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30 November 2023

Audit Committee

Minute of Meeting of 14 September 2023

Present:

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

Shelagh Fraser (Support Staff member)

In attendance:

Jackie Galbraith (Principal)

Brian Battison (Audit Scotland)

David Eardley (Azets, Internal Auditors)

Simon Earp, (Vice Principal, Performance and Improvement)
Sarah-Jane Linton (Vice Principal, Learning and Attainment)
Jennifer McLaren (Vice Principal, Finance and Corporate Services)
Bill Dunsmuir (Head of Information Systems and Digital Infrastructure)
Emily Purdie (Health and Safety Officer)

Derek O’Sullivan (Head of HR and People Development)

Jenny Stalker (Board Secretary and Governance Advisor)

1 Committee Administration

11  Welcome and Apologies

The Chair welcomed everyone to the first meeting of 2023-24. Shelagh
Fraser was welcomed to her first meeting as Support Staff member.

Apologies were noted from Sue Stahly (Non-executive member) and
Alex Linkston (Non-executive member in attendance only).

1.2 Declarations of Conflicts of Interest
There were no declarations of conflicts of interest noted.
1.3  Minutes of the Previous Meeting of 8 June 2023

The minutes of the meeting of 8 June 2023 were accepted as a correct
record with the following adjustments:

It was agreed that Seonaid Crosby should be noted as Vice Chair of
the Committee.

Action 1 was noted as an amendment to the meeting of 23 February
2023.
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Audit Scotland requested the sentence referring to the audit fee be
removed. The committee agreed to remove the sentence.

1.4  Matters Arising

The committee noted that all matters arising had been completed.

2 Matters for Committee Attention

2.1 Infrastructure and Cyber Security Update

(i)

AC/30112023/Sharepoint

Information Systems and Digital Infrastructure Report

The Head of Information Systems and Digital Infrastructure
highlighted the re-styling of reporting to link key aims to the
digital strategy. The updated document will be published within
next few weeks.

The committee was informed that additional funding of £83k to
address digital poverty has been received from the Scottish
Funding Council. The committee heard the college is looking
carefully at how the money to build the asset register. The
criteria for use of the money has not changed and the committee
will receive an update on the use of the funding at the November
meeting.

The committee was informed that cyber security work is
progressing after agreeing terms and conditions with the
supplier. A statement of works is now agreed and will be
completed during the October holiday break to minimise
disruption to learning. Multi factor authentication for students is
progressing well.

The committee heard the college is continuing with an ambitious
online services development plan for this academic year which
will include a centralised timetabling solution for the college to
be implemented 2024-25.

The centralised timetabling system was discussed. The
committee was informed this will be an in-house development,
written by the college in-house team. The committee asked if
other existing systems had been considered. It was confirmed
the Systems Development Group had assessed other systems
and it was agreed that we should keep our own key systems in-
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house. The committee asked if we are able to utilise the
commerciality of our own systems development to secure
additional income. The Head of Information Systems and Digital
Infrastructure confirmed we would investigate that.

The committee noted the Student Induction survey is live and
has returned over 1,000 responses after just three weeks of
student attendance. This is providing an early insight into how
students are feeling and managing on course.

The committee noted that the work on the Induction Survey is
excellent and asked that the committee is informed of the
outcomes of the survey and evidence of the impact of early
interventions made as a result of this early feedback.

Action 1: Head of Information Systems and Digital
Infrastructure

To bring an executive summary of impact of Induction Feedback
on student withdrawals to the next committee meeting.

The committee noted that CCTV work will be carried out during
the October break but enquired about possible disruption to
support staff working during that week. The committee was
informed there may be some potential disruption and that staff
will be kept informed as work progresses.

2.2 Health and Safety Update (Quarterly Report)

The committee discussed the Health and Safety Quarterly Report
presented, noting that accident and incident numbers are reduced on
the previous year.

The committee discussed the recent Business Continuity exercise that
highlighted a number of required actions.

The Vice Principal, Finance and Corporate Services informed the
committee the college has always carried out an annual test with
Zurich Insurance to test the Business Continuity Plan. The scenario
used this year was based on PREVENT and the college had
anticipated gaps in procedure due to this being a new area of focus.

The Vice Principal, Performance and Improvement highlighted that
recommendations had not been reviewed at the time of writing the
Health and Safety report, noting that the new team overseeing
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business continuity has been established and would be meeting in the
following week.

The Vice Principal, Performance and Improvement confirmed that
steps have now been taken to address the recommendations. The
committee noted a further business continuity exercise is due to take
place on 8 November 2023 with the full management team.

The Health and Safety Officer confirmed she is working with Police
Scotland to identify training for staff to tie in with PREVENT
recommendations and to develop a plan for next year.

The committee heard the new insurance company will undertake a
further business continuity exercise in June 2024.

The committee noted that ownership of actions should be noted along
with a timeline plan and a re-test should be carried out before June
2024 to mitigate risks. The Vice Principal, Performance and
Improvement confirmed names have now been allocated against
actions and an updated report will be brought to the next meeting. The
Vice Principal, Finance and Corporate Services also confirmed there is
an assigned lead for business continuity within the Risk Register.

Action 2: Vice Principal, Performance and Improvement
To bring an updated action plan to next committee meeting on 30
November 2023.

The Health and Safety Officer discussed the various initiatives that took
place to July 2023, including Fire Marshall training and staff training
carried out through The Scheme on dealing with drugs and drug
overdose. The committee was informed the college has now been
given a supply of Naloxone to administer in the event of a drug
overdose. The committee also heard fire alarm procedures have been
changed to meet the new fire brigade requirements to identify an actual
fire before call outs are made.

The committee noted that health and safety procedures will continue to
be reviewed and updated.

The PREVENT Report was discussed and the committee noted the
majority of actions are green.

The committee asked if RAAC was a concern to the college. The Vice
Principal, Finance and Corporate Services confirmed that our buildings
do not contain RAAC and a return has been made to the Scottish
Funding Council to reflect this.

4
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The committee asked that a communication is sent to staff to keep staff
informed on the situation.

Action 3: Vice Principal, Finance and Corporate Services
To ensure a communication goes out to staff on the college position on
RAAC.

3 Audit Reporting

3.1 Internal Audit: Progress against plan and reports

The Vice Principal, Finance and Corporate Services noted the internal
audit programme for 2023-24. The Learner Journey is being renamed
Assessment and will be reported on in Sept 2024. The IT Strategy will
be reported on in March 2024.

Azets Internal Auditors discussed the revised audit programme for
2023-24.

The committee discussed the two key reports presented to the
committee which completed the 2022-23 plan.

(i)
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HR Staff Induction and Onboarding

Azets noted the key points from the report and confirmed the
committee can be assured the college has robust process
design and implementation.

Points for improvement were discussed. The committee noted
the action to reinforce written procedures and to make these
available to staff.

The mandatory training report was noted. The committee noted
the importance of mandatory training and to ensure that we
continue to work towards 100% compliance.

The committee noted the timeline for the next Internal Audit of
Board Effectiveness as March 2026 and agreed to undertake
aspects of board effectiveness prior to the actual audit:

Board induction
Board enrolment
Self-evaluation
Succession planning
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(ii)

Internal Audit Annual Report

Azets confirmed this is a clean report based on the internal audit
work done. The committee was assured there is reasonable
assurance in the college framework of controls.

3.2 External Audit Update

Audit Scotland confirmed the plan presented to the last audit
committee still stands. The main work will commence during October

2023.

Audit Scotland confirmed work carried out to date has included

communications with Azets, the college and Lothian Pension Fund.

3.3 College Rolling Audit Action Plan

The Vice Principal, Finance and Corporate Services discussed the 5
recommendations within the plan and confirmed these are on target to
complete or are completed.

The committee was content to note this report.

4 General Compliance

4.1 Internal reports

(i)

(ii)
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Staff Mandatory Training

The Head of HR and People Development discussed the
content of mandatory training report and confirmed 92% of staff
fully completed the 2022-23 training. Those who did not
complete received letters instructing them to complete this
year’s training early by 6 October 2023.

The committee asked if all new staff have completed or if
non-completion was an issue with longer serving staff. The
Head of HR and People Development confirmed it was possible
to examine the data and report on this.

The committee thanked the Head of HR and People
Development for the quality of the report.

GDPR Update 2022-23
The Vice Principal, Finance and Corporate Services highlighted
that a section on whistleblowing had been included in this report

as requested by the committee.
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There were no comments on this and the committee was
content to note the report.

(iii) Complaints Report

The Vice Principal, Performance and Improvement confirmed
the two outstanding complaints are still open as students have
yet to reply back to the college. The committee noted the
complaints will be closed off after students are given a further
opportunity to respond to the college.

The committee heard that Action Short of Strike (ASOS) led to a
rise in complaints. The committee was assured the college is
making considerable efforts to make sure any impact on student
outcomes from ASOS is mitigated as far as possible.

The committee was informed we have yet to hear the outcome
of the ongoing legal action. The committee thanked the staff for
their continued participation in this.

The chair noted that a key to Faculty and Services acronyms
should be included in reports for the benefit of the committee.

Action 4: Vice Principal, Performance Improvement
To include a key to Faculty and Service names in future reports.

5 Matters for Information

5.1 Sector Update

Azets Internal Auditors noted the key concerns around RAAC and the
pension situation had already been discussed. Azets discussed the
ongoing financial difficulties being experienced across the sector and
which are impacting on the curriculum in some colleges.

Azets confirmed that training is on Sustainable Development Goals is
being offered as a free development session for Board Members. The
training will be held in Glasgow Central Hotel in October 2023.

Action 5: Board Secretary and Governance Advisor
To circulate invitation to board members.

Audit Scotland discussed sector wide messaging regarding assets
valuations.
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The Principal asked for Audit Scotland’s view on their recent report on
colleges. Audit Scotland agreed to give a presentation on the report to
the next meeting in November 2023.

Action 6: Audit Scotland
To give a presentation on the Audit Scotland Report to the committee
meeting of 23 November 2023.

The Principal discussed the ongoing industrial action situation and
confirmed the Chair of the Board has stated there will be no
compulsory redundancies in West Lothian College.

5.2 Risk Register — Any Matters for escalation or update

The committee noted the previous discussion on Business Continuity
and the update on this to be included in the risk register.

The committee discussed Risk 1.3 relating to Net Zero and the
potential impact on funding pots as a result of Government funding
potentially being diverted to address RAAC issues across the sector.

6 Any Other Business

The committee heard the college has been shortlisted for nine awards at the
CDN Awards ceremony on 30 November 2023 as well as the Green Gown
Sustainability Awards to be held in Liverpool.

The committee noted the college’s success and passed on their
congratulations to staff and students.

The committee were reminded that faculty tour dates have been offered to
board members.

7 Review of Committee and Supporting Papers
The committee agreed that papers are improving and particularly liked the
Digital Infrastructure report aims being linked to strategic aims. The committee
found the summaries from Azets and Audit Scotland useful.
The committee agreed that the number of papers presented was acceptable
and information provided was sufficiently detailed. The committee commented
that it would be useful for the agenda to be sent separately to papers.

The committee also noted it would be useful if the agenda itself could flag
where papers are for approval, attention or note.

8 Date of Next Meeting
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The date of the next meeting will be Thursday 30 November 2023
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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Audit Committee

Matters Arising / Action update from the Audit Committee Meeting of
14 September 2023

Action 1: Head of Information Systems and Digital Infrastructure
To bring an executive summary of the impact of Induction Feedback on student
withdrawals to the committee meeting of 30 November 2023.

Action Status: Complete - On agenda for 30 November meeting

Action 2: Vice Principal, Performance and Improvement

To bring an updated Business Continuity action plan, highlighting progress on
actions and assigned leads, to next committee meeting on 30 November 2023.
Action Status: Complete - On agenda for 30 November meeting.

Action 3: Vice Principal, Finance and Corporate Services

To ensure a communication on the college position with regard to RAAC goes out to
all staff.

Action Status: Complete

Action 4: Vice Principal, Performance and Improvement
To include a key to Faculty and Service names in future reports.

Action Status: Complete — Reflected in the complaints report

Action 5: Board Secretary and Governance Advisor
To circulate an invitation to attend Azets training on Sustainable Development
Goals to board members.

Action Status: Complete
Azets have currently cancelled this training due to circumstances outwith their
control.

Action 6: Audit Scotland
To give a presentation to the committee on the College Sector Audit Scotland
Report at the next meeting on 30 November 2023.

Action Status: Complete
Audit Scotland presentation is included on the 30 November 2023 agenda.
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LETTER OF REPRESENTATION TO AUDIT SCOTLAND

The letter of representation provides assurance to the college’s external
auditors, Audit Scotland, that the board is aware of its responsibilities in

relation to the audit of the annual financial statements for the year ended
31 July 2023.

The Board’s responsibilities are set out in the attached letter which is signed
by the chair of the board of governors on behalf of the board.

Action

The committee is asked to recommend that the letter be signed by the chair of
the board of governors on behalf of the board.

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023
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T: 0131 625 1500 102 West Port v/AUDIT SCOTLAND

E: info@audit-scotland.gov.uk Edinburgh
www.audit-scotland.gov.uk EH3 9DN

30 November 2023
Audit Committee

West Lothian College
Audit of 2022/23 annual report and financial statements

Independent auditor’s report

1. Our audit work on the 2022/23 annual report and financial statements is now substantially
complete. We anticipate being able to issue unqualified audit opinions in the independent
auditor’s report on 5 December 2023 (the proposed report is attached at Appendix A).

Annual audit report

2. Under International Standards on Auditing in the UK we report specific matters arising from
the audit of the financial statements to those charged with governance of a body in sufficient
time to enable appropriate action. We present for the Audit Committee’s consideration our
draft annual audit report on the 2022/23 audit. The section headed “Significant findings and
key audit matters” sets out the issues identified in respect of the annual report and financial
statements.

3. The report also sets out conclusions on the wider scope areas that frame public audit as
set out in the Code of Audit Practice.

4. This report will be issued in final form after the annual report and financial statements have
been certified.

Unadjusted misstatements

5. We also report to those charged with governance all unadjusted misstatements which we
have identified during the course of our audit other than those of a trivial nature and request
that these misstatements be corrected.

6. The total value of unadjusted misstatements is £55,796 relating to licences which should
have been prepaid at 31 July 2023. If corrected, this would decrease net expenditure by
£55,796 and increase net assets in the balance sheet by the same amount.

