
West Lothian College 
Audit Committee 
Thursday 12 September 2019 at 9.30 am 
 
 
Tour of Street Building 
 
 
Agenda    
    
 Paper 
 
19.30 Welcome and Apologies 
 
19.31 Declarations of Interest 
 
19.32 Minute of Meeting of 6 June 2019     1 - To Approve 
 
19.33 Matters Arising from Minute of Meeting of 6 June 2019 2 - To Note 
 
19.34 Health and Safety Quarterly Report      3 - Information 
 
19.35 Internal Audit Reports 
 
 -  Workforce Planning        4a – To Discuss 
 - Commercial Strategy      4b – To Discuss 
 
19.36 External Audit Progress Report 2018-19    5 - Information 
 
19.37 College Audit Rolling Action Plan     6 - To Note 
              
19.38 Review of IT Service       7 - To Note  
    
19.39 2019-20 Strategic Risk Register      8 - To Discuss 
 
19.40 College Key Financial Indicators 2018-19    9 - To Discuss 
               
19.41 College Sector Intelligence 
 
19.42 Any Other Business 
             
19.43 Review of Meeting, Supporting Papers and Development Plan 10 - To Discuss 
 
19.44 Date of Next Meeting: Thursday 28 November 2019, 9.30am    
   

 
 
For Information  Audit Scotland Reports – none this quarter 
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Audit Committee 
 
Minute of Meeting of the Audit Committee held on Thursday 6 June at 9.30am in 
the Barbour Suite. 
 
Present:  Sue Cook (Chair) 
   Simon Ashpool 
   Colin Miller 
   Norman Ross 
    
In attendance: Jackie Galbraith (Principal & Chief Executive) 

Jennifer McLaren (Vice Principal, Finance & Curriculum 
Services) 
Simon Earp (Vice Principal, Curriculum & Enterprise) 
David Eardley (Scott-Moncrieff, Internal Auditors) 
Ruth Holland (Mazars, External Auditors) 

   Emily Purdie (Health & Safety Officer) item 19.19 only 
Karine McNair (Board Secretary) 

 
19.15 Welcome/Apologies 
 

The Chair welcomed everyone to the meeting. Apologies were received from 
George Hotchkiss. 

 
 
19.16 Declarations of Interest 
 

There were no declarations of interest. 
 
 
19.17 Minute of Meeting of 7 March 2019 
 

The Minute of the meeting of the Audit Committee of 7 March 2019 was 
approved as a correct record. 
 

 
19.18 Matters Arising from Minute of Meeting of 7 March 2019 
 

All actions were duly completed and noted. 
 
The Committee requested an update on Strategic Risk 5 regarding the 
defective wall in the gym hall. Vice Principal, Finance & Curriculum Services 
confirmed that specific SFC funding had been requested and granted to 
enable all remediation works to take place. The contract is currently out for 
tender and work is due to be completed by the end of the summer subject to 
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obtaining a building warrant. In the meantime, Health & Fitness have carried 
out additional risk assessments to ensure that all activities can be safely 
carried out and some events/courses have been moved to another site as a 
precaution. 

 
 
19.19 Health & Safety Quarterly Report 
 

The Health & Safety Officer presented Paper 3 highlighting that a number of 
new Health & Safety procedures have been drafted and many risk 
assessments have been undertaken.  
 
There was a fire inspection in April which didn’t give rise to any issues and a 
full report will be provided at the next meeting. The College have been trialling 
an inside ‘holding position’ for Health & Beauty clients in the event of an 
alarm, which has proved successful and will now be implemented as part of 
the evacuation procedure. 
 
The Committee noted that there has been an increase in students with pre-
existing conditions coming to the College. The Health & Safety Officer 
commented that this can be due to students being more willing to disclose 
pre-existing conditions or simply the fact that more conditions are being 
diagnosed. Either way, this was not of concern to the College since the Health 
& Safety Officer was confident that the College had support in place to help all 
students and this strengthened the College’s offering as an equal opportunity 
educator. 
 
The Health & Safety Officer confirmed that a Legionella risk assessment has 
been carried out as a result of which the procedures have been updated and 
a report will be produced imminently. 
 
It was also confirmed that the Business Continuity plan had resulted in 11 
actions which had all now been resolved and mainly concerned functional 
procedures such as testing phone numbers and VLE logins.  

 
  
19.20 External Audit Strategy Memorandum 2018-19 

 
The External Auditors confirmed that the plan for 2018-19 is in line with 
previous years although the June visit has been rescheduled to September as 
a result of the work taking place in the Street Building over the summer 
period. This will not have any significant impact on the overall audit timetable.  
 
The Committee queried the difference between ‘Significant Risk’ and 
‘Enhanced Risk’ which Vice Principal, Finance & Curriculum Services 
confirmed as; 
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‘Significant Risk’ – there is a risk due to value and control issues 
‘Enhanced Risk’ – there is a risk due to value issues 
 
The Audit Committee approved the External Audit Strategy Memorandum 
2018-19 and the associated fee. 
 
The Committee queried the depth of investigation carried out by the Auditors 
regarding the pension liabilities. The External Auditors confirmed that the 
pension valuations were internally checked by their own actuaries however 
the scope of their work was limited to the impact pensions might have on the 
financial sustainability of the College. It was noted that the recent increase in 
employers’ contributions for the STSS pension scheme was a real risk for the 
whole College sector. 
 

19.21 Internal Audit 
 

(i) Strategic Internal Audit Plan 2019-20 to 2020-21 
 

The Internal Auditors presented Paper 5a commenting that the plan 
was being rolled forward from 2018-19 and had been discussed with 
the Senior Team. 
 
Part of the plan was to include a reassessment of the Board’s risk 
appetite and the Committee felt that this should happen sooner than 
May 2020 since the College was currently drafting a Strategic Plan and 
the Board membership had changed significantly since the last risk 
workshop had taken place. It was agreed that the Internal Auditors 
would work with Vice Principal, Finance & Curriculum Services, to 
come up with a plan for a workshop for the Board to be presented at 
the September Board meeting. 
 
Action 1: Vice Principal, Finance & Curriculum Services 

 
(ii) Internal Audit Report: Schools Activity - Strategy 
 

The Internal Auditors noted that their report contained only lower 
graded recommendations which were aimed at continuous 
improvement. In summary the report highlighted there was close 
engagement with schools and student feedback positively commented 
on the commitment for excellence. 
 
The Committee were interested to hear about issues that may be 
affecting other Colleges of which both Internal and External Auditors 
may have intelligence. Issues such as cyber security, industrial action, 
staff succession planning and financial pressures were discussed. Vice 
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Principal, Finance & Curriculum Services, reassured the Committee 
that any changes to bank account payments were confirmed by 
speaking to the individual involved and the processes were clearly laid 
out in the Financial Procedure Manual. Mandatory cyber security 
training had also been introduced for all staff. 
 
The Chair requested that College Sector Intelligence be added to the 
agenda for Internal and External Auditors comments and also for links 
to Audit Scotland Reports be included at the end of the agenda. 
 
Action 2: Board Secretary 
 

 
19.22 College Audit Rolling Action Plan 
 

Vice Principal, Finance & Curriculum Services noted that 1 action had not yet 
been completed but that the outstanding action related to terminology updates 
to the Finance Procedure Manual which were not material. The Manual will be 
updated as soon as possible however the delay has been due to the time 
consuming Job Evaluation requirements which had to be prioritised to meet 
the deadline. The outstanding action will be completed by December. 

 
19.23 Review of IT Service 

 
Vice Principal, Finance & Curriculum Services, presented Paper 7 noting that 
all issues will be completed by the end of July and will result in a much 
improved service for students. 
 
The Committee conveyed their relief that the IT security issues were being 
addressed and were keen that improvements continued to be made.  

 
 

19.24 Strategic Risk Register June 2019 Update 
 
Vice Principal, Finance & Curriculum Services, presented paper 8 and the 
following risks were specifically commented on; 
 
Strategic Risk 1 
Vice Principal, Finance 7 Curriculum Services, commented that there will be a 
curriculum meeting next week which will move forward any outstanding 
issues.  
 
Strategic Risk 4 
The Principal confirmed that she would be sending the results of the Staff 
Experience Survey out to staff and teams shortly. 
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Strategic Risk 5 
Vice Principal, Finance & Curriculum Services, noted that the level of the 
Estates Maintenance grants is reducing again with the College only being 
able to meet its statutory maintenance obligations with improvements and 
estate upgrades being be very difficult to fund.  
 
