West Lothian College
Audit Committee
Thursday 4 June 2020 @ 10am

Agenda
Paper

1 Welcome and Apologies
2 Declarations of Interest
3 Minute of Meeting of 5 March 2020 1 For Approval
4 Matters Arising from Minute of Meeting of 5 March 2020 2 To Note
5 Health and Safety Quarterly Report 3 For Information
6 External Audit Strategy Memorandum 2019-20 4 To Note
7 Internal Audit

(i) Core Financial Systems 5 To Discuss
8 Strategic Risk Register June 2020 update 6 To Discuss
9 Updated Internal Audit Plan 2018-19 to 2020-21 7 For Approval
10 College Rolling Action Plan 8 To Discuss
11 Committee Remit Review 9 To Discuss
12 Any Other Business
13 Self-Evaluation of Committee 10  To Discuss

14 Date of Next Meeting: Thursday 17 September 2020, 9.30am
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Audit Committee

Minute of Meeting of the Audit Committee held on Thursday 5 March at 9.30am in
the Principal’s office.

Present: Sue Cook (Chair)
Simon Ashpool
Colin Miller

In attendance: Alex Linkston (Chair of Board of Governors)
Lynne Hollis

Jackie Galbraith (Principal and Chief Executive)
Jennifer McLaren (Vice Principal, Finance & Curriculum
Services)

David Eardley (Scott-Moncrieff, Internal Auditors)

Emily Purdie (Health & Safety Officer) item 19.54 only
Carol McLaughlan (Executive Secretary)

Campus Visit

The meeting began with a visit to the Beauty Therapy and Hairdressing centre to
discuss risk mitigation. Committee Members found the visit to be very informative.

1 Welcome/Apologies
The Chair welcomed everyone to the meeting. Apologies were received from
Richard Lockhart, Claire Probert and Mazars (External Auditors).

2 Declarations of Interest

There were no declarations of interest.

3 Minute of Meeting of 28 November 2019

The Minute of the meeting of the Audit Committee of 28 November 2019
required alteration to wording of agenda item 19.49 (ii) to change ‘internal’ to
‘external’ audit. It was also noted that reference made at previous meeting to
Board members visiting an Audit Committee at another college was omitted
from minute and will be discussed during this meeting under AOB. Alteration
made and approved as a correct record.
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4 Matters Arising from Minute of Meeting of 28 November 2019

Regarding Action 2, as noted, a summary will be provided to the next Finance
& General Purposes Committee meeting on 11 June 2020.

Action 1: Vice Principal, Finance and Curriculum Services

Regarding Action 3, noted as duly completed, this is ongoing as actual college
financial statements training is still required. Agreed that Vice Principal,
Finance and Curriculum Services will meet with Internal Auditors with view to
them assisting with training instead of CDN, who have not responded to
previous request.

Action 2: Vice Principal, Finance and Curriculum Services / Internal
Auditors

Action 7, on agenda.

Regarding Action 8, the Committee agreed that the proposed date for an
annual half day Risk Workshop should be moved to May/June 2020 and a
date agreed as soon as possible.

Action 3: Vice Principal, Finance and Curriculum Services / Internal
Auditors

Regarding Action 9, noted as duly completed, this is ongoing as a few risk
assessments still to be uploaded. The Principal agreed to follow up directly
with relevant managers.

Action 4: Principal

All other actions were duly completed and noted.

5 Health and Safety
(1) Quarterly Health and Safety Report

Health and Safety Officer presented Paper 3 for information. It was
noted that the results of the consultation on a smoke-free campus are
now with senior team for consideration. ‘Ash Scotland’ have advised
that the college can be a smoke-free campus if steps were taken to
reduce smoking and if smoking areas were moved to less visible
locations. Proposed changes would be in place by 2020-21 session and
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covered during future inductions. The Committee agreed that this was a
very sensible approach.

Outstanding actions around housekeeping being addressed at Health
and Safety Committee and Vice Principal, Finance and Curriculum
Services will take forward with new college leadership team.

A reduction in violent or aggressive incidents since the introduction of
body cams was noted and the Committee was assured that the college
is compliant in relation to the use and monitoring of recordings.

Discussion held on an incident by a group of students who are not
college students. The college hires out a room to this group. The
Committee agreed that staff and student safety is a priority but that
senior team would assess whether the college could continue to hire the
room to the group. Health and Safety Officer will obtain a copy of the
risk assessment for this group from Commercial and Marketing Centre.

Action 5: Senior Team / Health and Safety Officer
(i)  Annual Health and Safety Report
The Health and Safety Officer presented Paper 4 and summarised
content, confirming that if an incident occurs in external location while
affected person is undertaking work on behalf of the college, this would
be reportable.
6 Internal Audit Reports

(1) Strategic and Operational Planning

The Internal Auditors presented Paper 5 noting that good work had
been undertaken by the college.

The Committee were content with the report and confirmed that the
college is on target to have a financial plan in place by May 2020.
7 College Audit Rolling Action Plan
Vice Principal, Finance and Curriculum Services presented Paper 6.
The Committee were satisfied that good progress was being made against the

College Audit Rolling Action Plan with all actions either complete or due to be
completed within the agreed timescale.
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Risk Register

Vice Principal, Finance & Curriculum Services, presented Paper 7 and
discussed two key items: planning around coronavirus situation and current
financial position.

Business Continuity Plan was instigated following coronavirus situation and
the Strategic Directional Team is meeting weekly. The Health and Safety
Officer was maintaining an action log and risk assessments were being
undertaken in relation to overseas events.

The Principal agreed that the coronavirus would be added to the Risk
Register as a specific risk. The Committee was informed that the Scottish
Funding Council were providing guidance and requesting ongoing
assessment of the situation. College management will remain alert to
developments and ensure that the Business Continuity Planning includes
specific plans for addressing situations that could affect student assessments
and attendance.

Action 6: Vice Principal, Finance and Curriculum Services

Vice Principal, Finance and Curriculum Services noted that as the college was
forecasting a deficit for the current year the risk rating had increased. It was
noted that the main reason for the deficit was the requirement to backfill posts
due to the very unusual position with the high number of long term sickness
absences.

The Principal reassured the Committee in relation to Strategic Risk 2, that
progress is being made in relation to issues with resources.

Key Performance Indicators 2018-19

The Principal presented Paper 8 which was noted by the Committee.

Development Plan

The Committee recommended that Lynne Hollis join the Audit Committee as
full member and that this should be ratified by the Board of Governors.

Action 7: Board members
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12

The Committee noted that Clare Probert was standing down from the Board.
Committee agreed that consideration be given to co-opting a qualified
accountant onto the Audit Committee to increase the accountancy expertise
on the committee.

Action 8: Board members

Given that a Board Effectiveness Review was being undertaken in the Spring,
self-evaluation meetings were not required in 2020.

Regarding development issues, as discussed at previous meeting, the
Committee agreed that arrangements would be made for four members to
attend Audit Committee meetings at other colleges to look at good practice.
It was agreed that dates and times would be looked at and provided to the
Committee with a view to two members each attending South Lanarkshire
College and Forth Valley College and sharing feedback with the Committee.

Action 9: Vice Principal, Finance and Curriculum Services

Training on actual college financial statements, as discussed under agenda
item 4 — action 2 above, to be included in the Development Plan. The
Committee agreed that West Lothian College will arrange this with Internal
Auditors and host the training prior to the next Accounts meeting November
2020.

Action 10: Vice Principal, Finance and Curriculum Services/Internal
Auditors

The Committee discussed visits to other parts of the campus and agreed that
the next visit would be to Sport and Fitness Centre. It was also agreed that all
visits will take place at 9.00am, prior to the Committee meeting starting at
9.30am.

Any Other Business

The Committee agreed that “Sector Updates — external audit / internal audit”
would be added to all future agendas going forward.

Action 11: Vice Principal, Finance and Curriculum Services

Review of Meeting and Supporting Papers without Management

Committee held discussion on the meeting without management present and
agreed that they were content with the papers.
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13 Date of Next Meeting
The next meeting would take place on Thursday 4 June 2020 at 9.30am, with

the campus visit taking place at 9.00am.

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 5 March 2020.

Action 1: Vice Principal, Finance & Curriculum Services

Matters Arising from Minute of Meeting of 12 September 2019

Vice Principal, Finance & Curriculum Services noted that due to the introduction of
Professional Standards the paperwork for PLPs had significantly changed so the Quality
Manager had allowed certain staff an extended deadline. An update to the completion
rate will be brought to the next Audit Committee meeting.

A summary will be provided to the next Finance & General Purposes Committee
meeting on 11 June 2020.

Duly completed

Action 2: Vice Principal, Finance and Curriculum Services / Internal Auditors
Matters Arising from Minute of Meeting 28 November 2019

Regarding Action 3, noted as duly completed, this is ongoing as actual college financial
statements training is still required. Agreed that Vice Principal, Finance and Curriculum
Services will meet with Internal Auditors with view to them assisting with training instead
of CDN, who have not responded to previous request.

Internal Auditors and Vice Principal, Finance & Curriculum Services to meet during June
to scope out proposal

Action 3: Vice Principal, Finance and Curriculum Services / Internal Auditors
Matters Arising from Minute of Meeting 28 November 2019

The Committee agreed that the proposed date for an annual half day Risk Workshop
should be moved to May/June 2020 and a date agreed as soon as possible.

In light of Coronavirus workshop has been moved to September 2020

Action 4: Principal

Matters Arising from Minute of Meeting 28 November 2019

A few risk assessments still to be uploaded. The Principal agreed to follow up directly

with relevant managers.

Duly completed
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Action 5: Senior Team / Health and Safety Officer

Health and Safety - (i) Quarterly Health and Safety Report

Discussion held on an incident by a group of students who are not college students. The
college hires out a room to this group. The Committee agreed that staff and student
safety is a priority but that senior team would assess whether the college could continue
to hire the room to the group. Health and Safety Officer will obtain a copy of the risk
assessment for this group from Commercial and Marketing Centre.

Not possible to progress due to restrictions as a result of coronavirus.

Action 6: Vice Principal, Finance and Curriculum Services

Risk Register

The Principal agreed that the coronavirus would be added to the Risk Register as a
specific risk. The Committee was informed that the Scottish Funding Council were
providing guidance and requesting ongoing assessment of the situation. College
management will remain alert to developments and ensure that the Business Continuity
Planning includes specific plans for addressing situations that could affect student
assessments and attendance.

Duly completed

Action 7: Board members

Development Plan

The Committee recommended that Lynne Hollis join the Audit Committee as full
member and that this should be ratified by the Board of Governors.

Duly completed

Action 8: Board members

Development Plan

The Committee noted that Clare Probert was standing down from the Board.
Committee agreed that consideration be given to co-opting a qualified accountant onto
the Audit Committee to increase the accountancy expertise on the committee.

Duly completed. Board approved co-opting accountant to the Audit Committee at the
April 2020 meeting.
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Action 9: Vice Principal, Finance and Curriculum Services

Development Plan

Regarding development issues, as discussed at previous meeting, the Committee
agreed that arrangements would be made for four members to attend Audit Committee
meetings at other colleges to look at good practice. It was agreed that dates and times
would be looked at and provided to the Committee with a view to two members each
attending South Lanarkshire College and Forth Valley College and sharing feedback
with the Committee.

Not possible to progress due to restrictions as a result of coronavirus.

Action 10: Vice Principal, Finance and Curriculum Services/Internal Auditors
Development Plan

Training on actual college financial statements, as discussed under agenda item 4 —
action 2 above, to be included in the Development Plan. The Committee agreed that
West Lothian College will arrange this with Internal Auditors and host the training prior
to the next Accounts meeting November 2020.

Vice Principal, Finance and Curriculum Services and Auditors to discuss in June 2020.
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Introduction

This report provides an overview of the health and safety standards at West Lothian
College from January to March 2020. Detailed information has been collated from all
areas of the college, which demonstrates how committed we are 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. As well as meeting our legal
obligation, it allows us to identify where and how risks arise. Each report is fully
investigated to understand the specifics in each case. Appendix 1 shows details the
findings of each investigation.

During this reporting period, there were thirty-nine HSF1 forms completed relating to
first aid/accidents/incidents and near misses. In the same period in 2019 there were
twenty-seven HSF1 forms completed. This increase was due to the rise in pre-existing
conditions from eleven in 2019 to twenty-two in 2020. Certain work-related injuries,
cases of disease and near misses must be reported to the Health and Safety Executive
(HSE).

Data Collection 2020 to date.
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Categories relating to first aid/accidents/incidents and near misses
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Causes relating to first aid/accidents/incidents and near misses

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

26" February 2020

outstanding

Minutes from meeting have been posted on Yes
iShare
Action points against H&S Officer currently 3

Next meeting scheduled for

27™ May 2020

Employer’s Liability Insurance

Zurich Employers Liability Insurance

Expires on August 2021

Interventions

HSE Inspections in the last 12 months

Improvement Notices issued in last 12 months

Prohibition Notices issued in last 12 months

Improvements issued by Fire Service in last 12
months

o000

Risk assessments

Number of risk assessments due for review

To be reviewed
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Number of new Risk assessments.

