West Lothian College
Audit Committee

Meeting Date: | Tuesday 26 November 2024: 10.30 am — 12.30 pm
Photographs Committee photographs will be taken in Studio 4 (G4), No 5 on
the Square between 09.00-09.45 am
Venue: Meeting Room 2, No.1 on the Square
Teams Link provided in meeting invitation
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1.1 Welcome and Apologies Verbal | SC
1.2 Declarations of any Conflicts of Interest Verbal | SC
1.3 Minutes of Previous Meeting of 3 September 2024 1 SC
1.4 Matters Arising from Meeting of 3 September 2024 2 SC
2 Matters for Board Approval
21 External Audit
External Audit Annual Report to the Board and 3 BB
Auditor General for Scotland
2.2 Annual Report and Financial Statements JMcL
2.3 Letter of Representation 5 JMcL
3 Matters for Committee Approval
3.1 Audit Committee’s Annual Report to the Board 6 JMcL
4 Matters for Committee Attention
4.1 Internal Audit
(i) Internal Audit Plan 2024-25 7 DE
(ii) College Rolling Audit Action Plan 8 JMcL
5 Regular Monitoring
(i) Information Systems and Digital Infrastructure 9 BD
Report
(i) Health and Safety Update (Quarterly Report) 10 EP
(iif) Complaints Report 11 SE
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(i) Review of Student Support Funds 2024 Report 13 JMcL
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Audit Committee
Meeting of 3 September 2024

Present:

Seonaid Crosby (Chair and Non-executive member)
Sue Stahly (Non-executive Member)

Rehela Hussain (Non-executive member)

Shelagh Fraser (Support Staff member)

Chris Wood (EIS Trade Union Member)

Lesley McGiffen (Non-executive Board Member)

In attendance:

Jackie Galbraith (Principal)

Kevin Hentges (Co-opted Non-executive Member)

Charly Lowell (Azets Internal Auditors)

Brian Battison (Audit Scotland)

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

Hazel Brady (Vice Principal, Learning and Attainment)

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)

College Development Network: Board Member Training

The committee benefited from a development session from Gordon Hunt, College
Development Network to bring members up to date with the requirements of being a
board member and charitable trust status. Relevant guidance and codes of good
governance were discussed and made available to members.

1 Committee Administration

11 Welcome and Apologies

The Chair welcomed everyone to the meeting. Kevin Hentges was
welcomed to his first meeting.

Apologies were noted from David Eardley (Azets Internal Auditors).
1.2 Declarations of Conflicts of Interest

There were no declarations of conflicts of interest noted.
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1.3

1.4

Minutes of the Previous Meeting of 6 June 2024

The minutes of the meeting of 6 June 2024 were accepted as a correct
record.

Matters Arising

Action 1: The committee noted that alternative means to support
students accessing the college’s digital resources continue to be
explored.

Action 2: Brian Battison, Audit Scotland gave a verbal update on the
feasibility of re-introducing the college sector overview report. The
committee noted this is still under review.

2 Matters for Committee Attention

21

Internal Audit

(i) Assessment Report
Charly Lowell, Azets Internal Auditor attended the meeting in
place of David Eardley and presented the report. The committee
noted there was only one minor recommendation which was to
provide a faculty handbook for students. The committee noted
this recommendation is being progressed.

The committee noted the positive report.
(ii)  Annual Report 2023-24

The Annual report was discussed and noted by the committee.
Internal Audit Contract
The committee was reminded that the Board of Governors approved
the appointment of Azets to provide the internal audit service and
informed that, as the 35-month period has elapsed, the college is

taking up the option of a 12-month extension to the internal audit
contract.
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2.2

Infrastructure and Cyber Security Update
Information Systems and Digital Infrastructure Report:

The Head of Information Systems and Digital Infrastructure introduced
the report, highlighting the works and projects completed in the final
quarter of 2023-24.

The committee noted the delay in completion of the managed SIEM
project and asked if there is a slightly heightened risk due to the delay
The Head of Information Systems and Digital Infrastructure confirmed
there was no increased risk since the work is focused on
enhancements and not addressing existing gaps in security. The
committee will be kept up to date with progress.

The committee heard the centralised timetabling programme is under
consideration, pending a further options appraisal. An update will be
brought back to the committee at a future meeting. It was noted that
the 5-year contract for the student record system is coming to an end
and the college will require to go out to tender in October.

The committee queried the use of Al in predictive modelling to identify
students at risk of withdrawal and asked for reassurance there was no
human bias in the system. The Head of Information Systems and
Digital Infrastructure confirmed that the Al model uses data for
predictive analysis and is free from bias.

The committee agreed that it would be useful for a presentation to be
given to the Board of Governors on the use of Al in college business to
facilitate understanding.

Action 1: Vice Principal, Learning and Attainment
Arrange for a presentation on the use of Al at a future meeting of the
Board of Governors

The committee noted the paper as very comprehensive but asked if the
report could be enhanced by:
¢ Inclusion of additional PowerBi data
e More detail on planned dates to clarify whether works are in
advance or behind schedule.
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23

24

Action 2: Vice Principal, People, Performance and Improvement
To circulate the 3-year plan to the Board of Governors.

The committee noted the report.
Health and Safety Update (Quarterly Report)
The Health and Safety Officer introduced the quarterly report.

The committee noted the Health and Safety Officer continues to
engage with sector networks and is on a short life working group to
introduce Martin’s law.

It was noted that students are being encouraged through student
induction and the Freshers Fayre to engage in vaccination
programmes.

The committee noted the training that has taken place to enable staff to
effectively respond to drug related issues on campus. The Health and
Safety Officer detailed the new system implemented to record
accidents and incidents which will give improved reporting.

The committee was interested to know what action is taken to address
staff who do not complete mandatory training and who have a mark on
their HR file. It was noted that compliance is currently 92% and action
is taken on an individual basis.

The committee noted the quarterly report.
Health and Safety Annual Report

The Health and Safety Officer introduced the report, highlighting new
initiatives that have been implemented covering staff and student
wellbeing and mental health support.

The Health and Safety Officer also noted the work of other teams that
enables positive reporting on health and safety.

The committee noted the uptick in incidents and asked if there is any
correlation with student numbers. The Health and Safety Officer said
that the increase in slips, trips and falls has been noted and is being
addressed and agreed that student numbers can be produced so that
correlations can be made.
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2.5

The committee noted the volume of work that has been completed with
a very small team and thanked staff for their significant contributions.

College Rolling Audit Action Plan

The Vice Principal, Finance and Estates introduced the paper and
asked for comment from the committee.

The committee noted the impact on the action plan as a result of
financial constraints.

The committee approved the extension to the one outstanding
recommendation.

3 General Compliance

3.1

3.2

FOI and GDPR Update 2023-24

The Vice Principal, People, Performance and Improvement introduced
the paper and noted the increase in third party data requests. The
committee was informed this has been due to one organisation
collecting data to monitor their own performance.

The committee also noted that FOI requests have increased. The Vice
Principal, People, Performance and Improvement confirmed there have
been more requests from parliamentary committees and trade union
requests associated with the pay dispute, as well as other sector wide
issues.

The committee asked if there were any exemptions to the FOI requests
and whether there are proactive actions that can be taken to mitigate
the numbers of FOI requests coming in.

The Vice Principal, People, Performance and Improvement confirmed
he will examine requests and report back to the committee.

Action 3: Vice Principal, People, Performance and Improvement
To report back on FOI exemptions and possible proactive actions to a
future meeting.

Complaints Report

The Vice Principal, People, Performance and Improvement introduced
the report to the committee and asked for comment. The committee
heard that one complaint had gone to the Ombudsman who had not
upheld the complaint.
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The committee asked if complaint outcomes are fed back to staff
involved as well as to the complainant. The committee heard that
outcomes are fed back as legally required and that the college is in
discussion about the complaints handling process to ensure complaints
are handled sensitively and appropriately.

The committee noted that an updated Complaints Policy will come
back to the committee at a future date.

The committee noted the report.

4 Matters for Information

4.1

4.2

4.3

Industrial Action

The Principal confirmed the EIS has accepted the 4-year pay offer and
that the dispute will be lifted. It was noted that support staff are not
included in this.

The committee was pleased to note that student success rates have
held up well despite the disruption and have improved in some areas.

The committee noted the update.

Sector Update

Audit Scotland reported that a meeting of college finance directors had
been held but there was no update to be given on sector issues.
Azets Internal Auditors also had nothing to report on sector wide
developments.

Staff Mandatory Training

The committee noted the 92% completion rate as being positive. Staff
mandatory training will also be discussed at the Finance and General
Purposes Committee meeting.

The committee noted the report.
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5 Key Performance Indicators

5.1

Business Continuity Planning Report

The Vice Principal, People, Performance and Improvement reported
that monitoring of business continuity will move to a quarterly meeting
of the planning group.

The committee thanked staff for this positive work and noted the report.

6 Any Other Business

6.1

6.2

6.3

Audit Committee Remit/Terms of Reference
The committee was asked to approve the remit for 2024-25.

The committee approved with current remit with the caveat that 4.1.2
may require to be amended post the strategic risk management
workshop.

Review of Risk Register Process

A discussion took place on the process of review and scrutiny of the
risk register. The committee agreed there should be a quarterly review
by Audit Committee but suggested that each committee should review
relevant risks and give feedback to Audit.

The committee noted that a covering paper detailing escalations,
changes and horizon scanning of potential future risks would be useful.

It was agreed that a strategic risk management workshop should be
arranged to include members of Audit committee and Chairs of
Learning and Teaching and Finance and General Purposes
committees to work on a revised process. It was noted that advice
could be sought from Azets Internal Auditors.

Action 4: Board Secretary and Governance Advisor

To set up a risk management workshop with representation from other
two committees to review the strategic risk management process and
governance compliance.

