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6 June 2024

Audit Committee
Meeting of 14 March 2024

Present:

Richard Lockhart (Chair, Non-executive member)

Seonaid Crosby (Vice Chair and Non-executive member)
Sue Stahly (Non-executive and Senior Independent member)
Rehela Hussain (Non-executive member)

Shelagh Fraser (Support Staff member)

In attendance:

Jackie Galbraith (Principal)

Alex Linkston (Chair of the Board of Governors and Non-executive member)
Ashley Bickerstaff, (Azets Internal Auditors)

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)

Presentation from the Student Association Development Officer, Micole
Cochrane: LGBT Charter Going for Gold

The committee was given a presentation on the LGBT Going for Gold Charter. The
committee was impressed with the project planning and systematic approach that
had been taken to achieve the award and highlighted the high degree of support and
commitment given to the project by all staff involved.

The project has driven significant change across the college, including system
changes that enable students to be able to select pronouns at the point of enrolment
and to change their name in-course. The committee noted specific services
implemented as part of the project, including the Ask Ally service which is already
well used by students for advice and support.

The Committee asked if the college uses data on staff and students in LGBT
categories to ensure we address all the needs of all staff and students. It was
confirmed this data is available for analysis and can be shared with members.

The committee complimented the Student Association on the success of this
achievement and noted the hard work completed to achieve the Charter. The
committee noted that retention of Gold Charter status is based on a 3-year review
and there are planned initiatives included in the action plan to ensure we have
evidence of continuing progress at the end of the 3-year period.
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The Principal acknowledged the Student Association Development Officer’s
leadership and commitment to driving the project through to completion. The
committee gave thanks to the Student Association Development Officer and the
project team.

1 Committee Administration

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

Apologies were noted from Tony Sharkey (Vice Chair of the Board of
Governors), David Eardley and Gillian Callaghan, (Azets Internal
Auditors). The Chair welcomed Ashley Bickerstaff, (Azets Internal
Auditors) who was in attendance to present the Azets IT Report.
Apologies were also noted from Sarah-Jane Linton, (Vice Principal
Learning and Attainment).

1.2 Declarations of Conflicts of Interest
There were no declarations of conflicts of interest noted.
1.3  Minutes of the Previous Meeting of 30 November 2023

The minutes of the meeting of 30 November 2023 were accepted as a
correct record.

1.4  Matters Arising
The committee noted that actions 1 and 2 from the meeting of 30

November 2023 have been completed and that action 3 will be
completed as part of the agenda for the meeting of 6 June 2024.

2 Matters for Committee Attention
21 Information Systems and Digital Infrastructure Report
The Head of Information Systems and Digital Infrastructure drew the
committee’s attention to the key points in the paper, including upgrades
to improve the connection with the JANET network, replacement of
fibre connections across the college and upgraded CCTV.
Committee attention was drawn to the cyber assessment risk table

highlighting status against the NIST framework. Discussion took place
on actions to be taken to mitigate high risk areas.

AC/06062024/Sharepoint 2



Action: To Approve Agenda Item: 1.3

West Lothian College Paper 1

6 June 2024

2.2

The committee noted the Teams telephony project is in progress and
work on the data portal to include the ability to analyse data on
intersectionality is continuing.

Progress is being made on the development of a centralised
timetabling system and the committee was informed the college is
collaborating with other colleges to seek out best practice. The
committee noted the positive input from faculty staff which is helping to
move this forward.

The committee enquired about the timescale for completion on the
MFA project and was assured this is in hand for completion by June
2024, with a 3-month contingency extension built in.

The committee commented that this is a reassuring report and thanked
the Head of Information Systems and Digital Infrastructure’s team for
their positive work.

The Vice Principal, People, Performance and Improvement informed
the committee the college will meet with the Scottish Funding Council
who want to visit the college to learn from our information systems
developments. The committee agreed an update on this visit would be
useful.

Action 1: Vice Principal, People, Performance and Improvement
To report to the Audit Committee meeting of 6 June 2024 on the
outcomes of the Scottish Funding Council visit

Health and Safety Quarterly Report
The Health and Safety Officer introduced the paper.

The increase in the number of students coming forward asking for
mental health support was noted. One RIDDOR incident resulted from
a member of staff who had an accident resulting in a more than 7-day
incident report. The committee noted a fire risk assessment was
carried out with two identified actions.

The committee noted that comprehensive auditing of faculties has re-
commenced and that policies and procedures, which were still under
review at the last meeting, have now been reviewed and updated.

The committee noted the Health and Safety Officer was invited by
College Development Network to attend the UK National Association of
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2.3

Colleges quarterly Health and Safety Forum, enabling sharing good
practice with other colleges.

The Health and Safety Officer is working with the Active Campus
Co-ordinator to support staff physical and mental health. The
committee noted the Mental Health awareness training carried out for
managers and the achievement of the Epilepsy Friendly Award.

The committee heard a new system is being explored which would help
reduce the volume of health and safety paperwork and provide a data
dashboard to record and report incidents.

The committee asked if there is a need to refresh First Aiders to be
able to address the types of incidents students are presenting with. The
Health and Safety Officer confirmed the current first aid team are
comfortable they are able to deal with these incidents. The Principal
highlighted these additional concerns are coming from an increased
number of younger school students.

The committee noted general progress and plans to complete on
actions by the summer. The committee agreed the report gives the
committee reassurance and was content to note the report.

Internal Audit: Progress against Plans and Reports
(i) Internal Audit Review of IT Strategy Report

The Vice Principal, Finance and Estates introduced the paper
and handed over to Azets who discussed the programme of
work, governance and oversight of the strategy.

One area of improvement highlighting the need for a long-term
financial plan for information technology developments was
discussed. The committee noted that information technology is
critical to all aspects of college work and annual planning is not
effective. The difficulties of allocating finance on a longer-term
basis was noted. Azets confirmed a plan could highlight longer
term developments with identified risks but with the caveat that
the plan could change in line with financial allocations. The
committee discussed good practice that could be identified from
other organisations. The Principal noted we already have
organisational plans that are linked to finance requirements.
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24

2.5

The committee highlighted that end users should be consulted
on the plan to manage expectations.

The committee noted the Internal Audit Report

Action 2: Vice Principal, People, Performance and
Improvement

Develop a 5-year Information Technology financial plan to
deliver on the Information Technology strategy.

(ii) College Rolling Action Plan Update

The committee was content the three outstanding
recommendations were completed within the timescale agreed.

The action plan update was noted.
Sector Update Internal and External Auditors

There were no points of update from Internal or External Auditors to
this meeting.

The committee noted there is a meeting of college internal and external
auditors at the end of March 2024 and that an update from this will be
brought to the 6 June 2024 committee meeting.

Key Performance Indictors
Complaints Report

The Vice Principal, People, Performance and Improvement referred to
the slight uptick in complaints which centred around a college closure
due to adverse weather and complaints from four evening students
who were unaware of the closure.

The committee noted that information is posted on the college website
and through social media but the issue arose due to the students not
being fully enrolled at the time. The committee was informed changes
have now been made to the Business Continuity Plan to improve
communications.
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All complaints were completed and resolved within the required
timescale.

The committee noted the report.
2.6 Business Continuity Planning Report

The committee was informed about the training exercise on a cyber
security attack carried out for the management forum by the Chief
Information Security Officer on 28 February 2024. The event was found
to be useful with good learning points identified.

The committee noted Boxphish training is now available for staff and
students.

The committee noted that further Business Continuity activities are
planned including an event with Dr Elaine Cook, Depute Chief
Executive Education, West Lothian Council Education Services on
lessons learned from the handling of incidents in West Lothian
Schools.

It was noted the period of reporting should read December 2023 to
March 2024.

The committee noted this report.

3 Matters for Committee Information

3.1 Industrial Action

The Principal updated the committee on the continuing industrial action
and the college approach to staff who withhold results under Action
Short of Strike.

It was confirmed the Chairs Committee and Finance and General
Purposes Committee have discussed this in detail and firmly endorse
this approach.

The committee noted lecturers refusing to submit results from the week
after students finish will have 100% of salary deducted. The Principal
confirmed the down week in May has been changed to a teaching
week to allow staff more time to complete on teaching and
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assessment. The Principal confirmed that local EIS branch views had
been shared with the Finance and General Purposes Committee at the
meeting of 7 March 2024 and that meetings with the local branch are
continuing.

