West Lothian College
Audit Committee

Meeting Date: | Tuesday 11 March 2025, 0930 — 1200 hrs

Venue: Meeting room 2, No 1 on the Square
Teams Meeting Link included in meeting invitation

Ref | Agenda ltem | Paper | Lead
1 Committee Administration
1.1 Welcome and Apologies Verbal SSt
1.2 Declaration of any Conflicts of Interest Verbal SSt
1.3 Minutes of previous meeting of 26 November 2024 1 SSt
1.4 Matters Arising from meeting of 26 November 2024 1A SSt
1.5 Minutes of previous meeting of 3 December 2024 2 SSt
1.6 Matters Arising from meeting of 3 December 2024 2A SSt
2 Matters for Approval

No items for approval | |
3 Matters for Attention
3.1 Information Systems and Digital Infrastructure Report 3 BD
3.2 Health and Safety Quarterly Update Report 4 EP
3.3 Internal Audit Progress Update 5 JMcL
3.4 College Rolling Audit Action Plan 6 JMcL
3.5 Complaints Report 7 SE
4 Any Other Business (AOB)
5 Review of Risks
5.1 (i) Risk 6.1: Infrastructure and security
5.2 Strategic Risk Register Review: Verbal | SSt

Audit Committee overall quarterly review of risks
6 Matters for Information
7 Date of Next Meeting: Tuesday 10 June 2025 at 0930 hrs | Verbal SSt




Action: To Approve Agenda Item: 1.3
West Lothian College Paper 1

11 March 2025

Audit Committee
Meeting of 26 November 2024

Present:

Seonaid Crosby (Chair and Non-executive member) (Online attendance)
Shelagh Fraser (Support Staff member)

Chris Wood (Trade Union Member)

Lesley McGiffen (Non-executive Board Member)

In attendance:

Jackie Galbraith (Principal)

Moira Niven (Non-executive member and Chair of Finance and General Purposes
Committee) (Online attendance)

Kevin Hentges (Co-opted Non-executive Member)

Gillian Callaghan (Azets Internal Auditors) (Online attendance)

Brian Battison (Audit Scotland)

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

Beth Brownlee (Head of Student Experience and Improvement)

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

Jenny Stalker (Board Secretary and Governance Advisor)

Apologies:

Sue Stahly (Non-executive member)

Rehela Hussain (Non-executive member)

Hazel Brady (Vice Principal, Learning and Attainment)
David Eardley (Azets, Internal Auditors)

1 Committee Administration

1.1  Welcome

The Chair welcomed everyone to the meeting.
1.2  Declarations of Conflicts of Interest

There were no declarations of conflicts of interest noted.
1.3  Minutes of the Previous Meeting of 3 September 2024

The minutes of the meeting of 3 September 2024 were accepted as a
correct record.
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1.4

Matters Arising

Action 1: completed. A Presentation on Al will be part of the board
meeting agenda on 3 December 2024.

Action 2: in progress. The committee noted this paper will be brought to
the March committee meeting

Action 3: completed. A verbal update was given to the committee.

The Vice-Principal, People, Performance and Improvement reported
there had been one FOI request which had been refused on the basis
of commerciality. All other FOI requests were responded to in line with
accepted criteria. The committee was content with the verbal update
and this item is now concluded.

Action 4: completed. The risk management workshop took place on 1
November 2024.

2 Matters for Board Approval

21

2.2

External Audit

External Audit Annual Report to the Board and Auditor General
for Scotland

The committee noted the report was not ready for presentation to the
meeting due to the delay in finalising the annual accounts and that the
college was working closely with Audit Scotland to conclude work
required to finalise the report.

Annual Report and Financial Statements

The committee discussed the delay in preparing the Annual Report and
Financial Statements.

The Chair noted the current difficulties and thanked the finance team
for the immense amount of hard work that is being done to prepare the
final accounts.

The committee discussed the potential risks that can result in single
points of failure. The Principal assured the committee there is
continuous discussion taking place within the Executive Leadership
Team and that risks are being considered on a weekly basis and as
part of the workplace planning process.
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The committee agreed the performance report is very good and
presents an excellent picture of the college position. The committee
noted this gives the Audit and Finance and General Purposes
Committees comfort that risks are being well managed.

The Chair of the Finance and General Purposes Committee noted the
whole college effort that has taken place to achieve the reduction in
adjusted operating deficit.

