West Lothian College
Audit Committee

Meeting Date: Tuesday 3 September 2024: 10.00 am — 12.00 pm
Venue: Meeting Room 2, No.1 on the Square
Teams Link provided in meeting invitation
10.00-10.45 am — CDN Board training event

Ref Agenda Item Paper | Lead
1 Committee Administration
1.1 Welcome and Apologies Verbal | SC
1.2 Declarations of any Conflicts of Interest Verbal | SC
1.3 Minutes of Previous Meeting of 6 June 2024 1 SC
1.4 Matters Arising from Meeting of 6 June 2024 2 SC
2 Matters for Committee Attention
2.1 Internal Audit 3 DE

(i) Assessment Report

(i) Annual Report 2023-24
2.2 Infrastructure and Cyber Security Update:

Information Systems and Digital Infrastructure Report | 4 BD
2.3 Health and Safety Update (Quarterly Report) 5 EP
24 Health and Safety Annual Report 6 EP
2.5 College Rolling Audit Action Plan 7 JMcL
3 General Compliance
3.1 FOI and GDPR Update 2023-24 8 SE
3.2 Complaints Report 9 SE
4 Matters for Information
4.1 Industrial Action Verbal | JG
4.2 Sector Update Verbal | DE/BB
4.3 Staff Mandatory Training 10 DO’S
5 Key Performance Indicators
5.1 Business Continuity Planning Report 11 SE
6 Any Other Business (AOB)
6.1 Audit Committee Remit/Terms of Reference 12 SC
6.2 Review of Risk Register Process Verbal | SC
6.3 Review of Committee and Supporting Papers Verbal | JS
7 Date of Next Meeting: Tuesday 26 November 2024 | Verbal | SC
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3 September 2024

Audit Committee
Meeting of 6 June 2024

Present:

Richard Lockhart (Chair, Non-executive member)
Seonaid Crosby (Vice Chair and Non-executive member)
Rehela Hussain (Non-executive member)

Shelagh Fraser (Support Staff member)

Chris Wood (EIS Trade Union Member)

In attendance:

Jackie Galbraith (Principal)

Alex Linkston (Chair of the Board of Governors and Non-executive member)
Gillian Callaghan (Azets Internal Auditors)

Lesley McGiffen (Non-executive Board Member in attendance only)
Brian Battison (Audit Scotland)

Simon Earp, (Vice Principal, People, Performance and Improvement)
Jennifer McLaren (Vice Principal, Finance and Estates)

Beth Brownlee (Head of Student Experience and Improvement)

Bill Dunsmuir (Head of Information Systems and Digital Infrastructure)
Emily Purdie (Health and Safety Officer)

Jenny Stalker (Board Secretary and Governance Advisor)

1 Committee Administration

11  Welcome and Apologies
The Chair welcomed everyone to the meeting.

Apologies were noted from Sue Stahly (Senior Independent Member),
Tony Sharkey (Vice Chair of the Board and Non-executive Member),
David Eardley (Azets Internal Auditors) and Hazel Brady (Vice
Principal, Learning and Attainment).

1.2 Declarations of Conflicts of Interest
There were no declarations of conflicts of interest noted.
1.3  Minutes of the Previous Meeting of 14 March 2024

The minutes of the meeting of 14 March 2024 were accepted as a
correct record.
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1.4 Matters Arising

Action 1: In progress

The Vice Principal (People, Performance and Improvement) to give a
verbal update on the Scottish Funding Council visit in May 2024 as part
of the Information Systems and Digital Infrastructure Report.

Action 2: In progress
Action 3: Completed
The Board Secretary and Governance Advisor confirmed that trend
data had been requested for the Health and Safety Report and from
Internal and External Auditors. Updates on relevant sector
comparisons will be given by Azets and Audit Scotland as part of the
agenda for committee meetings.
2 Matters for Committee Approval

2.1 Approval of Committee Remit
The committee agreed to amend points 2.2 and 7.3 and to specifically
state complaints, freedom of information and GDPR as part of the

review of college performance indicators,

The committee agreed to point 4.1.2 and to further discuss risk
management during the self-assessment exercise.

The committee approved the revised remit with the aforementioned
amendments.

3 Matters for Committee Attention
3.1 Information Systems and Digital Infrastructure Report

The committee heard an update from the Head of Information Systems
and Digital Infrastructure.

Digital Infrastructure:

The committee’s attention was drawn to two points of update from the
report taken to the March committee meeting:
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e |t was confirmed the college is still in discussion with JISC and
other suppliers to procure and implement Managed SIEM (Security
Information and Event Management) technology. The committee
was assured there is no negative impact on management of risk
while this is in progress.

e The committee noted cyber essentials certification will be concluded
by the end of this week.

The committee noted that £100k of investment has been made to
prepare students and staff returning in 2024-25.

The committee noted the MFD (multi-function device) Project will
reduce the college fleet of photocopiers from 26 to 11 devices, further
supporting net zero target achievements.

Information Systems:

The data dashboard project continues to expand with a new
Withdrawals Tracker report being made available to enable follow up
on all students who leave the college and to track reasons for this.

The committee’s attention was drawn to a meeting with the Scottish
Funding Council (SFC) which highlighted the college as one of the
leading colleges in the sector on prescriptive analytics. The committee
noted the SFC wants to work with the college to support their own
developments.

The committee discussed progress on the centralised timetabling
system and whether this allows the use of college space to be
analysed. The Head of Information Systems and Digital Infrastructure
reported we are already capturing information on space utilisation and
the system will provide an interface to support this.

The committee discussed actions the college takes to ensure staff and
students have the right level of digital literacy to use college systems
and engage effectively in learning and work.

The committee noted that multi factor authentication can be a barrier to
a small number of students. It was agreed to consider what other
support can be provided to support these students informed by the
experiences of students in the first months of the new academic year,
identified through the induction survey and other feedback
mechanisms.
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Action 1: Vice Principal, People, Performance and Improvement
To explore other options to support students in light of feedback from
the first few months of the new academic year.

The committee noted that training on developments such as Artificial
Intelligence and Boxphish would be useful for the board.

The committee discussed how the college is learning from recent cyber
attack in Dumfries and Galloway and from the experiences of other
organisations. The Head of Information Systems and Digital
Infrastructure reported on multi-agency response and our participation
in external sector networks such as JISC and CISO which share threat
intelligence with the college community. This intelligence is integrated
into our own systems development and business continuity planning.
The committee also noted that the Managed SIEM and JANET network
developments will give further assurance.

3.2 Health and Safety Quarterly Report

The Health and Safety Officer introduced the paper. The committee
noted a comparison table has been included as requested.

The committee heard that student incidents have tailed off as the end
of the academic year approaches but that we are not complacent about
the level of demand that will come at the start of the new session. The
committee noted that students presenting with pre-existing conditions
is a common factor across the sector.

The number of First Aiders has been reviewed and found to be
sufficient to provide evening support as well as day time support.

The Health and Safety Officer confirmed that auditing had focused on
motor vehicle and electrical workshops.

The committee noted the Health and Safety Officer chaired the College
Development Network meeting which provides an update on learning
across the sector and is a good support network.

The Health and Safety Officer has been working with the Active
Campus Co-ordinator to support staff and student health. This has
included the introduction of walking challenges and inputs to Wellbeing
Wednesday.
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Toolbox talks on lone working have been carried out for staff such as
work based assessors who work off campus and where staff are
working from home alone.

The committee noted the college is being recognised by other external
organisations for our work on cyber-terrorism and other organisations
are looking to work with us and learn from our work here.

The committee noted the implementation of Martin’s Law has been
delayed due to the forthcoming election, and that an updated Smoking
and Vaping Policy is to be approved.

The committee noted the report and agreed the report provides
reassurance that health and safety is well managed.

4 Internal Audit

4.1

4.2

Progress against plan 2023-24

The Vice Principal, Finance and Estates reported that we have one
outstanding audit to take place in August which will complete the
programme for 2023-24. The plan for 2024-25 will be brought to the
next committee meeting.

The committee noted the paper.

College Rolling Audit Action Plan

The Vice Principal, Finance and Estates reported the one outstanding
recommendation is on target to meet the agreed deadline.

The committee noted the paper.

5 External Audit Update

5.1

Audit Plan 2023-24

Audit Scotland reported to the committee on the annual plan, noting
there are no points of significant risk. It was confirmed that financial
sustainability and governance will be focus for 2024-25. The committee
noted a full re-evaluation of land and buildings will be carried out in July
2024.

Audit Scotland confirmed the audit programme will commence 14
October 2024.
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The committee noted that audit fees will increase by 6% across the
sector. The Principal noted that an increase in fees is a challenge for
the college in light of a flat cash funding settlement.

The committee asked if there are any changes to accounting
standards. Audit Scotland confirmed there will be minimal changes this
year.

The committee noted the update from Audit Scotland.
Benchmarking Update:

Audit Scotland gave a brief resume of themes that have been identified
from the 2022-23 external audit reports. These include:

e a high percentage of colleges have not signed off on accounts

e staffing cuts and the implementation of voluntary severance
schemes

e financial deficits being forecast.

Feedback from the Auditors Sector Meeting in March 2024 noted
sector themes of:

e clear financial hardship due to flat cash situation, pay awards and
voluntary severance schemes

e potential compulsory redundancies in some colleges

e removal and/or reduction of courses due to lack of funding

e lack of capacity at senior leadership level

e the unresolved situation with job evaluation

e the sale or lease of properties.

The Principal noted that not all of these themes were relevant to the
college’s situation. The committee noted the support staff pay award
has now been agreed which includes a clause regarding no
compulsory redundancies. West Lothian College has committed to no
compulsory redundancies.

The committee discussed the overview report on the college sector
which the Auditor General traditionally produced. It was felt a report
from the Auditor General would hold more weight with Scottish
Government and would be an effective communication tool. The
committee asked if this could be reinstated.
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Action 2: Brian Battison, Audit Scotland
To request the re-instatement of the college sector overview report.

6 Key Performance Indictors

6.1

6.2

Complaints Report

The committee noted the college has recovered over 95% of costs
from the 5-year legal case.

The committee noted the report.

Business Continuity Planning Report

The Vice Principal, Finance and Estates introduced the report and
confirmed that a further business continuity planning event had been
held with our insurers.

Part 1 of the exercise was a desktop scenario. Feedback from the
insurers was that there was confidence management could deal
confidently with a major incident. The team was well prepared and
confident and had sound knowledge of the plan.

The second part was a presentation from colleagues from West
Lothian Council on handling a major incident which occurred at a local
school and learning from the impact of social media.

The committee asked how the college trains new staff who may not
have participated in the scheduled event. The Vice Principal, People,
Performance and Improvement confirmed the college is moving to a
training plan that will be implemented across the year.

The committee noted the report.

7 Matters for Committee Information

71

Industrial Action

The Principal updated the committee on the current situation. UNISON
members accepted the 3-year pay deal. EIS members have introduced
a 4-year pay deal claim for 2025-26 and negotiations are continuing. It
was noted the Scottish Government has issued guidance on pay offers
for 2025-26.
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The committee heard the EIS has increased strike action over the next
few weeks.

The committee noted the update and expressed the wish that industrial
action is resolved soon.
8 Any Other Business

The Chair of the Board thanked Richard Lockhart for his contribution to board
governance over the last eight years.

8.1 Review of Committee and Supporting Papers

The committee agreed that benchmarking information from Audit
Scotland was helpful.

The committee discussed whether it would be more effective to review
the papers at the start of the meeting rather than the end. The
committee agreed to retain at the end of the agenda on the basis that
further information on papers may be provided during the meeting but
to keep this in mind for future consideration.

9 Date of Next Meeting
The next Audit Committee meeting will be held on Tuesday 3 September 2024.

10 Committee Self-Assessment

10.1 Audit Committee Self-Assessment Review 2023-24

The committee participated in a review of committee performance over
the last year. Areas of strength and development points were
discussed and recorded. Development points will be taken forward
through the Board Development Plan 2023-2025.
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Note: There were no matters discussed during the meeting, during which Members
declared any conflict of interest, or the Board Secretary and Governance Advisor
was aware from the Register of Interests that discussion could give rise to such a
conflict.
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Audit Committee

Matters Arising / Action update from the Audit Committee Meeting of 6 June
2024

Action 1: Vice Principal, People, Performance and Improvement

To explore other means to support students accessing the college’s digital
resources.

Action Status: Ongoing

Action 2: Brian Battison, Audit Scotland

To request the re-instatement of the college sector overview report.