Review of Committee and Supporting Papers

The committee agreed to remove this item from future agenda and
cover the review as part of committee self-assessment.
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7 Date of Next Meeting
The date of the next meeting will be Tuesday 26 November 2024

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 3
September

Action 1: Vice Principal, Learning and Attainment
Arrange for a presentation on the use of Al at a future meeting of the Board of
Governors

Action Status: In progress
Action 2: Vice Principal, People, Performance and Improvement

To circulate the 3-year project plan for Information Systems and Digital Infrastructure
development to the Board of Governors.

Action Status: In progress

Action 3: Vice Principal, People, Performance and Improvement

To report on FOI exemptions and proactive actions to a future meeting.

Action Status: Vice Principal, People, Performance and Improvement to give a

verbal update to committee.

Action 4: Board Secretary and Governance Advisor

To set up a risk management workshop with representation from other two
committees to review the strategic risk management process and governance
compliance.

Action Status: Completed

AC/26112024/Sharepoint 1



Action: For Attention Agenda ltem 4.1(i)

Paper 7
West Lothian College
26 November 2024

Audit Committee

INTERNAL AUDIT PLAN 2024-25

Purpose

The purpose of this paper is to ask the Audit Committee to approve the
internal audit plan for 2024-25.

Background

At the September 2024 meeting of the Audit Committee, the committee was
informed that the college was taking up the option of a 12-month extension to the
internal audit contract.

Following discussion between the Executive Leadership Team and internal
auditors a draft internal audit plan has been prepared and is attached to this

paper.

If the Audit Committee approves the plan the proposed reporting timeline for
the 2024-25 plan is set out below although dates have still to be firmed up
with key personnel:

Review Audit Committee meeting
Learner retention, attainment and March 2025
progression

Non-Scottish Funding Council (SFC) March 2025
income, debt and cash management

Staff wellbeing June 2025

Risk management workshop May 2025

Action

The Committee is asked to approve the internal audit plan for 2024-25.

Jennifer McLaren
Vice Principal, Finance and Estates
26 November 2024
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Introduction

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

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

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

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

Internal audit plan

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

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

This document addresses these requirements by setting out a detailed plan for 2024/25 in the context of a
three-year internal audit plan for the period covering 2024 to 2027.

Audit Committee action

This plan reflects the comments provided by Executive Leadership Team colleagues. The Audit Committee is
asked to review and approve the plan.

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

Supporting the Governance Statement

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

Risk based internal auditing

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

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

Audit needs assessment

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

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

Our audit needs assessment involved the following activities:

Reviewing risk register documentation;

Reviewing strategic and operational plans;

Reviewing previous internal audit reports

Reviewing external audit reports and plans;

Reviewing the website and internal policies and procedures; and

Discussions with the Senior Team and the Audit Committee, including a detailed scoping meeting and

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

Best value

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

Liaison with external audit

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

As an Appendix we have set out our Internal Audit Charter, which details how we will work together to deliver
the internal audit programme.

Assignment planning

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

To achieve this, we will ensure that assignment plans for all internal audit reviews are agreed with the audit

sponsor and key contacts well in advance of the fieldwork commencing. To facilitate this, we need the audit
sponsors to identify key contacts for each review and help us to focus the reviews in the right areas.

Audit reporting

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

Confirmation of independence

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

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

Internal Audit Team Contacts

Internal Audit Partner, Chief Internal Auditor
email: david.eardley@azets.co.uk
telephone: 0131 473 3500
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Senior Internal Audit Manager

email: qgillian.callaghan@azets.co.uk
telephone: 0131 473 3500
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Proposed Internal Audit Plan

Appendix 1 presents the Internal Audit Plan for 2024/25 to 2026/27.

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

The table below demonstrates how the total internal audit days for 2024/25 are allocated across each area of
audit activity.

Allocation of audit days

B Financial Systems
W Strategic areas
B Operational areas
IT / Information Systems
u Follow up
B Credits & student funds

IA Management & Contingency for
support

0%
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Appendix 1 — Internal Audit Plan 2024/25 — 2026/27

2024/25 | 2025/26 | 2026/27 Risk

Audit area Register | Outlines scopes
Ref

A. Finance and financial
management reviews

Review the budget monitoring arrangements in place, to inform

A.1 Budget monitoring 3
monitoring, scrutiny and challenge.
Evaluate procedures in place for non-pay expenditure and
A.2 Purchasing and payables 3 related payments. To consider including analytics on range
and type of purchasing, with focus on volume of
recurring/lower-value items.
A.3 Financial ledger 25 Review appropriateness of financial ledger for recording all

financial transactions, ensuring completeness and integrity.
Assess the processes in place for identifying income, raising
A.4 Income (Non-SFC) 3 Financial | invoices, and receiving/recording non-SFC income.

risks c. Jan 2025 fieldwork

Review the approach to receivables management, including
A.5 Receivables and debt 15 ensuring funds due are received and accounted for
management appropriately.

c. Jan 2025 fieldwork

Evaluate and test the controls in place over payroll, including
A.6 Payroll and expenses 3.5 standing changes to payroll data. Will also include testing of
expense claims.

To review procedures surrounding cash and bank.

c. Jan 2025 fieldwork

A.7 Treasury and cash management 2

Subtotal A: 6.5 6 6

B. Strategic reviews
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B.1 Performance Management

We will evaluate strategic performance management (including
reporting against the ROA), including the timeliness and
robustness of management information.

B.2 Risk Management - Workshop

All risks

Support the risk management process, through a facilitated
risk workshop/risk support with key college personnel. Also
helps demonstrate Board engagement with and compliance in
relation to good practice and related guidance, including
Scottish Public Finance Manual requirements on risk
management.

c. May 2025 timescale

B.3 Interim Board Review (Corporate
Governance)

All risks

In line with SFC requirement, we will undertake a review of the
College’s Board effectiveness against agreed aspects of the
Code of Good Governance for Scotland’s Colleges. Our
approach will take full cognisance of and comply with SFC’s
guidance. The exact scope and extent of which will be agreed
nearer the time). The work will be scoped with input from
senior management and Governors/Board Chair and take
cognisance of SFC direction.

(No days allocated to fit to total days available, but included for
example/transparency given potential for SFC to continue this
separate requirement on a periodic basis).

B.4. Equality, Diversity and Inclusion

We will agree an approach with management as part of
detailed scoping to review the College’s strategic approach to
and delivery of the EDI agenda and related outcomes. This
audit could involve speaking with a range of internal
stakeholders to assess how the deliverables agreed are being
pursued and acted upon.

Subtotal B:

10

10

C. Operational reviews

C1. Staff Wellbeing

1.1, 4.1,
5.1

We will consider how the College gives appropriate regard to
and focus on supporting staff wellbeing. This will focus on
aspects such as occupational health, stress management,
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wellbeing days/events, and how this contributes to clear,
evidenced wellbeing goals and outcomes. The role of the HR-
supported Wellbeing Group will be considered within this audit.
c. April 2025 fieldwork

C.2 Learner Retention, Attainment and
Progression

21,22,

To review the College’s approach to learner retention,
progression and engagement, with a focus on goals and
controls in place across these three elements of student
service delivery. As per initial steer from the VP for Learning
and Attainment, the audit would look at the frameworks in
place to drive forward improvements in pedagogical
approaches. To take cognisance of the College’s extant
policies/strategies on these dimensions and assess
compliance with this across a range of areas of the College.
c. late 2024/early 2025 fieldwork

C.3 Student Support Services

21,22

(No days allocated to fit to total days available, but included for
example/transparency of potential alternative to extant
proposal).

We will assess the effectiveness of the support services on
offer to students, with a particular focus on mental health and
wellbeing support provided by the Student Support Team.

C.4 ESG / Environmental
Sustainability

14,51

The exact nature of the audit will be determined by the detailed
scoping nearer the time, but the planned time reflects a need
for scrutiny and assurance of plans and deliverables in relation
to the College’s environmental targets.

C.4 Staff induction and onboarding

41

(No days allocated to fit to total days available, but included for
example/transparency of potential alternative to extant
proposal).

We will review the processes and procedures for inducting and
on-boarding staff. The review will include consideration of the
policies in place, and also include testing to ensure compliance
with these policies.
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We will review the College’s approach to student assessment.
This will include arrangements for supporting students through
C.6 Student Assessment S 21,22 | the process, the authentication and security of assessment
papers and evidence, and the process for obtaining and acting
on student feedback
Subtotal C: 12 5 5
D. Information systems reviews
We will assess the adequacy of IT strategic engagement and
planning processes undertaken to develop the IT Strategy, or
. AllT- can focus on the SLA and related controls supporting delivery
D.11T Strategy /T Service S _relate_zd of this strategy in collaboration with WLC partners. We will also
Agreement risks, inc
2.1 and 6.1 | assess the governance and operational planning processes in
place to ensure the efficient and effective delivery of IT
strategic objectives.
We will review the effectiveness of the processes and controls
to help ensure the College is appropriately and reasonably
D.2 Cyber Security S 6.1 positioned — both proactively and reactively — to potential cyber
threats which could cause harm to College operations and
delivery of strategic goals.
Subtotal D: - S S
E. Other reviews
E.1 Follow up.of prior 15 15 15 ) To assess progress in implementing outstanding internal audit
recommendations recommendations.
E.2 Credits, Student Funds and EMA 15 14 14 i SFC requirements
Subtotal E: 16.5 15.5 15.5
F. Internal audit management / contingency for support
Audit management 2 2 2 -
Annual planning and annual reporting 2 1 1 -
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Audit Committee (attendance and

2.5 25 25
prep)
Management support / contingency 25 ) ) In 2024/25, potential to use this to support the College on
days review of stock and related management procedures.
Subtotal F: 9 5.5 5.5
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Appendix 2 — Corporate Risk Register