The committee asked what lecturing staff feedback has been received
regarding this approach. The Principal confirmed that staff views were
mixed with a small number of staff feeling annoyed that the college is
taking this approach and other staff agreeing with salary deduction
because they do not agree that colleagues should withhold student
results.

The committee noted the Principal’s update and expressed the hope
that the industrial dispute will be resolved soon and this action will not
be required.

4 Any Other Business
There was no other business.

5 Review of Committee and Supporting Papers

The committee noted the supporting papers are useful and agreed the quality
and quantity of the papers are very good.

The Complaints report format was highlighted as particularly useful due to the
inclusion of trend analysis.

The committee agreed the Health and Safety Report is good but would benefit
from the inclusion of trend analysis comparing statistics from 2019 and 2023.

The committee agreed Internal and External Auditors should be asked if
benchmarking data on college sector themes can be provided, particularly
around financial health.

Action 3: Board Secretary and Governance Advisor

To request trend analysis and benchmarking data for inclusion in future
reports.
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6 Date of Next Meeting

The date of the next meeting of Audit Committee will be Thursday 6 June
2024, commencing at 10.30 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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Matters Arising / Action update from the Audit Committee Meeting of
14 March 2024

Action 1: Vice Principal, People, Performance and Improvement
To report to the Audit Committee meeting of 6 June 2024 on the outcomes of the
Scottish Funding Council visit.

Action Status: In Progress

Simon to provide a verbal update following SFC visit May 2024.

Action 2: Vice Principal, People, Performance and Improvement
Develop a 5-year Information Technology financial plan to deliver on the
Information Technology strategy.

Action Status: In Progress

Action 3: Board Secretary and Governance Advisor
To request trend analysis and benchmarking data for inclusion in future reports.

Action Status: Completed
Audit Scotland will produce a Colleges Overview Report between March-June
2024 which will include benchmarking data. Some comparative information may

be available from the AAR Reports of 2022-23.

Azets and Audit Scotland will flag any areas of concern raised through Audit
Scotland Auditor FE Sector meetings at each Audit Committee meeting.
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COMMITTEE REMIT 2024-25

Introduction

The Audit Committee Remit for 2024-25 has been revised as follows:

e Point 2.2 has been amended to highlight the need for accountancy expertise in
this committee.

e A strengthening of the process for scrutiny of risk management was brought
forward by members during previous evaluation discussions and is noted at point
4.1.2.

e Point 7.3 has made amended to take account of recent re-structuring of the
Executive Team and a change to job titles.

Action

The Audit Committee is asked to note the changes and approve the remit for
2024-25.

Jenny Stalker
Board Secretary and Governance Advisor
6 June 2024
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Author: Jenny Stalker
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Review date: 3 June 2025
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1 Terms of Reference

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

2 Membership

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

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

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

3 Reporting

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

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

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

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

4.1.2 The Committee will scrutinise and challenge the Strategic Risk
Register mitigations and scores and advise the Board of
Governors on the effectiveness of risk management. The
Board of Governors will have overall responsibility for scrutiny
of the Strategic Risk Register tolerances, mitigations and
scores
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

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

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

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

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

4.1.7 Assurances relating to the corporate governance requirements
for the organisation.

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

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

The Committee will review the college’s key performance indicators.

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

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

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

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

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

The Audit Committee may:

5.1  Co-opt additional members for a period not exceeding a year to provide
specialist skills, knowledge and experience
5.2  Procure specialist ad-hoc advice at the expense of the organisation,
subject to budgets agreed by the Board.
6 Access
6.1 Internal Auditors and External Auditors will have free and confidential

access to the Chair of the Audit Committee.

7 Meetings

The procedure for meetings is:

71

7.2

7.3

7.4

7.5

7.6

7.7

The Audit Committee will meet at least four times per year. The Chair
of the Audit Committee may convene additional meetings as deemed
necessary.

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

Audit Committee meetings will normally be attended by the Principal, a
representative of Internal Audit, the Vice Principal (Finance and
Estates), the Vice Principal (People, Performance and Improvement)
and a representative from appointed External Auditors.

The Audit Committee may ask any other officials of the organisation to
attend or assist it with its discussions on any particular matter.

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

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

The Board may ask the Audit Committee to convene further meetings
to discuss particular issues on which they want the Committee's
advice.
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7.8  Committee members are encouraged to attend Board Strategy Events.

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

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

8.2  Areport from Internal Audit summarising:

e key issues emerging from Internal Audit work

¢ management response to audit recommendations

e significant changes to the audit plan

e any resourcing issues affecting the delivery of Internal Audit
objectives

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

o Proposals for the Terms of Reference of Internal Audit

. The Internal Audit Strategy

o Internal Audit’s Annual Opinion and Report

o External Audit Planning Memorandum

o Draft Annual Financial Statements

J External Audit Management Report/Letter

o Report on any proposals to tender for Internal Audit functions

The above suggests minimum requirements for inputs to be provided to the
Audit Committee. In some cases, more may be provided.

9 Review of Audit Committee Remit

This remit shall be reviewed on an annual basis. The next review will be
3 June 2025.
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Audit Committee
INFORMATION SYSTEMS (IS) AND DIGITAL INFRASTRUCTURE (DI) REPORT
Introduction

This paper provides an update on key works and projects scheduled for completion
in 2023-24 and for start-up in 2024-25. It links to the strategic aims as contained with
the college’s Digital Strategy.

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

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

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

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

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

for teaching, learning and administrative tasks

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

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

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

transformation is environmentally responsible and sustainable.

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

Cyber Security

Work continues to progress projects which formed the basis of the Cyber Risk
Technical Assessment (CRTA) outlined in the March report.
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Chief Information Security Officer (CISO) as a service

Account discussions continue with Barrier Networks with a view to extending the
provision through 2024-25, with a proposal and quote under review. A meeting with
Darren Clement from HEFESTIS to explore CISOaas options as part of our ongoing
evaluation, took place on 9 May, as part of a potential shared services model. A final
decision is due by the end of July 2024 and an update will be provided at the next
meeting.

Cyber Security Scorecard

As part of the CISOaas process we embarked on using a Cyber Security Scorecard
which rates our cybersecurity posture. Currently the college score sits at 94%

A grade compared to 91% reported in the March report. This is a reflection on the
work the DI Team has undertaken as part of the wider CISOaas process.

Endpoint and Patch Management Platform

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

Cyber Essential plus (CE+) Accreditation

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

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

As part of the colleges ongoing asset replacement strategy and in support of
planning for the new academic year, orders have been placed for an additional 150
HP desktop PCs and an additional seven Clevertouch interactive panels at a

combined investment of ¢.£100k.

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

Teams Telephony
Discussions continue with our current and prospective suppliers regarding our move

to Teams telephony, with procurement processes underway and commencement of
a new agreement by 1 October 2024.
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The revised solution will bolster college business continuity planning and will provide
another channel of communication in terms of business resilience.

Multi-Functional Device (MFD) Project

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

INFORMATION SYSTEMS
Aim 3: Utilising Data at the Core of Business Decisions
Data Dashboard Project

We are continuously advancing the design and functionality of our Power BI
dashboards to enhance data accessibility and user-friendliness. The development of
the Power Bl ecosystem continues, with new dashboards now available for credit
predictions and current position analysis. Additionally, a new dashboard for
withdrawal analysis has been completed, offering granular information on withdrawal
volumes and reasons, assisting management in identifying key areas for
improvement. Creating these dashboards is one aspect of our strategy to increase
staff adoption and foster a data-driven culture.
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Surveys

The college's approach to carrying out surveys, as outlined previously, has been
very successful. The induction survey witnessed another significant increase in
participation this year, while the SPARKLE survey saw a marginally increased
response rate. Work has been undertaken to ensure use of neutral questions,
prevent survey fatigue and encourage engagement with the minimum of staff
intervention.

The Student Satisfaction and Engagement Survey (SSES), which ran from week
beginning 4 March until 26 April 2024, completed with an engagement rate that has
reduced on last year, although the satisfaction rate for our students remains high.
A full analysis of this will be sent to the Learning and Teaching Committee in due
course.

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

E-Portfolio replacement

Work on creating a specification for an ePortfolio system to replace SmartAssesor
within the Unit-E environment is ongoing. Wireframe and prototype creation have
been finalised and work has started on determining the functional requirements for
the system. Once the specification has been completed and signed off, it will be sent
to our development consultants to obtain estimates for the development timeline and
associated costs. Completion and agreement of the specification is due by 31 July
2024.