2-Event RA
1-Maternity RA
2-return to work RA

Number of generic risk assessments due for
review

All due for review by H&S officer

Fire Risk Assessment

Fire Risk Assessment in place

Yes

Review Date

October 2020

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 2022
Excursions June 2021
COSHH April 2021
First Aid June 2021
Lock out / Tag out June 2021
Noise at Work June 2021
Business Continuity Policy Framework July 2022
Fire Safety Actions

Outstanding actions related to fire inspection 0

Overdue actions related to fire inspection 0

Last emergency evacuation drill (daytime) September 2019
Last emergency evacuation drill (evening) October 2019

Next emergency evacuation drill (daytime)

March 2020- did not happen due to
covid-19

Next emergency evacuation drill (evening)

March 2020- did not happen due to
covid-19

Policies and Procedures
There were no policy changes completed within this period.
The Business Continuity Plan was invoked because of the COVID-19 Pandemic.

The Senior Directional team (SDT) initiated meetings as per Business Continuity Plan;
initially these were weekly then moved to daily to reflect the severity of issues to be
considered and the pace at which guidance was changing. Guidance was sought from
Health Protection Scotland who also gave regular updates as the situation escalated.
The SDT considered all aspects of college life to enable key decisions to be agreed and
communicated promptly to staff and students. Staff worked tirelessly to support
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students before the college building had to close and, where possible, staff were asked
to work from home. The following table highlights areas discussed and action taken by

the SDT:

Key decision

Action taken

Reviewed foreign
and domestic
travel

Advice taken to cancel foreign trips, all other trips postponed.

College team
reviewed business
continuity plans

Considered requirements for distance learning preparing for the
college stopping face to face teaching, also identifying critical
personnel and what equipment is required

Review events

All events considered and cancelled as advised.

Vulnerable staff
and students

Regular guidance and updates were given to those who were
identified as at risk. Once the decision to close campus was
agreed, these people were advised to leave that day rather than
wait until the end of the week.

Student
Placements

Initially all placement to healthcare and social care workplaces
were cancelled, all other placements were cancelled in due
course.

IT Requirements

Network testing and training sessions were carried out by the IT
team. Access to VPN was extended, and additional equipment
was given to staff and students to assist in home working and
study.

Visitors to college

Initially information posters were displayed at entrances to all
buildings and reception. As meetings progressed, staff were
advised to cancel external visitors and visits out of college where
possible.

Children’s Hearing
and WFD

Advised staff to work from home and not come into college, still
visiting candidates if they don’t have restrictions and more
remote contact with candidates.

Communications

¢ Emailed students with COVID 19 update messages.

e Update Coronavirus page on website and social media
when NHS updates are received. Continue with this on a
regular basis during lock down.

e Posters in every classroom and in communal areas.

e Advise students to update their personal detalils.

Cleaning and
Disinfection

Hand wash posters and additional hand gel in all buildings. Anti-
bacterial wipes given to staff.

Extra cleaning carried out in communal areas (door handles,
banisters, toilets etc).

College Closure

Decision to close college was taken on Tuesday 17" March.
Only staff who had to necessary business which had to be done
in the college stayed until 20" March — mainly FM to prepare the
college for a complete closure.
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Scheduled events
College Visits

Various college staff visited the new Forth Valley College campus in Falkirk. All found
this a very inspirational visit, which led to each staff member returning with ideas to
implement within their respective areas. From a health and safety point of view it was
felt the hot desk system operated by curriculum staff would solve many issues for us
including housekeeping. The hot desk system encourages electronic storage, offers
more circulation space as less desks are required and enhances the experience offered
to staff. This will be discussed with the new Leadership Team in 2020-21.

Staff Experience Group.

Work has been continuing to support staff and improve health & wellbeing via the Staff
Experience Group. Health promotion undertaken involved alcohol awareness in
January, cancer awareness, no smoking day in March and mindfulness sessions for
staff were publicised.

The full range of employee health and wellbeing support was highlighted to staff at the
end of March as the college site closed and staff, whose job allowed, began working
from home.

Learning and Development Activities

During this quarter, the Learning and Development Officer joined the Health and Safety
Committee to obtain input where training requests are made.

A significant amount of work has taken place around promoting the college's online
mandatory training to all staff, this will now be completed on an annual basis. Changes
were made to streamline the programme so that it is a more user friendly. The training
includes health and safety videos ensuring the college has confidence that all staff,
regardless of length of service, understand their responsibilities. Prior to the COVID
pandemic it was agreed to implement from August 2020 however this may need to be
reviewed when staff return to college.

The college has previously committed to ensuring all front facing staff have deaf
awareness training, and although it is an equalities priority, it also helps support staff
and students from a health and safety perspective. During February 2020, we rolled out
the first of these awareness workshops with 51 staff attending over the course of the
day. The training was well received by all participants and we are looking to move to
delivering this training online during the current Covid-19 situation.

First Aid Refresher training was due to take place during the week of 27 March, this will
now be rescheduled as a priority once the college reopens.

Due to Covid-19, we have significantly increased our offering of online training to staff
through our Moodle Virtual Learning Environment. While some of the eLearning is to
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support them in their current job roles, we are also promoting any courses around
resilience and mental health

Lone working/personal safety training was delivered to the student association during
this period.

Changes to Legislation/Guidance/Building Changes

HSE announced an update to EH40/2005 this includes new and revised Workplace
Exposure Limits (WELS) for carcinogenic substances. Managers were emailed and
asked to review systems and chemicals to ensure these workplace exposure limits are
achieved by the college. One department has still to confirm that this review is complete
in their area, this will be followed up when the college reopens.

Consultations and Internal Audits or Walk round inspections.
Smoking Consultation

The Smoking Consultation group reviewed the results of the smoking consultation with
Ash Scotland. All the information was conveyed to the senior team to enable them to
make a decision on the way forward.

It was agreed that it was not in the best interests of the students and staff who smoke to
remove smoking from the campus altogether. Once the college staff return an action
plan will be agreed which will address concerns raised through the consultation; all
changes will then be included in the new college smoking policy.

Internal Audits and walk around Audits

Prior to the FM Maintenance Team Leader retiring in March an internal audit of all
maintenance paperwork was completed to identify any action required before handing
over to his replacement. This was then shared with the estates staff in order to
complete the actions. A replacement was recruited from within the existing team.

During this period an inspection was carried out in Pavilion A&B, the findings are
detailed in Appendix 2.

Health & Safety Development Network-Annual Incident Reporting (AIR)

Last autumn College Development Network (CDN) contacted all colleges asking them
to participate in a sector wide benchmarking activity as part of the network’s ongoing
work to support and disseminate best practice in relation to health and safety within
Scotland’s colleges.

This year, 18 colleges participated in this process which was an increase on the

previous year. This information is included in Appendix 3
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Summary

This concludes the health and safety report for January to March 2020. It should be
acknowledged that excellent information and support continues to be offered to staff in
respect of health, safety and wellbeing on various platforms from the college. This
includes mental health and well-being as many staff have been affected at this very
difficult time.
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Appendix 1 — Health and Safety Officers Investigation Findings

No. | Date Accident/Incident/ | HSF1 Detail Investigation

near miss

1 06/01/2020 First aid Student took seizure and became | An ambulance
very violent and a danger to attended. A care plan is
himself and others. in place and further

discussions are taking
place with the student.

2 07/01/2020 First aid Student took a seizure, which Care plan in Place. No
lasted over 10minutes. First aider | further actions.
attended and ambulance was
called.

3 07/01/2020 Accident Member of staff fell on stairs and | Was off work for over 7
hurt ankle, misjudged step or foot | days injury but not
fell away from her. Attended reportable as not in
hospital a few days later and has | connection with a work
a fracture. activity.

4 08/01/2020 First aid Student was having a panic attack | Care plan is in place for
due to anxiety. First aider this student.
attended and gave seat, water
and a fan to cool them down. Felt
well enough to attend college later
on.

5 08/01/2020 Sports injury During game of basketball student | Student returned to
went over on foot. First aider class the following
attended. Applied support week.
bandage and advisedto goto A &

E for X-ray.

6 08/01/2020 Sports injury During game of football student Student was ok to
was hit with the ball on face. return to college next
First aider sat with student then class.
arranged taxi to take to A&E to
check for concussion.

7 10/01/2020 First aid Student took allergic reaction after | Allergic information
using a facial cleaner. First aider | updated on database in
applied cotton pad to reduce case using products
symptoms. Student happy to with same ingredients.
stay in college. Schools officer
notified.

8 10/01/2020 First aid Student experiencing pain and Student has been
under investigation at hospital. working with student
First aider attended. Student support.
taken to hospital in taxi.

9 16/01/2020 First aid Student had seizure. Bleeding Care plan in place.
from mouth. Fist aider attended
Ambulance called.

10 | 16/01/2020 Accident Student picked up a bottle by lid Student taught correct
causing the solution to splash process but student
over hand of another student. next to them was not
First aider rinsed as per COSHH. | wearing PPE. Lecturers
First aider advised student to will go over risk again
seek medical advice if any and reiterate
changes in skin. importance of correct

handling.

11 | 17/01/2020 Accident Cut to thumb from a knife. First No further action.
aider attended. Dressing applied
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to stop bleeding and advised to
go to A & E if bleeding persists.

12 | 21/01/2020 First aid Student had 3 seizures Care plan updated.
Ambulance phoned after 5 min.

Regained consciousness as
paramedics arrived.

13 | 22/01/2020 First aid Glue patch test behind ears Added to system to
caused reaction. When FA record reaction for
arrived, student had wiped off and | future treatments.
taken antihistamine, redness had
reduced. First aider applied cool
pack.

14 | 23/01/2020 First aid Laceration to finger while using a | No further action.
chef’s knife in professional
cookery. First aider attended, 2
finger dressings applied.

15 | 27/01/2020 Accident Student’s foot caught on bag No further action.
when getting out of car, causing
them to fall and injure ankle.

Came to class, but left to go to A
& E. Discharged with anti-
inflammatories.

16 | 29/01/2020 Accident Member of staff slipped on Facilities looked at area
flooring walking along corridor. and could not see any
Floor has been marked and residue on floor. Floor
touched up by special pen. Skid was cleaned.

Feet mark can be seen from
circle.

17 | 29/01/2020 First aid First aider attended to a student Care plan is in place for
who was having a seizure. this student.
Privacy screen used and
ambulance called.

18 | 29/01/2020 Accident Member of staff leaned back on Desks were inspected
desk and it collapsed. They fell to | by facilities and are not
floor with desk, resulting in broken but they are
bruises and sore back. lightweight exam tables.

19 | 30/01/2020 First aid Member of staff was Feeling No further action.
unwell, dizzy and hyperventilating.

First Aider calmed them and were
collected and taken home.

20 03/02/2020 | Sports injury Students on an external trip, Trip was cut short and
advised by lecturer not to run as it | student taken to A&E
was an orienteering class due to with lecturer. Met by
wet weather. Student wearing parent and was x-rayed
correct footwear but placed foot and fractured his ankle
on a piece of wood and slipped but working with
instantly feeling pain. member of staff to still

carry on course.

21 03/02/2020 | First aid Student took asthma attack. First | No further action.
aider attended, attack became
progressively worse and
ambulance called. When
paramedics arrived they were
happy to allow student back to
class as stats were all very
normal.

22 04/02/2020 | First aid Student had a swollen wrist, No further action.

which was a pre-existing
condition. First, aider attended
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and bandaged. Advised to go to
Minor injuries.

23

05/02/2020

First aid

Student became anxious and faint
in class. First aider attended
gave reassurance to help regulate
breathing. After 20 min was
feeling better. Another student
gave her a lift home.

No further action.

24

06/02/2020

Sports injury

Student was playing football, was
hit on the hand. First aider
attended and was given an ice
pack and support bandage.
Student under 16 so details
passed to schools group.

No further action.

25

13/02/2020

First aid

Student with pre-existing
condition was having a seizure,
first aider attended and as student
was bleeding from mouth called
an ambulance.

Student had been
issued a personal alarm
for being in communal
areas and pulled this
before having a seizure,
which attracted help.
Care plan was followed.

26

17/02/2020

Accident

Member of staff was sitting in the
canteen and fell through chair;
member of staff got up but jarred
his back. Was reported to FM
and H&S.

FM team repaired the
chair and inspected the
others in the canteen.

27

26/02/2020

First aid

Student was feeling dizzy then
fainted. First aider attended and
witnessed student going in and
out of consciousness for 35mins
until the ambulance arrived.

Student taken to
hospital.