The Chair of Finance and General Purposes asked for confirmation
that finalised papers will go to Finance and General Purposes
Committee, Audit Committee and then to the Board. The Chair of Audit
Committee requested a combined extraordinary meeting to approve
the finalised accounts and associated documents. It was agreed the
meeting will be held on Tuesday 3 December at 15.45 pm.

Papers are planned to be sent out to committees by close of business
on Friday 29 November 2024.

Audit Scotland confirmed that circumstances have led to a two-week
delay in finalising accounts but there is a plan in place to complete the
work and to agree a date for sign-off after the meeting has taken place.

Audit Scotland highlighted there has been additional time required to
finalise the accounts due to a full re-valuation of the estate, changes to
pension disclosure and delayed receipt of job evaluation guidance from
SFC which resulted in late adjustments to the accounts.

Audit Scotland confirmed the methodology to calculate the Fair Pay
disclosure is consistent across the sector.

The committee noted the support provided to the college by Azets
Internal Auditors.

It was noted the delay in finalising the accounts may result in the board
not receiving the papers one week in advance of the meeting.

2.3 Letter of Representation

This item was not taken at the meeting pending finalisation of the
accounts.

3 Matters for Committee Approval

3.1 Audit Committee’s Annual Report to the Board

The committee noted the report has not yet been finalised.
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4 Matters for Committee Attention

4.1

Internal Audit
(i) Internal Audit Plan 2024-25

Azets Internal Auditors introduced the plan for 2024-25 noting
the proposed main areas of focus will be staff wellbeing and
learner retention and attainment.

The committee queried the number of days allocated to the risk
management workshop and asked for more transparency on the
number of days allocated. Azets agreed to provide a more
detailed breakdown in relation to the risk workshop.

The committee queried whether all risks are covered on a 3-
yearly rolling basis and suggested there should be a link
between the Internal Audit Action Plan and the Risk Register. It
was agreed that this would be picked up at the Board discussion
on risk management.

The committee agreed the Internal Audit Plan for 2024-25.
(ii) College Rolling Audit Action Plan

There is one outstanding risk which has been updated to the
committee.

The college rolling audit action plan was noted.

5 Regular Monitoring

(i)

Information Systems and Digital Infrastructure Report

The Head of Information Systems and Digital Infrastructure concluded
a point from previous matters arising by confirming a proof of concept
process will be undertaken to implement a managed SEAM in early
2025.

The committee noted that the Cyber Essentials annual accreditation
was achieved on 5 October 2024 and that the college is continuing to
successfully run cyber security exercises to broaden the resilience plan
for the college.

The Head of Information Systems and Digital Infrastructure highlighted
the roll out of Windows 11 as a major upgrade for the college, noting
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(ii)

the partnership with Hewlett Packard is supporting this project. The
committee was assured that checks have been carried out to ensure
the current hardware estate can support the migration to Windows 11
and there is no material concern to a successful roll out.

It was noted the Teams Telephony project is going back out to tender
January 2025. The committee noted the new CCTV system is now part
of the overall security package for the college and is another example
of a value-added partnership. The committee also noted the new E-
portfolio replacement is now live and has the potential to provide a
financial return for the college as well as benefits for students.

The committee noted the college has achieved a clean FES audit for
the fifth consecutive year. The committee asked if the meaning of
credits could be clarified.

Action 1: Vice Principal, People, Performance and Improvement
To provide detail on the difference between SFC credits and SCQF
credits.

The committee noted the work done in this area and commended the
team.

Health and Safety Update (Quarterly Report)

The Health and Safety Officer confirmed that, in line with feedback
from the committee, the quarterly update report has been reduced in
volume. The committee was invited to comment on the new report
format.

The committee confirmed the leaner approach to the report is good and
that appendices and charts are very well presented and should
continue to be included in quarterly reports.

The Committee noted the new health and safety management system
is now in use and provides improved data analysis. First Aid staff now
have an app to aid communication on accident and first aid reporting.
The college is part of the Prevent and Contest group for Lothian and
Borders which provides a networking and best practice sharing
opportunity with partner organisations and other colleges. The
committee highlighted that training on the use of Smartlog should be
included in staff development.

AC/11032025/Sharepoint 5



Action: To Approve Agenda Item: 1.3

West Lothian College Paper 1

11 March 2025

(iii)

(iv)

The committee heard a new fire alarm test video has been recorded
and circulated as a guide for staff and students.