The register below helps show how each risk in the Risk Register (as shared with us September 2024) is considered within the Internal Audit Plan (above).
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POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT
Risk Numbers/ Risks g c |2 2 Controls/Mitigation Actions — short term Controls/Mitigations Actions — _g_ E |¥ E
e o % % % (current year) medium term (3-year period) o % % z
=] = (=] =
1 Strategic a2 @ 2 :’o
(=]
=]
i}
1.1 There is a risk that the 4 |5 |20 [ 89 |« Buildonoursuccessinmakinga | « Continued lobbying of the 4 |16 | NiA
college is unable to meet business case for growth in SFC for increased credit
demand due to insufficient resources to meet growing target
VPF&E funding resulting in not demand +« Collaborations with other
addressing the needs of the = Ongoing meetings with MSPs colleges and universities
region and government ministers to gain | =  Develop further strategic
| support for further resources relationships with private,
+ Engage with Scottish Funding public and third sector
Council (SFC) senior managers organisations
+ Continue to achieve media
coverage of successes and
growth potential of the college
+ Collaborations with other
colleges and universities
+  Develop further strategic
relationships with private, public
and third sector organisations
12 There is a risk that the 4 |4 |16 | 16- | « On-going strike action cancelled | + Consider alternative 118 | NA
student experience is 20 due to positive agreement on pay assessment methods
VPL&A worsened due to industrial deal for four years: 21/22, 22/23, should industrial action
action resulting in poor 23124, 24/25. commence in 25/26.
outcomes and reputational +  Withholding results removed for | . grike action impact would
damage 24/25. be mitigated by all
managers to ensure classes
are temporarily covered or
cancelled.
+  Dffers for students
progressing internally or
externally are managed
carefully by managers to
ensure students are not
disadvantaged, experience
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of this process in 22/23 and
23124

Careful monitoring of results
at critical points of the
academic year to identify
where results are not being
submitted.

college not meeting its net
zero targets by 2040

2023-24 with targets and
action plan delivered by
working groups and
manitored through Strategic
Owversight group

e  Strategic Climate Change
risk assessment being
maonitored and updated

+  Working with West Lothian
Climate Action Network to
develop partnerships

+ Install electric vehicle
chargers on campus with
funding secured from SP
Energy MNetworks.

Manager.

Continue to apply for
Scottish Government
funding to implement
findings of energy audit.
Continued support from
Adaptation Scotland.
Funding being sought to
implement measures from
Strategic Climate Change
Risk Assessment.

Embed metaskills, and
inner development goals as
method to ensure students
and staff work towards UN
Sustainable Development
Goals.

13 There is a risk that we fail to 12 | 1-8 The Equality Action Plan is led by Continue efforts to ensure 8 | NA
meet our national equality the Principal, on behalf of the that our student, staff and
obligations due to a lack of Executive Leadership Team board composition are

VPPP&I strategic focus resulting in Leadership and oversight reflective of the wider West
the college not being provided by Empowering Lothian community
representative of our Difference Steering Group. Continue to ensure we meet
communities. We are on track to meet our legal our statutory reporting

requirements in reporting on responsibilities
Public Sector Equality Duties by

publication of College

Mainstreaming Report and

associated two-year progress on

action plan

Mational Equality Outcomes

mapped to our action plan

CLT engaging with key race

groups across West Lothian

1.4 There is a risk that the 16 | 810 s  Decarbonisation of buildings Continue support through 12| NA
:lollezge fa'i:l'f togeliver oln ol:,lr 3 and 4 project completed EAUC and CSSCP's

et Zero Plan due to a lac - Sustainability Project

VPF&E of funding resulting in the * Net Zero Plan launchedin v Fro)
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Engagement with the
Climate Ready South East
Scotland project, which will
provide further information
on how the region will be
impacted by climate
change.

Collaboration with local
partners through West
Lothian Council’s
Community Planning
Partnership Net Zero
subgroup.

16
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17

21

VPL&A

There is a risk that the
college fails to deliver high
quality learning and teaching
due to not focussing on
continuous improvement
resulting in poor retention,
attainment and progression
for students.

20

1-8

Performance improvement of
student success at both full-time
further and higher education
level.

Progress identified areas for
development in Education
Scotland Progress Visit report
(meta skills).

Ensure that all lecturers are
adhering to GTCS professional
standards and routine guality
assUrance processes.

Ensure network of Leamning and
Quality Champions promote
higher quality learning,
teaching, assessment, quality
assurance and enhancement.
Curriculum planning
methodology ensures student-
centred provision with regional
skills focus.

Lecturers and other delivery
staff meet every three weeks to
share best practices within and
across different departments.
This collaborative approach
enables teams to address
challenges collectively while
exchanging ideas and strategies
to enhance overall performance.
Course Tutors for all Full-Time
courses, including HE
programmes are now in post.
Early Withdrawal has improved
on last year position- course
tutors and curriculum teams to
continue to monitor student
engagement to prevent further
withdrawal.

GTCS registration monitored for
eligible staff.

Quality Champions now in post
and supporting audit of control
folders to ensure consistent
compliance.

Evaluations of new
initiatives to focus on
continuous improvement.
Improve knowledge and
understanding of data
dashboards as they
advance in design.
Continuation of GTCS
committee to drive
forward reqgistration and
prepare for professional
update.

Quality Champion and
Learning Champion to
continue in the medium to
long term.

Stakeholder event
planned for December
(influence the influencer).
Woednesday sessions for
delivery staff redesigned
in response to feedback
for 24/25 focussing on;
Support and Wellbeing,
Digital, Learning and
Teaching, Employer
Engagement and
Sustainability.
Curriculum plan to be
presented to L&T
committee in November
2024

Curriculum planning
commences in August
2024 to ensure courses
offered are demand led
and high quality.

10
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SHORT TERM TREATMENT

MEDIUM TERM TREATMENT

reduction in satisfaction and
retention

all major consultations

+ A weekly meeting to compile joint
SA/college communication to all
students via the Student
Association Teams channel

*  The student voice is embedded
into faculty self-evaluations.

+  Two new Student presidents
elected in May have completed
their SA induction programme

+ Revised student induction
successfully completed

+ Enhanced role for students in the
new Tertiary Quality
Enhancement Framework
(TQEF) due to be rolled out in
2024-25

Scotland (spargs),
National Union of
Students (NUS).

Explore initial relationship
with Quality Assurance
Agency (Scotland) under
TQER

Continue to resource the
SA effectively

Explore new ways to
ensure the student voice
is heard and acted upon
Review impact of Active
Campus Co-ordinator on
student engagement

Risk POTENTIAL CONTRIBUTING FACTORS
Numbers/ Risks 3 | |2 = Controls/Mitigation Actions — short term Controls/Mitigations Actions — s & |¥ (23
= o = 3]
Owners a % % 5 (current year) medium term (3-year period) a % % % =
- =} = - =} =
2 Learning & Attainment 2 a2 =2 @
. Curriculum planning process
24/25 shared with L&T
committee in Sep 2024
22 There is a risk of a less 3 |4 |12 |18 | e Student Association (SA)is Continue to engage witha | 3 3 |9 | NA
effective student voice due to represented on all relevant range of agencies
limited engagement with strategic commitiees at college including gaa, Student
VPPP&I students resulting in a and Board level, and involved in Participation in Quality
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Rizsk Numbers/ POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT
Cwners Risks ) ; & = Controls/Mitigation Actions — Short term Controls/Mitigation Actions — 5 ; P -HF
s 2 5 g t Medium t 3 iod 2 o) = 5 =
1 = T o (current year) edium term (3-year period) 51 5 T o 5
3 Financial = ™ = -
31 There is a risk that the 3 4 (20| 1-6 Budget setting process overseen | «  Short-term budget 4 16 | NIA
Finance & college is not able to by college leadership team and mitigations will continue
General achieve break-even by review meetings held with all into medium term
Purposes 2026-27 due to the public budget holders with corrective + |dentify new opportunities
Committee sector funding crisis, actions agreed where appropriate for growth through
resulting in us not being Monthly management accounts regional skils
VPF&E financially sustainable. allow early corrective action to be assessments
taken with ELT scrutinising all + Look to expand where
vacancies relevant opportunities
Regular meetings with Scottish present themselves with
Funding Council Qutcome key groups
Agreement manager and senior * Maintain our strategic
managers dialogue with the council
Managers maintaining regular and key partners to help
engagement with industry, address economic
community bodies and individual challenges and capitalise
organisations to identify new on future opportunities
funding opportunities and «  Communication with staff
partnership working re: financial challenges
Communication with staff re facing the college
financial challenges facing the
college
32 There is a risk that pay 5 4 |20 | 16 Cost of living pay award built into | «  Scenario planning 4 |4 16 | NA
Finance & awards are unaffordable 20 2024-25 budget undertaken
General due to the national Three year-pay deal offered to +  Nafional and local
Purposes bargaining process, both unions, UNISON has communications strategy
Committee resulting in the college not accepted
being financially Sector wide funding set aside for
WVPF&E sustainable. outcome of job evaluation
exercise
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Risk Mumbers/ POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT
Owners Risks g & |¥ g Controls/Mitigation Actions — Short term Controls/Mitigation Actions — 3 | & 0 0 E
E % % 5 (current year) Medium term (3-year period) E % % % s
4 HR. & People Development ,;8,_ § ;8;_ Z
41 There is a risk of not 4 4 116 | 1-8 Regular communication fromthe | »  New People Strategyand | 3 | 3 N/A
being able to maintain principal on priorities, progress workforce plan under
hir;';h Itt_evels ofl l:;ta_ff, and performance gevelggr%ent both due by
retention, wellbeing, Regular team meetings held by une , )
VPPP& g;zdagcgmlgfgge iothe all faculties and departments . ;3::"”?: Stcc;r;rmderatlon
impact of perpetual August staff conference communication and
change resulting in a reinforced key messages related engagement ahead of
less motivated to performance, Culture and implementation of any
workforce direction new initiatives
IManagement training programme
underway
Staff meetings led by Principal
and ELT held throughout the year
Continuation of compressed
hours pilot extended to August
2025
Annual staff survey due to be
launched in October
Work continues ahead of IIP visit
in May 2025 accreditation visit
Successful resolution of current
pay negotiations
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MEDIUM TERM TREATMENT

resulting in a build-up of
backlog maintenance.

support carbon emission
reduction and increase the life of
plant parts.