Action Status: Verbal update.
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Audit Committee

INTERNAL AUDIT UPDATE

2023-24 Programme
Review of Assessment

A review of assessment took place in May 2024 and the report is attached to this
paper.

The conclusion of the report is that overall the college has effectively embedded a
set of procedures which helps to ensure the assessment function has a basis to run
smoothly and be continuously updated in response to students’ experience.

The response to the one recommendation is contained within the report.
Core Financial Systems

The final area for review in 2023-24 is Core Financial Systems. This review has been
delayed due to a key college contact being on long term sick absence. The person
has now returned to work and date is currently being agreed.

Internal Audit Annual Report 2023-24

The internal audit annual report for 2023-24 is attached to this paper. In the opinion
of internal audit the college has a framework of controls in place that provides
reasonable assurance regarding the organisation’s governance framework, internal
controls, effective and efficient achievement of objectives and the management of
key risks.

Internal Audit Programme 2024-25

In June 2021, on the recommendation of the Audit Committee, the Board of
Governors approved the appointment of Azets to provide the internal audit service
from 1 September 2021 for a period of 35 months and agreed that the college could
take up the option to extend the contract by two 12-month extensions.

The 35-month period has elapsed and the college is taking up the option of a
12-month extension to the internal audit contract. As agreed in the tender a

5.9% increase (Average Earnings Index: June 2024) is permitted. This increases the
daily rate from £488 per day to £517 per day and is the first increase that has been
applied since 2021.
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As the internal audit budget for 2024-25 was based on the 2021 daily rate, and given
the need to control costs, the college has negotiated a reduction of three days in the
programme so that the budget set for 2024-25 will not be exceeded.

Azets has confirmed that the reduction in days will still allow a full programme to be
carried out and enable the auditors to give an audit opinion on the overall adequacy
and effectiveness of the college’s framework of governance, risk management and
control.

The programme for 2024-25 will be provided at the November 2024 meeting of the
Audit Committee.

Action
The Committee is asked to:

comment on the findings from the review of Assessment
note the position with regard to the final review of 2023-24
comment on the internal audit annual report for 2023-24
note the position for 2024-25.

Jennifer McLaren
Vice Principal, Finance and Estates
3 September 2024
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West Lothian College
Internal Audit Report 2023/24

Assessments

Executive Summary
Management Action Plan
Appendix A — Courses Sample

Appendix B — Definitions

Audit Sponsor ! Key Contacts
Jennifer McLaren, Vice Sarah-Jane Linton, Vice Principal
Principal, Finance and : Learning & Attainment

Corporate Services Beth Brownlee, Head of Quality &

Learning Resources

Todd Lumsden, Director of Faculty
of Care, Health & Sport

Lorna Jenkins, Student Support
Manager

Donna Shields, Faculty
Administrator

Audit team

David Eardley, Partner

Gill Callaghan, Senior Audit
Manager

Charly Lowell, Auditor
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Executive Summary

Conclusion

West Lothian College has robust arrangements in place for assessments in the areas reviewed. The
College ensures the procedures and ways of working are up to date and in line with awarding body
requirements. Assessment calendars and deadlines are set with student workload in mind. Feedback
is routinely sought throughout the academic year to allow the College to reflect and act upon any
areas of concern.

We have identified one minor improvement area to further enhance the existing procedures which is
to consider including a Faculty Handbook as part of the students induction. This should be
accessible throughout the academic year to ensure that students are fully equipped with all the
information they require (particularly assessment expectations).

Overall, the College has effectively embedded a set of procedures which helps to ensure the
assessment function has a basis to run smoothly and be continuously updated in response to
students’ experience.

Background and scope

West Lothian College delivers a wide range of further and higher education courses to more than 8,000
students, based from its campus in Livingston.

Student assessment enables teaching staff to measure the effectiveness of their teaching, including by linking
student performance to specific learning objectives. To help ensure students are assessed fairly and
adequately, the College must have clearly defined processes in place to achieve these aims.

In accordance with the 2023/24 Internal Audit Plan, we have reviewed the College’s approach to student
assessment. This included arrangements for supporting students through the process, the authentication and
security of assessment papers and evidence, and the process for obtaining and acting on student feedback.
(For the avoidance of doubt, the audit did not focus on or question academic judgements related to student
assessment and results).

azets.co.uk West Lothian College Assessments

1



Control assessment

2 - Yellow

m 1. Assessment methodologies are tailored to support the
individual needs of the students (including awarding
bodies' requirements), ensuring the effective use of
technologies and additional learning support.

2. The organisation of course assessments takes account
of student workloads and is planned holistically at team
level, with students made aware of assessment
requirements and provided with high quality feedback
within procedure guidelines.

= 3. Arrangements for the authentication and security of
assessment papers and assessment evidence are robust
and in line with awarding body requirements. Processes
exist to identify and invesitgate any potential malpractice.

m 4. Student feedback on the assessment process is
obtained and demonstrably reflected in future planning

Improvement actions by type and priority

Control Design

W Grade 4
Grade 3
Grade 2

B Grade 1

Control Operation

One improvement action has been identified from this review, relating to the design of controls. See Appendix B

for definitions of colour coding.
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Key

findings

Good practice

Awarding body requirements are apparent throughout the assessment procedures at the College,
helping to ensure awarding body requirements are known and met at each stage.

Workloads of students are considered at the planning stages of assessments and are spread across
each teaching unit.

The College takes into account students who require additional support regarding assessments. The
work conducted by the Student Support Team is paramount to ensuring that additional support is in
place as soon as possible, for any student requiring it.

The College’s systems are fully backed up on a regular basis and have preventative access controls in
place to help restrict inappropriate access/activity regarding assessments.

Student feedback is obtained at the end of each block of teaching, throughout the academic year. This
helps the College to routinely identify areas of good practice or concern from the students’ perspective,
to further enhance their overall student experience.

Areas for improvement

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

Each faculty should consider having a ‘Faculty Handbook’ (or similar) which provides an overview of
each of the courses under the remit of the faculty and assessment expectations etc.

This is further discussed in the Management Action Plan below.

Impact on risk register

The West Lothian College strategic risk register (dated September 2023) included the following risks relevant to
this review:

2.1 — There is a risk that the college fails to deliver student-centred, high quality learning, teaching and
assessment due to industrial action, or poor quality of teaching, or inflexible delivery modes, resulting in
poor retention, attainment, progression for students.

2.2 — There is a risk of a less effective student voice due to limited student engagement resulting in a
lack of consistent student feedback.

It is clear within the scope of our work conducted that the College has good and proactive procedures in place
regarding assessments. This provides positive assurance that efforts are being made to mitigate the risks
stated above and to ensure that they sit within acceptable residual limits.

Acknowledgements

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

Control Objective 1: Assessment methodologies
are tailored to support the individual needs of the
students (in so far as this is possible when taking
account of the relevant awarding bodies’
requirements), ensuring, where appropriate, the
effective use of technologies, and that any
additional learning support needs are addressed.

No reportable weaknesses identified

We selected a sample of ten courses (see Appendix A) and sought to confirm that awarding body requirements
had been met, student needs were considered and technology was utilised as appropriate (all in the context of
assessment). Across the sample, we confirmed the following:

Within unit specifications and internal and external verifications, SQA requirements are considered
throughout the delivery and assessments of the courses;

Student needs are considered throughout the courses through regular course meetings (with a student
representative present) and continuous support from the student support team; and

A number of the courses are practical-based assessments, but - where applicable - each of the
courses utilise Moodle and Microsoft Teams for the delivery of the unit and assessments.

We conducted a review of the effectiveness of the ‘Alternative Assessment Arrangements Policy’, to confirm
that the needs of the students were assessed and appropriate alternative arrangements were put in place for
the assessment. Seven of our sample of ten courses had at least one student who required additional support
and from further scrutiny we confirmed the following:

Each student sampled had completed the alternative assessment arrangements form with a member of
the Student Support Team and had provided sufficient evidence to demonstrate their needs; and

An appropriate adjustment was made with related approvals to each of the seven students’
assessments.

Based on the above, the College had adhered to the specific awarding body requirements and had
appropriately considered the additional learning support needs required by these students.
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Control Objective 2: The organisation of course

assessments takes account of student workloads

and is planned holistically at team level, with vellow
students made aware of assessment requirements

and provided with high quality feedback within

procedure guidelines (including clear and supportive
remediation and reassessment processes.

2.1 Faculty Handbooks

We confirmed that the ‘West Lothian College Internal Assessment Policy and Procedure’ asserted the
procedure for internal assessments, with reference made to the ‘Assessment Appeals Policy and Procedure’ if
students wish to appeal an assessment outcome.

We sought to confirm whether each course within our sample had a course handbook, as this is important for
students to refer to and understand the expectations of the particular course they are on. We noted that only
five of the ten courses reviewed (50%) provided either a course overview. We understand that, at the time of
the review, a College-wide handbook was about to be introduced which would be offered to students as part of
their induction and that information is also available on the Moodle platform. However, the introduction of
Faculty Handbooks (or similar) to supplement the College Handbook will help ensure that students have access
to information which sets out the expectations of their particular course and provides subject-related guidance.

Risk

There is a risk that students may not be fully aware of their course expectations due to the lack of formal and
useful course handbooks, which could have a negative impact on students’ experience and/or performance.

Recommendation

Each faculty should have a Faculty Handbook (or similar) in place which is reviewed each academic year,
providing the following information:

Course overview;

Code of Conduct for Students;

Assessment requirements of the course (practical or classroom);
Feedback expectations;

Appeals process; and

Re-sit process.

This should be provided to students at the beginning of their course and be widely available to them via the
Moodle or Teams Channels to ensure it is easily accessible.
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y net Grade 2
anagement Action (Design)

A Faculty Handbook has already been created and will be shared with students at the start of their
course, w/c 26 August 2024. The Student Handbook is also now available, has been issued at
induction and complements the information contained in the Faculty Handbook.

Action owner: Head of Student Experience and Improvement Due date: Completed
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Control Objective 3: Arrangements for the
authentication and security of assessment papers
and assessment evidence are robust and in line with
awarding body requirements. Processes exist to
identify and investigate any potential malpractice.

No reportable weaknesses identified

We confirmed that the College has backups in place and controls surrounding the arrangements for
authentication and security of assessment papers. We undertook a walkthrough of the SharePoint site used by
College staff and confirmed that past papers are stored within folders with access restricted to the lecturers and
tutors of the course, as well as the assigned faculty administrator. Further guidance is available with the
‘Secure Acquisition and Storage of Assessment Materials Policy’ which demonstrates key roles and
responsibilities for the retention of past papers and how these are stored.

We conducted a further walkthrough of the Moodle site and confirmed assessments have been completed
through Moodle. These are restricted to the assessor (once submitted) and cannot be changed to help avoid
any malpractice or similar. The SQA and Institute of Leadership and Management (ILM) awarding bodies have
completed their own security audits over the systems verification of the College and both concluded with a
status of high confidence that the systems in use are access controlled and utilised in the manner which aligns
with their requirements.

The College’s IT department confirmed that the Office 365 backup (including SharePoint and Teams channels)
is completed daily with all issues flagged immediately investigated. We obtained the most recent backup
completed (at the time of our fieldwork) and confirmed this was run with no issues identified. We also confirmed
that the Moodle backup is completed by a third party provider ‘Synergy’, who run a daily backup (we were
unable to test the operation of this as it is a third party provider, but we received communication from Synergy).
The communication highlighted that any issues are identified and promptly dealt with, and the backup process
is reviewed every six months to ensure the process is running effectively.

The College has an ‘Academic Malpractice Policy and Procedure’ in place which sets out the processes the
College will follow if there is a suspicion of malpractice on the part of students or staff. The procedure highlights
the investigation process, reporting process, and the potential sanctions which would be put in place if any
malpractice or form of deceit is identified. The policy is widely available on the College’s SharePoint and
accessible to all staff and students. On review of the policy, it is clear that awarding body requirements are
considered (eg.SQA) and reflected throughout the policy.

The College utilises Turnitin to help identify any plagiarism. We reviewed the Turnitin agreement held by the
College and the most recent invoice for Turnitin which shows the College has expanded the Turnitin software
package to include helping to detect Al-generated materials.
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Control Objective 4. Student feedback on the
assessment process is obtained and demonstrably
reflected in future planning.

No reportable weaknesses identified

For our sample of ten courses, we sought to confirm that student feedback was obtained (particularly
surrounding assessments) and that any actions were included within forward planning.