Aim 5 - To develop and use digital systems to drive effectiveness and
efficiency and Aim 3: Utilising Data at the Core of Business Decisions

Centralised timetabling solution

Efforts are ongoing to enhance and streamline the timetabling process at the college.
After initial discussions with Learning and Skills Managers (LSMs) to standardise
timetable templates within currently used systems, it was determined that the
complexity of such a system requires a more comprehensive approach.
Consequently, a specification has been created for a system that allows staff to input
and update timetable information directly from the database using Unit-E Online
Services. The implementation plan is structured into three stages:

e The first stage focuses on data entry

e The second stage entails clash checking and data validation
e The final stage involves the integration of reporting functionalities.
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This specification has been shared with Directors and LSMs and our development
consultants to obtain estimates for the development timeline and associated costs,
with implementation expected by December 2024 in preparation for timetable
creation for 2025-26.

Aim 6 — To integrate artificial intelligence in learning and support
Predictive and Prescriptive Analytics

The college continues to explore the possibility of new machine learning
technologies to develop predictive models that can identify students who are at risk
of early withdrawal or who may struggle to achieve their desired qualifications.

By utilising data that is already collected at the point of application, such as students'
prior qualifications and socio-economic background, tools can be developed to help
staff identify at-risk students and provide targeted support to help them succeed.

To ensure any innovative technologies implemented are of the highest quality, the
college is collaborating with specialist organisations such as The Data Lab, an
innovation centre that helps organisations leverage data to drive growth and improve
services. Additionally, the college is engaging in discussions with other educational
institutions, including New College Lanarkshire and Ayrshire College who are also
investigating similar research avenues.

A recent meeting with staff from the Scottish Funding Council, including SFC’s Chief
Information Officer, showed promise in the sharing of ideas and possibilities in this
field and with the sector going forward.

The college is committed to exploring all potential technologies that could benefit our
students and staff, while maintaining a diligent and ethical approach.

Action

The committee is asked to note the paper.

Bill Dunsmuir
Head of Information Systems and Digital Infrastructure
6 June 2024
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HEALTH AND SAFETY QUARTERLY REPORT

Introduction

This report covers the period January to March 2024. In addition to the usual
operational responsibilities, Health and Safety activities in this quarter involved
initiating departmental audits, progressing the procurement of a new health and
safety system, and further work on the Prevent duty and lone working training in the
light of a rise in concerning behaviours.

Accidents, Incidents, Near Misses and Investigations

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

The college records accidents, incidents and near misses on HSF1 forms. There
were 38 HSF1 forms returned in this period compared to 31 in 2023 (see table 1
below). There were two RIDDOR reports this period. In all cases, each HSF1 report
is fully investigated by the college’s Health and Safety Officer. Please see Appendix
1 for details of all investigations during this period.

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

Incident Category 2024 2023
Jan - Mar Jan - Mar

Accident 17 12
First Aid 17 17
Sports injury 0 2
Incident 0 0
Police Incident 0 0
Near Miss 2 0
Dangerous Occurrence 0 0
Violence 2 0
38 31

Jan - Mar Jan - Mar

Sports 1 2
Slips, Trips and Falls 4 5
Handling (cuts, burns etc) 6 10
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Struck by Equip/Object/Vehicle

Pre-existing condition or illness 1

Chemical/Substance

Contact with electricity

Violence - threat

Violence resulting in injury

Accidents out with College

Mental Health (Self harm/Overdose)

Unfamiliarity of Process or Equipment

OO0 |O|=~0O|lw w|lw

Other

O OINIO|= OO0 |O |00 W

TOTAL 3

(]

w
-

ESCALATION OF INCIDENTS

Ambulance call outs

Taken to hospital

Police call outs

N [= |k~ |O

RIDDOR

o O N |O

Scheduled Events

The Health and Safety Officer continued with auditing the Computing, Engineering
and Built Environment faculty, the audits completed in this period were for the
Engineering, Motor Vehicle and Electrical workshops. The details of the audit
findings are attached in Appendix 2.

The Health and Safety Officer was asked to chair the College Development Network
Health and Safety meeting which is attended by all colleges in Scotland. These
meetings are a good opportunity for each college to discuss areas they are working
on and any concerns or information sharing and are also attended by the Health and
Safety Executive.

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 | 11 March 2024

Minutes from meeting have been posted on SharePoint | Yes
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Actions raised at Health and Safety 13 Action points 6
committee 20 November 2023 against Health

and Safety

Officer

Outstanding 1
Next meeting scheduled for 12 May 2024

Employer’s Liability Insurance

Aviva Employers Liability Insurance

Expires on 31 July 2024

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

o0 |o0|o

Risk assessments

Number of Risk Assessments (RA) due for review

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

Number of new Risk Assessments

2 maternity
assessments

RA for pedestrian and
vehicle movement - full
campus

First Aid Risk Assessment

Next review August
2024

Fire Risk Assessment

Fire Risk Assessment in place

Yes

Review Date

December 2024

Health and Safety Policy

Policy Statement approved by

Jackie Galbraith

Next Review date June 2024
Responsibilities currently unassigned 0

Health and Safety Policies and Procedures Review due date
Accident, Incident and lll-Health Reporting Procedure February 2025
Adverse Weather Policy August 2024
College Closure Policy August 2024
Lone Working Procedure December 2024
Inspection and Auditing Procedure February 2025
Emergency Evacuation Procedure August 2024
Work Placement Procedure August 2024
Day Trips, Overseas Trips and Residential Procedure February 2025
Counter Terrorism Procedure January 2025
Risk Assessment Procedure October 2024
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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) 19 March 2024
Last emergency evacuation drill (evening) 28 March 2024
Next emergency evacuation drill (daytime) September 2024
Next emergency evacuation drill (evening) September 2024
Staff Health and Wellbeing and Learning and Development
. Following a review of the staff mandatory training, and approved by the

executive leadership team during this quarter, the college will be
implementing a biennial cycle for the staff mandatory training. This is taking
into consideration the feedback from staff and research within the wider
college sector. New staff joining the college will be required to complete the
training within eight weeks from their start date. This new training will be

launched on 1 August 2024.

J The BRIT challenge ran in March which was a college-wide initiative to

encourage individuals to get active.

. The team concluded delivery of the NHS Mentally Healthy Workplace for
Managers training to all college managers. During evaluation positive
feedback has been provided with managers now in a position to provide
consistent mental health support across the organisation and also understand

how to support their own mental health.

o Following this training the college launched the Mental Health Support
Volunteers, a group of volunteer staff who can provide support to any
colleagues who are struggling, or would benefit from support, with their mental

health.

. Staff activity and fitness timetables were refreshed and shared for 2024,
delivered by our Active Campus Coordinator. There are fitness classes as

well as other classes and activities across the week.

. A nine-week Couch to 5k program for staff and students was launched.
o A virtual financial wellbeing presentation was delivered.
J During Eating Disorder week in February information from the charity Beat

was shared with staff.

o March was Endometriosis Awareness Month. Various resources and support

groups were highlighted to staff.
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o Our annual Wellbeing Wednesday event was held in February. This is a day

where a range of health and wellbeing activities are available for staff to
engage with, as much or as little as they would like including thought
provoking speakers on mental health and stress, activities to promote
relaxation including pottery painting and sound healing plus fitness activities.
The day was very well received with really positive feedback.

The Health and Safety Officer provided toolbox talk sessions on Lone Working and
Keeping Yourself Safe (operating safety alarms) to staff in the Student Association
and Learning Centre.

In addition, there were three sessions arranged for work-based assessors regarding
Lone Working and Keeping Yourself Safe on External Site Visits, Working From
Home and Online Meetings.

Changes to Legislation/Guidance

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

The Lothian and Borders Contest Group, of which the college is a member, were
invited to hosted their quarterly meeting at the college. The next meeting will take
place in the Scottish Borders Council offices in Melrose and will be attended by the
Health and Safety Officer who is the colleges Prevent Officer. Martyn’s Law,
Emergency Preparedness and changes to ACT Awareness Training continue to
dominate conversations.

College Improvement Works

The decarbonisation of Building No.4 is nearing completion with the exception of
some snagging works. The Air Source Heat Pumps are now fully operational which
sees the removal of fossil fuel use in this building. The new windows which relate to
this project are installed to the west and south elevations of the building with all other
areas are being completed in July 2024 as part of the next project.