Fraud, subsequent events and compliance with laws and regulations

7. In presenting this report to the Audit Committee we seek confirmation from those charged
with governance of any instances of any actual, suspected or alleged fraud; any subsequent
events that have occurred since the date of the financial statements; or material non-
compliance with laws and regulations affecting the entity that should be brought to our
attention.



Representations from Accountable Officer

8. As part of the completion of our audit, we are seeking written representations from the
Accountable Officer on aspects of the annual report and financial statements including the
judgements and estimates made.

9. A draft letter of representation is attached at Appendix B. This should be signed and
returned to us by the Accountable Officer with the signed annual report and financial
statements prior to the independent auditor’s report being certified.

Key matters to be reported to those charged with governance

10. We report to the Board of Governors, as those charged with governance, the matters
above our reporting threshold. These have been adjusted for in the financial statements:

e It was identified during our audit work that there had been no transfer of the excess
depreciation on assets held at valuation between the revaluation reserve and income
and expenditure account in 2021/22 and 2022/23. The misstatement identified in
respect of 2021/22 was £0.631 million and 2022/23 was £0.631 million. Management
have amended the financial statements, and a prior year restatement of the financial
statements for the 2021/22 amount has been made on the basis that this represented
a material misstatement.

Outstanding matters

11. There are no areas of outstanding audit work.



APPENDIX A: Proposed Independent Auditor’s Report

Independent auditor’s report to the members of the Board of
Governors of West Lothian College, the Auditor General for
Scotland and the Scottish Parliament

Reporting on the audit of the financial statements

Opinion on financial statements

| have audited the financial statements in the annual report and financial
statements of West Lothian College for the year ended 31 July 2023 under
the Further and Higher Education (Scotland) Act 1992 and section 44(1)(c) of
the Charities and Trustee Investment (Scotland) Act 2005. The financial
statements comprise the Statement of Comprehensive Income, Statement of
Changes in Reserves, Balance Sheet, and Statement of Cash Flows and
notes to the financial statements, including significant accounting policies.
The financial reporting framework that has been applied in their preparation
is applicable law and United Kingdom Accounting Standards, including
Financial Reporting Standard 102 The Financial Reporting Standard
applicable in the UK and Republic of Ireland (United Kingdom Generally
Accepted Accounting Practice).

In my opinion the accompanying financial statements:

e give atrue and fair view of the state of the college’s affairs as at 31
July 2023 and of its deficit for the year then ended;

e have been properly prepared in accordance with United Kingdom
Generally Accepted Accounting Practice; and

e have been prepared in accordance with the requirements of the
Further and Higher Education (Scotland) Act 1992 and directions
made thereunder by the Scottish Funding Council, the Charities and
Trustee Investment (Scotland) Act 2005, and regulation 14 of The
Charities Accounts (Scotland) Regulations 2006 (as amended).

Basis for opinion

| conducted my audit in accordance with applicable law and International
Standards on Auditing (UK) (ISAs (UK)), as required by the Code of Audit
Practice approved by the Auditor General for Scotland. My responsibilities
under those standards are further described in the auditor’s responsibilities
for the audit of the financial statements section of my report. | was appointed
by the Auditor General on 22 June 2023. My period of appointment is five
years, covering 2022/23 to 2026/27. | am independent of the college in
accordance with the ethical requirements that are relevant to my audit of the
financial statements in the UK including the Financial Reporting Council’s
Ethical Standard, and | have fulfilled my other ethical responsibilities in
accordance with these requirements. Non-audit services prohibited by the
Ethical Standard were not provided to the college. | believe that the audit
evidence | have obtained is sufficient and appropriate to provide a basis for
my opinion.


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

Conclusions relating to going concern basis of accounting

| have concluded that the use of the going concern basis of accounting in the
preparation of the financial statements is appropriate.

Based on the work | have performed, | have not identified any material
uncertainties relating to events or conditions that, individually or collectively,
may cast significant doubt on the college’s ability to continue to adopt the
going concern basis of accounting for a period of at least twelve months from
when the financial statements are authorised for issue.

These conclusions are not intended to, nor do they, provide assurance on the
college’s current or future financial sustainability. However, | report on the
college’s arrangements for financial sustainability in a separate Annual Audit
Report available from the Audit Scotland website.

Risks of material misstatement

| report in my separate Annual Audit Report, the most significant assessed
risks of material misstatement that | identified and my judgements thereon.

Responsibilities of the Board of Governors for the financial
statements

As explained more fully in the Statement of the Responsibilities of the Board
of Governors, the Board of Governors is responsible for the preparation of
financial statements that give a true and fair view in accordance with the
financial reporting framework, and for such internal control as the Board of
Governors determines is necessary to enable the preparation of financial
statements that are free from material misstatement, whether due to fraud or
error.

In preparing the financial statements, the Board of Governors is responsible
for assessing the college’s ability to continue as a going concern, disclosing,
as applicable, matters related to going concern and using the going concern
basis of accounting unless there is an intention to discontinue the college’s
operations.

Auditor’s responsibilities for the audit of the financial statements

My objectives are to obtain reasonable assurance about whether the financial
statements as a whole are free from material misstatement, whether due to
fraud or error, and to issue an auditor’s report that includes my opinion.
Reasonable assurance is a high level of assurance but is not a guarantee
that an audit conducted in accordance with ISAs (UK) will always detect a
material misstatement when it exists. Misstatements can arise from fraud or
error and are considered material if, individually or in the aggregate, they
could reasonably be expected to influence the decisions of users taken on
the basis of these financial statements.


http://www.audit-scotland.gov.uk/our-work/annual-audits

Irregularities, including fraud, are instances of non-compliance with laws and
regulations. | design procedures in line with my responsibilities outlined
above to detect material misstatements in respect of irregularities, including
fraud. Procedures include:

e using my understanding of the college sector to identify that the
Further and Higher Education (Scotland) Act 1992 and section
44(1)(c) of the Charities and Trustee Investment (Scotland) Act 2005
are significant in the context of the college;

e inquiring of the college Vice Principal as to other laws or regulations
that may be expected to have a fundamental effect on the operations
of the college;

¢ inquiring of the college Vice Principal concerning the college’s
policies and procedures regarding compliance with the applicable
legal and regulatory framework;

e discussion among my team on the susceptibility of the financial
statements to material misstatement, including how fraud might
occur; and

e considering whether the audit team collectively has the appropriate
competence and capabilities to identify or recognise non-compliance
with laws and regulations.

The extent to which my procedures are capable of detecting irregularities,
including fraud, is affected by the inherent difficulty in detecting irregularities,
the effectiveness of the college’s controls, and the nature, timing and extent
of the audit procedures performed.

Irregularities that result from fraud are inherently more difficult to detect than
irregularities that result from error as fraud may involve collusion, intentional
omissions, misrepresentations, or the override of internal control. The
capability of the audit to detect fraud and other irregularities depends on
factors such as the skilfulness of the perpetrator, the frequency and extent of
manipulation, the degree of collusion involved, the relative size of individual
amounts manipulated, and the seniority of those individuals involved.

A further description of the auditor’s responsibilities for the audit of the
financial statements is located on the Financial Reporting Council’s website
www.frc.org.uk/auditorsresponsibilities. This description forms part of my
auditor’s report.

Reporting on regularity of expenditure and income

Opinion on regularity

In my opinion in all material respects the expenditure and income in the
financial statements were incurred or applied in accordance with any
applicable enactments and guidance issued by the Scottish Ministers.


https://www.frc.org.uk/Our-Work/Audit-and-Actuarial-Regulation/Audit-and-assurance/Standards-and-guidance/Standards-and-guidance-for-auditors/Auditors-responsibilities-for-audit/Description-of-auditors-responsibilities-for-audit.aspx

Responsibilities for regularity

The Board of Governors is responsible for ensuring the regularity of
expenditure and income. In addition to my responsibilities in respect of
irregularities explained in the audit of the financial statements section of my
report, | am responsible for expressing an opinion on the regularity of
expenditure and income in accordance with the Public Finance and
Accountability (Scotland) Act 2000.

Reporting on other requirements

Opinion prescribed by the Auditor General for Scotland on the
audited parts of the Remuneration and Staff Report

| have audited the parts of the Remuneration and Staff Report described as
audited. In my opinion, the audited parts of the Remuneration and Staff
Report have been properly prepared in accordance with the Further and
Higher Education (Scotland) Act 1992 and directions made thereunder by the
Scottish Funding Council.

Other information

The Board of Governors is responsible for the other information in the annual
report and financial statements. The other information comprises the
Performance Report and the Accountability Report excluding the audited
parts of the Remuneration and Staff Report.

My responsibility is to read all the other information and, in doing so, consider
whether the other information is materially inconsistent with the financial
statements or my knowledge obtained in the course of the audit or otherwise
appears to be materially misstated. If | identify such material inconsistencies
or apparent material misstatements, | am required to determine whether this
gives rise to a material misstatement in the financial statements themselves.
If, based on the work | have performed, | conclude that there is a material
misstatement of this other information, | am required to report that fact. | have
nothing to report in this regard.

My opinion on the financial statements does not cover the other information
and | do not express any form of assurance conclusion thereon except on the
Performance Report and Governance Statement to the extent explicitly
stated in the following opinions prescribed by the Auditor General for
Scotland.

Opinions prescribed by the Auditor General for Scotland on the
Performance Report and Governance Statement

In my opinion, based on the work undertaken in the course of the audit:

¢ the information given in the Performance Report for the financial year
for which the financial statements are prepared is consistent with the
financial statements and that report has been prepared in accordance
with the Further and Higher Education (Scotland) Act 1992 and
directions made thereunder by the Scottish Funding Council; and

e the information given in the Governance Statement for the financial
year for which the financial statements are prepared is consistent with



the financial statements and that report has been prepared in
accordance with the Further and Higher Education (Scotland) Act
1992 and directions made thereunder by the Scottish Funding
Council.

Matters on which | am required to report by exception

| am required by the Auditor General for Scotland to report to you if, in my
opinion:

e adequate accounting records have not been kept; or

¢ the financial statements and the audited parts of the Remuneration
and Staff Report are not in agreement with the accounting records; or

¢ | have not received all the information and explanations | require for
my audit.

| have nothing to report in respect of these matters.

Conclusions on wider scope responsibilities

In addition to my responsibilities for the annual report and financial
statements, my conclusions on the wider scope responsibilities specified in
the Code of Audit Practice are set out in my Annual Audit Report.

Use of my report

This report is made solely to the parties to whom it is addressed in
accordance with the Public Finance and Accountability (Scotland) Act 2000
and for no other purpose. In accordance with paragraph 108 of the Code of
Audit Practice, | do not undertake to have responsibilities to members or
officers, in their individual capacities, or to third parties.

Brian Battison, CA
Senior Audit Manager
Audit Scotland

4t Floor

102 West Port
Edinburgh

EH3 9DN

Date:

Brian Battison is eligible to act as an auditor in terms of section 21 of the
Public Finance and Accountability (Scotland) Act 2000



APPENDIX B: Letter of Representation (ISA 580)

Brian Battison, CA
Senior Audit Manager
Audit Scotland

4th Floor

102 West Port
Edinburgh

EH3 9DN

Dear Brian

West Lothian College
Annual report and financial statements 2022/23

1. This representation letter is provided in connection with your audit of the annual report and
financial statements of West Lothian College for the year ended 31 July 2023 for the purpose
of expressing an opinion as to whether the financial statements give a true and fair view in
accordance with the financial reporting framework, and for expressing other opinions on the
regularity of income and expenditure, remuneration and staff report, performance report and
governance statement.

2. | confirm to the best of my knowledge and belief, and having made such enquiries as |
considered necessary, the following representations given to you in connection with your
audit of West Lothian College’s annual report and financial statements for the year ended 31
July 2023.

General

3. | have fulfilled my responsibilities for the preparation of the 2022/23 annual report and
financial statements. All the accounting records, documentation and other matters which | am
aware are relevant to the preparation of the annual report and financial statements have
been made available to you for the purposes of your audit. All transactions undertaken by
West Lothian College have been recorded in the accounting records and are properly
reflected in the financial statements.

4. The information given in the report to the financial statements, including the Performance
Report, Governance Statement and Remuneration and Staff Report, presents a balanced
picture of West Lothian College and is consistent with the financial statements

5. | confirm that the effects of uncorrected misstatements are immaterial, individually and in
aggregate, to the financial statements as a whole. | am not aware of any uncorrected
misstatements other than those reported by you.

Regularity of Expenditure and Income

6. | confirm that, in all material respects, expenditure was incurred, and income applied in
accordance with applicable enactments and guidance issued by the Scottish Ministers.



Financial Reporting Framework

7. The annual report and financial statements have been prepared in accordance with the
Further and Higher Education (Scotland) Act 1992 and directions made thereunder by the
Scottish Funding Council including all relevant presentation and disclosure requirements, the
Charities and Trustee Investment (Scotland) Act 2005, and regulation 14 of The Charities
Accounts (Scotland) Regulations 2006 (as amended).

8. Disclosures have been made in the financial statements of all matters necessary for them
to show a true and fair view of the transactions and state of affairs of West Lothian College at
31 July 2023 and the transactions for 2022/23.

Accounting Policies & Estimates

9. All material accounting policies adopted are as shown in the Statement of Accounting
Policies included in the financial statements. The continuing appropriateness of these policies
has been reviewed since the introduction of IAS 8 and on a regular basis thereafter and takes
account of the requirements set out in the Statement of Recommended Practice on
Accounting for Further and Higher Education. All accounting policies applied are appropriate
to West Lothian College and its circumstances and have been consistently applied.

10. The significant assumptions used in making accounting estimates are reasonable and
properly reflected in the financial statements. Judgements used in making estimates have
been based on the latest available, reliable information. Estimates have been revised where
there are changes in the circumstances on which the original estimate was based or because
of new information or experience.

Going Concern Basis of Accounting

11. I have assessed West Lothian College’s ability to continue to use the going concern basis
of accounting and have concluded that it is appropriate. | am not aware of any material
uncertainties that may cast significant doubt on West Lothian College’s ability to continue as
a going concern.

Assets

12. | have satisfied myself that the carrying amount of assets at 31 July 2023 does not differ
materially from that which would be determined if a revaluation had been carried out at that
date.