We obtained and reviewed evidence of the end of block course meetings (December through to March) for
eight out of the ten sampled courses . The purpose of these meetings is to discuss the delivery of the course as
a whole, and to gather information under the two headings: (i) ‘What went well’ and (ii) ‘It would be even better
if...". We confirmed that a student representative was present at each of the meetings reviewed.

Assessment feedback for the courses within our sample was broadly positive. However, several issues were
highlighted throughout the course meetings reviewed, relating to students feeling stressed and that they would
prefer an assessment calendar further in advance than what had been provided. We were notified by
management that work is underway for a new format of assessment calendars to be introduced in the next
academic year to help address such concerns.

We confirmed for the two Scottish Wider Access Programme (SWAP) courses included in our sample that end
of block meetings are not applicable and obtained the end of Phase One feedback and reviews of the courses
for these instead. We noted that any key themes were identified.

Based on the above, student feedback is sought on a rolling basis throughout the academic year and actions
are addressed in onward planning to further enhance the student experience at the College.
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Appendix A — Courses Sample

INTCONHI Introduction to Construction HCI
HCAPPSCI HNC Applied Science

HCCYBSEC HNC Cyber Security

HDBEAUTY HND Beauty Therapy

HDACCOUNT HND Accounting

NCL5HAIR NC Hairdressing Level 5
NCARTDESIGN NC Art & Design (Portfolio Development)
NQACTELG6 NQ Access to Teaching Level 6 (SWAP)
HCHEALTHFIT HNC Fitness, Health and Exercise

NQACCNURSIN NQ Access to Nursing (SWAP)
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Appendix B — Definitions

Control assessments

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

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

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

| - |

Management action grades

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

'

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

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

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

. N
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Introduction

The Public Sector Internal Audit Standards (PSIAS) state that:

“The Chief Audit Executive must deliver an annual internal audit opinion and report that can be used by the
organisation to inform its governance statement.”

“The annual internal audit opinion must conclude on the overall adequacy and effectiveness of the organisation’s
framework of governance, risk management and control.”

To meet the above requirements, this Annual Report summarises our conclusions and key findings from the
internal audit work undertaken at West Lothian College during the year ended 31 July 2024, including our overall
opinion on West Lothian College’s internal control system.

Acknowledgement

We would like to take this opportunity to thank all members of management and staff for the help, courtesy and co-
operation extended to us during the year.
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Overall internal audit opinion

Basis of opinion

As the Internal Auditor of the West Lothian College, we are required to provide the Audit Committee with
assurance on the whole system of internal control. In giving our opinion it should be noted that assurance can
never be absolute. The most that the internal audit service can provide is reasonable assurance that there are no
major weaknesses in the whole system of internal control.

In assessing the level of assurance to be given, we have taken into account:

All reviews undertaken as part of the 2023/24 internal audit plan;

Any scope limitations imposed by management;

Matters arising from previous reviews and the extent of follow-up action taken including in year audits;
Expectations of senior management, the Audit Committee and other stakeholders;

The extent to which internal controls address the client’s risk management /control framework;

The effect of any significant changes in West Lothian College’s objectives or systems; and

The internal audit coverage achieved to date.

In my professional judgement as Head of Internal Audit, sufficient and appropriate audit procedures have been
conducted and evidence gathered to support the basis and the accuracy of the conclusions reached and contained
in this report. The conclusions are based on the conditions as they existed at the time of the audit. The
conclusions are only applicable for the entity examined. The evidence gathered meets professional audit
standards and is sufficient to provide senior management with appropriate assurance from the work of internal
audit.

Internal Audit Opinion

In our opinion the West Lothian College has a framewaork of controls in place that provides reasonable assurance
regarding the organisation’s governance framework, internal controls, effective and efficient achievement of
objectives and the management of key risks.

Azets
September 2024



Internal audit work performed

Scope and responsibilities

Management

It is management’s responsibility to establish a sound internal control system. The internal control system
comprises the whole network of systems and processes established to provide reasonable assurance that
organisational objectives will be achieved, with particular reference to:

risk management;

the effectiveness of operations;

the economic and efficient use of resources;

compliance with applicable policies, procedures, laws and regulations;

safeguards against losses, including those arising from fraud, irregularity or corruption; and
the integrity and reliability of information and data.

Internal auditor

The Internal Auditor assists management by examining, evaluating and reporting on the controls in order to provide
an independent assessment of the adequacy of the internal control system. To achieve this, the Internal Auditor
should:

analyse the internal control system and establish a review programme;

identify and evaluate the controls which are established to achieve objectives in the most economic and
efficient manner;

report findings and conclusions and, where appropriate, make recommendations for improvement;
provide an opinion on the reliability of the controls in the system under review; and

provide an assurance based on the evaluation of the internal control system within the organisation as a
whole.

Planning process

Our strategic and annual internal audit plans are designed to provide the Audit Committee with assurance that
West Lothain internal control system is effective in managing the key risks and best value is being achieved. The
plans are therefore informed by West Lothian College’s risk management system and linked to the Corporate Risk
Register.

The Strategic Internal Audit Plan was agreed in consultation with senior management and formally approved by the
Audit Committee.

The Annual Internal Audit Plan is subject to review throughout the year and, if required, is updated to reflect
changes in the College’s risk profile. There was one change to the plan as set out in the “Cover Achieved” section,
below.

We planned our work so that we have a reasonable expectation of detecting significant control weaknesses.
However, internal audit can never guarantee to detect all fraud or other irregularities and cannot be held
responsible for internal control failures.
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Cover achieved

The 2023/24 Internal Audit Plan comprised 49 days of audit work and we completed all but one review from the full
programme (a financial review has been deferred into 2024/25 given College staff long-term absence & related
resource pressures). A comparison of actual coverage against the 2023/24 plan is attached at Appendix 1.

We confirm that there were no resource limitations that impinged on our ability to meet the full audit needs of West
Lothian College and no restrictions were placed on our work by management.

We did not rely on the work performed by a third party during the period.

Reports

We prepared a report from each review and presented these reports to the Audit Committee. The reports are
summarised in the table below.

Where relevant, all reports contained action plans detailing responsible officers and implementation dates. The
reports were fully discussed and agreed with management prior to submission to the Audit Committee. We made
no significant recommendations that were not accepted by management.

Summary of reports by control assessment and action grade

* Note that the Credits, Student Funds and EMA review had a different reporting style with no assessed control
objectives, in line with funding body requirements. The risk management workshop did not have a subsequent
report.

Control objective No. of issues per grading
assessment

4 3 2 1

. . i Deferred given College staff i
Key Financial systems —Income, i long-term absence & related : - : - : - : -

Debtors, Cash Mgt resource pressures :

............................................................. i............................................:,................:,................:,.............?..............

Interim Board Review e - 2 1 -
Assessment Review ‘. - - 1 -
IT Strategy ‘. - - 1 -
Credits, Student Funds and EMA N/A * T R A

Risk Management Workshop N/A * - - - -




Control objective assessment definitions

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.
|

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

/

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

/

Management action prioritisation definitions

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

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

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

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

Progress in implementing previous internal audit actions

Management have made good progress in implementing agreed actions from internal audit reports. We reviewed
the action tracker and obtained sufficient evidence to close the actions in line with the regular updates provided to
the Audit Committee. There is only one outstanding action at time of writing, in relation to IT Strategy.

Key themes from audit work in 2023/24

Our reviews confirmed that the College generally has robust controls in place across the areas audited during the
period with primarily minor improvements recommended to strengthen the existing control frameworks. The key
theme arising was from the Board Assessment work, regarding improvement actions for PVG and fit and proper
person controls. With regard to the follow up we found management have made good progress in implementing
previously agreed recommendations.
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Independence

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

We can confirm that the staff members involved in each 2023/24 internal audit review were independent of West
Lothian College and their objectivity was not compromised in any way.

Conformance with Public Sector Internal Audit Standards

We confirm that our internal audit service conforms to the Public Sector Internal Audit Standards, which are based
on the International Standards for the Professional Practice of Internal Auditing. This is confirmed through our
quality assurance and improvement programme, which includes cyclical internal and external assessments of our
methodology and practice against the standards.

A summary of the results of our most recent internal assessment is provided at Appendix 2.



Appendix 1 — Planned v actual days 2023/24

Ref and Name of report

Core Financial Controls (Note 1) 6.5 1.25
Risk Management - Workshop 5 5
Assessment 5 5
Interim Board Review 6 6
IT Strategy 5 5
Follow Up 2 2
Credits, Student Funds, EMA 14 15
Audit Management 25 25
Annual planning and annual reporting 1 1
Audit Committee (attendance and prep) 2 2
Total 49 44.75

Note 1: Deferred given College staff long-term absence & related resource pressures
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Appendix 2 — Summary of Internal Quality
Assurance Assessment

As part of our regular quality assessment procedures, we commissioned an external quality assessment (EQA)
against the Institute of Internal Auditors (lIAs) International Professional Practices framework (IPPF) and, where
appropriate, the Public Sector Internal Audit Standards (PSIAS).

We are pleased to disclose the outcome of this assessment as we believe it is important to provide you with
assurance that the service you receive is of a high quality and fully compliant with internal audit standards.
Outlined below are extracts from our most recent external quality assessment undertaken in February 2023.

External Quality Assessment summary
Executive Summary

| am pleased to report that there are no material governance, methodology or practical issues that are impacting
Azets Risk Assurance’s overall conformance with the Institute of Internal Auditors (lIAs) International Professional
Practices framework (IPPF).

Internal Audit have achieved the highest level of conformance with the Standards, as well as the Definition, Core
Principles, and the Code of Ethics, which form the mandatory elements of the IPPF, the global standard for quality
in Internal Auditing. The Institute describe this as “Generally Conforms”.

This is an excellent result and is based on an extensive EQA covering the team’s approach, methodology,
processes, and an extensive sample of engagement files. The EQA assessor is an experienced, former Chief
Assurance Officer and current Audit Committee Chair.

Conformance Opinion

The IPPF/PSIAS includes the Mission and Definition of Internal Auditing, the Core Principles, Code of Ethics, and
International Standards. There are 64 fundamental principles to achieve, with 118 points of recommended practice.

| am delighted to confirm that Azets Risk Assurance generally conform with 62 of these 64 fundamental principles.
This is an excellent result. Furthermore, there are no areas of ‘partial’ or ‘non-conformance’ with any of the
remaining fundamental principles.

The overall assessment resulting from the EQA is that Azets Risk Assurance “generally conforms to the
International Professional Practices Framework™. The term “generally conforms” is used by the lIA to represent
the highest level of achievement and performance.

I include a summary of Azets Risk Assurance’s conformance to these fundamental principles below. Overall, |
believe that Azets Risk Assurance has achieved an excellent performance given the breadth of the IPPF, and the
diverse work and activity the team undertakes.



Summary of IIA Conformance Standards N/A - Partially | Generally | Total
Conforms | Conforms
Definition of IA and Code of Ethics Rules of 12 12
conduct
Purpose 1000 - 1130 8 8
Proficiency and Due Professional 1200 - 1230 4 4
Care
Quality Assurance and Improvement 1300 - 1322 1 6 7
Programme
Managing the Internal Audit Activity 2000 - 2130 12 12
Engagement Planning and Delivery 2200 - 2600 1 20 21
Total 2 0 0 62 64

Our response

The review identified a number of areas for future consideration to further enhance our internal audit practices.
We welcome these findings and as such, a detailed action plan will be put into place to address the areas for
further development.

Updated Global Internal Audit Standards

Following a multiple year revision exercise and consultation during 2023, on 9 January 2024 the Global Institute of
Internal Auditors published updated Global Internal Audit Standards. These will supersede the current PSIAS and
the UK Public Sector Internal Auditing Standards Advisory Board (IASAB) is currently carrying out a review of the
new standards with a view to identifying and producing any sector specific interpretations or other material needed
to make them suitable for UK public sector use. The IASAB have intimated an adoption date of 1 April 2025 for
public sector bodies.

Some of the key changes are:
+  Simplifying the Structure.

+ Consolidation of the 6 elements (Mission, Definition, Code of Ethics, Core Principles, Standards and
Implementation Guide) into the new Standards.

* Create the new Purpose of Internal Auditing, under the new Standards, which now reads:

“Internal auditing strengthens the organisation's ability to create, protect, and sustain value by providing the
board and management with independent, risk-based, and objective assurance, advice, insight, and foresight.”

» Enrich the Ethics and Professionalism by adding due professional care.

* Add the recommended practices and evidence of conformance after each Standard.