The Committee queried if other Colleges were in a similar position and 
whether the College had a long term plan to fund investment in the estate if 
SFC funding was reducing. It was confirmed that all Colleges are in a similar 
position and the funding of the College infrastructure in both the long and 
short term was high on the Senior Team’s agenda. 
 
There was discussion about the benefits and constraints of an Arm’s Length 
Foundation (‘ALF’) and it was considered that the use of an ALF in the short 
term was unlikely. The Committee suggested that the College should always 
have a bank of projects ready to apply for funding should any funds become 
available from the SFC. 
 
Strategic Risk 6 
Vice Principal, Finance & Curriculum Services, noted that an improved pay 
offer had been made to the EIS and members were being balloted. However 
the risk remained very high given the medium term prediction with regard to 
SFC funding allocations. 
 

 
19.25 College Key Performance Indicators (KPIs) 2018-19 
 

Vice Principal, Finance & Curriculum Services, presented paper 9 noting that 
the withdrawals percentage for the non-financial KPIs was expected to 
increase. 
 
The Committee commented that it would be useful to see the non-financial 
KPIs by Centre and Vice Principal, Finance & Curriculum Services, undertook 
to provide this information going forward. 
 
Action 3: Vice Principal, Finance & Curriculum Services 

 
 

19.26 Committee Remit Review 

The Committee discussed the Audit Committee Remit and it was suggested 
that 6h be expanded to include specific reference to the National Fraud 
Initiative. 

Action 4: Board Secretary 
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19.27  Any Other Business  

There were no items of other business.  

 

19.28 Review of Meeting, Supporting Papers and Training Needs  

The Committee considered the 2020 Committee Development Plan and the 
Chair proposed that every meeting will start at 9am with a campus visit. All 
members who are able to arrive early will be welcome to attend the visit and 
the meeting will other start at 9.30am for everyone.  
 
The Committee will visit the reconfigured campus areas at the start of the 
September meeting. 
 
Action 5: Vice Principal, Finance & Curriculum Services / Board 
Secretary 
 
The Audit Committee was content with the meeting and supporting papers  
 
 

19.29 Date of Next Meeting 

The next meeting would take place on Thursday 12 September at 9.30am. 

 
Note: There were no matters discussed during the meeting, during which Members 
declared any conflict of interest, or the Secretary to the Board was aware from the 
Register of Interests that discussion could give rise to such a conflict. 
 
 
Signed …………………………………………………. 
  Chair, Audit Committee 
 
Date  ………………………………………………… 
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Audit Committee  
 
Action update from the Audit Committee of 6 June 2019. 
 
 
Action 1: Vice Principal, Finance & Curriculum Services – Internal Audit 
(i) Strategic Internal Audit Plan 2019-20 to 2020-21  
It was agreed that the Internal Auditors would work with Vice Principal, 
Finance & Curriculum Services, to come up with a plan for a workshop for the 
Board to be presented at the September Board meeting. 
 
Duly completed 
 
Action 2: Board Secretary – Internal Audit (ii) Internal Audit Report: 
Schools Activity - Strategy 
The Chair requested that College Sector Intelligence be added to the agenda 
for Internal and External Auditors comments and also for links to Audit 
Scotland Reports be included at the end of the agenda. 
 
Duly completed 
 
Action 3: Vice Principal, Finance & Curriculum Services - College Key 
Performance Indicators (KPIs) 2018-19 
The Committee commented that it would be useful to see the non-financial 
KPIs by Centre and Vice Principal, Finance & Curriculum Services, undertook 
to provide this information going forward. 
 
Duly completed – this paper is provided to the Learning & Teaching Committee – 
Initial Analysis of Key Performance Indicators 2018-19 (see attached) 
 
Action 4: Board Secretary - Committee Remit Review 
The Committee discussed the Audit Committee Remit and it was suggested 
that 6h be expanded to include specific reference to the National Fraud 
Initiative. 
 
Duly completed - updated version approved by the Board on 18 June 2019. 
 
Action 5: Vice Principal, Finance & Curriculum Services / Board 
Secretary - Review of Meeting, Supporting Papers and Training Needs 
The Committee will visit the reconfigured campus areas at the start of the 
September meeting (9am). 
 
Duly completed 
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ANNEX A – 2018-19 COMPLETED SUCCESS BY MODE AND CURRICULUM CENTRE

FEFT 170 65% 65.9% 0.9% 8.9% 24.1% 41 5.2% 164 57.0% 29.3% 48
HEFT 26 68% 80.8% 12.8% 14.8% 11.5% 3 2.1% 44 66.0% 13.6% 6
FEPT 126 76% 57.9% (18.1%) (17.1%) 20.6% 26 (11.9%) 161 75.0% 8.7% 14
HEPT 4 No Target 100.0% - 0.0% 0.0% 0 0.0% 0 0.0% 0.0% 0

FEFT 77 66% 76.6% 10.6% 14.6% 16.9% 13 12.6% 105 62.0% 29.5% 31
HEFT 172 78% 72.7% (5.3%) (0.3%) 18.6% 32 (0.4%) 170 73.0% 18.2% 31
FEPT 168 85% 75.6% (9.4%) (5.4%) 8.9% 15 (0.7%) 98 81.0% 8.2% 8
HEPT 113 85% 76.1% (8.9%) (4.9%) 8.0% 9 5.8% 123 81.0% 13.8% 17

FEFT 283 73% 61.1% (11.9%) (3.9%) 32.2% 91 (6.3%) 278 65.0% 25.9% 72
HEFT 209 76% 69.4% (6.6%) (2.6%) 21.1% 44 (2.2%) 206 72.0% 18.9% 39
FEPT 155 80% 68.4% (11.6%) (8.6%) 7.1% 11 0.9% 151 77.0% 8.0% 12
HEPT 54 82% 75.9% (6.1%) (3.1%) 18.5% 10 (7.8%) 56 79.0% 10.7% 6

FEFT 108 68% 63.0% (5.0%) (5.0%) 23.2% 25 (0.4%) 162 68.0% 22.8% 37
HEFT 209 78% 74.2% (3.8%) 4.2% 9.6% 20 5.3% 148 70.0% 14.9% 22
FEPT 259 60% 73.4% 13.4% 13.4% 7.0% 18 (5.2%) 164 60.0% 1.8% 3
HEPT 104 72% 76.9% 4.9% 12.9% 7.7% 8 (3.9%) 107 64.0% 3.8% 4

FEFT 152 77% 59.9% (17.1%) (8.1%) 19.7% 30 0.8% 151 68.0% 20.5% 31
HEFT 17 70% 52.9% (17.1%) (14.1%) 35.3% 6 (13.1%) 18 67.0% 22.2% 4
FEPT 255 84% 92.9% 8.9% 4.9% 4.3% 11 1.8% 215 88.0% 6.1% 13
HEPT 78 70% 76.9% 6.9% (5.1%) 12.8% 10 (9.5%) 90 82.0% 3.3% 3

FEFT 228 77% 76.8% (0.2%) 11.8% 18.9% 43 4.5% 214 65.0% 23.4% 50
FEPT  861 70% 75.3% 5.3% 7.3% 9.2% 82 1.5% 834 68.0% 10.7% 89
HEPT 10 No Target 0.0% - 0.0% 0.0% 0 0.0% 9 0.0% 0.0% 0

FEFT 236 68% 70.8% 2.8% (0.2%) 26.3% 62 (3.6%) 260 71.0% 22.7% 59
HEFT 166 70% 66.3% (3.7%) 1.3% 20.5% 34 (2.9%) 159 65.0% 17.6% 28
FEPT  211 76% 64.5% (11.5%) (7.5%) 10.9% 23 (2.9%) 261 72.0% 8.0% 21
HEPT 17 65% 52.9% (12.1%) (5.1%) 17.6% 3 17.0% 26 58.0% 34.6% 9

*Note: Percentages shown in green show an improvement and those in red a deterioration compared to 2017-18

Hospitality and Communities

Withdrawals         
2017-18

 Withdrawals 
Improvement/ 
(Deterioration) 

in 2018-19                       
(%)*

Withdrawals 
2018-19                      

(%)

Withdrawals 
2018-19

Health and Social Care, Social Science and Science

Completed 
Success        
2017-18                      

(%)

Withdrawals 
2017-18         

(%)

Construction and Motor Vehicle

 Completed 
Success 

Improvement/ 
(Deterioration)

in 2018-19                      
(%)*

Hair & Beauty

Business & Creative

Childhood Practice, Sport and Fitness

Computing and Engineering

Target 
Completed 

Success        
2018-19       

(%)

Completed 
success  
2018-19       

(@ 19-8-19)            
(%)

Students         
2018-19

Students         
2017-18

Completed 
Success 

Improvement/ 
(Deterioration)            

-v- target               
(%) *      

Curriculum 
Centre 
/Mode
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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

 



Action: To Discuss  Agenda Item 19.35 
 

Paper 4a 
West Lothian College 

12 September 2019 
 
 

AC/120919/iShare  1 
 

Audit Committee 
 
Internal Audit Report: Workforce Planning 
 
Internal Audit has assessed the college’s arrangements for workforce 
planning, including the measures taken to build resilience within the workforce 
and deliver succession planning. 
 