Continuous Improvement

Following the conclusion of procurement processes, demonstrations of the new
Health and Safety system, SmartLog were provided to the Systems Review Group,
Learning and Skills Managers and the Estates team to show how the system will be
used. Feedback is being used to formulate an implementation plan for the new 2024-
25 academic year.

Due to ongoing concerns raised at the Health and Safety Committee regarding the
increase of vaping on campus, a number of changes were made to the Smoking
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Policy, including its renaming to the Smoking and Vaping Policy. The revised policy
has been sent to Ash Scotland for feedback, and once these recommendations are
incorporated, the policy will be sent for approval. Once approved, the Health and
Safety committee will discuss roll out, training and inclusion in staff and student
inductions.

Two of the evening estates cleaning team volunteered to be first aiders and after
their training were given the college’s internal presentation, Teams first aid site and
training section, first aiders chat option to share good practice, first aid room location
and equipment available to be used on campus. The two new first aiders are
available during term time five days a week in the evenings.

One of the same members of staff also volunteered to be a Fire Marshal and was
given a toolbox talk on how to check areas, what areas to check safely including
refuge points. They are waiting on dates from the Learning and Development Officer
on external training on Fire Marshal’s role which includes live fire extinguisher
practice.

Recommendation

The Audit Committee is asked to note this report.

Emily Purdie
Health and Safety Officer
6 June 2024
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Appendix 1 — Health and Safety Officer Investigation Findings

Accident,
Incident,
Near Miss

HSF1 Detail

Investigation

1 08/01/2024

Accident

Student was hit in the face
with a ball when playing
football, first aider attended
and ice pack applied

No further action

2 10/01/2024

First aid

Student took a seizure, first
aider attended and was able
to return to class

No further action

3 10/01/2024

First aid

Student fainted and first aider
attended, another student
drove them home

No further action

4 16/01/2024

First aid

Student tripped in class and
banged into their key, first
aider attended and dressed
the wound, returned to class

No further action

5 16/01/2024

First aid

Student was experiencing
back pain, first aider attended
and schools team informed,
student went back to school
on the bus and was met by
parent

No further action

6 17/01/2024

Accident

Student was cutting a piece of
wood with a saw when it
slipped cutting finger, first
aider attended and applied
bandage, student was able to
return to class

No further action

7 18/01/2024

First aid

Student took a seizure, first
aider was in attendance, was
able to go home in a taxi

No further action

8 23/01/2024

Accident

Student was cutting food and
cut hand with the knife, first
aider attended and dressed
wound, student was able to
return to class

No further action

9 25/01/2024

First aid

Student took a violent seizure
and once came around ran
away, members of staff
followed to ensure they were

Care plan was
available but had
not been shared
with lecturers who
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ok, no care plan available, were teaching the
parent came to collect student
10 25/01/2024 | Accident Lecturer was buffering the Due to being an
table legs for the student who | over 7-day injury it
was having a seizure above was reported
to prevent them hurting under RIDDOR
themselves as they had fallen
under a fixed table, the
student kicked the lecturer
and they injured their ankle.
Member of staff was then
signed off work
11 26/01/2024 | First aid Student felt wood dust go into | No further action
their eye, first aider attended
and flushed eye out then
returned to class
12 30/01/2024 | First aid Student required first aid after | No further action
catching their fingernail as
previously hurt it, bandage
applied and they returned to
class
13 30/01/2024 | Accident Member of staff was coming | Estates asked if
onto campus past the area had been
entrance on their bike when gritted they
they skidded on ice and came | informed that it
off their bike. They did not ask | had been in the
for first aid but had discomfort | morning.
in their ribs for a few days but | Requested for a
continued to work gritting schedule
that has time/date
stamp to confirm
when completed.
14 06/02/2024 | Accident Student was in a car boot Health and Safety
working and other student investigates to
was standing holding the boot | establish why
lid they stood up and banged | student was sent
the top of his head on the alone over to
clasp resulting in concussion, | Information Point
feeling nauseous and dizzy with suspected
reported this to lecturer and concussion,
then went to the toilet, was lecturer was not
then sent over to a first aider | aware of the
process
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15 06/02/2024 | First aid Student took a migraine and | No further action
first aider sat with them until
parent arrive to collect
16 08/02/2024 | First aid Student started to feel faint, Student had a care
then started to take a seizure, | plan but it was not
first aider attended, called for | shared with the
an ambulance but instead lecturer taking the
advised paramedic would call | class - Health and
back. Advised to get checked | Safety discussed
at hospital, they went by taxi | with manger to
with some friends to A&E ensure all shared
17 26/02/2024 | Accident Student cut finger cutting No further action
food, first aider attended and
applied plaster
18 27/02/2024 | First aid Student had a supportive boot | No further action
for an ankle operation and
that was rubbing, asked for
first aid to replace a bandage
19 28/02/2024 | Accident Student was dancing at break | No further action
and fell and hurt knee, first
aider attended applied ice
pack and dressing applied
returned to class
20 01/03/2024 | Near miss | Cloak rack fell next to where | Dept asked
a client was sitting getting hair | Estates to the
washed attach to the wall.
As this was not
possible, it needs
not to be over-
filled
21 04/03/2024 | Accident Student was chiselling a
piece of wood and it slipped
and cut their thumb, first aider
attended and applied
bandage, they went home
and were going to go to GP
22 06/03/2024 | Accident Student was visiting for big Health and Safety
build using sawdust and spoke to school
some blew into their eye, first | teacher and
aider attended and they confirmed student
confirmed ok, student didn’t was ok
want it flushed out and was
ok to continue
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23 07/03/2024 | Accident Student banged their head off | No further action
boot in car park and felt
swelling, first aider attended
when in class and given ice
pack, went home with another
student
24 11/03/2024 | Accident Student was working in Health and Safety
canteen using products and investigated what
handling food, did not wear chemicals being
gloves and took an allergic used and ensured
reaction. First aider attended | training consistent
and advised to go to chemist | with hospitality
for antihistamine identified
difference in
instructions given
by each dept for
same products
The rep for
supplying
company being
called in to review
products
25 13/03/2024 | First aid Student had smoked a vape Health and Safety
with the drug SPICE, first posted information
aider attended, student to first aid teams
unresponsive, ambulance page about signs
called parent called and to look for and
parent arrived and student treatment of spice
came around and was taken | and requested
home. The school was WLDAS to deliver
informed training for
management and
first aiders
26 14/03/2024 | First Aid Client was walking up stairs No further action
and has COPD and struggled
to breath, they sat and caught
their breath and then went
home
27 14/03/2024 | Near Miss | A piece came away from the | Health and Safety
glass entrance doors at witnessed and
Building No 1 and missed a spoke to estates to
visitor who was standing next | investigate. The
to it. piece appeared to
have been
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knocked in an
earlier incident
where there had
been a scuffle at
the door making
the part loose.
Estates confirmed
door was safe and
would contact door
company to repair

visitor came onto campus for
a meeting, another visitor
proceeded to chase them off
campus. Account at the time
from a staff member
suggested a knife might have
been seen. Estates confirmed
they were off campus, police
were called and CCTV
checked for ID and knife.
There was no knife evident.
Police investigation ongoing.

28 14/03/2024 | Accident Member of staff pulled out a The force of trolley
trolley with carpet tiles from a | as heavy caught
cupboard, let roll and banged | finger, carried on
into their thumb when they working then went
went to the other side to stop | to A&E and
it advised it was

broken, became a
RIDDOR report as
off for more than 7
days off work

29 15/03/2024 | Accident Student burnt palm of hand No further action
with hot pan lid, first aider
attended, burn dressing
applied

30 15/03/2024 | First aid Member of staff was placing Health and Safety
waste into Euro Bin when lid | investigated and
caught hand, placed an ice hand scraped off
pack and continued working lid as not opened

enough

31 18/03/2024 | Violence Incident happened when Full investigation

carried out by
senior team
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when it flipped up and hit
them on the nose, first aider
attended and applied ice pack

32 19/03/2024 | First aid Student punched a wall in No further action
anger, first aider attended and
given ice pack
33 19/03/2024 | Accident Student was leaning on a Estates are aware
table when it collapsed of these tables
Member of staff reported breaking and have
table had collapsed to estates | had to remove a
where it was removed few from use
34 20/03/2024 | First aid Student breathed in smoke Spoke to lecturer
from outdoor classroom, has | who wasn’t aware
a history of asthma, first aider | of asthma and
attended placed reasonable
adjustment for
working away from
fire
35 21/03/2024 | Accident Member of staff was Staff member did
removing the plastic from the | not seek first aid
roof part of the canopy they as was aware it
were installing was wearing needed stitches
gloves as per the guidance and went to A&E
instructions but couldn’t get and was off work
purchase to remove film so but less than 7
took off glove and plastic was | days
sharp and cut into fingers
36 25/03/2024 | Accident Student was leaning on table | Was reported to

