any changes 
to the proposed dates, however if you would like to attend a Committee as an 
observer, please let me know in advance so that I can keep you informed of any 
changes. 
 
The 2020 Board Calendar is attached at Appendix 1 for information. 
 
(ii) CDN 
Ongoing – Online CDN Audit Committee training (for all board members but 
especially Audit Committee members) 
 
 
(iii) West Lothian College 
18 September – Fresher’s Fair 
4 & 5 October – Interim EREP Visit by Education Scotland & SFC 
26 October – Graduation Ceremony 
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Action 
 
The Board is asked to note the update on Board development work. 
 
 
 
 
 
Karine McNair  
Secretary to the Board of Governors 
17 September 2019 
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Appendix 1 
 

West Lothian College - Board of Governors 
 
Calendar of Meetings 2020 
 
 
 Learning & 

Teaching 
Committee 

 
 

Wednesdays 
9.30am 

Finance & 
General 

Purposes 
Committee 

 
Thursdays 

9.30am 

Audit 
Committee 

 
 

 
Thursdays 

9.30am 

Remuneration 
& 

Nominations 
Committees 

 
Tuesdays 
4.00pm 

Board of 
Governors 

 
 

 
Tuesdays 
4.30pm 

Learner  
Attainment 
Sub Group 

 
 

Various 
9.30am 

January 
 

      

February 
 

 27 February     

March 
 

4 Mar  5 Mar 17 Mar 17 Mar  

April 
 

      

May  
 

    Thurs 14* 
May 

 

June 
 

3 June 11 June 4 June 16 June 16 June  

July 
 

      

August 
 

      

September 
 

9 Sept 10 Sept 17 Sept 22 Sept 22 Sept  

October 
 

      

November 
 

25 Nov 19 Nov 
 

26 Nov 
 

   

December 
 

    8 Dec  

 
 
 
 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Statement 4 

Yes 

Do I have a connection, either directly or indirectly, through a person/body connected to me? 

No 

Yes 

Is the decision in respect of a Part 7 
regulatory matter such as a licensing or 
planning application, or where you are 

acting in an enforcement, disciplinary or 
adjudicatory role? 

Is it on my Register of Interests? No Action Required 

For the purpose of the item, is 
my interest so remote or 

insignificant that it would not 
meet the objective test? 

Does the OBJECTIVE TEST apply? 

Would a member of the public with knowledge of the relevant 
facts reasonably regard the interest as so significant that it is 

likely to prejudice my discussion or decision making in my role 
as a councillor? 

Statement 1 Statement 2 

For the purpose of the item, is my interest 
so remote or insignificant that it would not 

meet the objective test? 

Is it the interest of another 
person/body connected to me? 

For the purpose of 
the item, is the 

interest clear and 
substantial? 

For the purpose of 
the item, is my 

interest so remote or 
insignificant that it 
would not meet the 

objective test? 

Statement 1 Statement 3 

Statement 2 Statement 1 

EXCLUSIONS AND DISPENSATIONS 

In some circumstances an exclusion or dispensation may apply 
to your interest. Please see overleaf for further details. 

 

No Yes 

No 

Yes No 

Yes No 

Yes No 

Statement 2 Statement 1 

Yes No 

Yes No 

Yes No 

Yes No 

Is it a financial interest? 

 

Statement 1 



  

 

STATEMENTS 
 

Statement 1: I have an interest in item XX by virtue of (explain the nature of connection) and so I will leave 
the meeting and take no part in the discussions and / or voting on the item. 

*Statement 2: I have an interest/registered interest in item XX by virtue of (explain the nature of connection) 
but have applied the objective test and concluded that it is so remote or insignificant that I 
will remain and participate. 

*Statement 3: I have an interest in item XX by virtue of (explain the nature of connection) but have applied 
the objective test and concluded that it is not clear and substantial.  Therefore, I will remain 
and participate. 

Statement 4: I have a connection to item XX by virtue of (explain the nature of connection).  However, 
having applied the objective test, I have concluded that I have no interest to declare. 

 
*Does not apply for decisions on planning applications, planning agreements, enforcement action or the 
Local Review Body. 
 
  



 
GENERAL EXCLUSIONS - Where a general exclusion applies, you do not require to declare the interest 
and can remain and take part. 
 
 
The general exclusions are as follows:- 

• As a council tax payer or rate payer in relation to the Council’s public services; 
• In relation to setting the Council tax; 
• Matters affecting councillors’ remuneration, allowances, expenses, support services and pension; or 
• As a council house tenant. 

 
 
 
SPECIFIC EXCLUSIONS - Where a specific exclusion applies, you will require to declare the interest but 
you can remain and take part.* 
*Specific exclusions do not apply to quasi-judicial or regulatory matters, e.g. planning or licensing 
applications.  In such cases you will require to declare the interest and withdraw. 
 
 
The specific exclusions cover the following interests:- 

• As a member, or director of, an outside body, where you have been appointed or nominated 
by the Council or had your appointment approved by the Council and the appointment is on 
your register of interests.  Outside bodies include:- 

o a devolved public body e.g. Visit Scotland, Children’s Reporter, NHS Lothian; 
o a public body established by enactment or in pursuance of statutory powers or by the 

authority of statute or a statutory scheme, e.g. SESTRANS; 
o a body discharging functions of Scottish Enterprise or Highlands and Islands Enterprise by 

agreement from either agency; 
o a company established wholly or mainly to provided services to the Council which has 

contracted with the Council to supply said services. 
• As a member of the Cairngorm National Park Authority.  Please note there are special rules in 

relation to the CNPA in that Members will be able to remain and participate in respect of certain 
planning applications.  Please take advice from your Council’s Monitoring Officer in such 
circumstances. 

• Where you have been appointed by the Council to a Regional Transport Partnerships (RTP).  N.B. 
The RTP exclusion includes quasi-judicial and regulatory matters except any quasi-judicial or 
regulatory matter on which the RTP has made an application to the council, has formally objected to 
an application made by another party, or is the subject of an order made or proposed to be made by 
the council. 
 

 
Where a specific exclusion applies the following wording can be used:-   
I have an interest in item XX by virtue of [insert details of interest].  However, a specific exclusion applies 
and, therefore, I will remain and participate. 
 
 
 
DISPENSATIONS 
 
In some very limited circumstances the Standards Commission can grant dispensations in relation to the 
existence of financial or non-financial interests which, in terms of the Councillors’ Code of Conduct, would 
otherwise prohibit participation in discussion and voting.   
 
For example, a dispensation was granted to councillors who are appointed by their Councils to Health and 
Social Care Integration Joint Boards.  This allows them to participate in health and social care matters 
without having to declare an interest at Council meetings. 
 
 
If a dispensation is in place, the following wording can be used:- 
I have an interest in item XX by virtue of my membership of XX, however, a dispensation has been granted 
therefore I will remain and participate.   
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Finance & General Purposes Committee 
 
Minute of Meeting of the Finance & General Purposes Committee held on 
Thursday 5 September at 9.30am in the Principal’s Room in the College. 
 
Present: Moira Niven (Chair) 
 Jackie Galbraith (Principal & Chief Executive) 
 Frank Gribben  
 Alex Linkston 
 Richard Lockhart 
 Lynne Hollis 
 
In attendance: Jennifer McLaren (Vice Principal, Finance & Curriculum 

Services)   
 Simon Earp (Vice Principal, Curriculum & Enterprise) 

Derek O’Sullivan – (Senior HR Business Partner) item 
19.38 (i) only 
Karine McNair – Secretary to the Board 
 
 

Tour of Street Building 
 
The Committee Members visited the areas of the Street Building which had 
been reconfigured over the summer break. The Committee enjoyed meeting 
all the teams who were very positive about the changes.  
  

 
19.32 Welcome/Apologies 

 
The Chair welcomed everyone to the meeting especially Lynne Hollis as 
it was her first meeting since becoming a Board Member. Apologies 
were received from Julia Simpson. 

 
 

 

19.33 Declarations of interest 
 
There were no declarations of interest. 
 

  
19.34 Minutes of Meeting of 13 June 2019 

 
The Minutes of the meeting of 13 June 2019 were amended to include 
Alex Linkston as attending and apologies from George Hotchkiss and 
Lynne Hollis. The reference to Scottish Futures Trust was also updated. 
The Minutes were otherwise approved as a correct record. 
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19.35 Matters Arising from Minutes of Meeting of 13 June 2019 
 
The Committee noted all actions as duly completed. 
 
The Chair noted that she had met with the Chair of the Audit Committee 
and Vice Principal, Finance & Curriculum Services to discuss the 
possibility of a joint meeting of the two Committees for discussion of the 
accounts.  
 
The Chair acknowledged that the discussion had been useful however it 
was concluded that the current arrangement of double scrutiny of the 
accounts was useful. Members of the Audit Committee would be 
encouraged to visit the Finance & General Purposes Committee and vice 
versa, especially for the accounts meeting which should allow some 
connection between the discussion of the accounts across the two 
Committees.  

 
 
19.36 Financial Progress  

 
(i) FFR 

 
Vice Principal, Finance & Curriculum Services, presented paper 3 
noting that the SFC guidance stated that all Colleges have to apply 
the SFC assumptions and achieve a break even position. 
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It was proposed that an informal Short Life Working Group (“SLWG”) 
be established to focus on the steps needed to be taken by the 
college to achieve a balanced budget over the 5-year period of the 
forecast as part of the overall long term College Strategy. The 
Committee agreed that the SLWG would comprise the Chair of the 
Board, Committee Chairs and Lynne Hollis who has relevant 
expertise.  Any other Board members who were interested in 
participating would also be welcome to join the group. 
 
The SLWG should consider scenario planning to help prepare the 
College for different situations. The financial plan should be 
considered in conjunction with the long term College Strategy which 
is currently being developed. The College needs to be able to prove 
to the SFC that it is spending wisely and demonstrating value for 
money. 
 
The Committee recommended that Vice Principal, Finance & 
Curriculum Services enhance the commentary in the current FFR to 
state that a SLWG has been set up by the Board of Governors to 
determine savings which can be made in line with the new College 
Strategic Plan. Subject to the amended commentary, the Committee 
recommended the FFR to the Board for approval. 
 
Action 1: Vice Principal, Finance & Curriculum Services 

 
 
(ii) June 2019 Management Accounts 

 
Vice Principal, Finance & Curriculum Services, presented paper 4 
noting the College had a successful year and managed to invest in 
new equipment and IT and partially refurbish the Street Building and 
Pavilion A.  
 
The Committee repeated that the college should continue to engage 
with SFC with regard to writing–off the loan. 
 
The Committee noted the paper. 

 
(iii)  Income Generation Report 
 

Vice Principal, Curriculum & Enterprise, presented paper 5 noting 
the successes in the FWDF. It was also highlighted that the 
International Work has been nominated for a CDN award. 
 
The Committee were pleased to hear that the CHS contract has 
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been running smoothly with all KPIs being met. 