Assurance has been gained that the college has robust processes in place 
around workforce planning.  A minor improvement was identified with respect 
to identifying training needs for temporary and bank staff and this will be 
addressed by the college. 
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
12 September 2019 



West Lothian College 

Internal Audit Report 2018/19 

Workforce Planning  

July 2019 





 

West Lothian College 

Internal Audit Report 2018/19 

Workforce Planning 

 

 

Executive Summary 1 

Management Action Plan 4 

Appendix A – Definitions 7 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Audit Sponsor Key Contacts Audit team 

Jennifer McLaren, Vice 
Principal,  (Finance and 
Curriculum Services)  
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scott-moncrieff.com West Lothian College Workforce Planning 1 

Executive Summary 

Conclusion

We have gained assurance that the College has robust processes in place around workforce planning.  

The workforce plan is produced annually and the College follows the approach set out in Audit 

Scotland’s Good Practice Guide. Succession planning is factored into workforce planning 

arrangements across the College, and there is a formal process in place to ensure training needs are 

assessed and addressed. 

We have identified a minor improvement with respect to identifying training needs for temporary and 

bank staff, which if addressed would further strengthen the control environment.  

 

Background and scope 

Workforce planning aims to ensure organisations have the right people with the right skills in the right place at 

the right time. This can be challenging; the size and structure of the workforce should be shaped by an 

organisation's current and future strategic objectives, the needs of current and potential service users, the 

amount and sources of funding available, and the wider policy and legislative environment in which it operates.  

In light of the tightening financial environment and the ongoing implications of National Bargaining, it is as 

important as ever for the College to ensure they are managing their workforce effectively to continue to deliver 

high quality services to students. 

We have assessed the College’s arrangements for workforce planning, including the measures taken to build 

resilience within the workforce and deliver succession planning.  
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One improvement action has been identified from this review, which relates to the design of the controls. See 

Appendix A for definitions of colour coding. 

  

1 - Green 

2 - Yellow 

3 - Green 

Control assessment 

1. There is a workforce plan in place that supports the 
recruitment and retention of staff who will contribute towards 
delivery of the College’s strategic and operational objectives 

2. Training needs are assessed and addressed to ensure
that staff have the required skills to perform effectively in
their role

3. There are appropriate succession arrangements in place 
for the College’s key post holders. 

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority 

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 

Good practice 

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

 There is a workforce plan in place that clearly identifies the staff required to support the delivery of 

College objectives.  The College follows the approach set out in Audit Scotland’s 2014 report 

‘Scotland’s Public Sector Workforce – Good Practice Guide’ and each step is clearly documented 

within the workforce plan. 

 Training needs are raised through the Personal Learning Plan (PLP) process for the majority of staff.  

This information is collated, reviewed by senior management and used to develop a College wide 

training plan. 

 The College reviews the age profile of their workforce and the potential retirement profile of each 

department on an annual basis.  Detailed succession plans are developed by each department and we 

are satisfied that sufficient detail is included for key post holders. 

Areas for improvement 

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

framework:   

 There are some groups of staff, such as invigilators, which the College deem to be exempt from the 

PLP process.  Following a recommendation raised in our Organisational Wellbeing audit report (July 

2017), the College implemented an opt-out process.  However, this has not been clearly recorded 

within the guidance notes and there is uncertainty over who should complete an opt-out form, or 

whether there are any groups that are automatically exempt. 

This is further discussed in the Management Action Plan below. 

Impact on risk register 

This review cuts across the College’s Risk Register risks, but is particularly relevant to Risk 5 – Ensuring 

Sustainability.  

We have not identified any control weaknesses that would indicate the above risk was not scored appropriately. 

Acknowledgements 

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

Control Objective 1: There is a workforce plan in place that 
supports the recruitment and retention of staff who will 
contribute towards delivery of the College’s strategic and 
operational objectives; 

 

 

No reportable weaknesses identified  

A workforce plan is developed and approved on an annual basis. The College follows the approach set out in 

Audit Scotland’s 2014 report ‘Scotland’s Public Sector Workforce – Good Practice Guide’. This requires the 

College to define how the plan is aligned to its corporate objectives and organisational values, identify the 

workforce required to deliver these, map out the profile of the current workforce and establish the actions 

required to align this.  Each step is clearly documented within the workforce plan. The approach is in 

accordance with previous recommendations we have raised (i.e. in the 2017/18 Organisational Wellbeing 

audit). 

High level actions have been identified within the plan and this is supported by more detailed planning within 

the relevant departments. Progress against the workforce plan is monitored on a quarterly basis by the Finance 

and General Purpose Committee. This is aided by clearly defined and measurable key indicators for success 

which illustrate where progress has been seen and action plans are developed to support any areas of under 

delivery.  

 

 

  

Green 
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Control Objective 2: Training needs are assessed and 
addressed to ensure that staff have the required skills to 
perform effectively in their role 

 

2.1 Applicability of the opt-out process 

Training needs should be identified and documented through the Personal Learning Plan (PLP) process.  The 

College deems this to be excessive for certain groups of staff and have implemented an opt-out process in 

response to a recommendation raised in our 2017/18 Organisational Wellbeing audit report, whereby an opt out 

form must be completed.  

We tested a sample of 15 employees and confirmed that; 

 In 12 cases (80%) a PLP had been completed, clearly capturing training needs; 

 One employee (7%) had not yet completed a PLP and management were taking appropriate action to 

chase this; 

 Two employees (13%) had not completed a PLP or an opt-out form.  Both employees were invigilators 

which management deemed to be automatically exempt from the process.  Whilst guidance is available 

on the PLP process, this does not cover the opt-out process and does not clearly identify who the 

policy applies to and if any groups of staff are exempt.  As a result, we cannot confirm whether the 

correct approach was taken. 

Risk 

There is a risk that staff’s development needs are not captured as the PLP process is not appropriately or 

consistently applied.  This could result in the underperformance of certain groups of staff and failure to achieve 

operational objectives.  

Recommendation 

PLP guidance notes should be updated to cover the opt-out process and specify who the policy applies to.  If 

there are any groups of staff deemed to be exempt, they should be clearly identified within the PLP guidance 

notes. 

 
  

Management Action 

Agreed 

Grade 2 

(Design) 

 

Action owner: Head of Quality & Learner Services   Due date:  Sept 2019 

Yellow 
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Control Objective 3: There are appropriate succession 
arrangements in place for the College’s key post holders. 

 

No reportable weaknesses identified 

Succession planning is considered on an annual basis within the workforce plan.  The College considers the 

age profile of its workforce and analyses the potential retirement profile of each department to identify any high 

risk areas.   

In 2018/19, the College reported that 45% of staff are aged 50 or over.  Five departments were deemed to be 

higher risk based on their retirement profile; College Administration, Quality & Learner Services, Computing & 

Engineering, Business & Creative, and Hospitality & Communities.  Detailed succession plans have been 

developed by each team and, based on our sample of four departments, we are satisfied that sufficient detail 

has been included for key post holders to take reasonable cognisance of this risk (whilst being unable to 

mitigate the risks entirely, given wider contextual issues outwith the College’s control). 

  

Green 
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Appendix A – Definitions  

Control assessments 

  

Management action grades 

 

 
 
 

 

Fundamental absence or failure of key controls. 

Control objective not achieved - controls are inadequate or ineffective. 