H&S who
discussed with
estates to remove
the tables. The
student’s nose
was extremely
swollen, informed
them of the
importance of
keeping on the ice
pack to reduce the
swelling they
weren’t using it.
They felt dizzy and
was going to drive
to hospital,
suggested that
they don’t drive
and get a lift.
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Estates to check
all desks of same
make to ensure no
more broken

37 26/03/2024 | First aid Student had been fighting the | No further action
night before and hurt their
hand, advised to go to A&E,
they went back to class

38 27/03/2024 | First aid Student fainted on bus to No further action
college, at break and also the
day before as well, first aider
attended and no treatment
given, advised to go see GP
went home with some friends
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Appendix 2 Audit of Computing, Engineering, Built Environment (CEBE)

Electrical, Engineering and Motor Vehicle

CEBE - Electrical
Actions completed
raised
Safe Place of Work 17 10
Safe System of Work 3 2
Work Equipment 8 2
Accident Reporting and Investigation 1 1
Health and Welfare 7 4
Information, Instruction and Training 3 3
Personal Protective Equipment 3 0
CEBE - Engineering
Actions completed
raised
Safe Place of Work 11 4
Safe System of Work 2 2
Work Equipment 4 3
Accident Reporting and Investigation | 1 1
Health and Welfare 12 5
Information, Instruction and Training 3 0
Personal Protective Equipment 9 1

CEBE - Motor vehicle
Actions completed
raised
Safe Place of Work 10 3
Safe System of Work 1 1
Work Equipment 10 3
Accident Reporting and Investigation 1 0
Health and Welfare 3 1
Information, Instruction and Training 4 2
Personal Protective Equipment 2 0
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Audit Committee

INTERNAL AUDIT

Progress against 2023-24 plan

The risk management workshop took place on 2 May 2024 where the 2024-25
risk register was discussed and the Board’s risk tolerance agreed for each of the
strategic risks.

A review of assessment was carried out in mid-May 2024 and the report will be
considered at the September 2024 meeting of the Audit Committee.

There is one outstanding review for 2023-24, core financial systems, which was due
to take place in early June. Due to a key member of the finance team being on long
term sick absence the decision was taken to postpone the review until the start of
2024-25.

Action

The Committee is asked to note the update.

Jennifer McLaren
Vice Principal, Finance and Estates
6 June 2024
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Audit Committee

COLLEGE ROLLING AUDIT ACTION PLAN

The College Audit Action Plan shows progress in implementing previously agreed
Internal Audit recommendations. The attached table shows the position as at June
2024.

Action

The Committee is asked to note the latest position.

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

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

Completed recommendations by extended
deadline (subject to Internal Audit Review)

Outstanding recommendations on target

Total
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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
2024 by a longer-term financial strategy orjstrategic financial planning for West and, with the college sector Infrastructure 2024
plan over its intended lifetime. We  |Lothian College that the finances subject to SFC annual funding jand Information
did note that as part of the annual  |required to deliver the Digital Strategy  |allocations, we are not able to [Systems

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.
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Audit Committee

AUDIT PLAN 2023-24

An annual audit plan has been prepared by Audit Scotland, the college’s external
auditors, for the year ended 31 July 2024 and is attached to this paper.

The document summarises the audit approach, significant audit risks and areas of
key judgement. It also outlines the key communications with the college during the
course of the audit, accounting issues and other issues considered to be of interest.

Action

The committee is asked to note the annual audit plan for the year ended 31 July
2024.

Jennifer McLaren
Vice Principal, Finance and Estates
6 June 2024
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Introduction

Summary of planned audit work

1. I, Brian Battison, have been appointed by the Auditor General for Scotland as
external auditor of West Lothian College for the period from 2022/23 until
2026/27. The 2023/24 financial year is therefore the second of my five-year
audit appointment.

2. This document summarises the work plan for my 2023/24 audit. The main
elements of the audit include:

e an audit of the annual report and financial statements and an opinion on
whether they give a true and fair view and are free from material
misstatement

e an audit opinion on regularity and other statutory information published
with the financial statements in the annual report, including the
Performance Report, Governance Statement, and the Remuneration
and Staff Report

e consideration of arrangements in relation to wider scope areas:
concluding on the financial sustainability of West Lothian College and a
review of the Governance Statement

e consideration of Best Value arrangements

e provision of an Independent Auditor’'s Report expressing my opinions
on the different elements of the annual report and financial statements
and an Annual Audit Report setting out conclusions on the wide scope
areas.

Respective responsibilities of the auditor and West Lothian
College

3. The Code of Audit Practice sets out in detail the respective responsibilities of
the auditor and West Lothian College. Key responsibilities are summarised below.

Auditor responsibilities

4. My responsibilities as appointed auditor are established by the Public Finance
and Accountability (Scotland) Act 2000 and the Code of Audit Practice (including

supplementary quidance) and guided by the Financial Reporting Council’s Ethical
Standard.

5. Auditors in the public sector give an independent opinion on the financial
statements and other information within the annual report and financial
statements. We also review and report on the wider scope arrangements in place


https://www.audit-scotland.gov.uk/uploads/docs/report/2021/as_code_audit_practice_21.pdf
https://www.audit-scotland.gov.uk/uploads/docs/report/2021/as_code_audit_practice_21.pdf
https://www.audit-scotland.gov.uk/uploads/docs/um/as_code_audit_guidance_21_supp.pdf
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at West Lothian College. In doing this, we aim to support improvement and
accountability.

West Lothian College responsibilities

6. West Lothian College is responsible for maintaining adequate accounting
records and internal controls and preparing financial statements for audit that give
a true and fair view. They are also required to produce other reports in the annual
report and financial statements in accordance with applicable requirements.

7. West Lothian College has the primary responsibility for ensuring the proper
financial stewardship of public funds, compliance with relevant legislation, and
establishing effective arrangements for governance, propriety, and regularity
that enable them to deliver their objectives.

Adding Value
8. My team and | aim to add value by:

e tailoring audit work to the circumstances of West Lothian College and
the audit risks identified;

e being constructive and forward looking;

e providing independent conclusions; attending meetings of the Audit
Committee; and

e by recommending and encouraging good practice.
9. In so doing, we will help West Lothian College promote improved standards

of governance, better management and decision making, and more effective
use of resources.



Annual report and financial statements | 5

Annual report and financial
statements

Introduction

10. The annual report and financial statements are an essential part of
demonstrating West Lothian College’s stewardship of resources and its
performance in the use of those resources.

11. As appointed auditor, | am required to perform an audit of the financial
statements, consider other information within the annual report and express a
number of audit opinions in an Independent Auditor's Report in accordance with
International Standards on Auditing (ISAs) in the UK, Practice Note 10 from the
Public Audit Forum which interprets the ISAs for the public sector, and guidance
from Audit Scotland.

12. My team and | focus our work on the areas of highest risk. As part of our
planning process, we perform a risk assessment highlighting the audit risks
relating to each of the main financial systems relevant to the production of the
financial statements.

Materiality

13. The concept of materiality is applied by auditors in planning and performing
the audit, and in evaluating the effect of any uncorrected misstatements on the
financial statements. | am required to plan my audit to obtain reasonable
assurance about whether the financial statements are free from material
misstatement. The assessment of what is material is a matter of professional
judgement over both the amount and the nature of the misstatement.

Materiality levels for the 2023/24 audit

14. We assess materiality at different levels as described in Exhibit 1. The
materiality values for West Lothian College are set out in the table below.
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Exhibit 1
2023/24 Materiality levels for West Lothian College

Materiality Amount

Planning materiality — This is the figure we calculate to assess the £457,000
overall impact of audit adjustments on the financial statements.

Materiality has been set based on our assessment of the needs of

the users of the financial statements and the nature of West Lothian

College’s operations. For the year ended 31 July 2024, we have set

our materiality at 2% of gross expenditure based on the audited

financial statements for 2022/23.

Performance materiality — This acts as a trigger point. If the £343,000
aggregate of errors identified during the financial statements audit

exceeds performance materiality, this could indicate that further

audit procedures are required. Using our professional judgement,

we have assessed performance materiality at 75% of planning

materiality.