It was commented that there is a difference between commercial 
income and alternative income as alternative income is usually 
matched to activity whereas commercial income can produce a 
surplus for investment in the College. It is generally more difficult for 
the College to access commercial income. 

The Committee noted the paper. 

(iv) Pre Audit Credit Report

Vice Principal, Finance & Curriculum Services, presented paper 6
commenting that although the figures were subject to final audit, the
College was expected to have exceeded its credit target.

There was some discussion around the ‘Plus 1’ activity which the
College delivers to enhance students’ employability. The Committee
encouraged such activity to continue however it was noted that the
SFC may tighten their restrictions on allowing ‘Plus 1’ credits in the
future.

(v) Infrastructure Update

Vice Principal, Finance & Curriculum Services, presented paper 7
and the Committee appreciated the opportunity to have seen first-
hand the refurbishment of the Street Building during their visit at the
beginning of the meeting.

19.37 

19.38 

College Key Performance Indicators (KPIs) 2018-2019 

Vice Principal, Finance & Curriculum Services, presented paper 8, which 
the Committee noted. 

Organisational Well-being 

(i) HRM Report

The Senior HR Business Partner presented the report covering the
quarter to 30 June 2019.

The Committee acknowledged that short term sickness was
generally reducing and commended the HR team for their
implementation of a new your attendance matters policy.
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19.39 Complaints Report 

Vice Principal, Curriculum & Enterprise presented paper 10. The 
Committee were disappointed to see a repeat complaint from a student 
with a disability and suggested that some staff development might help 
the situation.  

The Committee recommended that staff should be offered British Sign 
Language training and a best practice model from Moray House staff 
could be looked into. 

Action 2: Principal 

The Committee were encouraged by the compliments in the paper and 
especially noted the West Lothian Volunteer Network which recognised 
the contribution of the College and Fiona Veitch in particular.  

The Committee noted the paper. 

19.40 Any Other Business 

No other matters of business were raised. 

19.41 Review of Meeting, Supporting Papers & Development Plan 

The Committee were content with the meeting, the information received. 

The Development Plan is to be updated to remove the suggestion of a 
joint meeting with Audit but to specifically recommend an ‘exchange 

 
 

 
 

 
 

The Committee noted the report. 

(ii) Employers Association Update

The Chair of the Board confirmed that the pay awards for all staff
have been agreed to September 2020. The Job Evaluation process
is underway but expected take at least a year to move to the next
stage. The next aim of the Employer’s Association is to bring
Principals and Senior Staff within collective bargaining and initial
discussions have taken place to start this process.
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visit’ of Audit and Finance & General Purposes Committee Members to 
each other’s meetings when the accounts are discussed.  

Action 3: Board Secretary 

19.42 Date of Next Meeting 

The next meeting was scheduled for 21 November 2019 at 9.30am. 

Note: There were no matters discussed during the meeting, during 
which Members declared any conflict of interest, or the Secretary to the 
Board was aware from the Register of Interests that discussion could 
give rise to such a conflict. 

Signed …………………………………………………. 
Chair, Finance & General Purposes Committee 

Date ………………………………………………… 

Redactions made under section 43 of Freedom of Information Act.
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Board of Governors 

Financial Forecast Return (FFR) 

Purpose 

The purpose of this paper is to ask the Board of Governors to approve the 2019 FFR 
(attached to this paper).  

Background 

The college is required to produce a financial forecast and commentary as part of the 
Scottish Funding Council’s (SFC) financial health monitoring framework.  The 
attached financial forecast and commentary covers the period 2018-19 to 2023-24. 

SFC has provided guidance in relation to key assumptions that should be used in 
producing the financial forecasts.  Where appropriate this guidance has been 
followed, details of which are contained in the commentary sheet.  In particular SFC 
has advised the Teaching and Fee Waiver allocations to be used over the planning 
period including a drop of £462k/1381 credits in 2022-23 and 2023-24 on the 
assumption that the Developing Scotland’s Workforce ESF funding will end in 
2021-22. 

Other key assumptions include: 

• Salaries increase by 3% each year
• Non-salary costs increase by 2% each year
• SFC capital maintenance funding (FY) is static from 2019-20
• Increase in STSS contributions is fully funded
• Other income remains unchanged except in 2021-22 when it is assumed the

Children’s Hearings Scotland contract has ended.

Annex A to this paper provides a reconciliation between the expected annual 
outturns using the base assumptions and the final annual outturns being reported in 
the FFR. 

This shows that the college will immediately go into deficit in 2020-21 and the deficit 
will increase to £2.5m by 2023-24 if no action is taken.  Actions have, however, been 
identified.  The management structure is currently being reviewed and the learning 
and teaching delivery model is also being reviewed although the changes that will be 
undertaken over this period are not radical or significant.  However, as can be seen 
from Annex A, these actions will not eliminate the deficit position but will reduce it to 
£1.4m by 2023-24.  Clearly delivering a balanced budget over the planning period 
will be challenging particularly as we are a smaller college with a lean staffing 
structure.   
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Financial Strategy 

At the September 2019 meeting of the Finance & General Purposes Committee it 
was agreed that an informal Short Life Working Group (“SLWG”) would be 
established comprising the Chair of the Board, Committee Chairs and a member of 
the Finance & General Purposes Committee with relevant experience to focus on the 
steps needed to be taken by the college to achieve a balanced budget over the five -
year period of the forecast in line with the college’s new strategic plan. 

In addition, a new management team will be in place in 2020-21 and the plan is to 
work with this team to effect cultural change throughout the organisation.  This will 
involve consultation with all staff as to how we can work more effectively and 
efficiently. 

Action 
The Board of Governors is asked to approve the 2019 FFR. 

Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
17 September 2019 

Redactions made under section 43 of Freedom of Information Act.
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Board of Governors 
 
Financial Forecast Return 2019 Commentary 
 
Introduction 
 
The forecast for the 12 month period to 31 July 2019 is based on the latest set of 
Management Accounts.  The budget for 2019-20 is based on the college delivering 
its agreed 44,419 Credits (includes 773 ESF credits) and achieving the targets 
contained in the 2019-22 Regional Plan and Outcome Agreement.  The budget is 
consistent with the Estates Strategy and Finance Strategy.  
 
Review of financial performance 2018-19 
 
Following its reclassification under ONS the college is budgeting to break-even 
financially each year, except for the surplus required to service its loan repayments 
to the Scottish Funding Council (SFC).  For the 12 months to 31 July 2019 the 
college is forecasting a net increase to I&E Reserve of £97k which is £61k lower 
than the loan repayment due to SFC at April 2020. 
 
All income streams exceeded budget during the period, except full-time HE fees and 
SDS contracts, with the main contributors being additional SFC grants, part-time 
fees, ESF Erasmus grants and a number of high value training contracts.  The 
Children’s Hearings Scotland contract performed in line with expectations.  The 
additional monies generated during the period were used to upgrade classroom and 
workshop equipment, ICT infrastructure, the Street Building and other campus 
facilities. 
 
SFC grants 
 
Funding Council grants for 2018-19 have been forecast at £13,017k comprising 
Teaching and fee waiver grant (£11,161k), Childcare grant (£822k), Estates grant 
(£320k), Flexible Workforce Development Fund (£460k), Access to Sanitary 
Products (£23k), Men in Early Learning in Childcare (£13), IT Infrastructure (£120k) 
and Gym Hall Wall (£98k). 
 
Funding Council grants for 2019-20 have been forecast at £13,165k comprising 
Teaching and fee waiver grant (£11,547k), STSS contribution (£214k), Childcare 
grant (£743k), Estates grant (£332k) and Flexible Workforce Development Fund 
(£329k). 
 
SFC grants are forecast to remain unchanged for 2020-21 and 2021-22 then drop by 
£462k for the next two years in line with SFC indicative allocations. 
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Changes in tuition fee income and other income 
 
Tuition fees for 2019-20 are based on a detailed curriculum plan and include fees for 
associate students from Napier and Queen Margaret Universities.  Part-time 
students are actively encouraged to apply for ITA and PFG scheme funding.  Open 
course part-time fees were increased in 2018-19 from £100 per credit to £125 per 
credit but there is no plan to increase these further over the planning period. SDS 
income for 2019-20 onwards reflects the current Modern Apprentice and Foundation 
Apprentice contracts with no expected increase. 
 
Commercial income 
 
The main source of commercial income for the college is the Children’s Hearings 
Scotland Panel Member Training contract.  This contract was renewed from 
1 October 2018 and is due to end 30 September 2021 and it has been assumed that 
the contract will not be extended beyond this date. 
 
Changes in staff and non-staff costs 
 
The college has implemented the provisions of the recent sector pay agreement 
including harmonisation of lecturer pay scales and the budget for 2019-20 provides 
for pay awards in April 2019 and April 2020. The budget also provides for the 
expected additional cost of implementing the support staff and middle management 
job evaluation.  Annual pay awards of 3% have been included in the forecasts from 
2020-21 onwards although a number of staff efficiency saving measures have been 
included in 2020-21 and 2021-22 which offset some of the additional cost.  In 
addition it has been assumed that the college will reduce staffing in 2022-23 to 
match the £426k reduction in Teaching and fee waiver grant from that year.   
 
Despite the cost saving measures identified a further saving of £1.5m will be required by 
2023-24 to achieve a breakeven position in that year. An informal Short Life Working 
Group (“SLWG”) has been established comprising the Chair of the Board, Committee 
Chairs and a member of the Finance & General Purposes Committee to focus on the 
steps needed to be taken by the college to achieve a balanced budget over the 5-year 
period of the forecast in line with the college’s new strategic plan.   
 
Employer contributions to SPPA are provided for at 23.0% and to the Lothian 
Pension fund at 19.8%.  
 
During 2019-20 the Organisational Business Model is being reviewed in line with the 
Strategic Priorities of the college. 
 
For 2019-20 non-staff costs were arrived at through a zero-based budget approach. 
From 2020-21 onwards a general increase of 2% per year has been assumed. 
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Cash budget for priorities 
 
The college has a fixed annual Cash Budget for Priorities (CBP) of £190k. However 
the college has two non-revenue payments it must make each year, £158k for its 
loan with SFC and £206k in respect of early retirement pensions (ERP).  The ERP 
was in place before April 2014 but only £32k of the £206k paid annually is reflected 
in the CBP figure used to calculate Adjusted Operational Result.  In order to prevent 
overstatement of this figure the remaining £174k paid for ERP has been included 
under the NPD payments line. 
 
Balance sheet – cash position 
 
The college tries to maintain an operational cash balance of £750k throughout the 
year though this of course can vary.  The cash balance at 31 July 2019 was £760k 
but it is expected this will return to the £750k level over the remaining years of the 
forecast. 
 
Risk management 
 
Management of the key budget risks are undertaken through the college’s 
Opportunity and Risk Register Management Reports. 
 
