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BOARD OF GOVERNORS MEETING 

Meeting of 5 December 2023 
Present: 
Alex Linkston (Chair of the Board of Governors) 
Tony Sharkey (Vice Chair of the Board of Governors) 
Sue Stahly (Non-executive Member and Senior Independent Member) 
Moira Niven (Chair, Finance and General Purposes Committee) 
Richard Lockhart (Chair, Audit Committee) 
Abel Aboh (Non-executive Member) 
Aruna Lopez (Non-executive Member) 
Elaine Cook (Non-executive Member) 
Seonaid Crosby (Non-executive Member) 
Michael Greenhalgh (Non-executive Member) 
Gavin Hamilton (Non-executive Member) 
Rehela Hussain (Non-executive Member) 
Jackie Galbraith (Principal and Chief Executive) 
Blair Stewart (Student Association President) 
Shelagh Fraser (Support Staff Member) 
Laura Murray (Teaching Staff Member) 
 
In Attendance: 
Simon Earp (Vice Principal, Performance and Improvement) 
Sarah-Jane Linton (Vice Principal, Learning and Attainment) 
Jennifer McLaren (Vice Principal, Finance and Corporate Services) 
Jenny Stalker (Board Secretary and Governance Advisor)  
Mark Comyns (HND Business Graduate and Edinburgh Napier University Business 
Degree Student) 
 

1 Committee Administration 

 1.1 Welcome and Apologies 

The Chair welcomed everyone to the meeting.   

The Chair commenced the meeting by recognising the college’s 
marvellous results at the College Development Network Awards, noting 
that the college achieved more winning results on the night than any 
other college has achieved in the past.  

The Board of Governors extended their congratulations and 
appreciation to all staff for their hard work and commitment to 
achieving excellent results. 
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Apologies were noted from Tom Bates (Non-executive Member and 
Chair of Learning and Teaching Committee) and Karine Bourdarias 
(Student Association President)   

 1.2 Declarations of Conflicts of Interest 

There were no declarations of conflicts of interest that were in conflict 
with any items under discussion during the meeting. 

 1.3 Minutes of the Previous Meeting of 26 September 2023 

The minutes of the meeting of 26 September 2023 were approved as a 
correct record. 

 1.4 Matters Arising 

  All actions were noted as completed. 

1.5 Talk from Mark Comyns, Alex Linkston Outstanding Student 
Winner 

 The Principal introduced Mark Comyns who was the recipient of the 
inaugural Alex Linkston Outstanding Student Award at the October 
2023 graduation ceremony. 

 Mark gave the Board of Governors a brief history of his life regarding 
education and how he came to college to study after dealing with 
addiction issues. He was not a high achiever in school but is very 
entrepreneurial. Mark spoke about his business ideas and how he has 
secured funding to progress his ideas and make them a reality. The 
Board heard how Mark became involved with a philanthropic, local 
businessman who supported him to complete his HND in Business with 
an A pass in his Graded Unit.  

Mark was introduced, via his tutors, to the Personal Asset Foundation, 
a charity working to support people who wish to break into banking and 
finance. Mark was awarded a scholarship from the Personal Asset 
Foundation which has allowed him to progress to study the Edinburgh 
Napier Business Degree, delivered on the college campus.  

 Mark commended the college on the excellent support systems that 
are available to students and highlighted how the college has helped 
him to turn his life around.  

 The Board of Governors thanked Mark for coming along to tell his story 
and wished him every success in his future career. 
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2 Matters for Approval 

 2.1 Annual Report and Financial Statements 

The Vice-Principal, Finance and Corporate Services informed the 
Board that the annual report and financial statements had been 
discussed extensively at both Finance and General Purposes and 
Audit Committees. The Board’s attention was drawn to the Adjusted 
Operating Deficit of £1.7m and asked to note the college’s explanation 
for the deficit. The Board was also reassured that the college’s cash 
situation could support the deficit. 

The Chair of the Finance and General Purposes Committee stated the 
deficit situation has been clearly explained and noted that the 
document cannot be published until the accounts have been laid before 
parliament. 

The Board agreed this report would be a useful document to use as 
part of the finance training for Board members scheduled for January 
2024. 

The Board approved the Annual Report and Financial Statements and 
confirmed there are no post-balance sheet events outstanding. 

 2.2 Letter of Representation 

The Board approved the Letter of Representation. 