Reporting threshold (i.e. clearly trivial) — We are required to £23,000
report to those charged with governance on all unadjusted
misstatements more than the ‘reporting threshold' amount.
materiality. We have set this at 5% of planning materiality.

Source: Audit Scotland

Significant risks of material misstatement to the financial
statements

15. Our risk assessment draws on our cumulative knowledge of West Lothian
College, its major transaction streams, key systems of internal control, and risk
management processes. It is informed by our discussions with management,
meetings with internal audit, attendance at committees, and a review of supporting
information.

16. Audit risk assessment is an iterative and dynamic process. Our assessment of
risks set out in this plan may change as more information and evidence becomes
available during the progress of the audit. Where such changes occur, we will
advise management, and where relevant, report them to those charged with
governance.

17. Based on our risk assessment process, we identified the following significant
risks of material misstatement to the financial statements. These are risks which
have the greatest impact on our planned audit procedures. Exhibit 2 summarises
the nature of the risks, management’s sources of assurance over these risks, and
the further audit procedures we plan to perform to gain assurance over the risks.



Annual report and financial statements | 7

Exhibit 2
2023/24 Significant risks of material misstatement to the financial statements

Significant risk of

Management’s Planned audit response

material misstatement sources of
assurance

Risk of material
misstatement due to
fraud caused by
management override
of controls

As stated in ISA (UK)
240, management is in
a unique position to
perpetrate fraud
because of
management’s ability to
override controls that
otherwise appear to be
operating effectively.

Owing to the
nature of this risk,
assurances from
management are
not applicable in
this instance.

Assess the design and implementation of
controls over journal entry processing.

Make inquiries of individuals involved in the
financial reporting process about
inappropriate or unusual activity relating to
the processing of journal entries and other
adjustments.

Test journals at the year-end and post-
closing entries and focus on significant risk
areas.

Consider the need to test journal entries
and other adjustments throughout the year.

Evaluate significant transactions outside the
normal course of business.

Assess the adequacy of controls in place for
identifying and disclosing related party
relationship and transactions in the financial
statements.

Assess any changes to the methods and
underlying assumptions used to prepare
accounting estimates compared to the prior
year.

Substantive testing of income and
expenditure transactions around the year-
end to confirm they are accounted for in the
correct financial year.

Focussed testing of accounting accruals
and prepayments.

Estimation in the e Discussions

valuation of land and with ext_ernal
buildings professional
valuers.

e Full valuation
report provided

There is a significant
degree of subjectivity in
the valuation of land

and buildings. by external
Valuations are based on professional
valuer.

specialist and
management
assumptions, and
changes in these can

Evaluate the competence, capabilities and
objectivity of the professional valuer.

Obtain an understanding of the
management’s involvement in the valuation
process to assess if appropriate oversight
has occurred.

Review the information provided to the
external valuer to assess for completeness.

Critically assess the adequacy of West
Lothian College’s disclosures regarding the
assumptions in relation to the valuation of
land and buildings.
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Significant risk of Management’s Planned audit response

material misstatement sources of
assurance

result in material
changes to valuations.

Due to the inherent
complexity and
subjectivity risks
regarding land and
building valuations, a
significant risk of
material misstatement in
the 2023/24 valuations
has been identified.

Source: Audit Scotland

18. As set out in ISA (UK) 240: The auditor’s responsibilities relating to fraud in an
audit of financial statement, there is a presumed risk of fraud over the recognition
of revenue. There is a risk that revenue may be misstated resulting in a material
misstatement in the financial statements. We have rebutted this risk as the
majority of funding is received from the Scottish Funding Council. This funding is
clearly communicated and can be readily agreed to third party confirmations. In
addition, West Lothian College’s other income streams comprise high volume and
low value transactions, and we have concluded there is limited opportunity or
incentive to manipulate the recognition of income in the financial statements.

19. In line with Practice Note 10: Audit of financial statements and regularity of
public sector bodies in the United Kingdom, as most public-sector bodies are
net spending bodies, the risk of material misstatement due to fraud related to
expenditure recognition may in some cases be greater than the risk relating to
revenue recognition. We have rebutted this risk as the main expenditure
streams of West Lothian College can be readily forecast based on a predictable
pattern of spend and mainly comprise a high volume of relatively low value
items. We also consider there to be limited incentive and opportunity for the
manipulation of expenditure recognition in the financial statements.

20. We have not, therefore, incorporated specific work into our audit plan in these
areas over and above our standard audit procedures.

Other areas of audit focus

21. As part of our assessment of audit risks, we have identified an area where we
consider there is a risk of material misstatement to the financial statements. Based
on our assessment of the likelihood and magnitude of the risk, we do not consider
this to represent a significant risk. We will keep this area under review as our audit
progresses. The area of specific audit focus is as follows:
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Estimation in the valuation of pension asset/liability: The present
value of the retirement (pension) obligations depends on several factors
that are determined on an actuarial basis using a number of
assumptions. Any changes to supporting assumptions caused by errors
in the information provided to the actuary, or through late information,
could result in a material misstatement to the financial statements.

We will assess the scope, independence and competence of the
professionals engaged in providing estimates for pensions and review
appropriateness of actuarial assumptions. We will establish West
Lothian College’s arrangements for ensuring the reasonableness of
professional estimations and the accuracy of information provided to the
actuary by West Lothian College.



Wider Scope and Best Value | 10

Wider Scope and Best Value

Introduction

22. Reflecting the fact that public money is involved, public audit is planned and
undertaken from a wider perspective than in the private sector. The Code of
Audit Practice sets out the four areas that frame the wider scope of public
sector audit and requires auditors to consider and conclude on the effectiveness
and appropriateness of the arrangements in place for each wider scope area in
audited bodies.

23. In summary, the four wider scope areas are:

e Financial management — this means having sound budgetary
processes, sound financial management, including the strength of the
financial management culture, accountability, and arrangements to
prevent and detect fraud, error, and other irregularities.

e Financial sustainability — relates to whether the body is planning
effectively to continue to deliver services, including consideration of
financial sustainability in the medium (two to five years) to longer term
(longer than five years).

e Vision, leadership, and governance - this relates to the clarity of
plans in place to deliver the vision, strategy, and priorities adopted by
West Lothian College, including the effectiveness of the governance
arrangements to support delivery.

e Use of resources to improve outcomes — relates to how West
Lothian College demonstrates economy, efficiency, and effectiveness
through the use of financial and other resources.

24. The Code of Audit Practice includes provision for a tailored audit approach
where an audited body is less complex owing to its size and its limited financial
activity. The provision permits the wider scope audit work to be focussed on a
review of the annual governance statement, associated with the related audit
opinion expressed in the independent auditor’s report; and concluding on the
financial sustainability of the body and the services that it delivers over the
medium to longer term.

25. We have considered both quantitative and qualitative factors in our
assessment of audit risk at West Lothian College. We have gained an
understanding of the entity through our planning work, the nature of its business
and its current circumstances. In view of the size and the lack of complexity of
its financial transactions, we plan to apply the less complex provision from the
Code of Audit Practice to the 2023/24 audit of West Lothian College.
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Wider scope risks

26. Based on the reduced wider scope audit, we have not identified any
significant risks in the areas set out above.

27. Our planned work on the wider scope areas is risk based and proportionate,
and in addition to local risks, the Auditor General for Scotland may ask us to
consider specific risk areas which are impacting the public sector as a whole.
We have not been asked to consider specific risks for 2023/24 audits, but we
will remain cognisant of challenges identified in prior years such as climate
change.

Duty of Best Value

28. Ministerial Guidance to Accountable Officers for public bodies and the
Scottish Public Finance Manual (SPFM) explain that Accountable Officers have
a specific responsibility to ensure that arrangements have been made to secure
Best Value. Further, the Scottish Funding Council’s financial memorandum
requires the College to have a strategy for reviewing systematically
management’s arrangements for securing value for money. We will be carrying
out a high-level review to confirm that such arrangements are in place within
West Lothian College.


https://www.gov.scot/publications/best-value-public-services-guidance-accountable-officers/
https://www.gov.scot/publications/scottish-public-finance-manual/
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Reporting arrangements,
timetable, and audit fee

Reporting arrangements

29. Matters arising from our audit will be reported on a timely basis and will include
agreed action plans. Draft reports will be shared with the relevant officers to
confirm factual accuracy.

