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West Lothian College
22 September 2020
BOARD OF GOVERNORS
Minute of Meeting of the Board Governors held on Tuesday 16 June at 4.30pm via
Zoom
Present:

Alex Linkston (Chair)
Sue Cook (Vice Chair)
Jackie Galbraith (Principal & Chief Executive)
Moira Niven
Iain McIntosh
Frank Gribben
Richard Lockhart
Lynne Hollis
Simon Ashpool
Tom Bates
Sue Stahly
Neil Sinclair
Gemma Reynolds (for item 1)
Michelle Low (for item 1)

In attendance:

Jennifer McLaren (Vice Principal, Finance & Curriculum
Services and Board Secretary)
Simon Earp (Vice Principal, Curriculum & Enterprise)
Emma Marriott (Shadow Board Member)
Louise Byrne (PA to Principal)

1. Welcome and Apologies
The Chair welcomed everyone to the meeting and members took the opportunity to
acknowledge the achievements of Michelle Low and Gemma Reynolds. Members
thanked Michelle and Gemma for their outstanding contribution to the college and
wished them well in their new jobs.
Apologies had been received from Elaine Cook and Julia Simpson.
2. Declarations of Interest
There were no other declarations of interest.
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3. Minute of Meeting of 30 April 2020
The Minute of the meeting of the Board of Governors of 30 April was approved as a
correct record.
4. Matters Arising from Minute of Meeting of 30 April 2020
All actions from the minute of meeting of 30 April 2020 were noted as duly completed
or in progress.
5. Chief Executives Report
Members noted paper 3 circulated in advance of the meeting.
The Principal highlighted the outstanding support and commitment from staff during
these challenging times. Staff that are furloughed are being supported by their line
managers.
The college is now in the process of preparing for a phased return in August.
The Board of Governors passed on their appreciation of the tremendous efforts of
staff over the past three months to help students complete their qualifications. The
100% success rate of HNC Art students was highlighted and the high number of
university places they were offered, the success and employment outcomes of our
Project SEARCH students, and the video from HNC Care and Administrative
Practice students that acknowledged their lecturer’s role in them moving onto
university.
The Principal also passed on her thanks to the two Vice Principals for their help and
support throughout the COVID crisis and the Management Restructure.
6. Regional Chair’s Feedback
The Chair of the Board informed that college chairs are continuing to meet on a
regular basis. Meetings are continuing to take place with both unions.
The Employers Association Residential held a two day virtual meeting in May.
7. Board Development
(i) Board Strategic Day Report – 08 June 2020
Notes from the meeting have been prepared and will be shared at the extra
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ordinary meeting on 22 July.
(ii) Self Evaluation of Committee 2020
The Learning and Teaching Committee has conducted its annual self evaluation
and feedback has been provided. The Audit Committee and Finance and
General Purposes Committee agreed not to undertake self-evaluation at their
June meetings but have been sent forms for completion. Responses will be
collated and fedback at the September Committees and Board meeting.
(iii)

8.
(i)

Board Self Evaluation
The Board agreed to defer its self-evaluation. A questionnaire will be
circulated for completion by the end of August. A report on the results will
be fedback at the next meeting.

Finance and General Purposes Committee
Update from Chair of the Finance and General Purposes Committee
from draft minute of 11 June 2020
The Chair of the Committee informed that the Annual Budget was the main
topic of discussion. The committee are pleased that the new College
Leadership Team is involved in the budget process.
The committee discussed the EIS dispute on the Instructor Post and it was
agreed this post be made permanent given the positive evaluation of the
role.

(ii)

9.
(i)

Annual Budget 2020-21 and Financial Forecast Return (FFR)
The Annual Budget and FFR will be presented at the extraordinary
meetings of the Finance & General Purposes Committee and Board of
Governors on 22 July 2020 for approval.

Audit Committee
Update from the Chair of the Audit Committee from draft minute of 4
June 2020
The Chair of the Audit Committee provided an overview of the previous
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meeting. A special thanks was noted for Facilities and IT staff for all the
work that was completed leading up to the campus going into lock down.
The Internal Auditors had reviewed core financial systems. It was noted
that these are robust and well designed. There were no recommendations
from the Internal Audit. Thanks was passed to the Finance Team for their
work on this.
The impact of COVID19 had been added as an additional risk to the Risk
Register.
A co-opted member was to be recruited onto the Audit Committee with an
accountancy background. In the interest of transparency this post will be
advertised on the college website and social media channels as well as
the Chamber of Commerce website.
(ii)

10.
(i)

Health and Safety Quarterly Report
Members noted the report circulated in advance of the meeting.
Learning and Teaching Committee
Update from the Chair of the Learning and Teaching Committee from
draft minute of 03 June 2020
The Chair of the Learning and Teaching Committee provided an overview
of the last meeting. Members noted the minute.
It was the Head of Quality and Learner Services last meeting, the
committee acknowledged all the hard work and achievements made over
the years and that the level of quality within the college is at a high level.

11. Update from the Chair of the Nominations Committee
The Nominations Committee have not met since the last Board of Governors
meeting.
The Chair informed that RL and SA appointments come to an end in July. In light of
revised guidance from Scottish Government resulting from COVID-19 the
recommendation is that their appointments are rolled over for another four years.
The Board agreed with this recommendation.
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CP agreed to remain on the Board until a new member was appointed. A request
had been made to Scottish Government that EM be appointed in place of CP. No
correspondence has been received to date from Scottish Government regarding the
appointment. The Chair agreed that this would be CP’s last Board meeting and will
write to CP to thank her for her contribution to the Board.
ACTION: Chair
12. Update form the Chair of the Remuneration Committee
The Remuneration Committee met on 26 May to discuss the salary for the new Vice
Principal role.
The Principal also updated on the new Management Structure.
13. Annual Review of Committee Remits
Members approved the revised remits.
14. Any other Business
The Chair informed that due to COVID19 meetings will continue to take place using
Zoom. The Committee meetings will start at 10am and the Board meetings will
continue to start at 4.30pm.
An extra ordinary Finance and General Purposes Committee meeting to take place
followed by an extra ordinary Board of Governors meeting to approve the annual
budget and FFR.
ACTION: PA to Principal
15. Review of Meeting, Supporting Papers, Development Needs
The Board of Governors was content with the meeting and supporting papers
presented.
16. Date of Next Meeting
22 September 2020 at 4.30pm via Zoom
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EXTRA ORDINARY BOARD OF GOVERNORS
Minute of Meeting of the Extra Ordinary Board of Governors held on Wednesday 22
July at 12pm via Zoom
Present:

Alex Linkston (Chair)
Jackie Galbraith (Principal and Chief Executive)
Moira Niven
Iain McIntosh
Frank Gribben
Richard Lockhart
Elaine Cook
Lynne Hollis
Sue Stahly
Tom Bates
Simon Ashpool
Colin Miller
Neil Sinclair
Julia Simpson

In attendance:

Jennifer McLaren (Vice Principal, Finance & Curriculum
Services and Acting Board Secretary)
Simon Earp (Vice Principal, Curriculum & Enterprise)
Louise Byrne (PA to Principal)

1.

Welcome and Apologies

The Chair welcomed everyone to the Extra Ordinary Board meeting to approve the
Annual Budget and Financial Forecast Return (FFR). Apologies were noted from
Sue Cook and Emma Marriot.
2.

Annual Budget 2020-21

The Board of Governors were asked to approve the budget presented for 1 August
2020 to 31 July 2021. The Vice Principal for Finance and Curriculum Services
assured Board members that the budget is robust and significant cuts had been
made to achieve a break-even position.
The Finance and General Purposes Committee recommended the budget for
approval.
Board members asked about some of the assumptions made in the Annual Budget
in relation to pension contributions, Foundation Apprenticeship contract from Skills
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Development Scotland, and commercial income. The Committee was satisfied with
the responses received.
The Board of Governors approved the Annual Budget for 2020-21.
3.

Financial Forecast Return (FFR)

The Vice Principal for Finance and Curriculum Services apologised for the error in
the previous version of the Financial Forecast Return that was issued earlier in the
week. The error occurred within the estates line. In 2020-21 the value of the estates
grant doubles as the college is carrying forward the 2019-20 allocation. As this is for
one year only the estates grant was reduced in 2021-22. However, the
corresponding costs of expenditure were not removed which meant that the deficit
was overstated. Members were reassured with the explanation provided.
As a result of making this correction the savings required to balance the budget are
£166k in 2021-22 and £126k in 2022-23.
To achieve savings in these two years the college is reviewing its curriculum delivery
model with a focus on integration of units and online delivery. There will also be a
continued introduction of different roles within the college.
Funding allocations will be announced soon by the Scottish Funding Council for full
time FE and HE students subject to digital poverty. The executive leadership team
was encouraged to work collaboratively with West Lothian Council on further
supporting the digital agenda.
The Board of Governors approved the Financial Forecast Return.
4.

Any Other Business

No other business was discussed.
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Board of Governors
MATTERS ARISING
Action update from the Board of Governors of 16 June 2020.
Action 1: Chair
Update from the Chair of the Nominations Committee
CP agreed to remain on the Board until a new member was appointed. A request
had been made to Scottish Government that EM be appointed in place of CP. No
correspondence has been received to date from Scottish Government regarding the
appointment. The Chair agreed that this would be CP’s last Board meeting and will
write to CP to thank her for her contribution to the Board.
Duly completed
Action 2: PA to Principal
Any other Business
An extra ordinary Finance and General Purposes Committee meeting to take place
followed by an extra ordinary Board of Governors meeting to approve the annual
budget and FFR.
Duly completed
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Board of Governors
CHIEF EXECUTIVE’S REPORT, 10 JUNE TO 14 SEPTEMBER 2020
Engagement with the Sector
Throughout lockdown I attended weekly meetings of the College Principals’ Group
to make progress on sector-wide concerns such as SQA results, funding,
preparations for returning to college and responding to the economic crisis. These
are now fortnightly and there is still a wide range of areas to make progress on
collectively. In addition, I participated in numerous meetings with government
ministers.
Along with the principals of Edinburgh, Fife and Forth Valley College, I am involved
in a four-college collaboration with Skills Development Scotland (SDS) to develop
collaborative proposals to support economic recovery across the four regions. This
collaboration has been warmly welcomed by the chief executives of the Scottish
Funding Council (SFC), SDS and government ministers. We expect to have
proposals fully developed by November. As part of this process, I have had a
number of individual meetings with SDS chief executive, Damien Yeates.
I am one of the principals involved in national pay award negotiations and now
attend NJNC meetings related to support staff pay.
In July and August I assisted in the recruitment processes for a vice principal at
Glasgow Kelvin College and the deputy principal at South Lanarkshire College.
Funding
Scottish Youth Guarantee
In the Scottish Government’s recently published Programme for Government there
was £60 million funding announced to support the Scottish Youth Guarantee. This
will be broken down as follows:
•
•
•
•

£30 million through local authorities to help local partnerships to deliver
employability support for young people
£10 million to create additional opportunities in colleges
£10 million additional funding for Developing the Young Workforce, the Scottish
Government’s internationally recognised Youth Employment Strategy
£10 million to support pathways to apprenticeships (colleges can bid to
deliver these).
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Flexible Workforce Development Fund (FWDF)
In addition, the government announced the £10 million extension of the FWDF
(bringing it up to £20 million). This additional funding for colleges will enable us to
deliver more this year for employees affected by an increasingly challenging
economic situation.
Funding to tackle digital exclusion
In August SFC announced a new £5 million fund to help colleges and universities
tackle digital exclusion among disadvantaged students. Our allocation is £80,746.
Estates
SFC announced additional capital funding for colleges and universities for financial
year 2020-21. Our allocation is £81,768. The aim of this investment is to make an
additional contribution to the maintenance of college and university estates.
SFC Loan Break
I met SFC chief executive, Karen Watt, on two occasions in August and wrote to
her on 31 August to request a five-year loan break to enable us to invest more in
our learning estate. I am pleased to report that this request was agreed and I have
attached the response from Karen at Annex A.
Covid19
Our efforts in mitigating the impact of Covid19 over the past three months have
focused on making our campus safe for staff and students, ensuring that lecturers
have the time and resources to prepare for blended learning, supporting students
and apprentices who were not able to complete their courses due to pandemic,
working with the council to prepare for and manage the hundreds of school pupils
who started college courses on 20 August, and getting ready for our full time
students starting their courses on 21 September.
There has been a tremendous effort from all staff across the college. Our Estates
and ICT teams deserve a particular mention given the number of colleagues who
regularly commend their hard work and commitment to making the campus safe.

2
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Staff Engagement
Drop-in sessions
Over 120 staff attended online drop-in sessions with me in May, June and August.
Many questions, concerns and suggestions were raised during these sessions,
most of which we followed up quickly. The main themes that arose were:
•
•
•
•
•
•
•

Making the campus safe for staff and students
Support for outdoor learning
Providing staff with support for effective home working
Standardised digital platforms and tools
Training for staff and opportunities to learn from each other’s use of various
technologies during lockdown
More laptops and tablets for faculties, and for students who don’t have their own
device
Regular communication with staff, students and stakeholders

For example, the college invested £300,000 in new laptops available for staff and
students – 200 for lecturers and relevant support staff and over 200 for students
for short and long term loans. We also invested in four new mobile classrooms (a
total of 80 laptops) and 30 iPads that will be available to the faculties, and installed
new computers in some classrooms.
Pulse Survey
In the week beginning 17 August we invited staff to complete a Pulse Survey to
assess how they were feeling on return to college after five months in lockdown.
146 staff completed the survey, a response rate of 41%, and the following
summarises the proportion who agreed with the statements listed:
•
•
•
•

97% felt well informed about the safety measures being taken to allow a safe
return to onsite working
95% agreed the college provides a safe and healthy working environment
91% felt well informed about the college’s goals and priorities
93% felt well supported by their line manager and 95% felt well supported by
their team.

The least favourable response was to the statement that staff have the materials
and resources to perform their job safely and effectively, with 19% disagreeing with
this statement. For awareness, in the 2019 Staff Experience Survey 26% of
respondents held this view. Most of those who disagreed with this statement were
lecturers who may not have been aware about the new laptops and resources
ordered in June.
3
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The same survey will be undertaken in the week beginning 14 September to assess
changes in perceptions following a month where the site is open and many
colleagues will have experienced working onsite again.
Trade Unions
I have attended joint meetings with EIS and UNISON representatives during and
since lockdown to involve them in planning for a safe return to college. These have
been very productive meetings and will continue while the risks presented by the
pandemic remain a cause for concern.
Stakeholder Engagement
MSPs
I wrote to all local MSPs in August to update them on our planned return to campus
and to illustrate the great work that staff did during lockdown to support our students
(letter is available at Annex B). I had a follow-up meeting with Fiona Hyslop to
update her on our plans for supporting school leavers at risk of a negative
destination, furloughed staff at risk of redundancy and others affected by economic
disruption.
West Lothian Council Digital Learning Team
I took part in a meeting organised by Elaine Cook with the council’s Digital Learning
Team at West Calder High in August. We explored how the college could work with
this team strategically to get the most out of our respective digital platforms for the
benefit of young people at school and college. Subsequent to that meeting we have
created a Digital Learning Lead for the college, lecturer Alan Morton, who will work
closely with this team.
Economic recovery
On 1 September I and some senior leaders in the college attended the Third Sector
Summit Covid-19 Recovery Summit that was organised by the Voluntary Sector
Gateway West Lothian. This focused on working in partnership across West
Lothian to address economic recovery and there have already been a number of
follow-up meetings with third sector organisations since the summit.
I arranged meetings with Garry Clark, the Edinburgh and Lothians lead for the
Federation of Small Businesses, including one attended by all vice principals,
faculty directors, and our head of business development. Garry shared insights into
how small and medium sized companies were coping with the economic crisis
4
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caused by Covid19, and we discussed how the college can support these
businesses.
I met with West Lothian Council’s Economic Development team to discuss how the
college can contribute to economic recovery. The college offered a response to the
West Lothian Jobs Task Force’s draft Economic Recovery and Growth Plan.
Student Association
I met our new Student President and Vice President, Jinty Dobson and Kirsti Clark,
in June to welcome them to their new roles. The Chair and I had a follow up meeting
in August.
Student Success
Board members will be aware of the many examples of student success in my
weekly updates to staff. They are testimony to the commitment of lecturers, work
based assessors, instructors and all support teams who enable our students to
succeed. The letter in Annex C from the parent of one of last year’s Project
SEARCH students, Ruaridh, captures beautifully the difference that our staff make
to the lives of our students.
Raising the Profile of the College
The college had an excellent two-page feature in the Times Education Supplement
in August that illustrated the excellent work of our lecturers and West Lothian
Council’s Supported Learning team who continue to achieve excellent outcomes
for our Project Search students in partnership with St John’s University Hospital.
Our Student Association Development co-authored a paper with NUS Scotland that
was included in a book recognising twenty years of the Bologna Process. Their
paper examined the benefits of developing strong, effective and sustainable
student associations in Scotland using West Lothian as an exemplar.
Awards
College Development Network announced the finalists for their College Awards
and I am delighted that the college has three very well-deserved shortlisted
nominations:
•
•
•

Health and Social Care lecturer Marion Darling for her work to support and
promote mental health and wellbeing across the college
Employer engagement officer Elaine Campbell for her work supporting
employability and partnerships within industry
Our Marketing team for our virtual open day.
5
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The virtual awards ceremony takes place on 3 December.
The college has been shortlisted in two categories for the Scottish Institute for
Enterprise’s Imaginative Educator Awards that celebrate the very best responses
to the educational challenges facing colleges and universities brought on by the
pandemic. They are:
•

•

Graeme Mair – Lecturer, HNC Coaching and Developing Sport who moved
quickly to produce a mapping document and gather witness testimonies in
support of students’ achievements and course completion, allowing them to
graduate.
Children’s Hearings Scotland Learning Academy for pivoting rapidly to highly
flexible remote training for a student body with diverse access needs, and
successfully delivered teaching within a tight window to allow candidates to
be appointed to the Children’s Panel on time.

