West Lothian College – Board of Governors Meeting
Tuesday 21 September 2021 at 4.30 am, via Zoom
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BOARD OF GOVERNORS
Minute of Meeting of the Board Governors held on Tuesday 29 June at 4.30pm via
Zoom
Present:

Alex Linkston (Chair)
Sue Cook (Vice Chair)
Jackie Galbraith (Principal & Chief Executive)
Simon Ashpool
Kirsti Clark
Jinty Dobson
Frank Gribben
Lynne Hollis
Iain McIntosh
Colin Miller
Moira Niven
Neil Sinclair

In Attendance :

Simon Earp (Vice Principal, Performance and Improvement)
Sarah-Jane Linton (Vice Principal, Learning and Attainment)
Jennifer McLaren (Vice Principal, Finance & Corporate Services)
Paula White (Head of Estates and Sustainability) – Item 9
Lesley Aitkenhead (Board Governance Advisor)

1. Welcome and Apologies
The Chair welcomed everyone to the meeting. Apologies were noted from Tom
Bates and Julia Simpson.
2. Declarations of Interest
There were no other declarations of interest.
3. Minute of Meeting of 9 March 2021
The Minute of the meeting of the Board of Governors of 9 March 2021 was
approved as a correct record.
4. Matters Arising from Minute of Meeting of 9 March 2021
All actions from the minute of meeting of 9 March 2021 were noted as duly
completed or on track.
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5. Chief Executive’s Report
The Principal highlighted the tremendous effort from staff and students, which
was celebrated in the Celebrating Success event, which was attended by
members of the Board.
The Principal advised that the Chief Executive’s Report has been structured to
align with the 4 college’s strategic goals, to provide the Board with greater insight
on progress.
The Principal highlighted the level of Quality Assurance activities, including the
positive feedback and unconditional accreditation from the General Teaching
Council Scotland as part of the revalidation review. Education Scotland also
acknowledged good practice from the college in its recent national review of
blended learning in colleges.
The Principal noted the positive impact on both the staff and Board Members
from staff attendance at Board pre-meetings and agreed that this should
continue. It was agreed that pre-committee staff events should be offered to all
Board Members, as part of a calendar of events.
The Principal noted the Scottish Funding Council Report, which was issued 29
June 2021, and has wide reaching implications, including a recommendation to
move to multi-year funding. The Principal will review the report and summarise
the main points for Board members.
The Board shared comments raised by the Chief Executive of the College
Development Network (CDN) stating that West Lothian College is viewed as
‘dynamic and creative’.
Members noted the Chief Executive’s Report.
6. Regional Chair’s Feedback
The Chair updated the committee on the Scottish Funding Council review and
the leadership workshops set up to raise the profile of Colleges in Scotland,
including Statement of Ambition, Governance and the Pay Review process.
The Chair acknowledged the positive attitude and ‘buzz’ about the college, which
was witnessed in a recent visit to the site and from attending the Celebrating
Success event.
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7. Student Association Report
Members noted the report from the student association and commented on the
quality and insight provided, particularly from the case studies.
The Student Association advised the Board that the Association received a
Runners Up Award for the Student Partnerships in Quality Scotland (SPARQs)
for the work on equalities, diversity and inclusion. The Board welcomed this news
and celebrated the work of the Student Association.
The Board noted the report and thanked the Student Association for the quality
of the report and update, including the development of a strategic framework.
8. Colleges Scotland Review of Statement of Ambition
The Chair presented the Statement of Ambition Review for discussion. It was
noted that the review was produced by one of the workstreams involved in the
Colleges Scotland review, funded by the Scottish Funding Council.
The Chair advised that colleges were being asked for feedback by 30 June 2021,
and the Principal has prepared a summary of the key points of feedback.
The Board shared views on the review and asked that the comments were
included in the response to Colleges Scotland, these included:
•
•
•
•
•

The report was overly wordy, with many vague statements.
The report should include clear mechanisms for measuring success
The report should use less jargon
The report includes open ended statements referring to ‘meeting all
learning needs’ which would be difficult to meet without setting clear
expectations.
The report should include case studies which will bring the content to life
and give a real sense of purpose and ambition.

The Principal and Chair agreed with the comments and advised that feedback
was being collated and sent, as this was an important document.
Action 1: Principal to include feedback in response to Statement of Ambition and
share with Board Members.
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9. Five-Year Estates Plan
The Head of Estates and Sustainability was welcomed and gave a presentation
on the ongoing work and future plans for the College Estates. This work is aimed
at transforming the campus to create more flexible learning spaces.
The board welcomed the work and noted that the decision to create a Hair &
Beauty Workspace on the ground floor was reflected a positive vision for the
college.
The board welcomed the plans to create positive spaces for students to ‘dwell’,
encouraging them to spend more informal time on college premises, maximising
student engagement.
The board also noted the need to consider Carbon Neutral plans and a Board
Member offered to share insights on Zero Public Buildings Standards for
consideration. The board thanked the presenter.
10. Strategic Risk Register
The Vice Principal, Finance & Corporate Services presented the updated
Strategic Risk Register for discussion. The board were advised that this reflects
all of the risks, which were discussed at each of the committees, with the
exception of the Board specific risks.
The Chair asked the board to confirm agreement to the risks and mitigating
actions for the board specific risks 1.1 and 1.2, which was confirmed.
The Chair asked each of the committee chairs to confirm agreement to the risks
presented at each committee and it was confirmed that all the risks were
considered to be a fair reflection of the current risk profile for 2021, and the
mitigation was appropriate. The Strategic Risk Register report was noted.
11. Board Development
The Board Governance Advisor presented three items for discussion:
(i)

Update on the Board Strategy Day

The Board Strategy Day on 6 May covered two main topics – Cyber Security and
Diversity, and all actions are included in the Board Development Plan.
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Board Self Effectiveness Evaluation

The Board Governance Advisor presented the final copy of the Board Self
Effectiveness Evaluation for discussion. The board noted the report as an
accurate reflection of the self-assessment, and the actions are included in the
Board Development Plan.
(iii)

Board Development Plan

The Board Governance Advisor presented an updated Board Development Plan,
stating that the plan will be a continuous process of development, and will include
actions identified as part of Board Members 121’s or from internal or external
reviews. It will be kept updated, using SMART actions and included in future
board meetings for oversight. The board noted the plan and approach.
12. Annual Review of Committee Remits
The Board Governance Advisor presented the annual review of the Board
Committee remits for approval. The presenter advised that there were no
material changes to the current remits as the design of the current governance
structure is considered effective, and the committees are operating effectively.
The presenter advised that there were some changes to the format of the remits
of Nominations Committee and Remuneration Committee to align with the other
remits.
The board asked about the reference to the Nominations Committee – “ensure
sound corporate governance and the proper conduct of the Committees
operations;” and whether this was the responsibility of the Board. It was agreed
that it was the responsibility of the Board to provide oversight of corporate
governance, but this item related specifically to the conduct of committee
members, in terms of their duty of care as board members. It was a delegated
responsibility to the nominations committee which has responsibility to provide
oversight and escalate any issues to the Board.
Action 2: The Board Governance Advisor will review the wording of the remit of
the Nominations Committee to make the responsibility clearer.
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Committee Business.
13. Finance and General Purposes Committee: Update from the Chair of the
Finance & General Purpose Committee from 17 June 2021.
The presentation by the Student Support Staff was noted as a highlight of the
Committee, sharing the passion and insight of the work that the team undertake.
The committee noted an overall positive year, in terms of financial plans staff
performance and recommended the following reports for approval by the board:
(i)
(ii)

Annual Budget 2021-22 (including FFR)
Financial Regulations

The Board approved the Annual Budget 2021-22, Financial Regulations and also
the Financial Forecast Return for 2021-22, which was a presented as a late paper
to the board.
The committee noted the complaints report, infrastructure update and welcomed
the five-year estate plan and recommended approval of minor changes to the
Accounting Policies for approval by the Audit Committee.
14. Audit Committee: Update from the Chair of the Audit Committee from 24 June
2021.
The presentation by the Construction Team was noted as a highlight of the
Committee, sharing the passion and insight of the work that the team undertake.
A presentation from the Head of Information Systems and Digital Infrastructure was
welcomed and provided opportunity to consider the work to achieve Cyber
Essentials Plus Accreditation.
The committee approved the renewal of the current Internal Audit contract but
agreed it would be last renewal, to ensure it remains independent.
The committee also approved minor changes to the Financial Regulations, which
was noted as consistent with the college sector. The committee welcomed
presentations by the external audit team on the audits completed on Core Financial
Systems and Business Continuity and discussed changes to disaster recovery
plans. The committee noted that the information presented at the committee
enabled a more informed discussion on the Strategic Risk Register, and agreed that
the changes in risk profile and mitigation were consistent with the updates to the
committee.
BOG/210921/iShare
6

Action: For Approval

Agenda Item 3
Paper 01

West Lothian College

21 September 2021

The committee noted the update on Health & Safety and commented on the
reduction on incidents as students were not on site.
The board raised a question around the mental health and wellbeing of students
who are working at home and whether the college had any means of monitoring any
issues that were unreported. The Principal advised that a report on the work of the
Student Support Team was presented to the L&T Committee which gave insight on
the work to support students who are struggling with poor mental health.
15. Learning and Teaching Committee: Update from Chair of the Learning and
Teaching Committee from 16 June 2021
The presentation by the Beauty Therapy Team was noted as a highlight, enabling
committee members to have direct access to staff and students working in the
Beauty Therapy Area. The committee noted the quality and insight provided by the
Equality and Mainstreaming report and also highlighted the use of external sources
of validation, as a positive approach to providing added assurance.
The committee approved the following reports:
(i)
(ii)