» Add the nuances for Public Sector, small functions and advisory services.

» Clarify the Board role in governing internal audit functions.

»  Clarify the roles of CAE’s and internal auditors for internal audit functions and various activities.

* Redefine the quality = conformance + performance.
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We are updating our governing documents and methodology over the coming months ready to be in conformance
with the new standards by the relevant timescale.
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Action: For Attention Agenda Item 2.2

Paper 4
West Lothian College
3 September 2024

Audit Committee
INFORMATION SYSTEMS (IS) AND DIGITAL INFRASTRUCTURE (DI) REPORT
Introduction

This paper provides an update on key works and projects completed in the final
quarter of 2023-24 and in support of student and staff start-up in 2024-25. It links to
the strategic aims as contained with the college’s Digital Strategy.

Aim 1 — To ensure data protection, cyber security, and infrastructure resilience

Aim 2 — To provide services that facilitate, inspire, and enable success for all

Aim 3 — To use data at the core of business decisions

Aim 4 — To achieve digital literacy, we will ensure all students, teaching and

support staff possess essential digital skills and can confidently use digital tools

for teaching, learning and administrative tasks

e Aim 5 — To develop and use digital systems to drive effectiveness and efficiency

e Aim 6 — To integrate artificial intelligence in learning and support we will capitalise
on Al (Artificial Intelligence) technologies for a personalised learning and teaching
experience

e Aim 7 — To deliver sustainable digital development by ensuring our digital

transformation is environmentally responsible and sustainable.

DIGITAL INFRASTRUCTURE (DI)
Aim 1 - To ensure data protection, cyber security, and infrastructure resilience
Cyber Security

Work continues to progress projects which formed the basis of the Cyber Risk
Technical Assessment (CRTA) outlined in the December 2023 report.

Managed SIEM (Security Information and Event Management)

SIEM technology supports threat detection, compliance and security incident
management through data collection and analysis.

Discussions continue around the use of — or equivalent in the marketplace — of the
JISC (Joint Information Services Council) Cyber Security Threat Monitoring Service,
consisting of the JISC Computer Security and Incident Response Team (CSIRT).

Evaluation of whether to adopt for 2024-25 is due by December 2024.
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Chief Information Security Officer as a service (CISOaas)

Option appraisal discussions with Barrier Networks and HEFESTIS have concluded,
with the college pleased to announce its continued partnership with Barrier Networks
to provide CISOaas during 2024-25.

A detailed schedule of works and deliverables has been agreed, with the matrix

below summarising the component parts, many of which have been developed over
the past three years working under the existing partnership.

Business Context Pressures

Security Operations

Technical Policy Controls
Assessment Review Effectiveness

Process Plan Playbook Respt_:r?se Control
) Assessment Development Exercising ;
Maturity Maturity

Cyber Incident Response

Risk Process Risk Register Risk
Maturity Review Workshops

Cyber Risk Maturity

Endpoint and Patch Management Platform

A three-year contract is now in place for Tanium, with the technical planning and
installation now complete. This further mitigates the risks noted in the CRTA.

Cyber Essential plus (CE+) Accreditation

Works are progressing to achieve our annual CE+ accreditation, with certification
expected by the end of September 2024.
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Windows 11 upgrade

The Digital Infrastructure (DI) team has transitioned all student devices to
Windows 11 ahead of the expiry of Windows 10 in October 2025. The move to
Windows 11 provides vital and additional security benefits, with approximately
1,200 devices moved over. Planning is underway for the second phase involving
staff laptops and other assets.

Aim 2 - To provide services that facilitate, inspire, and enable success for all
Computer and Audio-Visual Refresh

As part of the college’s ongoing asset replacement strategy, and in support of
planning for the new academic year, orders were placed for an additional 150 HP
desktop PCs and an additional seven Clevertouch interactive panels at a combined
investment of c.£100k.

Work has taken place over the summer by our DI team to receive, test and install
this equipment around the college campus as staff and students returned for the new
academic year. All classroom PCs have been rolled out and progress with imaging
laptops continues for the return of students on 26 August.

Aim 5 - To develop and use digital systems to drive effectiveness and
efficiency

Teams Telephony
The ITT (Invitation to Tender) process to move to a Teams telephony solution
concluded in late July, with a tender response under evaluation, with a planned

implementation set for 1 October 2024.

The revised solution will bolster college business continuity planning and will provide
another channel of communication in terms of business resilience.

Multi-Functional Device (MFD) Project

Our existing contract with Konica Minolta for the provision and support of our
campus-wide MFD fleet scheduled to end on 28 June 2024, has been extended for a
further six months to end January 2025. Tender documentation is scheduled to be
issued by mid-August, with our new agreement in place by 20 December 2024.

During this process we have taken the opportunity to reduce the fleet, to align with
the college's sustainability goals.
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INFORMATION SYSTEMS (IS)
Aim 3: Utilising Data at the Core of Business Decisions
Data Dashboard Project

We are enhancing our Power Bl dashboards for better data access. New
dashboards for credit predictions, current position analysis and withdrawal analysis
are now available. These tools support managers in identifying improvement areas
and promote a data-driven, evidence-based culture.

wetionon  Withdrawals Tracker (2023-24) Home  Support

Withdrawal Reasons lInternal)

College Enrolments Early  Early late  Late Total  Total
wthd  Withd (%) Wthd  Wthd (%) Wihd  Wthd (%)
-

© West Lothian College 6,027 108 1.8% 450 7.5% 558 9.3%
Care Health And Sport 1,043 a 39% 179 17.2% 220 211%
Business Creative And Enterprise 712 16 22% 9 12.8% 107 15.0%
Workforce Development 2,146 6 0.3% 60 2.8% 66 3.1%

Access Employability And Schools
Business Development
Total

614 8 13% 20 33% 28 46%
144 1 0.7% 1 0.7% 2 1.4%

Computing Engineering And The Built Environment ‘ 1,368 36 2.6% 99 7.2% 135 9.9%
| 6,027 108 1.8% 450 75% 558 9.3%

=
‘Withdrawals by AY Weeks
@Wwithdrawals @Cumulative Withdrawals

40 A )32
January o April 32

Withdrawals
Cumulative Withdrawals

Surveys

The college's survey strategy has been successful to date with significant
improvements in the 2023-24 student induction survey and a small increase in the
SPARKLE survey. We will report on the 2024-25 induction survey response rate at
the next meeting.

Additional discussions are planned to introduce end of course surveys for our SVQ
courses and develop these alongside the new e-Portfolio student tracking system.
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Aim 5 - To develop and use digital systems to drive effectiveness and
efficiency

E-Portfolio replacement

The e-Portfolio specification has been approved and work on the project is due to
begin in the week commencing 12 August in conjunction with consultants at ESS
(Education Software Solutions).

Centralised timetabling solution

The specification for a new timetabling system was shared with ESS, however the
estimated costs and timelines returned by the supplier did not meet the college’s
operational requirements and the project is currently on hold pending a further
options appraisal.

Aim 6 — To integrate artificial intelligence in learning and support

Predictive and Prescriptive Analytics

The college is exploring machine learning to develop predictive models for identifying
students at risk. Using application data, these tools will help staff provide targeted
support.

Collaborating with The Data Lab and institutions like New College Lanarkshire and
Ayrshire College ensures high-quality implementation. A recent meeting with the
Scottish Funding Council's Chief Information Officer highlighted promising
possibilities. The college is committed to ethical and beneficial technology use for
students and staff.

Action

The committee is asked to note the paper.

Bill Dunsmuir
Head of Information Systems and Digital Infrastructure
3 September 2024
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HEALTH AND SAFETY UPDATE QUARTERLY REPORT

Introduction

This report covers the period April to June 2024. In addition to the usual operational
responsibilities, Health and Safety activities in this quarter involved departmental

audits, progressing the procurement of a new Health and Safety system and liaising
with others in College Development Network and Police Scotland Prevent networks.

Accidents, Incidents, Near Misses and Investigations

The monitoring, recording and reporting of accidents, incidents and near misses are
a legal requirement for all that the college actively promotes across the campus. As
well as meeting the college’s legal obligation, it allows identification of where and
how risks arise and allows us to make improvements to mitigate risks.

The college records accidents, incidents and near misses on HSF1 forms. There
were 18 HSF1 forms returned in this period, compared to 17 in 2023 (see table 1
below). There was one RIDDOR reports this period. In all cases, the HSF1 report is
fully investigated by the college’s Health and Safety Officer.

Please see Appendix 1 for details of all investigations during this period.

Table 1: Comparison of Accidents, Incidents and Near Misses 2023 vs 2024

Incident Category 2024 2023
Apr-June Apr-June
Accident 5 8
First Aid 10 8
Sports injury 1 0
Incident 0 0
Police Incident 0 0
Near Miss 2 1
Dangerous Occurrence 0 0
Violence 0 0
18 17
Apr - June Apr - June
Sports 1 0
Slips, Trips and Falls 3 4
Handling (cuts, burns etc) 2 5
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Struck by Equip/Object/Vehicle

Pre-existing condition or illness

Chemical/Substance

Contact with electricity

Violence - threat

Violence resulting in injury

Accidents out with College

Mental Health (Self harm/Overdose)

Unfamiliarity of Process or Equipment

Other

0= ONOCOCO|O|=~ 0N
N OO OO0 |O|O |00 |O

TOTAL

-
-

ESCALATION OF INCIDENTS

Ambulance call outs

Taken to hospital

Police call outs

alo|lw|—~
o |o|o (N

RIDDOR

Scheduled Events

The Health and Safety Officer continued with auditing the Construction, Engineering
and Built Environment (CEBE) faculty during this period, auditing the Science
Department. The details of the audit findings are attached in Appendix 2.

The Health and Safety Officer attended the College Development Network Health
and Safety meeting which is attended by a cross section of all colleges in Scotland,
and also volunteered to be part of a working group to discuss the proposed new
Martyn’s Law legislation. This was included in the King’'s Speech in November 2023
and is expected to be introduced to Parliament as soon as time allows. The aim of
the working group is to assess the current status of colleges in implementing
measures for the new legislation, share best practices, and compile useful
information for others. This will ensure we are all aligned in our efforts and help
identify any gaps.

Attendance at the East Region Health Protection, Higher and Further Education
meeting which used to be just Edinburgh and Lothians but now includes NHS
Lothian, NHS Borders, NHS Fife and NHS Forth Valley Health and Safety
Management. The meeting was to establish local links and share protocols, for
example to respond to a case of meningococcal disease. Health Protection Scotland
have also been invited to the Student Association Freshers Fayre in September to
share guidance with staff and students. With their guidance, we updated the student
handbook to remind student of the importance of updating GP contact details so
important screening invitations are not missed, for example for cancers.
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The following arrangements are in place to control health and safety risks in order to
meet legal requirements and show commitment to all stakeholders:

Health and Safety Committee

Last Health and Safety Committee meeting was held 13 May 2024
on
Minutes from meeting have been posted on Yes
SharePoint
Actions raised at Health and Safety 8 Action points 5
committee 13 May 2024 against Health
and Safety
Officer
Outstanding 0
Next meeting scheduled for 26 August 2024

Employer’s Liability Insurance

Employers Liability Insurance

Expires on 31 July 2025

Interventions

HSE Inspections in the last 12 months

Improvement Notices issued in last 12 months

Prohibition Notices issued in last 12 months

Improvements issued by Fire Service in last 12 months

o000

Risk assessments

Number of Risk Assessments (RA) due for review

As part of audit, H & S
officer auditing RA by
faculty

Number of new Risk Assessments

1 maternity assessments
2 advanced DSE

1 return to work/
reasonable adjustments

First Aid Risk Assessment

Next review August 2024

Fire Risk Assessment

Fire Risk Assessment in place

Yes

Review Date

December 2024

Health and Safety Policy

Policy Statement approved by

Jackie Galbraith

Next Review date August 2024
Responsibilities currently unassigned 0

Health and Safety Policies and Procedures Review due date
Accident, Incident and lll-Health Reporting Procedure February 2025
Adverse Weather Policy August 2025
College Closure Policy August 2025
Lone Working Procedure December 2025
Inspection and Auditing Procedure February 2025
Emergency Evacuation Procedure August 2025
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Work Placement Procedure August 2025
Day Trips, Overseas Trips and Residential Procedure February 2025
Counter Terrorism Procedure January 2025
Risk Assessment Procedure October 2025
COSHH Procedures February 2025
First Aid Procedures October 2025
Lock out/Tag out Procedure February 2025
Noise at Work Procedure and Guidance February 2025
Business Continuity Policy Framework August 2025
Fire Safety Actions
Outstanding actions related to fire inspection 0
Overdue actions related to fire inspection 0
Last emergency evacuation drill (daytime) 19 March 2024
Last emergency evacuation drill (evening) 28 March 2024
Next emergency evacuation drill (daytime) September 2024
Next emergency evacuation drill (evening) September 2024