New Management Structure
The new College Leadership Team is meeting regularly and making important
strategic decisions for the college. All members of the team are engaging very well
in their new roles, as well as part of this collective team.
We received 18 applications for the post of Vice Principal Learning and Attainment,
five were shortlisted for interview, and the recruitment process concluded in early
July with the appointment of Sarah-Jane Linton who started on 1 September.
Staff News
Engineering lecturer Alistair Thomson retired on 6 September. Alistair worked for
the college for over twenty years, although he was sadly off ill for most of the past
year.
Children’s Hearing Scotland Learning Academy manager, Tom Birrell is retiring in
early October. Tom has played a vital role in delivering high quality training to
thousands of children’s panelists in the last seven years and leaves behind a high
performing team.
I would like to thank Alistair and Tom for their contribution to the college and wish
them well in their retirement.
Jackie Galbraith
Principal and Chief Executive
14 September 2020
6
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ANNEX A – LETTER FROM SCOTTISH FUNDING COUNCIL CHIEF
EXECUTIVE

Our ref: 254127746
8 September 2020
Jackie Galbraith
Principal and Chief Executive
West Lothian College
Almondvale Crescent
Livingston
West Lothian, EH54 7EP
Dear Jackie,
SFC loan
Thank you for your letter of 31 August 2020 requesting a suspension of repayments
on the SFC loan, over a period of five years, in order to release funds for additional
estates investment to improve facilities for students.
I am impressed by the strong focus on improving the college’s facilities, your
partnership with industry to enhance the practical learning environment, and
inventive adaptations. Your college shows huge commitment to supporting learners
to thrive and succeed. The plans to refurbish the library, and to create flexible
learning spaces, should benefit many students and help sustain attainment and
performance.
We understand the financial constraints facing the college. So, l am happy to agree
to your request. The college last made a repayment in July 2020. Therefore,
repayments on the loan will be suspended from July 2021 to July 2025 inclusive,
recommencing in July 2026. As a result, the loan period will be extended to July
2039. The current balance outstanding amounts to £2.211 million.
I would be grateful if you could continue to keep us updated on the college’s estates
developments, and wish you and the Board every success in planning for the
college’s twentieth anniversary and the future development of the campus.
Yours sincerely,

Karen Watt
Chief Executive
7
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ANNEX B – LETTER TO MSPs
18 August 2020

Fiona Hyslop MSP
59 West Main Street
Whitburn
West Lothian
EH47 0QD

Dear Fiona
I am writing to provide an update on college priorities and on our return to our
campus from this week.
Responding to the challenges of Covid19
My top priority throughout lockdown has been the health and safety of our staff
and students, and a lot of hard work and investment has gone into making the
campus safe for everyone returning to campus. In consultation with managers
and local trade union representatives, we have rearranged workspaces,
classrooms and practical areas to adhere to social distancing. We have provided
additional protection by installing perspex screens between desks, placed hand
sanitiser stations throughout the campus, and implemented one way/give way
systems in all buildings.
All staff who had been furloughed have now returned to work and it is great to
have them back. Where colleagues do not need to be on campus to carry out
their work, they will work from home. However, most staff will continue to work in
a hybrid way with some time on campus and some time off site.
Students who have still to complete practical units from last year will be on
campus from this week and senior school pupils start courses at college next
week. Full time students start in the week beginning 21 September. Most
students will experience a hybrid model of learning with some delivered on
campus and some online.
Colleges have a critical role to play in supporting a skills-led economic recovery.
We are working with partners locally to adapt and create opportunities for school
leavers, people who have lost jobs because of the pandemic, and people in work
who need to develop their skills to adapt to changes in their workplaces.
8
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In partnership with West Lothian Council and Skills Development Scotland, we
have created new courses to support young people at risk of negative
destinations. In discussion with local representatives of industry groups like the
Federation of Small Businesses, we will ensure that we use the recently
announced extension of funding for the Flexible Workforce Development Fund to
best effect.
Despite the many challenges presented by the pandemic, the college has
continued to celebrate significant achievements. For example, last month we
reached an important milestone in the number of work-based qualifications
delivered in 2019-20 with 1,000 SVQs and Modern Apprenticeships supported
entirely in the workplace. Our Student Association co-authored a chapter with
NUS Scotland in an important publication on the Bologna Process and the
European Higher Education Area.
Management change and financial sustainability
When we met in December I updated you on a proposed management
restructure. Following consultation with staff in January and February, our Board
approved the final structure in March, and interviews for the new roles took place
online during lockdown. This process concluded before the summer break and
resulted in no redundancies.
Our new management team is now in place, and our new vice principal for
learning and attainment, Sarah-Jane Linton, starts on 1 September. Sarah-Jane
is currently a Head of Faculty at Edinburgh College and brings a wealth of
experience to the college, including that gained as a board member for
WhoCares?Scotland.
While the driver for changing the structure was to ensure we had the right
leadership and management in place to move the college forward, it resulted in a
£150,000 saving in salary costs in the year ahead. That helped us achieve a
break-even budget for 2020-21. Our budget for the year is based on a number of
assumptions such as no increase in funding from the Scottish Funding Council
(SFC), contracts with Skills Development Scotland to deliver apprenticeships, and
an estimated cost of living pay award. So, for example, if a higher pay award is
agreed nationally, the college will go into deficit and will need to identify further
cost savings.
We face a tough three years ahead. Our financial forecasts for 2021-22 and
2022-23 are even more challenging and we will need to make significant savings
to remain financially sustainable. Generating additional income in the current
economic climate is likely to be very challenging for most colleges, although we
will of course continue to pursue opportunities. However, given that nearly 80% of
our expenditure is on staff and we have reduced other costs as much as we can,
9
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the main way we will be able to achieve the balanced budgets required by SFC is
to reduce staff costs. That will require change and I will continue to engage with
staff on what that might look like in the years ahead.
Improving our physical and digital infrastructure
Next year is the twentieth anniversary of our Livingston campus. With significant
growth in full time student numbers over the two decades, we have outgrown our
physical buildings and desperately need to reconfigure them to meet the needs of
today’s students and the courses we offer.
Over the past two years, with limited resources, we have made progress on
improving our estate and digital infrastructure. We created our first high
specification Cyber Lab, set up an innovative classroom built around collaborative
technology, located all critical student support services in an upgraded physical
area to make access easier for students, and built an outdoor forest classroom.
We upgraded our computer network, WiFi and digital devices, bought new
equipment for our gym, a hybrid car, and created a simulated hospital ward.
Over the summer, we created our second Cyber Lab, fully kitted out to the
highest specification for our new HND Cyber Security students. We erected
covered outdoor learning spaces in the college courtyard to enable lecturers to
deliver classes outside. We installed disabled toilets on the upper floors of two
buildings that did not have these facilities. Amongst the many adaptations to
accommodate social distancing, we created additional workspaces for
hairdressing students to ensure they are able to complete practical tasks safely.
In the year ahead, we will be investing up to £300,000 to extend our engineering
and construction workshops in response to student and industry demand. We
have achieved most of these improvements with the small annual capital budget
we receive from SFC to maintain our estate. However, there are major projects
required to modernise our buildings and curriculum facilities to improve our
students’ learning experience, and it is not possible to achieve these with the
small grant we receive from SFC.
Overwhelming feedback from our students in the last two years tells us that we
desperately need to refurbish our library into a modern, technology-enabled
learning resource centre, and that we need to create informal technology-enabled
learning spaces throughout the campus for students to study before and after
classes. Hundreds of our students do not have safe or quiet spaces to learn at
home, and want to be able to use the college for learning outwith formal classes.
While I will do what I can with the limited funding I receive, the minimum cost of
reconfiguring our campus to support the creation of these flexible learning spaces
10
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is likely to be in the region of £1.5 to £2 million. Our annual grant for estate
maintenance is £236,000 and must be spent in-year. I am in regular discussions
with SFC about this, although a solution has yet to be identified.
I will continue to do what I can to improve college facilities for our students.
For example, I am in discussion with a large company on the creation of a
simulated construction site on campus that will be funded in kind from the
company’s supply chain. If successful, this will provide an excellent practical
learning facility for construction students in a year that companies in the sector
will be reluctant to provide students with work experience opportunities on their
sites due to the limitations imposed by the pandemic.
Creating our new normal
On a personal note, it is now two years since I took up my role as principal at the
college. Throughout that time, I have appreciated your support for the college and
I wanted to thank you for that.
I am also grateful for the support from our Board of Governors and was delighted
that Ministers reappointed Alex Linkston as Chair of the Board earlier this year.
Our new Student Association team started this week and I am looking forward to
working with Student President, Jinty Dobson, and Vice President, Kirsti Clark, to
ensure our students have the best possible college experience in the year ahead.
The college is as ready for our ‘next normal’ as we can be. It won’t be the same
as during lockdown, and it definitely won’t be the way it was before the pandemic.
Over the next year, we will create a new normal that takes account of what we
have learned about life and work before, during and immediately after lockdown.
What that looks like, no-one knows for sure. The exciting part is that staff,
students and stakeholders will help create that new normal, learning from
experience of the last five months and the year ahead.
As always, I am very happy to discuss anything related to the college with you at
any time.
Yours sincerely

Jackie Galbraith
Principal and Chief Executive
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ANNEX C – LETTER FROM PARENT OF PROJECT SEARCH STUDENT
As the parent of a son with a learning difficulty, I cannot praise “Project Search”
highly enough. To have been fortunate to get an interview and then be given a
place on the course was itself an enormous achievement. These are highly soughtafter places and only given to those young people who the lecturers and job
coaches believe will be able to work hard in order to gain employment on
completion of the course.
We’ve always known that our son had a place in society to work, but finding where
and how to achieve this was our problem. Who would be able to help? Enter Project
Search!
To be honest, I was as nervous as my son; the thought of himself travelling and
actually working alongside permanent staff gave me a few sleepless nights which
I now know was misplaced.
Before even starting actual work, the lecturers (Beth and Sheila) prepare them in
every way possible so they are not apprehensive or scared, but confident and
eager to start learning about what real, 5 days a week, work is really like. The
lecturers treat the students like adults and they are expected to act as such, for
example, being responsible to get back to work after breaks and lunch without
someone looking for them or reminding them.
They are taught Health and Safety, introduced to various staff members, fire drill
procedures, how to dress appropriately for work, mock interviews (where they had
to appear dressed as if a proper interview was taking place), preparations and
delivery of PowerPoint, class talks on the work experience that they had gained,
and completion of various assessments.
The hardest part is letting go – but they’re not alone. The team on Project Search
are with them every step of the way. We as parents / guardians have always been
there for them but we need to now give them space to develop on the course and
become the independent adults we’ve always yearned for them to be; just like other
youngsters starting out in work.
The changes we saw in our son were amazing. He had been quite a shy person,
engaging in conversation really only with others that he knew or felt he had
common ground with. He lacked confidence unless it was in a subject that he knew
well. So, to be confident enough to appear one Monday morning as a hospital
porter, in full uniform, ready to start work at 8:30am was a very proud moment for
us as parents.
He was being treated as an equal member of staff, working alongside permanent
staff and doing their job. He had so much to tell us when he came home for work
12
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and would laugh at some of the jokes and antics of the porters. He loved
transporting patients and delivering or collecting whatever was needed from wards
or labs. He knew almost every inch of the hospital. He was also a lot more tired by
the end of the day! After the morning’s work, he’d then head to the classroom where
he had to complete various assessments and talk over any issues or relay
information that he had learned or talked about during the morning. Sheila, Beth,
and Hazel were always on hand to guide and support them every step of the way.
Staff in the departments where our son worked were very impressed with him, they
gave glowing reports of how he often worked harder than the paid staff and wished
he’d been able to stay, this was a delight for both our son and us to hear!
After completing 2 rotations, he started on his 3rd rotation. However, he only did
one day before lockdown was announced and everything changed. He then left the
hospital and started in a local Tesco for 4 weeks of work experience. As before,
the Project Search team were on hand to guide, advise, provide support and
address any concerns or answer questions. This also meant that blended learning
came into force with catch ups on Zoom, telephone calls; assessments still had to
be completed and submitted. But these were now done from home.
On a couple of occasions, I was invited to join the one-to-one chat with Project
Search and my son. However, as before, his work had to be completed by him with
no input from us. It’s his work after all and it would not have been a true reflection
of his work if we, as parents, were adding our bit. As I’ve said before, the hardest
part was letting go. The lecturers needed to see what and where he required advice
and their help. And, let’s be honest, the students are far more likely to listen to the
college team than their parents!
Our son really enjoyed the Project Search course and was sad not to have been
able to complete his final rotation. He met new friends and we still often hear him
chatting and laughing on his phone to them. Working alongside experienced staff
doing their daily job and learning so much from them gave him confidence and the
ability to believe in himself – which is what every parent wants. Especially those
parents who have young adults with a learning disability.
Our son has worked as a volunteer in a local charity shop, 1 or 2 mornings a week,
for a couple of years now. But on Tuesday of this week, he got a 6-month paid job
with the Salvation Army working in one of their shops. He’ll be working 25 hours a
week and getting paid for it. He and we are absolutely delighted and extremely
proud. In fact, I think he has grown a couple of inches!
Thanks to the Project Search team of lecturers and job coaches who are with them
all the way and are interested in these young lives; not only when they are on the
course, but even after it’s completed. We cannot thank them enough.
13
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Good luck to the new recruits and to you parents / guardians. We hope you enjoy
being part of Project Search as much as we did.
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Board of Governors
2020-21 STRATEGIC RISK REGISTER
Introduction
The strategic risk register for 2020-21 is aligned with the 2020-23 outcome
agreement and is attached to this paper (appendix 1). The format of the register has
changed and a new monitoring process is proposed for 2020-21 which the Board is
asked to agree.
Risk Register
Board members are reminded that a detailed review of the risk register is undertaken
by the Audit Committee on a quarterly basis and a copy of the register is provided at
each meeting of the Board of Governors.
From 2020-21 it is proposed that each committee of the board would have ownership
of the risks aligned with their remit. The Audit Committee would continue to have
oversight of the full risk register. This would mean that all risks in relation to:
• Estates, Financial and HR & People Development would be reviewed by Finance
& General Purposes Committee
• Learning & Attainment would be reviewed by Learning & Teaching Committee
• Digital Infrastructure would be reviewed by Audit Committee (as well as
oversight of the full risk register)
The risk register presented only shows high level risks. If the Board is happy with
the proposal each committee will agree the risks/risk mitigations aligned with their
respective remits in November 2020.
To assist with discussion the board appetite for risk is summarised below and
tolerance thresholds based on the earlier work carried out are attached at appendix
2.
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.
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Action
The Board of Governors is asked to note the revised format of the Strategic Risk
Register for 2020-21 and agree the new monitoring arrangements.

Jennifer McLaren
Vice Principal, Finance & Corporate Services
22 September 2020
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West Lothian College
Strategic Risk Register
2020-21

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

oversight due to lack of engagement with

Lead

Board

20

Further actions planned

Responsibility

There is a risk of inadequate strategic

Score

1.1

Actions

POST MITIGATION EVALUATION
Likelihood

4

1 Strategic

Controls/Mitigation

Impact

5

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board/Board

VPL&A

external stakeholders in the strategic
planning process resulting in reputational
loss.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

meet demand due to insufficient SFC credit

Lead

Board

25

Further actions planned

Responsibility

There is a risk the college is unable to

Score

1.2

Actions

POST MITIGATION EVALUATION
Likelihood

5

1 Strategic

Controls/Mitigation

Impact

5

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

VPL&A

allocation resulting in the college not
meeting the needs of the region.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

deliver the curriculum plan for 2020-21 due

Teaching

to disruption in the ongoing COVID19

Committee

pandemic resulting in disengagement of

Lead

Learning &

16

Further actions planned

Responsibility

There is a risk that the college fails to

Score

2.1

Actions

POST MITIGATION EVALUATION
Likelihood

4

2 Learning & Attainment

Controls/Mitigation

Impact

4

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

VPL&A

students.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Learning &

deliver high quality learning, teaching and

Teaching

learning support due to poor alignment of

Committee

resources and/or poor quality of teaching

4

4

16

VPL&A/

Lead

VPL&A

Responsibility

20

Score

4

Actions

Likelihood

There is a risk that the college fails to

POST MITIGATION EVALUATION
Further actions planned

5

2 Learning & Attainment

2.2

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

resulting in poor retention, attainment and
progression for students.

2.3

There is a risk of limited student

Learning &

engagement due to disruption due to

Teaching

COVID19 resulting in negative student

Committee

feedback.

VPP&I

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk
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Score
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College Leadership Team
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1
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Board

Board of Governors

HoE

Head of Estates & Sustainability
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Minor
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HoF
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Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Finance &

to set a balanced budget and/or does not

General

adequately monitor its financial position

Purposes

due to poor financial management resulting

Committee

in the college not being financially

5

5

25

VPF&CS

Lead

VPF&CS

Responsibility

15

Score

3

Actions

Likelihood

There is a risk that the college is not able

POST MITIGATION EVALUATION
Further actions planned

5

3 Financial

3.1

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

sustainable.
3.2

There is a risk that pay awards and terms

Finance &

and conditions negotiated through the

General

national bargaining process are

Purposes

unaffordable resulting in the college not

Committee

being financially sustainable.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

compliance standards for SDS and FWDF

General

contracts due to poor contract

Purposes

administration resulting in a clawback of

Committee

funding and reputational damage.

3.4

There is a risk that the college fails to

Finance &

identify alternative income streams due to

General

poor horizon scanning resulting in a loss of

Purposes

income and/or investment opportunity for

Committee

the college.

3.5

There is the risk of a significant GDPR

Finance &

breach due to non-compliance with

General

regulation resulting in a significant financial

Purposes

penalty.

Lead

Finance &

12

Further actions planned

Responsibility

There is a risk of failure to deliver or meet

Score

3.3

Actions

POST MITIGATION EVALUATION
Likelihood

3

3 Financial

Controls/Mitigation

Impact

4

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

VPL&A &
VPP&I

4

4

16

VPL&A &
VPP&I

5

3

15

VPF&CS

Committee

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Finance &

communicating effectively with staff

General

resulting in a demotivated workforce and a

Purposes

failure to deliver high quality learning,

Committee

teaching and service delivery.

4.2

There is the risk of an inflexible

5

3

15

VPF&CS

Finance &

organisational structure due to national

General

bargaining restrictions resulting in an

Purposes

unaffordable staffing structure and limited

Committee

student experience.

Lead

VPF&CS

Responsibility

12

Score

3

Actions

Likelihood

There is a risk of not engaging and

POST MITIGATION EVALUATION
Further actions planned

4

4 HR & People Development

4.1

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

POST MITIGATION EVALUATION
Further actions planned

HoHR

4

3

12

HoHR/

Responsibility

12

Score

3

Likelihood

4

Actions

4 HR & People Development

4.3

There is the risk of a breakdown in

Finance &

relationship with the local JNCCs due to

General

ineffective engagement resulting in local

Purposes

disputes and/or industrial action.

Lead

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

Committee

4.4

There is a risk that staff are not upskilled to

Finance &

cope with new ways of working and digital

General

developments due to inadequate training

Purposes

and resources resulting in a demotivated

Committee

workforce and a poor student experience.

HoIS&DI

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

POST MITIGATION EVALUATION
Further actions planned

VPF&CS

5

3

15

HoE

Responsibility

20

Score

4

Likelihood

5

Actions

5 Estate

5.1

There is a risk that the estate is not

Finance &

adequately reconfigured in line with the

General

college’s ambition for growth due to

Purposes

insufficient resources resulting in the

Committee

college not meeting the needs of the

Lead

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

region.
5.2

There is the risk that the college fails to

Finance &

maintain the building due to a lack of

General

resources resulting in a build-up of back

Purposes

log maintenance.

Committee

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

complete capital projects within timescale

General

and budget due to poor planning and

Purposes

control resulting in cost overrun.

Lead

Finance &

12

Further actions planned

Responsibility

There is a risk that the college fails to

Score

5.3

Actions

POST MITIGATION EVALUATION
Likelihood

3

5 Estate

Controls/Mitigation

Impact

4

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

VPF&CS

Committee

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk
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Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Audit

due to an inadequate allocation of

Committee

investment in digital security and training,

4

3

12

VPP&I

Lead

HoIS&DI

Responsibility

20

Score

4

Actions

Likelihood

There is a risk of a Cyber Security breach

POST MITIGATION EVALUATION
Further actions planned

5

6 Digital Infrastructure

6.1

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

resulting in insecure IT infrastructure and
lack of staff specialist expertise.

6.2

There is a risk of reduced student

Audit

retention, attainment or progression due to

Committee

insufficient investment in underlying digital
learning technologies or devices resulting
in a reduced classroom experience or
ability of students to undertake learning.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Post
Holders

ELT

Executive Leadership Team

FDL&A

Faculty Directors Learning & Attainment

Score

Impact

Likelihood

CLT

College Leadership Team

HoBD

Head of Business Development

1

Routine

Remote

Board

Board of Governors

HoE

Head of Estates & Sustainability

2

Minor

Unlikely

Prin

Principal

HoF

Head of Finance, Procurement & Student Funds

3

Significant

Possible

VPF&CS

Vice Principal Finance & Corporate Services

HoHR

Head of HR and People Development

4

Major

Probable

VPL&A

Vice Principal Learning & Attainment

HoIS&DI

Head of Information Systems & Digital Infrastructure

5

Critical

Very Likely

VP P&I

Vice Principal Performance & Improvement

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Audit

achieve efficiencies due to a failure to

Committee

integrate and streamline our information

5

4

20

HoIS&DI

Lead

VPP&I

Responsibility

16

Score

4

Actions

Likelihood

There is a risk that the college fails to

POST MITIGATION EVALUATION
Further actions planned

4

6 Digital Infrastructure

6.3

Controls/Mitigation

Impact

Score

Committees

TREATMENT
Likelihood

Risks

Impact

Board

systems resulting in reliance on manual
input, increased levels of duplication and
re-work and reduced ability to make
evidenced based decisions.
6.4

There is a risk that the college has an

Audit

inadequate business continuity plan due to

Committee

a lack of an appropriate off-site IT resulting
in the college not being to effectively
operate in the event of a major incident.

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk

Appendix 2
Risk Tolerance Matrix 2019-20
Impact
Score

Impact
Description

Access – more equal
society

Responding to the
economy

Student Success

Innovation and
Enterprise

1

Insignificant

Majority of access targets
met with only one or two
exceptions.

One subject area not
delivering but credit
target/budget
delivered.

Isolated cases of poor
learner retention and
attainment

Commercial targets
achieved overall albeit
individual contract
variance in performance.

Overall stakeholders,
communities, schools and
universities engaged with
college

2

Minor

Recruitment from the most
deprived postcodes has
reduced slightly.
Number of students
getting advanced standing
to University declines

Overall schools and
appropriate
stakeholders are
engaged

One Centre
/Department not
delivering but credit
target/budget
delivered.
Schools and
Stakeholders fairly
engaged

Apprenticeship
expansion within 10% of
target

Under sector average for
attainment in one PI
success category
Downward trend in one
PI success category
Positive feedback from
Education Scotland
progress review

Key account
management in the main
successful.
Shortfall in commercial
targets but ability to
make up for this across
college.