Windows and cladding
replacement in Buildings number
3and4

Scottish Government
funding to upgrade
cladding and windows in
all buildings

+ Bid for alternative funding
streams as they become
available

Risk Mumbers/ POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT
Owners Risks g |E |2 = Controls/Mitigation Actions — Short term Controls/Mitigation Actions — g = wow E
= o =
- % % 5 (current year) Medium term (3-year period) o % % % =
- 2 E - o =
5 Estate 2 = = w
5.1 There is ariskthatthe |4 |4 | 16| 18 Annual programme of lifecycle «  Continue to lobby for 4 |3 12| N/A
college is unable to maintain maintenance undertaken additional funding with
and improve our buildings New Building and Energy SFC
VPF&E due to a lack of funding Management system which will «  Continue to bid for
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Risk Mumbers/ POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT
Owners Risks 3 |E |¥ E Controls/Mitigation Actions — Short term Controls/Mitigations Actions — 3 |E 0 0 E
E % % ﬁ (current year) Medium term (3-year period) E % % % s
6 Digital Infrastructure ,;8,_ E E_ Z
6.1 There is a risk of 5 |4 |20 18 See September 2024 update * Infrastructure to be 313 |9 N/A
failure to react to a for overview of on-going reviewed annually over 5-
VPPP&I major cyber incident Dl/security work and year period of the contract
due to inadequate infrastructure development to to adjust in light of external
infrastructure or sub- date requirements and business
optimal business Cyber security scorecard run need
continuity planning manthly, with 25t August 2024 | »  Further reviews and
resulting in the report classified as A (90%) updates of Cyber Incident
college not operating Cyber Essentials accreditation and IT policies via CISQaas
effectively. awarded on 7t May 2024 and s 3-year rolling plan for
Cyber Essentials plus information systems and
accreditation underway on 3rd digital Infrastructure
September, with a 30 day updated annually
window for completion. + Review of digital
BCP owversight group continues infrastructure staffing model
to meet monthly to respond to
Additional invacuation alarm environmental, statutory
being added to updated fire and legislative changes
alarm system around cyber security
Managed SIEM (Security
Information and Event
Management) service under
evaluation, scheduled for
implementation by end of Dec
2024
Tanium an endpoint and patch
management system has now
been purchased. This allows
full visibility of all assets,
connected to the college
infrastructure to be secured and
patched automatically.
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Appendix 3 — Internal Audit Charter

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

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

Aim

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

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

Personnel

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

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

Email: david.eardley@azets.co.uk

West Lothian College

Vice Principal, Jennifer McLaren, West Lothian College, Alimondvale Crescent, Livingston, West
Finance & Estates: Lothian, EH54 7EP
Tel: 01506 427806

Email: jimclaren@west-lothian.ac.uk

Role

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

Professionalism

The internal audit activity will adhere to mandatory guidance of The Chartered Institute of Internal Auditors
(ClIA) including the Definition of Internal Auditing, the Code of Ethics, and the International Standards for the
Professional Practice of Internal Auditing (Standards). This mandatory guidance constitutes principles of the
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fundamental requirements for the professional practice of internal auditing and for evaluating the effectiveness
of the internal audit activity's performance.

The CIIA's Practice Advisories, Practice Guides, and Position Papers will also be adhered to as applicable to
guide operations. In addition, the internal audit activity will adhere to the College’s relevant policies and
procedures. Internal audit activity will also reflect relevant Scottish Government directions, as relevant to the
College.

Authority

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

Accountability

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

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

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

Independence and objectivity

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

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

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

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

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

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

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

Safeguarding of assets.

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

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

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

Annual internal audit plan

The audit year runs from 1 August to 31 July.

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

The outline scope for the review
The number of days budgeted
The timing, including which Audit Committee the final will report will go to

The Audit Sponsor

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

will be agreed with the relevant Audit Sponsor (member of senior management).
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Any significant deviation from the approved internal audit plan will be communicated through the periodic
activity reporting process.

Assignment Planning and Conduct

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

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

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

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

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

Reporting and Monitoring

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

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

Audit scope;
Summary of findings;
Conclusions; and

Management action plan.

Draft reports will be issued by email within two weeks of fieldwork concluding. The covering email will specify
the deadline for management responses, which will normally be within a further two weeks.

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

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

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

Audit Committee

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

The Chief Audit Executive and / or Internal Audit Manager will attend all meetings of the Audit Committee.

Internal audit will schedule its work so as to spread internal audit reports over the Audit Committee cycle of
meetings. The annual internal audit plan will detail the internal audit reports to be presented to each Audit
Committee meeting.

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

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

Output : Target Meeting

Audit needs assessment April/May

Annual internal audit plan June (draft) and September (final) — note that timing
may be impacted given College retender timetable
and/or other matters

Annual follow-up reporting September

Annual report i November (at the latest — some years this has been
provided to the College earlier)

Status report All meetings

The Audit Committee will meet privately with the internal auditors at least once a year.

Periodic Assessment

The Chief Audit Executive is responsible for providing a periodic self-assessment on the internal audit activity.
This self-assessment will cover performance against the internal audit plan and also highlight any issues
relating to the implementation or compliance with this Internal Audit Charter.
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In addition, the Chief Audit Executive will communicate to senior management and the College on the internal
audit activity's quality assurance and improvement program, including results of ongoing internal assessments
and external assessments conducted at least every five years in accordance with Public Sector Internal Audit

Standards.

Review of Protocol

This protocol will be reviewed by both parties each year and amended if appropriate.
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Action: For Attention Agenda ltem 4.1 (ii)

Paper 8
West Lothian College
26 November 2024

Audit Committee
COLLEGE ROLLING AUDIT ACTION PLAN

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

Action

The Committee is asked to note the latest position.

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

Status November 2023 November 2024
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2
- - 2 - - -
Completed recommendations by extended
deadline (subject to Internal Audit Review) - - - - - -
Outstanding recommendations on target
- 2 1 - - 1
Total
- 2 3 - - 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

budget setting process for a single

year, 2023/24, financial

requirements for strategic aims had

been built into the budget.

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.

December 2024 update

Scoping discussions with
procurement have
concluded around the
Student Records system,
which a contract award
on track for late March
2025.

The strategic systems
development roadmap is
under review, which will
incorporate indicative
primary source of funding
of the projects linked to
the delivery of the key
aims with the Digital and
Leading and Learning
strategies of the college.

AC/26112024/Sharepoint




Action: For Attention Agenda Item 5 (i)

Paper 9
West Lothian College
26 November 2024

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

This paper provides an update on key projects completed or underway in the first
quarter of 2024-25, linking activity to the aims, as contained with the college’s Digital
Strategy.

Please note - as requested at the September Committee - a medium range (1-3
years) systems development project plan will be provided to the next committee
meeting.

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.

Chief Information Security Officer as a service (CISOaas)

Meetings continue between our CISO (Chief Information Security Officer) and the
digital infrastructure team. Regular cyber security table top exercises (TTX’s) for
2024-25 commenced in October, with another planned for early December.
Exercises this year will broaden to include manufacturing and other private sector
scenarios, provided timely insights and feedback from other fields in support of the
colleges cyber security and business continuity planning.
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Action: For Attention Agenda Item 5 (i)

Paper 9
West Lothian College
26 November 2024

Cyber Essential plus (CE+) Accreditation

Our annual CE+ accreditation was achieved on 5 October 2024, with a huge amount
of work undertaken by our DI team to achieve, working where required with our
external partners and West Lothian Council.

E-mail security

The college is pleased to have secured a new 3-year deal with the supplier
Darktrace to extend our e-mail security arrangements. Darktrace is a self-learning Al
that understands anomalies within our unique communication patterns to stop both
known and unknown threats without relying on threat intelligence feeds.

Windows 11 rollout — asset security

A major boost in the colleges ongoing collaboration with suppliers and the sector has
proved successful recently, with the college - in conjunction with Hewlett Packard -
securing £10k of free funding for a Windows 11 (POC) proof of concept project. This
funding has allowed staff to upskill in this use of Autopilot which simplifies
deployment, installation, and enrolment of devices (college IT assets).

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

Discussions continue with teaching and support areas around priorities for core
PC/AV for the remainder of the 2024-25 session and in support of approved estates
projects. A more detailed report of spend will be provided in the March report.

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 only a single tender response received. Further to
technical, business and cost evaluations of the received tender, it has been decided
to re-tender in early 2025 and adjust the specification of requirements, to stimulate a
greater supplier response.

Existing telephony with the college’s current supplier QUANTUM telecom, has now

moved to a rolling month to month contract, to dovetail with the Teams telephony
implementation next year.
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Action: For Attention Agenda Item 5 (i)

Paper 9
West Lothian College
26 November 2024

Multi-Functional Device (MFD) Project

Our existing contract with Konica Minolta for the provision and support of our
campus-wide MFD fleet scheduled was extended to the end January 2025. Tender
documentation was issued and 5 supplier submitted proposals

Further to a procurement tender scoring exercise and a value for money appraisal, a
contract award has been made to Agilico. This new supplier will provide a
comprehensive MFD service to the college over a 3-year period, providing a
significant reduction in the colleges carbon footprint as well as an over £20k saving
over the three years compared to the current contract.

CCTV (Estate security)
As part of rolling infrastructure improvement and enhancement, we have upgraded 4

CCTV cameras free of charge and had 12 Infrared llluminators installed on the
external cameras. We are now in discussion to install more around the campus.