Any other information 
 
None 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
17 September 2019 
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College/Region WEST LOTHIAN COLLEGE

Contact Jennifer McLaren

Telephone 01506 427806

Email: jmclaren@west-lothian.ac.uk

DECLARATION:

Signed:
Principal/Chief Executive Officer

Date:

The attached worksheets represent the financial forecasts for the College/Region. They reflect a 
financial statement of our academic and physical plans from 2018-19 to 2023-24. Adequate 
explanations have been provided where requested on the return.  The worksheets and their 
underpinning assumptions have been reviewed and approved by the Board of Management in 
accordance with their agreed practices.  In preparing this financial forecast the College/Region has 
fully considered the financial implications of all aspects of its strategy and has properly reflected 
these in the forecast.



WEST LOTHIAN COLLEGE

KEY RISKS

Please use the boxes below to provide a commentary on material risks to income and 
expenditure as identified in the Risk Register. Where possible these risks should be 
quantified.

Please use the boxes below to describe the actions planned by the College to 
address/mitigate the identified risks.

There is a risk that external funding pressures adversely impact on delivery of the curriculum or the college 
does not deliver effectively on its educational or commercial contracts resulting in a loss of income and 
learning opportunities and negatively impacting on future college sustainability

Annual budget process and monthly management accounts with prompt income collection and accurate cash 
flow forecasts which allows early management corrective action. Engagement with the Employers’ Association 
(EA) in agreeing actions through national bargaining. Commercial and Workforce Development growth plans 
and annual income targets. High-performing Children’s Hearings Scotland (CHS) delivery team. Contract 
management and delivery team in place for apprenticeship programmes

There is a risk that the college fails to develop a demand-led curriculum portfolio and does not meet its credit 
target due to a lack of engagement with key stakeholders, lack of focus on government objectives or 
inadequate curriculum planning, resulting in low student numbers, a clawback of funding and not meeting the 
needs of the people, communities and economy of West Lothian

Annual curriculum review process takes account of labour market demand, SFC priorities, Edinburgh and 
South East Scotland City Region Deal skills planning, and course performance. Annual school/college delivery 
plan incorporates DYW senior phase vocational pathway ambitions including Foundation Apprenticeships. 
Workforce development plan and commercial strategy based on employer need, demand for up-skilling and re-
skilling. Proactive marketing campaigns and events and regular monitoring of targets.

There is a risk that the college is unable to invest fully in its estate and digital infrastructure due to reduced 
SFC capital funding and investment funds, resulting in the failure to provide a high quality estate with industry 
standard equipment and a fit for purpose digital infrastructure which negatively impacts on the student 
experience and staff productivity

Estates priorities identified for 3-5 year period and annual investment in IT and curriculum resources from 
income generation contribution and SFC funding. Ten year estates lifecycle maintenance plan being 
implemented. Investment to ensure the robustness and security of the digital infrastructure.  Cyber Essentials 
accreditation achieved to mitigate against cyber security threats. Carbon Reduction Plan monitored through 
Sustainability Group. Business continuity plans and annual tests to ensure plans are fit for purpose. 
Data Protection Officer overseeing GDPR requirements to help ensure compliance. 



2019-20 2020-21 2021-22 2022-23 2023-24 2019-20 2020-21 2021-22 2022-23 2023-24
£000 £000 £000 £000 £000 Details of Methodology and Valuation Details of Methodology and Valuation Details of Methodology and Valuation Details of Methodology and Valuation Details of Methodology and Valuation 

STSS 851 852 802 768 763 From detailed budget calculations Pro-Rata based on previous year Pro-Rata based on previous year Pro-Rata based on previous year Pro-Rata based on previous year
Lothian Pension Fund 912 914 860 823 818 From detailed budget calculations Pro-Rata based on previous year Pro-Rata based on previous year Pro-Rata based on previous year Pro-Rata based on previous year
Other pension schemes - please state which scheme
Other pension schemes - please state which scheme

Total 1,763.00           1,766.00           1,662.00               1,591.00               1,581.00               

Pension Assumptions
Employer Contributions



WEST LOTHIAN COLLEGE

Statement of Comprehensive income and expenditure (Consolidated)

Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 
2021-22

2021-22 - 
2022-23

2022-23 - 
2023-24

Explanation for variance

£000 £000 £000 £000 £000 £000 £000 % % % % % %
INCOME

Tuition fees and education contracts 3,140 3,374 3,302 3,302 3,302 3,302 3,302 7.5% -2.1% 0.0% 0.0% 0.0% 0.0%
Funding council/RSB grants 12,190 13,017 13,165 13,165 13,165 12,703 12,703 6.8% 1.1% 0.0% 0.0% -3.5% 0.0%
Research grants and contracts 0 0 0 0 0 0 0
Revenue grants from Arms Length Foundation 0 0 0 0 0 0 0
Capital grants from Arms Length Foundation 0 0 0 0 0 0 0
Other non-government capital grants 0 0 0 0 0 0 0
Deferred capital grant release (SFC/RSB and non-SFC Government) 457 457 457 457 457 457 457 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
Other income 2,049 1,934 1,709 1,709 588 588 588 -5.6% -11.6% 0.0% -65.6% 0.0% 0.0%
Investment income 1 1 2 2 2 2 2 0.0% 100.0% 0.0% 0.0% 0.0% 0.0%
Total income before donations and endowments 17,837 18,783 18,635 18,635 17,514 17,052 17,052 5.3% -0.8% 0.0% -6.0% -2.6% 0.0%
Donations and endowments 0 0 0 0 0 0 0
Total income 17,837 18,783 18,635 18,635 17,514 17,052 17,052 5.3% -0.8% 0.0% -6.0% -2.6% 0.0%

EXPENDITURE

Staff costs 11,915 12,164 13,171 13,197 12,418 11,886 11,814 2.1% 8.3% 0.2% -5.9% -4.3% -0.6%
Staff costs - exceptional restructuring costs 7 36 0 0 0 0 0 414.3% -100.0%
Exceptional costs - non-staff 0 0 0 0 0 0 0
Other operating expenses 5,821 5,804 4,628 4,602 4,260 4,330 4,402 -0.3% -20.3% -0.6% -7.4% 1.6% 1.7%
Donation to Arms Length Foundation 0 0 0 0 0 0 0
Depreciation 800 787 771 771 771 771 771 -1.6% -2.0% 0.0% 0.0% 0.0% 0.0%
Interest and other finance costs 233 0 0 0 0 0 0 -100.0%

Total expenditure 18,776 18,791 18,570 18,570 17,449 16,987 16,987 0.1% -1.2% 0.0% -6.0% -2.6% 0.0%

Surplus/(deficit) before other gains and losses and share of operating 
surplus/deficit of joint ventures and associates

(939) (8) 65 65 65 65 65
-99.1% -912.5% 0.0% 0.0% 0.0% 0.0%

Gain/(loss) on disposal of fixed assets 0 0 0 0 0 0 0
Gain/(loss) on investments 0 0 0 0 0 0 0
Share of operating surplus/(deficit) in joint venture(s) 0 0 0 0 0 0 0
Share of operating surplus/(deficit) in associate(s) 0 0 0 0 0 0 0

Surplus/(deficit) before tax (939) (8) 65 65 65 65 65 -99.1% -912.5% 0.0% 0.0% 0.0% 0.0%

Other taxation 0 0 0 0 0 0 0

Surplus/(deficit) for the year (939) (8) 65 65 65 65 65 -99.1% -912.5% 0.0% 0.0% 0.0% 0.0%

Unrealised surplus on revaluation of land and buildings 0 0 0 0 0 0 0
Actuarial (loss)/gain in respect of pension schemes 2,651 0 0 0 0 0 0 -100.0%
Other comprehensive income 0 0 0 0 0 0 0

Total comprehensive income for the year 1,712 (8) 65 65 65 65 65 -100.5% -912.5% 0.0% 0.0% 0.0% 0.0%



Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 2021-
22

2021-22 - 
2022-23

2022-23 - 
2023-24

Explanation for variance

£000 £000 £000 £000 £000 £000 £000 % % % % % %

Surplus/(deficit) before other gains and losses and share of operating 
surplus/deficit of joint ventures and associates (939) (8) 65 65 65 65 65

Add:
Total depreciation (Government-funded, privately funded and NPD-
funded assets) net of deferred capital grant release (incorporated 
colleges only)

343 330 314 314 314 314 314
-3.8% -4.8% 0.0% 0.0% 0.0% 0.0%

Exceptional non-restructuring items (e.g. impairment costs) 0 0 0 0 0 0 0
Donation to Arms-Length Foundation (incorporated colleges only) 0 0 0 0 0 0 0
Non-cash pension adjustment - net service cost 719 0 0 0 0 0 0 -100.0%
Non-cash pension adjustment - ERP 0 0 0 0 0 0 0
Non-cash pension adjustment -net interest costs 233 0 0 0 0 0 0
Deduct:
Non-Government capital grants (e.g. ALF capital grant) 0 0 0 0 0 0 0
 Exceptional income (if disclosed as exceptional in accounts) 0 0 0 0 0 0 0
CBP allocated to loan repayments and other capital items (incorporated 
colleges only) 190 190 190 190 190 190 190 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
NPD payments to reduce NPD balance sheet debt 167 162 174 174 174 174 174 -3.0% 7.4% 0.0% 0.0% 0.0% 0.0%

(1) (30) 15 15 15 15 15 2900.0% -150.0% 0.0% 0.0% 0.0% 0.0%

Cash budget for priorities (incorporated colleges) :

Revenue priorities
Student support funding 0 0 0 0 0 0 0
2015-16 pay award 0 0 0 0 0 0 0
Voluntary severance 0 0 0 0 0 0 0
Estates costs 0 0 0 0 0 0 0
Other - please describe 0 0 0 0 0 0 0
Total impact on operating position 0 0 0 0 0 0 0

Capital priorities
Loan repayments 158 158 158 158 158 158 158
NPD / PFI repayments 0 0 0 0 0 0 0
Estates costs 0 0 0 0 0 0 0
Provisions pre 1 April 2014 32 32 32 32 32 32 32
Total capital 190 190 190 190 190 190 190

Total cash budget for priorities spend 190 190 190 190 190 190 190

WEST LOTHIAN COLLEGE

ADJUSTED OPERATING RESULT

Adjusted operating result



WEST LOTHIAN COLLEGE

Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 
2021-22

2021-22 - 
2022-23

2022-23 - 
2023-24

Explanation

Staff costs £000 £000 £000 £000 £000 £000 £000 % % % % % %

Salaries 8,958 9,662 10,412 10,433 9,816 9,395 9,338 7.9% 7.8% 0.2% -5.9% -4.3% -0.6%
Social Security costs 848 920 996 998 940 900 895 8.5% 8.3% 0.2% -5.8% -4.3% -0.6%
Other pension costs 1,390 1,582 1,763 1,766 1,662 1,591 1,581 13.8% 11.4% 0.2% -5.9% -4.3% -0.6%
FRS 102 pensions adjustments 719 -100.0%
Total 11,915 12,164 13,171 13,197 12,418 11,886 11,814 2.1% 8.3% 0.2% -5.9% -4.3% -0.6%