Financial and
organisation
Sustainability
One instance
<£50k or a
number of
instances
where the
cumulative
value is <£50k

£50k-£99k

Apprenticeship
expansion within 20% of
target

Few instances of quality
targets not being met
3

Significant

BOG/220920/iShare

Recruitment across a
number of equality
measures is below target.

Up to 10% of credit
target/budget not
achieved due to
supply and demand
1

Less than sector average
in FE and HE full time
success indicators

Shortfall in commercial
targets and reduction in
college surplus forecast

£100k- £299k

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

Downward trend in FE
and HE full time success
indicators

Some schools and
stakeholder
dissatisfaction with
the College

Increasing negative
destinations and activity
targets under threat.

Apprenticeship numbers
static
Business engagement
weak

Education Scotland
progress review
unsatisfactory
4

Major

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

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

5

Catastrophic

BOG/220920/iShare

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

Major shortfall in
recruitment and
retention leading to
clawback of funds or
activity

2

Majority of Centres with
poor learner retention,
attainment and negative
destinations.

Major shortfall in
commercial surplus
resulting in more
significant interventions

Activity target shortfall
and funds clawback
indicated

Reductions in
Apprenticeship places

Education Scotland
progress review
unsatisfactory

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

£300k - £499k

Business and Employer
dissatisfaction

Commercial surplus
significantly reduced and
major impact on college
core operations

>£500k

Appendix 2
Claw back of funds and
inability to access any
related initiatives or future
projects.
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Major reputational
damage arising from
poor performance

3

Education
Scotland/Scottish
Funding Council
intervention

Withdrawal of
Apprenticeship contract
Business and employer
complaints
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Board of Governors
BOARD SECRETARY REPORT - BOARD DEVELOPMENT
This paper provides a brief update on board development issues.
Training
College Development Network (CDN) are finalising dates for this academic
year’s national board induction programme for new board members, staff board
members and student board members. Each induction will run over two x 2 hour
online sessions (over two subsequent days) and include a mixture of governance
induction learning and live stakeholder engagement. Once the dates are
announced I will contact appropriate board members. If anyone has any
questions, please get in touch.
1-2-1 Review Meetings
The majority of annual reviews took place in June. Meetings will be arranged
shortly with those board members who have not yet met with the chair.
Feedback forms will be sent out electronically during October 2020 and should
be returned to me by email rather than being signed given COVID19 guidance.
Register of Interests Update and Flowchart
Board members are reminded of their personal responsibility to ensure that
interests are registered whenever circumstances change in such a way as to
require change or an addition to the register of interests. It is also board
members duty to ensure any changes in circumstances are reported within one
month of them changing.
An updated register of interests is published on the college website at least every
6 months (more frequently when required e.g. new board members). An email
was sent out at the end of August asking board members to confirm if there are
either any changes or no change. All board members should confirm by end
September 2020
As a reminder the categories of Registerable Interests are:
1. Remuneration e.g. employment/self-employment
2. Related Undertakings e.g. unremunerated directorships
3. Contracts e.g. provision of goods or services to West Lothian College
4. Houses, Lands & Buildings
5. Interest in Shares or Securities
6. Gifts & Hospitality (<£50 or reasonable hospitality excluded)
7. Non-Financial Interests e.g. membership of clubs, societies, trade unions
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If anyone has any questions regarding registering or declaring any interest,
please contact me to discuss.
Student Association
Following student elections held earlier in the year Jinty Dobson was appointed
as Student President and Kirsti Clark as Student Vice President for academic
year 2020-21.
Board Recruitment
Scottish Ministers approved the re-appointment of Richard Lockhart and Simon
Ashpool for a four year period. Claire Probert resigned from the board in June
and Scottish Ministers approved Emma Marriott’s temporary appointment to the
board until 31 December 2020 after which time we will proceed with an open
recruitment exercise to fill the vacancy.
A panel of the Nominations Committee met in August to recruit for a co-opted
member of the audit committee. Seonaid Crosby was the successful applicant
and her appointment was approved by the board in September 2020.
November/December 2020 meeting dates
2020

Main Agenda
Item(s)

18 November

Learning &
Teaching
Committee

10:30am

25 November

Finance &
General
Purposes
Committee

10:00am

Financial
Statements

26 November

Audit
Committee

10:00am

Financial
Statements

8 December

Board
Meeting

4.30pm

Visit /
Presentation
QMS4VET

Please note all dates can be subject to change but committee members will
always be informed in advance of any changes. If you would like to attend a
committee as an observer, please let me know in advance so that I can keep you
informed of any changes.
The 2021 Board Calendar is attached at Appendix 1 for information.
BOG/220920/iShare
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Action
The Board is asked to note the update on board development work.

Jennifer McLaren
Secretary to the Board of Governors
22 September 2020
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Appendix 1

Board of Governors Meeting Schedule 2021
Learning &
Teaching

Finance &
General
Purposes

Audit

Remuneration
Committee/
Board
meeting

11 March

23 March

January
February
March

23 February
02 March

April
May
June

08 June

15 June

24 June

29 June

07 September

14 September

23 September

29 September

16 November

23 November
02 December

14 December

July
August
September
October
November
December
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FINANCE AND GENERAL PURPOSES COMMITTEE
Minute of Meeting of the Finance and General Purposes Committee held on Thursday
10 September at 10am via zoom
Present:

Moira Niven (Chair)
Jackie Galbraith (Principal and Chief Executive)
Frank Gribben
Lynne Hollis
Alex Linkston
Julia Simpson
Sue Stahly
Jinty Dobson (SA President)
Kirsti Clark (SA Vice President)

In attendance

Jennifer McLaren (Vice Principal, Finance and Corporate
Services)
Simon Earp, (Vice Principal, Performance and Improvement)
Sarah-Jane Linton (Vice Principal, Learning and Attainment)
Derek O’Sullivan (HR and People Development Manager)
Sandra Callan (note taker)

1

Welcome/Apologies
The Chair welcomed all to the meeting. A special welcome was extended to
Kirsty Clark, Jinty Dobson, and Sarah-Jane Linton who were attending their
first Finance and General Purposes Committee meeting.

2

Declarations of interest
There were no declarations of interest.

3

Minutes of Meeting of 11 June 2020 and 22 July 2020
The Minutes of the meeting of 11 June 2020 and 22 July 2020 were
approved as a correct record of the meetings.

4

Matters Arising from Minutes of Meeting of 11 June 2020 and 22 July
2020
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The Committee noted all actions as duly completed.
The Principal gave an update on Action 1. The Principal had received a
letter from Karen Watt, Chief Executive, Scottish Funding Council (SFC)
confirming a suspension of college loan repayments to SFC for a period of
five years.
The Committee commended the Principal on this achievement and requested
that a letter be sent to Karen Watt, on behalf of the Committee,
acknowledging their appreciation.
Action 1: Principal
5

Financial Progress
(i) June 2020 Management Accounts
Vice Principal, Finance and Corporate Services presented paper 3
noting that the forecast to year end showed a small surplus.
It was noted that the first furlough payment from HMRC had been
received by the college. All college staff were back from furlough.
The Committee discussed the accounts. Vice Principal, Finance and
Corporate Services confirmed that the college’s insurance company
would cover any losses from the Erasmus programmes due to Covid 19
and also provided the Committee with an explanation on the payroll
error referred to in the paper.
The Committee noted the paper and the relatively positive outcome
given the current challenges.
(ii) Business Development Report
Vice Principal, Performance and Improvement, presented paper 4 and
gave explanations where necessary.
It was commented that as most of the commercial income in the college
came from Skills Development Scotland (SDS), the college had not
been as adversely impacted by Covid 19.
It was suggested that the Business Development Manager be invited to
a Finance and General Purposes meeting to discuss the commercial
strategy.
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The Committee requested that their thanks and best wishes be passed
on to Tom Birrell, CHS Manager, who was retiring from the college in
October 2020.
Action 2: Vice Principal, Performance and Improvement
(iii) Pre Audit Credit Report
Vice Principal, Performance and Improvement presented paper 5
commenting that although the figures were subject to final audit, the
college was expected to have exceeded its credit target for 2019-20.
It was noted that the college had over delivered on credits for a number
of years. However, the college’s strategy was for growth in credits to
meet unmet demand and this was being pursued with SFC.
The Committee expressed an interest in being part of the curriculum
planning process and noted the paper.
(iv) Infrastructure Update
Vice Principal, Finance and Corporate Services presented paper 6 and
informed the Committee that the building and planning warrants for the
refurbishment of the skills workshop had been approved and the college
was now working on the tender.
(v) Infrastructure Presentation
A short presentation was delivered by the Principal which outlined
plans for the college’s five year estates plan. It was agreed that the
Head of Estates and Sustainability would present the estates plan to the
Committee in March 2021.
The college would also explore the opportunity to offer weekend flu
clinics.
Action 3: Vice Principal, Finance and Corporate Services
(vi) Financial Regulations
Vice Principal, Finance and Corporate Services presented paper 7.
BOG/220920/iShare
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The Committee agreed that section 9 (Whistleblowing) and the
Whistleblowing Policy required amendment as the Vice Principal was
now carrying out the role of board secretary. The Committee
recommended that the principal contacts be the Chair of the Audit
Committee and the senior independent board member.
The Committee recommended approval of the Financial Regulations to
the Audit Committee subject to the change to section 9.
Action 4: Vice Principal Finance and Corporate Services
6

College Key Performance Indicators (KPIs)
Vice Principal, Finance and Corporate Services presented paper 8, which
the Committee noted.

7

Organisational Well-being
(i) People Development Report
The HR and People Development Manager presented the report
covering the quarter to 1 April 2020 – 30 June 2020 and gave
explanations where necessary.
An update on the EIS dispute on the pilot instructor role was noted and
the Committee discussed the management of annual leave during
lockdown and furlough period.
The Committee acknowledged the additional information contained in
the report and noted the paper.
(ii) Employers Association Update
The Chair of the Board gave a verbal update on the pay award
negotiations and the instructor role dispute.
The Committee noted the update.

8

Complaints Report
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Vice Principal, Performance and Improvement presented paper 10 covering
the period from 1 June 2020 to 31 August 2020.
Noted that one complaint had been raised compared to nine during the
same period last year.
The Committee noted the report.
9

Any Other Business
No other matters of business were raised.
Vice Principal, Performance and Improvement, Vice Principal, Learning and
Attainment and the HR and People Development Manager left the meeting
at this point.

10

Self-Evaluation of Committee
Vice Principal, Finance and Corporate Services presented paper 11 and it
was agreed that the following would be included in the August 2020-July
2021 committee development plan:Opportunity to attend an external board meeting (FVC)
Opportunity to attend and observe at the Learning and Teaching Committee
and the Audit Committee
Continue to visit different areas of the college (when Covid 19 restrictions
were eased)
Opportunity to meet with the Student Association
Early sight of the Commercial Strategy to look at opportunities and risks
Information on the pension schemes governance arrangements
Further information re charity trustee responsibilities
A training session with internal audit on interpreting year end accounts
Action 5: Vice Principal, Finance and Corporate Services

11

Date of Next Meeting
The next scheduled meeting of the Committee was Thursday 19 November
at 10am.
Note: There were no matters discussed during the meeting, during which
Members declared any conflict of interest, or the Secretary to the Board was
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aware from the Register of Interests that discussion could give rise to such a
conflict.

Signed

………………………………………………….
Chair, Finance and General Purposes Committee

Date

…………………………………………………
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Author: Paula White, Facilities Manager
Date:

July 2020

Health and Safety Quarterly Report April - July 2020

Introduction
With the college effectively closed due to the pandemic lockdown the approach
to health and safety this quarter has been very different to the normal
processes and issues we would usually report on. While homeworking and
virtual learning has been the way most staff have continued to deliver their
remit, the estates technicians have remained on site to ensure the college
campus remains safe and that plant and machinery are subjected to statutory
checks in order to ensure the buildings offer an environment which is conducive
to good health and is safe for the college reopening in August.
With the focus on COVID19 and the college being in lockdown there were no:
•
•
•
•
•

Accidents, Incidents, Near Misses and Investigations
Scheduled events
Consultations and Internal Audits or Walk round inspections.
Internal Audits and walk around Audits
Policy and Procedure updates

Post lockdown return
In line with Government guidance, the college has been working on a post
lockdown risk assessment. At end of June 2020 this is very much a working
document, which is developing as guidance changes, as new technologies are
introduced and as the team implement agreed controls. Once it is felt that the
risk assessment is comprehensive, this will be discussed with the College
Leadership Team, and consultation will take place with the JNCC before it
becomes available to all staff.
The completion of the risk assessment and the implementation of all controls
has been a challenge in terms of getting actual products on campus due to
demand across the UK. To comply with the guidance the following controls will
be in place by mid August:
•
•

•
•

•

Social distancing posters to be displayed in public areas.
Directional signage – operating a one way system is not possible in
many areas
due to corridor and stair widths, therefore a keep left/give way approach
will be adopted in most areas. Floor and wall signage will promote all to
comply.
Room occupancy signage will indicate how many people should be in
any one room at a time.
Setting up teaching spaces, toilets, kitchens etc to promote social
distancing. Many curriculum areas will not be changed until curriculum
staff are back on campus and have completed a risk assessment for
their areas.
Automatic hand sanitisers – presentation stands will be placed at the
entrance to each building and 50 wall-mounted dispensers will be
installed across campus.
2

•

•
•
•

•
•
•
•

•

Hand sanitiser and hand wash posters will be placed in toilet areas,
sinks and at dispensers to advise on the correct process to ensure
hands are hygienically cleaned. Classrooms will display the location of
the nearest hand sanitiser.
Screens will be installed in all reception areas across the college. They
will also be installed in staff workrooms to avoid cross contamination.
All areas across college will have cleaning stations to allow a clean as
you go approach.
Electro static cleaning – a deep disinfection system will be introduced as
an added precaution. Regular cleans will continue, and additional
cleaning of frequently touched surfaces will be introduced across
campus.
PPE will be available for staff whose risk assessment has identified that
this is a requirement – visors, facemasks, gloves, aprons and sleeves
have been ordered.
Outdoor areas – new canopies and hand sanitiser dispensers have been
ordered to offer social distancing outside areas for those who wish to
make use of these.
The college is to become a no smoking campus, predominately to
prevent crowds from gathering, signage will promote this across
campus.
Given the current guidance, it has been agreed that the canteen and
library will not re-open straight away. These areas will be temporarily
used for other functions; controls are being considered at this time to
protect the staff and students who will work in these areas.
Test and Protect – track and trace procedure has been operating
throughout this period. A standard template will be issued to all areas to
record who is in their areas, this will be put into force when staff and
students return in August.

Once all these controls are in place we will display the COVID secure
certification at the entrance to every building. Staff guidance and an
introduction video is to be produced to explain the new systems and
processes. We will consistently promote the ‘we are all in this together’
message and that everyone has to play their part to minimising the risk of
infection in the college. Similar guidance will be produced for students

3

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
Minutes from meeting have been posted
on iShare
Action points against H&S Officer
currently outstanding
Next meeting scheduled for
Employer’s Liability Insurance
Zurich Employers Liability Insurance
Interventions
HSE Inspections in the last 12 months
Improvement Notices issued in last 12
months
Prohibition Notices issued in last 12
months
Improvements issued by Fire Service in
last 12 months
Risk assessments
Number of risk assessments due for
review

Number of new Risk assessments.

Number of generic risk assessments due
for review
Fire Risk Assessment
Fire Risk Assessment in place
Review Date
Health and Safety Policy
Policy Statement approved by
Next Review date
Responsibilities currently unassigned
4

27th May 2020
Yes
0
27 August 2020
Expires on August 2021
0
0
0
0
All faculties and departments
have started working on risk
assessments to ensure a safe
return for staff and students,
these will be reviewed by the
Health and Safety Officer prior
to teaching commencing.
No updates during this period,
a number of risk assessments
will be update early in the next
quarter to reflect post COVID
changes.
All due for review by H&S
officer
Yes – Update to reflect
changes POST LOCKDOWN
October 2020
Jackie Galbraith
May 2020 – currently being
updated
0

Health and safety Procedures
Accident / Incident reporting
Lone Working
Inspection and Auditing
Emergency Evacuation
Work Placement
Excursions
COSHH
First Aid
Lock out / Tag out
Noise at Work
Business Continuity Policy Framework
Fire Safety Actions
Outstanding actions related to fire
inspection
Overdue actions related to fire inspection
Last emergency evacuation drill (daytime)
Last emergency evacuation drill (evening)
Next emergency evacuation drill (daytime)
Next emergency evacuation drill (evening)

June 2021
May 2021
July 2021
July 2021
August 2022
June 2021
April 2021
June 2021
June 2021
June 2021
July 2022
0
0
September 2019
October 2019
October 2020
October 2020

Display Screen Equipment (DSE) Homeworking
When staff first started working from home because of the lockdown the college
circulated guidance to help staff adapt to their environment to offer a safe and
healthy workspace. Many staff arranged to collect their college chairs and
items, such as keyboards and monitors to help them adapt to working from
home. As time moved on it was clear that this way of working would in fact be
long term. After consultation with the College Leadership Team, the current
Workrite DSE package will be enhanced to introduce a number of new on line
training courses, including one that covers DSE for homeworking.
This enhanced package will be available from 1 August 2020, staff will be
asked to complete either a DSE assessment for their workstation in college or
for when they are at home. The choice will be determined by where they
consider their main workstation to be. It is recognised that while many staff
have made adaptations, we still need to offer additional support to ensure the
long-term health and safety of staff is considered. Once the assessment is
complete, the results of this will be discussed with the line manager. The line
manager will offer advice on how to resolve any concerns highlighted during the
assessment. If it is felt that we need to offer additional support, the Health and
Safety Officer will arrange a virtual meeting with the staff member to complete
an assessment of the workstation and then determine what is required to
alleviate any concerns. The college has identified a budget to support this
approach.
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Staff Experience Group.
Staff were supported by the introduction of free online exercise classes
delivered by the Physiotherapy provider. Health promotion continued to be
undertaken in relation to home working, supporting immune system and NHS
Scotland COVID19 public health messages focussed on the phased exit from
lockdown. Free access to Physiotherapy was expanded by allowing staff to
self-refer.
Learning and Development Activities
We have continued to actively encourage staff to engage with training through
the Online Staff Learning Academy and other online training platforms where
appropriate. A greater emphasis has been placed on mental health and in
resilience in line with Government guidance at this time.
A priority, for when restrictions are eased, will be ensuring our First Aiders are
re-certified to meet our onsite first aid requirements.
The college Health and Safety Officer has now gained IOSH training
certification to enable in-house delivery of future health and safety courses for
staff. This will be highly beneficial given budget constraints in the coming
academic year.
Changes to Legislation/Guidance/Building Changes
There have been no changes to legislation during this period. Work is
underway on new accessible toilets on the first floor of both pavilion buildings.
Work is also almost complete in the new Cyber Centre in Pavilion A. Planning
permission and a warrant have been submitted to West Lothian Council for
approval; this is for the creation of a new mezzanine floor in the Skills
workshop.
Summary
Keeping up to date with Scottish Government Guidance has been a priority this
quarter.
The curriculum teams have also been engaging in adapting their environments
particular in practical areas to respond to industry changes.
The estates team have continually been engaging with health professionals,
with other colleges, suppliers and indeed with cross college colleagues in order
to get controls in place to offer a safe and welcoming environment to all
stakeholders and this will continue into the new academic year.
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Board of Governors
FINANCIAL REGULATIONS
The college’s Financial Regulations are based on the Chartered Institute of
Public Finance and Accountancy (CIPFA) model set of regulations which aim
to reflect best practice and provide a practical source of guidance. The
regulations were last reviewed and approved by the Board of Governors in
2018. The regulations have been reviewed in 2020 and revised to reflect:
• changes to the management structure and job titles following the recent
management restructure;
• an increase in the values for procurement of supplies, services and works
through OJEU (Official Journal of the European Community) (section 20.7)
• change of procedure in relation to appointment of staff (Section 21.2)
The proposed changes have been made using track change for ease of
reference.
The updated Financial Regulations are attached to this paper. The
appendices referred to in the regulations have not been provided but are
available on the college website.
Action
The Board is asked to approve the updated Financial Regulations

Jennifer McLaren
Vice Principal, Finance & Corporate Service
22 September 2020
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Foreword
To conduct its business effectively a College needs to ensure that it has sound
financial management systems in place and that they are strictly adhered to.
Part of this process is the establishment of Financial Regulations which set out
the financial policies of the College.
Financial regulations make good business sense and for further & higher
education Colleges they have additional significance in that their grant funding
depends upon it. The Financial Memorandum between the Scottish Funding
Council (SFC) and the Colleges they fund makes it a condition of grant that the
College ensures that it has a sound system of internal financial management and
control and adequate procedures to prevent fraud or bribery. Similarly, internal
and external audit services are required to give an assurance that Colleges have
fully documented financial procedures in place and SFC may withhold grant
where this cannot be shown to be the case.
In order to support colleges following reclassification the SFC issued an
addendum to the Financial Memorandum for incorporated colleges which
includes a number of derogations and actions to meet the requirements of the
Scottish Public Finance Manual (SPFM). West Lothian College is required to
comply fully with the SPFM subject to the derogations listed in the
aforementioned addendum.
The regulations set out in this document are based on CIPFA’s model set of
regulations which aim to reflect best practice and provide a practical source of
guidance.
In addition to the Financial Regulations, financial procedures are in place, which
sets out in detail exactly how the regulations are to be implemented.
Jennifer McLaren
Vice Principal, Finance & Corporate Services
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Terminology
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The Board of Governors
The Board of Governors is the body ultimately responsible for the affairs of the
College.
Principal and Chief Executive
The Principal and Chief Executive Officer (referred to hereafter as the Principal)
is the person directly accountable to the Governing Body for the proper conduct
of the College’s affairs and directly accountable to the SFC’s Accountable Officer
for the College’s proper use of funds deriving from Scottish Ministers and its
compliance with the requirements of the Financial Memorandum with SFC.
Executive Leadership Team (ELT)
This team comprises the Principal and three Vice Principals. The Vice Principals
act on behalf of the Principal in her absence.
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Directors and Heads

Heads of Service¶
¶

A Director is in charge of a faculty of the College and a Head is in charge of a
support department of the College. Directors and Heads haveresponsibility for
the budget of their area. .