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

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

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

4 

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

3 

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

2 

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

1 

R 

 A 

Y 

G 
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on audit work in the UK and Ireland and regulated for a range of investment business activities by the Institute of 

Chartered Accountants in England and Wales. 
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Paper 4b 
West Lothian College 
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AC/120919/iShare 1 
 

Audit Committee 
 
Internal Audit Report: Commercial Strategy 
 
Internal Audit has assessed the college’s strategy for securing commercial 
income, including realistic target-setting, horizon-scanning and progress 
monitoring. 
 
Overall, Internal Audit has gained assurance that robust controls are in place 
within the college to manage commercial income in the areas reviewed. Two 
areas for improvement have been identified to further strengthen the control 
framework. These relate to the further development of operational plans to 
support the income generation strategy and a recommendation to review the 
sales margin applied to opportunities to ensure this is still appropriate.  
 
Action 
 
The Committee is asked to comment on the report. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
12 September 2019 
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Commercial Strategy 
July 2019
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Executive Summary 
Conclusion 

Overall, we have gained assurance that robust controls are in place within the College to manage 
commercial income in the areas reviewed.  We have identified two areas for improvement which, is 
implemented would further strengthen the control framework.  These relate to the further 
development of operational plans to support the income generation strategy and a recommendation 
to review the sales margin applied to opportunities to ensure this is still appropriate. 

 

Background and scope 
The college sector in Scotland faces ongoing financial challenges with increasing pressure on public funding 
and increasing costs in some areas, which are impacting the financial sustainability of the sector as a whole.  
West Lothian College has identified the need to increase its commercial income as a result and has set 
strategic objectives relating to this. 

To support sustainable growth of commercial income, it is import that the College has a clear strategy and 
appropriate methodology to identify, secure and monitor commercial income in the short and medium term. 

We have assessed the College’s strategy for securing commercial income, including realistic target-setting, 
horizon-scanning and progress monitoring. 

This audit was moved into late 2018/19 from 2020/21 (per the 2018/19 Internal Audit Plan) at management 
request.   
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Two improvement actions have been identified from this review relating to the design of controls.  See 
Appendix A for definitions of colour coding. 

  

1 - Yellow

2 - Green3 - Yellow

4 - Green

Control assessment
1. A clear strategy for securing and growing commercial
income has been documented, and income generation
activities are considered as part of the strategic and
operational planning process.

2. Appropriate targets for commercial income levels are in 
place to support the College’s strategic and corporate plans.

3. There is an appropriate methodology in place to identify and
assess potential opportunities, and develop plans for the
achievement of commercial income targets.

4. Board and management regularly monitor progress
against target income levels and takes appropriate action
where targets are not met.

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 
Good practice 

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

• The income generation strategy was considered by the Finance & General Purposes Committee in 
March 2019 and agreed to be a good basis upon which the College’s income generation activities 

should be pursued.  This clearly sets out the current position, the College’s aims, how it will achieve 
these, and indicators of success. 

• Targets for commercial income levels are set as part of the overall budget setting process by senior 
management and the Board.  These take into account a number of considerations including financial 
sustainability, the College’s risk appetite, financial prudence, and availability of central funding. 

• Commercial activity is monitored on a monthly basis by the Commercial Team and the Corporate 
Engagement Committee.  Performance against commercial income target is regularly monitored by 
management and the Board through the management accounts.  In addition, the College has two key 
performance indicators that relate to commercial income. 

Areas for improvement 

We have identified two areas for improvement which, if addressed, would further strengthen the College’s 

control framework.   

• The income generation strategy is a good high level document and whilst indicators of success have 
been identified, these are not supported by sufficiently SMART targets.  Further work is required to 
develop SMART operational plans to support the achievement of the strategy’s objective and to fully 

embed these within the financial planning process 

• The College applies a 40% sales margin when pricing an opportunity and has done so for a number of 
years.  The College should review its pricing methodology to ensure this is still appropriate, along with   
expanding the guidance on factors to consider if deviating from this target margin. 

These are further discussed in the Management Action Plan below. 

Impact on risk register 
West Lothian College’s corporate risk register (March 2019) included the following risks relevant to this review:  

• Risk 3:  There is a risk that the college does not deliver on its SDS apprenticeship contracts, SFC 
educational contracts and commercial contracts due to inability to bid successfully, insufficient 
resources and ineffective performance monitoring, resulting in a loss of income and learning 
opportunities (Gross risk rating: 12, Current risk rating: 9) 

We have not identified any issues that suggest the rating of this risk is inappropriate. 

Acknowledgements 
We would like to thank all staff consulted during this review for their assistance and co-operation.   
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Management Action Plan 
Control Objective 1: A clear strategy for securing 
and growing commercial income has been 
documented, and income generation activities are 
considered as part of the strategic and operational 
planning process 

 

1.1 Income Generation Strategy 

The income generation strategy was considered by the Finance & General Purposes Committee in March 2019 
and agreed to be a good basis upon which the College’s income generation activities should be pursued.   

The strategy is structured under three key themes, setting out the current position, the College’s aims, how it 
will achieve these and indicators of success.  This is a high level document and - whilst indicators of success 
have been identified - these are not supported by sufficiently SMART targets.  Further work is required to 
develop suitably SMART operational plans to support achievement and embed this strategy within the financial 
planning process. 

Risk 

Without detailed operational plans in place, the College may not achieve the aims set within the income 
generation strategy and as a result, fail to strengthen its financial position. 

Recommendation 

Operational plans should be developed to support the income generation strategy.  These should identify the 
key actions required, responsible individuals, timescales for delivery, indicators of success and corresponding 
targets.  Plans should be aligned to the overarching strategy and targets should be used to inform annual 
financial planning. 

 
  

Management Action 
Grade 2 
(Design) 

Operational plans will be developed over the next 12 months. These will be phased based on college 
and operational priorities. 

Action owner: VP Curriculum and Enterprise  Due date: Aug 2020 

Yellow 
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Control Objective 2: Appropriate targets for 
commercial income levels are in place to support the 
College’s strategic and corporate plans 

 

 

No reportable weaknesses identified  

Target commercial income levels are set as part of the overall budget setting process by senior management 
and the Board.  These take into account a number of considerations including financial sustainability, the 
College’s risk appetite, financial prudence, and availability of central funding.  Once the target commercial 
income level has been set, individual targets are set within the Commercial and Marketing team. 

As raised under MAP 1.1, further work is required to embed the recently approved income generation strategy 
within the financial planning process.  Going forward, the objectives and targets identified within the income 
generation strategy should be considered when setting the College’s commercial income target. 

 

 

 

 

 

 
  

Green 
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Control Objective 3: There is an appropriate 
methodology in place to determine sales margins 
and plans for the achievement of non-SFC income 
generating targets 

 

3.1 Pricing methodology 

The College applies a 40% sales margin when pricing an opportunity.  This margin has been applied for a 
number of years and management involved in the audit were not fully aware of the justification behind this. 

The College acknowledges that there are a number of other factors that should be considered, and an 
opportunity that falls below the 40% margin will still be considered if it is likely to yield another benefit.  This is 
built into the pricing template and additional approval levels are required based on the level of discount applied.  
Whilst this is reasonable commercial practice, limited guidance is available to managers on the types of factors 
that should be considered and the approach that should be taken for any key strategic opportunities. 

Risk 

Decision making may be impaired by applying an inappropriate methodology, resulting in failure to effectively 
achieve commercial income targets. 

Recommendation 

The College should review its pricing methodology to ensure it is satisfied with the long-standing sales margin.  
Guidance should be provided to staff on the factors that should be considered when assessing the application 
of a different sales margin (for example, covering areas such as reputation, future business opportunities, and 
alignment with income generation strategy).  

 

 

  

 

 

  

Management Action 
Grade 2 
(Design) 

A review of the pricing and costing had been identified by the Corporate Engagement committee as a 
project for completion in 2019/20 

Action owner: VP Curriculum and Enterprise   Due date: June 2020 

Yellow 
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No reportable weaknesses identified 

Commercial activity is monitored on a monthly basis by the Commercial Team and Corporate Engagement 
Committee.  Standing items on the agenda ensure that outstanding actions, current sales, current tenders, part 
time courses, short courses and future priorities are considered at every meeting. 

Performance against the commercial income target is regularly monitored by the Board and management 
through the management accounts.  In addition, the College has two relevant key performance indicators that 
are regularly monitored; non-SFC income as a % of total income and trading surplus on commercial activities 
as % of income from commercial activities. 