WEST LOTHIAN COLLEGE

Balance Sheet Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 
2021-22

2021-22 - 
2022-23

2022-23 - 
2023-24

Explanation for variance

£000 £000 £000 £000 £000 £000 £000 % % % % % %

1 Non-current assets a) Intangible assets 0 0 0 0 0 0 0 1.7%
b) Fixed assets 18,860 18,073 17,302 16,531 15,760 14,989 14,218 -4.2% -4.3% -4.5% -4.7% -4.9% -5.1%
c) Investments 0 0 0 0 0 0 0

Total non-current assets 18,860 18,073 17,302 16,531 15,760 14,989 14,218 -4.2% -4.3% -4.5% -4.7% -4.9% -5.1%

2 Current assets a) Stock 0 0 0 0 0 0 0
b) Debtors 864 886 886 886 816 816 816 2.5% 0.0% 0.0% -7.9% 0.0% 0.0%
c) Investments 0 0 0 0 0 0 0
d) Cash and cash equivalents 729 760 750 750 750 750 750 4.3% -1.3% 0.0% 0.0% 0.0% 0.0%
e) Other (e.g. assets for resale) 0 0 0 0 0 0 0

Total current assets 1,593 1,646 1,636 1,636 1,566 1,566 1,566 3.3% -0.6% 0.0% -4.3% 0.0% 0.0%

3 a) Bank loans and external borrowing 0 0 0 0 0 0 0
b) Bank overdrafts 0 0 0 0 0 0 0
c) Lennartz creditor 0 0 0 0 0 0 0
d) Obligations under finance leases and service concessions 0 0 0 0 0 0 0
e) Payments received in advance 0 0 0 0 0 0 0
f) Amounts owed to Funding Council 158 158 158 158 158 158 158 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
g) Obligations under PFI/NPD 0 0 0 0 0 0 0
h) Deferred capital grant 457 457 457 457 457 457 457
i) Other creditors and accruals 1,813 1,896 1,871 1,856 1,771 1,756 1,741 4.6% -1.3% -0.8% -4.6% -0.8% -0.9%

Total creditors < 1year 2,428 2,511 2,486 2,471 2,386 2,371 2,356 3.4% -1.0% -0.6% -3.4% -0.6% -0.6%

Share of net assets/(liabilities) in associate 0 0 0 0 0 0 0

NET CURRENT ASSETS/LIABILITIES (835) (865) (850) (835) (820) (805) (790) 3.6% -1.7% -1.8% -1.8% -1.8% -1.9%

TOTAL ASSETS LESS CURRENT LIABILITIES 18,025 17,208 16,452 15,696 14,940 14,184 13,428 -4.5% -4.4% -4.6% -4.8% -5.1% -5.3%

4 a) Local authority loans 0 0 0 0 0 0 0
b) Bank loans and external borrowing 0 0 0 0 0 0 0
c) Lennartz creditor 0 0 0 0 0 0 0
d) Finance leases and service concessions 0 0 0 0 0 0 0
e) Obligations under PFI/NPD 0 0 0 0 0 0 0
f) Deferred capital grant 12,306 11,849 11,392 10,935 10,478 10,021 9,564
g) Amounts repayable to Funding Council 2,369 2,211 2,053 1,895 1,737 1,579 1,421 -6.7% -7.1% -7.7% -8.3% -9.1% -10.0%
h) Other creditors 0 0 0 0 0 0 0

Total creditors >1 year 14,675 14,060 13,445 12,830 12,215 11,600 10,985 -4.2% -4.4% -4.6% -4.8% -5.0% -5.3%

5 Provisions a) Pension provisions 2,783 2,783 2,783 2,783 2,783 2,783 2,783 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%
b) Other 3,688 3,688 3,688 3,688 3,688 3,688 3,688 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%

Total provisions 6,471 6,471 6,471 6,471 6,471 6,471 6,471 0.0% 0.0% 0.0% 0.0% 0.0% 0.0%

TOTAL NET ASSETS (3,121) (3,323) (3,464) (3,605) (3,746) (3,887) (4,028) 6.5% 4.2% 4.1% 3.9% 3.8% 3.6%

9 Restricted Reserves a) Endowment Reserve 0 0 0 0 0 0 0

b) Restricted Reserve 0 0 0 0 0 0 0

10 Unrestricted reserves a) Income and Expenditure Reserve -9,262 -9,165 -9,007 -8,849 -8,691 -8,533 -8,375 -1.0% -1.7% -1.8% -1.8% -1.8% -1.9%
b) Revaluation reserve 6,141 5,842 5,543 5,244 4,945 4,646 4,347 -4.9% -5.1% -5.4% -5.7% -6.0% -6.4%

11 Non-controlling interest 0 0 0 0 0 0 0

TOTAL RESERVES (3,121) (3,323) (3,464) (3,605) (3,746) (3,887) (4,028) 6.5% 4.2% 4.1% 3.9% 3.8% 3.6%

Creditors: amounts falling due within one year

Creditors: amounts falling due after more than one 
year



WEST LOTHIAN COLLEGE
Actual 

2017-18
Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 2021-
22

2021-22 - 
2022-23

2022-23 - 
2023-24

Cashflow £000 £000 £000 £000 £000 £000 £000 % % % % % % Explanation for variance

1 Cash flow from operating activities
a) Surplus / (deficit) for the year -939 -8 65 65 65 65 65 11638%

2 Adjustment for non-cash items
a) Depreciation 800 787 771 771 771 771 771 2% (2%) 0% 0% 0% 0%
b) Amortisation of intangibles 0 0 0 0 0 0 0
c) Benefit on acquisition 0 0 0 0 0 0 0
d) Amortisation of goodwill 0 0 0 0 0 0 0
e) Loss / (gain) on investments 0 0 0 0 0 0 0
f) Decrease / (increase) in stock 0 0 0 0 0 0 0
g) Decrease / (increase) in debtors (305) (22) 0 0 0 70 0 (93%) (100%) (100%)
h) Increase / (decrease) in creditors (495) 83 (25) (15) (15) (85) (15) (117%) (130%) (40%) 0% 467% (82%)
i) Increase / (decrease) in pension provision 0 0 0 0 0 0 0
j) Increase / (decrease in other provisions (199) (194) (206) (206) (206) (206) (206) (3%) 6% 0% 0% 0% 0%
k) Receipt of donated equipment 0 0 0 0 0 0 0
l) Share of operating surplus / (deficit) in joint venture 0 0 0 0 0 0 0

m) Share of operating surplus / (deficit) in associate 0 0 0 0 0 0 0
n) Other 262 (457) (457) (457) (457) (457) (457) (274%) 0% 0% 0% 0% 0%

Total adjustment for non-cash items 63 197 83 93 93 93 93 213% (58%) 12% 0% 0% 0%

3 Adjustment for investing or financing activities
a) Investment income (1) (1) (2) (2) (2) (2) (2) 0% 100% 0% 0% 0% 0%
b) Interest payable 233 0 0 0 0 0 0 (100%)
c) Endowment income 0 0 0 0 0 0 0
d) Loss / (gain) on the sale of assets 0 0 0 0 0 0 0
e) Capital grant income 0 0 0 0 0 0 0

Total adjustment for investing or financing activities 232 (1) (2) (2) (2) (2) (2) (100%) 100% 0% 0% 0% 0%

4 Net cash inflow from operating activities (644) 188 146 156 156 156 156 (129%) (22%) 7% 0% 0% 0%

5 Cash flow from investing activities
a) Proceeds from sales of fixed assets 0 0 0 0 0 0 0
b) Proceeds from sales of intangible assets 0 0 0 0 0 0 0
c) Capital grants receipts 0 0 0 0 0 0 0
d) Disposal of non-current asset investments 0 0 0 0 0 0 0
e) Withdrawal of deposits 0 0 0 0 0 0 0
f) Investment income 1 1 2 2 2 2 2 0% 100% 0% 0% 0% 0%
g) Payments made to acquire fixed assets 0 0 0 0 0 0 0
h) Payments made to acquire intangible assets 0 0 0 0 0 0 0
i) New non-current asset investments 0 0 0 0 0 0 0
j) New deposits 0 0 0 0 0 0 0

Total cash flows from investing activities 1 1 2 2 2 2 2 0% 100% 0% 0% 0% 0%

6 Cash flows from financing activities
a) Interest paid 0 0 0 0 0 0 0
b) Interest element of finance lease and service concession 0 0 0 0 0 0 0
c) Endowment cash received 0 0 0 0 0 0 0
d) New secured loans 0 0 0 0 0 0 0
e) New unsecured loans 0 0 0 0 0 0 0
f) Repayments of amounts borrowed (158) (158) (158) (158) (158) (158) (158) 0% 0% 0% 0% 0% 0%
g) Capital element of finance lease and service concession payments 0 0 0 0 0 0 0

Total cash flows from financing activities (158) (158) (158) (158) (158) (158) (158) 0% 0% 0% 0% 0% 0%

7 (Decrease) / increase in cash and cash equivalents in the year (801) 31 (10) 0 0 0 0 (104%) (132%) (100%)

8 Cash and cash equivalents at beginning of the year 1,530 729 760 750 750 750 750 (52%) 4% (1%) 0% 0% 0%
9 Cash and cash equivalents at the end of the year 729 760 750 750 750 750 750 4% (1%) 0% 0% 0% 0%



WEST LOTHIAN COLLEGE

Capital Expenditure Projects and Forecast Methods of Financing Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

2017-18 - 
2018-19

2018-19 - 
2019-20

2019-20 - 
2020-21

2020-21- 
2021-22

2021-22 - 
2022-23

2022-23 - 
2023-24

£000 £000 £000 £000 £000 £000 £000 % % % % % %

Expenditure:
Land & Buildings 0 0 0 0 0 0 0
Equipment & Others 0 0 0 0 0 0 0

0 0 0 0 0 0 0
Financed by:
Cash reserves 0 0 0 0 0 0 0
Arms Length Foundation 0 0 0 0 0 0 0
Leasing 0 0 0 0 0 0 0
SFC/RSB grant 0 0 0 0 0 0 0
Re-investment of proceeds from disposal of assets * 0 0 0 0 0 0 0
Non-SFC/RSB grants 0 0 0 0 0 0 0
PFI/NPD 0 0 0 0 0 0 0
Other - please specify if material 0 0 0 0 0 0 0

0 0 0 0 0 0 0

* to be included only where this has been agreed by SFC

Actual 
2017-18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

£000 £000 £000 £000 £000 £000 £000
Capital disposals

Disposal proceeds:
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0

0 0 0 0 0 0 0

Gain/(loss) on disposal:
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0
Asset description 0 0 0 0 0 0 0

0 0 0 0 0 0 0





WEST LOTHIAN COLLEGE

ALF Funding
Actual 2017-

18
Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

£000 £000 £000 £000 £000 £000 £000

Estimated balance of cash in ALF as at 1 August 0 0 0 0 0 0 0

Donation to Arms Length Foundation 0 0 0 0 0 0 0

Grant from Arms Length Foundation - capital 0 0 0 0 0 0 0
Grant from Arms Length Foundation - revenue 0 0 0 0 0 0 0

Estimated balance of cash in ALF as at 31 July 0 0 0 0 0 0 0

Note:

Actual 2017-
18

Forecast 
2018-19

Forecast 
2019-20

Forecast 
2020-21

Forecast 
2021-22

Forecast 
2022-23

Forecast 
2023-24

£000 £000 £000 £000 £000 £000 £000

Grant from Arms Length Foundation - capital:
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0

Grant from Arms Length Foundation - revenue
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Description 0 0 0 0 0 0 0
Total 0 0 0 0 0 0 0

For most foundations, the most recent accounts available are for periods ending in 2018. Colleges' forecast movements will not 
include governance costs, donations from third parties, payments to third parties or investment income.