 2.3 Board Meeting Schedule 2024-25 

  The committee noted the proposed meeting schedule for 2024-25 and 
  was content to approve the schedule.  

 2.4 Board Development Plan: Quarterly Update 

The Board of Governors noted progress on actions. Board members 
were asked to send future updates to the Board Secretary and 
Governance Advisor. 

Action 1: Board Members 
To send updates as appropriate to the Board Secretary and 
Governance Advisor 
 

 2.5 Recruitment Plan 

The Board noted that R Lockhart’s second term ends July 2024 and 
was asked to note there is a plan to recruit a non-executive member 
commencing January 2024. 
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3 Matters for Attention 

 3.1 Student Association Report 

The Student Association Report was discussed and good progress on 
key aims was noted. 

The Board was informed that Sparkle survey responses were down on 
the previous year and that the survey has been extended to increase 
the response rate. The reason for the lower response rate is due to 
another Induction Survey running at the same time. The Student 
Association is liaising with faculty staff to work on increasing the 
response rate.  

The Board was informed that eleven referrals to the Larder have been 
made to support students in hardship.  

The Board noted the Student Association Report. 

 3.2 Chief Executive Report 

The Principal and Chief Executive confirmed that staff consultation on 
the review of faculty structures closes on 8 December 2023. 

The Principal discussed the excellent college result from the College 
Development Network Awards, noting that these awards add to the 
very positive Education Scotland review and provides the college with 
further external validation of our progress. 

The Principal informed Board Members that the Vice-Principal, 
Learning and Attainment will commence a secondment with the Quality 
Assurance Agency for Higher Education from now until September 
2024, working to develop a new tertiary quality system. This also 
presents a development opportunity for faculty directors to lead on 
higher level work. The Board heard the salary saving from this 
secondment will be used to support staff to deal with difficult learner 
behaviours. 

The Board thanked the Principal for a very positive and upbeat report. 

 3.3 Regional Board Chair’s Feedback 

The Board heard that final offers have been made to the Unions but 
these have not yet been accepted. The Board noted that a mandate for 
industrial action is being sought by the EIS and we await the result of 
this. 
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The Chair updated Board members on the forthcoming Ministerial 
announcements regarding Post School Education and Skills Reform. It 
was agreed to circulate information to Board members when received. 

Action 2: Board Secretary and Governance Advisor 
To circulate update to Board members.  

 
 3.4 Strategic Risk Register Review 
 

The Chair of Audit Committee presented the updated risk register and 
noted potential escalation of financial risks. 

The Board agreed the risk register is a good summary of risks at this 
point in time. 

The Board was content to note the risk register. 

 3.5 External Audit Annual Report  

The Board was content to note the External Audit Annual Report. 

 3.6 Board Strategy Event: Tuesday 23 January 2024 

The Chair encouraged Board members to attend this event in January 
2024. The event will focus on economic development and 
regeneration. The day will include presentations from local partners 
and will focus on the Edinburgh and South East City Deal. 

 3.7 Net Zero Plan Update 

The Vice-Principal, Finance and Corporate Services drew the Board’s 
attention to the update in this paper, setting out progress on delivery of 
our net zero plan. 

The Board was content to note the update. 

4 Committee Matters for Information 

 4.1 Learning and Teaching Committee Update 
 

The Board heard that updates were given by faculty directors which 
highlighted changes made to faculty curriculum plans as a result of 
feedback from employers and partners. 
 
The Board discussed the paper on unmet demand which reflected 
continuing under-funding of the college and the impact of this on the 
West Lothian community. 
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The Board heard the student withdrawal rate has improved and that we 
will be sharing a Research Paper on Student Withdrawals with 
Dumfries and Galloway and Borders colleges. 
 
The Board noted the positive update from the Learning and Teaching 
Committee.  

 
  4.1.1 Outcome Agreement 2023-24 
  

The Board was content to approve the Outcome Agreement for 
2023-24. 

 
4.2 Finance and General Purposes Committee Update 
 

The Board was given a summary of discussion on the Annual Report 
and Financial Statements and were assured that the college has 
provided a clear explanation on the Adjusted Operating Deficit 
recorded for 2022-23. 
 
The Chair reported on engagement with the Business, Creative and 
Enterprise faculty and noted the creative input from students to room 
decoration. 
 
The Board heard the committee has queried Amaresco’s response on 
the delay in window installation. 
 
The Board noted there are no concerns in the management accounts 
at this stage. 
 