Staff Health and Wellbeing and Learning and Development

In May the Staff Experience Health and Wellbeing team coordinated the annual
walking challenge to encourage staff to keep active. Thirteen teams (52
individuals) participated walking in total 16,524,371 steps over the four-week
challenge. The highest individual stepper, highest team and random teams were
announced at the staff Celebrate Success event in June.

e The quarterly Mental Health Support Volunteers (MHSV) meeting took place to
provide support to this new group and how they could be further supported to
provide support to the wider college. The profile of this group, offering peer
mental health support for staff, will be further raised and work will be continuing
early in the next academic year to support this.

e The college allocates funding for team building/development to provide staff an
opportunity to participate in activity or have lunch with their direct team. During
the academic year 2023-24 all teams took advantage of this funding.

e The British Heart Foundation’s RevivR cardiopulmonary resuscitation (CPR)
short online course and details of virtual talks covering bowel cancer awareness
were promoted during this quarter.

e During May, and in support of Mental Health Awareness Week, the college’s
Active Campus Coordinator coordinated a range of activities and sessions to
support staff and student’s mental health.

e June saw the college’s Active Campus Coordinator launch the 50 Munro
Challenge which is running from 1 June to 31 August with the target that across
the college community and wider, all 50 Munro hill climbs will be completed.

e To support the conclusion of the annual walking challenge, Scottish Running

Week was promoted in June to offer opportunities within the college, for those

that wished, to keep up their step count by walking, jogging, running or pushing.
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e A procurement exercise for e-learning modules took place during this quarter for
the college’s staff mandatory training with refreshed content being created to help
with engagement. This new training will be launched on 1 August and the training
will be required to be completed biennially by existing staff and within eight weeks
for any new staff.

e A cross-college team including Estates, Learning Centre and Information
Systems (Enquiries and Information Point) attended counter terrorism training
delivered by Police Scotland to help to provide confidence in their roles. This
training complements the counter terrorism module which is also included in the
staff mandatory training for all staff to complete.

e Drug and Alcohol Awareness training, delivered by West Lothian Drug and
Alcohol Service, was organised at the request of staff who requested more
knowledge around illegal substances. Training was provided to both first aiders
and the safeguarding team and is likely to be repeated again during academic
year 2024-25 for additional staff.

Changes to Legislation/Guidance

There were no changes to legal requirements, but the HSE updated guidance to help
understand how and when to submit a report under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations (RIDDOR), Gas safety and
Controlling Legionella.

Main changes to the RIDDOR guidance:

« more direct links to guidance on types of reportable incidents to help you decide
whether a report is required

e improved guidance on who should and should not report under RIDDOR

« improved guidance on what is meant by a ‘work-related’ accident

« information on when an occupational disease is not reportable

e increased clarity on when an ‘over seven-day’ absence should be reported.

As a consequence, changes to the RIDDOR forms were made with the significant
ones being:

e questions about severity of injuries have been frontloaded to help you quickly
decide if your incident is reportable

e pop-up messages now redirect you if the incident is not reportable

e guidance has been improved to make the forms easier to use

« injured or affected people now have increased number of options when
completing the gender field.

'A guide to the Gas Safety (Management) Regulations 1996 (as amended)' (L80)
now has updated guidance on regulations.
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It provides advice and explains regulatory requirements, including changes made
under the Gas Safety (Management) (Amendment) Regulations 2023 which came
into force on 6 April 2023.

The publication is for anyone who has duties under the Gas Safety (Management)
Regulations 1996 (as amended). For example:

e gas conveyors

e emergency reporting service providers

e gas shippers

o terminal operators.

Updates to publications on controlling legionella bacteria “technical guidance
publication "The control of legionella bacteria in evaporative cooling systems'
(HSG274: Part 1), has been updated.

The guidance for managing the legionella risk presented by evaporative cooling
systems has been improved in several areas.

These changes include:

o further information on DPD No 1 testing methodology
« the effect that cooling water pH has on the efficacy of halogen-based biocides
such as chlorine and bromine.

Many organisations rely on this test to ensure correct dosing of their systems. The
pH correction of free-halogen test results is a vital part in ensuring that you have
sufficient biocide in your system to prevent the growth of legionella.

This information was shared with Estates team who ensure these statutory checks
take place.

Contest and Prevent

The Lothian and Borders Contest meeting in Melrose was a mandatory in person
meeting and was a great opportunity to connect and network. Guest speakers were
from Home Office (Protect representative), NHS and staff from the Scottish Fire and
Rescue Service. Martyn’s Law, Emergency Preparedness and changes to ACT
Awareness Training continued to dominate conversations. The college was
commended by counter terrorism police for being ahead of the game in
implementing policies and procedures for preparedness compared to other colleges.

Attendance at the Association of Colleges network hosted by the English colleges
concentrated on recent HSE Enforcement Action, updates from the recent
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emergency planning and preparedness meeting and Martyn’s Law. Again, this was a
good benchmarking exercise and way to share lessons learned meeting

College Improvement Works
Construction Works:

e Building No.2: Ongoing works to the Automotive Canopy

e Building No.3: Installation of air source heat pumps and replacement programme
for radiators

e Building Nos.3 and 4: Removal and installation of windows

e Building Nos.3 and 4: Upgrade of air handling unit fans — installation of
electronically controlled fans.

Rooms painted:

e Building No.1 Kitchen and Campus Café Servery Area
e Building No.2 x one room

e Building No.3 x one room

e Building No.4 x four rooms

Flooring updated:

e Building No.4 x three rooms carpet
e Building No.5 x one room carpet and Salons 2—4 vinyl

New furniture/Refurbishment:

e Building No.1 Foyer — free vending area for tea and coffee with microwave for
student use

e Building No.2 Electrical Workshop 3 — SECTT booths rebuilt with breeze block

e Building No.3 x seventeen rooms with new roller blinds installed and benching
removed from one room

e Building No.4 — electrical works and new furniture to create computer suites. And
new gaming room and hardware lab. Six rooms have new roller blinds installed.

Maintenance:

¢ Building No.1 and Building No.5 Kitchen cleaning of kitchen and training kitchens
has been completed and 1 fixed wiring completed

e Building No.2 — Staff room created with small kitchen wall

¢ Building No.3 and Building No.4 spotlights replaced on outside
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e Building No.3 and Building No.4 Running Man Emergencies above fire exits
replaced Building No.4 whiteboards installed in 2 x rooms

e Building No.5 Toilets updated with white wall cladding to cover old tiling and PAT
completed in Hair and Beauty

e Soak away in Car park 4 has been connected to the drainage system

e Weed spraying completed in large parts of the campus

e Servicing has been completed for all roller shutter and auto doors and any
defaults rectified

Cleaning:

¢ Deep cleaning schedule completed

e Building Nos.3 and 4 Deep cleaning completed alongside major construction
works.

Continuous Improvement

A map showing the locations of smoking and vaping shelters has been created and
added to induction and information point for visitors and students alike.

The Health and Safety Officer and Learning and Development Officer have started
regular monthly meetings to discuss mandatory training. They have already
produced updated new materials for the start of the new session which includes
manual handling, first aid and security. They have also reviewed ongoing health and
safety training e.qg. first aid and fire marshals.

An implementation plan for the new Smartlog Health and Safety management
system was created for the 2024-25 academic year by the Health and Safety Officer.
Priorities will be to start in August 2024, initially recording accident and incidents,
DSE Assessments and Audits with further roll out of the management of risk
assessments and COSHH assessment in coming months.
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Below is a screenshot of the dashboard homepage that staff and managers will be
able to see.

Safesmart

eied  Smartlog

Logged in as Emily | West Lothian College - Logout

Show Area

Dashboard - West Lothian College
vl Q

All Areas

Quick Link: AP Change password
UICK LINKS

A Dashooard Overall compliance (All Areas) i View history

Checks & Tests

Check & Test compliance 26.0/30% —Hon-Compliant
[~ R /
Training compliance 35/35%
T} Help Desk
RAs & Audits Compliance 0.0/35%
|| Accident Reporting i X
Overall Compliance 611100% Check & Tests
1= Training
@ rromation ae & Audits
Training
E Document Library
Assel Management X
D Check & Test Module Training Module
0° Medical Tracking
E'. SR T Check & Test compliance 86.7/100% Training compliance 100/ 100%
—— . Allocated checks 30 ‘ Assigned courses 322
=+ Administration
-—
Overdue checks 4 Overdue courses 0

E News #§
@ rer

Recommendation

The Audit Committee is asked to note this report.

Emily Purdie
Health and Safety Officer
3 September 2024
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Appendix 1 — Health and Safety Officer Investigation Findings

No Date Accident, HSF1 Detail Investigation
Incident,
Near Miss
1 17/04/2024 | First aid Student approached first aider This is not the first
and mentioned they had taken time and they are
an overdose, the first aider being continually
stayed with them while an supported by college
ambulance was called and and external
safeguarding team were also in | agencies
attendance. They were taken to
hospital
2 18/04/2024 | First aid Student tried to take their life the | Continued support
next day off campus and they
came onsite again to be
supported
3 19/04/2024 | Accident Student lifted hand up and No further action
touched hot plate light, injury required
was minor and no first aid
required
4 23/04/2024 | First aid Student fainted as hadn’t eaten | No further action
all day and first aider attended required
waited until collected by their
parent
5 24/04/2024 | Sports Student was off campus and Student watched
injury was hit in face with a ball, first game and then
aid was administered and not collected by parent
advised to continue with game
6 26/04/2024 | First aid Student cut hand in workshop, No further action
student was taken to first aider
and bandage to finger
7 29/04/2024 | First aid Student took a seizure, first Care plan was in
aider attended and then parent place and followed
came to collect
8 29/04/2024 | First aid Student nose was bleeding and | No further action
first aider attended. After 10
mins it hadn’t stopped. First
aider advised to go to hospital, a
taxi was arranged and student
went with friend
9 02/05/2024 | First aid Student was walking over the Student went to
square and tripped over a raised | hospital and were
slab, first aider attended and told they had
lecturers who had witnessed the | cracked a bone, this
fall is recordable under
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RIDDOR. Estates
repaired the area
and will ensure
weekly checks of
slabs
10 02/05/2024 | First aid Student has pre-existing No further action
condition where knee pops out,
they were in laundry and over-
extended knee, first aider
attended and advised to
raise/ice pack and speak to NHS
and family member collected
11 02/05/2024 | Near miss Student advised that an There has been a lot
uninvited parent had entered the | of work regarding
classroom looking for a lecturer | security and locking
who wasn’'t in. Was raised as a | doors and reporting
security concern anyone out of the
ordinary. Posters
added to classrooms
informing to direct
anyone to reception
area and how to
report incidences.
12 03/05/2024 | Accident Staff member accidentally got No further action
dishwasher product on arm required
when working in kitchen, and ran
under tap
13 03/05/2024 | Near miss A wall in electrical was reported | The area was
as having movement. Estates sealed off and the
were called and investigated by | wall was repaired
speaking to contractor who did over the summer
the work
14 09/05/2024 | First aid Student was using a product and | The product didn’t
took an allergic reaction, lecturer | have any known
offered cold cloth and allergies and it was
antihistamine (own product) not discovered what
caused the reaction-
staff advised not to
issue their
medication to
students
15 15/05/2024 | First aid Student had just sat an No further action
assessment and had pain in
chest and running down arm,
first aider attended. Student had
experienced this before. First
aider took them to quiet area
until parent arrived to take to the
hospital to be checked
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16 16/05/2024 | Accident Student and lecturer were All pre-use checks
working on a spindle moulder were followed but
when the guard came loose and | vibrations must have
hit lecturer in the finger and loosened the
damaged the guard and blade, attachment. This
First aider attended and applied | was re-checked and
a plaster machine was able to

be used again

17 04/06/2024 | Accident Student was visiting campus Health and Safety
with their child who tripped over | advised estates to
on the pedestrian bridge coming | check area and
onto campus ensure safe. Slight

raising of treads due
to heavy rain and
one protruding nail
was discovered.
This was fixed by
estates

18 06/06/2024 | Accident Member of staff tripped over leg | Manager to discuss
of tv stand in meeting room if possible to mount

tv instead.
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Appendix 2 Audit of Computing, Engineering, Built Environment (CEBE)

CEBE - Science

Actions Actions

Raised Completed
Safe Place of Work 4 2
Safe System of Work 2 0
Work Equipment 2 1
Accident Reporting and Investigation 2 0
Health and Welfare 8 2
Information, Instruction and Training 2 0
Personal Protective Equipment 2 0

Access to Building No.2 has been extremely limited over the summer months due to
construction work on the garage and in on of the electrical workshops. This has
delayed the implementation of some of the actions raised.
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Health and Safety Annual Report

January 2023 to July 2024*

Author: Emily Purdie, Health and Safety Officer
Date: 16 August 2024

* Period of report is 18 months due to change in reporting period
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Introduction

At West Lothian College, we are clear that there is a link between promoting health
and wellbeing alongside health and safety. A safe working environment is key to
ensuring that our staff can be safe and well at work and our students are provided
with a safe and inspiring environment to achieve every day success. This annual
report captures the diversity of the activity that takes place across the college whilst
providing data which has been analysed by the Health and Safety Officer.