WEST LOTHIAN COLLEGE
FINANCIAL SUMMARY Actual 2017-18 Forecast 2018-19 Forecast 2019-20 Forecast 2020-21 Forecast 2021-22 Forecast 2022-23 Forecast 2023-24
 £000 £000 £000 £000 £000 £000 £000

Total Income 17,837 18,783 18,635 18,635 17,514 17,052 17,052
Total Funding Council Grant (excluding release of deferred capital grant) 
as % of Total Income

68% 69% 71% 71% 75% 74% 74%

Total non-Funding Council Grant (including release of SFC DCG) as % of 
Total Income

32% 31% 29% 29% 25% 26% 26%

Total Education Contracts and Tuition Fees as % of Total Income 18% 18% 18% 18% 19% 19% 19%
Total Research Grants and Contracts as % of Total Income 0% 0% 0% 0% 0% 0% 0%
Total Other Income as % of Total Income 11% 10% 9% 9% 3% 3% 3%

Total Expenditure 18,776 18,791 18,570 18,570 17,449 16,987 16,987
Salaries as % of Total Expenditure 63% 65% 71% 71% 71% 70% 70%
Other operating costs as % of Total Expenditure 31% 31% 25% 25% 24% 25% 26%
Depreciation/amortisation as % of Total Expenditure 4% 4% 4% 4% 4% 5% 5%

Operating Surplus/(deficit) -939 -8 65 65 65 65 65
Operating Surplus/(deficit) as % of Total Income -5% 0% 0% 0% 0% 0% 0%
Adjusted operating surplus/(deficit) -1 -30 15 15 15 15 15
Adjusted operating surplus/(deficit) as % of Total Income 0.0% -0.2% 0.1% 0.1% 0.1% 0.1% 0.1%

Cash and Current Asset Investments 729 760 750 750 750 750 750
Overdrafts 0 0 0 0 0 0 0
Days Ratio of Cash to Total Expenditure 15 15 15 15 16 17 17

Unrestricted reserves (9,262) (9,165) (9,007) (8,849) (8,691) (8,533) (8,375)
Current Ratio 0.66 0.66 0.66 0.66 0.66 0.66 0.66
Unrestricted reserves as % of Total Income -52% -49% -48% -47% -50% -50% -49%
Total borrowing (Overdrafts, Loans, Finance Leases, PFI/NPD) 0 0 0 0 0 0 0
Interest cover -3.03 #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0! #DIV/0!

Income ratios

Expenditure ratios

Operating position

Cash Position

Balance Sheet strength
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Introduction 
 
This report provides an over view of the health and safety standards at West Lothian 
College from April to June 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 nineteen 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 over seven-
day absence from work.  
 
In the same period in 2018 there were fifteen HSF1 completed by first aiders. The 
graphs below detail each category of accident/incident: 

 
 
 

Annual Data Collection 2014-2019 
 
 

 

1.  
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                                            2019 Data by reporting period. 
 
 

 

 
 

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 12 June 2019 
Minutes from meeting have been posted on   
iShare 

Yes 

Action points against H&S Officer currently 
outstanding 

0 

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

0  

Risk assessments  
Number of risk assessments due for review  0 
Number of new Risk assessments. 2 x Event RA 

3 x Workstation/DSE 
1 x PEEP 
1 x  Care Plan 
2 x  COSHH 
3 x Maternity RA 

Number of generic risk assessments due for 0 - All were reviewed summer 
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review 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 2020 
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 has now been approved by all parties and is available on iShare to all staff. 
 
The Health and Safety Policy was reviewed and updated and is now available to all 
staff on iShare and on the college website. 
 

        Scheduled events 
 

The Scottish Fire Brigade contacted the College to carry out a fire inspection in April.   
This inspection was activated by a few fire alarm calls that had happened overnight. 
The college had not been made aware of these by the security company.  There were 
no actions raised at the inspection and they do not as standard supply a report unless 
there are recommendations or enforcements.   
 
The Health and Safety Committee for this period was held in June.  One of the main 
discussions focused on concerns we had over a student who has had many seizures 
over the last year and at times assistance had been delayed when the seizure occurred 
in the disabled toilet due to no-one hearing the alarm.  As a result of this all disabled 
toilets now have a louder sounding alarm fitted which is connected to a receiving centre 
who raise the alarm centrally within the college. A similar system was also set up in the 
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Student Association’s new area who at times have felt concerned about being in an 
area on their own and dealing with a distressed student.  
 

        A test of the All Site Evacuation Plan was carried out in June.  This was a continuation 
of counter terrorism training carried out by Health and Safety Officer in 2018.  The 
training was co-ordinated by the Facilities team who led the evacuation. Support and 
curriculum staff were evacuated and walked to the Civic Centre (which is one of the 
designated assembly sites).  The evacuation was successful taking 14 minutes to walk 
from the college to the civic centre with all college buildings being cleared and checked. 
There were a few actions that arose relating to positioning of FM staff and the alarm 
during the test. 

 
Learning and Development Activities  
 
During the period April – June 2019 there was a low level requirement to provide health 
and safety training due to the work that had already taken place earlier in the academic 
year. The training that did take place during this quarter included ongoing  
e-learning for new staff, first aid refresher training and Lone worker training for 
Childhood Practice & Sport & Fitness.  
  
Plans are being formulated to ensure that the college’s Care Assistants have the 
appropriate training in place for August to support students with additional needs, this 
includes hoist use, epilepsy, diabetes and stoma training. Work will also continue in 
2019/20 to embed health and safety training across the organisation through a mix of 
online learning, toolbox talks and formal training. This is being planned by the Learning 
and Development Officer, in conjunction with the Health and Safety Officer. 
 
 
Changes to Legislation/Guidance/Building Changes 
 
HSE has issued safety guidance on the following:  
 
3d Printers- Measuring and controlling emissions from polymer filament desktop 3D 
printers.  The only department affected is the engineering department, which has 
reviewed the use of these printers and are working on creating a safe working practice 
over the summer. 
 
Woodworking COSHH –HSE's suite of direct advice sheets specific to the 
woodworking industry has been updated, and can help employers, the self-employed 
and franchisees comply with COSHH regulations.  The new sheets set out what to do to 
reduce exposure to substances such as wood dust to an adequate level and protect 
workers health. 
 
These have been sent to Construction, Engineering and FM to review their working 
practices. 
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Consultations and Internal Audits or Walk round inspections. 
 
A planned Health and Safety Audit was carried out of the Sport and fitness.  Appendix 2 
details the actions generated from these audits. 
 
Walk round inspections were carried out of Pavillion A/B.  Appendix 3 details the 
actions generated from these walk rounds. 

 
Staff Experience Group 
 
The good work of the Staff Experience Group has been continuing to support staff and 
improve morale.  Since the previous update many more initiatives that have taken place 
include:  
 
• A free Physiotherapy service launched June 2019 delivered by ‘Connect Health’ –

available to all employees to help support their health and wellbeing. 
• Communications in the form of emails and posters to raise awareness of Coeliac 

Disease in their UK awareness week in May 2019. 
• A new Employee Benefits section setup with the Staff Zone on iShare to promote 

benefits available to all staff. 
• Managers were distributed with CIPD guidance on ‘How to help teams thrive at 

work’. 
• Posters were distributed to promote physical exercise to relieve stress and also on 

raising awareness of Type 2 Diabetes. 
• A College wide Walking Challenge took place over May and June with 19 teams 

taking part racking up over 36 million steps.  Positive feedback received showed 
an increase in staff engagement, more physical activity and improved health and 
wellbeing of employees taking part. 
 

It has been decided that the Staff Experience Group will continue for a further year with 
additional representatives being recruited to enhance the experiences we can offer to 
staff. 
 
 
 

 
 
 
 

 
 

  

https://westlothiancollege920.sharepoint.com/:f:/r/sites/Staff%20Zone/Staff%20Information/Employee%20Benefits?csf=1&e=drh9Hr
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Appendix 1 
 
 
 
 

No. Date Accident/Incident/ 
near miss 

HSF1 Detail Investigation 

1 05/04/2019 accident Student was walking along front 
of pavilions, when lost their 
footing.  Foot went into loose 
stone edging where there was a 
nail and punctured shoe and foot.  
First aider attended, cleaned 
wound,  applied a plaster and 
advised to get a tetanus 

H&S officer requested 
FM team to inspect area 
for any more nails, but 
none could be seen. 

2 25/04/2019 accident Student bent down in workshop 
and when stood up banged his 
head on a piece or woodwork he 
was working on.  First aider 
attended and applied pressure 
and cleaned the wound.  Student 
felt ok and no sign of concussion 
and was still able to attend class. 

No further action 
required. 

3 25/04/2019 first aid Student has a pre-existing 
condition and had collapsed in 
class.  Actions were taken as per 
the care plan. First aider attended 
with defibrillator. The first aider 
waited until ambulance arrived.  
Student refused to go in the 
ambulance and was taken home 
by a friend. 

No further action 
required. 

4 29/04/2019 first aid Student has a pre-existing 
condition and felt like she was 
going to take an absence, as has 
epilepsy.  A first aider was called 
they checked student had taken 
their medicine.  Parents were 
called to come and collect. 

H&S officer checking 
with department to see 
if there is a care plan in 
place. 

5 29/04/2019 accident Member of staff was walking 
from car past waste skips and got 
a screw lodged in shoes, the skin 
was not broken and no first aid 
was required. 

H&S officer has asked 
manager responsible for 
that area to feed back 
with a course of action 
to address screws and 
nails in this area. 
Magnetic sweeper now 
being used. 

6 02/05/2019 first aid Student collapsed and was 
unconscious.  First aider 
attended, Ambulance was called 
student was not taken to hospital 

Student has a care plan 
and was collected by 
parents. 
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7 02/05/2019 first aid Student was feeling unwell and 
complaining of pain in arm.  First 
aider attended and parent made 
aware.   Student collected by taxi 
to take home. 

No further action 
required.  

8 04/05/2019 first aid Weekend class in college, student 
felt sick with high temperature 
and began to fit (had been ill 
before coming to class) First aider 
made comfortable until 
ambulance arrived. 

Student taken to 
hospital. 