The Board noted the cap on student funding for FE and HE students 
and the potential impact on students. 
 
The committee noted the Reconciliation paper is a useful document 
and would like to see this paper continued. 
 
The Board noted the credit outturn for 2022-23 and the positive 
situation. 
 
The committee updated the Board on the HR paper and the Board was 
pleased to note the staff sickness absence rate had reduced. 
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4.3 Audit Committee Update 
 
 4.3.1 Audit Committee Annual Report to the Board of Governors 
    

The Board noted the amount of work involved in producing the 
Annual Report and Financial Statements and commented that 
the summary on the deficit situation is useful. 
 
The Board noted the Audit Committee Annual Report.  
 
The Digital Infrastructure update was noted as positive and also 
noted the positive impact on college security. The Board noted 
the distance travelled and expressed confidence that the college 
is as secure as possible. 

   
The Board heard that Internal and External Audit reports brought 
to the committee were positive with no material issues identified. 
The reports enabled the committee to have confidence in 
college processes. 
 
The Board noted positive feedback received from the Sheriff 
regarding the quality of evidence given on the long-standing 
court case, now resolved in favour of the college. 
 
The Audit Committee reported on the presentation from Audit 
Scotland which focused on issues of financial sustainability for 
the college sector. 

 
4.3.2 Health and Safety Report 
 

The Board noted the update on the health and safety report  
 
The Board also noted the update given on progress on business 
continuity actions. 

 
4.4 Chairs Committee Update 
 

The Chairs Committee informed the Board that Ministerial approval has 
been received for the the re-appointment of Sue Stahly for another 4 
years and recommended the re-appointment to the Board for approval. 
 
The Board was content to approve this re-appointment. 
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The Chairs Committee discussed the recruitment plan to replace 
Richard Lockhart from July 2024 and asked the Board to approve the 
plan. 
 
The Board approved the recruitment plan. 
 
The Board was updated on new Government Legislation which 
requires appointment of two Trade Union Board Members from 
January 2024 and will increase member numbers to 20.  The Board 
noted this legislation will apply sector wide.  Trade Union Board 
Members are planned to be in place by March 2024.  
 
The Board was content to approve the recruitment plan for Trade 
Union Board Members. 
 

5 Any Other Business 

The Board noted there will be a Christmas Market in college square on 
Wednesday 12 December 2023 and that students will receive a free sandwich 
and Christmas cake lunch.   

The Board was pleased to note there will be a free staff lunch on Wednesday 
20 December 2023 and that staff will receive Friday 22 December 2023 as an 
additional holiday in recognition for their contributions. 

6 Review of Committee and Supporting Papers 

 The Board was content with the quality and quantity of papers presented. 

7 Date of Next Meeting 

The date of the next meeting is Tuesday 19 March 2024 commencing at 
16.30 pm in rooms G4 and G5, No 3 on the Square. 

The Chair wished members a very happy festive break and the meeting 
closed with a Board Dinner in the Terrace Restaurant. 
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Board of Governors 
 
Matters Arising / Action update from the Board of Governors Meeting of 5 
December 2023 
 
 
Action 1: Board Members 
To send updates on training and development undertaken to the Board Secretary 
and Governance Advisor 
 
Action Status: In progress 
 
 
Action 2: Board Secretary and Governance Advisor 
To circulate information on Ministerial announcements to Board members.  
 
Action Status: Completed 
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BOARD DEVELOPMENT PLAN 2023-25 
 

 

 

Approved by the Board of Governors: 26 September 2023 

Review date: Quarterly 

 
 

  



Action: For Approval      Agenda Item:  2.1 
   
      Paper 3 
West Lothian College 
      19 March 2024 
 

BOG/19032024/Sharepoint                                                                                2 

STRATEGY AND PLANNING 
 
Action Action Lead Action Deadline Strategic Impact March 2024 Update 
Plan Board Strategy Event to 
include a presentation from 
West Lothian Economic 
Development and West 
Lothian Community Planning 
Partnership  

Chair/Principal January 2024 
 
January 2025 

Improved knowledge 
and understanding of 
Scottish Government 
development plans 
 
Improved knowledge 
and understanding of 
local authority 
planning  
 
Improved input to 
college strategic 
planning 

2 Board Members 
attended CDN 
Workshop on Economic 
Regeneration on 10 
October 2023 
 
Jan 2024 Strategy day 
was held successfully. 
 