As raised under MAP 1.1, further work is required to fully develop and embed the income generation strategy.  
As this is developed, reports should be updated to enable effective scrutiny 

 

 

 

 

 

 

 

 

 

 

 

Control Objective 4: Board and management 
regularly monitor progress against target income 
levels and takes appropriate action where targets 
are not met. 

 Green 
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Appendix A – Definitions  
Control assessments 

  

Management action grades 
 

 
 
 
 

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

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

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

•Very high risk exposure - major concerns requiring immediate senior 
attention that create fundamental risks within the organisation.4

•High risk exposure - absence / failure of key controls that create 
significant risks within the organisation.3

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

2

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

1

R 

 A 

Y 

G 
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Audit Committee 
 
External Audit Progress Report 2018-19 
 
The attached external audit report provides the Audit Committee with a 
progress update on the responsibilities expected of external auditors. 
 
This paper also seeks to highlight key emerging national issues and 
developments which may be of interest to members of the Audit Committee. 
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1. SUMMARY

Purpose of this report

This report provides the Audit Committee with an update on progress in delivering our responsibilities as your external auditors.

Audit progress

Our key audit stages are summarised in the diagram shown below. Overall work is on track and there are no significant issues arising.

Details of work completed and on-going are shown overleaf.

National publications and other updates

This section of the report sets out summaries from national publications and other updates which may be of interest to Members of the

Audit Committee.

1. Summary 2. Audit progress 3. National publications
4. Position statement on 

2018-19 audit
5. Contact details

3



2. AUDIT PROGRESS

Audit progress

Since the issue of our Audit Strategy to this committee in June 2019 we have:.

� attended a College sector update meeting with Audit Scotland;

� attended an Audit Scotland and ICAS feedback session on quality reviews on audits;

� completed a questionnaire for Audit Scotland on the College’s progress with and general arrangements in place for the National Fraud 
Initiative;

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

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

Our planning visit to document key controls and processes on material transaction streams in the accounts and perform walkthrough 
testing in line with our audit strategy will be undertaken in September. This was delayed due to the relocation of the finance team at West 
Lothian College and we agreed with the finance team to wait until they were established in their new location.

Notwithstanding the above, our audit work is on track, and we have no matters to raise with the Committee at this stage of our audit. There 
are no changes to the risks previously reported in our Audit Strategy Memorandum.

The final audit fieldwork is due to begin on 3 October 2019. We will report to the Audit Committee on 28 November 2019 with our annual 
audit report and draft opinion on the financial statements. The accounts are due to be approved by the West Lothian College Board of 
Governors on 10 December 2019. 

1. Summary 2. Audit progress 3. National publications
4. Position statement on 

2018-19 audit
5. Contact details
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3. NATIONAL PUBLICATIONS AND OTHER UPDATES

1. Summary 2. Audit progress 3. National publications
4. Position statement on 

2018-19 audit 
5. Contact details

Publication

1. Scotland College’s 2019, Audit Scotland June 2019

2. Accounts direction for Scotland’s colleges 2018-19, Scottish Funding Council, July 2019

3.
Good practice note on improving the quality of College annual report and accounts (Governance Statements) – Audit 

Scotland, May 2019

4. Audit of 2018/19 annual report and accounts (colleges): Technical guidance note 2019/7(C), Audit Scotland, August 2019

5. Fraud and irregularity update 2018/19, Audit Scotland, July 2019

6. Quality of Public Audit in Scotland, Annual Report 2018/19, Audit Scotland, June 2019

1. Scotland’s Colleges 2019, Audit Scotland, June 2019

Audit Scotland’s annual review of the college sector found an increase in student numbers and an overall small improvement in the 

underlying financial position of the colleges, but highlighted that they face future financial challenges particularly in relation to staff costs 

and estate costs. 

Financial health

The financial health of Scotland’s colleges has improved overall, with an underlying surplus of £3.1 million reported for 2017-18 compared 

with a surplus of £0.3 million in 2016-17. It is highlighted however, that the gap between income and expenditure across the sector is 

growing. The report states that the latest increases in Scottish Government revenue will cover the costs of harmonising staff terms and 

conditions, but that the cost of living increases and any unfunded element of increases in employers’ pension will require to be covered by 

the Colleges. Availability of cash has reduced for most Colleges and the ability to draw on ALF income is decreasing as the balances held 

by ALFs reduce. It was noted that the underlying operating position as reported by the Colleges continues to be interpreted inconsistently.

The report highlights that Scottish Government capital funding is insufficient to address Colleges’ maintenance requirements. For 2019-20 

it is estimated that there will be approx. £21m available for backlog and lifecycle maintenance, but that actual costs could be in the region 

of £100m. A reduction in capital spending creates a risk that the cost of urgently needed backlog maintenance increases, which may 

impact on some Colleges’ ability to deliver their core services in a safe environment. Significant investment in digital infrastructure is likely 

to be required in the coming years to keep up with the changing times, but has not been factored in to future spending requirements in all 

cases.

Potential implications of the UK’s withdrawal from the EU remain unclear, but it is expected that impacts may be felt by students, staff and 

to funding. The SFC has allocated funding of around £13m to deliver the equivalent of European Social Fund activity in 2019-20.

Performance

Reviewing college performance, Audit Scotland found that the sector had exceeded both the Scottish Government’s learning target with 

an increase of 1,000 FTE places, and the SFC’s national activity target by delivering 16,000 more credits than in 2016-17.

The report highlights that over the past 3 years, colleges have been providing fewer credits to students aged 16-24 and more to students 

aged 25 and over. This appears to be a continuing trend, and there also continues to be an increasing number of students under 16 years 

old.

Gender imbalances continues to be a concern for certain subjects such as engineering, transport, construction, health and social work. 

Progress in this area is difficult and a concerted effort from schools, Colleges and wider society will be required to meet the SFC aim of a 

gender balance of no more than 75:25 % by 2030. It was also highlighted that most College boards have more men than women.
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1.    Scotland’s Colleges 2019, Audit Scotland, June 2019 (continued)

Colleges are widening access to students from a range of backgrounds, but did not meet the SFC target of delivering 17.4% of credits to 

students from the 10% most deprived areas, coming in at 16.5% for 2017-18.

Student attainment has remained relatively static, with the average attainment rate for full time further education improving in 2017-18, 

while it fell slightly for full-time higher education. Only 2 regions met their agreed attainment targets. In 2018-19, the SFC plans to improve 

its use of Outcome Agreements to agree more ambitious targets with College regions to deliver priorities. This will be very challenging for 

Colleges.

In terms of retention, fewer students overall completed their course in 2017-18, however a greater proportion of students who qualify are 

going on to positive destinations.

The SFC and Education Scotland have introduced a new quality assessment evaluation framework for Colleges, How good is our 

College?, which is based on a validated self-evaluation and is intended to enable Colleges to assess progress and develop an 

improvement plan. Individual College results were published for the first time in 2019, and this can help Colleges in progressing with 

improvements.

Recommendations were made in the report for the Scottish Government, the Scottish Funding Council and for colleges. Audit Scotland 

recommended that colleges and their boards should:

• agree the underlying operating position with the SFC before finalising their accounts; 

• improve data collection and response rates for student satisfaction and publish results;

• use How good is our college? effectively to drive improved performance and enhance the quality of service provision;

• agree medium-term financial plans that set out the mitigating actions to ensure their college’s financial sustainability; and

• submit agreed medium-term financial plans to the SFC along with financial forecast returns (FFRs).

https://www.audit-scotland.gov.uk/report/scotlands-colleges-2019

2. Accounts direction for Scotland’s colleges 2018-19, Scottish Funding Council, July 2019

On 5 July 2019, the Scottish Funding Council issued its accounts direction for Scotland’s colleges for the 2018-19 year, along with 

supporting guidance. There have been no significant changes in the accounting requirements for 2018-19, however there are a number of 

additional disclosure changes. There is a new SORP which takes into accounts the FRS 102 updates following the Triennial Review, 

however these impact periods beginning on or after 1 January 2019, so will impact the Colleges’ 2019-20 accounts.