Action 2: Vice Principal, Learning and Attainment
To arrange a staff development training session on the use of
Smartlog.

The committee thanked the Health and Safety Officer for her clear
input and noted the report.

Complaints Report

The report was introduced by the Vice Principal, People, Performance
and Improvement. The committee was invited to comment.

The committee noted the positive SPSO response to the college
approach to complaints.

The committee noted the report.

Business Continuity Planning Report

The report was introduced to the committee with a request to move this
to an annual report in future.

The committee agreed we should move to an annual report once the
framework is in place.

6 Matters for Information

(i)

(ii)

Sector Update

Azets confirmed a webinar on the new internal audit standards is
available to members of the committee. Members who wish to attend
should advise the Board Governance Advisor.

Action 3: Board Governance Advisor
To collate member details and pass to Azets.

Review of Student Support Funds 2024 Report

The committee noted the report and commended the Student Funds
Manager on her input to the audit.
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(iii)

Review of Credits Return 2024 Report

The committee noted the clean credit return audit and noted that it is
unusual for colleges to achieve a clean audit, particularly on a year on
year basis.

7 Any Other Business

71

7.2

Update on Development of Strategic Risk Register

The Chair gave an update to the committee on the risk workshop held
on 1 November 2024 to review the process of risk management. The
committee noted that risks will be split across committees and that
Audit Committee will have total oversight of all risks.

The framework for risk appetite and the format for risk monitoring and
reporting is being reported. It was agreed that ELT will populate the risk
template when received from the board. The committee highlighted
they are confident that risk is being managed in the college and that
the aim of the revised risk framework is to provide greater clarity and
understanding regarding risk management processes.

The Committee agreed the revised process will be robust and that it is
important the process works for the college.

The committee is content to have total oversight of the risk
management process.

Action 4: Board Governance Advisor
Update the Audit Committee Remit to reflect the finalised risk process.

Update on future schedule of papers and agenda format

The committee noted work is progressing on reviewing the number and
volume of papers coming to committees and to the board.

8 Date of Next Meeting

The committee noted the schedule of meetings from January to June
2025 has been amended to reflect the new approach to risk scrutiny
and to move Audit Committee meetings to the end of the meeting
schedule.
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It was noted that Sue Stahly will be Chair of Audit Committee and
Seonaid Crosby will move to Chair the Finance and General Purposes
Committee from December 2024.

The date of the next meeting will be Tuesday 11 March 2025,
commencing at 09.30 am.

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
26 November 2024

Action 1: Vice Principal, People, Performance and Improvement
To provide detail on the difference between SFC credits and SCQF credits.

Action Status: Complete
SFC Credits are used to measure funding for student learning hours. These are
reflected in the college’s credit updates and reported to the funding council

SCQF Levels are used to level a qualification, e.g.: an HNC is levelled at SCQF
level 7.

Action 2: Vice Principal, People, Performance and Improvement

To liaise with the Health and Safety Officer to carry out staff training on the use of
Smartlog when the system is fully implemented.

Action Status: Ongoing.

Action 3: Board Governance Advisor

To collate member details and pass to Azets.

Action Status:

No uptake for the webinar noted.

Action 4: Board Governance Advisor

Update the Audit Committee Remit to reflect the finalised risk process.

Action Status:
In progress pending finalisation of the risk register review procedure.
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FINANCE AND GENERAL PURPOSES COMMITTEE

Joint Extraordinary Meeting of the Finance and General Purposes
and Audit Committees

Meeting of 3 December 2024

Present:

Sue Cook (Chair of the Board of Governors)

Sue Stahly (Non-executive Member and Senior Independent member)
Seonaid Crosby (Chair, Audit Committee and Non-executive member)
Moira Niven (Chair, Finance and General Purposes Committee and Non-executive
member)

Rehela Hussain (Non-executive member)

Jackie Galbraith (Principal and Chief Executive)

Lesley McGiffen (Non-executive member)

Kevin Hentges (Non-executive member, co-opted)

Shelagh Fraser (Support Staff member) (Online Attendance)

Brian Smillie (Unison Trade Union member)

Chris Wood (EIS Trade Union member)

CJ Airlie (Student President)

In Attendance:

Brian Battison, Audit Scotland

Jennifer McLaren (Vice Principal, Finance and Estates)
Jenny Stalker (Board Secretary and Governance Advisor)

Apologies:

Tony Sharkey (Vice Chair of the Board of Governors and Non-executive member)
Abel Aboh (Non-executive member)

Aruna Lopez (Non-executive member)

1 Committee Administration
11 Welcome

The Chair of Audit Committee welcomed members to the Joint
Extraordinary Meeting of Finance and General Purposes and Audit
Committees.