A Head of Service is responsible for the budget of his/her area.¶
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College Leadership Team
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This team comprises the Principal, Vice Principals, Directors and Heads and sets
the annual budget for approval by the Board of Governors.
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Budget Holder

Deleted: A Head of Centre is the head of an academic
department of the College…

A budget holder is the member of staff who has been assigned his/her own
budget and is accountable to his/her Vice Principal/Director/Head for it.
Vice Principal, Finance and Corporate Services

Formatted: Font: Not Bold
Deleted: Manager
Deleted:
Deleted: Curriculum

Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
2

The Vice Principal, Finance and Corporate Services is the chief financial officer
of the College.
Secretary to the Board
Secretary to the Board of Governors.
College
The College refers explicity to West Lothian College.
Scottish Funding Council (SFC)
Provides public funding to Colleges and universities for teaching and research,
buildings and equipment, and for specific initiatives and strategic developments.
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Financial Regulations
A

General Provisions

1

Background
1.1 West Lothian College is a further and higher education College
incorporated under the provisions of the Further and Higher Education
(Scotland) Act 1992 as amended by the Further & Higher Education
(Scotland) Act 2005 and subsequently the Post-16 Education (Scotland)
Act 2013. West Lothian College is accountable through its Board of
Governors, which has ultimate responsibility for the effectiveness of its
management and administration. In undertaking its functions, the Board
of Governors must keep under review and have in place satisfactory
provision in relation to the list of matters set out in section 7 (2) of the
2005 Act, as amended by the Post-16 Education (Scotland) Act 2013.
1.2 West Lothian College is an exempt charity by virtue of the Law Reform
Miscellaneous Provisions) (Scotland) Act 1990.
1.3 The Financial Memorandum between SFC and West Lothian College
sets out the terms and conditions on which grant is made (Appendix C).
The Board of Governors is responsible for ensuring that conditions of
grant are met. As part of this process, West Lothian College must
adhere to SFC’s audit requirements, which requires it to have sound
systems of financial and management control and adequate procedures
to prevent fraud or bribery. The financial regulations of West Lothian
College form part of this overall system of accountability.

2

Status of Financial Regulations
2.1 This document sets out West Lothian College’s financial regulations. It
translates into practical guidance West Lothian College’s broad policies
relating to financial control. This document was approved by the Board
of Governors through its Finance and General Purposes Committee on
22 September 2020. It applies to the College and all its subsidiary
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undertakings.
2.2 These financial regulations are subordinate to the Code of Good
Governance for Scotland’s Colleges and to any restrictions contained
within West Lothian College’s Financial Memorandum with SFC.
2.3 The purpose of these financial regulations is to provide control over the
totality of West Lothian College’s resources and provide management
with assurances that the resources are being properly applied for the
achievement of West Lothian College’s Outcome Agreement and
business objectives. These financial regulations also seek to ensure that
the College is:
•
•
•
•

Deleted: Regional Plan and

financially viable and sustainable
achieving value for money
economical, efficient and effective
fulfilling its responsibility for the provision of effective financial controls
over the use of public funds

• ensuring that West Lothian College complies with all relevant
legislation
• safeguarding the assets of West Lothian College.
2.4 Compliance with the financial regulations is compulsory for all staff
connected with West Lothian College. Any breach or non-compliance
with these regulations must, on discovery, be reported to the Vice
Principal, Finance and Corporate Services who may discuss the matter
with the Principal, Board of Governors and/or senior staff, as may be
appropriate in order to determine the appropriate action to be taken.
Ultimately a member of staff who fails to comply with the financial
regulations may be subject to disciplinary action under West Lothian
College’s disciplinary policy. The Board of Governors will be notified of
any such breach through the Audit Committee. It is the responsibility of
Directors and Heads to ensure that their staff are made aware of the
existence and content of West Lothian College’s financial regulations.
2.5 The Finance and General Purposes Committee is responsible for
Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
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maintaining a continuous review of the financial regulations, through the
Vice Principal, Finance and Corporate Services, and for advising the
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Board of Governors of any additions or changes necessary.
2.6 In exceptional circumstances, and where doing so does not result in a
failure to comply with the terms of the SFC Financial Memorandum, the
Principal may authorise a departure from the detailed provisions herein,
such departure to be immediately reported to the chair of the Board of
Governors and thereafter to the Finance and General Purposes
Committee at the earliest opportunity. Where a departure from the
provisions herein would result in a failure to comply with the terms of the
SFC Memorandum the SFC Accountable Officer must also be notified.
2.7 West Lothian College’s detailed financial procedures set out precisely
how these regulations will be implemented.
B

Corporate Governance

3

The Board of Governors
3.1 The Board of Governors is responsible for the management and
administration of West Lothian College. Its financial responsibilities are
to:
• ensure the solvency of West Lothian College and the safeguarding of
West Lothian College’s assets;
• appoint, grade, suspend, dismiss and determine the pay and
conditions of service of the Principal and Vice Principals.;
• ensure that the financial, planning and other management controls,
including controls against fraud, theft and bribery, applied by West
Lothian College are appropriate and sufficient to safeguard public
funds;
• approve the appointment of an internal audit service;
• secure value for money and the efficient, economical and effective
management of all West Lothian College’s resources and expenditure,
capital assets and equipment, and staff, so that the investment of
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Board;

public funds in West Lothian College is not put at risk;
• ensure that appropriate financial considerations are taken into account
at all stages in reaching decisions and in their execution;
• ensure public funds are used in accordance with relevant legislation;
• plan and manage its activities to remain sustainable and financially
viable so that, year on year, it generates sufficient income to cover its
costs and allow for maintenance of and investment in its infrastructure
(physical, human and intellectual) at a level which enables it to
maintain adaptive capacity necessary to meet future demands;
• approve a five year financial forecast for submission to SFC in a
format required by SFC;
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• approve an annual budget before the start of each financial year;
• ensure that West Lothian College complies with SFC’s audit
requirements;
• approve West Lothian College’s Outcome Agreement;
• approve the annual financial statements.
4
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Chief Executive Officer
4.1 The Principal is West Lothian College’s Chief Executive Officer and is

responsible for ensuring the financial administration of West Lothian
College’s affairs in accordance with the financial memorandum with SFC.
As the Chief Executive Officer, the Principal may be required to justify
any of West Lothian College’s financial matters to the Scottish
Parliament Audit Committee.
The Principal shall demonstrate his or her oversight of financial matters
by signing the balance sheet and governance statement (as cosignatory with the Chair of the Board), the Performance Report,
Remuneration and Staff Report and Board of Governors Report within
the annual financial statements (, and the declaration form prefacing the
five year financial forecasts submitted to SFC.
5

Committee Structure
5.1 The Board of Governors has ultimate responsibility for West Lothian
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College’s finances, but delegates’ specific powers and processes to the
Committees detailed below. These Committees are accountable to the
Board of Governors. A diagram depicting the Committee structure is
included at Appendix D.
5.2 Audit Committee
Colleges are required by their financial memorandum with SFC to
appoint an Audit Committee. The Committee is independent, advisory
and reports to the Board of Governors. It has the right of access to
obtain all the information it considers necessary and to consult directly
with the internal and external auditors. The Committee is responsible for
identifying and approving appropriate performance measures for internal
and external audit and for monitoring their performance. It must also
satisfy itself that satisfactory arrangements are in place to promote
economy, efficiency and effectiveness. The Audit Committee’s terms of
reference are shown at Appendix E. The audit requirements of West
Lothian College are set out in the Financial Memorandum with SFC.
5.3 Finance and General Purposes Committee
Monitoring of West Lothian College’s financial position and financial
control systems is undertaken by the Finance and General Purposes
Committee. The Committee will examine annual estimates and accounts
(including the accounting policies upon which they are based) and
recommend their approval to the Board of Governors. It will ensure that
short-term budgets are in line with agreed longer-term plans and that
they are followed. It will consider any other matters relevant to the
financial duties of the Board of Governors and make recommendations
accordingly. The Committee will also ensure that the Board of
Governors has adequate information to enable it to discharge its financial
responsibilities. The Finance and General Purposes Committee’s terms
of reference are shown at Appendix F.
5.4 Remuneration Committee
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Responsible for the determination of pay and conditions for the Principal
and Vice Principals. The Committee has the power to make decisions on
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their remuneration, including pay and other benefits, as well as
contractual arrangements. The Remuneration Committee’s terms of
reference are shown at Appendix G.
5.5 Nominations Committee
Considers candidates to fill vacancies on the Board. The Nominations
Committee’s terms of reference are shown at Appendix H.
5.6 Learning and Teaching Committee
The Committee promotes continuous improvement in the quality of
learning and teaching and in levels of achievement by students. The
Learning & Teaching Committee’s terms of reference are shown at
Appendix I.
5.7 Joint Negotiating & Consultative Committees
These committees were established to improve the effectiveness of the
College in serving the community and, in particular the ability to respond
to the challenge facing Further & Higher Education in Scotland, through
establishing an improved working environment and positive employee
relations.
6

Financial Responsibility
6.1 The Vice Principal, Finance and Corporate Services
Day-to-day financial administration is controlled by the Vice Principal,
Finance and Corporate Services who is responsible to the Principal for:
• preparing annual capital and revenue budgets and financial plans;
• preparing accounts, management information, monitoring and control
of expenditure against budgets and all financial operations;
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• preparing West Lothian College’s annual accounts and other financial
statements and accounts which West Lothian College is required to
submit to other authorities;
• ensuring that West Lothian College maintains satisfactory financial
systems;
• providing professional advice on all matters relating to financial
policies and procedures;
• day-to-day liaison with internal and external auditors in order to
achieve efficient processes.
6.2 Vice Principals
Vice Principals are responsible to the Principal for financial management
in their own areas. They are advised by the Vice Principal, Finance and
Corporate Services in the execution of their financial duties. The Vice
Principal, Finance and Corporate Services will also supervise and
approve the financial systems operating within their departments
including the form in which accounts and financial records are kept.
Vice Principals are responsible for establishing and maintaining clear
lines of responsibility within their areas for all financial matters. Where
resources are devolved to budget holders they are accountable to their
Vice Principal for their own budget.
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Heads of Service are responsible to the Vice Principal Finance
& Curriculum Services for financial management in their own
areas. They are advised by the Vice Principal, Finance and

6.3

Curriculum Services in the execution of their financial duties.

6.4 Directors and Heads
Directors and Heads are herein referred to as ‘Managers’. Managers are
responsible to the Vice Principal, Finance and Corporate Services for
financial management for the areas or activities they control. They are
advised by the Vice Principal, Finance and Corporate Services in
executing their financial duties. The Vice Principal, Finance and
Corporate Services will also supervise and approve any financial
systems operating in their areas. Managers are responsible for
establishing and maintaining clear lines of responsibility within their area
Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
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The Vice Principal, Finance and Curriculum Services will also
supervise and approve the financial systems operating within
their departments including the form in which accounts and
financial records are kept.¶
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for all financial matters.
Managers shall provide the Vice Principal, Finance and Corporate
Services with such information as may be required to enable:
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• compilation of West Lothian College’s financial statements
• implementation of financial planning
• implementation of audit and financial reviews, projects and value for
money studies.
6.5 All members of staff
All members of staff should be aware of and have a general
responsibility for the security of West Lothian College’s property, for
avoiding loss and for due economy in the use of resources.
They should ensure that they are aware of West Lothian College’s
financial authority limits (section 20.3 and Appendix J) and the values of
purchases for which quotations and tenders are required (section 20.7
and Appendix J). All Hire Purchase, Lease and other financial ongoing
agreements which extend beyond the current financial year must be
approved and signed by the Principal.
They shall make available any relevant records or information to the Vice
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Principal, Finance and Corporate Services or his or her authorised
representative in connection with the implementation of West Lothian
College’s financial policies, these financial regulations and the system of
financial control.
They shall provide the Vice Principal, Finance and Corporate Services
with such financial and other information as he or she may deem
necessary, from time to time, to carry out the requirements of the Board
of Governors.
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They shall immediately notify the Vice Principal, Finance and Corporate
Services whenever any matter arises which involves, or is thought to
involve, irregularities concerning, inter alia, cash or property of West
Lothian College. The Vice Principal, Finance and Corporate Services
shall take such steps as he or she considers necessary by way of
investigation and report.
7

Delegated Financial Limits and Annual Reporting Requirements
7.1 Delegated Financial Limits
West Lothian College must establish appropriate documented internal
delegated authority arrangements consistent with the Delegated
Authority section of the SPFM and the FM.
West Lothian College’s specific delegated financial limits are:

Delegated financial limits
External business and management consultancies
Special severance payments
Operating leases-non property
Procurement non-competitive action

Amount including
VAT
£100,000
£1,000
£250,000
£25,000

West Lothian College must obtain prior written approval from the SFC
before entering into any undertaking to incur any expenditure above
these delegations.
7.2 Prior Approval
Prior SFC approval must always be obtained before incurring
expenditure for any purpose that is, or might be considered, novel,
contentious or repercussive or which has or could have significant future
cost implications.
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What might be regarded as novel or contentious inevitably involves a
degree of judgment. Novel would include proposed expenditure or
financial arrangements of a sort not undertaken previously or which is not
standard practice. Contentious would include proposed expenditure or
financial arrangements where there was any doubt as to its regularity –
for example, its compliance with relevant legislation or guidance – or its
propriety – for example, compliance with the standards expected of
publicly funded bodies or their officials. Proposed expenditure or financial
arrangements that might be considered to be sensitive politically would
also be regarded as contentious.
7.3 Fraud
Any frauds that are detected must be reported to SFC as and when they
occur.
8

Risk Management
8.1 West Lothian College acknowledges the risks inherent in its business,
and is committed to managing those risks that pose a significant threat to
the achievement of its business objectives and sustainability.
8.2 The Board of Governors has overall responsibility for ensuring there is a
risk management strategy and a common approach to the management
of risk throughout West Lothian College through the development,
implementation and embedment within the organisation of a formal,
structured risk management process.
8.3 In line with this policy, the Board of Governors requires that the risk
management strategy and supporting procedures include:
• the adoption of common terminology in relation to the definition of risk
and risk management;
• the establishment of College-wide criteria for the measurement of risk,
linking the threats to their potential impact and the likelihood of their
occurrence;
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• a decision on the level of risk to be covered by insurance (Section
24.1);
• detailed regular review at faculty or support level to identify significant
risks associated with the achievement of key objectives and other
relevant areas;
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• development of risk management and contingency plans for all
significant risks, to include a designated ‘risk owner’ who will be
responsible and accountable for managing the risk in question;
• regular reporting to the Board of Governors of all significant risks;
• an annual review of the implementation of risk management
arrangements.
The strategy and procedures must be capable of independent
verification. Detailed guidance on the level of risk considered to be
acceptable/unacceptable by the College is set out in a separate Risk
Management Policy (Appendix K).
8.4 Managers must ensure that any agreements negotiated within their areas
with external bodies cover any legal liabilities to which West Lothian
College may be exposed. The Vice Principal, Finance and Corporate
Services advice should be sought to ensure that this is the case.
9

Whistleblowing
9.1 Whistleblowing in the context of the Public Interest Disclosure Act is the
disclosure by an employee (or other party) about malpractice in the
workplace. A whistleblower can blow the whistle about crime, civil
offences (including negligence, breach of contract, etc), miscarriage of
justice, danger to health and safety or the environment and the cover-up
of any of these. It does not matter whether or not the information is
confidential and the whistleblowing can extend to malpractice occurring
in the UK and any other country or territory.
9.2 Normally, any concern about a workplace matter at West Lothian College
should be raised with the relevant member of staff’s immediate line
manager. However, West Lothian College recognises that the
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seriousness or sensitivity of some issues, together with the identity of the
person the member of staff thinks may be involved, may make this
difficult or impossible.
A member of staff may, therefore, make the disclosure to the Chair of the
Audit Committee, who is the designated person to whom staff should
make a disclosure. If the member of staff does not wish to raise the
matter with this person, or with the Principal or the chair of the Board of
Governors, it may be raised with the Senior Independent Board member.
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9.3 The full procedure for whistleblowing is set out in West Lothian College’s
whistleblowing policy and procedure (Appendix L).
10 Code of Conduct
10.1 West Lothian College is committed to the highest standards of
openness, integrity and accountability. It seeks to conduct its affairs in
a responsible manner, having regard to the nine key principles
underpinning public life in Scotland which incorporate the seven Nolan
principles, which members of staff at all levels are expected to observe.
These principles are set out at Appendix M.
10.2 Additionally members of the Board of Governors, the Executive
Leadership Team and all members of staff involved in procurement are
required to disclose interests in West Lothian College’s register of
interests maintained by the Secretary to the Board. They are required
to ensure that entries in the register relating to them are kept up to date
at all times.
10.3 In particular, no person shall be a signatory to a College contract where
he or she also has an interest in the activities of the other party.
10.4 Receiving gifts or hospitality
It is an offence under the Prevention of Corruption Act 1906 for
members of staff to accept corruptly any gift or consideration as an
Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
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inducement or reward for doing, or refraining from doing, anything in an
official capacity or showing favour or disfavour to any person in an
official capacity. The Gifts and Hospitality Policy is described at
Appendix N. The guiding principles to be followed by all members of
staff must be:
• the conduct of individuals should not create suspicion of any conflict
between their official duty and their private interest
• the action of individuals acting in an official capacity should not give
the impression (to any member of the public, to any organisation with
whom they deal or to their colleagues) that they have been (or may
have been) influenced by a benefit to show favour or disfavour to any
person or organisation
• if an individual is in doubt about the propriety of accepting a gift or an
item of hospitality advice must be sought.
Thus, members of staff should not accept any gifts, rewards or
hospitality (or have them given to members of their families) from any
organisation or individual with whom they have contact in the course of
their work that would cause them to reach a position whereby they
might be, or might be deemed by others to have been, influenced in
making a business decision as a consequence of accepting such
hospitality. The frequency and scale of hospitality accepted should not
be significantly greater than West Lothian College would be likely to
provide in return.
When it is not easy to decide between what is and what is not
acceptable in terms of gifts or hospitality, the offer should be declined or
advice sought from the Vice Principal, Finance and Corporate Services.
For the protection of those involved, the Principal’s PA will maintain a
register of gifts and hospitality received where the value is in excess of
that specified in Appendix N. Members of staff in receipt of such gifts or
hospitality are obliged to notify the Principal’s PA promptly.
10.5 Anti-Bribery
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Under the Bribery Act 2010 the College ensures that adequate
procedures are in place to ensure the prevention of bribery.
Bribery
Is an inducement or reward offered, promised or provided to gain
personal, commercial, regulatory or contractual advantage.
It is unacceptable to:
• give, promise to give, or offer a payment, gift or hospitality with the
expectation or hope that a business advantage will be received, or to
reward a business advantage already given;
• give, promise to give, or offer a payment, gift or hospitality to a
government official, agent or representative to “facilitate” or expedite
a routine procedure;
• accept payment from a third party that you know or suspect is offered
with the expectation that it will obtain a business advantage for them;
• accept a gift or hospitality from a third party if you know or suspect
that it is offered or provided with an expectation that a business
advantage will be provided by us in return ;
• retaliate against or threaten a person who has refused to commit a
bribery offence or who has raised concerns under this policy;
• engage in activity in breach of this policy.
C