Changes include:

• inclusion of a description of the estates management strategies as part of the statement of the purpose and activities of the College in 

the Performance Report;

• additional guidance for the disclosure of the adjusted operating position (taking the SORP position and removing non-cash 

adjustments) to ensure consistency across the sector;

• instruction to submit the adjusted operating position calculation to SFC along with the draft accounts so this can be reviewed;

• The Trade Union Facility Time disclosures are to be made in reference to the year ended 31 March 2019, rather than to 31 July 2019;

• The Accountability Report is no longer required to be signed by the Chair of the Board;

• The tables in the staff costs note relating to the remuneration of the Principal and information on the higher paid staff should be cross-

referred to the remuneration and staff report. Alternatively, the tables could be included in the remuneration and staff report and cross-

referenced to the staff costs note, thereby avoiding duplication of the information; and

• SFC advises that the costs of harmonisation of National Bargaining support staff and middle management should be accounted for 

based on Colleges Scotland’s February 2019 costings.

http://www.sfc.ac.uk/publications-statistics/guidance/2019/SFCGD142019.aspx
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3. Good practice note on improving the quality of College annual report and accounts (Governance Statements) – Audit 

Scotland, May 2019

Following two years of Colleges applying the Code of Good Governance for Scottish Colleges 2016, Professional Support within Audit 

Scotland felt it was an appropriate time to review Governance Statements to identify best practice which can be used to enhance their 

governance statements.

Professional Support identified the key characteristics of high quality governance statements:

1. A single story – the governance statement should:

• tell a fair, balance and understandable story

• be structured in a way that allows a coherent and clear narrative, whilst being brief, focussed and high level

• explain the purpose of the statement

2. What worries board members – the governance statement should:

• be sufficiently specific so that readers can understand why risks are important, and should describe what actions are being 

taken to mitigate key risks

• include a clear assessment of whether governance arrangement are “fit for purpose”

• disclose and explain any significant governance issues

3. Cut the clutter – the governance statement should:

• include the necessary breadth of information in a concise way, ensuring that disclosures are relevant to the College

• avoid excessive detail about a large number of matters

• consider appropriate use of signposting to allow the user to access complementary information, and hyperlink to 

documents published online

4. Clarity – the governance statement should:

• use plain language and avoid using jargon, or explain where it cannot be avoided

• ensure standard wording is tailored to the circumstances of the College

5. Summarise – the governance statement should:

• aggregate information at an appropriate level to highlight key messages

• consider which information could be better presented using tables or more informative infographics

• consider using case studies to add valuable insight

6. Explain change – the governance statement should:

• provide a full explanation of the progress on implementing previous year action plans

• highlight any changes in governance arrangements

The content and presentation of the governance statement should be considered and challenged annually by members of the Audit

Committee.

https://www.audit-scotland.gov.uk/uploads/docs/um/gp_improving_quality_college_annual_report.pdf
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4. Audit of 2018/19 annual report and accounts (colleges): Technical guidance note 2019/7(C), Audit Scotland, August 2019

This publication aims to provide guidance on the risks of misstatements in the 2018-19 annual report and accounts.

Some of the key elements from the report centred around valuations of tangible fixed assets and provisions which rely on judgements and

can therefore be subjective.

Another key judgement area is in relation to accounting for retirement benefits, and specifically the impact of the guaranteed minimum

pension (GMP) and the McCloud judgement. For the GMP impact, it is expected that Colleges will recognise an additional liability where

this has been provided by the actuaries in relation to the interim solution, relating to members reaching age before 6 April 2021. Due to

the uncertainty surrounding the long-term solution for members reaching retirement age after 6 April 2021, it is expected that the impact

of this would be disclosed as a contingent liability note. The McCloud judgement should be taken into account when actuaries are

calculating pension liabilities at an employer level, which should then be recognised by Colleges. The proposed accounting for the

McCloud judgement is likely to see the Current Service Cost and overall pension liability increase.

Other areas highlighted included non-identification of related parties and agency arrangements as any omissions may be significant. It

was also noted that grants need to be carefully treated to ensure correct accounting is used, and furthermore that any donations to/grants

from ALFs are properly presented.

https://www.audit-scotland.gov.uk/uploads/docs/um/tgn_2019-7_colleges.pdf

5. Fraud and irregularity update 2018/19, Audit Scotland, July 2019

Audit Scotland prepared this report to share information on cases where internal control weaknesses in public bodies have led to fraud

and irregularities. Their aim is to help prevent similar circumstances happening in the future.

During 2018-19, external auditors reported 17 cases of frauds and irregularities, valued at almost £674k.

The report highlighted the key categories of fraud identified:

1. Expenditure frauds - where an organisation has incurred additional expenditure because of fraud e.g. due to invalid suppliers,

fictitious invoicing and redirection of payments intended for legitimate suppliers by changing bank details.

2. Income frauds – where a body’s income has been misappropriated e.g. cask takings being re-directed or invalid refunds processed.

3. Payroll – relate to cases where an organisation’s payroll has been misappropriated e.g. employees working elsewhere while

claiming to be unfit, or diversion of salary payments.

4. Theft – theft of assets can be considered fraud if they are facilitated by poor security arrangements e.g. theft of equipment of stores.

5. Misuse of assets – where assets are used for personal gain e.g. the use of vehicles for personal gain

In most cases identified in the report by Audit Scotland, the fraud had occurred due to a weakness in controls – such as independently

verifying changes to bank details. This highlights the importance of ensuing the control framework is operating as intended.

Several Colleges in 2018-19 were impacted by fraud and t is clear that vigilance is required on an ongoing basis.

https://www.audit-scotland.gov.uk/report/fraud-and-irregularity-update-201819
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6. Quality of Public Audit in Scotland, Annual Report 2018/19, Audit Scotland, June 2019

This report summarises the detailed assessment of audit quality carried out on audit work delivered by Audit Scotland and the appointed

firms on behalf of the Auditor General for Scotland and the Accounts Commission in 2018/19. It finds that auditors have designed and

implemented effective audit quality arrangements to assure the quality of their audit work. A number of independent external reviews of

audit quality carried out for Audit Scotland by ICAS, across Audit Scotland and appointed firms, did not identify any concerns with audit

opinions.

The report includes graphical representation of the results of the firm staff surveys on audit quality and training – these results show that

high quality audits are a key priority for Mazars, with appropriate training being essential.

The report also highlights areas for further improvement which included the use of analytical procedures and application of the sampling

methodology. It also notes the importance of audit work on the narrative statements in the annual accounts, which ties in with

improvements required in the governance statement and performance reports.

Further information on the audit quality arrangements for Audit Scotland and the appointed firms (including Mazars) can be found on their

respective Transparency Reports which are linked to Page 8 of the Annual Report (link below).

https://www.audit-scotland.gov.uk/report/quality-of-public-audit-in-scotland-annual-report-201819
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4.    POSITION STATEMENT ON 2018-19 AUDIT

Planned output
Expected 

completion date

Final report issued 

to Audit Committee
Comments

2018-19 Audit Strategy Memorandum By 8 May 2019 8 May 2019 ~

Audit Committee Progress Report and Briefing By 22 August 2019 16 August 2019 ~

2018-19 Audit Completion Report, incorporating:

• Opinion on the financial statements.

• Conclusion on Wider Scope work

By 31 December 

2019
TBC ~

1. Summary 2. Audit progress 3. National publications
4. Position statement on 

2018-19 audit
5. Contact details
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5. CONTACT DETAILS

1. Summary 2. Audit progress 3. National publications
4. Position statement on 

2018-19 audit
5. Contact details

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

www.mazars.co.uk

Lucy Nutley

Engagement Lead

07387 242 052

lucy.nutley@mazars.co.uk

Ruth Holland

Manager

07881 283 517

ruth.holland@mazars.co.uk

Address: 

Apex 2

97 Haymarket Terrace

Edinburgh

EH12 5HD

0131 313 7900
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Audit Committee 
 
College Audit Rolling Action Plan 
 
The college Audit Action Plan shows progress in implementing previously 
agreed internal audit recommendations.  The attached table shows the 
position as at September 2019. 
 