Board members heard 
presentations on 
economic development 
from college partners 
with an opportunity to 
reflect and plan for 
future board input being 
considered for the May 
2024 Strategy Event. 
 
 

Engage with Board Strategy 
Events  
 

Chair of the 
Board/ 
Principal 

January 2024 
 
May 2024 
 
January 2025 
 

Improved Board 
leadership informing 
college strategic 
direction 
 

All Committee remits 
have been amended to 
include a point on 
attending Board 
Strategy Events. 
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May 2025 Improved Board 
participation in 
curriculum and project 
planning 
 
 

Board members invited 
to engage with 
curriculum planning 
event on 25 October 
2023 – three members 
participated. 
 
The January 2024 
Strategy Day was well 
attended by board 
members. 
 
 

Build diversity balance into 
succession planning 
arrangements.   

Chair of the 
Board 

June 2025 Achievement of board 
and college strategic 
goals and values 
 

Teaching staff and 
support staff member 
recruitment completed 
June 2023 – overall 
gender balance has 
been maintained. 
 
Recruitment plan for 
July 2024 has taken 
account of targeted 
advertising to improve 
diversity of applications. 
 
A round of recruitment 
took place in 
January/February 2024. 
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Applications were 3 
male: 2 female. The 
panel decision was to 
recruit a female non-
executive member 
which maintains our 
gender balance on the 
board overall. 
 

Audit Committee agenda to 
include regular review of audit 
actions  

Chair of Audit 
Committee 

Dec 2024 Improved monitoring 
of audit action plans 
 
Improved scrutiny of 
audit plans 

Re-consider this action 
in light of internal audit 
and external audit 
reports already included 
in committee agenda. 
 
Reflection took place on 
this action. Committee 
agreed there is no 
requirement for further 
scrutiny and action 
should be removed. 
 
Interim Board Review 
carried out by Azets 
Internal Auditors  
February 2024. 
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KNOWLEDGE OF INTERNAL AND EXTERNAL ENVIRONMENT 
 
Action  Action Lead Action Deadline  Strategic Impact 19 March 2024 Update 
Board members to engage 
regularly with Faculty events 

Committee 
Chairs 

June 2025 Positive Education 
Scotland progress 
review 
 
Improved Internal 
Audit results 
 
Improved 
understanding to 
enable scrutiny of 
papers. 

Board Member tours 
offered: 
 
27 and 28 Sept 2023 
 
Chair of the Board 
engaged in a college 
walk-round on 
Wednesday 18 October 
2023 
 
Three Board members 
engaged in college-
wide curriculum 
planning event on 25 
October 2023. 
 
Board members 
participated in the 
launch of the EcoHouse 
19 September 2023. 
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Board members 
attended CDN College 
Awards Ceremony 
November 2023. 
 
 

Add focused faculty 
presentations to Board agenda  
 

Chair/Principal June 2024 Up to date knowledge 
of college projects  
 
Improved 
understanding of 
progress against KPIs 

Board agenda includes 
a standing item for 
appropriate faculty 
presentations. 
 
3 Faculty presentations 
included in agenda for 
Board Meeting of 26 
September 2023 
Presentation arranged 
from Business, Creative 
and Enterprise student, 
Mark Comyns to Board 
meeting of 5 December 
2023. 
 
Presentation on Staff 
Wellbeing included on 
Agenda for F&GP 
Committee meeting. 
 
SPARKLE 
presentations heard 
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from Faculty Directors 
at L and T Committee 
meeting 6 March 2024. 
 
Presentation given to 
the Board on 19 March 
2024 on college 
partnership working 
with schools to increase 
engagement in 
Carpentry and Joinery. 
 

 

SKILLS DEVELOPMENT 
 
Action Action Lead Action 

Deadline 
Strategic Impact  19 March 2024 Update 

Conduct a skills audit and 
identify any skills gaps to 
inform succession planning 

Board 
Governance 
Advisor 

March 2024 Improved and early 
succession planning  
 
Maintenance of skills 
and expertise 
appropriate to 
committee needs 
 
Meet board and 
college strategic goals 
and values 

Skills audit completed 
by all members by 17 
November 2023. 
 
Skills audit used to 
inform recruitment to fill 
Audit Committee 
vacancy.  
 
Interim board review 
February 2024 has 
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 recognised skills audit 
as good practice to 
inform succession 
planning. 
 