We continued to report on the following on a quarterly and annual basis:

Accidents, Incidents, Near Misses and Investigations
Health and Safety Management

Policies and Procedures

Scheduled events

Equipment and Plant Maintenance

Display Screen Equipment - Homeworking

HR and People Development

Changes in Legislation/Guidance

Building Improvements

Consultations and Internal Audits or Walk rounds.
Staff Health and Wellbeing and Learning and Development

Continuous improvement was also added to the reports.
Accidents, Incidents, Near Misses and Investigations

The college continually monitors the effectiveness of the measures we have in place
to control the risks in the workplace. As part of this monitoring we report on all
accidents, incidents and near misses which are fully investigated to ensure that
corrective action is taken, learning is shared and any necessary improvements are
put in place.

Between Jan 2023-July 2024, 198 HSF1 forms were completed in relation to
accidents/incidents and near misses.

The reporting year was changed from January-December to July-August so this
report covers an 18-month period.

This year saw an increase of trips/slips, pre-existing illnesses and mental health
which can be seen from the charts. As a consequence, mitigations of more regular
campus checks have been introduced to reduce trips and falls. A high incidence of
low mental health and resilience is a national problem and not just isolated to the
college but, with additional support, counselling services and mental health first aid
trained staff, we are doing everything we can to positively support this.
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The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR) require employers to report to the relevant enforcing authority and keep
records of:

work-related deaths

work-related accidents which cause certain specified serious injuries to
workers, or which result in a worker being incapacitated for more than seven
consecutive days;

cases of those industrial diseases listed in RIDDOR

certain ‘dangerous occurrences’ (near-miss accidents)

injuries to a person who is not at work, such as a member of the public, which
are caused by an accident at work and which result in the person being taken
to hospital from the site for treatment.

During the period covered by this report there were four RIDDOR reports to
HSE. The last comparable year for RIDDOR reports was 2019 when there were also
four reports (pre-COVID).

Table 1 Annual Data Collection 2019-2023

2019 2020 2021 2022 2023
Injured during sports activity S 4 2 6 8
Slips, Trips and falls 15 6 6 7 16
Handling (cuts, burns etc.) 18 12 5 14 26
Struck by Equip/Object/Vehicle 7 3 6 4 10
Pre-existing condition or illness 42 32 22 21 52
lliness 0 0 0 0 0
Chemical/Substance 0 3 3 3 0
Contact with Electricity 0 0 0 0 0
Violence - threat 2 0 0 0 1
Violence - injury 2 0 1 3 0
Accidents out with College 1 0 0 4 0
Unfamiliarity of Process or 0 0 0 0 1
Equipment
Mental health/self-harm overdose 0 0 0 0 8
Others 11 1 14 3
103 61 50 76 125
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Health and Safety Management

The college is required to ensure the health, safety and welfare of its staff, students
and visitors. Failure to comply with the Health and Safety at Work Act 1974 and its
associated regulations could lead to potential harm and the possibility of criminal
proceedings or other enforcement action. The following arrangements are in place to
control health and safety risks in order to meet these legal requirements and show
commitment to all stakeholders:

Health and Safety Committee Meetings

Eight health and safety committee meetings took place during this period, involving a
cross-section of staff including trade unions, this helps ensure that all perspectives
are considered and that the college remains proactive in addressing health and
safety concerns. A summary of the importance and relevance of the topics discussed
is presented below:

Technicians Update

Relevance: Provides insights into the practical challenges and safety concerns faced
by technicians, ensuring that their specific needs are addressed.

Health and Safety Officer Update

Training Planning: Ensures that all staff are adequately trained in health and safety
procedures, promoting a culture of safety.

First Aid: Updates on first aid provisions ensure that the workplace is prepared for
emergencies.

Smoking Policy: Reviewing and updating the smoking policy helps maintain a
healthy environment for all staff.

Health and Safety Other Business: Allows for the discussion of any additional health
and safety issues that may arise.

Head of Estates and Sustainability Update

Relevance: Addresses the safety and sustainability of the physical environment,
ensuring that facilities are safe and compliant with regulations.

Directors Update

Relevance: Provides strategic oversight and ensures that health and safety initiatives
align with the overall goals of the organization.

Learning and Development Officer Update

Relevance: Ensures that staff development programs include essential health and
safety training, promoting continuous improvement.
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HR and People Development Update

Relevance: Addresses the well-being of staff, including mental health support and
other HR-related health and safety issues.

Student Association Update

Relevance: Ensures that the health and safety needs of students are considered and
addressed, promoting a safe learning environment.

Health and Safety Trade Union Update

Relevance: Provides a platform for union representatives to voice concerns and
collaborate on health and safety initiatives.

Any Other Business (AOB)

Relevance: Allows for the discussion of any additional topics or emerging issues,
ensuring that no health and safety concern is overlooked.

Fire Evacuations

Three fire drill evacuations were carried out in March 2023, September 2024 and
March 2024. By regularly conducting and learning from fire drills, we can ensure that
everyone is prepared, aware, and capable of taking appropriate actions in the event
of a real fire emergency. This practice not only saves lives but also promotes a
culture of safety and preparedness within the college.

Policies and Procedures

During this period, all policies and procedures have been reviewed to ensure
compliance with health and safety legislation and adherence to the latest industry
standards. This commitment helps the college maintain a safe and compliant
workplace.

Scheduled events/meetings

College Development Meetings:

Best Practices: Colleges share successful strategies and tackle common challenges.
Networking: These meetings provide support and foster connections among
colleges.

Association of Colleges Meetings:

National Standards: Aligns college practices with national health and safety
standards.

Representation: Offers a platform to influence health and safety policies at a national
level.
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Lothian and Borders Contest Group and Lothian Council Contest Group:

Local Coordination: Focuses on local safety issues and emergency preparedness.
Information Sharing: Facilitates the exchange of critical safety information and
resources.

Health Protection Scotland HE/FE Meetings:

Health Guidance: Provides updates on health protocols and best practices.
Crisis Management: Coordinates responses to health crises, ensuring colleges are
prepared.

These meetings are crucial for maintaining a safe and compliant environment by
keeping everyone informed and aligned in their efforts.

Equipment and Plant Maintenance

To comply with the Provision and Use of Work Equipment Regulations 1998
(PUWER Regs), inspections of all plant and most equipment are carried out to
ensure they are fit for use. Any corrective action is completed before it results in a
health and safety risk. Not all work equipment needs formal inspection to ensure
safety and, in many cases, a quick visual check before use will be sufficient.

However, inspection is necessary for any equipment where significant risks to health
and safety may arise from incorrect installation, reinstallation, deterioration or any
other circumstances. The need for inspection and inspection frequencies should be
determined through risk assessment.

Statutory Checks Carried Out During 2023:

Statutory Compliance Testing Date of last check
Air conditioning maintenance April 24
Automatic door servicing June 24
Boiler (gas, coal, oil) servicing and flue extraction 29/01 B No 2
15/04 B No 3
16/04 B No 4
18/04 B No 5
Dust extraction July 24
Emergency lighting maintenance February 24
Extract fan/canopy cleaning, testing and sterilising July 23
Fire alarm maintenance February 24
Firefighting equipment testing January 24
Fixed electric installation testing September 23
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Fume cupboard testing July 24

Gas installation testing, Kitchens April 24

Hoist testing, 2 post & 4 post car lifts December 23
Intruder alarms February 24

Lift Maintenance July 24

Portable Electrical Equipment Ongoing in the year
Uninterrupted electric power supply maintenance February 24

Water hygiene inspection and monitoring (Legionella) July 24

Hair and Beauty equipment July 24

Display Screen Equipment (DSE)

DSE assessments continue to be sent periodically by our Workrite system. New
starts are added and sent training links and if staff move or change circumstances
e.g. pregnancy (along with the new pregnant mothers training) they are sent a new
training link for at home and in the office. Going forward this will move to Smartlog
the new system introduced to support all aspects of health and safety procedures
and reporting.

Changes to Legislation
Summary of Legislative Changes

Scottish Fire and Rescue Service (SFRS) Policy Change
(Effective 1 July 2023):

New Policy: SFRS will no longer attend automatic fire alarm (AFA) call-outs to
commercial and workplace premises unless a fire is confirmed.

Duty Holders’ Responsibility: Duty holders must safely investigate fire alarms
before calling 999. Control room operators will require confirmation of an actual fire
or signs of fire before dispatching resources.

System Update: Estates have instructed CSS to update the fire alarm system to
activate alarms at the call receiving centre only when two sensors are detected.

Health and Safety Executive (HSE) Safety Notice (August 2023):

Unsafe Bolts on BendPak XPR Series Two-Post Vehicle Lifts: A safety notice
was issued regarding bolts that do not meet required strength standards, increasing
the risk of major incidents.

Action Taken: The Health and Safety officer informed the Construction, Engineering
and Built Environment faculty to check their motor vehicle lifts. Zurich, during their
Lifting Operations and Lifting Equipment Regulations (LOLER) checks, confirmed
that this issue did not apply to any lifts on site.
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Updated HSE Guidance:

RIDDOR Reporting: Updated guidance on how and when to submit reports under
the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR).

Gas Safety and Controlling Legionella: Additional guidance provided to help
understand compliance requirements

Building Changes/improvements
Building Projects and Refurbishments during this period:

Summer 2023 Projects: Three building projects were planned, with lead contractors
appointed and health and safety considerations covered under CDM regulations.

July 2023
Refurbishments:

Building No. 5: New hair salon and nail bar for the Business, Creative, and
Enterprise faculty.

Building No. 2: New plumbing workshop and additional joinery workshop for the
Computing, Engineering, and Built Environment faculty.

De-carbonisation Project (Building No. 4):
Ongoing Work: Installation of Air Source Heat Pumps and new windows.
Completion: Project nearing completion with some snagging works remaining.

Construction Works:

Building No. 2: Ongoing works to the Automotive Canopy.

Building No. 3: Installation of Air Source Heat Pump and radiator replacement.
Buildings No. 3 and 4: Removal and installation of windows, upgrade of Air Handling
Unit fans.

Room Updates:

Painting: Various rooms across Buildings No. 1, 2, 3, and 4.
Flooring: New carpets and vinyl flooring in Buildings No. 4 and 5.

New Furniture/Refurbishment:
Building No. 1: Foyer with vending area.
Building No. 2: Electrical Workshop 3 booths rebuilt.

Building No. 3: New roller blinds and removal of benching.
Building No. 4: Creation of computer suites, gaming room, and hardware lab.
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Maintenance:

Kitchen Cleaning: Completed in Buildings No. 1 and 5.

Staff Room: Created in Building No. 2.

Lighting and Safety: Spotlights and emergency exit signs replaced in Buildings No. 3
and 4.

Toilets Update: Whiterock cladding in Building No. 5.

Other Maintenance: Soak away connected, weed spraying, and servicing of roller
shutters and auto doors.

Cleaning:

Deep Cleaning: Completed across the campus, including Buildings No. 3 and 4
alongside major construction works.

These improvements highlight the college’s commitment to enhancing the student
experience, maintaining safety standards, and promoting sustainability through
various building and refurbishment projects.

Consultations and Internal Audits or Walk rounds

During this period a Walkaround Audit of Building No. 3 was completed with unions
invited to join.

These included a full audit of:

« Construction CEBE: Evaluated construction areas within the Computing,
Engineering, and Built Environment (CEBE) faculty.