Curriculum Plan
Equality & Mainstreaming Report

The committee noted the papers on good progress against Outcome Agreement
targets. An action of note was to respond to the Government on the approach
taken by certain Universities that had a negative impact on college students, and
has potential future implications.
16. Renumeration Committee: Update from Chair of Remuneration Committee
from 6 May 2021
The committee confirmed approval of the annual cost of living pay awards for the
Principal and Vice Principal, in line with the nationally agreed deal agreed for
support staff.
17. Nominations Committee: Update from Chair of Nominations Committee
from 29 June 2021
A Chair advised that a meeting was held before the board to discuss recent
resignations of Simon Ashpool and Jeremy Miles, who have regretfully identified a
conflict, following changes to their working arrangements.
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It was noted that neither member was asked to leave or wanted to leave and both
had valued their time on the Board. However, circumstances had compelled the
resignations. The Chair noted that the Nominations Committee discussed and
agreed plans for recruitment and needed to consider skills as well as balance of
gender and ethnic diversity.
The Board Governance Advisor advised that Board members will be asked to
complete a more detailed skills matrix, to gain further insight on available skills and
gaps, for purposes of recruitment and succession planning.
The Chair thanked Simon Ashpool for his contribution to the Board and the college
and the board wished him every success in his new role.
18. AOB
There was no additional business noted.
19. Review of Meeting, Supporting Papers, Development Needs
The Board of Governors were comfortable with the meeting and supporting papers
presented.
20. Date of Next Meeting
21 September at 4.30pm via Zoom

BOG/210921/iShare
8

Agenda Item 4
ACTION: To Discuss
Matters Arising - Board & Committees - Action Tracker

Paper 02

West Lothian College
Date: 21 September 2021
Board/Committee

Meeting

Ref

Source

Board

09-Mar-21

B1

Lessons Learned

Board

09-Mar-21

B2

Board Development Plan

Board

09-Mar-21

B3

F&GP Update

Board

09-Mar-21

B4

Strategic Risk Register

Board

09-Mar-21

B5

Audit Update

Strictly Private Confidential

Action

Owner

Priority

Target Date

Status

Working through the Pandemic presentation: The Principal to circulate her pesentation to the Board.

Princ

2

30-May-21

Completed

To amend paper 7 to reflect change in wording for 'Removal of Board Members' then circulate for Board
Approval

BGA

1

30-May-21

Completed

To arrange for a Cyber Security Session to be delivered at a Board Meeting

BGA

1

06-May-31

Completed

Cyber Security Session presented at Board Strategy Day

The risk register will be a standing item at the Board as a discussion paper and the Board will take collective
responsibility for it.

BGA

1

30-May-21

Completed

Strategic Risk Register is standaing agenda item, at each committee
and Board.

VPP&I

2

01-Sep-21

On Track

To arrange for a presentation from the Info Systems and Digital Infrastructure Team at the September
Board Meeting.

Update
Presentation circulated to Board members

Item to be included in Sept Board Agenda.
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CHIEF EXECUTIVE’S REPORT – JULY TO SEPTEMBER 2021
Our summer period was dominated by helping last year’s students complete their
qualifications, completing modernisation work on campus, and preparing for the
return of staff and students to campus from 16 August.
I delivered a live online welcome back presentation to over 220 colleagues on 16
August that summarised 2020-21 and set out the priorities for the year ahead. In
summary, these are to:
1. Work safely through the pandemic, particularly the mental health and wellbeing
of staff and students
2. Achieve our four strategic goals and improve student success
3. Live our values and behaviours and make progress on our equality outcomes.
4. Make work and learning better.
Around 200 colleagues attended afternoon teas over four days in our new Campus
Cafe in their teams. For the vast majority of staff, this was the first time they had
been on campus for over a year and, for most of the 60+ colleagues who joined us
since the March 2020 lockdown, it was their first ever time on campus.
Covid19
Weekly management meetings to monitor and adapt our Covid19 health and safety
measures continue, as do fortnightly meeting with trade union representatives on
the same matter. Face coverings need to be worn indoors at all times except when
eating in the Campus Cafe, and we are continuing to implement 1m distancing
where appropriate. I sent a personal letter to all students that highlighted what they
should do to help keep our campus Covid-free. I have communicated similar messages to all staff.
The Scottish Government continues to be concerned about the transmission of the
virus in schools, colleges and universities. College and university principals received three ministerial letters in one week in August seeking information on preparations for students returning to campuses. This was followed by a meeting with
the Minister for Further and Higher Education and Skills.
Industrial Relations
Negotiations have started at the NJNC (Lecturers) and NJNC (Support) on pay
claims for lecturing and support staff. Both sets of unions have submitted claims
significantly in excess of the 2.4% cost of living uplift provided to colleges for 202122 from SFC.
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Over the summer, I continued to be involved in national pay negotiations and a
range of other national engagements with trade unions. I led on the establishment
of the new College Sector Strategic Partnership Forum that met for the first time in
August and comprises representatives from trade unions, principals, NUS Scotland
and the Scottish Government. The aim of the forum, which sits separate from the
national bargaining machinery, is to discuss important issues affecting the sector
and contribute towards developing a more respectful and productive relationship
between the Employers’ Association and trade unions.
A two-month process, agreed with our EIS branch, to attempt to achieve a resolution to our local dispute did not reach an agreed conclusion. The matter was referred to the Joint Secretaries on 8 September and we expect feedback later this
month.
Scottish Funding Council (SFC)
Funding
SFC published the final funding allocations for colleges in July (see Appendix A).
Although we have the highest proportionate increase on the previous year of all
college regions at 12.8%, this is primarily because we deliver a higher proportion
of Foundation Apprenticeships (FAs) than most colleges. This is problematic for
the college for future years from 2022-23 when SFC plans to stop providing additional funding for FAs (as outlined in the assumptions provided for Financial Forecast Returns). The implications of this and other assumptions will be discussed by
Board members on the Finance Working Group.
In August, SFC announced funding for the Flexible Workforce Development Fund
for 2021-22. Of the £14 million allocated to colleges across Scotland, we will receive a total of £433,560 (£328,931 to deliver training to large levy-paying companies, and £104,629 to deliver training to small and medium sized businesses).
Review of Coherent Provision
I took part in a number of discussions with leaders in the sector on a coherent
response to SFC’s Phase 3 report, Coherence and Sustainability: A Review of Tertiary Education and Research. This included a meeting with our Minister, Jamie
Hepburn MSP, along with a small number of chairs and principals, to outline the
sector’s initial response. A summary of the report is available at
http://www.sfc.ac.uk/web/FILES/Review/coherence-and-sustainability_summary.pdf.
I am meeting the principals of the four universities and four colleges involved in the
Edinburgh and South East Scotland City Region Deal on 14 September to explore
possibilities for future collaboration.
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The collaboration with Edinburgh, Fife and Forth Valley Colleges continues and I
met principals over the summer to explore further areas of partnership working.
College Performance Indicators 2019-20
SFC published College Performance Indicators 2019-20 in July
(http://www.sfc.ac.uk/publications-statistics/statistical-publications/2021/SFCST062021.aspx) and our college performance report is available
at https://www.west-lothian.ac.uk/corporate-and-governance/college-performance-indicators/.
There are many positives on student success at our college in 2019-20, particularly
for part-time students. For all students, we were in the top four of fifteen regional
colleges. Over two-thirds of our students are part-time and we were second and
third best in the sector for part-time HE and FE respectively. Our students in all key
groups (care experienced, those with a disability, etc) were more successful than
the sector average, with our ethnic minority students achieving the best outcomes
in the sector. We were the highest performing college for evening class students,
second best for SVQ students, and third best for students undertaking work-based
learning (for which we had the highest volume in the sector).
However, we saw a decline in full-time student success, with a small number of
subject areas impacting negatively on our overall full-time performance. The reasons for this are well understood in the college and improvements have been, and
continue to be, made. We are in the process of analysing results for 2020-21 (this
process will be finalised next month). Despite a year disrupted by lockdowns, restrictions and strike action, the table below shows we have made good progress
on student success.
2019-20

2020-21

FEFT (FE Full Time)

62.9%

63.1%

FEPT (FE Part Time)

83.9%

85.7%

HEFT (HE Full Time)

68.3%

70.7%

HEPT (HE Part Time)

89.7%

87.5%

Overall

78.0%

80.2%

Raising the profile of the college
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We had two articles published in The Scotsman over the summer. Workforce Development faculty director Diane Mitchell wrote about how we are supporting economic recovery (https://www.scotsman.com/news/opinion/columnists/collegesare-helping-people-to-cope-with-the-pace-of-change-in-the-jobs-market-dianemitchell-3331308).
Vice principal Simon Earp described how we were using data to support student
success (https://www.scotsman.com/news/opinion/columnists/college-collectingmore-data-than-ever-before-but-its-not-all-about-the-numbers-simon-earp3348057). There was very good feedback externally about both articles.
I was invited to talk about the college at the most recent meeting of the West Lothian Community Race Forum. I was joined by our Board Governance Adviser who
spoke about current Board vacancies and our desire to attract applications from a
diverse range of individuals. The college is now a member of this forum and will be
represented by our new equalities officer, Virginia Toyi.
I was invited to take part in a panel discussion CDN’s recent Student Member Governance conference, along with the Chair of West College Scotland and a student
board member at Edinburgh College. It gave me an opportunity to share how our
Board works with and supports our Student Association members.
The panel discussed priorities for Boards in the coming year, what we look for from
student members and what they need to feel equipped to contribute fully to Boards.
Graduation 2021
Our 2021 graduation ceremony will take place on campus on Saturday 23 October.
This is a wonderful opportunity for our HNC/HND graduates to celebrate their
success with their families and I would encourage Board members to join us in that
celebration.
The remainder of this report provides Board members with examples of how the
progress we are making on our four strategic goals, particularly over the last three
months. This is not an exhaustive list and members are encouraged to read my
weekly update for further examples of how the college is achieving our goals and
living our values.