30. We will provide:

e an Independent Auditor’s Report to West Lothian College, the Scottish
Parliament, and the Auditor General for Scotland setting out our
opinions on the annual report and financial statements

e West Lothian College and the Auditor General for Scotland with an
Annual Audit Report containing observations and recommendations on
significant matters which have arisen during the audit and conclusions
on wider scope areas.

31. Exhibit 3 outlines the target dates for our audit outputs set by the Auditor
General for Scotland. In determining the target reporting date, due regard is paid
to the accounts submission date of 31 December 2024. We plan to issue our
Independent Auditor’s Report and Annual Audit Report by the target date.

Exhibit 3
2023/24 Audit outputs

Audit Output Target date Audit Committee

Date
Annual Audit Plan 30 June 2024 6 June 2024
Independent Auditor's Report 31 December 2024 26 November 2024
Annual Audit Report 31 December 2024 26 November 2024

Source: Audit Scotland

32. All Annual Audit Plans and the outputs detailed in Exhibit 3, and any other
outputs on matters of public interest, will be published on our website: www.audit-
scotland.gov.uk.


about:blank
about:blank
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Timetable

33. To support an efficient audit, it is critical that the timetable for producing the
annual report and financial statements for audit is achieved. We have included a
proposed timetable for the audit at Exhibit 4 that has been discussed with
management.

34. We will continue to work closely with management to identify the most efficient
approach as appropriate and will keep timeframes and logistics for the completion
of the audit under review. Progress will be discussed with management and
finance officers over the course of the audit.

Exhibit 4
Proposed annual report and financial statements timetable

@ Key stage Provisional Date

Latest submission date for the receipt of the unaudited annual By 14 October 2024
report and financial statements with complete working papers

package.

Latest date for final clearance meeting with the Director of 13 November 2024

Finance (or equivalent)

Agreement of audited and unsigned annual report and financial 15 November 2024
statements
Issue of draft Letter of Representation and proposed Independent 15 November 2024

Auditor’s Report

Issue of Annual Audit Report to those charged with governance. 19 November 2024

Signed Independent Auditor’'s Report 3 December 2024

Source: Audit Scotland

Audit fee

35. In determining the audit fee, we have taken account of the risk exposure of
West Lothian College and the planned management assurances in place. Fee
levels are also impacted by inflation which increases the cost of audit delivery.
The proposed audit fee for 2023/24 is £26,200 (2022/23: £24,710).

36. In setting the fee for 2023/24, we have assumed that West Lothian College
has effective governance arrangements and will prepare a comprehensive and
accurate set of annual report and financial statements for audit in line with the
agreed timetable for the audit. The audit fee assumes there will be no major
change in respect of the scope of the audit during the year and where our audit
cannot proceed as planned, a supplementary fee may be levied.
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Other matters

Internal audit

37. ltis the responsibility of West Lothian College to establish adequate internal
audit arrangements. We will review the internal audit plan and the results of
internal audit’s work.

38. While we are not planning to place formal reliance on the work of internal
audit in 2023/24, we will review internal audit reports and assess the impact of
the findings on our financial statements and wider scope audit responsibilities.

Independence and objectivity

39. I am independent of West Lothian College in accordance with relevant
ethical requirements, including the Financial Reporting Council’s Ethical
Standard. This standard imposes stringent rules to ensure the independence
and objectivity of auditors.

40. Audit Scotland has robust arrangements in place to ensure compliance with
Ethical Standard including an annual fit and proper’ declaration for all members
of staff. The arrangements are overseen by the Executive Director of Innovation
and Quality, who serves as Audit Scotland’s Ethics Partner.

41. The Ethical Standard requires auditors to communicate any relationships
that may affect the independence and objectivity of the audit team. | am not
aware of any such relationships pertaining to the audit of West Lothian College.

Audit Quality

42. Audit Scotland is committed to the consistent delivery of high-quality public
audit. Audit quality requires ongoing attention and improvement to keep pace
with external and internal changes. A document explaining the arrangements for
providing assurance on the delivery of high-quality audits is available from the
Audit Scotland website.

43. The International Standards on Quality Management (ISQM) applicable to
Audit Scotland for 2023/24 audits are:

e ISQM (UK) 1 which deals with an audit organisation’s responsibilities to
design, implement and operate a system of quality management
(SoQM) for audits. Our SOQM consists of a variety of components, such
as: our governance arrangements and culture to support audit quality,
compliance with ethical requirements, ensuring we are dedicated to
high-quality audit through our engagement performance and resourcing
arrangements, and ensuring we have robust quality monitoring
arrangements in place. Audit Scotland carries out an annual evaluation
of our SoQM and has concluded that we comply with this standard.


https://www.audit-scotland.gov.uk/uploads/docs/um/audit-quality-commitment-to-quality.pdf
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e ISQM (UK) 2 which sets out arrangements for conducting engagement
quality reviews, which are performed by senior management not
involved in the audit to review significant judgements and conclusions
reached by the audit team, and the appropriateness of proposed audit
opinions of high-risk audit engagements.

44. To monitor quality at an individual audit level, Audit Scotland also carries
out internal quality reviews of a sample of audits. Additionally, the Institute of
Chartered Accountants of England and Wales (ICAEW) carries out independent
quality reviews.

45. Actions to address deficiencies identified by internal and external quality
reviews are included in a rolling Quality Improvement Action Plan which is used
to support continuous improvement. Progress with implementing planned
actions is regularly monitored by Audit Scotland’s Quality and Ethics
Committee.

46. Audit Scotland may periodically seek your views on the quality of our
service provision. The team would also welcome feedback more informally at
any time.
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Audit Committee
COMPLAINTS REPORT

The report provides the latest complaint statistics and trend analysis for the period
running from 1 February 2024 to 30 April 2024, which is Quarter 3 of academic year
2023-24.

BACKGROUND

As required by the Scottish Public Sector Ombudsman (SPSO), the college operates
using their Model Complaints Handling Procedure. This encourages us to resolve
complaints at the frontline where possible, as well as maintain a robust approach to
complaints handling. This is supported by our Complaints Policy and regular
engagement with professional update on complaints handling through the College
Development Network Complaints Handling Action Group which includes input from
SPSO colleagues. SPSO guidance requires us to report on complaints quarterly and
annually, as well promoting the ombudsman as an independent arbiter for unresolved
complaints.

In this quarter, the number of complaints were slightly lower than in previous years
(see Table 2) but still within the trend numbers for this time of period.

We continue to take all complaints seriously as these are one of several key sources
of important feedback to the college on our culture and performance. Overall, the
number of complaints remains very low, compared to the number of students
enrolled. Nonetheless, every complaint must be dealt with on its own merits to ensure
the student and customer voice is heard.

During this period, the college’s Complaints Policy was up for review. No changes
were made, but the updated version has now been uploaded to the college website
and internal Sharepoint.

COMPLAINTS RECEIVED 1 FEBRUARY TO 30 APRIL 2024

A summary of the complaints received during this period is presented below:

Table 1: Complaints showing level dealt with and whether upheld or not, Quarter 3 2023-24

Upheld| Part Upheld Not Upheld Resolved Open Total
Level 1 2 2 7 0 0 11
Level 2 1 0 0 0 0 1
Total 3 2 7 0 0 12

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

1
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Detail of Complaints in Q3 2023-24

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

Table 2: Complaints showing category and whether upheld or not, Quarter 3 2023-24

Admissions Practice 0 1 0 0 0 1
Communication 1 0 1 0 0 2
Delivery staff action 0 1 2 0 0 3
Fitness to Study 0 0 1 0 0 1
Standard of Service 2 0 0 0 0 2
Support staff action 0 0 3 0 0 3
Grand Total 3 2 7 0 0 12

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

Q3 Total Complaints By Faculty or Service

3 I I
0 l l .

Business, Creative and Computing Engineering Care, Health and Sport  Information Systems  External Complainant
Enterprise and Built Environment
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COMPARISON TO QUARTER 3 2022-23

In the same quarter 3 period in 2022-23, 17 complaints were raised. With only 12
complaints this year, this is the lowest in Q3 since 2019-20. Despite increased levels of
industrial action compared with last year, students have not raised complaints which is
reassuring.

COMPARISON TO PREVIOUS YEARS

Table 3: Yearly comparison

Number of Complaints
2019-20 2020-21 2021-22 2022-23 2023-24
Q1 Aug-Oct 14 5 14 13 11
Q2 Nov-Jan 17 8 12 13 22
Q3 Feb-Apr 12 15 24 17 12
Q4 May-Jul 3 18 8 18 -
Total 46 46 58 61 45 to date

COMPLAINTS TO OMBUDSMAN

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

Ombudsman.