13. | carried out an assessment at 31 July 2023 as to whether there is any indication that an
asset may be impaired and have recognised any impairment losses identified.

14. | have provided you with all information of which | am aware regarding any valuation
exercises carried out after 31 July 2023.

15. There are no plans or intentions that are likely to affect the carrying value or classification
of the assets recognised within the financial statements.

16. Owned assets are free from any lien, encumbrance or charge except as disclosed in the
financial statements.



Liabilities
17. All liabilities at 31 July 2023 of which | am aware have been reported in the financial
statements.

18. Provisions have been recognised in the financial statements for all liabilities of uncertain
timing or amount at 31 July 2023 of which | am aware where the conditions specified in IAS
37 have been met. The amount recognised as a provision is the best estimate of the
expenditure likely to be required to settle the obligation at 31 July 2023. Where the effect of
the time value of money is material, the amount of the provision has been discounted to the
present value of the expected payments.

19. Provisions recognised in previous years have been reviewed and adjusted, where
appropriate, to reflect the best estimate at 31 July 2023 or to reflect material changes in the
assumptions underlying the calculations of the cash flows.

20. The accrual recognised in the financial statements for holiday untaken by 31 July 2023
has been estimated on a reasonable basis.

21. There are no plans or intentions that are likely to affect the carrying value or classification
of the liabilities recognised in the financial statements.

Fraud
22. | have provided you with all information in relation to:

« my assessment of the risk that the financial statements may be materially misstated as
a result of fraud

« any allegations of fraud or suspected fraud affecting the financial statements

« fraud or suspected fraud that | am aware of involving management, employees who
have a significant role in internal control, or others that could have a material effect on
the financial statements.

Laws and Regulations

23. | have disclosed to you all known instances of non-compliance or suspected non-
compliance with laws and regulations whose effects should be considered when preparing
financial statements.

Related Party Transactions

24. All transactions with related parties have been disclosed in the financial statements. |
have made available to you all the relevant information concerning such transactions, and |
am not aware of any other matters that require disclosure to comply with the requirements of
IAS 24, as interpreted by the Statement of Recommended Practice on Accounting for Further
and Higher Education.



Remuneration and Staff Report

25. The Remuneration and Staff Report has been prepared in accordance with the
requirements of the FReM to the extent they apply in Scotland and all required information of
which | am aware has been provided to you.

Performance report

26. | confirm that the Performance Report has been prepared in accordance with the
requirements of the FReM to the extent they apply in Scotland and the information is
consistent with the financial statements.

Corporate Governance

27. | acknowledge as Principal on behalf of the Board of Governors my responsibility for the
corporate governance arrangements. | confirm that | have disclosed to the auditor all
deficiencies in internal control of which | am aware.

28. The corporate governance arrangements have been reviewed and the disclosures | have
made are in accordance with the Statement of Recommended Practice on Accounting for
Further and Higher Education. There have been no changes in the corporate governance
arrangements or issues identified, since 31 July 2023, which require disclosure.

Events Subsequent to the Date of the Statement of Financial Position

29. All events subsequent to 31 July 2023 for which IAS 10 as interpreted by the FReM
requires adjustment or disclosure have been adjusted or disclosed. There have been no
material events since the balance sheet date which necessitate revision of the figures in the
financial statements or notes thereto including contingent assets and liabilities.

30. Since the balance sheet date no events or transactions have occurred which though
properly excluded from the financial statements, are of such importance that they should be
brought to your notice.

Yours sincerely

Jackie Galbraith
Principal, Chief Executive and Accountable Officer

Date:



Action: For Approval Agenda Item 3.1

Paper 5

West Lothian College
30 November 2023

Audit Committee

AUDIT COMMITTEE’S ANNUAL REPORT TO THE BOARD OF GOVERNORS
The Financial Memorandum between the college and the Scottish Funding Council
(SFC) states that the Audit Committee must produce an annual report for the Board

of Governors.

The draft report has been prepared in line with SFC guidance and is attached to this
paper.

Action

The committee is invited to discuss and approve the report for the year ended
31 July 2023.

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023

AC/30112023 1
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Audit Committee

AUDIT COMMITTEE REPORT TO THE BOARD OF GOVERNORS
Period: Year ended 31 July 2023

1 Introduction

In complying with the duties of the Audit Committee, as expressed in its Terms
of Reference, the committee has met over the year to consider and review:

the annual financial statements

health and safety reports

financial and other control systems

advice to the Board of Governors on the strategic risk register
significant relevant reports from the Scottish Funding Council and other
bodies.

What follows is a summary for the year, and the committee’s opinion on:
i) Audit Committee Administrative Matters
ii) Internal Audit
iii) External Audit
iv) Other Relevant Matters
2  Audit Committee Administrative Matters

The previous Audit Committee Report to the Board of Governors was submitted
in 2022 and covered the year 1 August 2021 to 31 July 2022.

During 2022-23, membership of the Audit Committee was as follows:

Sue Cook Chair 1/8/22 — 5/3/23

Colin Millar Member 1/8/22— 5/3/23

Richard Lockhart* Member 1/8/22 — 31/7/23
Seonaid Crosby Member 1/8/22 — 31/7/23
Virginia Toyi Member 1/8/22 — 30/4/23
Sue Stahly Member 6/3/23 — 31/7/23
Rehela Hussain Member 6/3/23 — 31/7/23

*Chair from 5/3/23

AC/30112023/Sharepoint 1
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The Principal and Chair of the Board of Governors also attended meetings,
although not members. The Board Governance adviser also attended
meetings.

3 Internal Audit
3.1 The college’s internal audit service was provided by Azets.

The fees for the internal audit work contained in the Accounts was
£30,000.

3.2 During the period August 2022-July 2023 the following areas were
reviewed

(1) Core Financial Systems

(2) Quality Assurance

(3) Staff Induction and Onboarding
(4) IT Support Helpdesk

The reports identified areas for improvement and a rolling action plan has
been produced by the college to ensure that these
improvements are made.

3.3 Risk Workshop
At a risk workshop held in May 2023 and facilitated by Azets the board of
governors discussed risk appetite and agreed a risk tolerance level for
each strategic risk in the 2023-24 risk register.

3.4 Summary of Grades

The table below provides a summary of grades over the last

3 years.

Grade* 5 4 3 2 1| Total
2022-23 0 0 2 4 2 8
2021-22 0 0 1 6 2 9
2020-21 0 0 1 11 0 12

*Grade Definition

5 - Very high risk exposure — Major concerns requiring immediate Board
attention

AC/30112023/Sharepoint 2
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4 - High risk exposure — Absence/failure of significant key controls

3 - Moderate risk exposure — Not all key control procedures are
working effectively

2 - Limited risk exposure — Minor control procedures are not in
place/not working effectively

1 - Efficiency/housekeeping point.

4 External Audit

4.1 The college’s external audit service is provided by Audit Scotland, this is
the first year of a five-year appointment.

Although the college does not appoint the external auditors, the Audit
Committee continues to monitor the scope and quality of their work.

4.2 The fees for the period, as contained in the Accounts, were £17,000.

4.3 Financial Results for the year ended 31 July 2023.

The college generated a deficit before other gains and losses in the year
of £2,796,000 (2022 - deficit of £2,636,000), with total comprehensive
income deficit of £1,932,000 (2022 — surplus of £18,564,000). The total
comprehensive income in 2023 recorded an actuarial gain in respect of
pension funds of £864,000 (2022 — gain of £17,321,000).

The cumulative deficit on the Income and Expenditure account increased
by £1,301,000 from £2,142,000 (restated) deficit to £3,443,000 deficit.

This cumulative deficit comprises of £332,000 for holiday pay accrual,
£2,211,000 for voluntary agreed PFI termination loan, £2,540,000 for early
retirement provisions and £900,000 for trading activities which are partially
off-set by a surplus, £2,540,000 for defined benefit pension obligations
(see Note 14).

The college is reporting net total assets of £6,712,000 in its balance
sheet, which includes deferred Government Grant, reported as deferred
income within creditors. The grant is allocated between creditors due
within one year and due after more than one year as appropriate.

4.4  Audit Scotland will provide an unqualified Audit Report.

AC/30112023/Sharepoint 3
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5 Risk Management

The college is required to implement policies and procedures concerning risk
management.

During 2022-23 the Board of Governors discussed the strategic risk register.
The discussion was facilitated by the Chair of Audit Committee, with input from
all the Committee Chairs, Independent Person and Board Members.

The Strategic Risk Register was presented with an executive summary (heat
map), which highlighted material changes, and key themes or topics, on a
rolling schedule.

6 Health and Safety

The committee received and reviewed regular Health and Safety reports as part
of its remit to provide assurance to the Board of Governors 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.

7  Actual-v-Budget year ended 31 July 2023

Internal Audit
Actual Budget

Cost £30,000* £25,284

*Actual expenditure and days are higher than budget due to additional time
required to conduct the credits, student funds and Education Maintenance
allowance audits

External Audit
Actual Budget

Cost £24,710* £15,360

*Actual costs higher as fees increased in 2022-23. This was notified after the
budget was set

AC/30112023/Sharepoint 4
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Reporting

Statutory Accounts
Management Letter

Notes

Actual Deadline Notes

31 Dec23 31 Dec 23 (1)
31 Dec23 31 Dec?23

(1) This assumes that the Board of Governors approve the accounts.

8 Value for Money

The college has a Value for Money Policy and the Audit Committee is satisfied
that arrangements have been put in place to promote economy, efficiency and

effectiveness.

9 Conclusion

On the basis of the above the Audit Committee is satisfied that the college’s
risk management, control and governance systems are effective.

The board is asked to note this report of activities.

Richard Lockhart
Chair Audit Committee
30 November 2023

AC/30112023/Sharepoint



Action: For Attention Agenda ltem 4.1 (i)

Paper 6
West Lothian College
30 November 2023

Audit Committee
INFORMATION SYSTEMS AND DIGITAL INFRASTRUCTURE REPORT
Introduction

This paper provides an update on key works and projects completed within the first
quarter of the 2023-24 Academic Year and an update on projects due to conclude
within the calendar year.

Please note, as agreed at the committee meeting in June, the following report will
link to the strategic aims as contained with our recently approved Digital Strategy.

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

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

e 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
Infrastructure and campus security

Led by our Digital Infrastructure (DI) Manager, the wider DI team, facilities staff and
contractors for the college concluded on a critical and complex project to upgrade
three core components of the digital infrastructure over the last quarter.

1. The fibre backbone which connects all the buildings on campus. This meant
replacing the 23-year-old structured cabling which runs beneath the campus to
improve connectivity. By modernising the core fibre backbone, we are securing
our position to meet escalating data demands while ensuring the network's
future-proof status for the next 25 years.

AC/30112023/Sharepoint 1
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2. Alongside this we have also replaced all the edge access switches which will
increase security and centralise management. This will increase our visibility on
the network and guarantee we have cutting edge technology at the heart of our
digital infrastructure.

3. Concurrently we have worked closely with our estates colleagues to design and
implement a new CCTV system which improves visibility across the campus and
increases the number of cameras onsite. This new CCTV platform integrates with
other aspects of our digital infrastructure which will enhance security, reduce
maintenance and be scalable for future improvement.

These strategic improvements collectively aim to bolster our digital infrastructure,
guarantee long-term viability, enhance security, and support future growth prospects,
aligning with our overarching business objectives.

Cyber Security

Meetings continue between our CISO (Chief Information Security Officer) and the
digital infrastructure team, with updates continuing into the cyber security risk
register, using the National Institute of Standards and Technology (NIST) framework.

Monthly cyber security table top exercises (TTX’s) continue, with some of the
lessons learned from these, feeding into updates to the DI business continuity plans
for the college.

A revised Cyber Risk Technical Assessment (CRTA) last conducted in May 2021, is
scheduled to be repeated by December 2023, providing the college with a detailed
report to further inform our maturity scoring against the NIST Framework, with an
update due to the committee in March 2024.

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 91%

A grade. This is a reflection on the work the DI Team have undertaken as part of the
CISOaas process. This score fluctuates as new vulnerabilities appear in the wild and
are addressed by the team as a continual process.

AC/30112023/Sharepoint 2
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Aim 2 - To provide services that facilitate, inspire, and enable success for all
Scottish Funding Council (SFC) funding for digital poverty 2023-24

SFC guidance and allocations were announced to the sector on 13 July, with the
college pleased to announce a slight increase in funding from just over £76k in 2022-
23, to £83,104 for the current year.

Orders are in progress to refresh our loan laptop stock available to our students and
to prepare for the January 2024 course intake.

Estate upgrades

A new upgraded Audio-Visual system used in the Campus Café, was installed in
early October and is already being warmly received by users of the space and most
recently as part of our recent graduation ceremony.

In addition, the new Audio Visual (AV) installation in the games hall, was also
installed in October and will prove invaluable in the ongoing support of college and
externally hosted events. The system compromises of a five-metre screen a 4k
projector and speakers to extend sound throughout the whole hall.

New Clevertouch Lux panels have been purchased and are currently being deployed
throughout the campus. These interactive screens enhance the student experience
and provide an ideal platform for staff to deliver digital content throughout the
college.

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

Internal Audit — IT (Information Technology) Helpdesk (Topdesk)

Actions to improve governance, management reporting and effective engagement
with the Helpdesk are due for completion by 31 December 2023.

A draft policy and procedure, containing a Service Level Agreement (SLA) are
currently going through approval stages and work continues around a management
reporting framework and building user engagement survey tools.

Teams Telephony
From 2025, ISDN (integrated services digital network) and PSTN (public

switched telephone network) lines will be permanently turned off. Instead,
every phone line in the UK will be digital, routing calls over IP (internet protocol).
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To prepare for this discussion continue with our current and prospective suppliers
regarding the move to Teams telephony, with a decision on our procurement
strategy due by the end December 2023 and with implementation of a new solution
scheduled by Easter 2024.

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

INFORMATION SYSTEMS
Aim 3 - To use data at the core of business decisions
Data Dashboard Project

The college is actively improving its Power Bl reports, focusing on better design,
enhanced functionality, and user-friendliness for staff.

New data visualisation tools are being developed to spotlight various aspects of
college operations. These dashboards will feature key performance indicators to
assess the college's progress, offer insights into student enrolment trends, and track
application rates for underperforming courses.