INFORMATION SYSTEMS (IS)

Aim 3: Utilising Data at the Core of Business Decisions

Data Dashboard Project

Improvements to the Data Portal, our ecosystem of connected Power Bl reports,
continue to advance. The 2024-25 academic year marks the first full implementation
of the Credits dashboard, a tool designed to support management in predicting the
final credit outcomes for the college. By leveraging real-time data and historical

patterns of early withdrawals, it aims to provide the most accurate forecast of target
achievement.

AC/26112024/SharePoint 3
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westiothian  Credits (2024-25) Home Suppart
This dashboard provides a comprehensive calculation of the current credit position and forecasts the anticipated credit Current Credit Position Versus Target
status at the lusion of the current demic year.

448K

= The Scottish Funding Council has set a target of 44,603 credits for academic year 2024-25.

= To date, the college has achieved 39,321 credits.

+ The college has se!

target for courses that have yet to start at 1,201 credits, after withdranals

= The college estimates we will potentially lose 1,452 more credits due to withdrawals.

« The college is adjusting the estimated final credit positian by 1,000 further credits to account for further "Associate Students”.
= The college estimates our final credit pasition to be 44,691 credits based on this data.

= This estimation is 100.2 % of the Scottish Funding Council target. Which is a surplus of 86 credits.

= The current credit value associated with "Non-Senior Phase” students is 256, this is 0.57 % of the current credit target.
\ : 44,691

Level & Mode Schools Programme Curriculum Plan
This gauge displays the total number of credits accumulated so far in
comparison to the Scottish Funding Council target.

Courses - Active Enrolments

college Courses Started Target Current Credits Course Futures Target Est. Credits Potential Future  Est. Credits less Potential
EW Loss Future EW Loss

=) West Lothian (nllegg 46,243.82 39.221.19 1.291.00 47.142.57 1452 45,690.57
Access Emplayability And Schaals 4377.00 448700 23500 4550.00 17 533.00
Businass Creative And Enterprise 2,066.54 000 883572 244
Care Health And Sport 20,562.85 15.501.85 364,00
Computing Engineering And The Built Environment 12,0791 1426550 60200 72 11,391.00

Total 46,243.82 3932119 1,291.00 1452 45,690.57

Now in its third full year, the survey platform at West Lothian College has brought
increased consistency, along with structured and centralised data storage.

The system now allows for comprehensive trend analysis, with a suite of new tools
being developed to enable automated year-on-year comparisons that highlight areas
of improvement as well as those needing attention.

Each survey also has a corresponding dashboard in the Data Portal, allowing all staff
real-time access to student responses with interactive and filterable visualisations
down to the course period level.

FES (Further Education Statistics) and Credits audit 2023-24
The annual audit of Credits and Student Funds took place over two weeks, which
commenced 2 September with audited submissions sent to SFC ahead of the due

date on 3 October.

Eight risk areas covered in the audit returned one minor issue — not credit related —
and for the fifth year running no credits were identified for clawback.

Actual credits claimed for 2023-24 were 45,270 against a target of 44,605. The
college has therefore overperformed in achieving its allocation by 1.49%.
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The cycle of returns to SFC commenced for 2024-25, with our Quarter 1 return made
before the 15 November deadline.

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

Admissions Improvements

Work has taken place to implement updates to the admissions system processes to
include a more efficient process of returning application outcomes from faculties to
the Enquiries and Admissions team streamlining the process, removing duplication
of effort, and implementing validation ensuring that accurate and expanded
information is available to staff and students in a timely manner.

Timetabling project

An initial specification was submitted to ESS (Education Software Solutions), and we
have since received a negotiated quote. Although it might seem straightforward, the
project requires complex coding to meet our unique needs. As previously noted, we
paused this work whilst undertaking an options appraisal allowing the team to
prioritise the ePortfolio project due to its hard deadline for system migration and
ongoing onboarding activities.

We plan to revisit this project toward the end of 2024 and into 2025, with a focus on
re-evaluating options with ESS and exploring potential collaborations with other
colleges. These partnerships could enable us to achieve a practical,
budget-conscious solution. Our aim is to implement the project by summer 2025,
contingent upon consultant availability at ESS and a financially viable pathway
forward.

E-Portfolio replacement

The development work on the e-Portfolio system commenced in earnest from

12 August in conjunction with consultants at ESS (Education Software Solutions),
regular weekly updates with the project team, including the Learning and Skills
Managers responsible for our SVQ’s, ensured that progress was tracked as the
development continued.

Simultaneously, the team worked with ESS to extract current data from the previous
system, ensuring that all candidates still working on their portfolio were moved
across to the new e-Portfolio system without any disturbance to their studies.

Now that the e-Portfolio system is implemented and functional for all current and
future candidates additional work will be undertaken over the next few months to

AC/26112024/SharePoint 5



Action: For Attention Agenda Item 5 (i)

Paper 9
West Lothian College
26 November 2024

work on additional reporting options into the Data Dashboard and to take feedback
for additional functionality as assessors use the system.

Aim 6 — To integrate artificial intelligence in learning and support

Predictive and Prescriptive Analytics

Work on predictive analytics continues, focusing on researching accurate predictors
of student attainment and discussing the ethical and practical implementation of such
tools.

The college is actively exploring machine learning to develop predictive models for
identifying students at risk. By using application data, these tools will enable staff to
provide targeted support to improve student outcomes.

Collaboration with The Data Lab and other institutions remains ongoing, ensuring a
high-quality implementation. Support and advice from Data Scientists with
commercial experience in the field have proven invaluable.

Action

The committee is asked to note the paper.

Bill Dunsmuir
Head of Information Systems and Digital Infrastructure
26 November 2024

AC/26112024/SharePoint 6



Action: For Attention Agenda Item 5 (ii)

Paper 10

West Lothian College
26 November 2024

Audit Committee

HEALTH AND SAFETY REPORT

Introduction

This report covers the period July to September 2024. In addition to the usual
operational responsibilities, Health and Safety activities in this quarter involved
training on new Health and Safety Management system Smartlog, E-Learning review
and Martyn’s Law.

Report Content and Format

Changes have been made to improve the report based on initial feedback from some
committee members ahead of further feedback being received the key changes
being;

e Revised summary information on Accident and Incident reporting

e Removal of Appendix detailing each individual incident

e Staff Health and Wellbeing and Learning and Development section removed.
This information is reported in the Human Resources and People Development
report tabled at the Finance and General Purposes Committee

e Removal of College Improvement Works with this information being reported in
the Infrastructure Update report tabled at this committee.

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 now on the Smartlog
health and safety management system. There were 29 forms returned in this period,
compared to 40 in 2023.

In all cases, each report is fully investigated by the college Health and Safety Officer.
The Smartlog system allows us to record investigations, updates, hold photographs
and assigns actions for follow up. Appendix 1 contains illustrations of the information
which the Smartlog system can generate which could be incorporated into future
reports.

AC/26112024/Sharepoint



A summary of these incidents is presented below:

Month | Count Record Count Accident Type Count
Type
July 0 Minor accident/ 14 Hand tool 6
injury
Aug 14 Pre-Existing 10 Non-accident first aid | 5
condition/iliness
Sept 15 Unsafe act/ 5 Slip/Fall 4
condition/incident
Crush 2
Status | Count Incident 2
Student | 20 No injury sustained 2
Staff 5 Burn/Scold 1
Under 3 Contact with hot 1
16 surface/material
No 1 Contact with sharp 1
person object
Sporting injury 1
Near miss 1
Misc 2

There were no RIDDOR reports.

Scheduled Events

A meeting was arranged with the Screening and Early Detection Team, NHS Lothian
Public Health and Health Policy. Following the meeting, the student handbook for
induction was updated about the importance of keep GP’s up to date with current
details, the health protection team attended freshers’ event and displayed various
health messages at their table

A health and safety walk around of Buildings Number 1, 2, 3, 4 and 5 was carried out
prior to students returning in August to ensure there were no hazards present. There
were only a couple of actions identified that were reported and resolved before
students returned.

A bi-annual first aid meeting took place to give new first aiders a chance to meet the
team and for the team to be shown the accident reporting app so they can record
first aid calls on their phones and to discuss any training requirements or incidents
others could learn from.
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Health and Safety Management

The following arrangements are in place to control health and safety risks in order to
meet the legal requirements and show commitment to all stakeholders:

Health and Safety Committee

Last Health and Safety Committee meeting was held on

31 October 2024

Minutes from meeting have been posted on SharePoint

Yes

Actions raised at Health and Safety 12 Action points 2
committee 26/8/24 (minutes awaited for against health
the 31 Oct meeting) and safety

officer

Outstanding 0
Next meeting scheduled for 16/12/2024

Employer’s Liability Insurance

Gallagher 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

oO|0o|0o|o

Risk assessments

Number of risk assessments (RA) due for review

As part of audit, Health and
Safety officer auditing RA by
faculty and plans to add to
Smartlog 25/26 term

Number of new Risk Assessments

e 2 maternity assessments

e 1 xWorkplace reasonable
adjustment

¢ Lone working RA

e 3 x Advanced DSE
assessments

First Aid Risk Assessment

Currently being completed

October/November
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 June 2025
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 2024
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Inspection and Auditing Procedure

February 2025

Emergency Evacuation Procedure August 2024
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 2024
Lock out/Tag out Procedure February 2025
Noise at Work Procedure and Guidance February 2025
Business Continuity Policy Framework August 2024
Fire Safety Actions

Outstanding actions related to fire inspection 0

Overdue actions related to fire inspection 0

Last emergency evacuation drill (daytime)

24 September 2024

Last emergency evacuation drill (evening)

24 September 2024

Next emergency evacuation drill (daytime)

March 2025

Next emergency evacuation drill (evening)

March 2025

Learning and Development

The Learning and Development Officer and Health and Safety Officer collaborated to
update mandatory training modules. The Health and Safety element of the
mandatory training for all staff as standard now covers the following:

Health and safety for onsite workers:

e Health and Safety law

e Preventing Slips, trips and falls
e Manual handling

e Campus and building security
e First aid

e Accident reporting.