Leading with Vision and Empathy
We were awarded £122,890 from SFC for our Eliminating poverty through trauma
responsive action project to offer coordinated, targeted, personalised support for
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students and their families who are in poverty and have, or have had, experience
of trauma in their lives. Through this, staff will benefit from Mental Wellbeing and
Health training delivered by SMILE Counselling. We are already supporting a number of young people with intensive support from teams across the college and external partners.
Inspiring and Enabling Success for All
While Business and Accounts courses are being delivered 80% online (responding
to feedback from their students), around 60% of our full-time students are learning
on campus. School pupils are also attending classes on campus on Tuesday,
Thursday and Friday afternoons. Curriculum teams delivering vocational subjects
have ensured their students engage in practical work from the start to maintain
motivation on the days they learn online.
In August, we started our Increasing Equalities Level 4 Hospitality Foundation
Apprenticeship and worked with the council’s Inclusion and Wellbeing Service to
identity students for this one-year pilot. Our Hospitality team is delivering the course
with engagement from a number of industry partners to provide students with
invaluable practical experience.
We achieved the DFN Project Search Performance Award for 2019-20 as 75% of
our students gained (and were still in) employment after six months. This is a significant achievement as these students finished their course just as the pandemic
arrived in the UK. This is the latest in a number of consecutive years of high employment outcomes for our students.
We became one of the first two colleges in Scotland to achieve the Carers
Federation’s Quality Standard in Carer Support that recognises the support we
offer students who are carers.
With the completion of the new Learning Centre, Information Point, Student Association hub and Campus Cafe we increased and improved our learning facilities
and services for new and returning students. Feedback from students and staff has
been extremely positive.

Supporting Economic Recovery and Growth
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Our end-of-year figures for the Flexible Workforce Development Fund were 2,766
employees attending or booking on courses with £420,660 worth of training
delivered to 31 levy-paying companies and £100,830 to 22 small and medium sized
businesses.
The college continued to increase the number of Modern Apprenticeships we
support, for example with a contract to support 49 apprentices at City of Edinburgh
Council.
Strengthening Communities
From April, our CHS Learning Academy team delivered 29 pre-service courses,
each with 24 students, for 714 candidates. From August, these newly trained panel
members began serving their community in children’s hearings.
Building on the expertise of our CHS Learning Academy team, we were awarded
a six-month contract by the Scottish Government to develop core training materials
for Appropriate Adults who provide support for vulnerable adults during police procedures. The training materials will be used in the initial training for Appropriate
Adults and will be rolled out across all local authorities.
Staff News
Executive secretary, Sandra Callan retired earlier this month after 28 years at the
college. Sandra epitomised our values of being welcoming to all and having
students at the centre of everything we do. She worked closely with the Board of
Governors and I am sure she will be missed by members.
Jackie Galbraith
Principal and Chief Executive
21 September 2021
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STUDENT ASSOCIATION REPORT AUGUST 2021
Introduction
This report aims to provide an overview of the activities of the Student Association
(SA) for the period July-September 2021 focusing on the five SA strategic aims
below.
Student Association Strategic Aims for 2021-22
Aim 1 Student Association and Strong Leadership
Aim 2 Representation and Student Voice
Aim 3 Equality and Diverse Student Community
Aim 4 Student Health and Wellbeing
Aim 5 Sustainability and Technology
Aim 1 Student Association and Strong Leadership
•
•
•
•

Governance and Policy
Structure
Training
Self Evaluation and evaluation

Governance and Policy
The three year Student Association Strategic Plan was created at the end of last
academic year, and outlined in the June learning and teaching report.
The SA have adapted the learning and teaching report format to reflect the new SA
priorities. This new format will be utilised to report on SA activity and allow for
accountability in relation to achieving the SA priorities set by the Students.
Not all objectives under the aim will be reported on in each report as objectives are
set over a three year period. However, in this initial report it is made clear what the
priorities are over this duration.
An operational plan has also been implemented, to ensure that there is clear guidance
and support for officers, with calendar dates of committees, monthly agreed priorities,
activities, and how SA officers can gauge effectiveness.
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Structure
The SA structure has evolved to provide more time for the Student President and Vice
President to speak to students, ensure strength in student voice and effective work in
partnership with college staff to achieve other SA priorities. This new collaborative
approach will alleviate pressures on Student Officers, release their time to support
individual and class priorities and support SA Ambassadors with more specific aims
like improving activity on mental health and wellbeing, equalities and sustanability and
technology, while still ensuring autonomy.
This new format will be evaluated at the end of this academic year to establish
effectiveness and impact.
Training
SA leadership training is currently being updated to reflect the new way of working
and support officers.
The following training will be updated before October 2021, when newly elected
Executive Officers and Ambassadors will be trained.
•
•

Executive Officer Training
Ambassador Training to incorporate new roles aligned to the Strategic Plan

Other relevant training and handbooks will be update and created throughout the
academic year, to support current officers and transitions to the next postholders in
2022-23.
Self Evaluation and Evaluation
Self-evaluation will be completed in February of each year using the National Union
of Students (NUS) template which is then returned to the SA for their ongoing
completion.
There will be a continuous evaluation of Student Association activity throughout the
year to evaluate effectiveness and impact.
Aim 2 Representation and Student Voice
•
•
•
•
•
•
•

SPARKLE (Learning and Teaching Evaluation)
MS TEAMS Channels
Surveys and accessible forums
Committee and Board Membership
Support students with college policy and procedures
Communicate effectively
Partnership working with West Lothian College
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SPARKLE (Learning and Teaching evaluation)
A revised Sparkle survey will be created and presented to students towards the end
of Block 1 and the end of Block 2 to ensure evaluation questions are current, relevant,
and appropriate.
This survey will provide clear experiences and opinions of the student college
experience for this academic year 2021-22. Findings from SPARKLE will be available
for staff and students and overall reports will be included in the SA Board report
biannually, once created.
MS Teams Channels
Following the success of the launch of a SA Teams channel last academic year and
the ongoing need to promote digital skills, a SA Teams channel has been relaunched
for 2021-22, ensuring an inclusive and more streamlined approach to communication,
peer support and creation of a supportive online student community.
Committee and Board Membership
The Student Association President and Vice President are members of the following
Board and college committees 2021-22:
•
•
•
•

The Board of Governors
Learning and Teaching Committee
Finance and General Purpose Committee
College Equalities and Widening Access Committee

SA Ambassadors will have membership for the following groups. Ambassadors will
report back to the President and Vice President regarding activity with these groups
on a monthly basis.
• Divers and Dive In
• Mental Health and Wellbeing
• COP26
Support and Representation
There has been a new SA Website created, to ensure ease for Students to access
information and student policies and procedures.
The Student Association will be available to support students, answer enquiries
online via MS Teams, Email, phone or in person. This also includes support with
appeals and complaints where appropriate.
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The following provides a summary of the sources and types of queries between
16 August to 25 August 2021.
Source
Email
MS Teams
Facebook Messenger
Phone
Face to face
Total

Number of Queries
2
1
0
1
9
13

Source
Laptop loan requests & IT Issues
Student Association Post responses
Health and Wellbeing Support
Support and signposting
Finance related
Complaints
Other
Total

Number of Queries
0
0
0
3
1
0
3
7

In each case, students were signposted to appropriate college services, tutor support
or external agencies as appropriate.
Prior to the summer students had contacted the SA to gain support on a complaint
regarding part time course payments. This complaint was resolved to the satisfaction
of the students.
Accessible Communication
The SA aim to support all communication to students to be accessible, easy to
understand and up to date. The President and Vice President attend a weekly
student retention meeting with college staff to discuss matters of importance and
help draft relevant weekly student communication.
SA communication will take the form of:
•
•
•
•
•

Annual Newsletter
Teams pages
Social Media
Online
Face to face
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During induction, the SA President worked alongside student support to welcome all
students on campus and showcase the newly refurbished buildings. During the initial
few weeks at college, the Student Association Team will visit all classes face to face
or online to speak to Students about the SA, the opportunities avaliable and support
which is on offer.
Partnership working
Working in partnership with the college is key to ensure that the SA Officers are
supported and can fulfil objectives to meet the needs of the students. Working in
partnership with the college will ensure strength in student voice, a more focused
approach and ensure students are at the centre of everything we do as an SA and as
a college.
Aim 3 Equality and Diverse Student Community
A group of SA Ambassadors will work in partnership with staff to achieve this objective.
This includes attendance at Dive in and Divers groups to collaboratively create and
promote events and campaigns. This will remove the need for duplication and
seperation of a SA and college calendar of events. Instead this will be combined in a
more effective and impactful way.
The SA and allys were delighted to work in Partnership to promote the launch of the
newly created LGBT Club, during Pride celebrations in July 2021. Susan RarityMiddleton from the West Lothian Council, who was coordinating West Lothian Pride
sent a lovely email thanking the SA for our support during the Pride event and would
like to collaborate with the SA and college in planning events for LGBT History month
in February 2022. Phoenix, the SA LGBTQI+ club, will be launched on 20th
September for Students, to establish a peer support network and inclusive social
group. The newely created SA office, also promote inclusivity, promoting the LGBT
colours on the main enterence.
Student Community
It is essentail for students to feel that they are part of a student community. The
Student Association will create an online community via MS Teams and on campus
community, supporting events such as Freshers online and on campus (if able due to
Covid-19 restrictions) The SA will hold regular events and forums where students are
able to openly talk about their experiences, meet peers, gain support, and have fun.
The newly created Student Association Hub has been created in the centre of the
college. This fresh, welcoming space will enable students to drop in for a coffee, heat
meals in the new microwave and most importantly create opportunities for the
Preseident and SA Team to speak to students informally, and provide support and
signposting when needed. This space will enhance the visibility of the SA and provide
an inclusive base for the team.
BoG/210921/SharePoint
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Student Poverty
The Student Association will continue to support students by signposting them to
relavant services which include bursaries and external partners such as The Larder,
River Kids, Clothing Bank, Food Bank, C Card and by other supportive means where
appropriate.
Safeguarding
The Student Assocaition will ensure that President, Vice President and Development
Officer have all undertaken Mental Health First Aid Training. SA Ambassadors and
students will also be offered the opportunity throughout the academic year for peer
support. It is essentail that the SA Officers are aware of the staff safegaurding team
can signpost effectively.
All Officers will have to undertake HR Safegaurding training and will be supported by
the Development Officer to do this. They are the first point of contact for many
students and should understand what to do and how to pass on information safely.
Aim 4 Student Health and Wellbeing
•
•
•
•
•