9 10/05/2019 accident Student was lifting tyre, 
experienced sharp pain on their 
thigh.  Completed fitting tyre, did 
not report to lecturer and left for 
break.   Student thought they 
could walk off pain and had taken 
paracetamol and Ibuprofen.  First 
aider was called , student wanted 
to return to class therefore FA 
went with student and explained 
injury to lecturer    

No further action 
required. 

10 10/05/2019 first aid Student had taken paracetamol.  
First aider attended and 
monitored level of 
responsiveness for 25 min with 
no change in condition.   Taken to 
hospital by staff member. 

Safeguarding team were 
aware of this student, 
Member of staff stayed 
in hospital until partner 
collected student. 

11 15/05/2019 first aid Student out of class for approx. 
10 min, when they did not return 
classmate went looking for them.  
Heard alarm going off in all 
gender restroom, found student 
on floor having seizure.   When 
First Aided arrived, ambulance 
had been called and another 
member of staff was attending to 
student. 

Ambulance took 
student to hospital.  
H&S officer arranged 
with FM for new alarms, 
which will be louder and 
connected to call 
centre.  Care plan 
amended so all 
lecturers are aware to 
have a student check 
toilets for this student.  

12 17/05/2019 first aid Student asked to speak to a 
member of staff in a distressed 
state. Student had taken an 
overdose. Member of staff took 
student to hospital as 
recommended by them the 
previous week.  Student admitted 
in hospital overnight.  

Student had been 
referred to the 
safeguarding team. 
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13 21/05/2019 accident Member of staff was attending a 
conference and was walking to 
venue when fell on uneven 
pavement.  Member of staff took 
taxi to hospital and was off work 
for more than 7 days due to 
tissue damage to her foot and 
ankle. 

Detail now obtained 
and reported to HSE. 

14 21/05/2019 accident Student received a burn to ear 
with tongs.   Cold-water 
compress applied by lecturer. 

No further action 
required. 

15 22/05/2019 first aid Student took seizure while in all 
gender restroom.   Friend had 
been waiting outside and heard 
alarm from emergency cord being 
pulled.  First aider attended, an 
ambulance was called and 
student was taken to hospital. 

No further action 
required. 

16 29/05/2019 incident Visitor was getting a foot 
treatment and rolled trousers up, 
foot swelled up due to the heat.  
Trousers tightened around ankle 
temporarily cutting circulation, 
jeans were rolled down with help 
from college staff and no further 
treatment required. 

No further action 
required. 

17 05/06/2019 accident Student on crutches fell when 
trying to sit down and banged 
their head.  First aider called and 
student was in recovery position, 
cool pack applied and told to look 
out for concussion. 

No further action 
required. 

18 07/06/2019 near miss School students were attending 
STEM Olympics; lecturer noticed 
students going into Terrace 1/2 
and heard possibly a lighter 
exploding.  No one was hurt and 
lecturer did not see who the 
students were. 

No evidence on CCTV 
available. 

19 16/06/2019 violence External let in Pavilion A/B- two 
of the members were fighting, 
member of public stepped in to 
help, member of public was 
punched. Facilities were alerted 
and the Manager and technicians 
attended to control the situation. 

A meeting has been set 
up with the group to 
look at the risk, also 
commercial team to 
review. 
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Appendix 2  College Audit 

A programme of audits is created annually.  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    5 •  Housekeeping 

•  Broken equipment 
•  Socket covers  
•  Flammable gas storage 

Safe systems of work 3 • Work placement 
• RA paperwork not available to view 
• RA for lone working 

Work Equipment 1 • PUWER and contractors on site 
Accident reporting and 
investigation 

1 • Accident recording 

Health and Welfare 
COSHH 

1 • COSHH assessment to be completed 

Information, instruction 
and training 

2 • Work experience and Inductions 

PPE 1 • Maintenance of PPE 
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Appendix 3   Corrective Actions of Health and Safety Walk Around 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

  

Issues identified   7
    
Completed   4
    
Not Completed   3
    
Outstanding   3
Responsibility  FM 2

Commercial 1

Pavillion A/B Additional information
These will be completed over the summer
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Learning & Teaching Committee 
 
Minute of the Meeting of the Learning and Teaching Committee of the Board of 
Governors held on Wednesday 4 September 2019 at 9.30am in Barbour Room, 
Pavilion B of the College. 
 
 
Present:  Iain McIntosh (Chair) 
   Jackie Galbraith (Principal & Chief Executive) 
   Tom Bates 
   Elaine Cook 
   Neil Sinclair 
 Michelle Low 
     
In attendance: Alex Linkston (Chair of the Board of Governors) 

Simon Earp (Vice Principal, Curriculum & Enterprise) 
 Jennifer McLaren (Vice Principal, Finance & Curriculum 

Services) 
Jenny Stalker (Head of Quality & Learner Services) 
Scott Anderson (Education Scotland) 
Graham Clark (Head of Construction & Motor Vehicle) 
Gordon Weir (Head of Computing & Engineering) 
Karine McNair (Board Secretary) 

  
 
Visit to Cyber Classroom 
 
The Committee visited the newly created Cyber classroom during an HNC class 
chatting to the students and asking questions. The students were excited about the 
job opportunities presented by a career in cyber security. The students commented 
that the new facilities were an improvement on last year and were also looking 
forward to the new course content which seemed more relevant to the associated 
university course. The Committee were impressed by the enthusiasm of staff and 
students.   
  
19.23 Welcome & Apologies 
 

The Chair welcomed everyone to the meeting, especially Graham Clark 
and Gordon Weir who were representing their curriculum areas and Neil 
Sinclair for his first Committee meeting. Apologies were received from 
Gemma Reynolds. 

 
19.24 Declarations of Interest 
 
 There were no declarations of interest. 
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19.25 Minutes of Meeting of 5 June 2019 
   

The minutes of the meeting of 5 June 2019 were approved as a correct 
record. 

 
 
19.26 Matters Arising from Minute of Meeting of 5 June 2019 
  

All actions were noted as duly complete. 
 
 
19.27 i) Student Association Report 
 
 The Student Association President presented Paper 3 noting that the 

Student Association had developed 4 strategic aims for the year ahead. 
Sparkle will be a priority again and it has been heavily promoted at all the 
student inductions. A mini Sparkle will be introduced for school groups and 
part time students. The Student Association had a meeting with the 
Principal, SFC, Sparqs and NUS Scotland to explore obtaining a better 
platform for Sparkle to streamline the reporting. 

 
 The Principal noted that at the aforementioned meeting, the SFC had 

commended the good level of support the Student Association enjoys from 
the Board at West Lothian College. 

 
Recruitment for volunteers, executive posts and class ambassadors has 
been promising and it is hoped that all vacancies will be filled and trained 
by early October. The Student Association has linked with an events class 
and media students to help with the Student Association’s events, providing 
opportunities for students to use course skills.  
 
The Fresher’s Fair will take place on 18 September and all are welcome to 
attend. 
 
The Student Association President and Vice President have been invited to 
Armadale Academy along with SAMH to talk to school pupils about support 
for mental health at West Lothian College. 
 
It was suggested that the Student Association may wish to join a Health & 
Safety Committee meeting to discuss their pursuit of a smoke-free college. 
 
The Committee praised the report and the work of the Student Association 
and encouraged the President to consider succession planning and forward 
planning for sabbatical officers, which the Student Association President 
confirmed was underway. 
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ii) Strategic Review of the Curriculum 

 
• Update on Progress 

 
The Principal presented Paper 4 noting that it was a commitment of the 
Outcome Agreement to review the curriculum and its delivery. The 
purpose of the paper was to assure the Committee that the work was 
underway and to illustrate that work with some examples. 
 
Engaging with stakeholders 
Head of Computing & Engineering commented that, at a recent 
stakeholder event, employers had spoken of a skills shortage in the 
local manufacturing sector and it was important to identify the skills 
required and deliver a relevant curriculum. 
 
Modernising our course portfolio 
Head of Construction & Motor Vehicle commented that there is a desire 
to replicate ‘live site’ working areas to better prepare students for the 
work environment. The Committee suggested following a precedent set 
elsewhere in the UK whereby a ‘live site’ can also become a test centre 
with the benefit of providing a service to local companies and 
generating income. The Principal confirmed that a meeting will be 
arranged to explore the suggestion and sources of potential funding 
e.g. Scottish Enterprise. 
 
The Chair of the Committee volunteered to be involved in selecting 
project from proposals submitted to the Learning and Teaching 
Innovation Fund.  

 
• STEM Curriculum 

 
As part of the STEM curriculum review, there will be a meeting of the 
Engineering and Construction centres to consider better use of the 
available accommodation and upgrading facilities. Sparkle feedback 
consistently criticised the age of equipment and the utilisation of space 
and the departments are committed to addressing the feedback. 
 
The new computing facilities in Engineering have already improved the 
student experience as the Centres have been able to upload the 
newest version of software programmes, which was not possible with 
the old machines. 
 
The Committee noted that there was a gender inequality in STEM 
courses. The Principal commented that there needed to a creative 
response by all managers to address gender imbalance and remove  
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any barriers as individual initiatives have had little impact on the 
problem. 
 
The Committee acknowledged that the inequality in STEM courses was 
a cultural issue which needed engagement from employers and 
schools, however the College should continue to encourage gender 
equality. 

 
 

• School Leaver Destinations 
 
It was noted that the school leavers without a positive destination 
comprised young people who would be unlikely to be able to sustain a 
college course but need further support and intervention from 
educational services at West Lothian Council. The Principal confirmed 
that the College was working with West Lothian Council to see if there 
is more that the College can do in communities to help. 
 

 
19.28 Performance  
  

i) Initial Analysis of College KPIs 2018-19 
 

Vice Principal, Finance & Curriculum Services, presented Paper 7 
noting that the figures were subject to change albeit the changes were 
not expected to be significant. All curriculum areas were reflecting on 
their 2018-19 performance to ensure improvements for 2019-20. 
 
The Committee noted the provisional figures and commented that the 
anticipated improvements in all areas would be a good result.  

 
ii) SQA Exam Results 2018-19 

 
The Principal presented Paper 8 commenting that the paper contained 
comprehensive information to help the Committee understand the poor 
results and the steps being taken to address any issues. In many 
instances, staff were working with the SQA to make improvements. 
 
The Committee discussed the appropriateness of studying for certain 
SQA qualifications as part of a vocational course and noted that action 
has been taken in some areas to remove these from the curriculum. 
The Principal confirmed that robust discussions were taking place 
across all curriculum areas to decide which National 5 and Higher 
qualifications were to continue. 
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The College has purchased SCHOLAR materials to support students 
undertaking National 5 and Higher subjects and that it will be 
compulsory for all staff teaching these qualifications to make use of the 
resources.  
 
The Committee commented that school pupils coming to College 
should also be being tracked by the school to ensure attendance and 
completion of courses. 

 
iii) Outcome Agreement 2018-19 Progress Report 
 

The Principal presented Paper 9 and highlighted that the College had 
attracted more students with a declared disability than expected. The 
Committee commented that the College should argue for further 
funding to help provide for the additional resources required to support 
disabled students. The Committee was concerned that there has been 
no notification on the how the government’s commitment to mental 
health counsellors will be implemented. 