We aim to provide Data Portal access to staff before the end of the calendar year.
The current focus is on a credits dashboard that allows staff to view both current and
projected credit statuses through an advanced model, which accounts for estimated
withdrawals among other variables.

Below is an image updating the current progress and outlining the plans for revising
all existing dashboards.

Planning

Al
New . Complete [ | In development . Under review . Legacy

AC/30112023/Sharepoint
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FES (Further Education Statistics) and Credits audit 2022-23

The annual audit of Credits and Student Funds took place over two weeks, which
commenced 4 September with audited submissions sent to SFC by the brought
forward deadline of 29 September.

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

Actual credits claimed for 2022-23 were 47,269 against a target of 46,862. The
college has therefore overperformed in achieving its allocation by 0.87%.

The cycle of returns to SFC has begun already for 2023-24, with our Quarter 1 return
made successfully by the deadline of the 3 November, with the college delighted to
be asked by SFC to test changes for the sector as part of the revised FES ONLINE
submission process.

Predictive and Prescriptive Analytics

Work continues to implement predictive models aimed at reducing early student
dropouts and improving overall student performance. This proactive strategy is
designed to enhance retention rates and increase the number of students reaching
their educational goals.

To further these objectives, ongoing dialogues have been established with The Data
Lab and other organisations with similar goals. These discussions facilitate
collaboration and the exchange of effective practices. Meetings with The Data Lab's
PhD Data Scientist continue to provide expertise and recommendations for refining
our machine learning algorithms, with the goal of creating a model that can
accurately predict student withdrawals and enable proactive support.

The initial proof of concept is complete, and current efforts are on accuracy and
feature engineering. This work will evaluate which data types are the most effective
predictors of student retention and success.

Surveys

The 2023-24 academic year has kicked off with a new set of student surveys,
starting with the student induction survey. This survey aims to evaluate the
effectiveness of the induction process in various domains.

Our survey software has also been updated with improved features. For instance,

students now receive only one message per course, reducing redundancy, and
personalised messages have been introduced to increase engagement.
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The induction survey for 2023-24 is now complete and has received unprecedented
levels of student participation. The next survey, organised by the Student
Association, is scheduled for November. Additionally, the induction survey featured a
new question aimed at estimating the carbon emissions generated by student
commutes.

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

Online Enrolment

As part of the SVQ Enrolment project we discovered a need to update the process
for Online Enrolments to bring it more in line with changes made to the Application
process. The current process is a one size fits all approach which is often time
consuming for students, especially those who are on short courses.

We identified five unique user flows for online enrolment and have tailored and
streamlined these flows to provide a better user experience for our students. Work is
currently underway with ESS (Education Software Suppliers) to develop these new
online enrolment screens.

This has also allowed us to build in greater capture and provision of information to
those students who due to residency requirements may not be eligible for credit
funding, this does not prevent a student enrolling but gives them greater visibility of
their options and requirements. Due to the residency changes from Brexit and other
world events we have seen an increasing number of students where we require to
look closely at the residency requirements with.
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Centralised Timetabling solution

A project has been approved by the Systems Review Group to introduce a revised
centralised timetabling solution for the college. The project has been designated as a
top priority for development and follows on from the recent changes introduced to the
curriculum planning and building process for 2022-23.

Initial scoping work has been undertaken between the Information Systems team
and a representative from the learning and skills managers and further
demonstrations and training will be made available over the next few weeks, with

a further update to the Systems Review Group. The development will look to exploit
enhanced tools within our current student records system and continue our strategic
approach of using our UNIT-e system as the backbone for future development.

Having had further demonstrations of available tools and discussions with other
colleges who have been through a similar undertaking it is clear that process, as well
as system improvements will be required to get the best from the tools. A full process
review is being proposed to the Systems Review Group as the way forward.

Action

The committee is asked to note the paper.

Bill Dunsmuir

Head of Information Systems and Digital Infrastructure
30 November 2023
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Audit Committee
STUDENT INDUCTION SURVEY AND RETENTION
Introduction

This paper provides an overview of the 2023-24 student induction survey and the
early withdrawal figures following discussion at the last committee meeting.

Survey Methodology and Findings

The college undertakes an annual Induction Survey to gauge students' experiences
as they transition into the college environment, gathering feedback on the induction
process, communication effectiveness, course preparedness, and support service
accessibility.

The 2023-24 Induction Survey used the new survey platform and was conducted
over a four-week period. The student body received weekly reminders via SMS and
email to encourage participation. This approach resulted in an unprecedented level
of engagement from the student body. Out of the 2,922 students surveyed, a record
72.3% responded, which equates to 2,113 individuals. For comparison, last year
1,023 completed the survey. For the first time, the survey included part-time
students, expanding the scope and inclusivity of the feedback collected.

This notable response rate provided a rich dataset for analysis and reflected a strong
interest among students in sharing their experiences. Furthermore, 1,416 individual
comments were submitted providing qualitative insights into the induction process

Two new sections were added into the survey this year. The first one was introduced
to allow us to estimate and quantify the environmental impact of student commuting.
The methodology involved collecting data on travel mode and frequency and
calculating precise distances for different modes of travel using the Google Maps
API. Emission factors were then assigned based on the Public Bodies Climate
Change Duties report. The process for estimating weekly commuting emissions
involved several steps, from calculating individual student travel distances and
frequencies to extrapolating total emissions for the academic year.

The second addition to the survey aimed to gauge the interest in various physical
activities on the college campus to provide insights into both the type of activities
preferred and the days on which students would most likely participate. The results
are being used by our recently recruited Active Campus co-ordinator to help develop
new initiatives in conjunction with the Student Association to help improve student
wellbeing,
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The full survey data was made accessible to all staff through Power Bl. This platform
enabled individuals to query data down to a course period level, facilitating a
granular analysis of the responses and allowing for a more nuanced understanding
of the students' feedback and experiences.

The survey revealed that the majority of students had a positive induction
experience, with 87.6% feeling ready to commence their courses and 90.2% feeling
that the induction process was a positive experience.

Areas for improvement identified included website usability and effectiveness and
communication channels and content.

A text analysis of the 1,416 individual comments, revealed the maijority reflecting a
positive sentiment toward the induction experience and also provided some very
helpful insights into individual experiences as well as suggestions for improvements.

The results will be used to improve on a range of central services and processes
with the work overseen by the Admissions Committee which has overall
responsibility for student induction.

Student Retention

The Early Withdrawal report which was considered by the Learning and Teaching
Committee on 15 November (Appendix A) shows that early withdrawal rates overall
have improved this year falling from 2.4% in 2022-23 to 1.9%, with improvements
seen across all four modes. The report outlines the various initiatives which have
been out in place over the last 12 months to help support students and improve their
retention and success.

Whilst it is not possible to establish a causal relationship between the very positive
induction experiences reported by students in the survey and the improvements
seen in withdrawal rates, it is safe to say that providing a very good introduction to
the college and their course will have contributed in helping improve retention rates.

Action

The committee is asked to note the paper.

Bill Dunsmuir
Head of Information Systems and Digital Infrastructure
30 November 2023
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APPENDIX A - EARLY WITHDRAWAL REPORT
EARLY WITHDRAWAL
This report provides the committee with an update on early withdrawals.

The Scottish Funding Council (SFC) set provide guidance on the date by which
colleges cannot claim credits for any students who withdraw before it - referred to as
the early withdrawal or required date. In previous years colleges used a 25% date,
which for full-time courses starting in August was typically 1 November each year.
The 25% figure was also reflected in curriculum planning and student performance
indicator reporting when showing early withdrawals.

A recent guidance change by SFC has effectively reduced the early withdrawal
period. Now, for full-time students, this is five weeks + one day from the course
start date, which was 3 October 2023. Early withdrawal dates for part-time students
vary depending on course start date.

Table 1 - Year Comparison

Early 2021-22 2022-23 2023-24
Withdrawal (at 30 October
2023)

FEFT 88 8.1% 53 4.9% 48 3.6%
HEFT 48 6.4% 23 3.7% 22 3.3%
FEPT 73 1.5% 71 1.7% 21 1.2%
HEPT 7 1.0% 12 2.2% 3 0.3%
Totals 216 3.0% 159 2.44% 94 1.9%

Withdrawals rates continue to fall, providing evidence that the recent initiatives
introduced this year to track and support students are making an impact. However,
we acknowledge that the change in withdrawal date may also have contributed to
this reduction.

Table 2 provides a breakdown of the reasons for withdrawal (it should be noted that
percentage changes are impacted by movements in small numbers of students).

. We have experienced an increase in the following categories:

Caring Responsibility

Family or Relationship Difficulties

Had offer of Other Positive Destination instead of College
Mental and Physical Health

Programme Inappropriate.
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The reasons for withdrawal are collated from forms completed by lecturers. We are
due to launch the withdrawal survey we piloted last year which is sent directly to
students who withdraw to better understand their reasons for doing so. While we
anticipate the response rates will be low, it will provide further insights into the
factors impacting student’s withdrawal.

Learning and Skills Managers are working with course tutors, lecturers and the

student support team to ensure:

e The student learner profile is used by course tutors to predict and support those

at risk of withdrawal

e The TRUST team provide alternative course options for vulnerable students who
need tailored pathways for learning

e Skills coaches are deployed to work with individual students who require
core/meta skills support to aid their learning and help prevent withdrawals

¢ Any pending withdrawals are processed promptly.

Table 2 — Percentage Early Withdrawals by Reason

2021-22 | 2022-23 2023-24 | %age point
(at 30/10/23) change

Caring Responsibility 1.8% 1.2% 2.0% 0.8
Course Difficulties 8.3% 8.3% 5.0% -3.3
Did Not Start Programme 0.5% 0.6% 0.0% -0.6
Family or Relationship Difficulties 41% 1.8% 2.0% 0.2
Financial Difficulties 6.9% 6.0% 5.9% -0.1
Had offer of other positive 11.9% 9.0% 10.9% 1.9
destination instead of college

Homelessness 0.9% 1.2% 0.0% -1.2
Leaving because of Covid 1.4% 0.6% 0.0% -0.6
Mental health 14.7% 11.1% 11.9% 0.8
None of the above 1.4% 5.4% 0.0% -5.4
Physical health 5.0% 4.2% 6.9% 2.7
Programme inappropriate 2.8% 3.6% 14.9% 11.3
Unknown 39.9% 47.0% 40.5% -6.5
Withdrawn before course started 0.5% 0.0% 0.0% 0.0
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HEALTH AND SAFETY UPDATE (QUARTERLY REPORT)

Introduction

The period covered in this report is July to September 2023. Health and Safety
activities in this quarter supported the summer, then the start of the new academic
year, with a new intake of students, as well as progressing policy and procedure
updates.

Accidents, Incidents, Near Misses and Investigations

The monitoring, recording and reporting of accidents, incidents and near misses are
a legal requirement that the college actively promotes across the campus. As well as
meeting the college’s legal obligation, it allows identification of where and how risks
arise, allowing us to add control measures as required.

The college records accidents, incidents and near misses on HSF1 forms. There
were 38 HSF1 forms returned in this period. We note the increase in pre-existing
conditions including epilepsy and Functional Neurological Disorder (FND) this year
and therefore more call outs to first aid team on a daily basis. By comparison, the
same period in 2022 had 23 returns. In any case, each report is fully investigated by
the college health and safety officer. Appendix 1 shows details of all investigations
during this period.

Accidents, Incidents
To Date 2023
30
25
20
15

10

Accident First aid Sports Incident Police Near miss Dangerous Violence
injury Incident Occurrence

Jan - Mar Apr-June July-Sept Oct-Dec
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DETAIL OF ACCIDENTS, INCIDENTS TO DATE

i Sports

20 Slips, Trips and Falls

Handling (cuts,burns etc)

Struck by Equip/Object/Vehicle
W Pre existing condition or illness

I Chemical/Substance

W Contact with electricity

W Violence - threat

m Violence resulting in injury

10

o w 1l

Jan- Mar Apr - June

Data Collection 2023 to date

bl .-

July - Sept

Jan-Mar

Apr-June

July-Sept

Accident

First aid

27

Sports injury

Incident

Police Incident

Near miss

Dangerous Occurrence

Violence

O |0 |0 |0 |0 |N (N

O O|—~|O |0 |O |00 |0

- O |=|O|—= O

TOTAL

31

-—
N

38

Jan-Mar

Apr-June

July-Sept

Sports

Slips, Trips and Falls

Handling (cuts, burns etc)

Struck by Equip/Object/Vehicle

Pre-existing condition or illness

Chemical/Substance

Contact with electricity

Violence - threat

Violence resulting in injury

Accidents out with College

Mental Health (Self harm/Overdose)

N|O|—=|O |0 |0 |0 w (oo (N

OO0 |O |0 |O |01 |~ |O

-
= 1O |= |0 |0 |0 | |N N |~
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Unfamiliarity of Process or

Equipment 0 0 1
Other 0 0 2
TOTAL 31 17 38
Jan- Mar Apr - June July - Sept
Ambulance call outs 0 2 2
Taken to hospital 0 0 3
Police call outs 0 0 0
RIDDOR 0 0 0

Scheduled Events

There were no scheduled events during this period.

Health and Safety Management

The following arrangements are in place to control health and safety risks in order to

meet the legal requirements and show commitment to all stakeholders:

Health & Safety Committee

Last H & S Committee meeting was held on

21 August 2023

Minutes from meeting have been posted on
SharePoint

Yes

Actions raised at H and S committee 12 Action points against 5
health & safety officer
Outstanding 2
Next meeting scheduled for 20/11/2023

Employer’s Liability Insurance

Zurich 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 due for review

An audit of all faculty
paperwork was expected June
2023 by Health and Safety
Officer but delayed due to
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vacancy in post. This is now

underway.

Number of new Risk assessments.

3 maternity assessments
1 Advanced DSE assessment
Risk Assessment for strike

days.