Creation of a Student Mental Health Agreement/ HBHM Award
Hosting Events, Campaigns and Support
Ensuring suitable Student Association spaces
Providing welfare hub and Recharge
Training and support

Student Mental Health Agreement (SMHA) and Healthy Body Healthy Mind (HBHM)
Award
Due to increased funding, there is now a staff member dedicated to focus on student
mental health and wellbeing who is part of the Student Support team. In addition, an
Equalities and Widening Access Officer is being appointed as part of the Quality,
Student Support and Learning Resources team. A group of both staff and students
will be established in September 2021 to plan and take this forward a specific project
on supporting student mental health and wellbeing. Ambassadors will work
collaboratively within this group, to ensure the student voice is heard via lived
experience and to achieve mutually agreed objectives which could include the
Healthy Body Healthy Mind Award and or Student Mental Health Agreement. Once
this group has been established, more information will follow on progress. This group
will also support events and campaigns.
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Student Association Spaces
Spaces have been created to ensure there are safe spaces for students to encourage
open discussions and safe environments to exercise, gain fresh air, study, and
develop peer friendships. The development of the outdoor space and new SA office
will support this aim.
The newly created SA Hub is integral for students to access peer support and build a
student community. This space will provide students with opportunities to get involved
and gain support. The inclusive décor promotes equality and what the SA stand for.
The SA team would like to note in this report thanks to all who were involved in the
design and creation of this space, especially the Estates team who co-ordinated it all
so effectively.
Welfare Hub and Recharge
The SA Welfare Hub will continue to support students offering free and donated
clothes and items which include toiletries and sanitary products, which are accessible
for students on campus and can be requested by students off campus.
The Recharge pack will be updated by the end of August 2021 and made online, so it
is easily accessible for all students.
Training
The SA will continue to work with partners to offer students the following free courses
this year:
• Living Life to the Full
• Scottish Mental Health First Aid
• Drugs and Alcohol Awareness
Support and signposting
The Student Association have collaborated with Nightline and this service will be
available for all West Lothian College students from September. This will provide
students with a listening service in the evening. In addition, the SA will promote and
raise awareness of other services which include.
•
•
•
•
•
•

TogetherAll
College counselling services
Break and a Blether
The Man Cave
The Listening Service
and other college support
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Aim 5 Sustainability and Technology
• Commitment to reduce our carbon footprint
• Educate, raise awareness, and create action#
• New Technology
Commitment to reduce SA Carbon footprint
The Student President and a Team of Ambassadors will work in partnership with
college staff in the COP26 working group to establish ways of reducing our carbon
footprint and becoming more environmentally friendly.
In addition, the SA will switch off computers and lights at the end of the day, source
environmentally friendly merchandise, recycle, encourage walking and cycling and
using public transport to college, reduce waste and remove single use plastics, reuse
and recycle where possible.
Education, Awareness and Action
The SA Ambassadors will work with staff to educate students and raise awareness
providing hints and tips for personal reduction
New Technology
The Student Association will work with staff to ensure all students have a
laptop/equipment that is, and this is accessible for their whole time at college, are
able to access IT and understand what is expected.
Conclusion
The SA would like to offer thanks to the Executive Leadership Team, Beth Brownlee
and Micole Cochrane for continuous support and encouragement. There is a lot of
work underway, and the SA is committed to continuously improve, develop, and
represent the Student Voice. Despite the current restrictions, the SA is working well
and are excited about the potential of the new team to achieve their vision.
The SA President and Vice President would like to continue to communicate their
personal experiences to the Board, during their time in office and this is now included
in Appendix 1.
Recommendation
The Board of Governors are asked to note this report.
Jinty Dobson, Kirsti Clark
President and Vice President
Student Association
21 September 2021
BoG/210921/SharePoint
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APPENDIX 1 - EXPERIENCE OF SECOND YEAR SABBATICAL OFFICERS
Experience of Jinty Dobson, Student President
I can't believe I have been in this job for a year. Last year was not what I expected at
all, but I learned so much. I am excited about being in my new office and seeing
students and having some sort of normality back again. I am excited to be working
with students directly and opportunities that will arise from this. I am feeling really
excited about my own future and the opportunities, I am creating for myself.
This year I really want to support students and find out how they are feeling about
being on campus and off campus and what they need moving forward.
I am so proud of the new office and the space. I think it will make an enormous
difference for students. There is more room for students and more room equals more
brain room. There is lots of space and more opportunities for students to study and
socialise. There are safe spaces and spaces to have time on your own and with
others, which is really important. I am excited to see how the outside space works
and I will be ensuring this area is looked after.
I am excited about talking to people face to face, read peoples body language and be
a support to students. I found this really hard to do online.
The SA Hub is just amazing. I am so happy that we now have a microwave, fridge,
and kitchen facilities. We are working with The Larder Catalyst Kitchen to provide food
for students that are struggling. Students that find themselves homeless, living in
hotels or sofa surfing and may not know where their next meal is coming from, we now
can help these students and the facilities to support this. We have removed this
burden.
We are building a big community within the college to make it easier for students to
come to college.
Basic needs are accessible, which include washing facilities
(washing machine & showers), food and this will allow them to focus on why there are
at college, to improve their lives, retrain and gain opportunities.
I can’t wait to get our team up and running.
Experience of Kirsti Clark, Student Vice-President
As I am sure the board is aware, this will be my last board meeting with you all as I will
be going on maternity leave very soon. I would like to take this time to thank you all
for the opportunity to be involved in meetings and decisions, something I had no
previous experience of.
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Since our last update things have been very different for myself, this is my first time
juggling two children and a job whilst also being pregnant. I would like to point out how
supportive the college and my colleagues have been throughout this big change.
Making sure I still have a chance to do the best in my role whilst also looking after my
health and well-being.
Since coming back from the summer break into our new amazing office space I have
decided to try a mix of working from home/being on campus, which the college has
been extremely supportive of. The new SA space is far more fantastic in person than
I had imagined whilst being a part of the planning and I can't wait for students to get
the most out of it.
Micole, our development officer has also been helping with planning the future beyond
our roles, and though I will only have a short time left in this role on my return from
leave, my current plan is to then return to my studies in August 2023, a decision that I
am confident I will be able to manage with such a supportive college behind me.
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Board of Governors
STRATEGIC RISK REGISTER 2021-22
Purpose
The purpose of this paper is to ask the Board of Governors to discuss and agree the
risks and board risk tolerance levels as set out in the 2021-22 risk register.
Risk Management Framework
The strategic risk register is set in the context of the 2021-24 Outcome Agreement.
At the September 2020 meeting of the Board of Governors, the board agreed that
each committee would have ownership of the risks aligned with their remit.
This means that all risks in relation to:
•
•
•

digital infrastructure are reviewed by Audit Committee.
estates, financial and HR & people development are reviewed by Finance
and General Purposes Committee
learning & attainment are reviewed by Learning and Teaching Committee

As part of the risk management framework, the Board of Governors agreed a
recommendation from the audit committee at the board meeting held in March 2021
that the risk register would be a standing item at the board as a discussion paper
and the board would take collective responsibility for the register. Assurances would
be given from the Audit, Learning and Teaching and Finance and General Purposes
Committees that they were satisfied with the risk mitigations.
Board Appetite for Risk
The risk policy states that the Board of Governors should set the tone and influence
the culture of risk management within the college by establishing the college’s risk
appetite. Through this, we will be aware of the most significant risks facing the
organisation.
At a risk workshop held in March 2021 the board of governors discussed risk
appetite and agreed a risk tolerance level for each strategic risk in the risk register.
The risk register reflects this discussion.
Action
The Board of Governors is asked to discuss and agree the risks and risk tolerance
levels as set out in the 2021-22 risk register.
Jennifer McLaren
Vice Principal, Finance & Corporate Services
21 September 2021
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West Lothian College
Strategic Risk Register
2021-22

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 &

VPL&A/VPF
&CS/VPP&I

There is a risk of inadequate strategic
oversight due to lack of engagement
with external stakeholders in the
strategic planning processes resulting
in reputational loss.

1-8

Link to Strategic Goals
• Inspire and enable success for all
• Support economic recovery and
growth
• Strengthen our communities
1.2
Board
VPL&A/VPP
&I

There is a risk that the college is unable
to meet ongoing demand in the region
due to insufficient funding resulting in
the college not meeting the needs of
the region.

16

Link to strategic goals:
•
•

Support economic recovery and
growth
Strengthen our communities

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

Further actions planned

Revised Score

1.1
Board

Score

1 Strategic

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Responsibility

Tolerance

Lead

Score

Committees and

TREATMENT
Likelihood

Risks

Impact

Board/Board

POTENTIAL CONTRIBUTING FACTORS

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 &

There is a risk that the college fails to
deliver the curriculum plan due to disruption
in the ongoing COVID19 pandemic
resulting in disengagement of students.

VPL&A

Link to strategic goals:
•
•
•
•

2.2
Learning &
Teaching
Committee
VPL&A

1-8

Inspire and enable success for all
Support economic recovery and
growth
Strengthen our communities
Lead with vision and empathy

There is a risk that the college fails to
deliver high quality learning, teaching and
assessment due to poor alignment of
resources and/or poor quality of teaching
resulting in poor retention, attainment and
progression for students.

1-8

Link to strategic goals:
•
•
•
•

Inspire and enable success for all
Support economic recovery and
growth
Strengthen our communities
Lead with vision and empathy

2.3
Learning &
Teaching
Committee

There is a risk of limited student
engagement and a less effective student
voice due to COVID19 resulting in negative
student feedback.