It was noted that the meeting was convened to approve the annual
accounts and associated papers which were not ready to be presented
to the scheduled committee meetings.

1.2 Declarations of Conflicts of Interest

There were no declarations of conflicts of interest noted.
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2 Matters for Board Approval

21

2.2

External Audit

External Audit Annual Report to the Board and Auditor General
for Scotland

Audit Scotland introduced the report and highlighted the unqualified
Audit Opinion. Audit Scotland confirmed there are no significant issues
noted in the wider scope of the document.

Audit Scotland explained the delay in information coming from external
bodies which had partly resulted in adjustments and a delay in
finalising the accounts. Members held a detailed discussion on the
report findings.

Committee members discussed whether Audit Scotland is content with
the outcome of the audit. Audit Scotland confirmed that processes and
documentation are satisfactory.

The Chair of Audit Committee and the Chair of Finance and General
Purposes Committee noted appreciation to college staff and, in
particular, to the Vice Principal Finance and Estates for their hard work.
The Principal noted the unqualified statement from Audit Scotland as
very positive.

The Audit Committee and Finance and General Purposes Committee
and were content to approve the report.

Annual Report and Financial Statements

The Vice Principal, Finance and Estates introduced the report. The
Finance and General Purposes Committee and Audit Committee noted
that work is still progressing on the accounts but were assured that any
further adjustments made are likely to be purely technical.

The Finance and General Purposes Committee and Audit Committee
were content that the set of accounts presented were accurate and
could be approved.

It was agreed that authority would be delegated to the Chairs of the
Board, Finance and General Purposes Committee and Audit
Committee to approve the final set of accounts if the changes were
technical in nature. Otherwise the full Board would be required to
approve.
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It was noted that the papers are confidential until publication by SFC in
April 2025.

Action 1: Board Secretary and Governance Advisor
To delegate approval to the Chairs of each committee and the Board.

The committees were informed that the Vice Principal, Finance and
Estates will bring a reconciliation paper to the next committee meeting
of the Finance and General Purposes Committee.

2.3 Letter of Representation

The Audit Committee recommended that the letter be signed by the
Principal on behalf of the Board.

3 Matters for Committee Approval
3.1  Audit Committee’s Annual Report to the Board

The Audit Committee noted the report is presented in the format
required by the Scottish Funding Council.

The Audit Committee noted the report will be signed by the Chair of the
Audit Committee when the accounts are finalised subject to the
external audit fees reflecting the amount disclosed in the External Audit
Annual Audit Report.

Action 2: Board Secretary and Governance Advisor
To obtain signature from the Chair of Audit Committee.

4 Any Other Business (AOB)

There was no other business.

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.

SIgNEA: e
Chair of the Finance and General Purposes Committee

Date:

SIgNEA: e
Chair of Audit Committee

Date
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Audit Committee

Matters Arising / Action update from the Joint Extraordinary Meeting of Finance
and General Purposes and Audit Committees of 3 December 2024

Action 1: Board Secretary and Governance Advisor

To delegate approval to the Chairs of each committee and the Board.

Action Status: completed

Action 2: Board Secretary and Governance Advisor

To obtain signature from the Chair of Audit Committee.

Action Status: in progress pending completion of Annual Report

AC/11032025/Sharepoint 1
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Audit Committee
INFORMATION SYSTEMS (IS) AND DIGITAL INFRASTRUCTURE (DI) REPORT
Introduction

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

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

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

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

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

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

for teaching, learning and administrative tasks

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

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

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

transformation is environmentally responsible and sustainable.

Please note, as requested at a previous committee, Appendix 1 shows a high-level
outline of key projects - extracted from the rolling 3-year development plan - to the
end of the current Academic Year.

DIGITAL INFRASTRUCTURE (DI)

Aim 1 - To ensure data protection, cyber security, and infrastructure resilience
Chief Information Security Officer as a service (CISOaas)

Meetings continue with our CISO (Chief Information Security Officer) and in January
the DI team participated in another Tabletop Exercise (TTX) which simulated
scenarios we may face in the event of a malicious attack. The session prepared staff
in the best way to react to such attacks but also provided learning opportunities

around further mitigating or preventing such attacks in the future.