First Aid Risk Assessment - Reviewed by First
Aid Coordinator

Next review August 2024

Fire Risk Assessment

Fire Risk Assessment in place

Yes

Review Date

Scheduled for November 2024

Health and Safety Policy

Policy Statement approved by

Jackie Galbraith

Next Review date June 2024
Responsibilities currently unassigned 0

Health and Safety Procedures Review due date
Accident/Incident Reporting December 2023
Adverse Weather Policy August 2024
College Closure Policy August 2024
Lone Working February 2023*
Inspection and Auditing February 2023*
Emergency Evacuation August 2024
Work Placement August 2024
Excursions February 2023*
COSHH December 2023
First Aid October 2024
Lock out/Tag out February 2023*
Noise at Work February 2023*
Business Continuity Policy Framework August 2024
*review in progress

Fire Safety Actions

Outstanding actions related to fire inspection 0

Overdue actions related to fire inspection 0

Last emergency evacuation drill (daytime)

12 September 2023

Last emergency evacuation drill (evening)

12 September 2023

Next emergency evacuation drill (daytime)

March 2024

Next emergency evacuation drill (evening)

March 2024
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Staff Health and Wellbeing and Learning and Development
Learning and Development

Since 2020 all staff are required to annually undertake mandatory refresher training,
whilst new starts undertake the same training within 4 weeks of start date. This
comprises an e-learning suite of training modules in compliance and best practice
areas such as data protection, health and safety, safeguarding and equality and
diversity.

This approach safeguards the organisation and staff themselves due to regulatory
requirements in areas such as data protection, health and safety, safeguarding,
equality and employment law. It contributes to the college’s people strategy aim of
providing a safe and healthy working environment for staff. Completion rates for the
2022-2023 mandatory training are:

Progress status Percentage of staff
Fully complete 92%

>50% complete 4%

1-50% complete 2%

No training progress 2%

A First Aid Reporting training session was carried out by Health and Safety Officer
for the Campus Cafe staff as well as additional fire marshal training for the new Hair
and Beauty fire marshal.

Staff Health and Wellbeing

e A space for breastfeeding was established in the college during this quarter. This
is for nursing mothers and is available to staff, as well as staff and students. The
college is now accredited as Breast Feeding Friendly.

e During this quarter the following activities were provided as part of the Staff
Experience initiative:

- Free flu vaccination vouchers were offered to all staff with 53 requesting flu
vouchers — these were circulated in October.

- Arange of exercise initiatives were promoted including seated yoga, box fit
classes and general fitness classes. The staff experience health and
wellbeing group includes the newly appointed Active Campus Coordinator to
help promote staff health through exercise. The Active Campus Coordinator
also works on this priority with all students.

- Staff participated in a national ‘Cycle September’ challenge, cycling a total of
783 miles in an initiative to promote active travel and exercise for which the
college placed 15tin the region for its employer size (www.lovetoride.net)
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- Health and wellbeing campaigns were launched including ‘Know Your
Numbers’ with a focus on raising awareness around blood pressure, a
campaign focussing on prostate cancer and information sharing about
maintaining health relating to flu and Covid.

- Regular promotion of employee benefits continued including how to access
sources of money saving, financial support, mental health support and
physiotherapy services.

- Work was undertaken to identify staff mental health support volunteers who
are Scottish Mental Health First Aid trained to provide an additional layer of
support for colleagues.

Changes to Legislation/Guidance

In August, the Health and Safety Executive (HSE) issued a safety notice regarding
the discovery of unsafe bolts on BendPak XPR series two-post vehicle lifts.

BendPak XPR series two-post vehicle lifts have a half-moon-shaped arm restraint
gear on each arm which is either welded or bolted. On some of the lifts where the
arm restraint gear is attached with bolts, the bolts do not meet the required strength
standard, increasing the risk of a major incident. The Health and Safety Officer sent
this information to the Computing, Engineering and Built Environment (CEBE) faculty
to check their motor vehicle lifts in the workshop. At that time, Zurich were onsite
carrying out LOLER checks and they were able to confirm that this did not apply to
any of the motor vehicle lifts on site.

Additional guidance was issued on the changes from 1 October 2023 for employers
applying for registration or consent for work with ionising radiation. The Health and
Safety Officer checked with the Science department, who confirmed that we no
longer use anything with ionised radiation.

CONTEST and Prevent

The Health and Safety Officer has been in discussion with the Home Office different
training options available for onsite delivery, and dates are being arranged to train
different cohorts on campus.

College Improvement Works

July is a key time for building changes to be implemented whilst many staff and most
students are on holiday. This July we undertook refurbishment projects in Buildings
No. 2 and 5. Both were projects to support and enhance the student experience. In
Building No. 5, Business, Creative and Enterprise faculty needed a new hair salon
and nail bar were created by repurposing the existing areas to meet the faculty
needs. In Building No. 2, the Computing, Engineering and Built Environment, a new
plumbing workshop was created in what was a mezzanine storage area, while two
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classrooms are now an additional joinery workshop. There were no Health and
Safety issues to report on either of these projects.

During this time period we continued with the decarbonising of Building No. 4. This
project has exceeded planned timescales due to lead times for materials and
planning consent. Again, there have been no health and safety issues to report.

Recommendation

The Audit Committee is asked to note this report.

Emily Purdie
Health and Safety Officer
30 November 2023
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Appendix 1 — Health and Safety Officer Investigation Findings

Accident, HSF1 Detail Investigation
Incident, Near

Miss

1 01/07/2023 Near Miss Member of staff | Action plan for
was not aware replacement
of panel to be LEV to be put
removed in local | in place.
exhaust
ventilation (LEV)
for
maintenance,
causing a
build-up of dust
Our insurance
company
pointed it out as
well as faults
with equipment

2 22/08/2023 Accident Member of staff | Raised paving
tripped on is part of
raised paving in | design, so
car park can't be easily

changed

3 24/08/2023 Accident Student was No further

using a saw and | action
cut finger, first
aider attended
and placed a
plaster, but
student fainted,
waited until felt
better and
returned to
class

4 29/08/2023 Accident Student took a No further
seizure, first action
aider attended
and parent
came to collect
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5 29/08/2023

First Aid

Student was hit
in the face with
ball while
playing
volleyball, first
aider attended,
ice pack
applied, student
felt faint, parent
came to collect

No further
action

6 30/08/2023

First Aid

Student was
tackled playing
football, had
sore ankle
which had
previously been
fractured, first
aider attended
and advised to
go to hospital

Student was
collected and
advised to be
taken to
hospital for
checks

7 04/09/2023

First Aid

Student had
hurt hand at
home, first aider
applied ice pack
and student
returned to
class

No further
action

8 05/09/2023

First Aid

Student felt ill
after taking their
medication, first
aider attended
and tried to get
collected to go
home, no-one
was available so
taxi called and
being met at
home

No further
action
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05/09/2023

First Aid

Student was
struggling
breathing, first
aider
attendance and
ambulance
called, student
taken to hospital
and later
released

No further
action

10

05/09/2023

First Aid

Student had a
pre-existing
ankle injury and
was
experiencing
pain, first aider
attended and
taxi called as
unable to walk
to get bus

No further
action

11

06/09/2023

First Aid

Student had
pre-existing
injury and
aggravated it
playing sport,
first aider
attended and
advised to seek
medical
assistance

No further
action

12

07/09/2023

First Aid

Student
reported
tightness in
throat and has a
food allergy.
They had
bought a
product from
canteen and
thought this has
caused it, first
aider attended
but student
didn’t have their

First aider
double
checked with
canteen the
ingredient in
product and
nothing was in
the product
that the
student was
allergic to
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Piriton or an epi
pen with them.
Parent came to

collect with

Piriton, student

went home

13 11/09/2023 Incident Student with No further

epilepsy took a | action

seizure, first

aider and staff

dealt with her

seizures as per

care plan, an

ambulance was

called and

parent called,

first responders

arrived and did

not feel student

needed to go to

hospital but

dropped them

off at home

14 11/09/2023 Violence Fight between Disciplinary

two students meeting with

which resulted students took

in staff place as well

member’s arm as a meeting

being bruised with staff to
understand
incident. A
review of
process is
being
conducted.
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15

12/09/2023

First Aid

Student has
pre-existing
condition and
after some
physical
exercise at sport
event felt dizzy
and went to lie
on bathroom
floor. Student
was found, First
Aider attended
and parent
came to collect

No further
action

16

12/09/2023

First Aid

Student had a
sore wrist, first
aider attended
nothing obvious
to treat, student
returned to
class

No further
action

17

12/09/2023

First Aid

Student had
difficulty
breathing, first
aider attended
and ambulance
was called,
student taken to
hospital but later
sent home

No further
action

18

12/09/2023

First Aid

Student felt sick,
first aider
attended, parent
collected and
went home

No further
action

19

13/09/2023

First Aid

Student had a
sore wrist, first
aider attended
nothing obvious
to treat, student
returned to
class

No further
action

AC/30112023/Sharepoint
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20

13/09/2023

First Aid

Student
collapsed in
canteen.
Canteen staff
newly refresher
trained on first
aid accident
reporting
managed the
situation and
called a first
aider. Student
was able to
return to class

No further
action

21

14/09/2023

First Aid

Student had
hurt finger at
home, was
bleeding and
first aider
applied
bandage

No further
action

22

14/09/2023

First Aid

Student had
taken someone
else’s medicine
first aider
attended and
then went back
to class

Curriculum
manager
investigated
further

23

15/09/2023

First Aid

Student had a
seizure, first
aider attended
and was able to
return to class
once feeling ok

No further
action

24

18/09/2023

First Aid

Student was
stung by a wasp
in outdoor area,
first aider
attended and
collected by
parent

H and S officer
emailed
childhood
practice to
warn of wasps
for others in
woods

AC/30112023/Sharepoint
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25 20/09/2023 First Aid Student tripped | No further
over in gym hall, | action
first aider
attended they
had hurt their
side but wanted
to return to
class
26 20/09/2023 Accident Student tried to | Schools officer
catch a hot informed
burning tray and
burnt hand, first
aider attended
but had already
held under
water. Returned
to class
27 21/09/2023 Accident Student had a No further
seizure, first action
aider attended
and once
comfortable was
able to return to
class
28 22/09/2023 Accident Member of staff | Staff were not
burn hand and | fully
self- understanding
administered of the first aid
first aid. Another | process.
member of staff | H and S officer
alerted Hand S | trained on first
officer and first | aid calling (go
aider was called | over posters
and applied already in
dressing kitchen),
responding
and equipment
available
29 22/09/2023 First Aid Student was No further
feeling unwell, action
may have
collapsed was
found by a
member of staff,
AC/30112023/Sharepoint 14
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first aider
attended and
parent came to
collect

30

25/09/2023

First Aid

Student
punched door,
no obvious
damage for first
aider to treat

Student is
working with
student
support

31

25/09/2023

Accident

Student was
experiencing
chest pain,
lecturer
suggested
calling
ambulance.
Student didn’t
want called, got
friend to take
them home and
if got worse will
gotoAand E

No further
action

32

26/09/2023

First Aid

Student was
pushed off
chair, first aid
called but no

injury

Lecturer
contacted to
check if in
malice, no
further action
required

33

27/09/2023

First Aid

Student had
injured
themselves
outwith college
and asked for
first aid

No further
action

34

27/09/2023

First Aid

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

No further
action
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35

27/09/2023

First Aid

Student had a
seizure, first
aider attended
and once felt ok
parent came to
collect

No further
action

36

27/09/2023

First Aid

Student had
stitches that had
burst, first aider
attended and
suggested to go
to accident and
emergency

Taxi was called
to take them

No further
action

37

27/09/2023

Accident

Student cut
thumb with
Stanley knife,
first aider
attended, called
111 to check if
needed to go to
hospital and
applied dressing

No further
action

38

28/09/2023

First aid

Student has
epilepsy and
took a seizure,
first aider
attended and
parent came to
collect.

No further
action
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BUSINESS CONTINUITY PLANNING
Introduction

Following discussion at the last Audit Committee, this paper provides an overview of
the recent actions taken following the changes in line management of the Health and
Safety Officer and the recommendations arising from the Business Continuity
Planning (BCP) exercise facilitated by Zurich Insurance in May.

As part of the ongoing review of college reporting structures, in the summer

Vice Principal responsibility for BCP moved to Vice Principal Performance and
Improvement, with the Health and Safety Officer, who has operational responsibility
for BCP, reporting to Head of Student Experience and Improvement. These changes
were made primarily due to natural alignment of the compliance and audit aspects of
both Health and Safety and BCP with Quality and Continual Improvement.

The report should be considered alongside the improvements to Digital Infrastructure
and Cyber resilience which have been reported to the Committee in recent years.

Actions

1. A BCP oversight group has been established with cross-college representation
which will oversee BCP processes and plans. The group currently meets monthly
with the expectation this will move to quarterly once the immediate actions have
been completed.

2. The college’s Business Continuity Policy and Framework has been updated and
the Adverse Weather and College Closure policy updates also being finalised.

3. An audit has taken place of the remaining BCP policies and related
documentation with actions duly identified.

4. A presentation was made to the Management Forum on 8 November on the
importance of BCP, the findings of the documentation audit and identifying next
steps and responsibilities.

5. A readily accessible quick guide to Digital Infrastructure scenarios is under
development to help staff understand the implications should access to key digital
platforms be limited or unavailable.

6. Template press releases covering a number of BCP scenarios have been drafted
and are currently being reviewed.
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7. Departmental Business Impact Assessments, which document how each function
will respond in the event of an incident, will be updated by 31 January 2024.

8. Training is being planned in conjunction with Police Scotland on building
‘invacuation’ which was the scenario of the Zurich-led May BCP exercise.

9. Communication and documentation storage protocols are being refreshed.
10.An annual BCP training and exercise plan is being developed which will include
the annual BCP planning exercise which has been carried out by the college

insurer for over eight years.

Action

The committee is asked to note this paper.

Simon Earp
Vice Principal Performance and Improvement
30 November 2023
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STUDENT SUPPORT FUNDS, EDUCATIONAL MAINTENANCE ALLOWANCES
(EMA) AND HIGHER EDUCATION DISCRETIONARY FUNDS AUDITS 2022-23

The college’s internal auditors have undertaken the annual audit of Student Support
Funds, Educational Maintenance Allowance and Higher Education Discretionary
Funds for the academic year 2022-23

The audit was carried out in accordance with:

e Scottish Funding Council’s ‘Student Support Fund Audit Guidance 2022-23’ and
'’Education Maintenance Allowance (EMA) audit guidance 2022-23’

e Student Awards Agency Scotland (SAAS)’ ‘Higher Education Discretionary Funds
Guidance 2022-23'.

There are no recommendations from the audit and the attached report summarises
the findings.

Action

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

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023
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Audit work and conclusions

Conclusion

During our testing we identified no findings that affect the controls and processes in scope during
the Student Support Fund and EMA audit. Signed returns have been issued to the relevant funding
bodies in accordance with their guidance.