VPP&I

Link to strategic goals:

12-15

• Inspire and enable success for all
• Strengthen our communities
• Lead with vision and empathy
2.4
Learning &
Teaching
Committee

There is a risk that the college fails to meet
its equality, diversity and inclusion targets
and obligations due to not acting on our
equality outcomes resulting in the college

1-8

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

Further actions planned

Revised Score

2.1
Learning &
Teaching
Committee

Score

2 Learning & Attainment

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Responsibility

Tolerance

Lead

Score

Committees and

TREATMENT
Likelihood

Risks

Impact

Board/Board

POTENTIAL CONTRIBUTING FACTORS

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

VPP&I

not representing the diversity in our
community.
Link to strategic goals:
• Inspire and enable success for all
• Lead with vision and empathy

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 &

There is a risk that the college is not able to
budget for or achieve break-even or a
surplus on an annual basis due to poor cost
control resulting in the college not being
financially sustainable.

VPF&CS

Link to strategic goal:
•

Inspire and enable success for all

3.2
Finance &
General
Purposes
Committee

There is a risk that pay awards and terms
and conditions negotiated through the
national bargaining process are
unaffordable resulting in the college not
being financially sustainable.

VPF&CS

Link to strategic goals:
• Inspire and enable success for all
• Lead with vision and empathy

3.3
Finance &
General
Purposes
Committee

There is a risk of failure to deliver contracts
achieved through non-core funding due to
insufficient demand in the economy
resulting in a clawback of funding.

VPL&A

18-20

1-8

Link to strategic goals:
•
•
•
•

3.4
Finance &
General
Purposes
Committee

1-8

Inspire and enable success for all
Support economic recovery and
growth
Strengthen our communities
Lead with vision and empathy

There is a risk that the college fails to
secure alternative income streams due to
economic challenges or poor horizon
scanning resulting in a loss of income
and/or investment opportunity for the
college.

9-15

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

Further actions planned

Revised Score

3.1
Finance &
General
Purposes
Committee

Score

3 Financial

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Tolerance

Responsibility

Score

Lead

TREATMENT
Likelihood

Risks

and

Impact

Board Committees

POTENTIAL CONTRIBUTING FACTORS

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

VPL&A &
VPP&I

Link to strategic goals:
• Support economic recovery and
growth
• Lead with vision and empathy

3.6
Finance &
General
Purposes
Committee
VPF&CS

There is the risk of a significant GDPR
breach due to non-compliance with
regulation resulting in a significant financial
penalty and reputational damage.

9

Link to strategic goals:
•
•

Inspire and enable success for all
Lead with vision and empathy

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 &

There is a risk of not engaging and
communicating effectively with staff resulting
in a demotivated workforce and a failure to
deliver high quality learning, teaching and
service delivery.

VPF&CS

Link to strategic goals:
•
•

4.2
Finance &
General
Purposes
Committee
VPF&CS

6

Inspire and enable success for all
Lead with vision and empathy

There is the risk of not being able to adapt
staff roles to manage changes in the
curriculum due to national bargaining
restrictions resulting in an inability to adapt
to deliver high quality learning and student
experience

16-20

Link to strategic goals:

4.3
Finance &
General
Purposes
Committee

Inspire and enable success for all
Support economic recovery and
growth
• Lead with vision and empathy
There is the risk of a breakdown in
relationship with the local JNCCs due to
local interpretation of national disputes
resulting in local disputes and/or industrial
action.

VPF&CS

Link to strategic goal:

•
•

•

Lead with vision and empathy

4.4
Finance &
General
Purposes
Committee

There is a risk that staff are not upskilled to
cope with new ways of working and digital
developments due to inadequate training
and resources resulting in a demotivated
workforce and a poor student experience.

VPF&CS

Link to strategic goals:
•
•

1-8

1-8

Inspire and enable success for all
Lead with vision and empathy

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

Further actions planned

Revised Score

4.1
Finance &
General
Purposes
Committee

Score

4 HR & People Development

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Tolerance

Score

Responsibility

TREATMENT
Likelihood

Risks

and Lead

Impact

Board Committees

POTENTIAL CONTRIBUTING FACTORS

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 &

Further actions planned

5 Estate

5.1
Finance &
General
Purposes
Committee
VPF&CS

Revised Score

Score

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Tolerance

Responsibility

Score

and Lead

TREATMENT
Likelihood

Risks

Impact

Board Committees

POTENTIAL CONTRIBUTING FACTORS

9-15

There is a risk that the college fails to deliver
on its 5-year estates plan due to insufficient
funding resulting in the college not meeting
the needs of our students.
Link to strategic goals:
•
•
•

Inspire and enable success for all
Strengthen our communities
Lead with vision and empathy

5.2
Finance &
General
Purposes
Committee

There is the risk that the college fails to
undertake statutory maintenance checks and
maintain the building due to a lack of funding
resulting in a build-up of essential back log
maintenance.

VPF&CS

Link to strategic goal:

1-8

• Inspire and enable success for all
5.3
Finance &
General
Purposes
Committee
VPF&CS

Link to strategic goal:
•

Inspire and enable success for all

Risk Numbers &

POTENTIAL CONTRIBUTING FACTORS

Further actions planned

Revised Score

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

Score

6 Digital Infrastructure

Likelihood

Controls/Mitigation Actions

POST MITIGATION EVALUATION
Impact

Board Risk

Tolerance

Score

Responsibility

TREATMENT
Likelihood

Risks

and Lead

Impact

Board Committees

1-8

There is a risk that the college fails to
complete capital projects within timescale
and budget due to poor project planning and
control resulting in cost overrun.

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

6.1
Audit
Committee
VPP&I

There is a risk of a Cyber Security breach due
to an inadequate allocation of investment in
digital security and training, resulting in the
college not operating effectively in the event of
a major incident.

10-16

Link to strategic goal:
•
6.2
Audit
Committee
VPP&I

Inspire and enable success for all

There is a risk of reduced student retention,
attainment or progression due to insufficient
investment in underlying digital learning
technologies or devices resulting in a reduced
classroom experience or ability of students to
undertake learning.

12

Link to strategic goals:
• Inspire and enable success for all
• Lead with vision and empathy
6.3
Audit
Committee
VPP&I

There is a risk that the college fails to achieve
efficiencies due to a failure to integrate and
streamline our information systems resulting in
reliance on manual input, increased levels of
duplication and re-work and reduced ability to
make evidenced based decisions.

9-15

Link to strategic goals:
•
•
6.4
Audit
Committee
VPF&CS

Inspire and enable success for all
Lead with vision and empathy

There is a risk that the college’s business
continuity planning is inadequate due to poor
contingency planning resulting in the college
not being able to fully operate effectively in the
event of a major incident.

1-8

Link to strategic goals:
• Inspire and enable success for all
• Lead with vision and empathy
6.5
Audit
Committee
VPP&I

There is a risk that the college’s business
continuity plan is sub-optimal due to a lack of a
fully comprehensive off-site IT back-up facility
resulting in the college not being able to fully
operate effectively in the event of a major
incident.

1-8

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

Link to strategic goals:
• Inspire and enable success for all
• Lead with vision and empathy

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

Action: To Discuss
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__________________________________________________________________________________

Board of Governors
BOARD DEVELOPMENT PLAN
Purpose
This paper presents a summary of the Board Development Plan for discussion and
agreement on the priority areas.
Board Development Plan
The actions noted in Appendix 1 were identified as part of the annual Board
Effectiveness Self -Assessment, Board Strategy Day or from the annual review for
individual Board members. The development plan is managed as a continuous
process of improvement, rather than an annual process.
Good progress is being made on actions, across a range of themes. Key updates
include changes to the recruitment process, including an approach that is more
diverse, inclusive, and includes pro-active succession planning. In addition,
completion of a more detailed skills matrix will enable the Board to consider thematic
areas for development, as well as at an individual level, and work continues to embed
risk management arrangements revised in 2019.
Board Development - Responsibility
It is the responsibility of every Board Member to raise any challenges or points of
feedback that will ensure the Board and Committees continues to operate effectively.
The Board Governance Advisor will encourage feedback from all stakeholders
including guests and will provide guidance on potential areas of improvement.
Key Messages:
•
•

Board will be asked to agree if action taken to address issue is sufficient.
Actions will remain open until evidence has been provided.
Actions that appear to be duplicates of previous actions will be assessed by the
Board Governance Advisor to ensure it is captured as a unique action, with an
explicit and measurable outcome, but duplicates may be removed.

Action
The Committee is asked to discuss the updated Board Development Plan in the
Appendices.
Lesley Aitkenhead
Board Governance Advisor
21 September 2021
BOG/210921/SharePoint

1

Action: To Discuss
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Appendix 1 – Board Development Plan – Recommend to Close
Ref

Action

Expected Outcome

Owner

1.2

Students and Staff are better able to articulate the
We will agree a timetable of events that will enable
role of the Board and have increased awareness of
Board Members to attend college events, including
the Board Members. Board Members will feel a
staff conferences, webinars, where appropriate.
greater connection with the college.

1.3

We will arrange for Board Members to meet staff
teams in arranged 'Meet the Teams' Sessions.

Target
Date

Status

Recommend
to Close

Update

Regular 'Meet the Team' events have been set up ahead of
each of the Committees, enabling staff to meet Board
Members. Board members offered a number of
opportunities to join staff and students events, throughout
the year - Celebrating Success; Open Day; Graduation Day;
Curriculum Planning. Recommend to close.

BGA

30-Sep-21

Board Members will demonstrate a greater
knowledge of college activity, including faculties and
student experiences.

BGA

Recommend completed to date has enabled them to demonstrate a
30-Sep-21
to Close greater knowledge of college activity at the 21 September

3.3

We will review the Board Recruitment Process to
ensure it addresses the need to bring in and retain
private sector non-execs. The balance of skills and
experience remains key and the issue will be raised
with Scottish Government as appropriate

A review of the current skills matrix will be
conducted, ahead of any planned Board or
Committee requirement to ensure there is adequate
coverage and a succession plan is in place for Board
Members.

Chair

01-Sep-21

Recommend Skills Matrix completed and presented to September 21
to Close Board, with recommendations to address gaps.

4.1

We will highlight the importance of improving
Board diversity in recruitment material

Recruitment material includes explicit reference to
diversity and inclusion.

BGA

01-Sep-21

Recommend Information Pack and advert reviewed by members of the
to Close West Lothian Race Forum to ensure language was inclusive.