Fire Safety on Campus:

¢ Introduction
e Fire prevention
e Emergency Planning

ACT - Action Counters Terrorism awareness.

Changes to Legislation/Guidance

There were no changes to legislation during this period.
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Contest and Prevent

Attendance to the Lothian and Borders Contest meeting was held face to face and
again was a good networking meeting and opportunity to share best practice.

A further meeting of the College Development Network working group on Martyn’s
Law took place at Fife College with an opportunity for networking and to share a
consistent approach between all colleges

Continuous Improvement

Training on Smartlog was carried out to the Maintenance Estates team to manage
statutory and other maintenance records on the new Management system

In collaboration with the Employer Engagement Officer, the Health and Safety work
placement forms were reviewed and updated accordingly.

A new fire alarm test video was filmed and produced. The training video was shared
with lecturers and staff at the start of term to be a visual guide to what the fire alarm
sounds like and process for evacuations.

Recommendation

The Audit Committee is asked to note this report and to discuss the revised content

and format.

Emily Purdie
Health and Safety Officer
26 November 2024
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Appendix 1 Smartlog Reporting

The charts below show a range of graphs on accidents and incidents, to show what
the new Smartlog system can produce. The committee is invited to consider which of

these will be useful for inclusion in this report, and if further charts are required, to

advise this so these can be created for future reports.

Accidents / incidents count over period: Jul-2024 - Sep-2024

16
Month Count
Jul-2024 0
12
Aug-2024 14
Sep-2024 15
8
4
0 L A — I
Jul-2024 Aug-2024 Sep-2024
Accidents / incidents by type of record
15
Record type Count
12
Fatali 0
atality 5
Loss Time / Serious o 6
Accident / Injury
3
Minor Accident J Injury 14 -
o
Mear Miss 0 P & P 4 @_\}" o & é\‘_-a" ﬁco‘; é _i:-"'?
Pre-existing 10 cb"b th = Qp@a "
conditioniiliness A il & e
& & "S*g &
Unsafe Act or Condition / 5 F * ? <&
Incident & q° )
pr.
c‘gﬁ -
. ovasty

[l Unsate Act or Condition / Incident: 5
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Accidents / incidents by type (primary factor)

Accident type Count

Hand tool injury

&
&

MNon-accident first aid

Slip [ trip / fall on same

N
M
=
=
N
=
=
L
I
N
N

level
-9
£

o ’ @‘(&w"\\aﬁp @ «p@‘\\ - soo@(“’
Incident 2 & .

o &

\ -y

Miscellanecus 2 ﬁ‘.,«a‘p awpd
Mo injury sustained 2 ﬁ-«f"‘ﬁ
Burn / scold with flame / 1

hot surface / hot liquid

B Hand tool injury

I Mon-accident first aid

I Siip [ trip / fall on same level

BN Crush

N Incident

I Miscelaneous

I o injury sustained

I Eum [ scold with Same / hol surface / hot Bquid

N Contact with hot surface / substance / malerial
Contact with shamp object e g glass / metal [ toolks

. ficar miss

B Sporting injury

Contact with hot surface / 1
substance / material

Contact with sharp object 1
e.g glass / metal / tools

Sporting injury 1

Accidents by person status (01/07/2024 - 30/09/2024) ¢ )

Status Count

Student 20

_Under 16 (report to
Employes 5 ~schools)
Under 16 (report te schools) 3 )
No person imvolved
Mo person involved 1
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Accidents by location (01/07/2024 - 30/09/2024)

Location Count
Building Mo 5 11
Cutside 3
Building Mo 1 3
Building Mo 2 3
Offsite 3
Building Mo 3 2
Building Mo 4 2

Building Mo 4

Building Mo 2

Building Mo 1

Building Mo §

Building Mo 3

Offite

Qutside

Accidents by department (01/07/2024 - 30/09/2024)

Department

BLDS: F13 - Beauty Room 4
BLDS: G22 7 Kitchen 4
BLDS: G24 7 Kitchen 1
Campus square

BLD1: G14 - Learning
Cenire

ELD1: LGF1 - Sports Hall B

BLDZ: F7 - Construction
Workshop 3

BLD2: G2 - Construction
Workshep 1

BLDZ: G4 - Construction
Waorkshop 2

BLD3: G13 - Classroom
BLD3: G5 - Classroom
BLD4: F12 - The Trust
BELD4: F14 - Classroom

BLDS: G13 7 Professional
Cookery Store

BLD3S: G21 7 Kitchen 2

BLDS: G2G 7 Terrace
Restaurant

Campus car park
Faculty of CHS
OQutside classroom Mo 1

Cutside Classroom Mo 2
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Qutside Classroom Mo 2
Outside classroom Mo 1
Faculty of CHS

Campis car park

BLDS: G528 7 Terrace

Restaurant

BLDS: G21 7 Kitchen 2
BLDS: G132 ? Professional
Cookery Stone

BLD4: F14 - Classroom

BLD4: F12 - Tha: Trust

BLD3: G - Clessroom

BLD3: 513 - Classroom

BLDZ: G4 -ZConi'rrumn

Workshop

BLD2: G2 - Construction
Warkshop 1

BLD2: FT - Construction
Workshop 3

BLD1: LGF1 - Sponts Hall B

ELD1: G14 - Learning Cantre

Camipus square

BLDS: G24 7 Kitchen 1

BLDS: G22 ? Kichen £

BLDE: F13 - Beauty Room 4

iD 12
e 2
0 1 2 3



Accidents / incidents by Gender

16
Gender Count o [N
Female
Male 13 8 —
4
Female 15 0
Cther 0 Male Female Other
Accidents / incidents by First Aid Given
. e
[l

I Ceciined first aid

20
First aid given Count :g
8
Yes 15 4
[i]
] 0
Mo 1 e w “&\ﬁ@
.\;\C‘“o
Declined first aid 0 o

Accidents / incidents by Hospital Visit Required

Hospital visit required Count gg N =
13 I Mo
Yes 2 12
[
Ho 27 o S
Yes No
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Audit Committee
COMPLAINTS REPORT

The report provided the latest complaint statistics and trend analysis for the period
running from 1 August 2024 to 31 October 2024, which is Quarter 1 of academic
year 2024-25.

BACKGROUND

All colleges in Scotland have to follow the Scottish Public Sector Ombudsman’s (SPSO)
Model Complaints Handling Procedure. Our Complaints Policy is based on this and sees
complaints as chances to improve our services, aiming to resolve them quickly. We
attend SPSO training to stay updated with the latest session on making complaints
processes child-friendly due to new laws about children’s rights.

This report meets SPSO’s requirement to report complaints every quarter, and the
Annual Report for 2023-24 is attached. We always recommend the ombudsman for
unresolved complaints.

Three of the current quarter complaints were about disabled parking which is not an area
we have had complaints about in recent years.

Complaints give us important feedback on our culture and performance. During this
period, we also looked at the impact of complaints on staff. Whether or not complaints
are valid, we aim to provide a supportive and empathetic investigation process for all
involved, in line with our college goals and have now finalised some new guidance for
staff on complaints handling and staff support.

The number of complaints remains very low, compared to the number of students
enrolled.

COMPLAINTS RECEIVED 1 AUGUST TO 31 OCTOBER 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, Quarter 1
2024-25

Upheld Part Upheld | Not Upheld | Resolved | Open Total
Level 1 3 4 1 1 0 9
Level 2 0 1 1 0 0 2
Total 3 5 2 1 0 11
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Even when not upheld, most complaints are resolved to the complainants’ satisfaction. In
case this is not possible, we always signpost complainants to the SPSO for an independent
review.

Detail of Complaints in Q1 2024-25

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

Table 2: Complaints showing category and whether upheld or not, Quarter 1 2024-25

Category Upheld Part Not Resolved | Open Total
Upheld Upheld

Delivery staff action 3 2 5

Parking 3 3

Student action 1 1

Support staff action 2 2

Grand Total 3 5 2 1 0 1

The following chart shows the number of complaints by college department.

Q1 Total Complaints by Faculty or Service

2
1 I B B
0

Business, Care, Health  Construction, Estates and None
Creative and and Sport Engineering  Sustainability
Enterprise and Built

Environment

COMPARISON TO QUARTER 1 2022-24

In the same Quarter 1 period in 2023-24, again 11 complaints were raised, the same as the
current quarter.
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COMPARISON TO PREVIOUS YEARS

Table 3: Yearly comparison

Number of Complaints
2020-21 2021-22 2022-23 2023-24 2024-25
Q1 Aug-Oct | 5 14 13 11 11
Q2 Nov-Jan |8 12 13 22
Q3 Feb-Apr | 15 24 17 12
Q4 May-Jul | 18 8 18 7
Total 46 58 61 52 11 to date

COMPLAINTS TO OMBUDSMAN

In August 2024, the college had one complaint which was referred to the SPSO for an
independent review. This option is open to any complainant who is not satisfied with our
investigation response at Level 2. This was the first occasion this had happened. SPSO
made an early review of the complaint and decided not to take the review forward, noting
that the college had handled the complaint in a reasonable way.

Conclusion

The number of complaints in quarter one was from 0.1% of currently 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 weekly updates for positive
feedback on staff and the college from students and stakeholders.

Simon Earp
Vice Principal, People, Performance and Improvement
26 November 2024
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Audit Committee
BUSINESS CONTINUITY PLANNING REPORT
Introduction

This paper provides a short summary of the activities undertaken by the Business
Continuity Planning (BCP) Oversight Group covering the period September-
November 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. Going forward
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 will be rolled out to all
departments in December.

The new control fire alarm control panel was installed but additional options in
relation to a third invacuation alarm are currently being assessed and tested before a
final decision is taken. Once installed the invacuation procedure will be finalised and
a testing schedule of the alarm and procedure will also be put in place.