The next TTX is planned for 28 February, with a rolling programme continuing
throughout the remainder of the Academic Year.
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In addition - whilst our current contract ends on 31 July 2025 with Barrier Networks
for the provision of our CISOaas - discussions are underway to examine the
continuation of this critical service for 2025-26.

Security system upgrades

We have recently updated our Firewall configuration. This provides better protocols
around account lockouts and Brute Force attacks. DI staff visited a Security
Operations Centre in Glasgow to look at a potential new 24/7 managed Security
Operation Centre (SOC). This will provide the College with around the clock Cyber
Security functions that we do not have at present. A further update on progress will
be provided to the June committee meeting.

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

Teams Telephony

Discussions continue with potential suppliers with a revised specification and ITT
(Invitation to Tender) document in progress.

Existing telephony with the college’s current supplier QUANTUM telecom, continues
on a rolling month to month contract.

Multi-Functional Device (MFD) Project

In December, the DI team rolled out ten new MFD (copier/printer/scanner) devices
and in doing so completed the transition to our new supplier, Agilico. The
implementation plan was developed to reduce, and modernise the fleet, and critically
to help promote the use of digital learning materials and further reduce the reliance
on paper and in doing so contribute to our carbon footprint reduction.

Windows 11 Upgrade

Digital Infrastructure continue to upgrade staff devices to Windows 11. This process
has been automated and is being rolled out to manageable groups throughout the
college which requires limited user Interaction and is planned for completion by the
end of the Academic Year.

JaNet Connectivity

The Joint Academic Network (JaNet) is a high-speed computer network that links
the U.K. education and research community.
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A second circuit - installed on the 10 February - provides the college with greater
Internet resilience and was provisioned by the Joint Information Systems Committee
(JISC) further strengthening the college's business continuity planning.

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. Staff user metrics are steadily gaining traction, with more staff
than ever utilising the self-service system. Particularly, engagement has increased in
key areas such as performance indicators and application tracking, ensuring data-
driven decision-making is more accessible across departments.

Surveys

Now in its fourth full year, the college’s survey platform has continued to enhance
consistency and centralised data storage.

With 300,000 questions answered, each representing a valuable data point, the
system has become an essential resource for both academic, support service and
management decision making across the college. These insights contribute to
continuous improvements in the college’s performance and student experience.

Each survey also has a corresponding dashboard in the Data Portal, providing staff
with real-time access to student responses. These interactive and filterable
visualisations allow for a more granular analysis, down to the course group level,
ensuring areas of excellence and those requiring attention are clearly highlighted.

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

Student Records — Management Information System — contract renewal

The college's current Student Records — Management Information System - contract
is due for renewal from the 1 August 2025 with Education Software Suppliers (ESS),
with our on-premises installation having cost £462,395 ex. VAT. over the 5 years.

Further to a detailed optional appraisals exercise and in accordance with the relevant
APUC framework, the proposal to make a direct award under the framework is the
desired option.
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Costings received from the ESS Commercial Director on the 22 January, indicate an
anticipated total value of the 5-year contract - with like for like licencing and services
- to be ¢.£360k ex VAT, a projected saving of c.£100k over the present contract
value.

Staff, students, and external partners are comfortable using our existing platform and
with significant system and applications development having taken place over the
last 5 years, maintaining with the existing supplier provides huge benefit in terms of
business continuity. Maintaining or lowering our strategic risk is critical, with the
possibility of this being impacted should a move to a different supplier in the
marketplace have been the desired option.

Admissions Improvements

Work has taken place to implement updates to the admissions system processes to
include a more efficient process of returning interview 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

We plan to revisit this project later in 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
begin the project by summer 2025, contingent upon consultant availability at ESS
and a financially viable pathway forward, with implementation within the 2025-26
academic year.

E-Portfolio replacement

Since the initial implementation of the e-Portfolio system at the end of November
2024, work has continued in collaboration with ESS to refine and enhance its
functionality. Regular updates and feedback from assessors have been instrumental
in identifying areas for improvement.

Recent developments have focused on usability improvements, enhancing the
validation controls and data cleansing. Additionally, ongoing modifications are being
made to address any errors, streamline processes, and introduce new features that
better support both assessors and candidates.