 
 

19.29 Quality 
 

i) Quality Report 
 
  Head of Quality & Learner Services presented Paper 10 noting that the 

systems verification across all awarding bodies were approved. The 
majority of verifications were highly commended however there were 
some areas for concern which were being addressed by the newly 
established Kaizen Improvement Team. 

 
 

ii) Enhancement Plan 2018-21 
 

Head of Quality & Learner Services presented Paper 11 noting that this 
was the final outcome for the previous academic year. The curriculum 
teams are currently evaluating their performance and will use these 
reflections to refresh the Enhancement Plan progress for the current 
year. 
 
It was commented that the curriculum teams should also consider the 
impact of their actions to see if they were successful or unexpected, 
and that impact should be reflected in reports on the actions in the 
plan. Some actions may have a longer term impact that is not yet 
visible and there should always be the option to change an action for 
the benefit of the student experience. 
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19.30 Credit Target Update 2018-19 
 

Vice Principal, Finance & Curriculum Services presented Paper 12 
highlighting that the figures were subject to final audit and data cleansing, 
however no significant reduction in credits was anticipated. 
 
The Committee commended the College on exceeding the credit target but 
noted the financial implications of delivering learning with no associated 
funding. The Principal noted that some additional credits were for teaching 
skills which would improve employability which the Committee agreed 
should continue. 
 
The Committee recognised that the additional credits delivered by the 
College strengthen the College’s case with the SFC for growth funding 
given the demand in the region and the young demographic of West 
Lothian. 

 
19.31 Recruitment Target Update 2019-20 
 

Vice Principal, Curriculum & Enterprise confirmed that recruitment was on 
target with more interviews this week and some late matriculation slots 
available next week.  
 
The Committee asked if the college held data on the success rates of late 
matriculating students. That data has not been recorded previously, 
however it was agreed the college should consider if it could be tracked. 
 
Action 1: Vice Principal, Finance and Curriculum Services 
 
The Principal acknowledged the hard work undertaken by support staff to 
enhance the early experience of the College for students. They have been 
focussed on streamlining the transition processes and making many 
resources more accessible for students from their first day which has a 
positive impact on retention of students. 

 
 
19.32 Any Other Business  
 

The Principal noted that the College has been shortlisted for 2 awards at 
the CDN Awards. 
 
Claire Glen and Anna Styles are supporting the Scottish Funding Council at 
a Men in Early Years conference in England to share their initiatives for the 
Childcare courses. 
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The Chair thanked the Principal for her fortnightly updates which were very 
interesting and encouraged all Committee members to follow the College 
on social media. 
 
There were no other items of business. 
 
 

19.33 Review of Meeting, Supporting Papers and Development Plan  
 
 The new Committee Development Plan for 2019-20 was discussed and the 

Committee suggested a curriculum focus at each meeting which would be 
attended by representative staff and students from that area. The campus 
visit would also be to the curriculum focus area at the start of the meeting. 

 
 The Committee Development Plan should also take into account the 

migration of the Learner Attainment Sub Group to the Learning and 
Teaching Committee.  

 
Action 3: Board Secretary 

 
The Committee were content with the information received. 

 
 
19.34 Date of Next Meeting 
 
 The next meeting would take place on Wednesday 27 November 2019 at 

9.30am. 
 
 

Note: There were no matters discussed during the meeting, during which 
Members declared any conflict of interest, or the Secretary to the Board 
was aware from the Register of Interests that discussion could give rise to 
such a conflict. 

 
 
 
 
 
 
Signed …………………………………………………. 
  Chair, Learning and Teaching Committee 
 
 
Date  ………………………………………………… 
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CONFIDENTIAL 
 
Nominations Committee 
 
Minute of the meeting of the Nominations Committee held on 18 June 2019 at 
4pm in the Principal’s Office in the College. 
 
 
Present:  Alex Linkston (Chair) 

Sue Cook  
Moira Niven 

 
In Attendance: Jackie Galbraith (Principal and Chief Executive) 
   Karine McNair (Secretary to the Board) 
 
 
19.23  Welcome and Apologies 
 

There were no apologies. 
 
 
19.24 Declarations of Interest 
 

No items of interest were declared. 
 

 
19.25 Minutes of Meeting of 23 May 2019 
 

The minutes of the previous meeting were noted as a true record of 
the meeting. 
 
 

19.26 Matters Arising from Minute of 23 May 2019 
 

All matters arising were noted as duly completed. 
 
 
19.27 Chair of Learning & Teaching Committee Appointment 

 
There had been 2 self-nominations for the position of Chair of the 
Learning & Teaching (‘L&T’) Committee. The Nominations Committee 
noted the strengths of both candidates and acknowledged the difficulty 
in making a choice. After discussion, the Committee approved the 
appointment of Iain McIntosh as Chair of the L&T Committee and 
would recommend the new Chair of the L&T Committee to the Board. 
 
Action 1 – Chair 
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19.28 Protocol for Appointment of Committee Chair 
 

The Committee noted the feedback from other colleges and were keen 
that West Lothian College led the way in governance for developing a 
transparent procedure for appointing Committee Chairs.  
 
It was decided that a sixth point should be added to the protocol stating 
that ‘prior to any chair appointment process, the protocol will be 
reviewed to ensure that it is relevant for that particular chair 
appointment process’. It was also requested that the ‘Sample 
Questions’ be changed to ‘Sample Criteria’. 
 
Action 2 – Board Secretary 
 
Subject to the amendments above, the Committee recommended the 
protocol to be approved at the Board meeting in September. 
 
Action 3 - Board Secretary 

 
 
19.29a Committee Remit Review 

 
The Committee recommended the Committee Remit to the Board for 
approval at the September Board meeting with no amendments. 
 
Action 4 - Chair 
 
Clarifying point 12, the Committee formally noted the following 
procedure which is already in place: 

• Minutes of the meeting are circulated to Committee Members for 
approval by email within one month of the meeting (per the 
Minutes by Correspondence protocol) 

• Approved minutes of the meeting then form part of the Board 
Papers pack for the next Board meeting (per Nominations 
Committee Remit point 12) and are available on the College’s 
secure intranet site. 

• Minutes will then be published on the College’s public website 
as part of the Board Papers with redactions where necessary. 

 
 
19.29b Any Other Business 
 

Norman Ross has confirmed that he will not be seeking reappointment 
after December 2019 so it will be necessary to undertake a Board 
recruitment process in the Autumn. Human Resources skills were 
identified as the main weakness in the Board skills matrix and this 
should be the focus of the recruitment. The Board Secretary was asked 
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to approach Morag McKelvie for her input into the skills criteria for the 
role description.  
 
Action 5 – Board Secretary 
 
The Board Secretary updated the Board with the latest information from 
the academic staff board member election which was currently 
underway with 3 candidates. The election closes on Thursday at 
midday and the results will be announced after the deadline. 

 
 
19.30 Review of Meeting and Training Needs  
 

The Committee was satisfied with the operation of the meeting and the 
supporting papers provided. 

 
 
19.31 Date of Next Meeting 
 

The date of the next scheduled meeting is to be confirmed. 
 
Note:  There were no other matters discussed during the meeting during 

which members declared any conflict of interest, other than those 
already declared, or the Secretary was aware from the Register of 
Interests that discussion could give rise to such a conflict.  
 
 
Signed …………………………………………………. 
  Chair, Nominations Committee 

 
 

Date  ………………………………………………….. 
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Board of Governors 
 
Nominations Committee - Committee Remit Review 
 
The Nominations Committee reviewed its Committee Remit on 18 June 2019. The 
Committee remit was recommended to the Board for approval with no amendments 
at this review. 
 
 
 
Action 
 
The Board is invited to consider and approve the Nominations Committee Remit. 
 
 
 
 
Karine McNair 
Secretary to the Board of Governors  
17 September 2019 
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Board of Governors 
 
Nominations Committee  
 
Terms of Reference  
 
CONSTITUTION AND MEMBERSHIP 
 

1. The Board shall establish a Committee of the Board to be known as the 
Nominations Committee. 
 

2. The Committee and its Chair will be appointed by the Board and will consist of 
Members with no executive responsibility for the management of the College.  
Membership will comprise –  
 
• Chair 
• Vice-Chair; and 
• Chairs of the Board Committees.   

 
3. A quorum shall be one half of the Members entitled to vote upon the question 

before the meeting. 
 

4. The Committee may, if it considers it necessary or desirable, co-opt members 
with particular expertise and/or form sub-committees, if required. 

 
AUTHORITY 
 

5. The Committee is authorised by the Board to investigate any activity within its 
Terms of Reference.  It is authorised to seek any information it requires from 
any employee and all employees are directed to co-operate with any request 
made by the Committee. 
 

6. The Committee is authorised by the Board to obtain independent professional 
advice, with any costs of such advice to be paid for by the College, and to 
secure the attendance of non-members with relevant experience and 
expertise if it considers this necessary. 

 
PROCEEDINGS 
 

7. The Committee shall meet as required, but, normally, at least once per year. 
 

8. The Chair of the Board shall be the Chair of the Committee. 
 

9. The Secretary to the Board shall act as the Clerk to the Committee. 
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10. The Principal shall not be a member of the Committee but may support the 
Committee as required, in attendance. 

 
DUTIES 
 

11. The duties of the Committee shall include –  
 
• maintaining an overview of the membership and skills mix of the Board; 
 
• keeping the membership of Committees under review and proposing 

changes as required; 
 
• overseeing the process to fill any vacancies on the Board taking account 

of Ministerial Guidance and all relevant equality and diversity legislation 
and guidance; and recommending appointments for the approval of 
Scottish Ministers; 

 
• developing and recommending to the Board policies and procedures for 

the induction and development of Board members;  
 
• maintaining an overview of Board member attendance at Board and 

Committee meetings, participation in induction training, and participation in 
the appraisal cycle; 

 
• advising the Board if a member no longer meets the eligibility criteria for 

Board membership, and recommending removal; 
 
• advising the Board on any requests from members to be absent for a 

period over six consecutive months; and recommending removal of a 
Board member if they have been absent for more than six consecutive 
months without permission of the Board; 

 
• considering any potential breaches by Board members of the Model Code 

of Conduct and advising the Board accordingly; 
 
• advising the Chair where concerns arise about the ability of a member to 

fulfil their duties and recommending removal of a Board member if such 
concerns remain; 

 
• advising the Board on matters concerning the appointment and terms and 

conditions of the Board Secretary; and 
 
• advising the Board on matters relating to governance. 
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Reporting Procedures 
 

12. The Committee shall provide the minutes of its meetings to the Board. 
 

13. The Committee shall highlight any matter which it feels is of particular 
importance to the Board. 

 
 
 
 
 

Last reviewed by Committee: June 2019  
Last approved by Board: September 2019 

Next review: June 2020 
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Board of Governors 
 
Nominations Committee - Protocol for Appointment of Committee Chair 
 
The Nominations Committee requested a protocol to be drawn up whereby the 
procedures for appointing Chairs of Committees were formalised. 
 