5.1

We will maintain the Board Development Plan as a
live document following discussions and input at
Board and other meetings

Board Development Plan to be included as standing
agenda of Board Committees and updated with any
progress or new actions.

BGA

01-Sep-21

Recommend Board Development Plan is updated and presented to all
to Close Board Meetings.

6.3

We will implement revised risk management
processes, including to respective roles and
responsibilities during 2021, with regular updates
on progress provided to the Board.

Risk Management Arrangements will be simple,
effective and provide adequate asurance to the
Board that risks are being managed within agreed
Risk Appetite.

Prin

30-Sep-21

Recommend
to Close

7.1

Greater insight on Cyber Security will help Board gain
We will gain further insight into current Cyber
comfort on areas of cyber risk within college and
Security Arrangements within the college, including
role of Board in supporting the Cyber Security
the possible use of the NCSC Cyber Toolkit.
Strategy.

30-Aug-21

New Info Systems and Digital Infrastructure Report
presented to Audit Committee is aimed at providing greater
Recommend
insight on Info Security and Cyber related issues. Audit
to Close
Committee to agree how this information will be shared
with Board, to provide assurance.

BOG/21/09/21/SharePoint
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Board Members will be asked to confirm that the activity

Board.

VP, P&I

Action: To Discuss
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Appendix 2 – Board Development Plan – Open Actions
Ref

Action

Expected Outcome

Owner

Target
Date

Status

Update

2.1

We will present a review of curriculm plan for 21-22
and key performance indicators 19-20 to the Board.

Board will have a greater insight into the planned
curriculm plan and measures of success.

VPL&A

01-Dec-21

On Track

Invite to all Board Members to participate in Curriculum
Planning Event on 29 Sept. Presentation from Vice
Principals at December Board on Curriculum.

2.3

We will seek the Board's approval of a full review of
strategic risk register, mitigation and impact, with
input from staff and external stakeholders.

Board Strategic Risk Register reviewed for 21/22 and
reflects any new key risks facing college.

VPF&CS

30-Sep-21

On Track

Review of Inherent Risks and Risk Appetite planned for
September Board, to reflect new Academic Year.

4.2

We will identify a network of contacts and external
stakeholders who will help to raise profile of Board
opportunities to a diverse Group.

Strong network in place to support succession plans, with
potential for shadowing of current Board Members.

BGA/Chair 01-Dec-21

On Track

Two phased approach to recruitment, with second phase
focused on longer term recruitment and sucession planning.

6.1

We will demonstrate more proactive pursuit and early
engagement with the aim of creating a more diverse
representation on the Board, such as those from an
ethnic minority background.

Diversity of Board is inclusive in terms of protected
charateristics and also in terms of how it operates. This
will be observed in terms of contribution to the Board and
comparison with benchmark data.

BGA

31-Dec-21

On Track

Diversity of Board was discussed, with external speakers
from AdvancedHE on the subject of diversity and inclusion.
Recruitment plan in place that will address longer term
strategic goals for diversity and inclusion.

6.6

We will update the revised structure in the annual
accounts for information & transparency.

Annual accounts will reflect the revised structure.

Chair

30-Nov-21

On Track

6.7

We will further develop the Committee Chair
appointment process, including succession planning
and shadowing options to support continuity and skills
development.

A review of the current skills matrix will be conducted,
ahead of any planned Board or Committee requirement to
Chair/BGA
ensure there is adequate coverage and a succession plan
is in place for Board Members.

7.3

A Board Operating Schedule will help to confirm details of
We will create a revised Board & Committee Operating
papers and attendees at meetings for the calendar year,
Schedule in conjunction with the Executive Team.
and give Board members an overview for the AY.

8.1

Board Members who are new to role will benefit from
We will identify opportunities for Board Members to
gaining insight and perspective from how other colleges
gain additonal external insight in terms of practices at
governance processes operate, that will help them to
other colleges.
identify areas of best practice.

BOG/21/09/21/SharePoint
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30-Dec-21

On Track

Recommendation to create new Chairs Committee,
combining Nominations and Remuneration Committee,
which will discuss and agree succession plan - paper for
Sept Board.

BGA

30-Sep-21

On Track

Board Operating Schedule has been created as working
document, and used to communicate dates, and papers for
21-22 AY. To be agreed.

BGA

30-Dec-21

On Track

BGA will identify and share opportunities for training and
development with all Board Members, as part ongoing
development plan.

Action: To Discuss
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Appendix 3 – Board Development Plan – Not Started
Ref

Action

Expected Outcome

Strategic session is completed within agreed timeline and
identifies any learning from emergency circumcanstances.

Owner

Target
Date

Status

1.4

Board Members will participate in a strategic session to assess the impact of
emergency circumstances on the student experience.

6.4

We will complete a post implementation review of Risk Management Practices
All agreed and implemented changes to risk management
to ensure the risk policy and strategy fully reflects the forward process
processes will be assessed to confirm exected outcomes.
thereafter.

Prin

30-Dec-21 Not Started

8.2

We will introduce a process of offering a 'mentor' for new Board & Committee
New Board Members will have mentor in place as part of
Members as someone to have more informal discussion on the role, as a point
induction process, to help settle into role.
of contact.

BGA

30-Dec-21 Not Started

8.3

We will capture 'real life' experiences of being involved in a Board, to include as Board Members experiences can be shared to raise awareness
part of the recruitment process, which may encourage a more diverse interest of role on Board to provide insight to a wider range of
in Board vacancies.
candidates.

BGA

30-Sep-21 Not Started

BOG/21/09/21/SharePoint
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VPF&CS 30-Nov-21 Not Started

Update

Action: To Discuss
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Appendix 4 – Board Development Plan – Closed Actions
Ref

Action

Expected Outcome

Board Members have greater insight into college day to day operations
and feel connected, and College staff and students are more aware of the
role of the Board and have opportunity to meet Board members.

1.1

We will share news about work of the Board through the Principal's update.

2.2

We will arrange a Strategic Away Day for Board Members to discuss the ongoing
Board Members will gain greater insight into the ongoing SFC review.
SFC review

2.4

We will arrange a Strategic Session on financial planning, workforce of the future Board Members will gain greater insight into the financial planning and
and working practices
future workforce strategies.

2.5

3.1

We will arrange a Strategic Session for Board Members covering the key points
of the 5-year estates strategy and buiness case that will to remain a discrete
entity.
We will implement a new process that will enable Strategic Risks to be monitored
by each committee in line with the remit, with full oversight of the risk
management process by the Audit Committee and full oversight of the Risk
Register by the Board.

Strategic session on 5 year estates plan will be presented to June Board for
information.
Revised Strategic Risk Register process in place, with oversight of process
by Audit Committee.
Register of Interests has been updated and will be circulated for
confirmation of any changes.

Owner

Target
Date

Status

Prin

01-Jan-21

Completed

BGA

01-Jan-21

Completed

VPF&CS 01-Mar-21

Completed

VPF&CS

30-Jun-21

Completed

VP's

01-Jan-21

Completed

All Board
01-Jan-21
Members

Completed

3.2

We will provide information on Board member responsibilities to register and
declare interests (2 year cycle)

5.2

Board Governance Structure includes standard agenda item to complete a
We will ensure that all committee members will be asked to provide feedback on
committee self evaluation of each committee, and address any queries or
the effectiveness of each committee, including attendees and observers.
feedback on areas of improvement.

BGA

30-Jun-21

Completed

6.2

We will update the Board Action Plan to reflect SMART (specific, measurable,
achievable, realistic and timely) terms as possible.

Revised plan will be presented to the Board in June, and all actions will be
tracked at future meetings.

BGA

01-Jun-21

Completed

6.5

We will create and recruit an independent Board Governance Advisor.

Independent role in place to manage governance requirements.

Cha i r

01-Apr-21

Completed

6.8

We will develop a more structured review process for Board Chair and Board
Members to ensure there is a consistent understanding of agreed actions and
develeopment areas.

A revised template has been put in place for completion as part of the
annual Board Members annual review to improve consistency of process,
and capture any points of feedback or actions on areas of development.

BGA

30-Jun-21

Completed

BOG/21/09/21/SharePoint
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Author: Emily Purdie Health and Safety Officer
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Health and Safety Quarterly Report April to June 2021

Introduction
This report provides an overview of the health and safety standards at West Lothian
College from April to June 2021. More students were on campus during this period due
to Covid level restrictions lifting (an increase from 5% to 11% of the student population),
there was also a need for students to complete practical assessments. The work from
home rule was still in place so many staff were still home working.
Accidents, Incidents, Near Misses and Investigations
The monitoring, recording and reporting of accidents, incidents and near misses are a
legal requirement that the college actively promotes across the campus. As well as
meeting our legal obligation, it allows us to identify where and how risks arise. Each
report is fully investigated by the college health and safety officer. Appendix 1 shows
details of all investigations during this period.
During this reporting period, there have been fifteen HSF1 forms completed relating to
first aid/accidents/incidents and near misses. Normally we would compare the statistics
from this period with the same timeframe last year, however due to the pandemic there
were no students on campus in the same period in 2020 so a comparison would not be
realistic. Certain work-related injuries, cases of disease and near misses must be
reported to the Health and Safety Executive (HSE).

Data Collection 2021 to date.