Currently, assessors are using the system to upload work on behalf of candidates,
ahead of the candidates uploading this themselves To facilitate this we are piloting
the eportfolio with a handful of candidates to ensure a smooth wider roll out.
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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.

Link to Strategic Risk Register

The on-going work with the college’s CISO, the regular undertaking of TTXs by the
DI team, firewall reconfiguration and the roll-out of Windows 11 align with risk 6.1
on the Strategic Risk register to help mitigate against a cyber incident.

Action

The committee is asked to note the paper.

Bill Dunsmuir

Head of Information Systems and Digital Infrastructure
11 March 2025
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2024/25 2025/26 2026/27
Aim -
Project/Activity Frequency Type Cost Digital
Strategy 1 2 3 4 5 6
Bring course content from Website into Unit-E New . SySte”T‘S £10k 5
development integration
CRM System within Unit-E New Systems £15k 5
development development

Please note the cost values marked in bold are
funded from Core Consultancy within the annual
ESS contract, plus an estimate of internal staffing
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Audit Committee
HEALTH AND SAFETY REPORT
Introduction

This report covers the period October to December 2024. In addition to the usual
operational responsibilities, Health and Safety activities in this quarter involved
training on the new health and safety management system Smartlog, a review of
health and safety e-learning for staff and developing further understanding of our
responsibilities under Martyn’s Law.

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 44 notifications in this period,
compared to 39 in 2024.

In all cases, each report is fully investigated by the college Health and Safety Officer.

The Smartlog system allows us to record investigations, updates, save photographs
and assign actions for follow-up.
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A summary of these incidents is presented below and further detail on Appendix 1

Scheduled Events

Month Count Record Count Accident Type Count
Type
Oct 16 Minor accident/ 22 Non-accident first aid 13
injury
Nov 19 Pre-existing 20 Slip/trip/fall on same 8
condition/iliness level
Dec 9 Unsafe act/ 1 Sporting injury 4
condition/incident
Total 44 Loss time serious 1 Collisions 3
accident-RIDDOR
Contact with sharp 3
object e.g. glass / metal
/ tools
Status Count Incident 2
Student | 38 No injury sustained 2
Staff 3 Burn / scold with flame / | 1
hot surface / hot liquid
Under 1 Contact with cold 1
16 surface / substance /
material
Member | 1 Manual Handling 1
of public
Struck by falling object 1

A fire risk assessment was carried out in Buildings 1, 2, 3, 4. The actions are noted
in Appendix 2

The bi-annual meeting of first aiders took place to discuss best practice, discuss
future training requirements and demonstrate training equipment, epi-pen and
defibrillator pads along with showing the new posters which have been put up in first
aid room. It was also explained that there is a newly organised equipment cupboard.

Health and Safety Management

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

Health and Safety Committee

Last H and S Committee meeting was held on

16 December 2024

against health &

Minutes from meeting have been posted on Yes
Sharepoint
Actions raised at H and S committee 4 Action points 2

safety officer

Outstanding
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Next meeting scheduled for

17/3/25

Employer’s Liability Insurance

Zurich Employers Liability Insurance

Expires on 31 July 2025

Interventions

HSE Inspections in the last 12 months

Improvement Notices issued in the last 12 months

Prohibition Notices issued in the last 12 months

Improvements issued by Fire Service in last 12 months

[eliele] o)

Risk assessments

Number of risk assessments (RA) due for review

None.

As part of audit, H&S officer is
auditing RA by faculty and plans
to add to these to Smartlog for
the 25/26 academic year

Number of new Risk Assessments

e 3 maternity assessments

e 1 xreasonable
adjustment

e 2 x Advanced DSE
assessments

First Aid Risk Assessment

Completed Dec 2024

Fire Risk Assessment

Completed Dec 2024
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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 Next 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
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 January 2027
Lockout/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

Health and Safety training

Professional cookery support staff were provided with training on lone working and

keeping themselves safe.

A new duty manager was trained on their role when on duty on Tuesday/Thursday

evenings when there are evening classes.

In collaboration with the Learning and Development office, a new maternity training
module was identified and rolled out for any new pregnant members of staff along

with their risk assessment.
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Changes to Legislation/Guidance

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

The quarterly Lothian and Borders Contest meeting and West Lothian Council
Contest group meetings again took place with the college represented. Information
from these meetings is then fed back to college Business Continuity Working Group
meetings.