28

26/02/2020

First aid

Student has a pre-existing
condition and had a seizure
lasting 5 minutes. First aider
attended and ambulance was
called.

Care plan was followed.

29

26/02/2020

Accident

Student had burnt hand when
using curling wand. Student had
already run under water until it
had cooled down. First aider
attended and applied burn gel pad
and secured with bandage.

No further action.

30

02/03/2020

First aid

Student trip to London, student
started to feel unwell, high temp
and feeling dizzy, lecturer called
an ambulance, student was taken
to hospital , x-rayed and given
antibiotics and able to return to
accommodation and continue trip.

Student continued with
trip and returned home
with other students.

31

04/03/2020

Accident

Student was tightening a bolt and
ratchet slipped off and caught his
finger, small chunk out of finger.
First aider attended and cleaned
hand and bandaged. Advised to
go to A+E due to amount of dirt
on fingers.

No further action.

H&S Quarterly January to March 2020
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32

04/03/2020

First aid

Student pulled emergency cord in
all gender restroom. First Aider
arrived another student was on
phone to emergency services.
Student had hit head while having
a seizure. Paramedics arrived
and taken to hospital.

No further action.

33

05/03/2020

Incident

A student had shown signs of
needing help due to mental
health, student support attended
to talk to them, went to get
changed and wrapped apron cord
around neck. Member of staff
able to attend immediately, calling
for first aid help. Student was ok
and parent came to collect.

Student is being given
support by hospital and
college.

34

12/03/2020

First aid

Student was having a tight feeling
when breathing and had taken
inhaler. A first aider attended and
helped relax breathing and
assess. Was able to breathe
without wheezing and parent
came to collect. Advised to
contact asthma clinic.

No further action.

35

12/03/2020

First aid

Member of staff was experiencing
chest pains and tingling down left
arm. First aiders attended and an
ambulance was called. Advised

to take aspirin by 999 call handler.

Ambulance arrived within 45 mins
and he was taken to hospital for
tests.

Member of staff was ok
and able to return to
work the next day.

36

12/03/2020

First aid

Student took a seizure while in
the gym, first aider already there
so made them comfortable until
ambulance arrived and was taken
to hospital.

No further action.

37

16/03/20

First aid

Student took a seizure after
leaving the class. They pulled
their personal alarm which alerted
staff to come to their aid. Privacy
screen used and first aider
attended. Ambulance was called,
there was already an ambulance
and first responder on campus for
another first aid emergency so
they were able to assist.

Same student as
4th/12th March.

38

16/03/20

Incident

Student with mental health
condition required first aid,
ambulance was called and
student taken to hospital.

Same student as 5t
March. SFL staff aware
of student and offering
support.

39

17/03/20

Police incident

Same student as day before
came into college first thing in
morning. Parents called to
collect. In room with SfL staff all
morning. Ambulance called but
would not go to hospital so police
were called. Student taken away
by police to hospital.

H&S Quarterly January to March 2020
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Appendix 2 — Corrective Actions from Health and Safety Walk Around

Pavillion A/B January 2020 Additional information
Issues identified | 5
Completed | 5
Not Completed | 0
Outstanding | 0
Responsibility
I

H&S Quarterly January to March 2020 13



Appendix 3 - Health & Safety Development Network-Annual Incident
Reporting (AIR)
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West Lothian College

AIR statlstlcs
2018-19

College Total Injuries ]
Staff Total Injuries L]
Student Total Injuries ]
- per 1000 at risk

College
Statistics

20.14 14 .49
Sector

Average

Total Accndents - ;njury + Dangerous
Occurrences -

e



College Sector

*AIR statistics
2018-19

28.93

20.14 14.49

College Total Injuries .
Staff Total Injuries =
Student Total Injuries e
- per 1000 at risk

Total Accidents - Injury + Dangerous
Occurrences - Staff

>33 . 5 X X ¥ 5 5 5 5 P L FE Y

Total Accidents - Injury + Dangerous
Occurrences - Students

1037 T T T I T T ™™™

Total Riddor Reportable Injuries
o @ &

15 + 24 AN % 2

*Statistics based on a total of
18 submitted college returns

Prepared by CDN's Health, Safety and Wellbeing Development Network



Action: Note Agenda Item 6

Paper 4

West Lothian College
4 June 2020

Audit Committee
EXTERNAL AUDIT STRATEGY MEMORANDUM 2019-20

Mazars, the college’s external auditors, have produced an audit strategy
memorandum for the year ended 31 July 2020 which is attached to this paper.

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

Action

The Committee is asked to note the audit strategy memorandum for the year
ended 31 July 2020.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
4 June 2020

AC/040620/iShare
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Appendix A — Key communication points

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

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

party.

BEE MAZARS



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

4 June 2020

Dear Members,
Audit Strategy Memorandum - Year ending 31 July 2020
We are pleased to present our Audit Strategy Memorandum for West Lothian College for the year ending 31 July 2020.

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

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

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

This document, which has been prepared following our initial planning discussions with management, is the basis for discussion of our
audit approach, and any questions or input you may have on our approach or role as auditor. We recognise that West Lothian College,
in common with other public bodies, is under exceptional pressure whilst managing the impact of the COVID-19 pandemic. At the point
of writing, much is unknown about future financing across the further education sector and how Colleges will operate going forward. As
the impact of the pandemic on College finances and operations become more fully understood, we will review and assess our planned
audit strategy and report to you where we recognise changes are required.

This document also contains specific appendices that outline our key communications with you during the course of the audit.

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

Yours faithfully

Lucy Nutley

Mazars LLP



1. ENGAGEMENT AND RESPONSIBILITIES SUMMARY

Overview of engagement

We are appointed by the Auditor General for Scotland to perform the external audit of West Lothian College for the year to 31 July 2020.
This is our fourth year of appointment.

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

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

Audit

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

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

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

Regularity

opinion

Opinion We are required to express an opinion on whether the audited part of the Remuneration and Staff Report, and
on (t)tther the Governance Report have been properly prepared in line with relevant legislation and directions. We also
matters

express an opinion on whether the Performance Report is consistent with the audited financial statements.

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

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

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

1. Engagement and
responsibilities

4



2.  YOURAUDIT ENGAGEMENT TEAM

*  Lucy Nutley — Director

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

*  Lucy.nutley@mazars.co.uk

» 0738724 2052

*  Ruth Holland - Manager

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

*  Ruth.holland@mazars.co.uk

« 07881281517

»  Carmen Lau - Audit Team Leader

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

e Carmen.lau@mazars.co.uk

» 07580435102

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

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

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

Audit approach

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

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

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

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

 Final review and disclosure checklist of financial statements .
» Final audit file review .

Updating our understanding of the College
Initial opinion and wider scope risk assessments

 Agreeing content of Letter of Representation .

+ Reporting to those charged with governance
» Reviewing post balance sheet events

Key reporting and communication outputs Completion
«  Annual Audit Report November/

L December
* Independent Auditor’s report )

Development of our audit strategy
» Agreement of timetables
*  Preliminary analytical procedures

Planning
May 2020

Key reporting and communication outputs
+ Audit Strategy Memorandum

Fieldwork

September /
October 2020

* Review of draft annual report and
accounts

» Reassessment of audit strategy

 Delivering our planned audit testing

» Continuous communication on emerging issues

+ Clearance meeting

Key reporting and communication outputs

» Regular update meetings with the finance team

3. Audit scope

» Documenting systems and controls

» Walkthrough procedures
 Controls review, including general and
application IT controls

Key reporting and communication outputs
 Audit progress report to Audit Committee




3. AUDIT SCOPE, APPROACH AND TIMELINE (CONTINUED)

The timescales overleaf are proposed on the basis of a return to ‘business as usual’ in the coming months. We understand there may be
uncertainty in the College’s capacity for reporting and engaging with audit while the pandemic continues. We will be as flexible as possible
with timelines as the audit progresses.

Reliance on internal audit

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

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

Management’s and our experts

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

Items of account Planned audit approach
expert

Defined benefit pension liability and Actuary — Hymans ; . : .
associated accounting entries and R T We will consl|der the re.asonablenessl of the actuarial assumptions
disclosures required by FRS 102. made, referring to our in-house pension scheme experts.

We will consider the reasonableness of the valuer’s output, referring
Valuation of land and buildings TBC to relevant reporting on regional and national trends in property

values.

Service organisations

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

Services provided Planned audit approach

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

+ the outputs provided by the service organisation to the college

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

3. Audit scope



3. AUDIT SCOPE, APPROACH AND TIMELINE (CONTINUED)

Reporting to Audit Scotland
During the year we will continue to make returns to Audit Scotland as they collect data to establish the impact on the further education
sector and feed into any national reporting as required.

Final returns for the National Fraud Initiative were made to Audit Scotland in February 2020. West Lothian College took part in the NF|

exercise for the first time in 2019. No issues were noted from the exercise.

Adding value

We aim to add value to West Lothian College through our external audit work by being constructive and forward looking, by identifying
areas for improvement and by recommending and encouraging good practice. In so doing, we intend to help the College promote
improved standards of governance, better management and decision making and more effective use of resources.

: 4. Significant | 8. Materiality
1. Engagement and 2. Your audit . : 5. Wider scope 7. :
responsibilities S7Auditscope r}ﬁﬁ;:&iﬁg Independence misst:tnedments Appendices
8
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4.  SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS

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

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

Enhanced risk An enhanced risk is an area of higher assessed risk of material misstatement (‘RMM’) at audit assertion level other
than a significant risk. Enhanced risks incorporate but may not be limited to:

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

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

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

the likelihood of the risk occurring.

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

a E 1 Management override of control

ybiH

2  Revenue recognition

10edwl
[eloueulq

3 Valuation of land and buildings

Mo

Likelhood ————
Low High

4. Significant
risks and key
judgements



4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS
(CONTINUED)

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

Significant risks

Description of risk

Planned response

1  Management override of controls
Management at various levels within an organisationare in ~~ We will address this risk through performing audit work over:
a unique position to perpetrate fraud because of their  Accounting estimates impacting amounts included in the
ability to manipulate accounting records and prepare financial statements;
fraudulent financial statements by overriding controls that  Consideration of identified significant transactions outside the
otherwise appear to be operating effectively. Due to the normal course of business; and
unpredictable way in which such override could occur  Journals recorded in the general ledger and other adjustments
there is a risk of material misstatement due to fraud on all made in preparation of the financial statements.
audits.

2 Revenue recognition

There is a presumption under International Standards on
Auditing that there is a significant risk of fraud and error in
the timing of revenue recognition leading to the material
misstatement of revenue overall. This is because revenue
is an area of particular focus by users of financial
statements and can be subject to judgements as to when
income for services should be recognised.

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

We consider that there is also a higher risk of non-
recoverability of debts arising from the impact of COVID-
19 on the economy and therefore expected credit loss
provisions should be carefully considered, using forward
looking data where appropriate.

4. Significant
risks and key
judgements

We will address this risk through performing audit work over:

the design and implementation of controls management has in
place to ensure income is recognised in the correct period;

cash receipts around the year end to ensure they have been
recognised in the right year;

the judgements made by management in determining when
income for services is recognised; and

expected credit loss provisions applied to receivables at the year
end, considering the appropriateness of judgements made by
management.



4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS
(CONTINUED)

Description of risk Planned response

3  Valuation of land and buildings

The financial statements contain material entities for land We will address the risk through performing audit work over;
and buildings. Land and buildings are due to receive a full *  examining the professional qualifications of the valuer,
valuation at 31 July 2020. It is likely that the revaluation *  challenge and substantiate the assumptions and the
amounts will be material to the financial statements. gppropnatgness of the qate of the valuation used by your valuer
Valuations will be performed by an expert valuer. in completing the valuations; -

» Considering the impact of any uncertainty arising from the
The Royal Institute of Chartered Surveyors (RICS) issued profgssioqal valuation of College land gnd buildings, assgssing
guidance to valuers in March 2020, recognising that against third party benchmark information where appropriate;
valuers are likely to disclose a material calculation  Ensure that valuations and impairments have been completed
uncertainty arising from the COVID-19 pandemic, due to on the correct basis for each item and that movements are in
the lack of reliable and contemporary market and cost data line with expectation; and
available to valuers. There is potential that this situation *  Assess whether the report produced by the valuer has been
may still exist at the point the College requires a valuation correctly reflected in the accounts.

to take place.

4. Significant
risks and key
judgements



4. SIGNIFICANT RISKS AND KEY JUDGEMENT AREAS
(CONTINUED)

Key areas of management judgement

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

Area of management judgement Planned response

1 Valuation of pension liabilities

The College makes contributions to two pension schemes — We intend to consider:

the Scottish Teachers Superannuation Scheme (STSS) and « the College’s arrangements, including the existence of
the Lothian Pension Fund (LPF). While both are defined any relevant controls, for making estimates in relation
benefit schemes, it is not possible to identify the College’s to pension entries within the financial statements; and
share of the underlying assets and liabilities in the STSS and it «  the reasonableness of the actuary’s assumptions used
is therefore accounted for as a defined contribution scheme. in providing the College with information in the financial

statements through the use of our internal experts.
The College’s share of the LPF’s underlying assets and

liabilities is identifiable and a net liability is recognised in the
accounts.