2021
10
8
6
4
2
0

Accident

First aid

Sports injury

Jan - Mar

Health and Safety Report Jan to March 2021

Incident

Police
Incident

Apr-June

2

July-Sept

Near miss

Oct-Dec

Dangerous
Occurrence

Violence

2021
4.5
4
3.5
3
2.5
2
1.5
1
0.5
0

Jan- Mar

Apr - June

July - Sept

Oct - Dec

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
Total Action points raised
Actions Raised against H&S officer
3
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
Health and Safety Report Jan to March 2021
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2nd June 2021
Yes
9
H&S Officer currently
outstanding
15th September 2021

1

Expires on August 2022
0
0
0
0

1 x DSE assessment
1 Maternity Assessment
All departments to review RA for
start of 2021-2022 term

Fire Risk Assessment
Fire Risk Assessment in place
Review Date
Health and Safety Policy
Policy Statement approved by
Next Review date
Responsibilities currently unassigned
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

Yes
July 2021
Jackie Galbraith
August 2021
0
June 2021
May 2021
July 2021
July 2021
August 2022
June 2021
April 2021
June 2021
June 2021
June 2021
July 2022

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)

0
0
8 June 2021
5 November 2020
September 2021
September 2021

Scheduled events
No events have been scheduled on campus due to the Coronavirus lockdown.
Monthly CDN health and safety meetings have been taking place with other colleges
and HSE to discuss health and safety related issues, share best practice and changes
to guidance.
Fortnightly meetings between Health Protection Scotland, college and universities
proved invaluable with up to date information regarding Covid statistics, vaccine roll out
and testing.
A business continuity test exercise was carried out by Zurich testing the effectiveness of
the Business continuity plan for a major incident. The test was carried out using a major
cyber-attack as the example incident. This stress tested the college’s preparations for a
major incident including individual faculty and department and gave areas to learn and
improve. There were some recommendations given which will be incorporated into the
updated business continuity plans.

Health and Safety Report Jan to March 2021
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Staff Experience Group
This quarter Staff Experience activities undertaken for health and wellbeing were the
organising of a six-week, college-wide walking challenge. Eighty staff participated and
collectively walked 22,000 miles! The winning teams and a lucky participant picked at
random were announced at June’s ‘Celebrate Success’ event. The challenge
encouraged staff to become more active, built up team spirit and kept up morale during
the period of ongoing Covid restrictions.
Whilst many staff continued to work remotely a live desk exercise class was arranged in
conjunction with Connect Health, the college’s physiotherapy provider, and West
Lothian Council.
A reminder of the staff mental health support mechanisms was publicised – together
with a new, further supportive measure of a listening service (Listening Time 4 U) which
supplements the employee counselling which is already available to staff.
A health promotion campaign was undertaken, ahead of the summer, about skin cancer
and keeping healthy in the sun.
People Development
As the deadline to complete the annual staff mandatory training approached at the end
of June, all staff were actively encouraged to complete this by both the HR and People
Development team, line managers and updates from the principal. This training covered
a range of topics including compliance around areas such as GDPR, Safeguarding and
health and safety.
Work is underway to review the staff mandatory training for academic year 2021-22
and, for the health and safety areas, the training will include e-learning modules around
student mental health, counter terrorism and working with Prevent.
In April, face to face training was delivered to college first aiders who were required to
renew their qualification and to ensure adequate cover could be provided.
It is anticipated that the level of people development around health and safety will
increase as the next academic year commences and more staff return to onsite
working.
Student Mental Health
This period continued to be a busy time for students who are continuing to submit work,
revise for assessments and exams and complete their course whilst juggling the
challenges of their home lives. Many students have engaged really well with online
support and meet the support for learning team members on a weekly basis for support
with both their learning and personal and emotional support. Being able to provide the
service in a range of different ways has enabled us to offer choice to the students about
how they access us and provide a more flexible service in relation to the range of
supports we offer through the team.
Health and Safety Report Jan to March 2021
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The following services are offered to students
•

Counselling service (21 students seen over 97 sessions)
Main issues: suicidal thoughts, depression, trauma, stress and anxiety, selfesteem, mental health, confidence, illness and corona virus, college attainment
and college stress, tutors, family and relationships, homelessness and drug
alcohol, violence and courts

•

Listening time 4 u (3 students seen)
Main issues: lockdown induced anxiety

•

Togetherall (13 users seen)

•

The man cave (15 students seen)
Main issues: isolation/depression/general anxiety

•

Safeguarding team had 31 referrals during this period
Main issues: suicidal ideation/missing/no contact/homeless and other factors
present/domestic abuse/severe mental health difficulties

Prevent
The UK Counter-Terrorism (CONTEST) strategy was developed to tackle threats that
Scotland and the rest of the UK face from a range of extremist and terrorist ideologies,
groups and individuals. Prevent is one strand of this strategy, and sits alongside
Pursue, Protect and Prepare
In 2015, the UK Government placed a duty on specified authorities (including schools,
colleges and universities) to have, in the exercise of their functions, “due regard to the
need to prevent people from being drawn into terrorism”.
Prevent is about safeguarding individuals from being drawn into terrorism, ensuring
those vulnerable to extremist and terrorist narratives are given appropriate advice and
support at an early stage. Prevent is no different to any other form of safeguarding from
harm.
A prevent group has been established between Support for Learning, Safeguarding and
health and Safety to work on a collaborative approach to prevent and to formulate a
plan on the way forward.
This plan includes
•
•
•
•

Risk Assessment
Mandatory training to cover radicalisation and terrorism to all staff
Formation of prevent group members
Reviewing the safeguarding team to include new members across campus
community

Health and Safety Report Jan to March 2021
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• Roll out of the national referral form
• Updated counterterrorism procedure to include Prevent
• Continuous collaboration with NHS Lothian and Lothian and Scottish Borders contest
groups.
The health and safety officer is the Prevent lead for the college.
Changes to Legislation/Guidance/Building Changes
There were no changes to legislation but Covid guidance was updated as with Level
changes in the country.
Further to consultation with college stakeholders the ground floor of the main college
building was completely refurbished to create a modern, welcoming and technology
enabled environment for students and staff to work, study and socialise in. This started
early June with a completion date of early August.
During this same timeframe the college fitted out a new barbering salon, the creation of
this area involved relocating staff into new work areas. The relocating of staff from
support areas as well as the college management team also started in June. Some of
the changes will allow us to create more flexible spaces for students.
Consultations and Internal Audits or Walk Round Inspections.
There were no consultations during this period
Walkaround inspection of college campus ventilation was carried out in line with Covid
guidance to assess areas of risk
Covid cases
The following positive Covid cases were reported during this quarter. All of the cases
were reviewed and were found to be through community transmission.
Staff - 4
Students -10

Health and Safety Report Jan to March 2021

7

Appendix 1 – Health and Safety Officers Investigation Findings
No

Date

Accident/Incident/
near miss

1

21/04/2021

2

22/04/2021

Accident

3

28/04/2021

Accident

4

29/04/2021

Police incident

5

07/05/2021

Near miss

6

11/05/2021

Near miss

7

14/05/2021

Accident

8

18/05/2021

Accident

Accident

H&S Quarterly January to March 2021

HSF1 Detail

Investigation

Student trapped their hand
in their car door. First aider
attended and cleaned cut
and dressed wound.
Student was in the corridor
when a ceiling tile fell down
and hit his hand. First aider
attended and provided first
aid.
Student hit his thumb with a
hammer causing a bruise
then felt faint. First aider
attended and sat with
student until feeling better.
Pills were found in a clear
bag in changing area.
Police 101 called and
advised they would be
collected and taken off the
premises.

No further action

Member of staff was on
campus. He tripped over his
own feet and fell. Did not
result in an injury, as lone
working reported as a near
miss, no other college staff
working that evening.
Trainer was on an online
call with candidates on first
day of training when they
collapsed. Trainer called
ambulance and manager
and spoke to student until
was cut off.
Student cut her finger on
vice. A first aider attended
and provided first aid
treatment.
A student got cleaning liquid
in his eye while near
another student. First aider
attended and rinsed with
eye wash.
8

Estates team
investigated and
repaired ceiling tile.
No further action

Manager asked
lecturers to remind
students they had
signed a student
agreement which
states no drugs and
alcohol on campus
and be vigilant of
any suspicious
behaviour.
This was an
exceptional evening
and the RA is being
updated
accordingly.
Manager text the
student to see if he
was ok and was
taken to hospital.
Manager reviewing
steps taken to be
shared in college as
best practice.
No further action

No further action

No

Date

Accident/Incident/
near miss

9

19/05/2021

10

25/05/2021

Accident

11

25/05/2021

Violence

12

26/05/2021

First aid

13

26/05/2021

First aid

14

09/06/2021

First aid

15

16/06/2021

Accident

Accident

H&S Quarterly January to March 2021

HSF1 Detail

Investigation

Student was reaching into
their backpack and cut their
finger with a razor. First
aider attended cleaned and
dressed wound.
Student was on break in the
outdoor area, was swinging
on shelter and fell and
banged her head. Was
pale, dizzy and being sick
(signs of concussion). First
aider attended and called
an ambulance. Taken to
hospital.

No further action

Student was on a break off
campus when he was
attacked. Advised to go to
A&E if was in pain, was
collected and taken home.
Student was feeling faint,
first aider attended and sat
with student until they had
something to eat and some
fresh air. They were able to
return to campus.
Student fainted while lying
on the beauty bed with
mask. First aider attended
but student was alert and
ok. Combination of heat,
mask and stress.
Student felt unwell while
doing an assessment. First
aider attended and student
went home. First aider
called for support for
learning to provide further
support.
Student had walked into the
building and slipped at
stairs. She fell backwards
and twisted her leg. The
First aider attended and
made student comfortable.
Advised to go to A&E if got
worse.
9

Student was
released from
hospital then
readmitted
discovered to have
a fractured skull.
Lecturer reminded
students not to
swing on shelters.
Student returned to
campus few days
later unwell, first
aider was called and
student sent home.
Faculty manager
discussed incident
with student and
advised to report to
the police.
No further action

No further action

No further action

Student carried on
with class. Estates
checked area where
she fell and no signs
of damage or
issues.
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Board of Governors
CHAIRS COMMITTEE
Purpose
This paper presents a recommendation to request the Board of Governors approve a change
to the existing Committee Structure and Governance Arrangements.
Current Governance Arrangements
This paper recommends the creation of a new Chairs Committee, which will include all of the
responsibilities of the Nominations and Remuneration, but will also have a wider remit,
enabling discussion on priority areas of Board Development.
The Board of Governors approved the annual review of Committee Remits, including the
requirement for a separate Nominations and Remuneration Committee.
These are key committees and provide an important role in enabling the college to meet
governance requirements, but meet on an ad hoc basis, depending on needs.
This approach is common across other colleges and part of the overall strategy to simplify and
strengthen governance arrangements. It will reduce the administrative burden of managing
papers and attendance for two separate committees, while continuing to meet the governance
needs of the Board, and the college.
This approach will also help to improve succession planning, with an extended membership
of the Chairs Committee, aimed at sharing knowledge and skills, enabling a broader
discussion on areas of the Board Development Plan and Committee Performance.
The proposed Terms of Reference, including membership and key responsibilities.
Action
The committee is asked to recommend for approval by the Board of Governors:
•
•

Creation of a new Chairs Committee with effect from 1 November 2021, to replace the
existing Nominations and Renumeration Committee.
Membership of the Chairs Committee.