Committee Members to be 
provided with dates for 
College Development 
Network Board Member 
Induction Training 
 

Board 
Governance 
Advisor 

Sept 2023 
 
Sept 2024 

Fully inducted and 
informed Board 
Members 

Completed for 2023-24. 
CDN Programme 
circulated to full Board 
August and October 
2023. 
 
4 new Board Members 
booked into October 
and December induction 
events. 1 new Board 
Member engaged in 
remote induction 
training. 
 
CDN programme 
refreshed and made 
available to members. 
 

Participate in training on 
Scottish Funding Council 
finance arrangements, 
including deficit management 
and reading management 
accounts 

Vice Principal, 
Finance and 
Corporate 
Services 

December 2023 
 
December 2024 

Improved Board 
understanding of 
financial procedures 
 
Improved ability to 
scrutinise papers and 

Training date arranged 
for 18 January 2024. 
Training will be 
delivered by Vice-
Principal, Finance and 
Corporate Services. 
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feed back to Scottish 
Funding Council 
 

3 board members 
participated in the 
Finance Training and 
found it beneficial. 
 

Continue to welcome new 
staff members to attend 
committee meetings 

Chairs of 
Committees 

June 2025 Improved transparency 
of Board operations 
 
Staff development 
opportunities for wider 
college staff 

In progress. HR 
Business Partners will 
attend F&GP Committee 
meetings in rotation 
during 2023-24. 
 
 

Carry out training on 
Charitable Status for all Board 
Members  

 

Board 
Governance 
Advisor 
 

 

June 2025 Improved 
understanding of 
Board member 
responsibilities  

Discussion has taken 
place with college 
partners to explore 
training opportunities. 
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RELATIONSHIPS AND COLLABORATIONS 
 
Action Action Lead Action 

Deadline 
Strategic Impact 19 March 2024  

Update  
The Chair of the Finance and 
General Purposes Committee 
to meet with incoming Student 
Association Presidents prior to 
attending the first meeting in 
preparation for the role. 

Vice Principal 
Finance and 
General 
Purposes 
Committee 

June 2024 Improved confidence 
for new Student 
Association Officers 
 
Early input from 
Student Association 
Officers on the student 
experience  
 
 

To commence in 2024-
25 when new Student 
Association Presidents 
are recruited. 

Implement a Partnership 
Dinner Event for board 
members/lifetime 
ambassadors and managers  
 

Chair/Principal June 2024 Maintain college 
reputation in the 
community  
 
Improve opportunities 
for Board Members to 
engage with college 
partners 

Planning taking place 
March 2024 

Schedule Committee Self 
Evaluations for 2023-24 

Board 
Governance 
Advisor 

June 2024 
 
June 2025 

Evaluation of Board 
performance  
 
Improved Board 
Development Planning 
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BOARD MEMBER INDUCTION AND 
DEVELOPMENT PROCEDURE 
 

 

 

Author: Jenny Stalker 

Approved by the Board of Governors: 19 March 2024 

Review date: 19 March 2027 

Equality Impact Assessment date:  

 

  



Action: For Approval  Agenda Item 2.4 
 
  Paper 4 
West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 2 

Contents 

          Page 
 

History of Changes        3   

Introduction         4 

Scope and Purpose of the Procedure     4 

New Board Member Induction      4 

Board Member Development      5 

Senior Independent Member Role      5 

Procedure Review        6 

Supporting Documentation       6 

Equality Impact Assessment      7 

 

 

  



Action: For Approval  Agenda Item 2.4 
 
  Paper 4 
West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 3 

History of Changes 
 
 
Version Description of Change Authorised by Date  

   
 
 

    
 
 

 

 

Statement of Inclusiveness  

  

West Lothian College is an inclusive organisation and all policies, procedures, 
strategies, plans, provisions, criteria, functions, practices and activities, including 
decisions and the delivery of services are assessed to consider the impact on staff 
and students covered by the Equalities Act 2010 by the completion of an Equalities 
Impact Assessment (EIA).  Protected characteristics are defined as age, disability, 
gender reassignment, marriage or civil partnership (in employment only), pregnancy 
and maternity, race, religion or belief, sex, sexual orientation.   
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1 Introduction 
 

1.1 West Lothian College Board of Governors seeks to embed the 
principles of the College Sector Code of Good Governance and to 
promote positive and respectful behaviours in all board business. 
 