« Science CEBE: Inspected science facilities within the CEBE faculty.

o Electrical CEBE: Reviewed electrical workshops and labs within the CEBE faculty.

e Motor Vehicle CEBE: Assessed motor vehicle workshops and related facilities
within the CEBE faculty.

« Engineering: Conducted a general audit of engineering areas.

o Engineering CEBE: Specifically, audited engineering facilities within the CEBE
faculty.

These audits ensure that all areas comply with safety standards and are well-
maintained, contributing to a safe and effective learning environment

Staff Health and Wellbeing and Learning and Development
Health and Wellbeing Initiatives

e Wellbeing Wednesday (February 2023 and 2024): Focused on staff health and
wellbeing with activities like mindfulness, yoga, health check-ups, and workshops
on self-improvement. The 2024 event included speakers on mental health and
stress, pottery painting, sound healing, and fitness activities.

o Exercise Initiatives (Autumn 2023 and 2024): Promoted activities such as seated
yoga, box fit classes, general fitness classes, and a nine-week Couch to 5K
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program. The Active Campus Coordinator played a key role in promoting staff
health.

Cycle September Challenge (2023): Staff cycled 783 miles, placing first in the
region for employer size.

Annual Walking Challenge (May 2024): 13 teams (52 individuals) participated,
walking a total of 16,524,371 steps.

50 Munro Challenge (June-August 2024): Aimed to complete all 50 Munro hill
climbs across the college community.

Health Campaigns: Included ‘Know Your Numbers’ for blood pressure awareness,
prostate cancer focus, flu/Covid health maintenance, breast cancer awareness,
eating disorders, endometriosis awareness, and bowel cancer awareness.

Flu Vaccination Vouchers (October 2023): 53 staff members requested vouchers.
Breastfeeding Space: Established for nursing mothers, leading to Breast Feeding
Friendly accreditation.

Mental Health Support

Mentally Healthy Workplace for Managers Training (March 2023 and Completed
in 2024): HR and People Development Team trained to deliver this in-house, with
positive feedback from the management team.

Mental Health Support Volunteers (Launched in 2024): Identified staff trained in
Scottish Mental Health First Aid to support colleagues.

Staff Experience Activities (October-December 2023): Included chair massage
services, marking national days like World Mental Health Day, and health
campaigns on breast cancer awareness and eating disorders.

Mental Health Awareness Week (May 2024): Coordinated activities and sessions
to support staff and student mental health.

Employee Benefits and Support

Cost-of-Living Support (2023): Information provided on wellbeing and lifestyle
offerings, pensions advice, and national cost-of-living support.

Regular Promotion of Employee Benefits: Included financial support, mental
health support, and physiotherapy services.

Virtual Financial Wellbeing Presentation (2024 ): Delivered to support staff
financial health.

Team Building/Development Funding (2023-2024): Allocated for team activities or
lunches.

Special Initiatives and Events

National Days and Campaigns: Marked events like World Mental Health Day,
Carers’ Rights Day, World Kindness Day, International Men’s Day Fun Run, and
Scottish Running Week.

Menopause Café Support Group: Meetings held, with World Menopause Day
marked and Menopause Policy highlighted.
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Training and Development

Mandatory Training Review (2024): Implementing a biennial cycle for staff
mandatory training, with new staff required to complete training within eight weeks
of starting.

Completion Rates for Mandatory Training: Achieved 92% for both 2022-2023 and
2023-2024.

First Aid Training (2024): Two Estates evening team members trained in First Aid
at Work, complementing existing Emergency First Aid training for duty managers.
Counter Terrorism Training (2024): Delivered by Police Scotland to a
cross-college team.

Drug and Alcohol Awareness Training (2024 ): Provided by West Lothian Drug and
Alcohol Service, with plans for additional sessions in 2024-2025.

Trends and Themes:

Increased Focus on Mental Health: Significant efforts in training and support for
mental health, including in-house training and mental health first aid volunteers.
Promotion of Physical Health: Various exercise initiatives and health campaigns
to encourage active lifestyles and awareness of health issues.

Support for Work-Life Balance: Initiatives like Wellbeing Wednesday and flexible
support options for breastfeeding mothers.

Employee Engagement and Benefits: Continuous promotion of employee benefits
and support systems to address cost-of-living challenges and overall wellbeing.
Enhanced Training and Development: Implementation of a biennial training cycle
and additional training opportunities for staff.

This comprehensive summary highlights the college’s ongoing commitment to
fostering a supportive and healthy work environment through various initiatives
and continuous improvement efforts.

Health and Safety - Future developments

In the year ahead, health and safety activities will focus on:

Compiling information, implementation and training of staff on Smartlog

Hand and Arm Vibration (HAV) testing on equipment.

Identifying staff training and reviewing the different delivery models in conjunction
with the Learning and Development Officer.

Working with unions representatives to carry out further health and safety
walkaround audits.

Working with newly appointed management colleagues to bring them up to speed
om their health and safety responsibilities

Continued working with other colleges and participating in key networks.

Recommendation

The Audit Committee is asked to note this report.

Emily Purdie
Health and Safety Officer
3 September 2024
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Audit Committee
COLLEGE ROLLING AUDIT ACTION PLAN

The College Audit Action Plan shows progress in implementing previously agreed
Internal Audit recommendations.

There is one recommendation outstanding and the committee is asked to agree to
extend the deadline for implementation from December 2024 to April 2025. The
reason for the request is provided in the attached table.

Action

The Committee is asked to agree an extension to implement the recommendation
from December 2024 to April 2025.

Jennifer McLaren
Vice Principal, Finance and Estates
3 September 2024
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2023-24 — (1 August 2023 - 31 July 2024)

Status September 2023 September 2024
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2

Completed recommendations by extended
deadline (subject to Internal Audit Review) - - 1 - - -
Outstanding recommendations on target

- - - - - 1
Total

- - 1 - - 1
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2023-24

No Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
1 IT Strategy February [The Digital Strategy is not supported\We recommend that as part of the \Whilst this is a desired outcomeHead of Digital December Work continues to identify JApril 2025
2024 by a longer-term financial strategy orjstrategic financial planning for West and, with the college sector Infrastructure 2024 key costs associated with
plan over its intended lifetime. We [Lothian College that the finances subject to SFC annual funding jand Information the delivery of the Digital
did note that as part of the annual  |required to deliver the Digital Strategy  |allocations, we are not able to [Systems Strategy - with a key

year, 2023/24, financial

been built into the budget.

budget setting process for a single

requirements for strategic aims had

the strategy. Grade 2.

are secured and planned in alignment
with the lifetime of the objectives within

plan in this way. Financial
forecasts reflect guidance given
by the Scottish Funding Council
and these assumptions can
vary significantly year on year.
Budgets will be based on
college strategies but it is not
possible to guarantee that
these can be fully funded.

We will however prepare a
summary of indicative 3-5
financial costs associated with
the delivery of the Digital
Strategy to help inform the
annual budget cycle.

element - that of the
procurement of our
central Student Records
system underway and
costings expected
covering a 5-year period
by March 2025, for award
of the new contract from
1st August 2025.
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Audit Committee
FOI AND GDPR UPDATE 2023-2024
GDPR

Personal data breaches

There were no significant GDPR (personal data breaches) in 2023-24 and none
required to be reported to the information commissioner’s office.

Freedom of Information (FOI), Data Subject and Third-Party Data Requests

The table below shows the number of FOI, data subject access requests and
third-party data requests received during 2023-24. Comparative figures are provided

for 2022-23.
2023-24 | 2022-23 | Increase/
(decrease)
FOls 31 20 11
Data subject access requests 3 1 2
Third Party Data Protection Requests from other 23 3 20

agencies (e.g. Police Scotland)

Whistleblowing

There were no whistleblowing or public interest disclosures in 2023-24.

Action

The Committee is asked to note the position for 2023-24.

Simon Earp

Vice Principal - People, Performance and Improvement

3 September 2024

AC/03092024/Sharepoint




Action: For Attention Agenda Item 3.2

Paper 9

West Lothian College
03 September 2024

Audit Committee
COMPLAINTS REPORT

The report provided the latest complaint statistics and trend analysis for the period
running from 1 May 2024 to 31 July 2024, which is Quarter 4 of academic year
2023-24.

BACKGROUND

All colleges in Scotland are required by the Scottish Public Sector Ombudsman
(SPSO) to use their Model Complaints Handling Procedure. Our own Complaints
Policy is based on this procedure and encourages us to view complaints as
opportunities to improve our services, as well as trying to resolve complaints at the
frontline where possible. We attend training sessions with SPSO to keep
up-to-date and aware of the latest guidance. The most recent of these was
promoting our new responsibilities to offer a child-friendly complaints process,
following the incorporation of the United Nations Convention of the Rights of the
Child into Scots Law and we will update on changes we may make in response to
this in due course.

This report fulfils the SPSO guidance to report on complaints quarterly and annually,
with the Annual Report for 2023-24 included in Appendix 1. We continue to always
promote the ombudsman as an independent arbiter for any unresolved complaints.

In this quarter, the number of complaints was much lower than the same period last
year, which was the first where lecturers undertaking Action Short of Strike (ASOS)
did not result student work for the first time (see Table 3). Although ASOS took place
again this year and is ongoing, we have not received any complaints about this to
date.

Complaints are one of several sources of important feedback to the college on our
culture and performance and, in this quarter, we acknowledge the new quality
assurance guidance from the Scottish Funding Council to include complaints in our
annual self-evaluation and action planning report.
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COMPLAINTS RECEIVED 1 MAY TO 31 JULY 2024

A summary of the complaints received during this period is presented below in
Table 1.

Table 1: Complaints showing level dealt with and whether upheld or not in
Quarter 4 2023-24

Upheld Part Not Upheld | Resolved | Open Total
Upheld
Level 1 1 0 2 1 0 4
Level 2 0 0 2 0 1 3
Total 1 0 4 1 1 7

Even when not upheld, all complaints were resolved to the complainants’
satisfaction.

Detail of Complaints in Q4 2023-24

The tables and charts below present more detailed information about the complaints
that have arisen in the first quarter.

Table 2: Complaints showing category and whether upheld or not in Quarter 4
2023-24

Category Upheld Part Not Resolved | Open Total
Upheld Upheld

Delivery staff action 1 0 0 1 1 3

Management action 3 0 0 0 0 3

Support staff action 0 0 1 0 0 1

Grand Total 4 0 1 1 1 7
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The following chart shows the number of complaints by college department.

Q4 Total Complaints by Faculty or Service

1 . I .
0
Access, Business, Creative  Care, Health and Estates

Employability and and Enterprise Sport
Schools

Comparison to Quarter 4 2022-23

In the same quarter 4 period in 2022-23, 18 complaints were raised. With only seven
complaints in the quarter this year, this is the lowest number in Q4 since 2019-20.
Despite increased levels of industrial action this year, students have not raised
complaints, which is reassuring that we are mitigating this effectively.

Comparison to Previous Years

Table 3: Yearly comparison

Number of Complaints
2019-20 2020-21 2021-22 2022-23 2023-24
Q1 Aug-Oct 14 5 14 13 11
Q2 Nov-Jan 17 8 12 13 22
Q3 Feb-Apr 12 15 24 17 12
Q4 May-Jul 3 18 8 18 7
Total 46 46 58 61 52

Complaints to Ombudsman

To date, the college has had no complaints referred to the Scottish Public Sector
Ombudsman.

Audit/03092024/Sharepoint



Action: For Attention Agenda Item 3.2

Paper 9

West Lothian College
03 September 2024

Conclusion

The number of complaints in quarter four was from 0.1% of enrolled students.
Complaints were resolved within required timescales and complainants told us they
were satisfied with the outcomes reached.

Action

The committee is asked to note this paper.

The committee is also advised to read the Principal’s updates for positive feedback
on staff and the college from students and stakeholders.

Simon Earp
Vice Principal — People, Performance and Improvement
3 September 2024
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Introduction

This report is published in response to requirements by the Scottish Public Sector
Ombudsman (SPSO) to report complaints and publicise complaints information.

This includes mandatory reporting and publishing of complaints performance
statistics, complaints trends and outcomes, and actions taken to improve services.

This report is provided as an illustration that we take complaints seriously, and are
always seeking to improve our services through learning from complaints and other
feedback.

In addition to this report which is published annually on our college website, we also
report quarterly on complaints to the Board of Governors Audit Sub-Committee.