Financial Management and Control

11 Financial Planning
11.1 The Vice Principal, Finance and Corporate Services is responsible for
preparing annually a rolling five year financial plan for approval by the
Board of Governors on the recommendation of the Finance and
General Purposes Committee and for the onward transmission of that
plan to the SFC. Financial plans should be consistent with the Outcome
Agreement and Infrastructure Plan.
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11.2 Budget objectives
The Board of Governors will, from time to time, set budget objectives for
West Lothian College. These will help the Vice Principal, Finance and
Corporate Services in preparing his or her more detailed financial plans
for West Lothian College.
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11.3 Resource allocation
Resources are allocated annually by the Board of Governors on the
recommendation of the Finance and General Purposes Committee, and
on the basis of the above objectives. Managers are responsible for the
economic, effective and efficient use of resources allocated to them.
11.4 Budget preparation
The Vice Principal, Finance and Corporate Services is responsible for
preparing each year an annual revenue budget and capital programme
for consideration by the Finance and General Purposes Committee
before submission to the Board of Governors. The budget should also
include monthly cash flow forecasts for the year and a projected yearend balance sheet. The Vice Principal, Finance and Corporate
Services must ensure that detailed budgets are prepared in order to
support the resource allocation process and that these are
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communicated to Managers as soon as possible following their
approval by the Board of Governors.
During the year, the Vice Principal, Finance and Corporate Services is
responsible for submitting updated forecasts to the Finance and
General Purposes Committee for consideration before submission to
the Board of Governors for approval.
11.5 Capital programmes
The capital programme includes all expenditure on land, buildings,
equipment, furniture and associated costs which are to be capitalised
Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
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for inclusion in West Lothian College’s financial statements. In relation
to new build capital expenditure on land, buildings, furniture and
associated costs can only be considered as part of the capital
programme approved by the Board of Governors.
The Vice Principal, Finance and Corporate Services has responsibility
for establishing protocols for the inclusion of capital projects in the
capital programme for approval by the Board of Governors. These set
out the information that is required for each proposed capital project as
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well as the financial and qualitative criteria that they are required to
meet. They are summarised at Appendix O.
Financial Controls and procedures regarding New Build Projects are
contained in the detailed planning documents for the project. All other
proposed capital projects in excess of the limits specified in Appendix J
should be supported by the relevant documentation.
The Vice Principal, Finance and Corporate Services is responsible for
providing regular statements concerning all capital expenditure to
Finance and General Purposes Committee for monitoring purposes.
Following completion of a capital project, a post-project evaluation or
final report should be submitted to the Finance and General Purposes
Committee including actual expenditure against budget and reconciling
funding arrangements where a variance has occurred as well as other
issues affecting completion of the project. Post-project evaluations may
also need to be sent to SFC, as laid down in SFC guidelines.
11.6 Overseas activity
In planning and undertaking overseas activity, West Lothian College
must have due regard to the relevant guidelines issued by SFC.
11.7 Other major developments
Any new aspect of business, such as diversification or proposed
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establishment of a company or joint venture, which will require an
investment in buildings, resources or staff time of more than the limits
as stated in Appendix J should be presented for approval through the
Finance and General Purposes Committee to the Board of Governors.
The Vice Principal, Finance and Corporate Services has responsibility
for establishing protocols for these major developments to enable them
to be considered for approval. These will set out the information that is
required for each proposed development as well as the financial and
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qualitative criteria that they are required to meet. They are summarised
at Appendix O.
12 Financial Control
12.1 Budgetary control
The control of income, expenditure and net return within an agreed
budget is the responsibility of the designated budget holder, who must
ensure that day-to-day monitoring is undertaken effectively. Managers
are responsible to the Vice Principals for the income and expenditure
appropriate to their budget.
Significant departures from agreed budgetary targets must be reported
immediately to the Vice Principal, Finance and Corporate Services by
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the other Vice Principals concerned and, if necessary, corrective action
taken.
12.2 Financial information
The budget holders are assisted in their duties by management
information provided through the College’s financial reporting tool Q&A.
The types and frequency of management information prepared is
regularly reviewed by the Vice Principal, Finance and Corporate
Services to reflect the current management needs of the College.
The Vice Principal, Finance and Corporate Services is responsible for
Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
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supplying budgetary reports on all aspects of West Lothian College’s
finances to the Finance and General Purposes Committee on a basis
determined by the Finance and General Purposes Committee but
subject to any specific requirements of SFC. These reports are
presented to the Board of Governors, which has overall responsibility
for West Lothian College’s finances.
12.3 Changes to the approved budget
The Finance and General Purposes Committee will recommend
approval of any necessary changes to the previously set budget to the
Board of Governors after consideration of the regularly updated
financial forecasts.
12.4 Virement
Virement is only permitted between budget headings (e.g. staff,
transport, property costs, income etc) within the same overall Budget
with prior written permission by the Vice Principal, Finance and
Corporate Services.
Where a budget holder is responsible for more than one budget,
virement is only permitted with the prior written approval of the Vice
Principal, Finance and Corporate Services.
Virement between budgets held by different budget holders is permitted
with the prior written approval of the transferring budget holder and the
Vice Principal, Finance and Corporate Services.
It will be at the Vice Principal, Finance and Corporate Service’s
discretion whether to amend the budgets held in the financial systems
in the current year to reflect agreed ‘virements’.
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12.5 Treatment of year-end balances
At year end, budget holders will not have the authority to carry forward
a positive balance on their budget to the following year. A negative
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balance will be charged to the Income and Expenditure Account in the
year incurred.
13 Accounting Arrangements
13.1 Financial year
West Lothian College’s financial year will run from 1 August until 31 July
the following year.
13.2 Basis of accounting
The consolidated financial statements are prepared on the historical
cost basis of accounting as modified by the revaluation of surplus land
and certain fixed assets and in accordance with the Scottish
Government Financial Reporting Model (FReM) issued by the Scottish
Government and applicable accounting standards.
13.3 Format of the financial statements
The financial statements are prepared in accordance with the
Statement of Recommended Practice Accounting for Further and
Higher Education and Financial Reporting Standard FRS102, subject to
any specific requirements of SFC and the Scottish Government
Financial Reporting Model (FReM).
13.4 Capitalisation and depreciation
New land and buildings will be recorded in the balance sheet at actual
build or acquisition cost, except where they are received as gifts, where
they will be recorded at depreciated replacement value. Buildings will
be depreciated in equal instalments over their estimated remaining
useful life. Freehold land will not be depreciated.
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Expenditure incurred on repair, refurbishment or extension of existing
buildings will not be capitalised unless it can be demonstrated that the
resultant value of the building, on the basis of depreciated replacement
value, is greater than the current book value.
Expenditure incurred on the acquisition of assets other than land and
buildings will be recorded in the balance sheet where the acquisition is
expected to be in use within the business on a continuing basis for at
least 3 years. Capitalised assets other than land and buildings will be
depreciated in accordance with a policy approved annually by the
Finance and General Purposes Committee.
13.5 Accounting records
The Vice Principal, Finance and Corporate Services is responsible for
the retention of financial documents. These should be kept in a form
that is acceptable to the relevant authorities.
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West Lothian College is required by law to retain prime documents for
six years. These include:
• complete record of transactions for each year from the computerised
accounting system
• purchase order requisitions
• paid invoices
•
•
•
•
•

accounts raised
bank statements
copies of receipts
paid cheques
payroll records.

The Vice Principal, Finance and Corporate Services will make
appropriate arrangements for the retention of electronic records.
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Members of staff should ensure that retention arrangements comply
with any specific requirements of funding organisations such as the
European Social Fund.
13.6 Public access
The Board of Governors is required to supply any person with a copy of
West Lothian College’s most recent financial statements. Board of
Governors may levy a reasonable fee and this will be charged at the
discretion of the Vice Principal, Finance and Corporate Services..
Copies of latest financial statements are provided to statutory agencies
as required and are available on the College website.
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13.7 Taxation
The Vice Principal, Finance and Corporate Services is responsible for
advising the Executive Leadership Team in the light of guidance issued
by the appropriate bodies and relevant legislation as it applies to the
College in respect of all taxation issues. Therefore the Vice Principal,
Finance and Corporate Services will issue instructions to all areas on
compliance with statutory requirements including those concerning
VAT, corporation tax and import duty. The Human Resources
Department will issue instructions to all departments on compliance with
statutory requirements including those concerning PAYE and national
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insurance.
West Lothian Council, on behalf of the College, is responsible for
maintaining the College’s tax records, calculating tax due, receiving tax
credits and submitting tax returns by their due date as appropriate. The
College is responsible for making tax payments to HMRC.
13.8 Tax Planning and Tax Avoidance
All individuals who would qualify as employees for tax purposes must
be paid through the payroll system with tax deducted at source. The
SFC must be consulted before any payment arrangements are put in
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place that could be perceived, reasonably, as seeking to minimise the
tax liability of either the individual or the paying organisation concerned.
Public sector organisations should, as a general rule, avoid tax
management arrangements that have the primary objective of reducing
tax liabilities. Proposals to put in place non-standard tax management
arrangements must be approved in advance by the SFC.
SFC approval should be obtained before employing external tax
advisers or using schemes marketed by such advisers.
Public procurement decisions should be based on the need to secure
value for money - independent of any tax advantages for individuals or
bodies that may arise from a particular bid or from complex or artificial
tax arrangements which have no underpinning economic basis.
Restrictions on bidders should be considered where they are justified in
terms of the objectives of the project and consistent with international
obligations and government objectives on tax transparency and
openness.
13.9 Write offs
Any write-off of bad debt and/or losses will be recorded against
resource Departmental Expenditure Limits (DEL).

13.10 Use of Suspense Accounts
Wherever possible, transactions should be debited or credited direct to
appropriate budget related expenditure and income account codes
and the use of suspense accounts should be kept to an absolute
minimum.
Any balance held on a suspense account at the end of a financial year
falls to be recorded in the annual accounts according to whether it is in

Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
25

the nature of an asset, or a liability. It is essential therefore that any
balances can be fully supported and justified to the external auditors.
Suspense accounts should be reviewed (and reconciled) as a
minimum every 3 months. In addition the operation and control of
suspense accounts should be reviewed at least once during the
financial year and at the year-end.
13.11 VAT
The VAT Act 1994 (VATA) is the main legislation concerning VAT in the UK. Although
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the VATA is a UK statutory document and the level of VAT is set by the UK Government,
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much of what can be covered within the Act is set out within European Directives.

statutory document and the level of VAT is set by the UK

VAT is payable by West Lothian College on the importation or acquisition of most goods
and services. However, it is the legal responsibility of VAT-registered suppliers to decide
the tax liability of the supplies that they make.

Government, much of what can be covered within the Act is set
out within European Directives.¶
VAT is payable by West Lothian College on the importation or
acquisition of most goods and services. However, it is the
legal responsibility of VAT-registered suppliers to decide the

West Lothian College shall charge VAT on any taxable supplies made in the course or
furtherance of business.

tax liability of the supplies that they make.¶
¶
West Lothian College shall charge VAT on any taxable
supplies made in the course or furtherance of business

Colleges are entitled to reclaim an element of the input tax they incur on purchases that

activities specified in Taxing Directions.¶

relates to their taxable supplies. As a result, purchases are recorded net of VAT and

¶

irrecoverable VAT is added back and recorded in the Statement of Comprehensive

Colleges are entitled to reclaim or deduct from the output tax

Income (SOCIE).

they are due to pay the input tax they incur on purchases for
their business activities, including those activities deemed to
be business in the Taxing Directions. Colleges can also

Staff involved in authorising invoices for payment or charging for goods and services

reclaim VAT on those non- business activities specified in

should ensure that they reclaim or charge the correct amount of VAT.

Contracting-Out Directions.¶
¶

14 Audit Requirements

Staff involved in authorising invoices for payment or charging
for goods and services should ensure that they reclaim or

14.1

General
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charge the correct amount of VAT.¶

External auditors and internal auditors shall have authority to:
• access College premises at reasonable times
• access all assets, records, documents and correspondence relating
to any financial and other transactions of West Lothian College
• require and receive such explanations as are necessary concerning
any matter under examination
• require any employee of West Lothian College to account for cash,
stores or any other College property under his or her control
• access records belonging to third parties, such as contractors,

when required.
The Vice Principal, Finance and Corporate Services is responsible for
drawing up a timetable for final accounts purposes and will advise staff
and the external auditors accordingly.
Following consideration by the Finance and General Purposes
Committee and the Audit Committee, the financial statements are
submitted to the Board of Governors for approval.
14.2

External audit
Under the terms of the Public Finance and Accountability (Scotland)
Act 2000, the Auditor General is responsible for the appointment of the
external auditors for West Lothian College.
The primary role of external audit is to report on West Lothian
College’s financial statements and to carry out such examination of
the statements and underlying records and control systems as are
necessary to reach their opinion on the statements and to report on
the appropriate use of funds. The external auditors address their
report and opinion jointly to the Auditor General and the members of
the Board of Governors. Their duties will be in accordance with advice
set out in SFC’s audit requirements contained in the Financial
Memorandum and the Auditing Practices Board’s statements of
auditing standards.

Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
27

Deleted: Vice Principal, Finance and Curriculum Services

14.3

Internal audit
The internal auditor is appointed by the Board of Governors on the
recommendation of the Audit Committee.
The audit requirements set out in the Financial Memorandum requires
West Lothian College to have an effective internal audit function and
their duties and responsibilities must be in accordance with these audit
requirements. The main responsibility of internal audit is to provide
the Board of Governors, the Principal and Executive Leadership Team
with assurances on the adequacy of the internal control system.
The internal audit service remains independent in its planning and
operation but has direct access to the Board of Governors, Principal
and chair of the Audit Committee. The formal responsibilities of
internal audit are detailed at Appendix P. The internal audit service
must conform to the professional standards of the Chartered Institute
of Internal Auditors. The operation and conduct of internal audit must
comply with Public Sector Internal Audit Standards and, where
relevant, the Scottish Public Finance Manual.

14.4
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Fraud and corruption
It is the duty of all members of staff, management and the Board of
Governors to notify the Vice Principal, Finance and Corporate
Services immediately whenever any matter arises which involves, or is
thought to involve, irregularity, including fraud, corruption or any other
impropriety.

14.5

If the suspected fraud is thought to involve the Vice Principal, Finance
and Corporate Services and/or the Principal, the member of staff shall
directly notify the Chair of the Audit Committee of their concerns
regarding irregularities via a letter addressed to the Secretary to the
Board of Governors marked “For the attention of the Chair of the Audit
Committee - Private and Confidential – to be opened by addressee
only”.
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14.6

Value for Money
It is a requirement of the financial memorandum that the Board of
Governors of West Lothian College strives to achieve value for money
and is economical, efficient and effective in its use of public funds from
all sources. It should keep under review its arrangements for
managing all the resources under its control, taking into account
guidance on good practice issued from time to time by SFC, the
Scottish Government, Audit Scotland, the National Audit Office, the
Scottish Parliament Audit Committee or other relevant bodies.
Internal audit is to have regard to value for money in its programme of
work. This will be used to enable the Audit Committee to refer to
value for money in its annual report. The College’s Value for Money
policy is shown at Appendix Q.

14.7

SFC
Where appropriate, West Lothian College must provide data returns
requested by the SFC by the deadlines and to the standards specified.
Deleted: ¶
¶

14.8

Other auditors
West Lothian College may, from time to time, be subject to audit or
investigation by external bodies such as Audit Scotland, National Audit
Office, European Court of Auditors, HM Revenue and Customs. They
have the same rights of access as external and internal auditors.

14.9

Checking Financial Transactions
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The College places reliance on internal controls, systems controls and
the division of responsibilities within individual teams to meet the
requirements of the SPFM. The Internal Auditor reviews these
controls on a regular basis and changes are made when necessary.
15 Treasury Management
15.1

Treasury management policy
The College will comply with the requirements of the Financial
Memorandum and Scottish Public Finance Manual in relation to cash
management, borrowing, investment and financing.

15.2

Grant-in-aid
Grant payment will not be made in advance of need, as determined by
the level of unrestricted cash reserves and planned expenditure.
Unrestricted cash reserves held during the course of the year should be
kept to the minimum level consistent with the efficient operation of West
Lothian College and the level of funds required to meet any relevant
liabilities at the year-end. Grant-in-aid not drawn down by the end of the
financial year shall lapse; however, Grant-in-aid will not be paid into any
restricted reserve held by West Lothian College. West Lothian College
may transfer any surplus on its income and expenditure account as at 31
March to the arms-length-foundation. Any donation must take place in
the financial year in which it arises and is subject to sufficient cash and
resource cover being available.

15.3

Appointment of bankers and other professional advisers
Banking arrangements should ensure they offer best value and
comply with the Banking section of the Scottish Public Finance
Manual.
.
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15.4

Banking arrangements
The Vice Principal, Finance and Corporate Services is responsible, on
behalf of the Finance and General Purposes Committee, for liaising
with West Lothian College’s bankers in relation to West Lothian
College’s bank accounts, the issue of cheques and payments made
through the Bankers Automated Clearing System (BACS). All
cheques shall be ordered on the authority of Vice Principal, Finance
and Corporate Services. Proper arrangements for their safe custody
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shall be made by the Finance Manager.
On receipt of the authority of the Board of Governors the Vice
Principal, Finance and Corporate Services(or in his/her absence the
Principal) may open or close a bank account for dealing with West
Lothian College’s funds. All bank accounts shall be in the name of
West Lothian College. All cheques must be signed by two authorised
persons.
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All automated transfers on behalf of West Lothian College, such as
BACS or CHAPS, must be authorised in the appropriate manner and
on the basis approved by the Vice Principal, Finance and Corporate
Services. Details of authorised persons and limits are provided for in
Appendix J. The Vice Principal, Finance and Corporate Services is
responsible for ensuring that all bank accounts are subject to regular
reconciliation and that large or unusual items are investigated as
appropriate.
15.5

Investment
West Lothian College will not make any investments of a speculative
nature without the prior written approval of SFC.

16 Income
16.1

General
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West Lothian College will be able to retain all commercial income,
gifts, bequests or donations received. These funds will be in addition
to any grant or funding the institution receives from the SFC.
The Vice Principal, Finance and Corporate Services is responsible for
ensuring that appropriate procedures are in operation to enable West
Lothian College to receive all income to which it is entitled. All receipt
forms, invoices, vouchers or other official documents in use and
electronic collection systems must have the prior approval of the Vice
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Principal, Finance and Corporate Services.
Levels of charges for fees which are not set by statutory agencies,
services rendered, goods supplied and rents and lettings are
determined by procedures approved by the Principal.
Student tuition fees are set in line with the requirements of the
Financial Memorandum (Appendix C) and all applicable legislation and
guidance.
The Vice Principal, Finance and Corporate Services is responsible for
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the prompt collection, security and banking of all income received.
The Vice Principal, Finance and Corporate Services is responsible for
ensuring that all grants notified by SFC and other bodies are received
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and appropriately recorded in West Lothian College’s accounts.
The Vice Principal, Finance and Corporate Services is responsible for
ensuring that all claims for funds are made by the due date.
16.2
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Completeness of income
It is the responsibility of all staff to ensure that revenue to West
Lothian College is fully accounted for by the efficient application of
agreed procedures for the identification, collection and banking of
income. In particular, this requires the prompt notification to the Head
of Finance, Procurement and Student Funding of sums due so that
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collection can be initiated.
16.3

Receipt of cash, cheques and other negotiable instruments
Money must be paid to the Finance Department and the custody and
transit of all monies received must comply with the requirements of
West Lothian College’s insurers.

16.4

Cash Handling
Money must be paid to the Finance Department and the custody and
transit of all monies received must comply with the requirements of
West Lothian College’s insurers.
All sums received must be paid in and accounted for in full, and must
not be used to meet miscellaneous expenses or be paid into any petty
cash float. Personal or other cheques must not be cashed out of
money received on behalf of West Lothian College.
Receipts by credit or debit card: West Lothian College may only
receive payments by debit or credit card using procedures approved
by the Vice Principal, Finance and Corporate Services.