 
Action 
 
The Committee is asked to note progress against plan. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
12 September 2019 
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2017-18 – (1 August 2017 - 31 July 2018) 
 
Status Sept  2018 Sept 2019 
 Grade     

4-5 
Grade     

3 
Grade  

1-2 
Grade 

4-5 
Grade  

3 
Grade 

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

-  
- 

 
1 

 
- 

 
- 

 
- 

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

 
- 

 
- 

 
- 

 
- 

 
- 

 
- 

Outstanding recommendations on target  
 

 
- 

 
- 

 
5 

 
- 
 

 
- 

 
- 

Outstanding recommendations past agreed 
deadline 
 

 
- 

 
- 

 
1 

 
- 

 
- 

 
- 

Total 
 

 
- 

 
- 

 
7 

 
- 

 
- 

 
- 
 

 

 

2018-19 – (1 August 2018 - 31 July 2019) 
 
Status Sept  2018 Sept 2019 
 Grade     

4-5 
Grade     

3 
Grade  

1-2 
Grade 

4-5 
Grade  

3 
Grade 

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

-  
- 

 
- 

 
- 

 
- 

 
3 

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

 
- 

 
- 

 
- 

 
- 

 
- 

 
- 

Outstanding recommendations on target  
 

 
- 

 
- 

 
- 

 
- 

 
- 
 

 
2 

Outstanding recommendations past agreed 
deadline 
 

 
- 

 
- 

 
- 

 
- 

 
- 

 
- 

Total 
 

 
- 

 
- 

 
- 

 
- 

 
- 
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2017-18 

  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

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

May 
2018 

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

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

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

MIS Manager July ‘19   
November ’18 update 
 
On target, with the online 
pre enrolment task being 
built and tested early 
December ‘18 by CAPITA. 
 
March ’19 update 
 
On target. 
 
June ’19 update 
 
On target.  Task sent to 
school travel applicants w/c 
20 May 2019 with full time 
applicants thereafter. 
 
Sept ’19 update 
 
Completed. Task sent to all 
Full-Time and school travel 
applicants who have an 
offer of a place for August 
2019 start. 

 

 
2018-19 
2 Performance Management 

(4.1 Monitoring 
performance against the 
ROA) – Performance against 
the ROA targets is monitored 
on a weekly basis and 
reported to senior 
management. Reporting of 
the action taken and 
progress made in delivering 
each ROA outcome is 
presented to the Board 
through the strategic risk 
register.  The information 
reported is aligned to the 
ROA, the identified targets 
are not being used as a 
measure of progress or 
impact of the actions 
identified and implemented, 
as reported through the 
strategic risk register. 

Nov 
2018 

There is a risk that the college is 
unable to easily assess and 
demonstrate performance against 
the ROA during the year, due to the 
current reporting structure, which 
could lead to non-delivery of 
outcomes, actions or targets. 

The college should review the current 
mechanisms for monitoring 
performance against the ROA and 
assess whether changes can be made 
to the risk register to ensure effective 
report to the Board. The college should 
ensure that: 
 
 Progress in delivering the actions 
identified within the ROA is considered 
alongside the relevant measures of 
success and the college’s performance 
against target. 
 
A RAG rating should be applied 
against each outcome, or action where 
appropriate, informed by the ROA’s 
measures of progress, to clearly 
demonstrate performance. 
 
Grade 2 

It is not accepted that the 
mechanism for reporting 
ROA targets to the Board is 
not effective and the risk 
register requires 
amendment.  Performance 
against the ROA is reported 
quarterly to the L&T 
Committee.  Any deviations 
from target are reported in 
the covering paper which 
accompanies the ROA with 
actions being taken.  
Management will however 
consider whether a RAG 
rating could be applied to 
the ROA outcomes.  

Vice Principal 
Curriculum & 
Planning 

1 August ‘19  June ’19 update 
 
On target. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Sept ’19 update 
 
Completed. Agreed with 
Board RAG rating not 
required. 
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  No Audit Report Topic  Report 
Date 

Background Recommendation College Response Responsibility  Deadline 
 

Status Update/ 
Comments 

Revised 
Deadline 
 

3 Core Financial Systems 
(1.1 Finance Procedure 
Manual out of date) – The 
Finance Procedure Manual 
was last updated in 
December 2013, over five 
years ago and is currently 
out of date.  This still refers 
to Cintra as the Payroll 
system for example, which is 
no longer the case. 

January 
2019 

Processes and key controls may 
not be effectively or consistently 
implemented due to a lack of up to 
date financial procedures.  This 
may result in inaccurate, 
incomplete or fraudulent changes to 
accounting data that may cause 
financial loss or reputational 
damage. 

The Finance Procedure Manual should 
be reviewed and updated in a timely 
manner to ensure it reflects current 
practices.  Subsequent review 
deadlines should be clearly identified 
and adhered to. 
 
Grade 2 

Agreed Finance 
Manager 

June ‘19 
 
 
 
 
Dec ‘19 

 June ’19 update 
 
In progress. 
 
 
Sept ’19 update 
 
In progress. 

 
Dec 2019 

4 Schools Activity – Strategy 
(1.1 Lack of strategy and 
action plan) – The college 
has a strategy in place for 
the development of schools 
learning, which is supported 
by a SMART action plan. 

May 
2019 

The Schools Plan does not contain 
a detailed SMART action plan to 
support delivery.  There is a risk 
that the college may fail to achieve 
the outcomes identified in the ROA 
efficiently and/or effectively. 

The college should identify formal 
actions to address all the key areas of 
the strategy and objectives identified in 
the ROA and produce a detailed action 
plan within the Schools Plan – 
Operational Plan. Actions should be 
SMART (specific, measureable, 
achievable, relevant and timely) and 
assigned an owner and timescale for 
implementation, with progress 
monitored through to completion and 
regular reports of progress and 
variations to senior college 
management. 
 
Grade 2 

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

Head of 
Service, 
External 
Engagement 

End 
September 
‘19  

 Sept ’19 update 
 
Completed. 

 

5 Schools Activity – Strategy 
(3.1 Inconsistent approach 
to feedback) – Regular 
feedback is sought from 
students/schools on the 
learning taking place and the 
resources/technology  

 Limited evidence that the schools 
programme feedback was reviewed 
or analysed for trends.  In 
comparison, for FA courses, 
feedback is gathered from students 
throughout the duration of the 
course.  The College may miss the 
opportunity to improve the student 
experience and enhance its 
reputation for attracting future 
students in all areas of schools 
activity. 

The college should identify formal 
feedback opportunities across all the 
key areas of the Schools Programme 
with all stakeholders (staff, students, 
schools) and monitor the responses to 
support a more broad approach to 
continuous improvement. 
 
Grade 2 

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

Head of 
Service, 
External 
Engagement 

End October 
‘19 

 Sept ‘19 update 
 
In progress – will be 
complete for October 2019. 
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Audit Committee 
 
Review of IT Service 
 
Purpose 
 
The purpose of this paper is to provide the committee with an update on the 
progress made in taking forward the recommendations from the review of IT 
undertaken by Edinburgh Napier University. 
 
Security of the network 
 
During the summer the college deployed CISCO Umbrella Services security 
software.  As advised at the last meeting this produce was chosen because it 
is recognised as a market leader in this field.  The security of Office365 was 
also enhanced using a CISCO product.   
 
Wi-Fi Service 
 
The Wi-Fi upgrade was undertaken with the number of access points 
increasing by 62% (from 38 to 61) including one external point. 
 
Disaster recovery and back-up 
 
The Principal and Vice Principal, Finance & Curriculum Services met with 
representatives from Edinburgh Napier University in August 2019 to discuss a 
proposal to make a bid for loan funding from a fund being administered by the 
Scottish Funding Council (SFC).  The purpose of the bid would be to procure 
new server hardware for both the college and university which would be 
located at the University.  This fund is only available to universities so 
Edinburgh Napier would carry the loan debt on its balance sheet and the 
college would pay the college an agreed amount for the servers plus storage.  
Initial discussions with SFC suggest that this type of project would be 
welcomed as collaborative work between colleges and universities is being 
encouraged.  
 
This would mean that the college servers would move from West Lothian 
Council to the University.  However the advantages for the college are: 
 
• The college would not have to replace the hardware located at West 

Lothian Council in two years; 
• The annual repayment for the service is expected to be less than the 

annual charge for the service provided by West Lothian Council;  
• The college would have an off-site back-up solution through the 

University; and 
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• It would allow the college and University to pursue further collaborative 
opportunities. 

 
This proposal is at an early stage but could deliver significant benefits for the 
college.  The timeline has not been firmed up but is expected to be during 
2020. 
 
Further updates will be provided to the committee as the project develops. 
 
Action 
 
The Committee is asked to note the position with regard to implementing the 
recommendations from the Edinburgh Napier University review of IT and the 
latest discussions with the University. 
 