Advice was sought from across the College sector and there did not appear to be a 
standard protocol across the College sector with each College adopting their own, 
mainly informal, process.  
 
A draft protocol was presented to the Nominations Committee at their meeting on 18 
June 2019 and subject to a couple of amendments which have now been completed, 
the Nominations Committee recommended the Protocol for Appointment of 
Committee Chair to the Board for approval. 
 
 
Action 
 
The Board is asked to discuss and approve the Protocol for Appointment of 
Committee Chair. 
 
 
  
 
Karine McNair 
Secretary to the Board 
17 September 2019 
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West Lothian College Board of Governors 
Protocol for Appointment of Committee Chair 
 
The following procedure should be followed when a vacancy arises for a Chair of a 
Committee: 
 

1. As soon as it is known that a serving Chair intends to leave the position, the 
Chair of the Nominations Committee will ask all Board Members for 
expressions of interest in the position by a deadline. 

 
2. If there is only one candidate, the Nominations Committee will consider the 

skills and experience of the individual and their suitability for the role of Chair 
of the Committee with a vacancy (see Appendix 1, Chair Role - 
Requirements). The Nominations Committee will then either recommend the 
sole candidate to the Board for approval of their appointment or repeat the 
process until a suitable candidate is found. 
 

3. If there is more than one candidate, the Nominations Committee will request 
each candidate to submit a written response based on the specific needs of 
the Committee (see Appendix 2 Chair Role - Sample Questions) by a 
deadline. 
 

4. The Nominations Committee will then consider the written responses along 
with the other appropriate requirements for the role (see Appendix 1 Chair 
Role - Requirements) and select a successful candidate to recommend to the 
Board for approval. 
 

5. This protocol does not apply to the Nomination Committee or Remuneration 
Committee where the Chair is stipulated in the Committee Remit as being 
either Chair of the Board or Vice Chair of the Board respectively.  

 
6. Prior to any chair appointment process, the protocol will be reviewed to 

ensure that it is relevant for that particular chair appointment process. 
 
 
 
 
 

 
 

Approved by the Nominations Committee: June 2019 
Approved by the Board: September 2019  

Next Review: June 2023 
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Appendix 1    
Chair Role - Requirements 
 
Audit Committee 

• Relevant financial or audit experience although this does not have to be a 
professional qualification 

• Completed the CDN Online training course for Audit Committee Members 
• Experience of Chairing a committee or similar body 
• Regular attendance at both Committee and Board meetings 

 
 
Finance & General Purposes Committee 

• Relevant financial, accounting or audit experience although this does not have 
to be a professional qualification 

• Experience of people and infrastructure management 
• Experience of Chairing a committee or similar body 
• Regular attendance at both Committee and Board meetings 

 
 
Learning & Teaching Committee 

• Relevant experience of a learning and teaching environment 
• Strong understanding of West Lothian College’s Regional Outcome 

Agreement 
• Experience of Chairing a committee or similar body 
• Regular attendance at both Committee and Board meetings 
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Appendix 2 
Chair Role – Sample Criteria 
 
 
Audit Committee 
“The Scottish Government’s “Audit & Assurance Committee Handbook, March 2018” 
states that: “The committee will advise the Board and Accountable Officer on: 

• The strategic processes for risk, control and governance and the governance 
statement; 

• The accounting policies, the accounts, and the annual report of the 
organisation, including the process for review of the accounts prior to 
submission for audit, level of error identified, and management’s letter of 
representation to the external auditors; 

• The planned activity and results of both internal and external audit; 
• The adequacy of management response to issues identified by audit activity, 

including external audit’s management letter/report; 
• The effectiveness of the internal control environment 
• Assurances relating to the corporate governance requirements for the 

organisation; 
• (Where appropriate) proposals for tendering for either internal or external 

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

• Anti-fraud policies, whistle-blowing policies, and arrangements for special 
investigations.” 

Given the responsibility of an Audit Committee as per the Scottish Government 
manual extract above, what experience do you have in dealing with these issues?” 
 

 
Finance & General Purposes Committee 
“Please could you provide the Nominations Committee with evidence of your; 

• Experience of dealing with financial budgets, people management and 
infrastructure matters, 

• Experience of chairing a committee or other similar body, 
• Vision for the Committee, and  
• Attributes you believe you will bring to the role.” 

 
 
Learning & Teaching Committee 
“Please could you provide the Nominations Committee with evidence of your; 

• Experience of learning & teaching matters, 
• Experience of chairing a committee or other similar body, 
• Vision for the Committee, and  
• Attributes you believe you will bring to the role.” 
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Headline information 

o West Lothian College is the top destination for school leavers in West

Lothian

o More school leavers moved onto college than university – but more

moved onto HE than FE

o 72% of West Lothian school leavers who went to college come to us

o Our main competitor is Edinburgh College - of the leavers who went to a

different college 15% went to Edinburgh, 4% went to City of Glasgow, 3%

went to SRUC and just 2% went to Forth Valley

o Three quarters of those who went to Edinburgh College chose courses

we don’t offer
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School leaver destinations over time 

West Lothian National 

Year Number of 
Leavers 

HE FE HE FE 

2017-18 1,905 40.1% 23.4% 39.0% 22.7% 

2016-17 1,992 36.5% 22.1% 38.3% 23.0% 

2015-16 1,982 37.5% 20.1% 37.3% 22.4% 

2014-15 1,915 34.9% 24.1% 36.8% 23.4% 

2013-14 1,982 41.4% 23.2% 38.2% 24.3% 

2012-13 1,960 37.4% 22.7% 36.9% 24.5% 

2011-12 1,787 34.2% 26.7% 36.1% 24.8% 

2010-11 1,993 33.1% 25.4% 34.4% 24.6% 

2009-10 1,934 29.6% 24.8% 34.2% 24.3% 

Green above national average      Red below national average 
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Destination by level of qualification, etc 

FE, 446 

HE, 763 

Work, 420 

Other, 170 
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Destination Percentage Number 

College 40% 763 

University 29% 552 

Employment 22% 420 

Unemployed (seeking) 4% 71 

Other (voluntary work, unemployed (not seeking) activity agreement, etc) 3% 64 

Training 2% 44 
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Destination by level of qualification, etc 

Destination by college, university, etc 

College, 763 

University, 552 

Work, 420 

Other, 170 
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College destinations of West Lothian leavers 

College Numbers % market share 

West Lothian College 551 72% 

Edinburgh College 112 15% 

City of Glasgow College 30 4% 

SRUC 25 3% 

Forth Valley College 15 2% 

New College Lanarkshire College 15 2% 

Glasgow Clyde College 5 0.7% 

Dundee and Angus College 3 0.4% 

West College Scotland 3 0.4% 

Dumfries and Galloway College 1 0.1% 

Fife College 1 0.1% 

Glasgow Kelvin College 1 0.1% 

Moray College UHI 1 0.1% 

College destinations by school 
School Number of students 

going to college 
Proportion going to  

West Lothian College 

Armadale Academy 59 59% 

Bathgate Academy 66 77% 

Broxburn Academy 65 61% 

Deans Community High School 74 68% 

Inveralmond Community High School 77 86% 

Linlithgow Academy 53 60% 

St Kentigern’s Academy 83 67% 

St Margaret’s Academy 78 67% 

The James Young High School 74 77% 

West Calder High School 71 80% 

Whitburn Academy 66 88% 
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Competitor Analysis 

Edinburgh College 

Course 

HNC Care and Admin Practice 4 

HND Computing (Software Dev) 4 

HNC Social Services 3 

HND Business 2 

HNC Applied Science 2 

HNC Electrical Engineering 2 

HNC Fitness Health & Exercise 2 

Total number of students lost 25 

Where more than 2 students enrolled 
onto courses we offer 

Course 

NC Photography 6 

NC Art & Design* 6 

HND  Music 5 

NC Applied Science (Level 5) 4 

HND Legal Services 3 

HND Coaching and Developing Sport 3 

NC Acting & Theatre Performance 3 

NC Social Science (Level 6) 3 

Total number of students on courses we don’t offer 87 

Where more than 3 WL students enrolled onto courses 
we don’t offer 
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Competitor Analysis 

City of Glasgow / Forth Valley College 

Course No.s 

HNC Social Sciences 2 

HNC Creative Industries 1 

NC Hairdressing (Level 5) 1 

NC Mechanical Engineering (Level 6) 1 

HND Accounting 1 

HND Beauty Therapy 1 

HNC Childhood Practice 1 

HNC Business 1 

HNC Social Services 1 

Total number of students lost 10 

Number of students enrolled on 
courses we don’t offer 

20 

Table 3- Course listing where students enrolled at City  
of Glasgow that we also offer 

Course No.s 

NC Electrical Engineering 2 

HND Contemporary Art Practice 1 

HND  Accounting 1 

HNC Childhood Practice 1 

NC Art and Design 1 

(MA Engineering 1) 

Total number of students lost 7 

Number of students enrolled on 
courses we don’t offer 

8 

Table 4- Course listing where students enrolled at Forth 
Valley that we also offer 

Of the 15 leavers who went to Forth Valley College, 8 
studied at Linlithgow Academy 
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Top 10 university destinations 

University Numbers from West 
Lothian Schools 

College/University 
Articulation 
Agreements 

Edinburgh Napier University 99 23 

Heriot-Watt University 56 4 

Stirling University 55 - 

Edinburgh University 53 - 

Strathclyde University 45 - 

Glasgow University 37 - 

Dundee University 29 - 

Aberdeen University 26 - 

University of the West of Scotland 26 - 

Queen Margaret University 20 13 

Top 10 university destinations and degrees 

Institution Most popular courses (attracting more than 2 West Lothian school leavers) 

Edinburgh Napier Business (10) English (9) Graphic/Product Design (7) Accounting (6) Psychology (6) Nursing (6) 

Heriot-Watt Accounting/Actuarial (6) Maths (5) Chemistry (4) Computer Science (4) Quantity Surveying  (3) 

Stirling Business (7) English (6) History (5) Psychology (5) Sport (5) Criminology (3) 

Edinburgh Law (6) Accounting (4) English (3) 

Strathclyde Physics (6) Business (4) Computing (3) Law (3) Psychology (3) 

Glasgow Computing (5) Neuroscience (4)  

Dundee Biomedical Science (5) Art and Design (3) Law (3) Nursing (3) 

Aberdeen English (3) Medicine (3) Primary Education (3) 

West of Scotland Sports Coaching (3) 

Queen Margaret University Psychology and Sociology (5) International Hospitality and Tourism (3) 
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Summary 

o A positive picture for West Lothian College

o Enrolments from school leavers vary by school (59% to 87%)

o Where leavers choose another college they typically enrol on a course
we don’t offer

o College engineering courses (excluding nautical) attracted 51 students
- 43 of whom chose us

o Only 11 West Lothian leavers went to university to study an
engineering-related degree (excluding chemical and biological
engineering)
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