1.2 The Board of Governors has introduced this procedure to ensure board 
members have the right support and access to development 
opportunities to enable them to perform confidently and effectively in 
the role. 

 
1.3 Board members will be supported and developed to be high performing 

and supportive of the college in realising its aims, vision and values. 

 

2 Scope and Purpose of the Procedure 

2.1 This procedure applies to all board members, whether appointed by the 
Minister, students or staff.   

2.2 The procedure details the process through which new board members 
are inducted into the role and, thereafter, can access future 
development opportunities. 

2.3 The aim of this procedure is to maintain a board membership with up to 
date knowledge and understanding of government strategy impacting 
on the college sector and with cross-committee skills enabling regular 
review of committee membership.   

3 New Board Member Induction 
 

3.1 Attend early Induction meetings with the: 

• Chair of the Board of Governors 
• College Principal and Chief Executive 
• The Senior Independent Member of the Board of Governors 
• College Vice-Principal(s) relevant to the committee 

3.2 Participate in college campus orientation tour 
 

3.3 Attend Induction Training with the Board Secretary and Governance 
Advisor 

 
3.4 Complete Core Information  
 
3.5 Complete PVG check  
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3.6 Complete Register of Interest Declaration Form 
3.7 Complete website information  

 
3.8 Complete College Development Network New Board Member 

Mandatory Induction Training Module 
 

3.9 Attend Induction Support Meeting with the Chair of the Board of 
Governors within 6 months of appointment 

 
3.10 Complete Induction Checklist within the first year of appointment 

 
4 Board Member Development 
 

4.1 Complete annual skills self-assessment to identify skills gaps 
 

4.2 Engage in committee self-evaluation to identify individual and/or 
committee training and development needs 

 
4.3 Participate in identified committee specific training opportunities as 

appropriate 
 

4.4 Participate in College Development Network training events as 
appropriate 

 
4.5 Engage with College Board of Governors Strategy Events as 

scheduled  
 

5 Development for the Senior Independent Member Role 
 

The Senior Independent Member is appointed as a condition of grant to 
provide a sounding board for the Chair and to serve as an intermediary for the 
other board members and the board secretary when necessary. 
 
5.1 The Senior Independent Member is appointed from experienced, non- 

executive board members who have the relevant skills and attributes 
and are: 

• seen as having personal integrity and independent of the Chair and 
Principal 

• experienced in and knowledgeable of the requirements of good 
governance and collective responsibility 

• respected by all board members and able to engage constructively 
with all concerned 
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• able to consider matters calmly and constructively, striking an 
appropriate balance between support and challenge 

5.2 New board members will have an early induction meeting with the 
Senior Independent Member to facilitate understanding of the role.  

5.3 All board members will have opportunities to engage in relevant 
training and development to be able to progress into this role at a 
future date. 

 
6 Procedure Review 
 

6.1 The procedure will be reviewed and approved by the Board of 
Governors on a 3-yearly basis. 

 
7 Supporting Documentation 
 

7.1 Board Member Induction is supported by: 
 

• The College Development Network Code of Good Governance 
• West Lothian College Code of Conduct 
• Board Member Terms and Conditions 
• Board of Governors Scheme of Delegation 
• Board of Governors Standing Orders 
• Committee Remits 

 
7.2 All documentation is made available to Board Members on 

appointment and can be accessed through the College Virtual Learning 
Environment (Moodle) 

 
8 Equality Impact Assessment 
 

8.1 An Equality Impact Assessment has been carried out on this procedure 
to ensure there is no detriment to any board member, new or existing. 

 
8.2 The Board of Governors has adopted best practice in the sector to 

seek to attract and retain a diverse board membership. 
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Equality Impact Assessment  

 
Before carrying out an EIA, you should familiarise yourself with the College’s EIA Policy 
Statement and Guidance, along with further information and resources which are available 
on iShare 

EIA covers strategies, policies, procedures, plans, provisions, criteria, functions, 
practices and activities, including decisions and the delivery of services, but will be 
referred to hereinafter as ‘policy/practice’. 
 