Lesley Aitkenhead
Board Governance Advisor
21 September 2021
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Chairs Committee
TERMS OF REFERENCE
Constitution and Membership
1. The Board will establish a Committee of the Board to be known as the Chairs
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.
A Non-Executive Board Member

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 requests 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.
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Proceedings
7. The Committee shall meet as required, but, at least twice a year, prior to the Board
of Governors meeting.
8. The Chair of the Board shall be the Chair of the Committee, with the exception of
matters relating to remuneration, which shall be chaired by the Vice Chair.
9. The Board Governance Advisor shall act as the Administrator to the Committee.
10. The Principal shall not be a member of the Committee but will attend, except for
matters relating to his/her salary or terms of conditions of employment.
Duties – Board Development, Succession and Appointments
11. The duties of the Chairs Committee will include matters of Board Development,
and the responsibilities of a nomination committee:
a. ensure matters of board development are prioritised, seeking to ensure all
board and committee discussions are inclusive of a diverse range of views,
and open to challenge;
b. share learnings from across committees, to promote a culture of continuous
improvement;
c. recommend the appointment of new members to the Board, and oversee the
appointment process and balance of skills, within the Board;
d. take cognisance of the Appointment of Board Members, Ministerial Guidance
and all relevant Equality and Diversity Legislation and guidance;
e. ensure plans are in place for orderly succession to the board and senior
management positions, and oversee the development of pipeline for
succession, taking into consideration the challenges and opportunities facing
the college, and the skills and expertise needed on the board in the future;
f. liaise with other board committees, ensuring the interaction between
committees and with the board is regularly reviewed, and operating effectively;
g. develop and recommend to the Board policies and procedures for the induction
and development of Board members;
h. employ the services of such advisers as necessary to undertake
responsibilities, with costs for advice paid for by the College.
BOG/210921/SharePoint
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Duties – Remuneration
11. The duties of the Chairs Committee will include matters of a remuneration
committee:
i.

On an annual basis, consider and agree the salaries of the Principal and Vice
Principals having regard to annual awards to other staff groupings and having
regard to the factors detailed below.

The Committee shall take account of the following:
j. the Principal and Vice Principals should be fairly rewarded for their
performance and contribution to the College’s overall performance;
k. where, in terms of Principal and Vice Principals remuneration, the College
stands in relation to other comparable institutions in the sector;
l.

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

m. the benefits granted to the Principal and Vice Principals; and
n. the adequacy of pension arrangements and also the cost implication of pension
arrangements, including the pension effect of remuneration proposals.
Reporting Procedures
12. The Committee shall provide the minutes of its meetings, requesting approval of
items requiring Board approval and highlighting any matters of importance.
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Board of Governors
BOARD APPOINTMENT
Purpose
This paper presents a recommendation to approve the appointment of a new Board Member
and to advise of next steps in the Board recruitment process.
Board Appointment
Following the completion of phase one, of a two phased recruitment process, the committee
is requested to approve the appointment of Seonaid Crosby as a new Board Member for the
West Lothian College Board of Governors.
With diversity at the forefront of our mind, this appointment strengthens our existing Board
membership with an increase in female representation. Subject to your approval, this
appointment would result in our non-Executive Board Members comprising of 6 female and 6
male members, including a younger Non-Executive Member. The process was shown to be
robust and has been validated by an independent person, which is attached in Appendix 1.
The first phase of the recruitment process was focused on particular skill gaps identified
through a recent skills assessment, and resulted in only one application.
The next phase of recruitment will be extended for a longer period to end of November 2021,
and will open to a broader range of skills and experience, with potential for appointments of
shadow or co-opted members.

As part of Board Development and continuous improvement, all Non-Executive Board
Members, and Staff Members 1 were requested to complete a Skills Matrix, as a selfassessment of skills and experience. This was used to gather insight into the overall
skills across the Board and identify any individual development needs or broader gaps
in skills. Appendix 2 shows the completed assessment, against a set of essential and
desired skills and experience. It has helped to show the strength of skills the Board,
and areas for development or the next phase of recruitment.
Action
The committee is asked to recommend the appointment of a new Non-Executive Board
Member for approval by the Board of Governors.
Lesley Aitkenhead
Board Governance Advisor
21 September 2021

Student Association Members were not requested to complete the skills assessment. One Non-Exec Member
has not completed yet.
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APPENDIX 1
Statement from Independent Person – Julie Marie Whitelaw
I was asked by the Chair of West Lothian College Board of Governors, Alex Linkston,
if I would be willing to be the Independent Person on the interview panel which was to
select and appoint new Board Members for West Lothian College.
My full- time role as Head of Corporate Services, West Lothian Council, provided me
with the background and expertise to help me discharge the responsibilities of
Independent Person.
I referred to the copy of Ministerial Guidance on Board Appointments which had been
sent to me for information and understood the requirements set out in the Ministerial
Guidance for the recruitment process.
My role then followed the areas covered in the report from the Board Governance
Advisor which comprised;
•
•
•

Advert and Application Process
Interview Panel Membership
Observing the Interviews

I am totally satisfied that the report from the Board Governance Advisor is accurate.
At interview, the candidate was asked standard specific questions which had been
agreed in advance by the interview panel. There was also the opportunity for the
candidate to ask the panel questions.
After the interview, the panel deliberated in an open and fair way before reaching a
decision.
In my opinion, I found the interview process used in the selection of Non-Executive
Member to the Board of Governors of West Lothian College to have been fully
executed in an open manner and fully within the Ministerial Guidance.
Julie Marie Whitelaw
09/09/2021
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Appendix 2 - Anonymised Skills Matrix – 21 September 2021

OVERALL

Non-Exec 1

Non-Exec2

Non-Exec3

Non-Exec4

Non-Exec5

Non-Exec7

Non-Exec8

Non-Exec9

Non-Exec10

Non-Exec11

Non-Exec12

Staf f Member 1

Staf f Member 2

Skills Matrix - West Lothian College - Board of Trustees July 2021

1

I am/have been a Non-Executive Director or Trustee in another organisation

D

3

5

1

5

1

4

5

4

1

5

4

5

1

1

2

I have experience providing oversight of a complex organisation

E

4

5

4

4

5

5

5

4

5

5

5

5

1

1

3

I am/have been chair of a board or committee

D

4

5

5

5

5

4

5

1

5

4

4

5

5

1

4

I have an awareness of education policy at a Higher Education level

E

3

3

5

4

3

4

4

3

4

2

3

5

2

2

5

I have experience and strong connections with the local community

E

3

2

2

4

5

2

4

4

4

3

2

5

4

4

6

I have experience working with diverse communities

D

4

3

4

4

3

4

4

4

5

3

4

3

4

4

7

I have experience and expertise in strategy development

E

4

5

5

4

5

5

4

5

5

5

5

5

2

1

8

I understand the principle of stakeholder engagement

E

5

5

5

4

5

4

5

5

5

5

5

5

5

3

9

I understand the principles of an effective risk management framework

E

5

5

5

4

5

5

5

5

5

5

4

5

4

3

Subjective Self-Assessment
Column1
Level of Experience/Skill: 1 = none, 5 = extensive)

Desirable or
essential?

1. Strategic Leadership

2. Accountability
1

I have worked with leaders to establish expectations for improvement

E

5

5

5

3

5

5

5

5

5

5

5

5

4

3

2

I understand the elements that make up an effective college curriculum

D

4

1

5

4

4

3

3

3

5

3

3

5

4

3

3

I can interpret data and statistics relating to outcomes

E

4

4

5

4

5

5

5

4

5

5

4

5

4

3

4

I know enough to challenge leaders on matters relating to growth targets and
investment decisions

E

4

4

5

3

5

5

5

5

4

5

4

5

3

2

5

I have experience of financial planning: budgeting, monitoring and compliance

D

4

5

4

4

5

5

4

4

4

5

5

5

2

1

6

I understand how staff pay decisions impact budgets and the role of employers
association

D

5

5

5

4

5

5

5

4

4

5

5

5

5

3

7

I have experience of Technology, Cyber or Digital Investments

E

3

3

3

4

4

3

3

3

4

4

3

5

3

2

8

I have experience of marketing, media and PR

D

3

4

3

4

4

4

4

2

2

4

3

5

3

3

1

I am comfortable to refer to professional advice to inform my own judgements

E

5

5

5

5

5

5

5

5

5

5

5

5

5

4

2

I seek to resolve misunderstanding at the earliest opportunity in order to avoid conflict

E

4

4

4

5

5

4

5

4

5

4

4

5

5

4

3

I can build consensus through clearly presenting my views

E

5

5

4

4

5

4

5

5

4

5

4

5

5

4

4

I have built strong collaborative relationships with members of the board

E

4

5

4

5

5

4

4

4

3

4

3

5

4

3

3. People

3. Governance & Evaluation
1

I have experience of reviewing governance structures

E

4

5

5

4

5

4

4

5

4

5

5

5

2

2

2

I am aware and have experience of the legal duties and responsibilities of a trustee

E

4

5

4

4

5

5

4

5

2

5

5

5

4

3

3

I feel able to speak up if I am concerned about non-compliance

E

5

5

5

5

5

5

5

5

4

5

5

5

5

4

4

I pro-actively seek out opportunities to improve my practice (attending training,
learning from others)

E

4

5

4

5

5

4

4

4

5

3

4

5

5

3
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