Background and scope

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

The SFC has set no requirement to provide a detailed report in respect of this work, however we report any
findings identified within the audits to management. There are no management action points arising from the
2022-23 student funding work. We have reported to SFC that the information set out in the Student Support
Funds Data Return agreed to the underlying records, and that in our opinion funds had been disbursed in
accordance with SFC and SAAS conditions.

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

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

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

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

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

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

All required submissions have been made to the relevant funding bodies. We have nothing further to report to
the College in relation to our 2022-23 work in this area.
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Paper 11

West Lothian College
30 November 2023

Audit Committee
INTERNAL AUDIT REPORT - REVIEW OF CREDITS RETURN 2022-23

An audit of funding statistics was carried out in accordance with the guidance issued
by the Scottish Funding Council (SFC), including the data return for funding
purposes (FES return) and audit guidance for colleges 2022-23.

In the auditor’s opinion, “controls over the collection of data and the preparation of
the credits returns are generally well designed and effective. Assurance can be
gained from the audit testing carried out and the internal checking performed by
college management that the credits count for the College has not been materially
misstated”.

Actual credits claimed for 2022-23 were 47,269 against a target of 46,862. The
college has therefore overperformed in achieving its allocation by 0.87%.

Action

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

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023

AC/30112023/Sharepoint



/A / AZETS

West Lothian College

Internal Audit Report
Review of Credits Return 2022/23

September 2023

Iy



West Lothian College

Internal Audit Report
Review of Credits Return 2022/23

Executive Summary
Detailed Findings
Adjustments

Annex A

10



Executive Summary

During September 2023 we audited the funding statistics for West Lothian College. The audit examined the
procedures and controls over the preparation of the 2022/23 Credits return, together with audit testing to
ensure the accurate calculation of the return. This testing was undertaken in line with relevant guidance from
SFC, as cited below.

Conclusion

In our opinion, controls over the collection of data and the preparation of the Credits returns are
generally well designed and effective. We have raised one minor improvement action in relation to
assigning an incorrect superclass code for two courses. Assurance can be gained from the audit
testing carried out and the internal checking performed by College management that the Credits
count for the College has not been materially misstated. A copy of the audit certificate is included in
Annex A of this report.

Actual Credits claimed for 2022/23 were 47,269 against a target of 46,862. The College has therefore
overperformed in achieving its allocation by 0.87%.

Scope

We performed our audit in accordance with the guidance issued by the SFC, including the “2022/23 data return
for funding purposes (FES return) and audit guidance for colleges” and “Credit Guidance: Student Activity Data
Guidance for Colleges in AY 2022/23.”

Approach

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

Our audit involved the following:

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

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

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

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

e Review of the risk areas as highlighted in the audit guidance for 2022/23;

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

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

e Follow up of prior year recommendations.

Samples

Our initial samples were derived by:

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

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

Acknowledgements

We would like to thank all staff consulted during this review for their assistance and co-operation.
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Detailed Findings

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

were subject to appropriate controls.

General Systems Review

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

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

Follow up

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

2019/20 Audit Finding

2021/22 Follow up

2022/23 Follow up

Recommendation
addressed?

progress (Grade 2)

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

Recommendation

The College should
maintain records of
engagements with
open/distance learning

Distance learning student

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

A new system called
Smart Assessor was
implemented during 21-22
for SVQ students, but as
yet has not been
evaluated for extension to

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

Partially - dependent on
evaluation during 2023 24
as to whether this
functionality is
implemented. West Lothian
College’s aim is to
implement the new system
by January 2024.
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students, record agreed distance/open learning such, our distance

milestones and students. learning students

demonstrate progress is were not moved

being made by the over to Smart

students. Assessor during
22-23 and

continued to be

directly monitored
within the relevant
teaching Faculty’s.

Key Risk Areas

The results of our audit work are summarised below against each of the 8 key risk areas highlighted by SFC in
Annex C of the document “2022/23 data return for funding purposes (FES return) and audit guidance for
colleges”.

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

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

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

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

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

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

Risk Area 2 — Incorrect Credit value is claimed for collaborative provision

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

Where courses are delivered in collaboration with another institution, the College agrees the funding position at
the outset of the arrangement and ensures sufficient arrangements are in place to adhere to the SFC guidance,
including that courses are subject to the College’s quality assurance processes.
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No courses were identified as being delivered in 2022/23 in collaboration with another institution and falling
under this specific context, and therefore no further testing was required in relation to this risk.

Risk Area 3 — Fee Waivers and students with multiple enrolments

Expected controls - SFC will only pay for one full time fee waiver in a single academic year. Students can
however enrol on more than one course in a single year (full time plus additional part time enrolments or
multiple part time courses). Colleges should have processes in place to monitor students with more than one
enrolment and correctly code their eligibility for a fee waiver for each course. Students on enrolled on
courses that span academic years may end up claiming more than one fee waiver in a single year. Guidance
explaining the circumstances in which colleges may claim fee waiver grant is on the SFC website: Fee
Waiver Policy AY 2022-23.

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

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

Risk Area 4 — Spanning courses

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

No instances of courses spanning academic years were identified for 2022/23. No testing was therefore
required in relation to this risk area.

Risk Area 5 — Non-fundable courses or students

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

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

We selected a sample of 24 courses to assess the criteria of the courses against the 2022/23 credit eligibility
flow chart and confirmed that they all satisfied the following criteria:

The course leads to a recognised qualification or meets the employers’ needs;

The delivery of the provision is under direct management of the College;
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The course will be completed within the academic year (hon-spanning).

Classification of programmes

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

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

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

Allocation of correct superclass

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

For the same sample of 24 courses, we confirmed that the appropriate superclass had been allocated to the
course in accordance with SFC credits guidance in all cases, with the exception of two courses. We crossed
checked this to the FES reporting requirements 22/23 Flexible Workforce Development Fund (FWDF) activity.
The two courses that were allocated an incorrect superclass code are FWDF courses. The Head of Information
Systems and Digital Infrastructure explained superclass is not a reporting requirement for FWDF courses
because no credits are claimed for these courses. Consequently, the identified error will not affect the figures
reported in the Credits return.

Risk

There is a risk that courses are incorrectly coded which could lead to grant-in-aid being misstated and non-
compliance with SFC guidance.

Recommendation

Whilst we acknowledge that the error identified will not affect the number of credits claimed, for completeness
and integrity of the data, the College should ensure that superclass codes are correctly allocated.

Management Action

An update to our existing process and additional staff training will be undertaken to ensure future
compliance. We are also implementing additional validation into the data collection form used to
collect the FWDF course information, ensuring this comes to Information Systems in a structured
manner.

Action owner: Bill Dunsmuir, Head of Information Systems & Digital Infrastructure

Due date: 1 January 2024
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Calculation of credit value

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

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

Calculation of required date

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

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

Fundable students

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

We tested a sample of 24 students from the compiled FES data, against the SFC 2022/23 eligibility criteria to
ensure that the students were eligible. No reportable issues were identified.

Risk Area 6 — Distance Learning

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

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

For a sample of five distance learning students, we requested evidence to verify that a likely duration had been
set, milestones had been agreed and progress was reviewed against this.

No reportable issues were identified.
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Risk Area 7 — Infill students

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

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

We reviewed a sample of 17 students completing infill courses to confirm separate course codes were created
for these students and that the credits claimed were appropriate based on the modules completed by the
student.

No reportable issues were identified.

Risk Area 8 — Non-accredited placements

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

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

The Head of Information Systems and Digital Infrastructure explained that the non-accredited work experience
is only allocated for full time courses. We tested the full population of students who have undergone non-
accredited work experience. We obtained a report from the unit E system which shows a list of all students who
attended non-accredited work experience for each course. This report also provides details of the agreed
duration of the work experience and the attendance record for each student. For 2022/23, there were a total of
4 courses where students have undergone non-accredited work experience. Credits are claimed as part of the
overall course credits and we confirmed that for these courses the credits have been claimed correctly as per
the FES guidance.

No reportable issues were identified.
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Adjustments

We have not identified any issues which require adjustments to the College’s Credits claim.
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Annex A

Credits Audit Certificate for AY 2022-23

We have audited the FES return which has been prepared by West Lothian College under the ‘Credits’ Guidance
issued 31 May 2022 and which has been confirmed as being free from material misstatement by the College’s
Principal in her Certificate dated 29 September 2023. We conducted our audit in accordance with guidance
contained in the 2022/23 audit guidance for colleges. The audit included an examination of the procedures and
controls relevant to the collection and recording of student data. We evaluated the adequacy of these controls in
ensuring the accuracy of the data. It also included examination, on a test basis, of evidence relevant to the figures
recorded in the student data returns. We obtained sufficient evidence to give us reasonable assurance that the
returns are free from material misstatement.

In our opinion:

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

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

Signature: 7 ?&V’%

Date: 29 September 2023
Name of audit firm: Azets
Contact Name: David Eardley, Partner

Contact telephone number: 0131 473 3500

Date FES returned: 29 September 2023
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Paper 12

West Lothian College
30 November 2023

Audit Committee

ANNUAL REPORT TO THE BOARD OF GOVERNORS AND THE AUDITOR
GENERAL FOR SCOTLAND 2022-23

The attached report summarises the findings from the 2022-23 year-end audit.
Audit opinion
In the opinion of the auditors:

e the financial statements give a true and fair view and were properly prepared in
accordance with the financial reporting framework

e expenditure and income are regular and in accordance with applicable
enactments and guidance

¢ the audited part of the remuneration and staff report, performance report and
governance statement were all consistent with the financial statements and
properly prepared in accordance with the relevant legislation and directions
made by the Scottish Funding Council.

Responses to agreed recommendations are also provided.

Action

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

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023
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Key messages

2022/23 annual report and accounts

1  Audit opinions on the annual report and accounts are unmodified, i.e. the
financial statements and related reports are free from material misstatement.

2 Key risks facing arising from the audit of West Lothian College accounts in our
Annual Audit Plan were shared with the Audit Committee on 8 June 2023.
There are no significant matters from that work to draw to the attention of the
Board.

3 Material adjustments have been made to the annual report and accounts as a
result of the audit process.

Wider scope
4  West Lothian College reported a deficit of £1.717 million in the 2022/23
adjusted operating position.

5 West Lothian College is forecasting a deficit position and is working towards
achieving a balanced budget.

6 Financial system of internal controls operated as expected with the exception
of journal authorisation although mitigating controls are in place.

7 West Lothian College has appropriate arrangements in place to secure Best
Value.



Introduction | 4

Introduction

1. This report summarises the findings from the 2022/23 annual audit of West
Lothian College. The scope of the audit was set out in an Annual Audit Plan
presented to the 8 June 2023 meeting of the Audit Committee. This Annual Audit
Report comprises:

e significant matters arising from an audit of West Lothian College’s annual
report and accounts

e wider scope areas that frame public audit as set out in the Code of Audit
Practice 2021, which for less complex bodies includes conclusions on
financial sustainability

2. This report is addressed to the Board of West Lothian College and the Auditor
General for Scotland and will be published on Audit Scotland's website
www.audit-scotland.gov.uk in due course.

Audit appointment from 2022/23

3. |, Brian Battison have been appointed by the Auditor General as auditor of
West Lothian College for the period from 2022/23 until 2026/27. The 2022/23
financial year was the first of my five-year appointment. My appointment
coincides with the new Code of Audit Practice (the Code) which was introduced
for financial years commencing on or after 1 April 2022.

4. My team and | would like to thank board members, audit committee members
other staff, particularly those in finance, for their cooperation and assistance in
this year and we look forward to working together constructively over the course
of the five-year appointment.

Responsibilities and reporting

5. West Lothian College has primary responsibility for ensuring the proper
financial stewardship of public funds. This includes preparing an annual report
and accounts that are in accordance with the accounts direction from the Scottish
Funding Council. West Lothian College is also responsible for compliance with
legislation putting arrangements in place for governance, propriety, and
regularity.

6. The responsibilities of the independent auditor are established by the Public
Finance and Accountability (Scotland) Act 2000 and the Code of Audit Practice
2021 and supplementary guidance and International Standards on Auditing in the
UK.

7. The weaknesses or risks identified in this report are only those which have
come to our attention during our normal audit work and may not be all that exist.
Communicating these does not absolve management from its responsibility to
address the issues we raise and to maintain adequate systems of control.


https://www.audit-scotland.gov.uk/publications/code-of-audit-practice-2021
https://www.audit-scotland.gov.uk/publications/code-of-audit-practice-2021
http://www.audit-scotland.gov.uk/
https://www.audit-scotland.gov.uk/publications/code-of-audit-practice-2021
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

8. This report contains an agreed action plan at Appendix 1 setting out specific
recommendations, responsible officers, and dates for implementation.

Auditor Independence

9. We can confirm that we comply with the Financial Reporting Council’s Ethical
Standard. We can also confirm that we have not undertaken any non-audit
related services and therefore the 2022/23 audit fee of £24,710 as set out in our
2022/23 Annual Audit Plan remains unchanged. We are not aware of any
relationships that could compromise our objectivity and independence.

10. We add value to West Lothian College by:

e identifying and providing insight on significant risks, and making clear
and relevant recommendations

e sharing intelligence and good practice identified.

Introduction | 5
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Part 1. Audit of 2022/23 annual
report and accounts

Public bodies are required to prepare annual report and accounts
comprising financial statements and other related reports. These are
principal means of accounting for the stewardship public funds.

Main judgements
Audit opinions on the annual report and accounts are unmodified.

Material adjustments have been made to the annual report and accounts as a
result of the audit process.

Audit opinions on the annual report and are unmodified

11. The Audit Committee considered the annual report and accounts for West
Lothian College for the year ended 31 July 2023 on 30 November 2023 and
recommended these statements to the College’s board for approval on 5
December 2023. As reported in the independent auditor’s report, in my opinion
as the appointed auditor:

e the financial statements give a true and fair view and were properly
prepared in accordance with the financial reporting framework

e expenditure and income are regular and in accordance with applicable
enactments and guidance

e the audited part of the remuneration and staff report, performance report
and governance statement were all consistent with the financial
statements and properly prepared in accordance with the relevant
legislation and directions made by the Scottish Funding Council.