Given the scale of the liability recognised in the accounts, a
misstatement in the reported position could be material to the
financial statements.

The movement in the valuation of the liability could be made
more volatile by the impact of the COVID-19 pandemic.

4. Significant
risks and key
judgements



5. WIDER SCOPE WORK

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

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

+ the relative size of the College;

« the relative simplicity of the College’s functions;

+ the College’s risk profile; and

+ the results of our full review of wider scope dimensions in 2016/17 and audit work performed in subsequent years that did not

indicate any areas of higher risk.

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

| Dimension __| Description _______| Our planned approach

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

forward two to five years from i ; i
the reporting date, reviewingand the adequacy and accuracy of financial reporting arrangements

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

planning and affordable and ; i ; : i

sustainable service delivery » The extent to which the financial planning assumptions have been

updated and affected by the COVID-19 pandemic

Governanceand  Governance and transparency We intend to consider:

transparency covers the effectiveness of +  whether the governance framework at the college is operating
scrutiny and governance effectively, considering if there is appropriate scrutiny and challenge of
arrangements in place at the key decisions

college, leadership and decision- , .
making and transparent reporting the response to the COVID-19 pandemic and whether this has

of financial and performance involved changes to the governance of the College
information « the quality and timeliness of information supplied to those charged with
governance

 risk management arrangements

5. Wider scope
work



5.

WIDER SCOPE WORK (CONTINUED)

Identified significant risks to our wider scope work
While we intend to take the smaller body exemption to our wider scope work, we recognise that COVID-19 has had and is likely to
continue to have a significant impact on the College’s finances. We have therefore, at the planning stage of the audit identified a
significant risk with regard to financial sustainability. Should our assessment of risk, or our planned approach to address the risk change
we will communicate this to those charged with governance.

stk | Plmedrespors

1

Financial sustainability

The COVID-19 (Coronavirus) pandemic has resulted in the temporary cessation
of operations of public sector organisations, including colleges, although the
College is continuing to deliver as many online courses as possible and is
engaging with the student population regularly throughout this period.

Prior to the Coronavirus pandemic, the College was expecting to record a deficit
due mainly to unforeseen increases in staff costs primarily as a result of long-
term sick leave for lecturers and consequent additional costs of providing
teaching cover. The deficit is likely to be larger since the College has been
closed since mid-March in accordance with lockdown rules, reducing
commercial income that can be obtained. There is also now significant
increased uncertainty around current and future revenue for colleges, and
management of cashflows will be difficult for the foreseeable future.

The financial plans set by the College will require to be re-set with new funding
assumptions as and when they become clearer.

5. Wider scope
work

We intend to consider:

financial plans prepared to review
whether assumptions are appropriate;
and

how management have considered the
longer term implications of the COVID-
19 outbreak on the College



6. FEES FORAUDIT AND OTHER SERVICES

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

2019/20 proposed fee 2018/19 final fee
Service
£ £
Auditor remuneration 13,490 13,180
Pooled costs 770 760
Contribution to Audit Scotland costs 740 800
Total Fee 15,000 14,740

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




7. OUR COMMITMENT TO INDEPENDENCE

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

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

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

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

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

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

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

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

7.
Independence

BEE MAZARS



8. MATERIALITY AND MISSTATEMENTS

Definitions

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

Summary of initial materiality thresholds

Initial threshold

Threshold
£000
Overall materiality 407
Performance materiality 326
Trivial threshold for errors to be reported to the Audit Committee 12
Materiality

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

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

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

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

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

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

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

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

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

We expect to set a materiality threshold at 2% of gross expenditure (£407k).

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

8. Materiality
and
misstatements
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8. MATERIALITY AND MISSTATEMENTS (CONTINUED)

Performance Materiality

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

Specific Materiality

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

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

Misstatements

We aggregate misstatements identified during the audit that are other than clearly trivial. We set a level of triviality for individual errors
identified (a reporting threshold) for reporting to the Audit committee that is consistent with the level of triviality that we consider would not
need to be accumulated because we expect that the accumulation of such amounts would not have a material effect on the financial
statements. Based on our preliminary assessment of overall materiality, our proposed triviality threshold is £12k based on 3% of overall
materiality. If you have any queries about this please do not hesitate to raise these with Lucy Nutley.

8. Materiality
and
misstatements
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APPENDIX A- KEY COMMUNICATION POINTS

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

the following:

Required communication Audit Strategy Annual Audit
Memorandum Report

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

Planned scope and timing of the audit

Significant audit risks and areas of management judgement

Our commitment to independence

Responsibilities for preventing and detecting errors

Materiality and misstatements

Fees for audit and other services

Significant deficiencies in internal control

Significant findings from the audit

Significant matters discussed with management

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

Summary of misstatements

Management representation letter

Our proposed draft audit report

v
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Action: To Discuss Agenda Item 7 (i)

Paper 5

West Lothian College
4 June 2020

Audit Committee

INTERNAL AUDIT REPORT: CORE FINANCIAL SYSTEMS

Internal Audit has undertaken a review of the college’s core financial systems
processes as part of the 2019-20 internal audit programme.

The review has concluded that the college’s core financial systems and
controls have been well designed and are operating effectively in the areas
reviewed. There are no recommendations arising from the audit.

Action

The Committee is asked to comment on the report.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
4 June 2020
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Executive Summary

Conclusion

We have gained assurance that core financial systems and controls have been well designed and are
operating effectively in the areas reviewed. There is an appropriate budget model in place which
reflects the operation and objectives of the College. Budget monitoring arrangements are robust and
support effective scrutiny and challenge. As reported to the Finance & General Purposes Committee
as at 31 January 2020, the forecasted outturn for the year ending 31 July 2020 shows a trading deficit
of £64k. Forecasts are updated on a monthly basis and actions have been agreed for areas of
concern. Maintaining this close level of scrutiny is key to achieving a balanced year-end position.

Approved procedures are in place for non-pay expenditure to ensure payments are made in a timely
manner, in respect of valid and approved expenditure for goods and services confirmed as received.
Our testing confirmed that all controls are operating effectively.

Background and scope

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

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

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

Budget setting and monitoring

m 1. There is an appropriate budgeting model which reflects
and supports the structure and objectives of the
organisation

m 2. All amendments to budget are justified, authorised and
accurately applied

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

Purchasing and payables

m 4. Approved policies and procedures for non-pay
expenditure are in place, up to date and available to all
staff

= 5. Payments are made in a timely manner, in respect of
valid and approved expenditure, for goods and services
confirmed as received

= 6. Timely, relevant and accurate management information
is available and reviewed on a regular basis, with
appropriate action being taken

Improvement actions by type and priority

3
B Grade 4
2 ® Grade 3
Grade 2
1 ® Grade 1
A -~ A a—>
0

Control Design

Control Operation

No improvement actions have been identified. See Appendix A for definitions of colour coding.

e West Lothian College Core Financial Systems
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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:

e The budget model reflects and supports the structure and objectives of the College and is heavily
directly by curriculum planning. The budget planning process has been clearly documented, outlining
key actions, timelines and relevant individuals;

e The College does not amend budgets once approved. The monthly financial forecasts, which are
prepared by the Finance Manager would reflect any changes in the forecast outturn for the year.

e Management accounts are considered by the Finance & General Purposes Committee on a quarterly
basis. These clearly outline the year-to-date position and year-end forecast against budget, with
variations clearly highlighted, investigated and actioned,;

e The non-pay expenditure process is outlined in the financial regulations and supporting procurement
policy and procedure. These adequately cover all aspects of the process, are subject to regular
review, and are made available to all staff;

e Purchase orders must be raised and authorised for all expenditure before an order can be placed.
Authorisation limits have been clearly set and built into the purchasing system. Invoices are only
approved for payment once the goods have been receipted and the invoice details have been matched
against the purchase order. We tested a sample of 24 purchases and confirmed that controls are
operating as expected per the procedures.

e Finance Assistants review outstanding order requests, unpaid invoices and unreceipted goods on a
daily basis and liaise with the relevant heads of centre and managers to progress and resolve these.
Any issues are escalated to the Finance Manager as necessary, who reviews the position on a monthly
basis.

Areas for improvement

There were no reportable areas for improvement identified during this audit.

Impact on risk register

This review cuts across the College’s Risk Register risks, but particularly relates to Risk 6 - Financial
Sustainability. We have not identified any control weaknesses that would indicate this risk is score incorrectly.

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 an appropriate
budgeting model which reflects and supports the
structure and objectives of the organisation.

No reportable weaknesses identified

The budget is structured to reflect each of the College’s centres and departments and is heavily directed by
curriculum planning. This ensures that the budget is aligned to the objectives, operation and demands of the
College. The budget is planned on an annual basis and subject to Board approval.

The budget planning process has been clearly documented, outlining the key actions, timelines and relevant
individuals. This supports the budget’s timely development, increases transparency in the process, and
ensures key individuals are involved at an appropriate time.

Control Objective 2: All amendments to budget are
justified, authorised and accurately applied.

No reportable weaknesses identified

Agreed changes to budget are considered through the monthly financial forecasts, as prepared by the Finance
Manager and presented to the Finance and General Purposes Committee. Any changes are reflected in the
forecast outturn for the year, the college does alter the budget set by the Board of Governors. Virement
between budget headings or between different budgets are only permitted under the direction and approval of
the Vice Principal — Finance and Curriculum Services.

Management accounts have been reviewed under Control Objective 3 and we are satisfied that the clearly
outline the year-end forecasted position and any changes.

o West Lothian College Core Financial Systems scott-moncrieff.com



Control Objective 3: Budget performance is
monitored against financial targets with variations
promptly identified, investigated and followed up.

No reportable weaknesses identified

Management accounts are prepared on a monthly basis and presented to the Finance & General Purposes
Committee. The Board also considers the financial position at their quarterly meetings. We reviewed
management accounts for a sample of three months and one quarter.

Management accounts show the year-to-date position and year-end forecast against the agreed budget.
Variations are clearly identified across the budget and annotated to provide further context. The supporting
report summarises the high-level position, outlines the most significant variances, and comments on the
position within each budget area. Areas for concern are clearly flagged and context is provided on the potential
cause of variances and the actions that are being taken to address these.

Control Objective 4: Approved policies and
procedures for non-pay expenditure are in place, up
to date and available to all staff.

No reportable weaknesses identified

Financial regulations and a supporting schedule of financial approvals are in place to govern the financial
processes operating across the College. This includes the approved policy for non-pay expenditure. The
procurement policy and procedure provide further detail on the agreed process and controls to be implemented.

The financial regulations were approved by the Board through its Finance and General Purposes Committee in
August 2018. The Vice Principal — Finance & Curriculum Services is responsible for managing and ensuring
appropriate update to the procurement policy and procedure. This was last reviewed and updated in January
2020. All relevant documents are made available to staff through the shared drive.
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Control Objective 5: Payments are made in a timely
manner, in respect of valid and approved
expenditure, for goods and services confirmed as
received.

No reportable weaknesses identified

The College uses the Scottish Government’s electronic procurement system (PECOS) for the majority of
purchasing activity, accessing the available framework agreements to support the achievement of value for
money. A purchase order must be raised and approved through PECOS before an order is placed.
Authorisation limits are set within the schedule of financial authority and built into PECOS to ensure these are
complied with.

Each Centre or Department is responsible for receipting and matching goods received against the purchase
order retained in the system. Invoices cannot be marked as approved for payment until the goods have been
appropriately receipted and the invoice details have been matched against the purchase order. PECOS
enforces this three-way match and ensures there is appropriate segregation of duties throughout the process.
Payment runs are completed by BACS transfer on a weekly basis for all approved invoices.

We reviewed the audit trails for a sample of 24 payments and confirmed these were made in a timely manner,
in respect of valid and approved expenditure, and for goods and services confirmed as received. There was
appropriate segregation of duties throughout the process.

Control Objective 6: Timely, relevant and accurate
management information is available and reviewed
on a regular basis, with appropriate action being
taken.

No reportable weaknesses identified

As reported under Control Objective 3, there are appropriate budget monitoring arrangements in place which
provide management information on a monthly basis. Finance Assistants review outstanding order requests,
unreceipted goods and unpaid invoices on a daily basis and liaise with the relevant head of the centre or
department to progress and resolve these. Any significant issues are flagged to the Finance Manager who
reviews the position on a monthly basis. This level of management information is deemed appropriate given
the size and scale of the finance team and procurement activity within the College.
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Appendix A — Definitions

Control assessments

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

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

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

| - |

Management action grades

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

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

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

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

\, J
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Action: For Discussion and Review Agenda Item 8

Paper 6

West Lothian College
4 June 2020

Audit Committee
STRATEGIC RISK REGISTER JUNE 2020 UPDATE
Introduction

The Strategic Risk Register for 2019-20 (Appendix 1) is set in the context of the
2019-22 Outcome Agreement, and was reviewed by the Audit Committee in
September 2019.