 
 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
12 September 2019 
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Audit Committee 
 
2019-20 Strategic Risk Register 
 
Background 
 
As a result of work done with internal audit on strategic risk management in 2015-16 
and further developed over 2016-17 a number of improvements were made to the 
quality and depth of risk management across the College.  The risk register for 2019-
20 has been informed by the work that was done with internal audit and is attached 
to this paper. 
 
Progress 2018-19  
 
All strategic risks were managed successfully over 2018-19. The college achieved its 
credit target and the financial performance was strong.  The college is still in the 
process of finalising the performance indicators for student outcomes, however early 
indicators suggest that all four indicators are showing an improvement compared to 
2017-18. 
 
Strategic Risk Register 2019-20     
 
The 2019-20 strategic risk register (Appendix 1) is set in the context of our 2019-22 
Outcome Agreement. The strategic risks for 2019-20 are: 
 
1. 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. 

 
2. There is a risk that the college does not provide a high quality learning 

experience due to poor alignment of resources, and/or poor quality of teaching 
resulting in reduced retention, attainment and progression for students and 
reputational damage. 

 
3. 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. 

 
4. There is a risk that, due to insufficient workforce and succession planning, the 

college fails to attract, retain and develop appropriate staff with the skills required 
to meet the current and future needs resulting in a poorer experience for 
students. 
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5. 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. 

 
The strategic risks have been identified along with mitigating actions, some of which 
have been taken in recent months. The first substantive update to the risk register, 
including mitigating actions, will be in November 2019. 
 
Board appetite for risk   
  
The risk policy states that the board of governors should set the tone and influence 
the culture of risk management within the college by establishing the college’s risk 
appetite. Through this, we will be aware of the most significant risks facing the 
organisation.  
 
Given that some time has elapsed since the board’s appetite for risk has been tested   
and there have been changes to the membership of the board, a risk workshop is 
due to be held on 17 September 2019. Feedback from that session will further inform 
our reporting and management of risk for 2019-20. 
 
However an earlier exercise carried out by the board in 2015-16 and updated for 
2017-18 suggests that the board remains open to taking measured risks in relation to 
our planning, widening access strategies and learning innovation with confidence in 
the decision-making delegated to the senior team. The board is more cautious in the 
approaches to legal risks which expose the College to claims and litigation and to 
those risks which could have a major financial impact. 
 
Board Tolerance Thresholds    
 
The tolerance thresholds based on the earlier work carried out are attached at 
Appendix 2.  As these may change as a result of the September 2019 risk workshop, 
revised estimated thresholds will be brought to the November 2019 meeting of the 
Audit committee for the committee to review and agree. 
 
Action 
 
The Committee is invited to discuss the draft Strategic Risk Register for 2019-20 and 
suggest any changes or amendments needed. 

 
 
Jennifer McLaren 
Vice Principal, Finance & Curriculum Services 
12 September 2019 
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The 2019-20 Strategic Risk Register is set in the context of our 2019-22 Regional Outcome Agreement. In summary, the strategic 
risks for 2019-20 are: 

1 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 
 

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

3 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 
 

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

5 There is a risk that the college is unable to invest fully in its estate 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 
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RISK ASSESSMENT AND EVALUATION  
 
Risk Classification Matrix 
 

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

 
Evaluation of Risk 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

5 10 15 20 25 
 

 

4 8 12 16 20 
 

17-25 
 Very High 

 
 

3 6 9 12 15 
 

10-16 
 High 

 
 

2 4 6 8 10 
 

5-9 
 Medium 

 
 

1 2 3 4 5 
 

1-4 
 Low 
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Risk Escalated 
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STRATEGIC RISK 1  
Outcome Agreement theme: Access/Responding to the economy 
Lead Board Committee: Learning and Teaching      
Risk Owner: Vice Principal Curriculum & Planning/Vice Principal Curriculum & Enterprise     

Risk  L I Risk 
Rating 

Risk Mitigation  Update November 2019 

 

L I Risk 
Rating 

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 
 
 
 
 
 

3 4 12 
 
 
 

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  
Employer Engagement Groups 
to be established at centre or 
subject level as appropriate 
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 
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STRATEGIC RISK 2 
Outcome Agreement theme: Student Success 
Lead Board Committee: Learning and Teaching      
Risk Owner: Vice Principal for Curriculum & Planning/Vice Principal Curriculum & Enterprise     

Risk  L I Risk 
Rating 

Risk Mitigation Update November 2019 L I Risk 
Rating 

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

3 4 12 
 
 

CPD focuses on high quality 
teaching practice aligned to new 
professional standards 
 
Attainment Plan with specific actions 
embedded across all centres to drive 
forward retention and attainment 
 
EREP contains specific actions to 
drive forward learning & teaching 
practices that work towards 
improving retention and attainment 
 
Quality Improvement Plan to 
address required improvement in 
learning & teaching in areas where 
this has identified 
 
Developed progression and 
articulation routes into further study 
at college or university, 
apprenticeships and employment 
 
Students have opportunities to gain 
experience of the workplace.  
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STRATEGIC RISK 3  
Outcome Agreement theme: High-performing sustainable institution/Innovation 
Lead Board Committee: Finance & General Purposes Committee      
Risk Owner: Vice Principal Finance & Curriculum Services/Vice Principal Curriculum & Enterprise     

Risk  L I Risk 
Rating 

Risk Mitigation Update November 2019 L I Risk 
Rating 

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 
 
 
 
 

5 4 20 
 
 

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 
 
Income Generation Strategy 
developed and Commercial and 
Workforce Development growth 
plans and annual income targets in 
place 
 
Three year contract in place to 
2021 with CHS to deliver the CHS 
Learning Academy  
 
Business development, contract 
management and delivery teams in 
place to identify new opportunities, 
submit bids and to provide effective 
management and monitoring of 
awarded contracts 
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STRATEGIC RISK 4  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes     
Risk Owner: Vice Principal Finance & Curriculum Resources    

Risk  L I Risk 
Rating 

Risk Mitigation Update November 2019 L I Risk 
Rating 

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

3 4 12 
 
 

People Strategy being implemented 
and monitored through Senior 
Team 
 
College wide induction programme 
in place for new staff 
 
New Your attendance Matters 
Policy in place to improve absence 
management  
 
Learning and development plans 
undertaken by staff.  Lecturing staff 
plans aligned to new professional 
standards.   
 
A Workforce Plan and skills matrix 
to inform future workforce planning 
 
Annual staff satisfaction survey 
undertaken with actions agreed by 
Senior Team and College Team 
 
Staff Experience Group in place to 
improve staff engagement and 
feedback. 
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STRATEGIC RISK 5  
Outcome Agreement theme: High-performing, sustainable institution 
Lead Board Committee: Finance and General Purposes  
Risk Owner: Vice Principal Finance and Curriculum Resources  

Risk  L I Risk 
Rating 

Risk Mitigation Update November 2019 L I Risk 
Rating 

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 
 
 
 
 
 

5 4 20 
 
 
 
 

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 
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Risk Tolerance Matrix  2018 - 2019  

Impact  
Score 
 

Impact  
Description 

Developing the Young 
Workforce 

Developing 
Scotland’s 
Workforce  

Widening Access Innovation 
and 
Enterprise 

Financial and 
organisation 
Sustainability 

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

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

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

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

<£50k 
 
 

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

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

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

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

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

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

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

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

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

£100 - £300k 

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

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

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

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

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

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

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

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

>£500k 
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Audit Committee 
 
Audit Committee Development Plan June 2019 – May 2020 

Following the Committee Self-Evaluation in March 2019, a new Development Plan 
was drafted to take into account the points raised in the evaluation discussion.  

The 2020 Development Plan was agreed at the June 2019 meeting and appears on 
the agenda as a live document for review at every meeting. 

 

Action 

The Committee is asked to discuss the Development Plan for the period to May 
2020. 

 

 

Karine McNair 
Secretary to the Board 
12 September 2019 
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Audit Committee  

 
Development Plan 2020 

June 2019 – May 2020 

 

Membership 

An additional member with accountancy experience would be beneficial – Claire 
Probert now joined. 

 

Remit 

Annual review of remit – last reviewed June 2019, next review June 2020 

 

Visits to Parts of the Campus 

Campus visit with more of a focus to take place at 9am with meeting starting at 
9.30am. 

 

Opportunities for Strategic Discussion 

No current issues  

 

Development Issues Identified in Meetings 

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

 

Self-Evaluation  

Annual self-evaluation of Committee – scheduled for March 2020 

 

 

Version 2: September 2019 
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