Attendance to the quarterly Association of Colleges health and safety meeting,
where discussions were around Martyn’s Law and sharing HSE enforcement notices
given to other colleges.

The Home Office invited colleges to attend a Martyn’s Law awareness session,
updating on the timelines and that it had passed through Parliament in December, on
its third reading. It will now face scrutiny in the House of Lords. This is expected to
be made into law in summer of 2025

Continuous Improvement

Further Smartlog training for the Estates team was carried out.

Dates are in the diary to roll out system to faculties.

Recommendation

The Audit Committee is asked to note this report.

Emily Purdie
Health and Safety Officer
11 March 2025
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Appendix 1 Smartlog Reporting

The charts below show further details on the breakdown of accidents and incidents.

Accidents / incidents count over period: Oct-2024 - Dec-2024

20

Month Count
Oct-2024 16

16
Hov-2024 19
Dec-2024 9 12
TOTAL 44

L]

=

Oci-2024 Mov-2024

Dec-2024
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Accidents / incidents by type of record

25
Record type Count
20
Fatality 0
15
Loss Time / Serious 1 10
Accident / Injury
5
Minor Accident / Injury 2
(1]
Mear Miss 0 & $ - 2 & i
L) N = [ o r
« o 3
Pre-existing 20 . 4 2P : :
conditionfiliness R K £ &
P & i o’
Unsafe Act or Condition / 1 o - & . 3
Incident & @ 3
L3 &
TOTAL 44 ~
Accidents by person status (01/10/2024 - 31/12/2024) *
Status Count
Student 38
/—Emptnyee
Employee 3 Member of the public
Member of the public 1 Under 16 (report to
schools)
No person involved 1
Under 16 (report to schools) 1

Student—/
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Accidents by location (01/10/2024 - 31/12/2024) o
Location Count West Lothian College
|
Building No 1 12 i
Building No 4 ‘
Building No 3 10 —]
QOutside .
Building No 2 9 Building No 5
Building No 5 4 Building No 2
il 3 Building No 3
Building No 1
Building No 4 2
Offsite 2
West Lothian College 2

Accidents / incidents by First Aid Given

35
First aid given Count g!‘S -
14
e 0 ;I .
~e® e N

No 12 o
5

Deciined first aid 2 o

TOTAL 44

I es
. Mo
I D=ciined first aid

Accidents / incidents by Hospital Visit Required

40
Hoapital visit required Count 32 | RES
24 I Mo
fes 8 16
M 36 8
° o NN
TOTAL a4 Yes Mo
Accidents / incidents by Gender
25
Gender Count 20 | e
15 Female
Male 19 i —
5
Female 23 0
Ofher o Male Female Other
TOTAL 42
8
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Appendix 2 - Fire Risk Assessments

Building No 1
No Risk rating Completed Outstanding | Comments
5 High 4 1 Fire doors awaiting costs and
timescales and budget
18 Tolerable 16 2 Storage areas limited. Arrange
meeting with fire brigade

Compliance

I Low Risk
I Tolerable Risk

I High Risk

Mol Answered

4

Building No 2
No Risk rating Completed Outstanding | Comments
1 High 0 1 Skip not lockable new waste
company contract being
arranged
14 Tolerable 10 4 In progress
Compliance
I L ow Risk
I Tolerable Risk
I High Risk

Mol Answered
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Building No 3
No Risk rating | Completed Outstanding Comments
0 High
15 Tolerable 14 1 Arrange meeting with fire
brigade
Compliance
N L ow Risk
B Tolerable Risk
B Hich Risk
Not Answered
Building No 4
No Risk rating | Completed Outstanding Comments
0 High 0
12 Tolerable 11 1 Arrange meeting with
fire brigade
Compliance
I | ow Risk
B Toierable Risk
B High Risk

Not Answered
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Building No 5
No Risk rating Completed Outstanding Comments
6 High 5 1 Fire doors awaiting costs
and timescales and budget
12 Tolerable 10 2 Flammable sign
Arrange meeting with fire
brigade

Compliance

B Low Risk
I Tolerable Risk

B High Risk

Mol Answered
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Audit Committee

INTERNAL AUDIT PLAN 2024-25

Purpose

The purpose of this paper is to provide the Audit Committee with an update on
progress in implementing the internal audit plan for 2024-25.