There are four indicators we are required to publish:

¢ Indicator One: The total number of complaints received

e Indicator Two: The number and percentage of complaints at each stage that were
closed in full within the set timescales of five and 20 working days

e Indicator Three: The average time in working days for a full response to
complaints at each stage

e Indicator Four: The outcome of complaints at each stage.

Indicator One: The total number of complaints received
The sum of the number of complaints received at Stage 1 (this includes escalated
complaints if they were first received at Stage 1), and the number of complaints

received directly at Stage 2.

In Quarter 1, we received 10 complaints at Level 1 and 1 at Level 2. All were
resolved to the complainant’s satisfaction.

In Quarter 2, we received 18 complaints at Level 1 and 4 at Level 2. All were
resolved to the complainant’s satisfaction.

In Quarter 3, we received 11 complaints at Level 1 and 1 at Level 2. All were
resolved to the complainant’s satisfaction.

In Quarter 4, we received 4 complaints at Level 1 and 3 at Level 2. All were resolved
to the complainant’s satisfaction at the time of writing.
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Quarter Level Upheld Part Not Resolved | Total
Upheld | Upheld

1 Level 1 1 3 4 10

1 Level 2 1 0 0 1

TOTAL 2 3 4 11

2 Level 1 12 3 1 2 18

2 Level 2 1 2 0 1 4

TOTAL 13 5 1 3 22

3 Level 1 2 2 7 0 11

3 Level 2 1 0 0 0 1

TOTAL 3 2 7 0 12

4 Level 1 2 0 1 1

4 Level 2 0 3 0 0

TOTAL 2 3 1 1

GRAND 20 12 12 8 52

TOTAL

Indicator Two: The number and percentage of complaints at each stage that
were closed in full within the set timescales of five and 20 working days

The number of complaints closed in full at stage 1, stage 2 and after escalation
within MCHP timescales as % of all stage 1, stage 2 and escalated complaints
responded to in full.

Quarter tiﬁ:::aints (IETC‘)I:L; E::t,z?(:ed I(-:Z‘r’::ﬂzaints t?::ég g::::tlj:tred .(I;(c))t:llplaints
within 5 deadline within 20
days days L1-12
deadline deadline
1 10 90% 1 1 100% 0 11
2 18 39% 7 4 25% 1 22
3 11 90% 1 1 100% 0 12
4 4 100% 0 3 100% 0 7
TOTAL |43 79% 9 9 100% 1 52
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Indicator Three: The average time in working days for a full response to
complaints at each stage

The average (mean) time in working days to respond at stage 1, stage 2 and after
escalation.

Average (mean) response time
Level 1 Complaints 4.7 days
Level 2 Complaints 20.6 days
Escalated Complaints 30 days

Where complaints are not met within the deadlines, these were dealt with
proactively, but they usually exceed deadlines due to the number of days taken by
students to respond to communication, particularly for evening classes.

Indicator Four: The outcome of complaints at each stage
The number of complaints upheld, partially upheld, not upheld and resolved at stage

1, stage 2 and after escalation as % of all complaints closed at stage 1, stage 2 and
after escalation.

2023-24 % Closed at | % Closed at | % Escalated | Grand Total
Level 1 Level 2 L1 - L2
Upheld 17 1 1 19
Part Upheld |6 3 0 9
Not Upheld 13 3 0 16
Resolved 7 1 0 8
Grand Total |43 8 1 52
Quarter Outcome % Closed at | % Closed at | % Escalated
Level 1 Level 2 L1-L2
1 Upheld 20% - -
Part Upheld 10% 100% -
Not Upheld 30% - -
Resolved 40% - -
2 Upheld 67% - 100%
Part Upheld 17% - -
Not Upheld 5% - -
Resolved 1% - -
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Quarter Outcome % Closed at % Closed at % Escalated
Level 1 Level 2 L1-L2

3 Upheld 18% - -
Part Upheld 18% - -
Not Upheld 64% - -

4 Upheld 25% - -
Part Upheld 25% - -
Not Upheld 50% 100% -
Resolved - - -

Complaints Trends and Resulting Actions

The following table summarises complaints to the college across time.

With approximately 8000 students enrolled at college in each academic year, it is
evident that the number of complaints reflects a very small percentage of all

interactions that students and other stakeholders have with the college.

Nonetheless, we take our responsibilities seriously and aim to deal with complaints
promptly and to the complainant’s satisfaction.

Number of Complaints
2019-20 2020-21 2021-22 2022-23 2023-24
Q1 Aug-Oct | 14 5 14 13 11
Q2 Nov-Jan |17 8 12 13 22
Q3 Feb-Apr |12 15 24 17 12
Q4 May-Jul |3 18 8 18 7
Total 46 46 58 61 52

In terms of resulting actions, we closely follow the college Complaints Policy in
deciding these.

Improvement actions are summarised in the next section; however, each manager is
aware of all complaints against their teams and can feed this into self-evaluation
where there is a chance to improve a service.

Learning from Complaints — Annual Review of Reasons

Every team at the college actively participates in annual self-evaluation, so is always

seeking to improve our services, proactively using feedback from students and other
customers.
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Based on the complaints which were upheld or partly upheld, we note the following
actions from the main categories of complaint and which improvement actions arose
from these. Please note that in every case, complainants were satisfied with the
outcomes reached.

Reason for Complaint | Total | Upheld/ | Improvement Actions

No. Part
Upheld

Admissions Practice 2 1
Communication 13 9 Feedback to individual or team provided,

action taken to improve communication

and recorded in self-evaluation.
Course Related 0 N/A
Delivery staff actions 11 6 Coaching provided to individual staff.
Management action 2 Coaching provided to individual staff.
Standard of Service 9 8 Feedback to individual or team provided,

action taken to improve communication
and recorded in self-evaluation.

Student action 5 1 Student behaviour addressed through
Student Positive Behaviour and
Disciplinary Procedure.

Support staff behaviour | 4 1 Staff training organised.

Conclusion

The college follows the Scottish Public Sector Ombudsman Model Complaints
Handling Policy and promotes awareness of this to staff, students and visitors. The
number of complaints made at college are low, but handled proactively and to
complainant’s satisfaction. We use the information gathered during the complaints
handling process to inform continuous improvement in real time, as well as reflecting
on these for self-evaluation purposes.

Always striving for better, the college also promotes positive feedback on staff and

the college from students and stakeholders, as well as changes and improvements
resulting from this via its website and social media.
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STAFF MANDATORY TRAINING REPORT

Introduction

Since 2020 all staff are required to annually undertake mandatory refresher training,
while new starts undertake the same training within four weeks of start date. This
comprises an e-learning suite of training modules in compliance and best practice
areas such as data protection, health and safety, safeguarding and equality and
diversity.

This approach safeguards the college and staff themselves due to regulatory
requirements in areas such as data protection, health and safety, safeguarding,
equality and employment law. It contributes to our People Strategy aim of providing
a safe and healthy working environment for staff.

2023-2024 completion rates

The completion rate for mandatory training for the 2023-24 academic year is 92%,
the same as last year. This compares to 77% in 2022-23.

Next steps

Staff who did not fully complete the training in 2023-24 have been highlighted to
managers. Addressing non-completion is being supported by the college’s executive
leadership team in a supportive manner. Staff who did not complete mandatory
training in 203-24 will be instructed to complete as soon as possible but no later than
Friday 20 December 2024. Anyone who does not comply with this will have a note of
this retained in their HR records.

The approach to mandatory training from academic year 2024-25 onwards has
been adapted in response to feedback. From August 2024, there will be a biennial
deadline for all existing staff which means the next deadline for all staff will be

31 July 2026, thereafter 31 July 2028. For new starts, the mandatory training
should be undertaken within eight weeks of start date.

Action

The committee is invited to note this paper. This paper has been tabled at
September 2024’s Finance and General Purposes meeting for discussion.

Derek O’Sullivan
Head of HR and People Development
3 September 2024
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Audit Committee
BUSINESS CONTINUITY PLANNING
Introduction

This paper provides a short summary of the activities undertaken by the Business
Continuity Planning (BCP) Oversight Group covering the period May to August 2024.

The report should be considered alongside the improvements to digital infrastructure
and cyber resilience which are reported in Information Systems and Digital
Infrastructure report, and the Contest and Prevent update contained in the Health
and Safety report.

Activities
The BCP oversight group met twice since the last Audit committee. The monthly
meeting schedule will move to quarterly as the group moves into an oversight and

monitoring role.

The revised Business Impact Assessment (BIA) template is being finalised and will
be rolled out in October.

Staff emergency contact numbers have been updated, and a test undertaken of
emergency text message as staff returned after the summer break.

New ‘Keeping Our Campus Safe’ posters have been created and posted alongside
the existing ‘Run Hide Tell’ posters.

An additional campus alert alarm will be added to the existing alarm system as part
of an upgrade to the existing system. This will enable the recently developed
invacuation procedure to be finalised. A testing schedule of the alarm and procedure
will also be put in place.

Action

The committee is asked to note this paper.

Simon Earp
Vice Principal - People, Performance and Improvement
3 September 2024
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1 Terms of Reference

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

2 Membership

2.1

2.2

2.3

24

Members of the Audit Committee and its Chair are appointed by the
Board and will consist of Board Members with no executive
responsibility for the management of the College.

At least one Committee Member should have recent, relevant financial
or audit experience but membership should not be drawn exclusively
from people with such a background. It is desirable that one member of
the Audit Committee should hold an accountancy qualification.

The Chair of the Board of Governors must not be a member of the
Audit Committee.

The Principal (Accountable Officer) will normally attend the Audit
Committee but is not a voting member.

3 Reporting

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

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

4 Responsibilities
4.1 The Audit Committee will advise the Board on:

4.1.1 the strategic processes for risk, control and governance and
the governance statement.
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4.2

4.3

4.4

4.5

41.2

413

41.4

4.1.5

4.1.6

4.1.7

41.8

The Committee will scrutinise and challenge the Strategic Risk
Register and advise the Board of Governors on the
effectiveness of risk management. The Board of Governors will
have overall responsibility for scrutiny of the Strategic Risk
Register tolerances, mitigations and scores.

the accounting policies, the accounts and the annual report of
the college, including the process for review of the accounts
prior to submission for audit, levels of error identified, and the
letter of representation to the external auditors.

The planned activity and results of both internal and external
audit.

The adequacy of management response to issues identified by
audit activity, including external audit’s management
letter/report.

The effectiveness of the internal control environment and of
external audit.

Assurances relating to the corporate governance requirements
for the organisation.

Proposals for tendering for internal audit services or for
purchase of non-audit services from contractors who provide
audit services.

The Committee will review relevant reports from the Scottish Funding
Council, Audit Scotland and other organisations.

The Committee will review the college’s key performance indicators,
including Complaints, Freedom of Information and GDPR.

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

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

4.6 The Committee will review and approve relevant documents and
recommend these to the Board for final approval.

4.7 The Committee will review policies and information provided on anti-
fraud and whistleblowing through Freedom of Information reports.

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

5 Rights
The Audit Committee may:

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

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

6 Access

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

7 Meetings
The procedure for meetings is:
7.1 The Audit Committee will meet at least four times per year. The Chair
of the Audit Committee may convene additional meetings as deemed

necessary.

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

7.3  Audit Committee meetings will normally be attended by a
representative of Internal Audit, the Vice Principal, Finance and
Estates, the Vice Principal, People, Performance and Improvement and
a representative from appointed External Auditors.
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7.4  The Audit Committee may ask any other officials of the organisation to
attend or assist it with its discussions on any particular matter.

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

7.6 The Committee shall meet with the internal and external auditors
without the executive team present at least annually.

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

7.8  Committee members are encouraged to attend Board Strategy Events.

8 Information Requirements

For each meeting, the Audit Committee will be provided with:

8.1

8.2

8.3

A report summarising any significant changes to the organisation’s risk
register.

A report from Internal Audit summarising:

e key issues emerging from Internal Audit work

¢ management response to audit recommendations

¢ significant changes to the audit plan

e any resourcing issues affecting the delivery of Internal Audit
objectives

A quarterly report on Health and Safety
When appropriate, the Audit Committee will also be provided with:

o Proposals for the Terms of Reference of Internal Audit

o The Internal Audit Strategy

o Internal Audit’s Annual Opinion and Report

o External Audit Planning Memorandum

o Draft Annual Financial Statements

o External Audit Management Report/Letter

o Report on any proposals to tender for Internal Audit functions
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The above suggests minimum requirements for inputs to be provided to the
Audit Committee. In some cases, more may be provided.

9 Review of Audit Committee Remit

This remit shall be reviewed on an annual basis. The next review will be 3
June 2025.
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