16.5
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Collection of debts
The Vice Principal, Finance and Corporate Services should ensure
that:
• debtors invoices are raised promptly on official invoices, in respect
of all income due to West Lothian College;
• invoices are prepared with care, recorded in the ledger, show the
correct amount due and are credited to the appropriate income
account;
• any credits granted are valid, properly authorised and completely
recorded;
• VAT is correctly charged where appropriate, and accounted for;
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• monies received are posted to the correct debtors account;
• swift and effective action is taken in collecting overdue debts, in
accordance with the protocols noted in the financial procedures;
• outstanding debts are monitored and reports prepared for senior
management.
Only the Vice Principal, Finance and Corporate Services can
implement credit arrangements and indicate the periods in which
different types of invoice must be paid.
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Detailed collection procedures and other credit controller information
are contained in the College Debt Procedures.
Requests to write off individual debts, claims deemed to be
irrecoverable or investments subject to a permanent diminution in
value in excess of £5,000 must be referred by the Vice Principal,
Finance and Corporate Services for submission to the Principal or
Finance and General Purposes Committee for consideration.
Individual debts below this level may be written off as per the Scheme
of Delegation (Appendix J). All reasonable action must have been
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taken to affect the recovery of losses.
16.6

Student fees
The procedures for collecting tuition fees must be approved by the
Vice Principal, Finance and Corporate Services. He or she is
responsible for ensuring that all student fees due to West Lothian
College are received.

16.7

Any student who has not paid an account for fees owing to the College
shall not be awarded a degree or any qualification from the College
until all outstanding debts have been cleared. The names of such
students shall not be included on any pass lists until all outstanding
accounts have been settled in full. Such students shall be prevented
from re-enrolling at the College and from using any of the College’s
facilities. The College also reserves the right to exclude students from
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classes during an academic year if that student has outstanding fees
or other charges owing to the College and he/she has not made
arrangements with Finance to clear the debt.
16.8

Student Support Funds
The Vice Principal, Finance and Corporate Services is responsible for
ensuring that all ring-fenced funding received by West Lothian College
for student support is used in accordance with each scheme’s rules
and regulations. Under no circumstances should payments be made
other than in accordance with the approved scheme.

16.9

Repayment of SFC Grant
Where the SFC makes a payment to West Lothian College of a
Strategic, Capital or other grant, the College will be required to comply
with any additional requirements attached to the grant, as well as with
the Financial Memorandum.
If West Lothian College fails to comply with the requirements of the
Financial Memorandum, and any other specific terms and conditions
attached to the payment of grant from the SFC, it may be required to
repay the SFC any sums received from it and may be required to pay
interest in respect of any period during which a sum due to the SFC
remains unpaid.
If, in the reasonable opinion of SFC, any provision set out in the
Financial Memorandum is not observed by West Lothian College, the
SFC will be entitled, in respect of the payment of grant from SFC:
• In the case of funding by way of grant: to require immediate
repayment of any and all grants or any part or parts of any grants at
any time after the SFC becomes aware of such failure to observe
(without prejudice to further demands until the whole of all sums
made available by way of grant shall have been paid in full)
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• In the case of funding by way of loan (notwithstanding the terms of
any agreement attached to the same): to require immediate
repayment of the whole or part of each such loan at any time after
SFC becomes aware of such failure to observe (without prejudice to
further demands until the whole of all sums made available by way
of loan shall have been repaid in full).
17 Commercial Activity
17.1

Non SFC-Funded Provision
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In this context commercial activity covers all non SFC-Funded training,
assessment and consultancy provision.
Any manager wishing to offer commercial activity must complete a
costing and pricing form. A contract must be in place for all
commercial activity.
17.2

Commercial Contracts
In this context, commercial contracts include training, assessment and
consultancy. These contracts are normally originated by the client and
must be signed by the Principal. In such event that West Lothian
College is required to originate such documents, the Vice Principal,
Learning and Attainment or Vice Principal, Performance and
Improvement will arrange for these to be drafted and signed by the
Principal. Internal Contracts between the Faculty of Workforce
Development and an internal faculty within West Lothian College can
be signed by the Director of the Faculty of Workforce Development.

17.3

Private Consultancies and Other Paid Work
Unless otherwise stated in a member of staff’s contract:
• outside consultancies or other paid work may not be accepted
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without the written consent of the Principal (and in the case of the
Principal, the Chair of the Board of Governors);
• applications for permission to undertake work as a purely private
activity must be submitted in writing to the Principal, as appropriate,
and include the following information:
– the name of the member(s) of staff concerned;
– the title of the project and a brief description of the work involved;
– the proposed start date and duration of the work;
– full details of any College resources required (for the calculation
of the full economic cost);
– an undertaking that the work will not interfere with the teaching
and normal collegial duties of the member(s) of staff concerned,
nor will it be in conflict of interests or competition with the work of
the College.
The College will not unreasonably withhold permission for outside
consultancies or other paid work.
17.4

Off-Site Collaborative Provision
Any contract or arrangement whereby the College provides education
to students away from College premises, or with the assistance of
persons other than the College’s own staff or with independent
contractors (partner organisations), must be subject to the following
procedure.
• There shall be a contract/agreement signed by the Principal and on
behalf of any partner organisation that shall comply with any
guidance issued by SFC and Scottish Government (as amended
from time to time) in place before any provision is made.
• The form of the contract shall be scrutinised in advance of its
operation by the Executive Leadership Team.
• The impact of the contract(s) shall be subject to scrutiny by the
Board of Governors. The format for regular reports shall be as
stated in SFC guidance. They shall consider the risk factors
associated with the proposed partnership and agree an appropriate
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entry in the College’s financial forecast.
• Where the partnership would represent a significant departure from
the College’s Strategic Plan or Outcome Agreement, the Board of
Governors shall approve the departure, and the Principal shall seek
the views of and inform SFC.
17.5
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Facilities and Accommodation
The hire of accommodation and the provision of facilities are provided
at day rates. The Vice Principal, Performance and Improvement is
responsible for setting the relevant schedule of rates on at least an
annual basis. Volume discounts are at the discretion of the Vice
Principal, Performance and Improvement and Vice Principal, Finance
and Corporate Services.
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Levels of Authorisation for Income Contracts
Only the Principal (or any Vice Principal with delegated authority from
the Principal) can sign contracts. Contracts are required in ALL cases.
Contracts must be costed and authorised before any commitments are
made. Internal Contracts between the Faculty of Workforce
Development and an internal department within West Lothian College
can be signed by the Head of Workforce Development.

17.7
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Profitability and recovery of overheads
All commercial activities must be surplus-generating unless agreed in
advance by the Vice Principal, Finance and Corporate Services. All
other income-generating activities must be self-financing or surplusgenerating unless it is intended that a new course is to be launched as
a loss leader. If that is the case, the reason for it must be specified
and agreed by the appropriate Vice Principal and Vice Principal,
Finance and Corporate Services. Activities which incur a planned
deficit (“loss leader”) will be reviewed regularly by the relevant Vice
Principal and Vice Principal, Finance and Corporate Services and
factored into the budget-setting process.
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A costing & pricing form must be completed by staff who organise
other income-generating activities and be agreed with the Vice
Principal, Finance and Corporate Services before any commitments
are made.
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18 European Union (EU) and other grant funding activities
18.1

Any such project requires the approval of the Principal prior to any
commitment being entered into. Such approval shall be dependent
upon the Vice Principal, Performance and Improvement being able to
demonstrate that eligible matching funds are available, the project is
financially viable and it is consistent with the Outcome Agreement of
the College.
If West Lothian College is lead partner in any approved project or subcontracts such work to external providers, the Vice Principal,
Performance and Improvement shall ensure that:
• each partner organisation or external provider signs a written
contract which sets out their responsibilities and allows for full audit
access to detailed records;
• appropriate monitoring procedures are in place to ensure that the
outputs are achieved and the provision by partners is of suitable
quality;
• payments are only made to partners against detailed returns.
The Principal must authorise all projects before final agreement is
reached.

18.2

Additional Payments to Staff
Any proposal that involves additional payments to members of staff
should be supported by a schedule of names and values and
submitted on the relevant College form. All payments must be
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approved by the Vice Principal, Finance and Corporate Services.
18.3

Guidance
Where West Lothian College is in receipt of European funding, it must
also follow relevant SFC guidance as well as guidance contained in
the Scottish Public Finance Manual.

19 Intellectual Property Rights and Patents
19.1

General
Certain activities undertaken within West Lothian College including
research and consultancy may give rise to ideas, designs and
inventions which may be patentable. These are collectively known as
intellectual property.

19.2

Patents
The Audit Committee is responsible for establishing procedures to
deal with any patents and rights accruing to West Lothian College
from inventions and discoveries made by staff in the course of their
work.

19.3

Commercialisation
In the event of West Lothian College deciding to become involved in
the commercial exploitation of inventions and research, the matter
should be referred to the Audit Committee for guidance on how to
proceed.

20 Expenditure
20.1

General
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The Vice Principal, Finance and Corporate Services is responsible for
making payments to suppliers of goods and services to West Lothian

Deleted: Vice Principal, Finance and Curriculum Services

College.
20.2

Pre Expenditure Appraisal
Appraisal and evaluation are essential parts of good financial
management. The general principles should apply to any proposal whether project, programme or policy related - with implications for
expenditure / use of resources.
The effort that should go into appraisals and evaluations and the detail
to be considered is a matter of judgment. This should be relevant to
the scale, risk and financial outlay associated with the proposal.
Appraisal within the Scottish Government involves the preparation of
Pre-Expenditure Assessments (PEAs). PEAs must be undertaken for
any proposal with significant resource implications

20.3

Schedule of financial approvals/financial authorities
The relevant member of the Executive Leadership Team or Manager
is responsible for purchases within his or her area. Budget holders are
required to observe the purchasing policies and financial procedures;
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this includes ensuring strict segregation of duties. No one person
should be able to control all aspects of the payment authorisation
procedure and different people should be responsible for ordering
goods and services, for approving payments, and for processing
payments.
The Vice Principal, Finance and Corporate Services shall maintain a
register of authorised signatories. Any changes to the authorities to
sign must be notified to the Vice Principal, Finance and Corporate
Services immediately. The relevant member of Executive Leadership
Team must supply the Vice Principal, Finance and Corporate Services
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with specimen signatures of those authorised to certify invoices for
payment.
All cheques or other instruments drawn on behalf of the College must
be signed in the form approved by the Board of Governors.
Where Departments have any other additional controls in relation to
purchasing limits this will be their sole responsibility to control.
Under procedures agreed by the Vice Principal, Finance and
Corporate Services central control shall be exercised over the creation
of requisitioners and authorisers and their respective financial limits
(for electronic systems).
The Vice Principal, Finance and Corporate Services must be notified
immediately of any changes to the authorities to commit expenditure.
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Budget holders are not authorised to commit West Lothian College to
expenditure without first reserving sufficient funds to meet the
purchase cost. All Hire Purchase, Lease and other financial ongoing
agreements which extend beyond the current financial year must be
approved and signed by the Principal.
Purchase Order requisitions are required to be authorised in line with
the levels set out in Appendix J. Only those with delegated authority
or the relevant Vice Principal must authorise departmental orders in
the absence of a budget holder.
In the event that the relevant Vice Principal, is unavailable for approval
of expenditure, other members of the Executive Leadership Team may
approve relevant orders in their absence.
20.4

Petty Cash
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Petty cash requisitions require to be authorised in line with the limits
set out in Appendix J.
The Head of Finance, Procurement and Student funds shall make
available to the Finance Office and other departments such imprests
as are considered necessary for the disbursement of petty cash
expenses.
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Requisitions for reimbursement must be sent to the Finance
Department, together with appropriate receipts or voucher.
Any member of staff granted a float is personally responsible for its
safe keeping. The petty cash box must be kept locked in a secure
place in compliance with the requirements of the College’s insurers
when not in use, and will be subject to periodic checks by the Head of
Finance, Procurement and Student Funds or another person
nominated by him or her.
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At the end of the financial year a certificate of the balances held
should be completed by the member of staff responsible for the float
and counter signed by the Head of Finance, Procurement and Student
Funds.
20.5
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Procurement
West Lothian College requires all budget holders, irrespective of the
source of funds, to obtain supplies, equipment and services at the
lowest possible cost consistent with quality, delivery requirements and
sustainability, and in accordance with sound business practice.
Budget holders should use the Scottish Government’s e-procurement
system PECOS for placing orders and take advantage of APUC
collaborative buying opportunities.
The Vice Principal, Finance and Corporate Services is responsible for:
• ensuring that West Lothian College’s purchasing strategy and policy
is known and observed by all involved in purchasing for West
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Lothian College
• advising on matters of College purchasing policy and practice
• advising and assisting staff where required on specific departmental
purchases
• ensuring all orders are vetted before they leave West Lothian
College
• ensuring that West Lothian College complies with EU regulations on
public purchasing policy.
• ensuring that accepted conditions of contract for the purchase of
goods do not expose the College to unacceptable risk.
20.6

Purchase orders
The ordering of goods and services shall be in accordance with West
Lothian College’s Procurement Strategy and Procurement Policy &
Procedure (Appendix R).
Official College orders must be placed for the purchase of all goods or
services, except those made using petty cash. In exceptional
circumstances, urgent orders may be given orally, but must be
supported by an official purchase order requisition endorsed
‘confirmation order only’ not later than the following working day.
The exceptions to the requirement to raise a purchase order are as
follows:
•
•
•
•
•

Utility costs e.g. gas, electricity, rates, rent
Exam fees
Payroll, pension and staff expenses
Student fund payments
Catering provisions

20.7 Tenders and quotations
All staff must comply with West Lothian College’s Procurement
Strategy and Procurement Policy & Procedure.
The following procedure will apply:
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Route 1A

Below £1,000 – Supplies,
Services and Works

Route 1B

Between £1,000 and £20,000
– Supplies, Services and
Works

Route 1C

Route 2A

Route 2B

Between £20,000 and
£50,000 – Supplies and
Services

Between £50,000 and
£189,330 – Supplies and
Services

Between £50,000 and
£2,000,000 - Works

The budget holder shall have the
discretion to decide whether or not
to obtain quotations, but value for
money must always be obtained.
3 price comparisons or written
quotations.
Approval of the Vice Principal,
Finance and Corporate Services is
required.
PCS- Quick Quote. 3 or more
quotes advertised on Quick Quotes
to named suppliers.
Approval of the Principal is
required.
PCS – Public Contracts Scotland
Open Tender Advert
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Deleted: 164,176

Approval of the Principal is
required up to £100,000.
>£100,000 requires approval from
the Finance and General Purposes
Committee
PCS – Quick Quote. 5 or more
quotes advertised to named
suppliers.
Approval of the Principal is
required up to £100,000.
>£100,000 requires approval from
the Finance and General Purposes
Committee
The Vice Principal, Finance and
Corporate Services shall determine
whether a tender or quotation is
the most appropriate
documentation to be issued.
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Route 2C

Over £2,000,000 - Works

PCS – Public Contracts Scotland
Open Tender Advert
Approval of the Principal is
required up to £100,000.

Route 3A

Route 3B

Over £189,330 Supplies and
Service EU Tender

>£100,000 requires approval from
the Finance and General Purposes
Committee
PCS EU Tender – Will advertise in
the OJEU (Official Journal of the
European Community) following
the most appropriate EU process.

Approval is required from the
Finance and General Purposes
Committee
£4,733,252 Works EU Tender PCS EU Tender – Will advertise in
the OJEU (Official Journal of the
European Community) following
the most appropriate EU process

Deleted: ££181, 302

Deleted: 551,413

Approval is required from the
Finance and General Purposes
Committee

All of the above limits are exclusive of VAT.
Partnership arrangements for the supply of goods or services
specifically approved by the Finance and General Purposes
Committee or the Board of Governors will fall outside these
arrangements for tenders and quotations.
In all cases value for money must be obtained.
20.8 IT Purchases
IT purchasing will normally occur through the budgets allocated
annually to the Head of Information Systems and Digital Infrastructure.
It is important that all IT purchasing within the College is reviewed and
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approved by the Digital Infrastructure Manager. This is to ensure a)
that all products purchased are compatible with College networks, b)

Deleted: Deputy Facilities Manager

to eliminate possible duplication within the College, c) and to ensure
value for money.
For the main IT purchasing from annual IT budget allocations,
standard purchase procedures are generally unsuitable. Reasons for
this include:
• ‘spot’ pricing that requires immediate uptake;
• volume discounts for aggregation of orders;
• compatibility to ensure new equipment will work with existing
systems;
• avoidance of maintenance contract ‘overlap’.
For these reasons the normal requirement to obtain quotes and
tenders may not apply to IT purchases. However the prior approval of
the Vice Principal, Finance and Corporate Services must be obtained
before the exemption can apply.
20.9 IT procurement
To be exempted from the standard tender process regulations, IT
expenditure must still conform to the remainder of the purchasing
regulations specified above including the raising of official orders.
20.10 Post-tender negotiations
Post-tender negotiations (i.e. after receipt of formal tenders but before
signing of contracts) with a view to improving price, delivery or other
tender terms can be entered into, provided:
• it would not put other tenderers at a disadvantage;
• it would not affect their confidence and trust in West Lothian
College’s tendering process.
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In each case, a statement of justification should be approved by the
Principal prior to the event, showing:
• background to the procurement;
• reasons for proposing post-tender negotiations;
• demonstration of the improved value for money.
All post-tender negotiations should be reported to the Finance and
General Purposes Committee.
20.11 Building Contracts
Building contracts are administered by the College’s Vice Principal,
Finance and Corporate Services. Proposals will normally be initiated
by the Head of Estates and Sustainability in respect of planned
replacements, general improvement schemes, space planning or in
response to requests from departments.
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Consultants and other professional advisors may be appointed if the
project, as determined by the Board of Governors, is too large or too
specialised for the estates department resources. The Finance and
General Purposes Committee will advise the Vice Principal, Finance
and Corporate Services on the selection of such advisors.
Appointments shall be subject to tendering and other procedures

Deleted: facilities department
Deleted:
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where appropriate.
Proposals must be made in accordance with the College’s Outcome
Agreement and Infrastructure Plans. Where the proposal is in excess
of the limits shown in Appendix J the Financial Forecasts shall be
presented in the form of costings or investment appraisals as
appropriate to the Finance and General Purposes Committee for
approval to the Board of Governors. Other proposals shall be
presented in similar form to the Finance and General Purposes
Committee for consideration. Investment appraisals should comply
with appropriate SFC guidance.
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Following consideration by the Finance and General Purposes
Committee and approval by the Board of Governors, submissions
should be forwarded to the SFC where appropriate. If the required
agreement is to be secured from the SFC, then SFC procedural rules
should be followed. SFC guidance on best practice should be
followed even when SFC approval is not required.
All contracts should ensure Best Value for Money. Best Value for
Money means the best combination of cost and quality.
Protocols for proposed capital expenditure and major developments
are set out in Appendix O.
20.12 EU regulations
The Vice Principal, Finance and Corporate Services is responsible for
ensuring West Lothian College complies with its legal obligations
concerning EU procurement legislation. EU procurement regulations
apply to written contracts for all forms of procurement, purchase or
hire (whether or not hire purchase) with a total value exceeding a
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threshold value.
The Vice Principal, Finance and Corporate Services will advise
Managers on the thresholds that are currently in operation. A breach
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of these EU regulations is actionable by a supplier or potential
supplier.
It is the responsibility of Managers to ensure that their members of
staff comply with EU regulations by notifying the Vice Principal,
Finance and Corporate Services of any purchase that is likely to
exceed the thresholds. This will need to be done well in advance in
order to permit advertisements in journals such as the Official Journal
of the European Community (OJEC).
20.13 Receipt of goods
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All goods shall be received at designated receipt and distribution
points. They shall be checked for quantity and inspected for quality
and specification. A delivery note shall be obtained from the supplier
at the time of delivery and signed by the person receiving the goods
and details entered into PECOS where appropriate.
If the goods are deemed to be unsatisfactory, the supplier shall be
immediately notified so that they can be collected for return as soon as
possible. Where goods are short on delivery, the record should be
marked accordingly and the supplier immediately notified with the
outcome communicated to the Head of Finance, Procurement and
Student Funds to prevent erroneous payments being made.
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20.14 Payment of invoices
The Vice Principal, Finance and Corporate Services is responsible for
deciding the most appropriate method of payment for categories of
invoice. Payments to UK suppliers will normally be made by BACS
transfer each week. In exceptional circumstances the Finance
Department will arrange an ad-hoc electronic urgent payment.
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Payments to overseas suppliers will normally be made by a Bank
Transfer in the currency of the supplier.
Suppliers should be instructed by the budget holder to submit invoices
for goods or services directly to the Finance Department.
Executive Leadership Team and Managers are responsible for
ensuring that expenditure within their department(s) does not exceed
funds available.
Payments will only be made by the Finance Department against
invoices that have been certified for payment by the appropriate
budget holder (paper-based system) or against invoices that are
matched to a purchase order (electronic system).
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Certification of an invoice or matching of an electronic order will
ensure that:
• the goods have been received, examined and approved with regard
to quality and quantity, or that services rendered or work done is
satisfactory;
•
•
•
•
•

invoice details (quantity, price discount) are correct;
the invoice is arithmetically correct;
the invoice has not previously been passed for payment;
where appropriate, an entry has been made on a stores record;
an appropriate cost centre and project code are quoted. The
financial codes used must be from those included in the budget
holder’s areas of responsibility;

20.15 Public Sector Payment Policy
Payments by relevant public sector organisations should be made in
accordance with the Scottish Government target for the payment of
invoices within 10 working days of their receipt. West Lothian College
will strive to meet this target whilst taking cognisance of the provisions
of section 20.14 herein, making payment as early as is practicable.
20.16 Staff reimbursement
The College’s purchasing and payments procedures are in place to
enable the majority of non-pay supplies to be procured through the
creditors system without staff having to incur any personal expense.
However, on occasion, staff may incur expenses, most often in relation
to travel, and are entitled to reimbursement (see 21.5).
Where such purchases by staff are planned, the Executive Leadership
Team may approve cash advances to staff who are going to incur
expenditure on the College’s behalf. Upon completion of the travel or
project to which the advance relates, the member of staff must provide
the appropriate receipts and change to the Finance Department so
that the cash advance may be reconciled. Under no circumstances
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will a second advance be approved when the final accounting for an
earlier advance to an individual is still outstanding.