Strategic Risk Register 2019-20
The Committee agreed the following five key risks for the college:

1. There is arisk 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 arisk 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.

At the Audit Committee meeting held on 5 March 2020 the Committee agreed that
in light of the risks posed by COVID19 a further risk should be added to the risk
register:
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6. There is a risk that the coronavirus results in the college having to close,
students not attending college or disruption to student learning and support
because a large proportion of staff either are infected or require to self-
isolate for precautionary purposes resulting in poor retention and attainment
and financial loss to the college

Board appetite for risk

Following a risk workshop held in September 2019 the Board of Governors has set
the appetite for risk as being open to taking measured risks in relation to our
planning, widening access strategies and learning innovation with confidence in the
decision-making delegated to the senior team. The board 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

Based on the Board appetite for risk, the estimated tolerance thresholds are
attached at Appendix 2.

June 2020 Update

Given the impact of COVID19 and, uncertainty that has been created in most areas
of college business, all strategic risks have been escalated to very high. This paper
summarises the key risks associated with COVID19 and highlights any mitigating
action. More detailed information is provided in the risk register.

Strategic Risk 1 Failing to develop a demand-led curriculum portfolio and
not meeting the credit target due to a lack of engagement
with key stakeholders, lack of focus on government
objectives or inadequate curriculum planning,

Risk escalated to very high

Difficulties are being experienced in recruiting to the Modern Apprenticeship
programmes because many companies are in lockdown. There is a risk of students,
particularly on Foundation Apprenticeship programmes, not achieving group awards
where there is a practical or work based element. The sector is continuing to work
with awarding bodies to get a resolution. Although a number of commercial short
courses have been cancelled, the college has been able to introduce and deliver
some online courses to mitigate against the loss of income.

AC/040620/iShare 2



Action: For Discussion and Review Agenda Item 8

Paper 6

West Lothian College
4 June 2020

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

Risk escalated to very high

Lecturing staff have embraced working with new technology and adapted well to
working at home, with some excellent examples of innovative teaching practices.
Student engagement is mixed. Some areas are reporting very good interaction but
others have particular challenges in engaging students, in particular school pupils.
The college has taken steps to adapt assessment practices as appropriate to enable
students to complete successfully and ensure that students are awarded successful
outcomes based on robust quality standards. Support for Learning and Student
Funds staff are proactively working to support students.

Strategic Risk 3 External funding pressures adversely impacting on
delivery of the curriculum or not delivering effectively on
educational or commercial contracts and negatively
impacting on future college sustainability

Risk maintained as very high

The loss of income due to COVID19 has worsened the deficit and significantly
weakened the cash position. Where appropriate, staff have been furloughed to
mitigate against the shortfall in income and improve the cash position, although our
claim has not yet been approved by HMRC.

Strategic Risk 4 Failing to attract, retain and develop appropriate staff with
the skills required to meet the current and future needs
due to insufficient workforce and succession planning

Risk escalated to very high

The high levels of long term sick absence are declining as HR business partners
proactively work with teams. Regular team meetings are being held by managers in
most areas to support staff. The introduction of mandatory training, the Personal
Learning Planning (PLP) process and the staff survey have all been put on hold
whilst the college is in lockdown.

Strategic Risk 5 Unable to invest fully in the estate and digital
infrastructure due to reduced SFC capital funding and
investment funds

Risk maintained as very high
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While the budget for 2019-20 reduced opportunities for investment in the estate and
IT infrastructure, we had agreed investment in a programme of improvement in some
areas. A PC refresh programme is being implemented as significant investment in IT
is required to equip staff and students to work and study successfully at home. Given
the uncertainty around the timing of the college being allowed to open during the
Covid19 crisis, planned work on the engineering and construction workshops and an
additional cyber security lab has been delayed. However, we expect these to
continue in 2020-21.

Strategic Risk 6 Disruption to student learning and support with poor
retention and attainment and financial loss to the college
as aresult of the impact of the coronavirus results

Risk maintained as very high

The college went into lockdown in March 2020 and staff and students were equipped
with IT for homeworking where possible.

Given the challenges that COVID19 presents to the college, the senior team is
meeting several times a week via Microsoft Teams to monitor and assess the
situation. In addition, regular meetings are held with the college management team
to assess how managers, staff and students are being supported.

To ensure the college keeps up to date with sector-wide developments, the Principal
meets weekly with Colleges Scotland and all college principals. Some of these
meetings involve the Scottish Funding Council (SFC) chief executive and Richard
Lochhead MSP, Minister for Further and Higher Education. The Principal and Vice
Principal Finance and Curriculum Services are also members of the SFC COVID-19
sector-wide group.

Action

The Committee is invited to discuss the Strategic Risk update and to consider the
risks associated with COVID19 and the mitigating actions being taken to reduce or
manage these risks.

Jennifer McLaren

Vice Principal, Finance & Curriculum Services
4 June 2020
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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 arisk 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 arisk 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 arisk that, due to insufficient workforce and succession planning, the college fails to attract, retain and develop
appropriate staff with the skills required to meet the current and future needs resulting in a poorer experience for
students.

5 There is arisk that the college is unable to invest fully in its estate 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.

6 There is a risk that the coronavirus results in the college having to close, students not attending college or disruption to

student learning and support because a large proportion of staff either are infected or require to self-isolate for
precautionary purposes resulting in poor retention and attainment and financial loss to the college.
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RISK ASSESSMENT AND EVALUATION

Risk Classification Matrix

Impact Likelihood
1 Insignificant Less than £50k 1 Very unlikely Less than 10% chance
2 Minor £50-100k 2 Unlikely 10-40% chance
3 Significant £100-300k 3 Fairly likely 40-65% chance
4 Major £300-500k 4 Likely 65-90% chance
5 Catastrophic More than £500k 5 Very likely More than 90% chance
Evaluation of Risk
5 10 15 20 25
Very High
4 8 12 16 20 17-25 -
IL_) High
< 3 6 9 12 15 10-16 Risk Escalated
& B
g Medium
2 4 6 8 10 5-9
Low
1 2 3 4 5 1-4 -
LIKELIHOOD
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STRATEGIC RISK 1

Outcome Agreement theme: 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 Mitigation Update June 2020 Risk
Rating
There is a risk that the college fails | 2 | 4 8 | Annual curriculum review Latest credit forecast for 16

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

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

2019-20 indicates that
college has exceeded its
target

COVID19 Impact

Project to address lack of
investment in engineering
and construction workshops
being taken forward,
however unlikely to
commence in summer 2020

The majority of short
courses have been
cancelled with loss of
income. New methods of
delivery being developed
where practicable to do so.

High risk of FA students
and students whose course
has a practical element not
achieving awards due to the
college being unable to
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result the practical element.
Discussions are taking
place with sector bodies but
no resolution has been put
in place.

Difficulties in enrolling to
MA programmes as
businesses are not
recruiting during this time
and many apprentices on
furlough.

Employer engagement
limited and significant
reduction in work-placed
opportunities for students

Delay to the start of the
majority of FWDF courses.
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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

learning experience due to
poor alignment of resources,

resulting in reduced retention,

students and reputational
damage

does not provide a high quality

and/or poor quality of teaching

attainment and progression for

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 and teaching
practices that work towards
improving retention and attainment

Quiality Improvement Plan to
address required improvement in
learning and 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.

Majority of staff have upskilled
quickly in the use of digital
technology for learning and have
been able to engage in online
learning packages during the
lockdown period. Good
examples of innovative teaching
practices by some lecturing
staff.

Student opportunities for
practical skills development and
work placements have been
seriously disrupted due to
college closure.

Student engagement mixed with
some centres reporting good
interaction but others patchy
Particular challenges around
engaging with school pupils

Steps taken to adapt
assessment practices as

Risk L I Risk Mitigation Update June 2020 Risk
Rating
There is a risk that the college 3 | 4 12 | CPD focuses on high quality COVID19 Impact 16
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appropriate to enable students
to complete successfully.

Course teams being supported
to implement awarding body
guidance and revised operating
procedure and ensure that
students are awarded
successful outcomes based on
robust quality standards.

Support for Learning and
Student Funds staff proactively
working to support students.
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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

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

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

long term sick absence having
adverse effect on 2019-20
budget.

COVID19 Impact

Deficit forecast for 2019-20
worsened significantly as a
result of loss of income. College
forecasting cash flow difficulties
in July 2020. Where appropriate
staff have been furloughed to
mitigate against shortfall in
income. HMRC has not yet
approved the claim. Some
savings realised from supplies
budgets.

Centres highlighting challenges
in delivering part time courses in
2020-21 with potential loss of
income. Alternative provision
being considered.

Uncertainty around SDS and
SVQ income streams present

Risk L I Risk Mitigation Update June 2020 Risk
Rating
There is a risk that external 3 5 15 | Annual budget process and Impact of backfilling staff on 25
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challenges for setting 2020-21
budget and 5-year financial
forecast.

Strategic Risk Register 2019-20
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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

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

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.

absence declining as HR works
proactively with managers.

Online mental health support and
employee assistance programme
offered to staff.

HR business partner meetings
continuing via Teams.

COVID19 impact

Managers working hard to keep
in touch and support staff
struggling with home working.

Good participation in Principal’s
staff drop-in sessions via
Microsoft Teams.

Risk that staff furloughed feel
undervalued. Explanatory
documentation produced to
assist staff. Principal repeats
supportive messages in her

Risk L I Risk Mitigation Update June 2020 Risk
Rating
There is a risk that, due to 2 4 8 People Strategy being implemented | High levels of long term sick 20
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weekly staff update and in virtual
drop-in sessions.

New management structure has
been finalised and meetings of
the new College Leadership
team have begun.

Strategic Risk Register 2019-20
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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

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

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

for 2019-20.

2020-21 grant not sufficient to
allow infrastructure needs to be
addressed.

Offsite back-up solution still
being discussed with Napier
University and West Lothian
Council .

COVID19 Impact

Although reduced opportunities
for investment in 2019-20,
planned improvements in estate
and IT infrastructure continue.

Delay in engineering and
construction workshops and
second cyber security lab
projects due to lockdown.

Given the uncertainty around
the timing of the college being
allowed to open and need for

Risk L I Risk Mitigation Update June 2020 Risk
Rating
There is a risk that the college 5 5 25 Estates priorities identified for 3-5 IT refresh programme agreed 20
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social distancing, significant
investment in IT required to fully
equip staff and students to
successfully work and study at
home.

Staff Advantage project
accelerated and rolled out to
assist lecturing staff working off-
site.

Given the many competing
priorities post COVID19 there
may be limited opportunities for
securing additional funding from
Scottish Government.

Strategic Risk Register 2019-20
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STRATEGIC RISK 6

Outcome Agreement theme: High-performing, sustainable institution
Lead Board Committee: Finance and General Purposes

Risk Owner: Vice Principal Finance and Curriculum Resources

students not attending college
or disruption to student
learning and support because
a large proportion of staff

Guidance issued to staff and
students

Posters located in all areas of the

either are infected or require to college

self-isolate for precautionary

purposes resulting in poor Additional hand soaps in all buildings
retention and attainment and

financial loss to the college All overseas travel assessed

All managers provided with laptops
with VPN connection to allow them
to work off site

All business continuity plans
reviewed and contingency actions
agreed with the college team

for homeworking where
appropriate.

Curriculum and support teams
have worked hard to keep
students engaged in their
learning.

No staff members have reported
themselves of members of their
households contracting
CoOviID19.

Senior team meets several
times a week via Microsoft
Teams to monitor and assess
the situation.

Regular meetings with the
college management team to
assess how managers, staff and
students are being supported.

One to one meetings held
regularly with managers and
aligned senior team member

Risk L I Risk Mitigation Update June 2020 Risk

Rating
There is a risk that the 5 5 25 Weekly meetings of the Strategic College went into lockdown on 20
coronavirus results in the - Directional Team to assess the 22 March 2020. Staff and -
college having to close, situation and agree actions students equipped with laptops
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Principal meets weekly with
Colleges Scotland and all other
principals. Some of these
meetings are joined by SFC
chief executive and Richard
Lochhead.

Principal and Vice Principal
Finance and Curriculum
Services members of the SFC
COVID-19 group.

Comprehensive process in
place to deal with student
resulting.