Overall materiality was assessed on receipt of the annual report
and accounts as £0.457 million

12. Our initial assessment of materiality was carried out during the planning
phase of the audit. This was reviewed and revised on receipt of the unaudited
annual report and accounts and is summarised in Exhibit 1.
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Exhibit 1
Materiality values

Materiality level Planning

£m
Overall materiality £0.471 £0.457
Performance materiality £0.353 £0.343
Reporting threshold £0.024 £0.023

Source: Audit Scotland

13. Broadly, auditors apply the concept of materiality to determine whether
misstatements identified during the audit could reasonably be expected to
influence the economic decisions of users of the accounts, and hence impact
their opinion set out in the independent auditor’s report. Auditors set a monetary
threshold when considering materiality, although some issues may be considered
material by their nature. It is ultimately a matter of the auditor’s professional
judgement.

14. The overall materiality threshold was set with reference to gross expenditure,
which we judged as the figure most relevant to the users of the financial
statements.

15. Performance materiality is used by auditors when undertaking work on
individual areas of the financial statements. It is a lower materiality threshold, set
to reduce the probability of aggregated misstatements exceeding overall
materiality. Performance materiality was set at 75% of overall materiality.

16. It is our responsibility to request that all misstatements, other than those
below our reporting threshold, are corrected, although the final decision on
making the correction lies with those charged with governance.

Significant findings and key audit matters

17. Under International Standard on Auditing (UK) 260, we communicate
significant findings from the audit to the board including our view about the
qualitative aspects of the body’s accounting practices.

18. The Code of Audit Practice also requires all audits to communicate key audit
matters within the annual audit report under International Standard on Auditing
(UK) 701. These are matters that we judged to be of most significance in our
audit of the financial statements.

19. The significant findings and key audit matters are summarised in Exhibit 2.
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Exhibit 2

Significant findings and key audit matters from the audit of the annual report and

accounts

Issue Resolution

Revaluation reserve accounting

During our audit testing of movements in reserves

it was identified that there had been no adjustment
included within the current and prior year financial

statements for the transfer of excess depreciation

charged on revalued assets.

While it was noted that there was no overall impact

on the reported net assets position in the balance
sheet, an assessment was required to identify the
impact on the revaluation reserve and income and
expenditure account reserve.

In addition, it was identified that the split of other
comprehensive income between the revaluation
reserve and income and expenditure account
reserve, disclosed within the Statement of
Changes in Reserves, had incorrectly included the
unrealised surplus on revaluation of assets of
£3.879 million as a movement in the income and
expenditure account.

A review of the revaluation reserve per
asset identified was completed and it
was determined that the excess
depreciation was £0.631 million in both
2021/22 and 2022/23. This represented
a material misstatement in the
revaluation reserve and income and
expenditure account reserve at 31 July
2022 and 31 July 2023.

A prior year restatement of the
revaluation reserve and income and
expenditure account reserve has been
made to adjust for the misstatements
identified.

There was no overall impact on the
reported net asset position in the
Balance Sheet for 2021/22 or 2022/23
as a result of these adjustments.

Recommendation 1
(refer Appendix 1, action plan)

Source: Audit Scotland

Our audit work responded to the risks of material misstatement
we identified in the annual report and accounts

20. We have obtained audit assurances over the identified significant risks of
material misstatement to the annual report and accounts. Exhibit 3 sets out the
significant risks of material misstatement to the financial statements we identified
in our 2022/23 Annual Audit Plan. It also summarises the further audit procedures
we performed during the year to obtain assurances over these risks and the

conclusions from the work completed.
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Exhibit 3

Identified significant risks of material misstatement in the annual report and accounts

Audit risk

Assurance procedure

Results and conclusions

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

As stated in International
Standard on Auditing
(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.

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 during the
period.

Evaluate significant
transactions outside the
normal course of
business.

We will 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.

e We assessed the design
and implementation of
controls over journal
entry processing, and we
have identified that there
IS no process in place for
the approval of journals.
See paragraph 43 and
recommendation 2

e We carried out an
enhanced assessment of
journals throughout the
year as part of our
testing. No significant
issues were identified
from this work.

e There were no significant
transactions outside the
normal course of
business

¢ We reviewed the
methods and underlying
assumptions used to
prepare accounting
estimates and noted that
the only significant
change compared to the
prior year was in respect
of those estimates
relating to staff costs
including the back-pay
and holiday pay accrual.

e These estimates were
based on the current pay
award offer which has not
yet been agreed.

e Assurance was gained
that the assumptions
used in the calculation of
these accruals were
reasonable.

¢ No significant issues
were identified in the
testing of income and
expenditure transactions
around the year end.




Audit risk
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Assurance procedure

Results and conclusions

2. Valuation of land and
buildings

There is a significant
degree of subjectivity in
the valuation of land and
buildings. Valuations are
based on specialist and
management
assumptions and

e Assess the approach the
College has adopted for the
valuation of land and
buildings.

e We assessed the

College’s approach for
the valuation of land and
buildings and assurance
has been gained that
there are no material
misstatements in the
carrying value of land and
buildings.

changes in these can
result in material changes
to valuations.

Land and buildings are
formally valued by
external valuers every
five years with an interim
valuation at year three.
There is no valuation
exercise planned for
2022/23. Values may
change year on year, and
it is important that West
Lothian College ensures
the financial statements
accurately reflect the
value of the land and
buildings.

21. In addition, we identified an “area of audit focus” in our 2022/23 Annual Audit
Plan where we considered there to be other risks of material misstatement to the
financial statements. The areas of specific audit focus were:

e Valuation of Pension

The college is an admitted body of Lothian Pension Fund and recognised a
pension asset in 2021/22 and 2022/23. The asset recognised required the
use of an actuarial methodology based on a range of assumptions including
financial and demographic assumptions. These assumptions should reflect
the profile of the college’s employees and be based on appropriate data. This
was an area of audit focus because the methodology applied could have a
material impact on the disclosed pension asset (or liability).

We assessed the scope, independence and competence of the professionals
engaged to provide estimates for pensions and reviewed the appropriateness
of actuarial assumptions and results including a comparison with other
bodies. We also established officer's arrangements for ensuring the
reasonableness of professional estimations and the accuracy of information
provided to Lothian Pension Fund and the Actuary.
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22. We kept this area under review throughout our audit. Based on the findings
of the audit procedures performed, there are no matters which we need to bring
to your attention.

Identified net misstatements of £0.154 million were adjusted in
the financial statements

23. In addition to the misstatements outlined in Exhibit 2, other misstatements of
£0.154 million were identified in the annual accounts. Details of misstatements
above our reporting threshold are disclosed within Appendix 2.

24. As noted in Exhibit 2 material adjustments totalling £1.262 million were made
related to the accounting for a transfer of excess depreciation from the
revaluation reserve to the income and expenditure account of £0.631 million in
2022/23 and a prior year restatement of £0.631 million in 2021/22.

25. We concluded that further audit procedures were not required as the
misstatements arose from issues which have been isolated and identified in their
entirety and do not indicate further systematic error.

There was one non-material misstatement identified within the
financial statements

26. We identified one misstatement of £0.056 million in respect of a licences
prepayment which was not corrected by management in the audited accounts.
We considered the size, nature and circumstances leading to this uncorrected
misstatement and concluded that this was not material.

The unaudited annual report and accounts were received in line
with the agreed timetable

27. The unaudited annual report and accounts and working papers were
received in line with our agreed audit timetable on 9 October 2023.
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Part 2. Wider Scope

For less complex bodies wider-scope audit work considers the financial
management and sustainability of the body and the services that it
delivers over the medium to longer term

Conclusion
West Lothian College reported a deficit in the 2022/23 adjusted operating position.

West Lothian College is forecasting a deficit position and is working towards
achieving a balanced budget.

Financial systems of internal controls operated as expected with the exception of
journal authorisation.

West Lothian College has appropriate arrangements in place for securing Best
Value.

West Lothian College reported a deficit in the 2022/23 adjusted
operating position

28. The 2022/23 accounts direction from the Scottish Funding Council requires
the disclosure of an adjusted operating position. The Statement of
Comprehensive Income presents the financial performance during the accounting
period in accordance with the Statement of Recommended Practice: Accounting
for Further and Higher education (SORP). The Adjusted Operating Position is
intended to reflect the underlying operating performance after allowing for
material one-off or distorting items required by the SORP or other items out with
the control of the college. The adjusted operating position is designed to smooth
any volatility in reported results arising from FRS 102 and to recognise that some
of the reported costs do not have an immediate cash impact on the college.

29. The College’s adjusted operating position in 2022/23 was a deficit of £1.717
million, see Exhibit 4. As the table shows, the significant change between
financial years is the updated actuarial adjustments for 2022/23, with a
movement in the net service and interest costs totalling £1.711 million.
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Exhibit 4
Adjusted Operating Position in 2022/23

2022/23 2021/22  Movement

£m £m £m

Deficit before other gains and losses (2,796) (2,636) (160)
Depreciation (net of deferred capital grant) 644 409 235
Pension adjustments 625 2,336 (1,7112)
Cash Budget for Priorities (CBP) allocated 190 190 0

to Early Retirement Payments

Adjusted Operating Position (1,717) (81) (1,636)

Source: West Lothian College

West Lothian College is forecasting a deficit position and is
working towards achieving a balanced budget

30. The main financial objective for West Lothian College is to achieve a
balanced budget each year in line with Scottish Funding Council guidance.
Where a deficit is forecast in any year, colleges must work towards bringing
income and expenditure back into balance over the forecast period.

31. Arevised three-year Financial Forecast Return (FFR) was presented to West
Lothian College’s Board meeting on 26 September 2023 which indicated that
West Lothian College is forecasting a deficit for 2023/24. The Financial Forecast
shown in Exhibit 5 is underpinned by key assumptions provided by the Scottish
Funding Council in respect of funding, the current offer in respect of pay policy for
2023/24 and 2024/25 and inflationary increases in expenditure.

32. The Board discussed the financial strategy for the 2023/24 to 2025/26 period
at a strategy day on 16 May 2023 and agreed a deficit budget could be set for
2023/24 and 2024/25 on the basis that actions would be taken by management
to return to a break-even budget by 2025/26.

33. The Executive Leadership Team is working to develop and agree actions to
deliver a balanced budget on a trading basis excluding estates investment.
These actions involve developing new income sources and reviewing
expenditure while minimising the impact on staff and students. We will continue
to monitor the college’s progress with their financial plans.
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Exhibit 5
Financial Forecast Return

Forecast Forecast Forecast

2023/24 2024/25 2025/26

£000 £000 £000

Total income 21,366 21,466 21,776

Staff costs (15,001) (14,892) (15,050)

Total other expenditure (7,415) (7,037) (7,189)

Surplus / (deficit) before other gains and (1,050) (463) (463)

losses

Add back: Depreciation — net of deferred 462 462 462
capital grant

Less: Cash based priorities allocation (190) (190) (190)

Adjusted operating result (778) (191) (191)

Source: West Lothian College

Cyber Security

34. West Lothian College have a three-year Digital Strategy which was approved
by the Audit Committee at their June 2023 meeting. Included within this strategy
is the aim of ensuring data protection, cyber security, and infrastructure resilience
by implementing robust data protection measures and cyber security protocols to
ensure the safety and privacy of their digital community. As part of the
implementation of their digital strategy, West Lothian College achieved Cyber
Essentials Plus status on 24 May 2023.

35. Elements of digital infrastructure are provided by West Lothian Council under
a shared service agreement, but the College has its own digital infrastructure
team responsible for the oversight of the information technology environment and
delivery of the Digital Strategy.

36. Infrastructure and cyber security updates are provided at each Audit
Committee meeting and the risks associated with cyber security are included and
monitored as part of the College’s Strategic Risk Register. We have concluded
that West Lothian College has adequate arrangements for cyber security and
mitigation of cyber security risks.

Climate change arrangements

37. The Scottish Parliament has set a legally binding target of becoming net zero
by 2045 and has interim targets including 75 percent reduction in greenhouse
gas emissions by 2030. The public sector in Scotland has a key role to play in
ensuring these targets are met in adapting to the impacts of climate change.
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38. The Scottish Government has recently published guidance on public sector
leadership on the global climate emergency to help public bodies in leading
climate action. Addressing the climate emergency and setting actions to achieve
net zero will need to be a key element of College’s recovery and renewal from
the pandemic.

39. The Climate Change Act 2019 committed Scotland to Net Zero by 2045. The
Public Bodies Climate Change Reporting Duties place a legal requirement on
public bodies to set target dates for zero direct emissions and indirect emission
reductions. They must also report on how spending and resources will contribute
to these targets, and report on the body’s contribution to Scotland’s Climate
Chage Adaption Programme.

40. West Lothian College has committed to achieving Net Zero emissions by
2040 or earlier in line with the Scottish Colleges’ Statement on Commitment on
the Climate Emergency. The College has published a five-year Net Zero Plan
which is reviewed and updated annually, including an analysis of annual emission
reductions against targets. In addition, the College has implemented a Strategic
Oversight Group who will have the responsibility to oversee the delivery of the
net zero plan and will provide regular updates to the Board.

41. West Lothian College has been undertaking a decarbonisation programme
with Ameresco, who work with UK wide organisations to delivery carbon savings
in the build environment. In 2022/23, Ameresco completed an initial evaluation of
the College’s estate and West Lothian College commenced decarbonisation
projects in Building four as part of delivering their decarbonisation programme,
which is forecast to be completed in 2023/24.

42. During 2022/23, West Lothian College completed the construction of an
ECOHOUSE Skills Centre for Sustainable Living to provide a facility that provides
training for students on the installation and maintenance of sustainable
technologies.

43. We have concluded that West Lothian College has adequate climate
changes arrangements in place to meet their obligations under the targets set by
the Scottish Government.

Financial system of internal controls operated as expected with
the exception of journal authorisation

44. We carried out a high-level review of the main financial systems during
2022/23. We concluded that controls operated as expected with the exception of
journal authorisation.

45. During our review of the processes and controls surrounding manual journals
we identified that there is no approval process for journals within the general
ledger system and that all members of the finance team can raise journals within
the system. We noted that the College has effective budgetary controls which act
as a mitigation. However, there is a risk that unauthorised journals are processed
in the general ledger and therefore scope for error, irregularities or manipulation
of the College’s income and expenditure.