Policy/Practice (name or 
brief description):   

 

 

 

Board of Governors, Board Member Induction and 
Development Procedure 

Strategy/Policy includes 
Equalities Statement of 
Inclusiveness? Yes/No  

Text to be included in strategy/policy:  

  

Yes, statement included 

  

Reason for Equality Impact Asessment (choose from the following options):   

 

• Proposed new 
policy/practice 

• Proposed change to an 
existing policy/practice 

• Undertaking a review of 
an existing 
policy/practice  

• Other (please give 
detail):   
 
 

 

 

New proposed procedure 
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Person responsible for the policy area or practice: 

 

Name:  

Job title:  

 

Jenny Stalker 

Board Secretary and Governance Advisor 

An Equality Impact Assessment must be carried out if the policy/practice: 

• affects operational or strategic functions of the College 
• is relevant to the promotion of equality (in terms of the Public Sector Equality Duty 

‘needs’ as set out in the Policy and Guidance) 
 

Why the EIA is being 
carried out 

To ensure the Board of Governors is promoting best practice 
in the promotion of inclusiveness in all board business. 

 

 

 

Equality Groups 

Relevant to the Policy/Practice, identify which of the undernoted equality groups are 
impacted upon: 

• Age 
• Disability 
• race (including 

ethnicity and 
nationality) 

• religion or belief 
• sex 
• sexual orientation 
• gender 

reassignment 
• pregnancy and 

maternity 
• marriage or civil 

partnership 

 

All groups 
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Record your assessment against the following statements: 
Statement Equality assessment 

Detail the evidence of the needs of 
the identified equality groups and 
any gaps in information 

Board members may come from any one or more of 
the identified equality groups 

Will application of this 
policy/practice lead to 
discrimination (direct or indirect), 
harassment, victimisation, less 
favourable treatment for particular 
equality groups? 

No, the aim of the procedure is to ensure all board 
members, regardless of background are treated 
fairly and equally with regard to Induction and 
Development. 

If yes, how will the policy/practice 
be changed to contribute to 
advancing equality of opportunity 

 

 

State how this policy/practice will 
foster good relations: 

 

Board members will have access to the same 
support and development opportunities regardless 
of background. 

Will the policy/practice create any 
barriers for any other groups?   
 

No 

If yes, how will the policy/practice 
be changed to contribute to 
advancing equality of opportunity 
 

The policy will be reviewed in 3 years and will take 
account of identified changes  

Which equality groups or 
communities have been consulted 
in the development and review of 
this policy/practice? 

 

All Board Members had an opportunity to contribute 
to development and approval of the procedure. 

Best practice advice was sought from the College 
Development Network and Good Governance 
Steering Group 
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Equality Impact Assessment Outcome 

Select one of the four options below to indicate how the development/review of the 
policy/practice will be progressed and state the rationale for the decision.  (Delete the 
options that do not apply): 

 

 
Option 1:  No change required – the 
assessment is that the policy/practice 
is/will be robust.  
 
Option 2: Adjust the policy or 
practice – this involves taking 
steps to remove any barriers, to 
better advance equality and/or to 
foster good relations. 
 
Option 3: Continue the policy or 
practice despite the potential for 
adverse impact, and which can be 
mitigated 
 
Option 4: Stop the policy or 
practice as there are adverse 
effects cannot be 
prevented/mitigated against.  
 

 

Option 1 

 

Monitoring 

 

When will the policy/practice next be 
reviewed? 

 

 

Publication of EIA 

 

Can this EIA be published in full, 
now?  Please state Yes or No   

 

If No – please specify when it may be 
published or indicate restrictions that 
apply: 

  

 

No 

 

 

Approval by the Board of Governors is required 
before publication 
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Sign-off 

EIA undertaken by  

Name:                                                                          
Date:       

Accepted by person responsible for 
the policy/practice named above:   

Name:                                                                           

Date:  

 

 

 

  

 

Jenny Stalker 

February 2024 

 

Alex Linkston 

 

 

February 2024 

 

Retain a copy of this form for your own records and send a copy to lbyrne@west-
lothian.ac.uk 

 

 

 

 

 

 

 

 

 

mailto:lbyrne@west-lothian.ac.uk
mailto:lbyrne@west-lothian.ac.uk
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History of Changes 
 
 
Version Description of Change Authorised by Date  

   
 
 

    
 
 

 

 

Statement of Inclusiveness  

  

West Lothian College is an inclusive organisation and all policies, procedures, 
strategies, plans, provisions, criteria, functions, practices and activities, including 
decisions and the delivery of services are assessed to consider the impact on staff 
and students covered by the Equalities Act 2010 by the completion of an Equalities 
Impact Assessment (EIA).  Protected characteristics are defined as age, disability, 
gender reassignment, marriage or civil partnership (in employment only), pregnancy 
and maternity, race, religion or belief, sex, sexual orientation.   
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1 Introduction 
 

1.1 West Lothian College Board of Governors seeks to embed the 
principles of the College Sector Code of Good Governance and to 
promote positive and respectful behaviours in all board business. 
 