Strategic Risk Register 2019-20
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Risk Tolerance Matrix 2019-20

Appendix 2

Impact | Impact Access — more equal Responding to the | Student Success Innovation and Financial and
Score Description | society economy Enterprise organisation
Sustainability
1 Insignificant | Majority of access targets | One subject area not | Isolated cases of poor Commercial targets One instance
met with only one or two delivering but credit | learner retention and achieved overall albeit <£50k or a
exceptions. target/budget attainment individual contract number of
delivered. variance in performance. | instances
Overall stakeholders, where the
communities, schools and | Overall schools and Apprenticeship cumulative
universities engaged with | appropriate expansion within 10% of | value is <€50k
college stakeholders are target
engaged
Key account
management in the main
successful.
2 Minor Recruitment from the most | One Centre Under sector average for | Shortfall in commercial £50k-£99k
deprived postcodes has /Department not attainment in one PI targets but ability to
reduced slightly. delivering but credit | success category make up for this across
target/budget college.
Number of students delivered. Downward trend in one
getting advanced standing Pl success category Apprenticeship
to University declines Schools and expansion within 20% of
Stakeholders fairly Positive feedback from target
engaged Education Scotland
progress review
Few instances of quality
targets not being met
3 Significant Recruitment across a Up to 10% of credit Less than sector average | Shortfall in commercial £100k- £299k
number of equality target/budget not in FE and HE full time targets and reduction in
measures is below target. | achieved due to success indicators college surplus forecast
supply and demand
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Appendix 2

Stakeholder engagement
with communities,
stakeholders, schools and
universities is not effective
in supporting targets.

College overall activity
target being impacted on.

mismatch or lack of
engagement with
key partners

Some schools and
stakeholder
dissatisfaction with
the College

Downward trend in FE
and HE full time success
indicators

Increasing negative
destinations and activity
targets under threat.

Education Scotland
progress review
unsatisfactory

Apprenticeship numbers
static

Business engagement
weak

equalities targets leaving
the college open to
challenge and significant
reputational damage.

recruitment and
retention leading to
clawback of funds or
activity

destinations with major
funds clawback and
activity targets
significantly under
achieved.

significantly reduced and
major impact on college
core operations

4 Major Insufficient progress made | >25 % of credit Majority of Centres with Major shortfall in £300k - £499k
with equality targets, target/budget not poor learner retention, commercial surplus
resulting in reduced achieved due to attainment and negative | resulting in more
activity target and supply & demand destinations. significant interventions
clawback of funds for mismatch
specific initiatives. Activity target shortfall Reductions in
Major shortfall in and funds clawback Apprenticeship places
Poor stakeholder relations | recruiting to indicated
and reputational damage. | vocational pathway Business and Employer
programmes Education Scotland dissatisfaction
progress review
Majority of schools unsatisfactory
and stakeholders
dissatisfied with the
College
5 Catastrophic | Failure to deliver on Major shortfall in High negative learner Commercial surplus >£500k
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Claw back of funds and
inability to access any
related initiatives or future
projects.

Major reputational
damage arising from
poor performance

Education
Scotland/Scottish
Funding Council
intervention

Withdrawal of
Apprenticeship contract

Business and employer
complaints
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Agenda Item 9
Action: For Approval

Paper 7
West Lothian College
4 June 2020

Audit Committee
UPDATED INTERNAL AUDIT PLAN 2018-19 TO 2020-21

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

The Strategic Plan has now been updated and sets out the scope and
objectives for the reviews being undertaken in 2020-21. Changes are
proposed to the plan which was approved in September 2018 as a result of
business interruption resulting from COVID-19. However, these proposals
may have to be re-visited as we do not know what restrictions will be in place
from now until the end of 2021.

2019-20 Internal Audit Plan

The following planned activities have not been carried out as a result of not
being able to gain access to the building:

e Board Effectiveness Review
e Risk Workshop
e Portfolio Planning

Board Effectiveness Review

The Scottish Funding Council has extended the deadline to April 2021 for the
Board Effectiveness Review to be completed. Given the difficulties
undertaking the review whilst the college cannot be accessed, it is proposed
that this be carried out between November 2020 and February 2021 with a
final report being approved by the Board in March 2021. The days assigned
to this in 2019-20 will be carried forward to 2020-21.

Risk Workshop

This workshop is considered to be most effective when Board members can
meet face to face. It is therefore proposed that it is moved from June 2020 to
September 2020. However, as indicated above, the timing or format of the
workshop may change depending on guidance from the Scottish Government.

Portfolio Planning
It is proposed that this review is undertaken in 2020-21 and replaces the
review of cyber security arrangements which would be undertaken in 2021-22.

Internal Audit is reviewing business continuity and disaster recovery in 2020-
21 so it is felt that this review could be moved forward by one year.

AC/040620/iShare 1



Agenda Item 9
Action: For Approval
Paper 7

West Lothian College
4 June 2020

Internal Audit Review Brought Forward from 2020-21 to 2019-20
Recruitment & Selection

It is proposed that, as this is a largely desk based exercise, the review is
brought forward from 2020-21 to July/August 2020. This will free up days in
2020-21 for the risk workshop and ensure that internal audit will have
conducted sufficient testing in order to form an opinion on the college’s
system of internal controls.

Action

The Audit Committee is asked to approve the scope and objectives for the
Internal Audit Plan 2020-21.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services
4 June 2019
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Introduction

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

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

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

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

Internal audit plan

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

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

This document addresses these requirements by setting out a detailed plan for 2020/21 in the context of a
three-year internal audit plan for the period 2018 to 2021.

Audit Committee action

The Audit Committee is asked to review the plan, provide any comments, and either (i) approve the plan, or
(i) request that a revised final version of the plan be presented to the September 2020 Audit Committee with
any agreed adjustments made.

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

scott-moncrieff.com West Lothian College o



Internal audit approach

Supporting the Governance Statement

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

Risk based internal auditing

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

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

Audit needs assessment

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

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

Our audit needs assessment involved the following activities:

e Reviewing risk registers;

e Reviewing strategic and operational plans;

e Reviewing previous internal audit reports;

e Reviewing external audit reports and plans;

e Reviewing the website and internal policies and procedures; and

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

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

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

Best value

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

Internal Audit Charter

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

Assignment planning

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

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

Audit reporting

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

Confirmation of independence

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

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

Internal Audit Contact

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

o West Lothian College scott-moncrieff.com
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Nicola MacKenzie

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

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

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

The table below demonstrates how the total internal audit days for 2020/21 are allocated across each area of

audit activity.

Allocation of audit days

B Financial systems

[ Strategic areas

M Operational areas
Information systems

H Follow up

M Credits & student funds

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

Audit area 2018/19 2019/20 2020/21 ERisk Reg f Outline scopes

Ref

A. Finance and financial
management reviews

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

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

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

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

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

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

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

scott-moncrieff.com West Lothian College a



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

B. Strategic reviews

B1. Strategic and operational planning 5 i Allrisks } Including corporate/strategic and
: : : E i department/operational objective setting and planning.
To take cognisance of new strategic plan (developed
May 2019 onwards).

B2. Risk Management - Workshop 5 5 All risks Support the risk management process, through a
: : : E ! facilitated risk workshop with key college personnel.

B3. Board Effectiveness Review 5 i Allrisks i We will undertake a review of the College’s Board
(Corporate Governance) i effectiveness against agreed aspects of the 2016
: : ] 3 { Code of Good Governance for Scotland’s Colleges.

Our approach will take full cognisance of and comply
with SFC’s guidance. This allocation of days -
previously assigned to a general corporate
governance internal audit - will be put towards the
effectiveness work. The latter will be scoped with
input from senior management and Governors/Board
Chair and take cognisance of SFC direction. (Note —
audit delayed to 2020/21 due to impact of COVID-19
and related SFC timetable amendments).

B4. Schools activity - strategy 6 1,2,3 i To consider how the College assesses, plans and
: : : ] { oversees schools activity and provision.

B5. Performance management and 6 All risks Evaluate strategic performance management,
delivery of outcomes : including the timeliness and robustness of
: : F ] : management information. To include consideration of
regional board/ regional agreements.

Sub-total B — Strategic reviews 12 10 10

C. Operational reviews
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C1. Workforce planning

2,4

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

C2. Portfolio planning

5 i 1,23

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

C.3 Recruitment & Selection Process

2,4

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

C4. Infrastructure strategy

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

C5. Commercial strategy

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

Sub-total C- Operational reviews

10

11

D. Information systems reviews

D1. Business continuity and disaster
recovery

6 All aspects
of BCP risk

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

Sub-total D — Information systems
reviews
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E. Other reviews

E1. Follow up of prior recommendations 2 2 2 To assess progress in implementing outstanding
internal audit recommendations.
E2. Credits, Student Funds and EMA 14 14 14 SFC requirements.
Sub-total E - Compliance and 16 16 16
regulatory reviews
F. Internal audit management
Audit management 15 15 15
Annual planning and annual reporting 1 2 1
Audit Committee (attendance and prep) 2 2 2
Management support / contingency days 0.5
Sub-total F — Management 4.5 6 4.5
TOTAL 49 44 54
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Appendix 2 — Risk Register

The table below shows how each risk in the Risk Register (as presented to the March 2020 Audit Committee) is considered within the Internal Audit Plan.

Risk description

Risk Rating (L x I)

1 There is a risk that the college fails to develop a demand-led curriculum portfolio and Gross — 8 (2 x 4)
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 Current—8 (2 x 4)
student numbers, a clawback of funding and not meetings 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 Gross — 12 (3 x 4)
to poor alignment of resources and/or poor quality of teaching resulting in reduced
retention, attainment and progression for students and reputational damage Current — 8 (2 x 4)
8 The_re is a risk that external funding pressures a_dversely impact on delivery of the _ Gross — 15 (3 x 5)
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 Current — 20 (4 x 5)
impacting on future college sustainability
4 There is a risk that, due to insufficient workforce and succession planning, the college Gross — 8 (2 x 4)
fails to attract, retain and develop appropriate staff with the skills required to meet
current and future needs resulting in a poorer experience for students Current—8 (2 x 4)
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

Gross — 25 (5 x 5)
Current — 20 (4 x 5)
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Appendix 3 — Audit timetable 2020/21

Audit review Audit sponsor Days Start Complete Draft Mgmt Final
audit fieldwork report resp report

Core Financial Systems Vice Principal - Finance 6.5 Feb 21 Feb 21 Mar 21 Mar 21 Mar 21 Jun 21

A4. Income (Non-SFC) & College Services

A5 Receivables & debt management

A7. Treasury & cash management

B2. Risk Workshop Vice Principal - Finance 5 Sep 20 Sep 20 N/A N/A N/A N/A
& College Services

B3. Board Effectiveness Review Vice Principal - Finance 5 Nov 20 Dec 20 Jan 21 Jan 21 Feb 21 Mar 21
& College Services

C2. Portfolio planning Vice Principal - Finance 5 Sep 20 Sep 20 Oct 20 Oct 20 Oct 20 Nov 20
& College Services

C4. Infrastructure Strategy Vice Principal - Finance 6 Apr 21 Apr 21 May 21 May 21 May 21 Jun 21
& College Services

D1. Business continuity and disaster Vice Principal - Finance 6 Oct 20 Oct 20 Nov 20 Nov 20 Nov 20 Mar 21

recovery & College Services

E2. Credits, Student Funds & EMA Vice Principal - Finance 14 Sep 20 Sep 20 Sep 20 Sep 20 Sep 20 Sep 20

& College Services

e West Lothian College
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Audit review Audit sponsor Complete Draft Mgmt Final Audit

fieldwork { report i resp ! report i C'ttee

Annual Report Sep 21 Sep 21 Oct 21 Nov 21
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Appendix 4 — Internal audit universe

Audit area

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

Frequency

Other/wider assurance

A. Key financial

notes (by exception)

systems

Budget X X X Cyclical review Covered as part of )

management commercial strategy review.

Financial Reporting X X Cyclical review

Savings plans,

including efficiency X X Cyclical review

targets

Financial ledger X X Cyclical review

Payroll X X Cyclical review

Travgl and X X Cyclical review

subsistence

Expenditure and X X X Cyclical review

payables

Procurement / Also covered by APUC

. X X Cyclical review Procurement Capability

tendering .
Assessment review

Income and X X X X Cyclical review

receivables

Treasury and cash . .