Conclusion

The number of complaints in quarter three was from 0.2% 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 updates for positive feedback on staff and the college from students and

stakeholders.

Simon Earp

Vice Principal, People, Performance and Improvement

6 June 2024
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Audit Committee
BUSINESS CONTINUITY PLANNING
Introduction

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

Activities

The BCP oversight group continues to meet monthly with two meetings taking place
since the last Audit Committee. A BCP desk top exercise was undertaken by all
college managers on 22 May facilitated by our insurers.

A new BIA (Business Impact Assessment) template is being finalised and is due to
be rolled out in summer 2024. The revised college Business Continuity Plan
approved by Executive Leadership Team.

The Counter-Terrorism Procedure has been revised with an assessment underway
of a new campus alert system.

Boxfish was successfully rolled out on in March to all staff by the Digital
Infrastructure team. The platform combines real-world phishing simulations with
training content and modules with associated actionable data.

Action

The committee is asked to note this paper.

Simon Earp

Vice Principal — People, Performance and Improvement
6 June 2024

AC/06062024/Sharepoint 1
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Audit Committee
Audit Committee Self-Assessment 2023-24
Introduction

The Audit Committee is required to conduct an annual self-assessment of committee
effectiveness and to consider improvements in performance where required.

Identified improvement actions are included in the Board Development Plan.

This paper updates the self-assessment commentary from the 2022-23 review and is
intended to inform discussion at the Audit Committee meeting of 6 June 2024.

Action
The Audit Committee is asked to consider the draft self-assessment for discussion at

the meeting.

Jenny Stalker
Board Secretary and Governance Advisor
6 June 2024

AC/060624/Sharepoint 1



west lothian
college

AUDIT COMMITTEE SELF-ASSESSMENT
2023-24

Committee Audit

Self-Assessment Review Date 6 June 2024

Code of Good Governance Element C: Accountability

Commiittee Self Reflective Feedback

Areas of Strength

Areas for Development

C1 How well do we deliver on our
Outcome Agreement and fulfil the
responsibilities of our grant?

Financial Reports are regularly brought
to the Committee for scrutiny and
approval.

The Audit Committee receives reports
which are sufficiently clear and detailed
to enable scrutiny.

Finance training for new board members.

AC/060624/Sharepoint




The Audit Committee approves the
annual Management Accounts.

C2

How effectively do we set the
appetite for risk and communicate
this to senior staff?

The Board of Governors participates in
an annual Risk Management
Workshop to set the Board’s appetite
for risk.

Recent recruitment has strengthened
Skills and expertise in risk
management.

The Executive Leadership Team is
fully involved in the Risk Management
Workshop with Board Members.

A risk management workshop was
included in the Board Strategy event
on 2 May 2024.

Strengthen committee input to the college
strategic risk register for 2024-25.

C3

How well do we ensure effective
risk management?

Audit Committee receives an update to
the Strategic Risk Register at each
meeting and is able to review risk
ratings on a regular basis.

Audit Committee is made aware of
escalating risks which are reviewed by
the Audit Committee and
recommendations made to the Board
of Governors.

The Audit Committee will scrutinise and
challenge the Risk Register as
appropriate and flag escalating risks to
the Board.

Responsibility for overall challenge and/or
agreement on the Risk Register
tolerances, mitigations and scores should
move to the Board of Governors.

AC/060624/Sharepoint




college’s sustainability through
efficient and effective use of funds
and adequate monitoring and
reporting on use of funds?

reports from the Executive Leadership
Team on funding. These are
scrutinised by the Committee and
recommendations made to the Board
of Governors.

Audit Committee receives quarterly
reports on Health and Safety,
Complaints and Infrastructure and
Cybersecurity for review and approval.

C4 How effectively does the Audit Governance, risk and control
Committee review governance, risk | frameworks are reviewed through
and control frameworks and Committee agenda items at each
engage with internal and external meeting.
auditors to complete on
recommended audit actions? The Audit Committee reviews the
Internal Audit Plan at each meeting.
This includes reviews of Student
Support Services and Annual Reports.
There is a review of the College Rolling
Action Plan at each meeting.
Internal and external Auditors receive
Committee agenda and papers in
advance of each meeting and are able
to participate in meetings.
C5 | How effectively do we ensure the Audit Committee receives regular In the run up to approving management

accounts a member of Audit Committee
should attend F&GP Committee to gain
insight and understanding.

AC/060624/Sharepoint




C6 How well do we ensure compliance

with charitable status?

when reviewing board compliance and
documentation.

OSCAR guidance is taken into account

Provide overview of Charitable Status
duties for Board Members

C: Accountability: Actions - Board Development Plan 2024-25

Code of Good | Action Action Lead Action Deadline

Governance

Element

C1 Carry out training on Scottish Funding Council | Vice Principal, Finance Dec 2024
financial memorandum — primarily regarding Estates
deficit management and reading management
accounts to feed back to SFC.

C2 Strengthen committee input to the college Chair of Audit Committee Dec 2024
strategic risk register for 2024-25.

C5 Member of Audit Committee to attend F&GP | Chair of Audit Committee June 2025
Committee In the run up to approving
management accounts

C6 Carry out training on Charitable Status for all | Board Governance Advisor June 2025
Board Members

Code of Good Governance Element D: Effectiveness

Commiittee Self Reflective feedback

Areas of Strength

Areas for Development

1 How well balanced is the Board
and Committees in terms of skills,
experience, independence, and
knowledge to fulfil their role
effectively?

Audit Committee membership was
reviewed in March 2023 following
recruitment of new Board Members to
ensure the Committee has appropriate
finance and audit skills and expertise.

AC/060624/Sharepoint




Agreed there can be issues with not
enough voting members. Agreed to
approve papers in absentia if that
situation arises.

2 How well do we ensure collective
responsibility for decision making
in the interests of the college and
managing conflicts of interest
appropriately?

Committee membership was reviewed
in March 2023 to maximise the number
of non-executive members in
attendance at meetings.

Committee Members conduct open,
honest and inclusive discussions which
work towards collective decision
making.

Where a conflict of interest has been
identified, Committee Members are
asked to leave the meeting.

3 How effective is new board
member induction and training?

Board Member Induction was carried
out in March 2024.

New Board Members participate in
College Development Network Board
Member Induction training as a
mandatory part of their induction.

Liaison with College Development
Network to develop self-directed training
modules and to incorporate identified
training needs as part of overall
programme of development.

AC/060624/Sharepoint




D: Effectiveness: Actions - Board Development Plan 2024-25

Code of Good | Action Action Lead Action Deadline
Governance

Element

D3 Committee Members to be provided with Board Governance Advisor September 2024

dates for College Development Network
Board Member Induction Training

D3 Committee Specific Training included in Board Governance Advisor September 2024
College Development Network programme
and advised to members.

Code of Good Governance Element E: Relationships and Collaboration

Committee Self Reflective feedback

Areas of Strength Areas for Development

1 How well do we work in partnership | During AY 2023-24 Audit Committee

at local, regional and national level Members participated in a series of

to develop agreed priorities and college presentations prior to each
inform education provision? committee meeting to learn more about
local and regional priorities and how
these inform college strategy.

Audit Committee Members participate in
two Board Strategy Events per
academic year. In January 2024, the
Strategy Event included presentations
and discussion with the West Lothian
Economic Regeneration and Skills
Development Scotland, allowing Board
Members to better understand national
and local economic priorities

AC/060624/Sharepoint 6



2 How well do we achieve commonly
agreed outcomes through effective
consultation and partnership
working?

The college has strong partnership links
with the local authority and employers.
Audit Committee Members are informed
about how the college consults and
works with partners to achieve common
goals through papers brought to the
Committee, regular updates from the
Principal and presentations from Faculty
Directors.

Build in Internal and External Auditor
meetings before and after meetings to
have more input on audit and college
performance against audit criteria.

Audit Committee agenda already
includes engagement with internal and
external. An additional schedule is not
required.

E: Relationships and Collaboration: Actions - Board Development Plan 2024-25

Code of Good | Action Action Lead Action Deadline
Governance
Element
E2 Develop a schedule for Committee Audit Committee Chair Not required
engagement with Internal and External
Auditors
E2 Develop structured discussion with Internal Audit Committee Chair June 2024
and External Auditors at annual meeting.

AC/060624/Sharepoint
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