Background
At the Audit Committee meeting held in November 2024 the Committee approved

the plan for 2024-25. Following discussion with Azets and key personnel within the
college the review dates were finalised as per the table below.

Review Date of review

Staff wellbeing February 2025

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

Learner retention, attainment and progression | April 2025

Risk management workshop May 2025

The review of staff wellbeing is complete and the report is currently being finalised.
Discussions are also taking place with regard to the timing and format of the risk
management workshop.

Action

The Committee is asked to note progress in implementing the internal audit plan
for 2024-25.

Jennifer McLaren
Vice Principal, Finance and Estates
11 March 2025
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Audit Committee
COLLEGE ROLLING AUDIT ACTION PLAN

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

Action

The Committee is asked to note the latest position.

Jennifer McLaren
Vice Principal, Finance and Estates
11 March 2025
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2023-24 — (1 August 2023 - 31 July 2024)

Status March 2024 March 2025
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2
- 2 3 - - -
Completed recommendations by extended
deadline (subject to Internal Audit Review) - - - - - -
Outstanding recommendations on target
- - - - - 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.
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COMPLAINTS REPORT

The report provided the latest complaint statistics and trend analysis for the period
running from 1 November 2024 to 31 January 2025, which is Quarter 2 of academic
year 2024-25.

BACKGROUND

All colleges in Scotland must adhere to the Scottish Public Sector Ombudsman’s (SPSO)
Model Complaints Handling Procedure. Our Complaints Policy aligns with this model,
viewing complaints as opportunities to enhance our services and aiming for swift
resolution. We participate in SPSO training to stay informed. New training is now available
from SPSO to support us in adapting our complaints process to be child-friendly reflecting
The United Nations Convention on the Rights of the Child (Incorporation) (Scotland) Act
2024. We will bring an amended policy to the committee later this year.

This report fulfils the SPSO’s reporting requirement to share this information quarterly.
Complaints provide valuable insights into our culture and performance and are now also
reported in the annual Self-Evaluation Action Plan (SEAP) which is part of the new
Tertiary Quality Enhancement Framework (TQEF).

The number of complaints continue to remain very low compared to the number of
students enrolled and are lower than the same period last academic year. This supports
staff feedback that to date, students seem more settled and satisfied this year Feedback
supported by the results from the Student Association’s Sparkle survey

COMPLAINTS RECEIVED 1 NOVEMBER 2024 TO 31 JANUARY 2025

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 2 2024-25

Upheld Part Upheld | Not Upheld | Resolved | Open Total
Level 1 1 5 4 1 1 12
Level 2 0 0 1 0 0 1
Total 1 5 5 1 1 13

Even when not upheld, most complaints are resolved to the complainants’ satisfaction. In

case this is not possible and the complainants disagree with the outcome, we always
signpost complainants to the SPSO to let them ask for an independent review.
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Detail of Complaints in Q2 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 2 2024-25

Category Upheld Part Not Resolved | Open Total
Upheld Upheld

Delivery staff action 0 2 1 1 0 4
Manager action 0 1 1 0 0 2
Standard of service 0 2 2 0 0 4
Student action 1 0 1 0 0 2
Support staff action 0 0 0 0 1 1
Grand Total 1 5 5 1 1 13

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

Count of...

Total

Access, Employability and Business, Creative and Computing, Engineering and Care, Health and Sport
Schools Enterprise Built Environment

O N W s Ny~ 00

Faculty or Service ~

COMPARISON TO QUARTER 2 2023-24

In the same Quarter 2 period in 2023-24, 22 complaints were raised, far more than current
quarter where 13 complaints were raised. Staff are generally reporting a calmer year with
students this year, at least to date.
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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 13
Q3 Feb-Apr | 15 24 17 12
Q4 May-Jul | 18 8 18 7
Total 46 58 61 52 24 to date

COMPLAINTS TO OMBUDSMAN

In this quarter, we are not aware of any complaints which have been escalated to the
Ombudsman. This option is open to all who have gone through the complaints process.

Conclusion

The number of complaints in quarter one was from fewer than 0.1% of currently
enrolled students. In this period, one complaint was not resolved during the normal
time period due to repeated cancellation of meetings with the complainant.

Action

The committee is asked to note this paper.

The committee can read the Principal’s regular updates for positive feedback on staff and
the college from students and stakeholders.

Simon Earp

Vice Principal, People, Performance and Improvement
11 March 2025
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