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

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

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

B. Strategic and

governance

Risk management X X Cyclical review every 3 -

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

@ West Lothian College
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Audit area

Frequency

Other/wider assurance
notes (by exception)

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

Performance X X Cyclical review every 3 -
management 5 years
Strategic planning X X giﬂ;asl review every 3 -
Coverage includes schools
. . Cyclical review every 3 - | activity work and elements
Partnership working X X X X 5 years of student recruitment &
admission.
Student experience X X X X ?;Icelfrasl review every 3 -
Workforce planning X X X g{g;zl review every 3 -
C. Operational
Operational X X Cyclical review every 3 -
planning 5 years
Broad coverage and
consideration via Strategic
Planning review during
2015/16 and Infrastructure
Strategy review during
. 2020/21. Area subject to
Estates Strategy X X As required F&GP Committee and
Board review and approval,
SFC oversight and
challenge. No major
estates developments
noted.
Touched on via Risk
Management and Strategic
Planning audit work. Most
relevant when strategic
change projects planned/in
Change effect. Existing controls
Management/ X X X As required established via College
organisational policy in place and subject
change to annual review (giving
internal assurance over
control design). No major
change projects noted for
the period covered by the
current cycle of this audit
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Audit area

Frequency

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

Other/wider assurance

notes (by exception)

scoping exercise requiring
IA support.
Portfolio planning X X Cyclical review every 3 -
5 years
Touched on in various
Joint working X X X X Cyclical review every 3 - | reviews (eg schools activity
arrangements 5 years in 2018/19, strategic
planning in 2019/20)
SMT review extant Comms
Policy. Also, some
coverage from 2013/14
CPP / Partnership Working
review. In each year,
elements of internal
Internal communications are looked
_— X X X X X X X X As required at in the 1A programme. For
communications .
example, 2014/15:
Performance Mgt and
Workforce Planning,
2015/16: Strategic Planning
and Student Experience;
2016/17: Corporate
Governance work.
Student Recruitment X X Cyclical review every 3 -
5 years
External Not highlighted as an Some coverage via student
L X X area of risk for current recruitment and admissions
communications
plan work.
Health and Safety X X Cyclical review every 3 -
5 years
Covered by income and
Income generation X X X X X recelvables_ review,
schools activity and
commercial strategy
Covered as part of
HR performance
X X workforce management
management !
review
Covered as part of
Succession planning X X workforce management
review
Recruitment and Previously covered as part
. X X X X As required of workforce management
retention review
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Audit area

Frequency

Other/wider assurance

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

notes (by exception)

Covered as part of
Sickness absence X X workforce management
review
Mandatory reporting to SG
and related scrutiny, plus
Environmental X As required - see right CRC Plan activity and
management reporting. Also, statutory
checks from a range of
College contractors, fire
safety work & assessments
from the Fire and Rescue
Service, health and safety
reporting (including to Audit
Waste management As required - see right ?: : orBdci)r? ;di)r;_gzmrgswag;?e
and environmental
contracts, and contracting
to specialists for checks in
specialist areas such as
legionella.
Links to Health & Safety
Not highlighted as an (above), plus SMT and
Fire safety X area of risk for current Committee reporting on this
IA plan area. Fire & Rescue
Service audits/checks.
; Health and safety reporting
G x x o 25 Partof BCP | i management Aud
Committee and Board).
X Also considered as
Emergency planning X Covered as part of BCP appropriate through health
and DR )
and safety review.
D. Information
technology
Coverage via IT Shared
Not highlighted as an Services audit in 2014/15
IT strategy X X area of high risk and Cyber Security review
in 2020/21 (in light of
ransomware attack).
. . Coverage via IT Shared
IT security X As required Services audit in 2014/15
Network X Not highlighted as an Coverage via IT Shared
management area of high risk Services audit in 2014/15.
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Audit area

Frequency

Other/wider assurance

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

notes (by exception)

Information Not highlighted as an Partial coverage via IT
management & X X area of high risk Shared Services audit and
governance GDPR audit.
Eﬁglgﬁss{j‘sstceorntlnwty X X E():yclical review every 3 -
years
recovery
Coverage via IT Shared
. Cyclical review every 3 - Ser\(ices audit _in ?014/ 1.5’
IT shared services X X Business Continuity review
5 years . )
and Cyber Security review
in 2020/21.
IT developments — . Coverage via IT Shared
projects X X As required Services audit in 2014/15.
E. Compliance
and regularity
Not highlighted as an Subject to consideration
area of high risk, but from external audit Code of
fraud risks considered Audit Practice. Also,
Fraud prevention X X X X X X X X as part of all audit considered via SPFM work.
arrangements review (although no
separate, stand-alone
report
proposed/planned).
Relates to timing and scope
of specific projects and
related risk/magnitude.
Some coverage in period in
As and when required question through the likes of
Project assurance X X by College the IT Shared Services
mgt/Members. audit work (2014/15) and
GDPR audit (2017/18). Will
consider further
opportunities over the
course of this plan.
SUMSs, Student .
Funds and EMA X X X X X X X X Annual audit
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Appendix 5 — Assignment Plans

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

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

Scope: The purpose of this audit is to identify and appraise the adequacy,
: reliability and effectiveness of the internal control systems surrounding
non-SFC income, receivables and debt management, and treasury and
cash management.

We will assess the processes in place for identifying income, raising
invoices and receiving/recording non-SFC income.

We will review the approach to receivables management and ensure
that funds due are received and accounted for appropriately.

We will review the procedures surrounding cash and bank to ensure
that balances are appropriately managed.

Control objectives: To ensure that:
Non-SFC Income

e Aclear strategy for growing non-SFC income has been
documented and income generation activities are considered
as part of the strategic and operational planning process

e There are robust procedures in place to ensure that all income
due is invoiced, received and appropriately recorded

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

Receivables and debt management

e Receivables are managed appropriately, in line with
documented policies and procedures, to minimise aged debt
and maximise income

e Timely, relevant and accurate management information is
available and reviewed on a regular basis

Treasury and cash management
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e Bank and cash reconciliations are performed and reviewed
with appropriate frequency

e Cashis held securely and banked with appropriate frequency
in a timely fashion

e Funds are appropriate managed with the aim of having
adequate cash flow

Risk register link:

This review cuts across the College’s Risk Register risks, but
particularly relates to Risk 3 re commercial income and Risk 5 re
investment in estate and digital infrastructure.

Client contacts:

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

Key contacts: Danny Duffy, Head of Finance & Procurement

Resources: Internal Auditor: TBC
Audit Manager: Nicola MacKenzie, 1.5 days
Chief Audit Executive: David Eardley, 0.75 day

Timetable: Fieldwork commences: February 2021
Fieldwork completed: February 2021
Closing meeting with Audit Sponsor: February 2021
Draft report issued for management responses hy: March 2021
Management responses to be provided by: March 2021
Report to be issued as final by: March 2021
Audit Committee meeting: June 2021

Reporting format:

Standard internal audit report to management and the Audit
Committee.

Agreed by client and date:
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Client: West Lothian College

Assignment: Board Effectiveness Review

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

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

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

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

e Leadership and strategy

e Quality of student experience
e Accountability

o Effectiveness

e Relationships and collaboration

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

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

Key contacts: Jennifer McLaren, Vice Principal — Finance and
College Services

Louise Byrne, PA to the Principal

Resources: TBC dependent on exact scope and extent of review

Timetable: TBC, including led by SFC requirements in this work
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Agreed by client and date:
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Client:

West Lothian College

Assignment:

Portfolio planning

Background:

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

Scope:

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

Control objectives:

To ensure that:

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

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

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

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

Risk register link:

This review cuts across the College’s Risk Register risks, but is
particularly relevant to Risk 1 (demand-led portfolio and credit target),
Risk 2 (high quality learn experience) and Risk 3 (external funding
pressures).

Client contacts:

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

Key contacts: Vice Principal - Learning & Attainment

Simon Earp, Vice Principal - Performance &
Improvement

Resources:

Internal Auditor: TBC, 3.75 days

Audit Manager: Nicola MacKenzie, 0.75 day
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Chief Audit Executive: David Eardley, 0.5 day

Timetable:

Reporting format:

Fieldwork commences: Sept 2020
Fieldwork completed: Sept 2020
Closing meeting with Audit Sponsor: Sept 2020
Draft report issued for management responses by: Oct 2020
Management responses to be provided by: Oct 2020
Report to be issued as final by: Oct 2020
Audit Committee meeting: Nov 2020

Standard internal audit report to management and the Audit
Committee.

Agreed by client and date:
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Client:

West Lothian College

Assignment:

Infrastructure Strategy

Background:

West Lothian College primarily operates out of a single campus and is
well equipped with a range of learning and teaching facilities. The
College recognises in its Outcome Agreement that IT infrastructure is
dated and - whilst the fabric of the campus building has been well
maintained - there has been no significant reconfiguration of learning
spaces since 2001.

In response, the College has been working on an infrastructure plan
for the period 2019-22 which will require significant investment and on-
going monitoring to ensure effective achievement of objectives.

Scope:

We will review the implementation of the Infrastructure Strategy,
including assessment of space utilisation and ongoing monitoring and
reporting in progress.

Control objectives:

To ensure that:

e The Infrastructure Strategy is aligned to the College’s strategic
objectives and supported by clear operational plans.

e The implementation of the Infrastructure Strategy is monitored
and reported on a regular basis, including an on-going
assessment of space utilisation

e The strategy addresses the requirements of all relevant
legislation (e.g. the Disability Discrimination Act, GDPR) as
well as considering the impact of the estate portfolio on the
environment.

e« The needs and concerns of stakeholders (both internal and
external) have been considered as part of the estate and IT
infrastructure planning arrangements

Risk register link:

This review cuts across the College’s Risk Register risks, but is
particularly relevant to Risk 5 (investment in estate and digital
infrastructure)

Client contacts:

Review Sponsor: Jennifer McLaren, Vice Principal - Finance and
College Services

Key contacts: Paula White, Head of Estates and Sustainability

Resources:

Internal Auditor: TBC, 4.5 days

Audit Manager: Nicola MacKenzie, 1 day
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Chief Audit Executive: David Eardley, 0.5 day

Timetable:

Fieldwork commences:

Fieldwork completed:

Closing meeting with Audit Sponsor:

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

Report to be issued as final by:

Audit Committee meeting:

April 2021
April 2021
April 2021
May 2021
May 2021
May 2021

June 2021

Reporting format:

Standard internal audit report to management and the Audit

Committee.

Agreed by client and date:
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Client: West Lothian College

Assignment: Business Continuity & Disaster Recovery

Background: The ability to be able to respond to unexpected events and provide
: continuity of service is critical to the College and it is essential that
formal plans and procedures exist to support it in the event of a
disaster.

The effectiveness of these plans requires a structured and methodical
approach to identifying critical business processes, contingent
resources and optimal recovery strategies as well as robust
maintenance and test processes.

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

Control objectives: To ensure that:

e A Business Continuity Management framework, including
policy and governance arrangements, has been implemented
with roles and responsibilities assigned.

e Business Continuity Plans demonstrate a comprehensive
understanding of the organisation, identifying the key services,
as well as the critical activities that support them.

e Comprehensive and robust plans have been developed to
manage the initial response to an incident and ensure the
continuity and recovery of critical activities.

o Effective processes exist to ensure business continuity
arrangements are kept up-to-date and plans are regularly
exercised and reviewed.

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

Client contacts: Review Sponsor: Jennifer McLaren, Vice Principal -Finance & College
: Services
Key contacts: Simon Earp, Vice Principal - Performance and
Improvement
Others TBC
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Resources: Internal Auditor: TBC, 4.5 days
Audit Manager: Mitch Collins (BCP Specialist), 1 day
Chief Audit Executive: David Eardley, 0.5 day

Timetable: Fieldwork commences: Oct 2020
Fieldwork completed: Oct 2020
Closing meeting with Audit Sponsor: Oct 2020
Draft report issued for management responses by: Nov 2020
Management responses to be provided by: Nov 2020
Report to be issued as final by: Nov 2020
Audit Committee meeting: Mar 2021

Reporting format:

Standard internal audit report to management and the Audit
Committee.

Agreed by client and date:
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Appendix 6 — Internal Audit Charter

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

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

Aim

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

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

Personnel

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

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

Email: david.eardley@scott-moncrieff.com

West Lothian College

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

Email: jmclaren@west-lothian.ac.uk

Role

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

Professionalism

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

Authority

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

Accountability

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

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

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

Independence and objectivity

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

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

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

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

Scope and responsibility

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

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

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

e Safeguarding of assets.

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

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

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

Annual internal audit plan

The audit year runs from 1 August to 31 July.

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

e The outline scope for the review

e The number of days budgeted

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

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

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

Assignment Planning and Conduct

An assignment plan will be drafted prior to the start of every assignment setting out the scope, objectives,
timescales, and key contacts for the assignment.

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

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

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

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

Reporting and Monitoring

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

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

Audit scope;
e Summary of findings;
e Conclusions; and
e Management action plan.
Draft reports will be issued by email within two weeks of fieldwork concluding. The covering email will specify the

deadline for management responses, which will normally be within a further two weeks.

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

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

Follow-up

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

Audit Committee

The Audit Committee meets regularly during the year a year. Dates for Audit Committee meetings will be
provided to internal audit as soon as they are agreed.

The Chief Audit Executive and / or Internal Audit Manager will attend all meetings of the Audit Committee.
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Internal audit will schedule its work so as to spread internal audit reports over the Audit Committee cycle of
meetings. The annual internal audit plan will detail the internal audit reports to be presented to each Audit
Committee meeting.