Action
The committee is asked to note this paper and to consider a recommendation that

Business Continuity Planning reporting moves to an annual basis with the report
tabled in September.

Simon Earp
Vice Principal People, Performance and Improvement
26 November 2024
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REVIEW OF STUDENT SUPPORT FUNDS 2024 REPORT
EDUCATIONAL MAINTENANCE ALLOWANCES (EMA) AND
HIGHER EDUCATION (HE) DISCRETIONARY FUNDS AUDITS 2023-24

An audit of student funding returns was carried out by internal auditors, Azets.
The audit examined the procedures and controls over the preparation of the
Student Support Funds, EMA and HE Discretionary funds returns, together
with audit testing to ensure the accurate calculation of the returns.

This testing was undertaken in line with the SFC’s ‘Student Support Fund
Audit Guidance 2023-24" and 'Education Maintenance Allowance (EMA) audit
guidance 2023-24’; as well as SAAS’ ‘Higher Education Discretionary Funds
Guidance 2022-23'.

There are no management action points arising from the audit and the
attached report summarises the findings.

Action

The committee is asked to discuss the findings from the audit.

Jennifer McLaren
Vice Principal, Finance and Estates
26 November 2024
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Audit work and conclusions

Conclusion

During our testing we identified no findings that affect the controls and processes in scope during
the Student Support Fund and EMA audit.

Background and scope

During September 2023, we audited the student funding returns for West Lothian College. The audit examined
the procedures and controls over the preparation of the 2023-24 Student Funding, HE Discretionary and EMA
returns, together with audit testing to ensure the accurate calculation of the returns. This testing was
undertaken in line with the SFC’s ‘Student Support Fund Audit Guidance 2023-24’ and ’Education Maintenance
Allowance (EMA) audit guidance 2023-24’; as well as SAAS’ ‘Higher Education Discretionary Funds Guidance
2022-23'.

The SFC has set no requirement to provide a detailed report in respect of this work, however we report any
findings identified within the audits to management. There are no management action points arising from the
2023-24 student funding work. We have reported to SFC that the information set out in the Student Support
Funds Data Return agreed to the underlying records, and that in our opinion funds had been disbursed in
accordance with SFC and SAAS conditions.

Our fieldwork was carried out by an experienced auditor, was subject to a detailed quality assurance review by
our credits audit management lead, and a further overall review by the audit director. Our audit approach
included the following:

e Examination of the procedures and controls relevant to the collection and recording of student data;

e Evaluation of the adequacy of these controls in complying with SFC and SAAS guidance and ensuring
the accuracy of the data;

e Testing of the key controls to ensure they were operating satisfactorily;

e Examination, on a test basis, of evidence relevant to the figures recorded in the data return; and

e Further detailed testing where necessary, including checking of the data return.

All required submissions have been made to the relevant funding bodies. We have nothing further to report to
the College in relation to our 2023-24 work in this area.

azets.co.uk West Lothian College Review of Student Support Funds and EMA 2020/21 1
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AUDIT REPORT — REVIEW OF CREDITS RETURN 2023-24

An audit of funding statistics was carried out in accordance with the guidance
issued by the Scottish Funding Council (SFC), including the “2023/24 data
return for funding purposes (FES return) and audit guidance for colleges” and
“Credit Guidance: Student Activity Data Guidance for Colleges in Academic
Year 2023/24.”

In the auditor’s opinion “controls over the collection of data and the
preparation of the credits returns are generally well designed and effective.
Assurance can be gained from the audit testing carried out and the internal
checking performed by college management that the student has attended the
relevant course and the results register to confirm this course has been
completed”.

Actual credits claimed for 2023-24 were 45,270 against a target of 44,605.
The college has therefore overperformed in achieving its allocation by 1.49%.
Action

The committee is asked to note the findings from the audit.

Jennifer McLaren

Vice Principal, Finance and Estates
26 November 2024
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West Lothian College

Internal Audit Report
Review of Credits Return 2023/24

Executive Summary
Detailed Findings
Adjustments

Annex A
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Executive Summary

During September 2024 we audited the funding statistics for West Lothian College. The audit examined the
procedures and controls over the preparation of the 2023/24 Credits return, together with audit testing to
ensure the accurate calculation of the return. This testing was undertaken in line with relevant guidance from
SFC, as cited below.

Conclusion

In our opinion, controls over the collection of data and the preparation of the Credits returns are
generally well designed and effective. We have raised one minor improvement action in relation to
recording attendance of students who are enrolled on Short-term ‘Skill Boost’ Courses. Assurance
can be gained from the audit testing carried out and the internal checking performed by College
management that the student has attended the relevant course and the results register to confirm
this course has been completed. A copy of the audit certificate is included in Annex A of this report.

Actual Credits claimed for 2023/24 were 45,270 against a target of 44,605. The College has therefore
overperformed in achieving its allocation by 1.49%.

Scope

We performed our audit in accordance with the guidance issued by the SFC, including the “2023/24 data return
for funding purposes (FES return) and audit guidance for colleges” and “Credit Guidance: Student Activity Data
Guidance for Colleges in AY 2023/24.”

Approach

Our fieldwork was carried out remotely by our audit team, subject to a detailed quality assurance review by our
credits audit senior manager and a further overall review by the audit partner.

Our audit involved the following:

e Examination of the procedures and controls relevant to the collection and recording of student data;

e Evaluation of the adequacy of these controls in complying with SFC guidance and ensuring the
accuracy of the data;

e Testing of the key controls to ensure they were operating satisfactorily;

e Examination, on a test basis, of evidence relevant to the figures recorded in the student data returns;

e Review of the risk areas as highlighted in the audit guidance for 2023/24;

e Analytical review utilising current year and prior year Credits data;

e Further detailed testing where necessary, including checking of the Credits return; and

e Follow up of prior year recommendations.

Samples

Our initial samples were derived by:

e Applying Azets’ approved sampling methodology; and
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e Applying professional judgement.

We did not find any significant errors and therefore it was not necessary for our samples to be extended.
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Detailed Findings

Our review centred on review of procedures and controls, testing College data on a sample basis and - where
appropriate - consulting with staff and senior management for explanation and further explanation/evidence.
This was performed to provide assurance that all of the key risk areas set out in Annex C of the audit guidance
note referred to above had been satisfactorily addressed and that the fundamentals of compiling Credits data

were subject to appropriate controls.

General Systems Review

The accuracy of the data on which the Credits return is calculated depends on appropriate controls and
systems over enrolment and attendance and the timely clearing of errors on the FES report.

Over the course of the audit we observed that West Lothian College has several well-designed controls that
were operating effectively to ensure credits recorded and claimed are accurate and appropriate. We also
acknowledge the regular monitoring and review of any soft errors/anomalies in the data which is carried in
collaboration with the SFC throughout the year. We have provided details of the specific controls in place and
the testing performed over the controls in the ‘key risk areas’ section below.

Follow up

Our previous Credits return work led to carry forward of one low risk recommendation. We have confirmed this
is still in progress, linked to implementation of a new system.

2019/20 Audit
Finding

2021/22 Follow up

2022/23
Follow up

2023/24 Follow up

Recommendation
addressed?

Distance learning
student progress
(Grade 2)

For a sample of five
distance learning
students, we
requested evidence to
see that a likely
duration had been set,
milestones had been
agreed and progress
is reviewed against
this. However, for two
of three students we
were unable to
confirm this was
occurring.

Recommendation

Whilst COVID-19
restrictions
continued to impact
learners during 20-
21, with numbers on
campus severely
reduced; the
recommendation to
move the monitoring
of distance/open
learning students to
the Proof Positive
system did not take
place as the
contract with the
supplier was not
renewed.

A new system called
Smart Assessor was
implemented during

An evaluation
took place of
the Smart
Assessor tool
during 22-23,
which was
oversighted by
the Systems
Review Group
of the college.
It was
concluded that
the college
would
terminate its
existing
contract by the
end of this
calendar year
and a new in-
house system

This tool was
demonstrated to us
as being
implemented within
the College’s Unit-E
system which did
allow the monitoring
to be conducted
more accurately,

Yes, the college
has now
implemented an
in-house system
that monitors the
Distance learning
student progress
which we have
viewed as a
system. It should
be noted however
there were no
distance learning
students for this
Audit Year so
testing of a sample
could not be
conducted.
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The College should 21-22 for SVQ contained

maintain records of students, but as yet | within our
engagements with has not been UNIT-e
open/distance evaluated for Student
learning students, extension to Records
record agreed distance/open system would
milestones and learning students. be developed.
demonstrate progress As such, our
is being made by the distance
students. learning
students were
not moved
over to Smart
Assessor
during 22-23

and continued
to be directly
monitored
within the
relevant
teaching
Faculty’s.

Key Risk Areas

The results of our audit work are summarised below against each of the 8 key risk areas highlighted by SFC in
Annex C of the document “2023/24 data return for funding purposes (FES return) and audit guidance for
colleges”.

Risk Area 1 — The Credits claimed for student exceeds full time levels

Expected Control - College should have procedures in place to ensure that where Credits are claimed for
additional Credits beyond full time levels; the claim can be appropriately justified.

On at least a monthly basis, the College reviews exception reports which detail the following:

Any instances where the maximum number of credits for part-time and full-time students have been
exceeded,;

Any instances where the maximum number of credits at a course level have been exceeded; and
Any instances where the national fee waiver level has been breached.

The College is required to report on any exceptions via the FES Online system, which are then subject to
inspection by the SFC. The above controls ensure that the risk of credits being claimed for students exceeding
full time limits is minimised.
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Risk Area 2 — Incorrect Credit value is claimed for collaborative provision

Expected Control - Some courses are funded from multiple sources. In these situations the SFC Credit
claim should be reduced accordingly. Colleges should not claim funding from two sources for the same
activity. Colleges should have procedures in place to identify students part funded from multiple sources and
to ensure that Credit claims are reduced to reflect the funding from other sources. This could mean that the
student is not eligible for SFC funding as the amount from other funding streams covers the cost of delivery.