20.17 College credit cards
Where appropriate, the Principal may approve the issuing of College
credit cards to senior staff. Such credit cards shall be used for the
payment of valid business expenses only, and the misuse of such
cards shall be grounds for disciplinary action. The Vice Principal,
Finance and Corporate Services will be responsible for setting in place
a system to monitor the use of College credit cards and account for
expenses charged through them. The credit card policy is described
in Appendix S.
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20.18 Other payments
Payments for maintenance and other items to students on behalf of
sponsoring organisations shall be made on the authority of the Vice
Principal, Finance and Corporate Services, supported by certified
claims where appropriate.
20.19 Late payment rules
The Late Payment of Debts (Interest) Act 1998 was introduced to give
small businesses the right to charge interest on late payments from
large organisations and public authorities. Key points are:
• small businesses can charge interest on overdue invoices;
• interest is chargeable on sales made after 1 November 1998;
• the rate of interest is currently 8% per annum above the official daily
rate of the Bank of England;
• the Act also applies to overseas organizations;
• West Lothian College can be sued for non-payment.
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In view of the penalties in this Act, the Board of Governors requires
that invoices must be passed for payment as soon as practicable.
Deleted: ¶

20.20 Giving hospitality

¶
¶

Staff entertaining guests from outside bodies should normally use
West Lothian College’s catering facilities. Reasons may be requested
when submitting a claim for reimbursement.
Further guidance is contained in the Gift and Hospitality Policy
(Appendix N).
20.21 Overpayments
In principle West Lothian College will always attempt to pursue the
recovery of overpayments, irrespective of how they came to be made.
In practice, however, there will be both practical and legal limits to how
cases should be handled. Each case will therefore be dealt with on its
merits.
West Lothian College will only take a decision not to seek recovery of
an overpayment on the basis of a cost benefit analysis of the options.
A decision not to pursue recovery will be exceptional and will only be
taken after a careful appraisal of the relevant facts. The Vice Principal,
Finance and Corporate Services must authorise the non-pursuance of
an overpayment. The decision not to pursue an overpayment must
take into account the guidance in the section of the SPFM on Losses
and Special Payments. Any decision not to pursue recovery, or not to
pursue recovery in full, should be defensible in the public interest.
Any proposal by West Lothian College to forgo recovery of the whole
or part of a collective overpayment must be approved by the SFC
before the recipients of the overpayments are informed.
20.22 Bankruptcy
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As a general rule, when West Lothian College learns of a bankruptcy it
will stop all payments pending confirmation of the individual /
organisation’s status.
Once the bankruptcy has been confirmed it is essential for West
Lothian College to ensure that any payment due by them is made only
to the proper person, and that any claim by them is properly lodged.
West Lothian College will also consider, in consultation with its legal
advisers, whether any contract should be terminated.
Any amounts to be written off as a result of bankruptcies will be
subject to the SPFM guidance on Losses and Special Payments.
21 Remuneration Policy
21.1

All College staff will be appointed to the salary scales approved by the
Board of Governors and in accordance with appropriate conditions of
service. All letters of appointment must be issued by the Human
Resource Department.
The Board of Governors will determine what other benefits, such as
cars, medical and life insurance, are to be available, the basis of their
provision (contributory or not) and the staff to whom they are to be
available. Active consideration will be given as to whether non-salary
reward schemes represent an appropriate use of public funds. West
Lothian College will be open and transparent in the way it deals with
non-salary rewards. Clear policies will be established on disclosure of
information about the awards which have been made and the
procedures adopted for making those awards. The SFC will be
consulted prior to the implementation of any non-salary reward
scheme.
The tax implications for both the College and employees of the
provision of non-salary rewards will be carefully considered.
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The Remuneration Committee set up by the Board of Governors will
determine salaries and other benefits for the Principal and Vice
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Principals. The Principal under the functions delegated to him/her by
the Board will implement conditions of service in relation to all staff as
agreed through the National Pay Bargaining process.
21.2

Appointment of staff
All contracts of service shall be concluded in accordance with West
Lothian College’s approved human resource practices and procedures
and all offers of employment with West Lothian College shall be made
in writing by the Human Resources Department. Budget holders shall
ensure that the Vice Principal, Finance and Corporate Services and
the Human Resources Department are provided promptly with all
information they may require in connection with the appointment,
resignation or dismissal of employees.

21.3

Deleted: All appointments must be approved by the
Principal before an offer of employment is made. …
Deleted: Vice Principal, Finance and Curriculum Services

Salaries and wages
The Human Resources Department is responsible for payments of
salaries to all staff including payments for overtime or services
rendered. All pay documents, including those relating to fees payable
to external examiners, will be in a form prescribed or approved by the
Human Resources Department.
The Human Resources Department will be responsible for keeping the
Executive Leadership Team informed of all matters relating to staff for
payroll purposes. In particular these include:
• appointments, resignations, dismissals, secondments and transfers;
• absences from duty for sickness or other reason, apart from
approved leave;
• changes in remuneration other than normal increments and pay
awards;
• information necessary to maintain records of service for
superannuation, income tax and national insurance.
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The Head of Finance, Procurement and Student Funds is responsible

Deleted: Finance Manager

for payments to non-employees, which will be made in accordance
with the College’s Payment Procedures.
The Human Resources Department shall be responsible for keeping
all records relating to payroll including those of a statutory nature. All
fixed term and part-time employees will be included on the payroll
except temporary agency staff.
All payments must be made in accordance with West Lothian
College’s detailed payroll financial procedures and comply with HMRC
regulations.
21.4

Superannuation schemes
The Board of Governors is responsible for undertaking the role of
employer in relation to appropriate pension arrangements for
employees.
The Human Resources Department is responsible for day-to-day
superannuation matters, including:
• identifying contributions to various authorised Superannuation
schemes for payment by BACS through the Finance Department;
• preparing the annual return to various Superannuation schemes;
and
• administering the College’s pension liabilities.
The Human Resources Department is responsible for administering
eligibility to pension arrangements.

21.5

Travel, subsistence and other allowances
Members of College staff are entitled to reimbursement of legitimate
travel and other costs incurred in performance of their College duties.
Travel and other costs will only be made in line with the travel and

Financial Regulations/Vice Principal Curriculum Support & Finance/Controlled August 2017
56

Deleted: Inland Revenue

subsistence policy and procedures.
All claims for payment of staff mileage shall be completed in a form
approved by the Human Resources Department, and payable through
the monthly payroll.
All claims for payment of travel, subsistence and all other business
expenses shall be completed in an Expense form approved by the
Head of Finance, Procurement and Student Funds, and payable
through the Finance system on a monthly basis. Reimbursement will
not be made for expenditure not supported by a valid receipt. The
College will not accept claims for expenditure incurred more than three
months from the date of the claim.
The certification by a line manager shall be taken to mean that:
•
•
•
•

the journeys were authorised;
the expenses were properly and necessarily incurred;
the allowances are properly payable by the College;
consideration has been given to value for money in choosing the
mode of transport.

For travel outwith the UK reimbursement will be made in line with
HMRC approved rates.
Any travel outside Scotland or involving an overnight stay must be
approved by the Principal in advance.
Arrangements for travel outside Scotland by the Principal shall be
approved by the Chair of the Board of Governors.
Where spouses, partners or other persons unconnected with West
Lothian College intend to participate in a trip, this must be clearly
identified in the approval request. West Lothian College must receive
reimbursement for the expected costs it may be asked to cover for
those persons in advance of confirming travel bookings.
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The College will not accept claims for expenditure incurred more than
three months from the date of the claim.
Claims by members of staff must be authorised in line with the levels
stated in Appendix J. In signing a claim the member of staff is
certifying that:
• the journeys were undertaken;
• the expenses were properly and necessarily incurred;
• the allowances are properly payable by the College;
• consideration was given to value for money.
Travel claims by the Principal shall be approved by the Chair of the
Board of Governors, Chair of Audit Committee or Chair of the Finance
& General Purposes Committee.
Travel claims by members of the Board of Governors shall be
approved by the Chair of the Board of Governors.
Travel claims by the Chair of the Board of Governors shall be
approved by the Chair of the Audit Committee.
21.6

Travel outwith Scotland
All arrangements for travel outwith Scotland must be approved by the
Principal in advance of making commitments and travel bookings.
Arrangements for travel by the Principal or members of the Board of
Governors shall be approved by the chair of the Board of Governors.
Where spouses, partners or other persons unconnected with West
Lothian College intend to participate in a trip, this must be clearly
identified in the approval request. West Lothian College must receive
reimbursement for the expected costs it may be asked to cover for
those persons in advance of confirming travel bookings.
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21.7

Allowances for Members of the Board of Governors
Claims for members of the Board of Governors will be authorised by
the Secretary to the Board of Governors. Claims for meeting
attendance will be based on standard amounts for each individual, but
only reasonable expenses can be reimbursed.

21.8

Severance and other non-recurring payments
Severance payments will adhere to the principles set out in the
Financial Memorandum with SFC and shall only be made in
accordance with the Protection of Employment Policy and
Redundancy Procedure, and the appropriate Severance Policy for
Staff. Amounts paid should be declared in the financial statements.
All matters referred to an industrial tribunal shall be notified to the
Finance and General Purposes Committees at the earliest opportunity
in order that budget provision may be made as necessary. All
determinations of tribunals must be similarly notified.

22 Assets
22.1

Land, buildings, fixed plant and machinery
The purchase, lease or rent of land, buildings or fixed plant can only
be undertaken with authority from the Board of Governors and with
reference to SFC requirements where exchequer-funded assets or
exchequer funds are involved.

22.2

Fixed asset registers
The Vice Principal, Finance and Corporate Services is responsible for
maintaining West Lothian College’s register of land, buildings, fixed
plant and machinery. Managers will provide the Head of Finance,
Procurement and Student Funds with any information he or she may
need to maintain the registers.
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Deleted: Finance Manager

In addition to the asset register, the Head of Estates and Sustainability
is responsible for maintaining an electronic inventory of all plant,

Deleted: Facilities Manager

equipment and furniture. The inventory must include items donated or
held on trust and be checked at least annually.

22.3 Stocks and stores
All Managers are responsible for establishing adequate arrangements
for the custody and control of stocks and stores within their
departments. The systems used for stores accounting in all areas
must have the approval of the Vice Principal, Finance and Corporate
Services.

Deleted: Vice Principal, Finance and Curriculum Services

All Managers are responsible for ensuring that regular inspections and
stock checks are carried out. Stocks and stores of a hazardous nature
must be subject to appropriate security checks by the College Health
and Safety Officer.
Managers whose stocks require valuation in the balance sheet must
ensure that the stock-taking procedures in place have the approval of
the Vice Principal, Finance and Corporate Services and that
instructions to appropriate staff within their departments are issued.

Deleted: Vice Principal, Finance and Curriculum Services

22.4 Safeguarding assets
Managers are responsible for the care, custody and security of the
buildings, stock, stores, furniture, cash, etc under their control. They
will consult the Vice Principal, Finance and Corporate Services in any
case where security is thought to be defective or where it is
considered that special security arrangements may be needed.
Assets owned by West Lothian College shall, so far as is practical, be
effectively marked to identify them as College property.
22.5 Personal use
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Assets owned or leased by West Lothian College shall not be subject
to personal use without proper authorisation.
22.6 Asset disposal

Deleted: ¶
¶

Disposal of equipment and furniture where the value of the disposal is
greater than £10,000 will be reported to the Finance and General
Purposes Committee. The authorisation levels for any disposal are

¶

stated in Appendix J.
Disposal of land and buildings must only take place with the
authorisation of the Board of Governors. SFC consent may also be
required if exchequer funds were involved in the acquisition of the
asset.
22.7 All other assets
Managers are responsible for establishing adequate arrangements for
the custody and control of all other assets owned by West Lothian
College, whether tangible such as stock or intangible including
electronic data.
23 Funds Held on Trust
23.1

Gifts, benefactions and donations
The Vice Principal, Finance and Corporate Services is responsible for
maintaining financial records in respect of gifts, benefactions and
donations made to West Lothian College and initiating claims for
recovery of tax where appropriate.

23.2

Student support funds
Records of student support funds will be maintained according to SFC
and SAAS requirements.
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23.3

Voluntary funds
The Vice Principal, Finance and Corporate Services shall be informed
of any fund that is not an official fund of West Lothian College, which
is controlled wholly or in part by a member of staff in relation to their
function in West Lothian College.

23.4

Deleted: Vice Principal, Finance and Curriculum Services

General
The Vice Principal, Finance and Corporate Services is responsible for
maintaining a record of the requirements for each trust fund and for
advising the Finance and General Purposes Committee on the control
and investment of fund balances.

Deleted: Vice Principal, Finance and Curriculum Services

The Finance and General Purposes Committee is responsible for
ensuring that all the College’s trust funds are operated within any
relevant legislation and the specific requirements for each trust.
24 Other
24.1

Insurance
The Scottish Ministers have agreed a derogation whereby colleges
can extend their current commercial insurance arrangements for three
years to 31 July 2021. While this derogation is in place the Vice
Principal, Finance and Corporate Services is responsible for West
Lothian College’s insurance arrangements, including the provision of
advice on the types of cover available. As part of the overall risk
management strategy (see sections 8.1 to 8.4), all risks will have been
considered and those most effectively dealt with by insurance cover
will have been identified. This is likely to include important potential
liabilities and provide sufficient cover to meet any potential risk to all
assets. This portfolio of insurances will be considered and approved
by the Finance and General Purposes Committee.
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Until 31 July 2021 the Vice Principal, Finance and Corporate Services
is responsible for effecting insurance cover as determined by the
Finance and General Purposes Committee. He or she is therefore
responsible for obtaining quotes, negotiating claims and maintaining
the necessary records. The Vice Principal, Finance and Corporate
Services will keep a register of all insurances affected by West Lothian
College and the property and risks covered. He or she will also deal
with West Lothian College’s insurers and advisers about specific
insurance problems.
All staff must ensure that any agreements negotiated within their areas
with external bodies cover any legal liabilities to which West Lothian
College may be exposed. The Vice Principal, Finance and Corporate
Services’s advice should be sought to ensure that this is the case. All
staff must give prompt notification to the Vice Principal, Finance and
Corporate Services of any potential new risks and additional property
and equipment that may require insurance and of any alterations
affecting existing risks. All staff must advise the Vice Principal,
Finance and Corporate Services immediately of any event that may
give rise to an insurance claim. The Vice Principal, Finance and

Deleted: Vice Principal, Finance and Curriculum Services

Deleted: Vice Principal, Finance and Curriculum Services
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Deleted: Vice Principal, Finance and Curriculum Services
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Corporate Services will notify West Lothian College’s insurers and, if
appropriate, prepare a claim in conjunction with the staff member
concerned for transmission to the insurers.
The Head of Estates and Sustainability is responsible for keeping
suitable records of plant, which is subject to inspection by an
insurance company, and for ensuring that inspection is carried out in
the periods prescribed.
All staff using their own vehicles on behalf of West Lothian College
must ensure appropriate insurance cover for business use.
24.2

Companies and joint ventures
In certain circumstances it may be advantageous to West Lothian
College to establish a company or a joint venture to undertake
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services on behalf of West Lothian College.
It is the responsibility of the Board of Governors to establish the
shareholding arrangements and appoint directors of companies wholly
owned by West Lothian College or where the College is the majority
shareholder. These and other arrangements will be set out in
appropriate legal documentation.
The directors of companies where the company is a subsidiary of
West Lothian College must submit, via the Finance and General
Purposes Committee, an annual report for recommendation to the
Board of Governors. They will also submit business plans or budgets
as requested to enable the Committee to assess the risk to West
Lothian College. West Lothian College’s internal and external auditors
shall also be appointed to such companies and the company’s
financial year must be consistent with that of West Lothian College.
24.3

Security
The Executive Leadership Team is responsible for maintaining proper
security at all times for all buildings, stock, stores, furniture, cash, etc
under their control. They shall consult the Vice Principal, Finance and
Corporate Services in any case where security is thought to be
defective or where it is considered that special security arrangements

Deleted: Senior

Deleted: Vice Principal, Finance and Curriculum Services

may be needed.
Keys to safes or other similar containers are, at all times, to be kept in
a secure environment, under the control of the person responsible for
those keys. The loss of such keys must be reported to the Vice
Principal, Finance and Corporate Services immediately.
The Executive Leadership Team shall be responsible for maintaining
appropriate technical and organisational security measures to ensure
that personal information is held securely either on computers or in
physical files. The restriction of access to computer areas to
authorised persons only by the use of passwords is an example of the
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type of security control that will be used. Information which identifies
individuals are subject to the provisions of the Data Protection Act
2018 and all associated data protection law.
The College has an independent Data Protection Officer (DPO). The Vice
Principal, Finnace and Corporate Services has overall responsibility for Data
Protection and works with the Data Protection Officer to monitor compliance with
the Act and work with College staff to ensure the College complies with privacy
law.
24.4

Deleted: Head of External Engagement

Security of Documents
The Principal’s PA is responsible for the safekeeping of official and
legal documents relating to the College. Signed copies of all deeds
and leases, together with such agreements and contracts as are
relevant to the College as a whole, must be forwarded to the
Principal’s PA. All such documents shall be held in an appropriately
secure, fireproof, location and, where practicable, copies are held at a
separate location.

24.5

Student Association
The Student Association has no separate legal identity but is
recognised to fulfil a valuable role in relation to West Lothian College’s
students.
Each year, the Finance and General Purposes Committee shall
determine the level of funding to be made available to the Student
Association to support its work.

24.6

Provision of indemnities
Any member of staff asked to give an indemnity, for whatever
purpose, should consult the Vice Principal, Finance and Corporate
Services before any such indemnity is given.
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24.7

Contingent Commitments
The College must seek SFC’s prior written consent if it intends to lend
or give a guarantee, indemnity or letter of comfort. The value of the
guarantee should be equal to the total contingent liability over the term
of the guarantee. In all cases, the College must take steps to restrict
the contingent liability to a minimum and will undertake a careful
appraisal of the risks before accepting any contingent liability.
The College will also provide assurance that, in the event of the
contingent liability arising, it can be met from within the College’s own
resource, or that appropriate insurance cover has been arranged.
SFC’s written consent is not required for such arrangements if the
indemnity is of a standard type contained in contracts and agreements
for ‘day-to-day’ procurement of goods and services in the normal
course of business.
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LEARNING AND TEACHING COMMITTEE
Minute of the Meeting of the Learning and Teaching Committee of the Board of
Governors held on Wednesday 9 September 2020 at 10.30am via Zoom video
meeting.
Present:

Iain McIntosh (Chair)
Jackie Galbraith (Principal and Chief Executive)
Tom Bates
Elaine Cook
Alex Linkston (Chair of the Board of Governors)
Neil Sinclair (Academic Staff Board Member)
Jeanette Dobson (President, Student Association)
Kirsti Clark (Vice President, Student Association)

In attendance:

Simon Earp (Vice Principal, Performance and Improvement)
Sarah-Jane Linton (Vice Principal, Learning and Attainment)
Jennifer McLaren (Vice Principal, Finance and Corporate
Services)
Beth Brownlee (Head of Quality, Student Support and Learning
Resources)
Scott Anderson (Education Scotland)
Seamus Spencer (Scottish Funding Council)
Hazel Brady (Director, Business, Creative and Enterprise faculty)
Carol McLaughlan (Executive Secretary)

1

Welcome & Apologies
The Chair welcomed everyone to the online Zoom meeting, noting no
apologies. Sarah-Jane Linton was welcomed as Vice Principal, Learning
and Attainment. Jeanette Dobson and Kirsty Clark were welcomed as
President and Vice President, respectively, of the Student Association.
It was also noted that Hazel Brady was in attendance and would present
Item 5 (ii) to the Committee.