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

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

Output Meeting

Audit needs assessment April/May

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

Annual report November

Status report All meetings

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

Periodic Assessment

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

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

Review of Protocol

This protocol will be reviewed by both parties each year and amended if appropriate.
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Action: To Discuss Agenda Item 10

Paper 8

West Lothian College
4 June 2020

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 June 2020.

Action

The Committee is asked to note progress against plan.

Jennifer McLaren
Vice Principal, Finance & Curriculum Services

4 June 2020
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College Audit Action Plan

2018-19 — (1 August 2018 - 31 July 2019)

Status June 2019 June 2020
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2
- 1 - - -

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

- - 1 - - -

- - 1 - - -
Total

- - 3 - - -
2019-20 — (1 August 2019 - 31 July 2020)
Status March 2019 March 2020

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

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

- - - - - 3
Total

- - - - - 3
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College Audit Action Plan

2018-19
No | Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
1 Commercial Strategy July Without detailed operational plans Operational plans should be developed | Operational plans will be VP, Curriculum | Aug’ 20 Nov’ 19 update
(1.1 Income Generation 2019 in place, the college may not to support the income generation developed over the next 12 | & Enterprise
Strategy) — A clear strategy achieve the aims set within the strategy. These should identify the key | months. These will be On target. Project being
for securing and growing income generation strategy and as | actions required, responsible phased based on college taken forward by Corporate
commercial income has been a result, fail to strengthen its individuals, timescales for delivery, and operational priorities. Engagement Committee.
documented, and income financial position. indicators of success and
generation activities are corresponding targets. Plans should March '20 update
considered as part of the be aligned to the overarching strategy
strategic and operational and targets should be used to inform On target. Project being
planning process annual financial planning. taken forward by Corporate
Engagement Committee.
Grade 2
. June '20 update
In light of the seismic shock | To be
to the economy caused by kept
COVID19, the operational under
plans will need to be review but
completely revised as unlikely
guidance on re-starting the | before
Oct’20 economy emerge. Oct
2 Commercial Strategy July Decision making may be impaired The college should review its pricing A review of the pricing and | VP, Curriculum | June’ 20 Nov’ 19 update
(3.1 Pricing methodology) 2019 by applying an inappropriate methodology to ensure it is satisfied costing had been identified | & Enterprise
— There is an appropriate methodology, resulting in failure to | with the long-standing sales margin. by the Corporate On target. Project being
methodology in place to effectively achieve commercial Guidance should be provided to staff Engagement Committee as taken forward by Corporate
determine sales margins and income targets. on the factors that should be a project for completion in Engagement Committee.
plans for the achievement of considered when assessing the 2019-20.
non SFC income generating application of a different sales margin March '20 update
targets. (for example, covering areas such as
reputation, future business On target. Project being
opportunities, and alignment with taken forward by Corporate
income generation strategy). Engagement Committee.
Grade 2 June '20 update
. Pricing review on track to To be
be completed by June but kept
this will need to be revised under
Oct’20 in line with action 2. review but
unlikely
before
Oct
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College Audit Action Plan

2019-20
No | Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
3 Strategic & Operational Feb The College will update the Access | Management should ensure the new Agreed Senior Team May’20 June '20 update TBC
Planning (1.1 Out of date 2020 and Inclusion Strategy by May 2020 | strategic plan is developed in a timely
strategies) — as part of the Outcome Agreement | manner and in place for the 2020/21 SFC advised colleges to
Two strategies are out of for 2020-23. The Financial Strategy | academic year. Review dates should put development of
be clearly identified and adhered to, to tbc strategies on hold in light of

date and do not cover the
current or previous academic
year.

will be replaced by a Financial Plan
which will be finalised by May 2020
covering the period 2020-23.

prevent recurrence of the issues noted
above.

Grade 2

COVID-19. Revised
deadline to be agreed once
further SFC guidance has
been issued
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Action: For Discussion Agenda Item 11

Paper 9
West Lothian College
4 June 2020

Audit Committee

COMMITTEE REMIT REVIEW
The remit of the Committee is scheduled for review at this meeting.

The remit was last reviewed in June 2019 and it has been agreed that the remit
should be reviewed on an annual basis.

One small change is proposed. The Vice Principal’s job title will change in the new
management structure which takes effect from 1 August 2020.

Action

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

Jennifer McLaren
Secretary to the Board of Governors
4 June 2020
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West Lothian College
4 June 2020

Audit Committee

Terms of Reference

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

MEMBERSHIP

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

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

REPORTING

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

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

RESPONSIBILITIES

6 The Audit Committee will advise the Board on:

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

b the accounting policies, the accounts, and the annual report of the college,
including the process for review of the accounts prior to submission for audit,

levels of error identified, and the letter of representation to the external
auditors;

c the planned activity and results of both internal and external audit;

d the adequacy of management response to issues identified by audit activity,
including external audit's management letter/report;
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West Lothian College

4 June 2020

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

assurances relating to the corporate governance requirements for the
organisation;

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

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

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

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

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

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

RIGHTS

11 The Audit Committee may:

a co-opt additional members for a period not exceeding a year to provide
specialist skills, knowledge and experience; and
b procure specialist ad-hoc advice at the expense of the organisation, subject
to budgets agreed by the Board.
ACCESS

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

MEETINGS

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

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

¢ Audit Committee meetings will normally be attended by the Principal, a

representative of Internal Audit, Vice Principal, Finance & Corporate
Services and a representative of External Audit;

d the Audit Committee may ask any other officials of the organisation to attend
to assist it with its discussions on any particular matter;

e the Audit Committee may sit privately without any non-members present for
all or part of a meeting by asking any or all of those who normally attend but
who are not members to withdraw to facilitate open and frank discussion of
particular matters;

f the Committee shall meet with the internal and external auditors without the
executive team present at least annually;

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

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

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

b areport from Internal Audit summarising:

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

a proposals for the Terms of Reference of Internal Audit;

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

d the draft annual financial statements;

e External Audit's management letter/report;

f areport on any proposals to tender for internal audit functions.

16 The above list suggests minimum requirements for the inputs which should be
provided to the Audit Committee. In some cases more may be provided.

Last reviewed by Committee: June 2019
Last approved by the Board: June 2019
Date for next review: June 2020
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Audit Committee

SELF-EVALUATION OF COMMITTEE
Background

The annual self-evaluation of committees is due within this Committee cycle.
Questions for the Committee to consider are included in the paper attached. These
are the same questions as considered in 2019.

Action points will be taken forward as part of the Committee’s forward agenda, and
will also be fed into the overall Committee development plan.

Members of the Committee may find it helpful to refer to the relevant guidance from
the Code of Good Governance when preparing for the section. The sections on risk
management and audit are included in the papers.

A note of the action points agreed last year is attached for information. A copy of the
Committee’s Terms of Reference is also included in the papers for ease of
reference.

Jennifer McLaren
Secretary to the Board of Governors
4 June 2020
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Audit Committee 4 June 2020

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

Yes / No

Comments / evidence in support of this:

Areas for action and improvement:

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

Yes/ No

Comments / evidence in support of this:

Areas for action and improvement:

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

Yes / No

Comments / evidence in support of this:

Areas for action and improvement:
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4 The Chair ensures that adequate time is available for discussion of all
agenda items. The Chair promotes a culture of openness and debate by
encouraging the effective contribution of all Board members and fostering
constructive relations between Board members.

Yes / No

Comments / evidence in support of this:

Areas for action and improvement:

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

Yes / No

Comments / evidence in support of this:

Areas for action and improvement:

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

Yes / No

Comments / evidence in support of this:

Areas for action and improvement:

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

Comments / evidence in support of this:

Areas for action and improvement:
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West Lothian College
Board of Governors

Audit Committee

Terms of Reference

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

MEMBERSHIP

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

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

REPORTING

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

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

RESPONSIBILITIES

6. The Audit Committee will advise the Board on:

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

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

d the adequacy of management response to issues identified by audit activity,
including external audit's management letter/report;

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

f assurances relating to the corporate governance requirements for the
organisation;

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

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

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

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

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

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

RIGHTS
11. The Audit Committee may:

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

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

ACCESS

12. Internal Auditors and External Auditors will have free and confidential access to
the Chair of the Audit Committee.
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MEETINGS
13. The procedures for meetings are:
a the Audit Committee will meet at least four times a year. The Chair of the
Audit Committee may convene additional meetings, as he/she deems

necessary,

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

¢ Audit Committee meetings will normally be attended by the Principal, a

representative of Internal Audit, Vice Principal, Finance & College Services
and a representative of External Audit;

d the Audit Committee may ask any other officials of the organisation to attend
to assist it with its discussions on any particular matter;

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

f  the Committee shall meet with the internal and external auditors without the
executive team present at least annually;

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

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

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

b areport from Internal Audit summarising:

I key issues emerging from Internal Audit work;
il management response to audit recommendations;
il significant changes to the audit plan;
iv any resourcing issues affecting the delivery of Internal Audit objectives;
c aquarterly report on Health and Safety.

15. As and when appropriate the Committee will also be provided with:
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a proposals for the Terms of Reference of Internal Audit;

b the Internal Audit Strategy;

(@]

Internal Audit's Annual Opinion and Report;

d the draft annual financial statements;

e External Audit's management letter/report;

f areport on any proposals to tender for internal audit functions.

16. The above list suggests minimum requirements for the inputs which should be
provided to the Audit Committee. In some cases more may be provided.

Last reviewed by Committee: June 2019
Last approved by the Board: June 2019
Date for next review: June 2020
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References from the Code of Good Governance
Risk Management

C.11 The board of a college or a regional body is responsible for the overall
management of risk and opportunity. It must set the risk appetite of the body and
ensure there is an appropriate balance between risk and opportunity and that this is
communicated via the principal to the body’s management team.

C.12 The board must ensure that sound risk management and internal control
systems are in place and maintained. It must ensure there is a formal on-going
process for identifying, reporting, evaluating and managing the body’s significant
risks and review the effectiveness of risk management, business continuity planning
and internal control systems.

Audit Committee

C.13 The Audit Committee must support the board and the principal by reviewing the
comprehensiveness, reliability and integrity of assurances including the body’s
governance, risk management and internal control framework.

C.14 The scope of the Audit Committee’s work must be defined in its terms of
reference and encompass all of the assurance needs of the board and the principal.
The Audit Committee must have particular engagement with internal and external
audit, and must work with management and auditors to resolve any issues in relation
to financial reporting.

C.15 The Audit Committee must promptly pursue recommendations arising from
audit reports and must monitor their implementation.

C.16 The membership of the Audit Committee cannot include the board chair or the
principal. The role of the college executive is to attend meetings at the invitation of
the committee chair and to provide information for particular agenda items.

C.17 The Audit Committee terms of reference must provide for the committee to sit
privately without any non-members present for all or part of a meeting if they so
decide. The Audit Committee members should meet with the internal and external
auditors without the executive team present at least annually.

C.18 At least one member of the Audit Committee should have recent relevant
financial or audit experience.
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Audit Committee

Audit Committee 7 March 2019

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

Yes
Comments / evidence in support of this:

The Committee are happy with the quality and quantity of the information provided.

Areas for action and improvement:

None

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

Yes
Comments / evidence in support of this:

The Committee challenge every paper and only accept assurance once they are
satisfied with the answers provided.

Areas for action and improvement:

None

3 The Committee has the appropriate balance of skills, experience,
independence and knowledge of the college to enable them to discharge
their respective duties and responsibilities effectively.
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No

Comments / evidence in support of this:

There is a definite need to have more accountancy backgrounds on the Committee.
The diversity of non-accountancy skills is excellent.

The size of the Committee is fine.

Areas for action and improvement:

With the Chair stepping down, there will be a statutory requirement to have a
qualified accountant on the Committee, however it is felt that an additional member
with accountancy expertise would be welcomed.

4 The Chair ensures that adequate time is available for discussion of all
agenda items. The Chair promotes a culture of openness and debate by
encouraging the effective contribution of all Board members and fostering
constructive relations between Board members.

Yes
Comments / evidence in support of this:

Management and Committee formally expressed their thanks in final meeting of
Chair.

Chair has a skill in bringing focus to important issues.

Areas for action and improvement:

None — new Chair to be appointed w.e.f. April 2019

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

Yes
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Comments / evidence in support of this:

Chair reports to Board and draft minutes are provided at following Board meeting.

Areas for action and improvement:

The Committee has upward communication with the Board but to establish 2 way
communication members from other Committees would be encouraged to observe.

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

Yes
Comments / evidence in support of this:

Last reviewed June 2018. Next review June 2019.

Areas for action and improvement:

None

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

Comments / evidence in support of this:

Challenged and scrutinised all papers providing feedback to management.

Areas for action and improvement:

Visits could have more of a focus.
Short visits are good to give a small flavour of what’'s going on in the College.
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