Where courses are delivered in collaboration with another institution, the College agrees the funding position at
the outset of the arrangement and ensures sufficient arrangements are in place to adhere to the SFC guidance,
including that courses are subject to the College’s quality assurance processes.

No courses were identified as being delivered in 2023/24 in collaboration with another institution and falling
under this specific context, and therefore no further testing was required in relation to this risk.

Risk Area 3 — Fee Waivers and students with multiple enrolments

Expected controls - SFC will only pay for one full time fee waiver in a single academic year. Students can
however enrol on more than one course in a single year (full time plus additional part time enrolments or
multiple part time courses). Colleges should have processes in place to monitor students with more than one
enrolment and correctly code their eligibility for a fee waiver for each course. Students on enrolled on
courses that span academic years may end up claiming more than one fee waiver in a single year. Guidance
explaining the circumstances in which colleges may claim fee waiver grant is on the SFC website: Fee
Waiver Policy AY 2023-24.

The College does not offer fee waivers to any student unless they are full time, Price Group 5, or part time but
are coming from school for a couple of hours a week. Most fee waivers related to a course being full time FE.
For any entitlement that requires evidence, this is checked by staff and noted at the time when the source of
funding is recorded. Therefore, it is not possible to record a student as being funded by Fee waiver without
either: automated consistency checking preventing an incorrect funding source being recorded, or recording
that eligibility has been checked. This will also help prevent multiple full-time fee waivers being recorded.

We reviewed a sample of 24 students and no reportable issues were identified.

Risk Area 4 — Spanning courses

Expected Control - Where students are enrolled on courses that span academic years, the colleges should
have appropriate processes in place to ensure Credits are only claimed at the end of the course year.

No instances of courses spanning academic years were identified for 2023/24. No testing was therefore
required in relation to this risk area.

Risk Area 5 — Non-fundable courses or students

Expected Control - Colleges should have procedures in places to ensure that no credits are claimed for
ineligible students. This would include students who do not meet the residency criteria or who withdraw
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before the funding qualifying date. They should also have processes in place to ensure they do not claim
credits for non-fundable courses (full cost recovery).

Courses are prepared by the Centre and sent to an approver who conducts a quality check on the information
entered to ensure that it meets the guidelines. This data is then sent to the MIS team to be input into Unit-E,
including details relevant to the specified course such as: duration, hours per week, outcome, superclass and
the awarding body.

We selected a sample of 24 courses to assess the criteria of the courses against the 2023/24 credit eligibility
flow chart and confirmed that they all satisfied the following criteria:

e The course leads to a recognised qualification or meets the employers’ needs;
e The delivery of the provision is under direct management of the College; and
e The course will be completed within the academic year (non-spanning).

Classification of programmes

Programmes are classified as Higher Education (HE) or Further Education (FE), and by mode of provision. The
curriculum planning process is used to identify that the correct classification of courses has been distinguished
between HE, FE, full-time and part-time.

Courses are classified by department heads in-line with SFC guidance based on the content and qualification
that it achieves, level of study required, number of units and the appropriate amount of credits awarded to it.

For the same sample of 24 courses we confirmed correct classification and mode of provision in student
records attached to the course.

Allocation of correct superclass

The College allocates the superclass and relevant price group to each course as part of development of the
curriculum plan.

For the same sample of 24 courses, we confirmed that the appropriate superclass had been allocated to the
course in accordance with SFC credits guidance in all cases, with the exception of two courses. We crossed
checked this to the FES reporting requirements 23/24 Flexible Workforce Development Fund (FWDF) activity.
The two courses that were allocated an incorrect superclass code are FWDF courses. The Head of Information
Systems and Digital Infrastructure explained superclass is not a reporting requirement for FWDF courses
because no credits are claimed for these courses. Consequently, the identified error will not affect the figures
reported in the Credits return.

No reportable issues were identified.

Calculation of credit value

The credit value claimed for courses is based upon the College’s enrolment records and the programme’s
credit value, which is (as determined by curriculum staff as part of the curriculum planning process). The
proposed curriculum information is reviewed by the Centres, approved by the Centre Head and finally reviewed
by the MIS team for accuracy.

azets.co.uk West Lothian College 6



We tested the same sample of 24 programmes to confirm the credits claimed were calculated correctly as per
the guidance on eligibility for credit funding for colleges.

Calculation of required date

The start date and end date are updated on Unit-E following on from the outcome of the curriculum planning
stage. The required date is then calculated for each programme using a formula held in excel. The formula
uses the start date and end date to identify the number of working days which the course runs over, the formula
identifies the holidays which fall between these dates, and removes this from the total working days. The
required date is then calculated as 25% of teaching days. This is subsequently input into Unit-E by a member of
the student support team.

We tested a sample of 24 courses to confirm that start, end and required dates had all been calculated
correctly. As part of our sample of 24 students below we also tested to confirm that the required date had been
met by the students. No reportable issues were identified.

Fundable students

Identifying fundable students is determined through the application and enrolment process as the enrolment
form has been developed to obtain all the relevant information about the students so that they can be assessed
against the SFC funding criteria. This is carried out by members of staff within student records, and secondary
checks are performed by members of staff within the information systems team. Following this, the modules
and credits the student is enrolled in are also checked to confirm accuracy.

We tested a sample of 24 students from the compiled FES data, against the SFC 2023/24 eligibility criteria to
ensure that the students were eligible. During this testing, we identified an issue whereby those students
enrolled on courses such as ‘Skill Boosts’, do not have their attendance stored within the College’s Unit-E
System. Rather the attendance report is generated randomly based on a results register, making exact
attendance records for these courses un-verifiable.

Risk

There is a risk that students and their credits claimed are being misstated and in non-compliance with SFC
guidance.

Recommendation

Given SFC comments in relation to such short course attendance, the College should proactively confirm with
SFC expectations for nature and extent of attendance records for students on these courses.

Management Action

The college accepts this recommendation and will examine adding an additional control around these
courses of a very short duration — many of which are non-fundable. It should also be noted that Skills
Boost type activity will not be returned in the 24/25 data set.

Action owner: Bill Dunsmuir Due date: 315t December 2024
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Risk Area 6 — Distance Learning

Expected Control - Colleges should have procedures to agree the likely duration of study, set time related
milestones and review progress. Students not meeting milestones may not be eligible for funding.

A Learning Agreement is put into place once Open/Distance learning students have enrolled. Any milestones or
reviews are determined locally with the course. Assessment grades are used to monitor progress.

For this year, there were no Open/Distance learning students enrolled, hence testing was not required.

No reportable issues were identified.

Risk Area 7 — Infill students

Expected Control - Colleges should have procedures in places to ensure that the correct credits are
claimed for students only studying part of a course. Infill students may sit in the same class as other students
but will not study all subjects. The Credits claimed should reflect the active subjects.

The College has set up separate course codes for infill students to ensure credits are only claimed for the
modules completed by those students and additional credits are not claimed in respect of the programme(s)
being in-filled.

We reviewed a sample of 7 students completing infill courses to confirm separate course codes were created
for these students and that the credits claimed were appropriate based on the modules completed by the
student.

No reportable issues were identified.

Risk Area 8 — Non-accredited placements

Expected Control - Colleges can claim a Credit for 80 hours of non-accredited placements. Colleges should
have procedures in place to identify students undertaking non-accredited placements and to set a
reasonable duration of non- accredited work experience/placement for these students. Colleges should be
able to justify the level of credits claimed for the placement element as well as the overall claim for the
student.

Where a course involves an element of non-accredited work experience or placement, the College determines
the duration and credit value of this activity as part of the curriculum planning process based upon the required
hours of attendance. Attendance at work experience or on placement is monitored in a number of ways
depending on the nature of the placement, and the placement provider. The student may carry an attendance
sheet which is signed by the placement provider and then passed to the relevant lecturer to update the
attendance system. Additionally, an attendance report may be sent to the College by the placement provider
and the lecturer responsible will record the attendance on staff advantage.

The Head of Information Systems and Digital Infrastructure explained that the non-accredited work experience
is only allocated for full time courses. We tested the full population of students who have undergone non-
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accredited work experience. We obtained a report from the unit E system which shows a list of all students who
attended non-accredited work experience for each course. This report also provides details of the agreed
duration of the work experience and the attendance record for each student. For 2023/24, there were a total of
5 courses where students have undergone non-accredited work experience. Credits are claimed as part of the
overall course credits and we confirmed that for these courses the credits have been claimed correctly as per
the FES guidance.

No reportable issues were identified.
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Adjustments

We have not identified any issues which require adjustments to the College’s Credits claim.
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Annex A
Credits Audit Certificate for AY 2023-24

We have audited the FES return which has been prepared by West Lothian College under the ‘Credits’ Guidance
issued 31 May 2023 and which has been confirmed as being free from material misstatement by the College’s
Principal in her Certificate dated 03 October 2024. We conducted our audit in accordance with guidance
contained in the 2023/24 audit guidance for colleges. The audit included an examination of the procedures and
controls relevant to the collection and recording of student data. We evaluated the adequacy of these controls in
ensuring the accuracy of the data. It also included examination, on a test basis, of evidence relevant to the figures
recorded in the student data returns. We obtained sufficient evidence to give us reasonable assurance that the
returns are free from material misstatement.

In our opinion:

e The student data returns have been compiled in accordance with all relevant guidance.
e Adequate procedures are in place to ensure the accurate collection and recording of the data.

e We can provide reasonable assurance that the FES return is free from material misstatement.

Signature:

7 f//%’///

Date: 04/10/2024
Name of audit firm: Azets
Contact Name: David Eardley, Partner

Contact telephone number: 0131 473 3500

Date FES returned: 01/10/2024
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