2

Declarations of Interest
There were no declarations of interest.

3

Minutes of Meeting of 3 June 2020
The minutes of the meeting of 3 June were approved as a correct record.
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4

Matters Arising from Minute of Meeting of 27 November 2019
Regarding Action 1, Head of Quality, Student Support and Learning
Resources confirmed that a presentation on QMS4VET would take place at
the Learning and Teaching Committee meeting on 25 November 2020.
Action 1: Head of Quality, Student Support and Learning Resources
The Committee noted all other actions as duly completed.

5

(i) Student Association Report (Verbal)
The Student Association President and Vice President gave an overview of
training they have undertaken in preparation for their roles, work already in
progress and future plans. It was noted that the key focus going forward will
be in supporting students with mental health and digital poverty. The
importance of working towards bringing students back on campus was
noted in relation to reducing isolation following the Covid-19 lockdown
period.
The Student Association has teamed up with ‘Virtual Freshers’ to enable
students to participate in this festival.
It is planned that work will be undertaken to recruit student volunteers and
centre ambassadors and to develop new ways to deliver SPARKLE
postCovid, including rewriting questions to ensure relevance.
Work will also be undertaken to involve students in contributing to the
STAR Awards for staff. Further information on this will be included in the
report for the next committee meeting.
The Chair acknowledged that the plans outlined in the verbal report were
positive, covered a wide range of important issues and that the Committee
would look forward to receiving a written update report at the next meeting.
(ii) Spotlight on Faculty – Business, Creative and Enterprise
Director of Business, Creative and Enterprise faculty gave an informative
presentation, providing an overview of the faculty and information on
courses, staffing and resources. The work undertaken prior to the Covid-19
college closure in March and in preparation for the return to college in
August 2020 was highlighted and the outstanding efforts of the team were
noted.
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The Committee acknowledged the work undertaken and was appreciative
of a very positive and inspiring presentation and vision for the faculty.
(iii) School Leavers Destinations 2018-19
Vice Principal, Performance and Improvement, presented Paper 3, noting
that the college remains the number one destination for school leavers.
Joint work is being undertaken with West Lothian Council Education
Services to look at where increasing demand is in the marketplace..
6

Performance
(i) Initial Analysis of KPIs 2019-20
Vice Principal, Performance and Improvement, advised the Committee that
due to the issues with the Covid-19 situation work is still ongoing to finalise
student success KPIs.
It was agreed that the initial analysis of KPIs would be circulated to the
Committee when available, in advance of the next meeting. Scott Anderson
expressed an interest in knowing the impact of Covid-19.
Action 2: Vice Principal, Performance and Improvement
The Committee agreed that the excellent efforts of staff working with
deferred students and preparing for new students should be formally
acknowledged.
Action 3: Principal
(ii)

SQA Exam Results 2019-20

Vice Principal, Performance and Improvement, presented Paper 4, noting
that the ability to compare year on year data has been impacted by the
Covid-19 situation. However, where students participated in SQA exams in
2019-20 the results were much improved.
It was noted that particular groups of school pupils have been identified as
being at risk of a negative destination due to the current situation and
opportunities are being looked at. It was recognised that employer
involvement was critical. Elaine Cook noted the excellent collaborative work
being undertaken between the college and schools at this critical time.
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(iii)

Credit Target Update 2019-20

Vice Principal, Performance and Improvement, presented Paper 5, and
invited the Committee to note the contents.
(iv)

Recruitment Update 2019-20

Vice Principal, Performance and Improvement, presented Paper 6. It was
noted that figures are changing daily at this time but that the situation looks
positive and inductions will take place next week.
It was noted that schools are 60% enrolled against target and that the
previously identified concerns in relation to FA courses are being
addressed.
Discussion was held in relation to engineering student progression. It was
noted that although recruitment to engineering is reasonably robust,
promotion of engineering and computing should be increased in schools.
Elaine Cook advised the Committee that DYW/Education Services will be
focusing on this. The Chair suggested that efforts are also targeted at
primary school pupils.
Vice Principal, Performance and Improvement, also provided a verbal
update in relation to the college’s first virtual Open Day held on 4 June.
Positive feedback had been received.
The Committee noted the good work and recommended that a virtual event
continues to take place alongside future Open Days held on campus.
7

Quality
(i)

Quality, Student Support and Learning Resources Update

Head of Quality, Student Support and Learning Resources presented
Paper 7, giving the Committee an overview of the range of work being
undertaken within each area. It was noted that the majority of students
had successfully completed their learning in 2019-20 and that work was
now focused on preparing for students returning to college.
The Principal advised that joint working is now in the process of taking
place with the Council’s Digital Learning team, which is very positive.
The Committee thanked Beth Brownlee for presenting a very clear and
concise report in her first meeting as head of this new department, noting
the content and the good work being undertaken by staff.
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8

Any Other Business
(i)

Alex Linkston requested that the Learning and Teaching Committee
records sincere thanks to all staff for the tremendous achievement in
responding to the Covid-19 situation, noting the amount of additional
work undertaken and skills demonstrated. The Committee agreed
with this suggestion.
Action 4: Principal

9

Review of Meeting and Supporting Papers
Following discussion, the Committee agreed that the online meeting was
very effective and chaired well. Reports provided were of a good standard
and ensured that the Committee was kept well informed and up to date.

11

Self-Evaluation of Committee
Vice Principal, Finance and Corporate Services, presented Paper 8, which
was duly approved by the Committee.

12

Date of Next Meeting
The next meeting is scheduled to take place on Wednesday 18 November
2020 at 10.30am.
Note: There were no matters discussed during the meeting, during which
Members declared any conflict of interest, or the Secretary to the Board
was aware from the Register of Interests that discussion could give rise to
such a conflict.

Signed

………………………………………………….
Chair, Learning and Teaching Committee

Date

…………………………………………………
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Board of Governors
Nomination Committee Terms of Reference
Under the Code of Good Governance, the Board is required to review and approve
the committee remit. The remit for the Nomination Committee has been agreed by
the committee and is attached for information. One small change has been made
using track change for ease of reference.
The remit will be reviewed again in September 2021.
Action
The Board is asked to approve the Nomination Committee remit.

Jennifer McLaren
Secretary to the Board of Governors
22 September 2020
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West Lothian College
Board of Governors
Nominations Committee
Terms of Reference
CONSTITUTION AND MEMBERSHIP
1

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

2

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

Chair
Vice-Chair; and
Chairs of the Board Committees.

3

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

4

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

AUTHORITY
5

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

6

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

PROCEEDINGS
7

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

8

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

BoG/committee tor
Review September 2020
Next Review September 2021

Deleted: December 2015

9

The Secretary to the Board shall act as the Clerk to the Committee.

10

The Principal shall not be a member of the Committee but may support the
Committee as required, in attendance.

Duties
11

The duties of the Committee shall include –
•

taking cognisance of the Appointment of Board Members: Ministerial
Guidance and all relevant Equality and Diversity legislation and
guidance;

•

ensuring sound corporate governance and the proper conduct of the
Committee’s operations;

•

determining the process whereby candidates to fill vacancies on the
Board are nominated and, as appropriate, using a number of selection
methods, including personal contact, external advertisement, the
encouragement of nominations and the use of a search committee, but
not all of these will necessarily be used on each occasion; in addition, all
vacancies must be advertised on the Scottish Government’s Public
Appointments website;

•

being involved in the initial stages of the process, namely, inviting
applications and nominations, considering responses received and
briefing and interviewing applicants, on behalf of the Board; the
applications process shall be undertaken in accordance with the
College’s procedures for the recruitment of staff and the interview
process will be carried out in accordance with best practice; candidates
shall be nominated on the basis of merit but subject to the need to
achieve a balance of relevant skills and backgrounds and diversity;

•

nominating candidates for the approval of the Chair and Scottish
Ministers;

•

developing and recommending to the Board policies and procedures for
the induction and governance development of Board members; and

•

having the power to employ the services of such advisers as it seems
necessary to undertake its responsibilities, any costs of such advice to be
paid for by the College.

Deleted: 2014

Deleted: December 2015
BoG/committee tor
Review September 2020
Next Review September 2021

Action: For Approval

Agenda Item 14
Paper 11

West Lothian College
22 September 2020

Board of Governors
Remuneration Committee Terms of Reference
Under the Code of Good Governance, the Board is required to review and approve
the committee remit. The remit for the Remuneration Committee has been agreed by
the committee and is attached for information. Changes are shown using track
change for ease of reference.
The most significant change to the remit reflects the decision taken by the committee
to bring the salaries of the college management team (excluding the principal and
vice principal salaries) within scope of national bargaining.
The remit will be reviewed again in September 2021.
Action
The Board is asked to approve the Remuneration Committee remit.

Jennifer McLaren
Secretary to the Board of Governors
22 September 2020
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West Lothian College
Board of Governors
Remuneration Committee
Terms of Reference
CONSTITUTION AND MEMBERSHIP
1

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

2

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

Chair of Remuneration Committee – Vice-Chair, Board of
Governors;
Chair, Board of Governors; and
Chairs of the Board Committees.

The Principal shall not be a member of the Committee.
The Committee may, if it considers it necessary or desirable, co-opt members
with particular expertise.
3

A quorum shall be one half of the Members entitled to vote on the question
before the meeting.

AUTHORITY
4

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

5

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

Deleted: December 2015
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PROCEEDINGS
5

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

6

The Principal will normally be in attendance, except for matters relating to
his/her salary or terms and conditions of employment.

7

The Secretary to the Board shall act as the Clerk to the Committee.

DUTIES
6

The Committee shall, on an annual basis, consider and agree the salaries of
the Principal and Vice Principals within the pay envelope for all salary awards
agreed by the Finance and General Purposes Committee as part of its
consideration of the College budget for the year.

Deleted: of the members
Deleted: senior management team (which includes the
Principal) and the managers…

7

The Committee shall take account of the following –

a)

that the Principal and Vice Principals should be fairly rewarded for their
individual performance and contribution to the College’s overall performance;

Deleted: senior management team and managers

b)

where, in terms of Principal and Vice Principals remuneration, the College
stands in relation to other comparable institutions in the sector;

Deleted: senior management team and managers’

c)

the relationship between the remuneration of the Principal and Vice Principals
and that of other employees of the College;

Deleted: senior management team and managers and

d)

the benefits granted to the Principal and Vice Principals; and

Deleted: senior management team and managers

e)

the adequacy of pension arrangements and also the cost implication of
pension arrangements, including the pension effect of remuneration
proposals.
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Board of Governors
BOARD SELF-EVALUATION RESULTS
At the June 2020 meeting of the Board of Governors, it was agreed that an
evaluation of the activities of the Board would be carried out by each Board
member individually using the 2019 format which was structured around the
Code of Good Governance. Board members were asked to express a level of
agreement with a series of statements representing good governance practice.
The results are summarised in the attached paper and will be used to inform the
Board Development Plan for 2020-21 which will be presented to the Board for
approval at the December 2020 meeting.

Action
Board members are asked to consider the attached Board Self-Evaluation results
and agree areas of development for taking forward in the 2020-21 Board
Development Plan.

Jennifer McLaren
Secretary to the Board of Governors
22 September 2020
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Board of Governors
SELF-EVALUATION OF COMMITTEES 2020
General Summary
Feedback from the committee self-evaluation questions are summarised below.
In summary to each of the questions posed (numbering relates to question number):
1. All committees were happy with the timing and quality of the papers received.
2. All committees felt that there was a constructive challenge to the Principal and
the Senior Team and appreciated further information being provided when
requested.
3. All committees felt that there was the appropriate balance of skills and
experience with their membership, although some future development points are
noted below.
4. All committees were unanimously supportive of their Chairs.
5. All committees agreed that there was effective communication with the Board.
6. All committee remits were recommended for approval to the Board.
7. All committees could provide evidence of where their scrutiny had brought about
improvement to either processes or papers.
The main action points (number relates to question number):
1. Committees would like to see short focussed papers and where possible a
management summary. The Finance & General Purposes Committee would like
the review of key performance indicators to be taken forward.
2. Audit Committee would like a co-opted member with accountancy background.
Finance & General Purposes Committee would like to review the focus of the
finance short life working group.
3. Finance &General Purposes Committee would like new members to be provided
with appropriate opportunities for new members to develop their knowledge of
the wide range of college provisions, partnerships, student experience and role
of student representatives. The committee would also like opportunities to
observe other committee meetings.
4. Visit to Forth Valley College to be rearranged for Chair of Finance & General
Purposes Committee.
5. Board members are to be encouraged to observe another committee’s meeting.
6. No action points.
7. College Annual Equalities Mainstreaming Report and Action Plan will be
presented to future Learning and Teaching Committees for approval.
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Action
The Board is asked to discuss the paper and consider the points raised in
conjunction with the Board self-evaluation.

Jennifer McLaren
Secretary to the Board of Governors
22 September 2020
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Board of Governors
BOARD SELF-EVALUATION RESULTS
Five Board members completed the Board-Evaluation form and the number of Board
members assigning a level of agreement to each statement is shown in the tables
below. For some of the questions one Board member did not respond due to length
of service on the board so the number of responses is four.
A. Leadership and Strategy
Low/disagree

1

2

3

High/agree

4

5

6

2

3
2
2
1

2
3
3
1

2
1
1

3
4
4

Vision and Strategy (average rating 5.5)
1. The Board has set out clear strategic priorities and aims
2. The Board regularly reviews performance against the strategic aims
3. The aims of the College are aligned with regional strategy/outcomes
4. The Board undertakes regular strategic reviews/ scenario planning

5. The Board understands and demonstrates the College Values
6. The Board has a Code of Conduct to which it is committed in practice
7. The Board operates according to the Nine Principles of Public Life2

Comments included:
•
•

•

Although the Board discusses visions and strategy, I don’t feel in my opinion
that there are clear plans and targets set which allow for clear reviews and
actions if required.
Clear focus on improving attainment and commitment to recruit students
from areas of multiple deprivation. Positive feedback on Outcome
Agreement and progress against targets and development priorities from the
Funding Council and HMI. Chairs of committees involved in Finance
Workshops to consider 5 year financial strategy against SFC assumptions of
budget elements.
Clear understanding by Board members and referenced in discussions.
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B. Quality of the Student Experience
Low/disagree

1

2

3

High/agree

4

5

6

1

1
1

3
4
4

2
2
2

3
2
3

Student Engagement (average rating 5.6)
1. Student members are active at Board level
2 The Board receives regular reports from the Students’ Association
3. The Board and its Committees prioritise the opinions/views of students

1

Learning and Teaching/Student Support (average rating 5.5)
4. Learning and Teaching Performance is overseen effectively

1

5. The Board sets challenging student success targets
6. The student experience is central to Board decision-making

Comments included:
•
•

•

•

This area is a strength to the college as the Board strongly support the SA in
every way.
T&A’s need to become a greater part of every area, accountability for targets
both negative and positive need to monitor closely for the Board to be able to
make strategic decisions and become consistent and in line with what they
are setting out to do at the start.
Outstanding contribution of Student Association on Board and regular
reporting. Student feedback informs investment decisions eg IT
infrastructure, provision of free student breakfast. Quality assurance
arrangements provide direct student feedback on student learning
experience. This latter aspect recognised in national award to Student
Association.
Material improvements in key attainment indicators. Attainment Improvement
sub-group work completed and incorporated within Learning and Teaching
Committee work. Improved performance data/staff training to ensure
effective use. Improvement in relative position to other FE colleges on key
measures. Very strong student voice across the work of the Board due to
highly effective Student Association and development of a collaborative,
inclusive partnership
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C. Accountability
Low/disagree

1

2

3

High/agree

4

5

6

Accountability and Delegation; Risk and Audit (average rating 5.6)

1
3

1. The Board recognises its chain of accountability
2. The Board is open in its decision-making and facilitates disclosure
3. The Board delegates responsibilities to appropriate committees

1
2
2
3

4. The Board has in place an effective risk management strategy
5. The College’s audit processes are comprehensive and rigorous
6. The Board publishes high quality Annual Reports

4
2
4
3
3
2

Remuneration, Sustainability, Staff Governance (average rating 5.6)

1
2

7. There is a formal process for setting the Principal’s remuneration
8. Funds are planned and used economically, efficiently, and effectively
9. Board members are aware of their responsibilities as charity trustees
10. The Board prioritises the fair and effective management of staff

1
2

Comments included:
•
•
•
•
•
•

No formal training as charity trustee has been offered to me as a newish Board
member.
Chair and Principal very open and approachable.
Careful consideration and update of risk management matrix.
Very positive feedback from internal and external Audit.
Processes for Principal and EMT salaries reviewed and progressed against
appropriate comparators.
Management restructure undertaken to optimise impact of available staff
resources on success for student outcomes. Regular reminder of responsibilities.
Board attendance at staff conferences to recognize contributions to the success
of the college. Board promotes a culture of respect and collaborative partnership
with management and the wider staff body.
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D. Accountability
Low/disagree

1

2

3

High/agree

4

5

6

Post holder Effectiveness (average rating 5.7)

3
1

1. The Board Chair promotes open discussion on strategic matters
2. The Board has an appropriate mix of skills and works well as a team

2

2
3
5
3

1
2

5
3
2

3. The Principal and Executive Team are clearly accountable to the Board
4. The Board is well supported and guided in matters of governance
Board member development and evaluation (average rating 5.7)
5. Board recruitment is open and in line with ministerial guidance
6. There are sufficient opportunities for Board induction and development

1

7. Board effectiveness is regularly reviewed

Comments included:
•
•
•
•
•

There are new members on the Board and Covid 19 has made it difficult to build
team working/culture. Once lockdown restrictions are further lifted, then that
opportunity will be afforded.
Albeit I believe there is a good mix, it goes to my previous points regarding
T&A’s being built around strategic plans for continuous improvement within
the Board itself to aid the college progression.
Recent very successful recruitment to the Board has improved mix of skills
and achieved gender balance. Principal and Executive Team responsive to
issues and concerns raised by Board members.
Very good quality support in governance from Secretary to Board.
Board induction on specific issues eg Finance and Governance etc very
good but also in relation to the wider work of the college eg meetings with
Student Association. COVID has impacted aspects of this but revised
arrangements will be put in place
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E. Relationships and Collaboration
Low/disagree

1

2

3

High/agree

4

5

6

3
3
3
3

2
2
2
2

Partnership Working (average rating 5.4)
1. The Board ensures effective communication with stakeholders
2. Learning provision is relevant to industry needs
2. The College engages well with stakeholders/industry partners
4. The Board supports the delivery of the Regional Outcome Agreement

Comments included:
•

•

Effective communication must revolve around listening to external factors
along with stakeholders and building this into the strategy then feeding back
the result from what has been targeted, this in itself is one main factor that
external stakeholders will take notice off ( what are the Board doing to
develop the college’s progression )…. Communication works in two ways
and good results against what we are targeting from listening to stakeholders
makes for good continuous progression and support.
Board members participate in the wider work of the college eg staff
conferences and student events. Board contribution to engagement with
stakeholders and community planning partners. Board participation in
Scottish Government receptions on specific issues eg ACEs reception. ROA
reviewed and priorities discussed and monitored by Board.

Summary
The average ratings were calculated allocating each response its weighting
multiplied by the number of responses (e.g. 3 responses for a 5 rating = 15) and
totalling all the weighted responses for a given sub category. The total weighted
responses were then divided by the total number of responses in each sub category
(e.g. 4 questions in a sub category = 20 total responses since 5 members
participated in the self-evaluation).
From highest to lowest, the average level of agreement for each sub category can be
ranked:
1. Board member development and evaluation – 5.7
1. Post Holder Effectiveness – 5.7
2. Student Engagement – 5.6
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3.
4.
5.
6.
7.

Accountability and Delegation; Risk and Audit – 5.6
Remuneration, Sustainability, Staff Governance – 5.6
Vision & Strategy – 5.5
Learning & Teaching/Student Support – 5.5
Partnership Working – 5.4

Strengths
The highest individual response was, ‘Board recruitment is open and in line with
government guidance’ with 5 responses applying a 6 rating, which reflects the overall
high rating of the ‘Board member development and evaluation’.
However as can be seen from the average scores above, scoring for each question
was similar from the Board members that completed the survey.
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