Refer to Appendix 1, recommendation 2



https://www.cdn.ac.uk/wp-content/uploads/2021/05/Scottish-Colleges-Climate-Emergency-Commitment.pdf
https://www.cdn.ac.uk/wp-content/uploads/2021/05/Scottish-Colleges-Climate-Emergency-Commitment.pdf
https://www.west-lothian.ac.uk/corporate-and-governance/net-zero-plan/
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Transparency

46. West Lothian College publishes Corporate and Governance information
including plans, policies, board, and committee papers on their website.

47. A review was carried out of the information published on the College’s
website and it was noted that information, policies, and committee papers were
not up to date and included information and documents which have been
superseded. The Senior Team should continue to review their publicly available
information to ensure that this is reviewed and updated on a regular basis.

Refer to Appendix 1, recommendation 3

West Lothian College has appropriate arrangements in place for
securing Best Value

48. Ministerial guidance to Accountable Officers for public bodies and the
Scottish Public Finance Manual (SPFM) sets out the accountable officer’s duty to
ensure that arrangements are in place to secure best value. The guidance sets
out the key characteristics of best value and states that compliance with the duty
of best value requires public bodies to take a systematic approach to self-
evaluation and continuous improvement.

49. From our discussions with officers, review of board and committee papers
and attendance at committee meetings, we concluded that West Lothian College
has satisfactory best value arrangements.


https://www.gov.scot/publications/best-value-public-services-guidance-accountable-officers/
https://www.gov.scot/publications/scottish-public-finance-manual/best-value/best-value/
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Appendix 1. Action plan

2022/23

2022/23 recommendations

Issue/risk

Recommendation

Agreed management

action/timing

1. Revaluation reserve

During the audit it was
identified that appropriate
adjustments were not made
in 2021/22 and 2022/23 to
transfer excess depreciation
on revalued assets to the
income and expenditure
account which required a
material adjustment to the
2022/23 financial statements
and a prior year restatement
of the 2021/22 reserves.

Risk — Material misstatement
of reserves.

We recommend that an
annual review is completed of
the revaluation reserve to
ensure the appropriate
adjustments are included for
excess depreciation on
revaluated assets.

Exhibit 2

Action agreed.

Responsible officer:
Head of Finance

Agreed date
30 September 2024

2. Approval of journals

Through discussions with
management and our review
of internal controls relating to
journal entries we identified
that there is no approval of
journals processed.

Risk — There is an increased
risk of fraud or error where a
secondary review of journals
is not undertaken.

We recommend that a review
of the systems of internal
control relating to the
approval of journals is
completed. As a minimum
there should be a formal
documented independent
review/approval of journals
processed as part of the
management accounts
process.

Paragraph 45

As discussed, majority of
journals are system
processed. Agree a review of
manual journals annually as
part of the financial
statements review, not
monthly management
accounts.

Responsible officer:
Vice Principal, Finance and
Corporate Services

Agreed date:
30 September 2024

3. Maintenance of
documents on College’s
website

During our audit we identified
that information, polices, and

A regular review should be
conducted of the corporate
governance information and
documents included on the
College’s website to ensure
that these are appropriate

The website has now been
updated and going forward
Senior Team will agree a
process to ensure information
is current
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Issuelrisk Recommendation Agreed management
action/timing

committee papers included and reflect the current Responsible officer:

within the College’s website information available. Head of Student Experience

were not up to da_te and Paragraph 47 and Improvement

included information and .

q ts which h b Agreed date:

ocuments which have been December 2023

superseded.
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Appendix 2. Summary of
corrected misstatements

We report all corrected misstatements in the annual report and
accounts that are individually greater than our reporting threshold of
£23,000.

The table below summarises corrected misstatements that were noted during our
audit testing.

Statement of

Narrative Account areas Comprehensive Balance Sheet
Income

Dr Cr Dr Cr
Accounting Misstatements
£’000 £000 £000 £000

1. Release of deferred SFC Deferred income 188
(Scottish Funding Council) _
grant income brought forward ~ SFC Grant income 188

Other income 26

2. Correction of European

partner income Trade Creditors 26
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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
November 2023.

Action

The Committee is asked to note the latest position.

Jennifer McLaren
Vice Principal, Finance and Corporate Services
30 November 2023
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2022-23 — (1 August 2022 - 31 July 2023)

Status November 2022 November 2023
Grade | Grade | Grade | Grade | Grade | Grade
4-5 3 1-2 4-5 3 1-2
- - - - - 2
Completed recommendations by extended
deadline (subject to Internal Audit Review) - - - - - -
Outstanding recommendations on target
- - - - 2 1
Total
- - - - 2 3

AC/30112023/Sharepoint 1




2022-23

No Audit Report Topic Report Background Recommendation College Response Responsibility | Deadline Status Update/ Revised
Date Comments Deadline
1 IT Support Review May 2023 |Without documented policies and  We recommend that the College Agreed. Current arrangements |Digital 31 December September 2023
procedures for incident and request formalise and document their policies will be reviewed and policy and |Infrastructure 2023
management in place, there is a risk {and procedures for IT support helpdesk [procedural documentation Manager Initial drafting of the

that IT staff may be unclear on the
requirements and their roles and
responsibilities. This could result in
the ineffective management of
incidents and/or requests leading to
increased service downtime and a
failure to meet the needs of service
users.

\Without defined and approved
service levels relating to key
functions of the IT Support
helpdesk, such as incident and
request management, IT staff may
be unclear on the requirements.
This could result in the ineffective
management of incidents and/or
requests leading to a failure in
meeting the needs of service users.

functions, including for incident and
request management as well as access
approval procedures. This document
should have clear requirements for
completing requests with associated
categorisation and prioritisation, with
clear approval requirements and
escalation procedures defined where
appropriate.

The cyber incident policy should be
updated to reflect the requirements of
staff to log incidents via the service desk.

A broader incident reporting process
should also be defined and followed by
all staff members who receive an incident
report. The process should include clear
instructions on collecting and recording
relevant information, such as the type of
incident, the time and date it occurred,
and any actions taken to address it. By
recording these incidents in the helpdesk
system, it can help to ensure that all
incidents are recorded and tracked
consistently and can also provide a
centralised repository for all incident-
related information. It is important to
document incidents in detail, including
the steps taken to address them, as this
can help with future incident response
and prevention efforts. To provide
consistency across the College, it is
recommended that requirements align to
the communication and vendor response
expectations for incident logging, defined
through business impact analysis.

The college should communicate these
policies and procedures to relevant
stakeholders and subsequently review
the effectiveness of IT support policies
and procedures on a regular basis,
identifying areas for improvement and
making necessary changes to
continuously improve the service
provided by the IT support helpdesk.
Grade 3

formulated and distributed to
users. It is noted the Cyber
Incident Policy will be revised to
include a provision for reporting
incidents of this nature via the
Helpdesk. In creating the
documentation cognisance will
be taken of vendor service
levels and that of internal users
as defined within business
impact analysis documentation.

policy and procedure has
begun and discussions

continue with our CISO to
include the provision with
the Cyber Incident Policy.

November 2023

Policy, procedure and
provisions for cyber
incident reporting have
been drafted and
awaiting Equality Impact
Assessment.

AC/30112023/Sharepoint




be missing opportunities to identify
areas of good practice and issues
may not be addressed in a timely
and effective manner resulting in the
services delivered by the IT
Helpdesk not improving to meet the
expectations of their customers.

outcomes from the customer satisfaction
surveys and IT helpdesk feedback
features to improve and enhance IT
service delivery. Additionally, the College
should establish a procedure for
documenting changes made to IT
systems in response to user feedback.
This documentation should be
standardised and easily accessible to
relevant stakeholders to demonstrate the
evolution of IT systems over time and the
improvements made based on user
feedback.

Reporting to College leadership on the
feedback and the improvement actions
being taken should be considered.
Grade 2

continuous improvement of
services - through self-
evaluation - it is accepted these
should be documented and
made transparent in relation to
the Helpdesk.

IT Support Review May 2023 [There is a risk that management We recommend that the College develop |Agreed. Consideration will be [Head of 31 December September 2023

and those charged with governance jand agree service levels for incident given to the most appropriate  Information 2023

will not be able to assess the management and service requests. This mechanism to work up the Systems and A consultation to be

effectiveness of the IT Support could be achieved through a short-life  [service level agreement and to |Digital brought via the Systems

Desk's performance due to the lack working group involving senior IT the frequency and method of  |Infrastructure Review Group to

of formal reporting structure. The  [management and a small group of senior reporting, likely to follow the examine the most

absence of a defined process for  |College stakeholders. college operating cycle. appropriate method of

reporting on the IT Support Desk's [The college should then consider if working up the service

performance may lead to quarterly reports for performance against level agreement.

insufficient, inappropriate or each service level should be produced

untimely reporting of significant risksfor senior leadership. November 2023

and issues. Grade 3
Service Level Agreement
(SLA) using the existing
TopDesk configuration
has been included in the
new policy and
procedure.
Standard and bespoke
reporting from TopDesk
is still under evaluation.

IT Support Review May 2023 |Without a formal process for We recommend that the College Agreed. Whilst the college has [Digital 31 December September 2023
reviewing and taking action on the [implements a continuous improvement ja culture and existing Infrastructure 2023
feedback received, the college may process through which they can use processes to support the Manager The new approach —

technology — used to
construct surveys for
students, will be
examined as a solution to
engage with users to
provide IT Helpdesk
feedback.

Initial scoping discussion
scheduled for October
2023, including our Data
Scientist.

November 2023

Discussions continue with
the IT team and with the
Information Systems
team to formulate the
question set.

mechanisms in place to identify
improvement actions are not
followed. This could impair the
performance and/or retention of
College colleagues.

For example, the use of a survey or
focus group may encourage more in-
depth feedback which can be used to
improve the current process.

Grade 1

Development

Staff Induction and Onboarding [July 2023 [There is a risk of staff being on- We recommend the College capture the HR & People Development Head of HR and |end December Complete
boarded inappropriately, due to a  [current process involved in the staff work to timescales and People 2023
lack of formal and specific on- onboarding and induction process either |managers are aware of the Development
boarding policies and procedures in within a stand-alone guidance document, induction process. However, a
place, resulting in financial loss or as an expansion on the current guidance document will be
and/or reputational damage. recruitment and selection policy. produced setting out the
Grade 2 process and timescales which
are followed.
Staff Induction and Onboarding July 2023 |Continuous improvement may not [We recommend additional methods of  |[Feedback will be obtained via |Head of HR and {2023 Staff Complete
be achieved if feedback seeking feedback from staff are explored.the staff survey. People survey

AC/30112023/Sharepoint
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APPENDIX 1 ANNUAL COMPLAINTS REPORT

west lothian
college

Annual Complaints Handling Summary Report 2022-23

Introduction

This report is published in response to requirements by the Scottish Public Sector
Ombudsman (SPSO) to reporting complaints against defined indicators and publicising
complaints information. As obliged by legislation, we follow the SPSO Model Complaints
Handling Procedure (MCHP) in dealing with all complaints.

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

In addition to meeting our statutory reporting requirement, the report illustrates the
importance we attach to complaints and our commitment to improve our services
through learning from complaints and other feedback which we continually seek.

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

AC/30112023/Sharepoint
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Indicator One: The total number of complaints received

The sum of the number of complaints received at Stage 1 (this includes escalated
complaints as they were first received at Stage 1), and the number of complaints received
directly at Stage 2.

Level Upheld Part Upheld | Not Upheld Resolved Total
Level 1 15 7 24 7 53
Level 2 2 3 3 0 8
TOTAL 17 10 27 7 61

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

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

Criteria Measure
Level 1 Complaints 53
Level 1 Closed within 5 days deadline 79%
Extended Level 1 deadline 12
Level 2 Complaints 6
Level 2 Closed within 20 days deadline 100%
Number Escalated Level 1 to Level 2 3
TOTAL 61

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

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

Average (mean) response time
Level 1 Complaints 5.2 days
Level 2 Complaints 16.1 days
Escalated Complaints 15.3 days

Where complaints are not met within the deadlines, these were dealt with proactively, but
they exceeded deadlines due to delays in complainants responding to emails or staff
absence including annual leave.

AC/30112023/Sharepoint
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Indicator Four: The outcome of complaints at each stage

The number of complaints upheld, partially upheld, not upheld and resolved at level 1,
level 2 and after escalation as % of all complaints closed at level 1, level 2 and after

escalation.

2022-23 % Closed at | % Closed at | % Escalated Number of
Level 1 Level 2 L1-L2 Complaints

Upheld 88% 6% 6% 17

Part Upheld 70% 20% 10% 10

Not Upheld 89% 7% 4% 27

Resolved 100% 0 0 7

Number of 53 5 3 61

Complaints

Complaints Trends and Resulting Actions

The following table summarises complaints to the college across time. With over 9,000
student enrolments at college in each academic year, it is evident that the number of
complaints reflects a very small percentage of all interactions that students and other
stakeholders have with the college.

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

Number of Complaints

2019-20

2020-21

2021-22

2022-23

Total

46

46

58

61

Learning from Complaints — Annual Review of Reasons

The college actively participates in annual self-evaluation, so is always seeking to
improve our services, proactively using feedback from students, customers and

stakeholders.

Based on the complaints which were upheld or partly upheld, we note the following
actions from the main categories of complaint and which improvement actions arose
from these. Please note that in every case, complainants were satisfied with the

outcomes reached.
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Action: For Attention Agenda ltem 4.6

Paper 14

West Lothian College
30 November 2023

Reason for Complaint Total | Upheld! | Improvement Actions
Upheld
Communication 34 16 | Feedback to individual or team

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

Course Related 1 0 N/A
Delivery staff actions 9 3 Coaching provided to individual staff.
Funding 1 1 Feedback to individual or team provided

and action taken to improve
communication.

Management action 5 1 College website updated.

Standard of Service 3 2 Feedback to individual or team
provided, action taken to improve
communication and recorded in self-
evaluation.

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

Support staff behaviour 3 3 Additional course places were offered.

Conclusion

The college follows the Scottish Public Sector Ombudsman Model Complaints Handling
Policy and promotes awareness of this to staff, students and visitors.

The number of complaints received by the college is low, and all were handled
proactively and to complainant’s satisfaction.

We use the information gathered during the complaints handling process to inform
continuous improvement in real time, as well as reflecting on these for self-evaluation
purposes.

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

college from students and stakeholders, as well as changes and improvements resulting
from this via its website and social media.
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