1.2 The Board of Governors has introduced this procedure to ensure board 
vacancies are planned for and filled without detriment to the efficient 
working of the board. 

 
1.3 This procedure aims to ensure there is a proactive approach to 

succession planning based on review of board member skills and 
expertise and consideration of new and emerging needs. 

 
1.4 The aim of this procedure is to maintain board membership required to 

meet Scottish Government Ministerial Guidance and to support the 
college in realising its aims, vision and values. 

2 Scope and Purpose of the Procedure 

2.1 This procedure applies to all board member positions. 

2.2 The procedure details the process through which board member terms 
of office are regularly reviewed and succession and recruitment plans 
put in place. 

3 Recruitment  
 

3.1 Board Member terms of office will be kept up to date and reviewed 
annually. 

 
3.2 An annual skills audit will be completed to inform recruitment, selection 

and succession planning. 
 

3.3 Recruitment plans will be developed in consultation with the Chair of 
the Board. 

 
3.4  Person specifications will be developed in line with analysis of current 

and future skillset required 
 

3.5 Recruitment advertisement to be placed to attract a diverse range of 
applications.  

 
3.6 The recruitment selection panel will include: 
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• Chair/Vice Chair of the Board 
• College Principal 
• 1 Non-executive Board Member 
• 1 Student Member 
• 1 Independent person 
• The Board Secretary and Governance Advisor 

 
3.7 Recruitment panel decisions will be approved by the Chairs Committee 

and recommended to the Board of Governors.  
 
3.8 The Independent person should provide a supporting statement 

regarding the overall transparency and fairness of the recruitment 
process. 

 
3.9 Where recruitment takes place out with the cycle of meetings, approval 

by the Board of Governors will be through an online meeting and/or by 
email. Board members will have 7 days in which to respond to the 
recommendation for appointment 

 
3.10 All non-executive appointments are subject to Scottish Government 

Ministerial approval. 
 
3.11  Staff and Student member appointments are subject to an open 

election process with members elected by college staff or students. 
Ministerial approval for these posts is not required. 

 
3.12 Board appointments are made on the basis of a first term of office of 4 

years with the potential to extend service for a second term of 4 years. 
 

3.13 New board members will undertake a programme of Induction and 
Development on appointment. 

 
4 Succession Planning 
 

4.1 A succession plan will be reviewed on an annual basis. 
 

4.2 The succession plan will include a review of: 
 

• End of term dates for board members  
• Required recruitment to maintain board membership 
• Changes required to committee membership  
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4.3 Where a board member is at the end of term 1, the member will be 
consulted on remaining for a second term. The appointment for a 
second term of 4 years will be subject to approval by the Chairs 
Committee, ratified by the Board and subject to Scottish Government 
Ministerial approval. 

 
4.4 Where a board member is at the end of term 2, a recruitment plan will 

be put in place to recruit a replacement member.  
 
4.5 Extraordinary requests to re-appoint a board member who has reached 

the end of their second term must be approved by the Chairs 
Committee and submitted for Scottish Government Ministerial 
approval. 

 
4.6 The appointment of Vice-Chairs to Committees will be on the basis that 

the Vice-Chair will succeed the Chair when required. 
 

5 The Senior Independent Member Role 
 

It is a condition of grant that the board appoint a Senior Independent Member 
to provide a sounding board for the Chair and to serve as an intermediary for 
the other board members and the board secretary when necessary. 
 
5.1 The Senior Independent Member should be: 
 

5.1.1 appointed from experienced, non-executive board members 
where the board member does not have additional roles that 
may undermine their ability to fulfil the role 

 
5.1.2 independent of the Chair and Principal and have personal 

integrity 
 
5.1.3 experienced and knowledgeable of the requirements of good 

governance and collective responsibility 
 
5.1.4 respected by all board members and able to engage 

constructively with all concerned 
 
5.1.5 able to consider matters calmly and constructively, striking an 

appropriate balance between support and challenge 
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 5.2 Senior Independent Member Term of Office 

5.2.1 The Senior Independent Member will normally be appointed for a 
4-year term, or for the remainder of their 4-year term of office 
depending on the time of appointment. 

5.2.2 Where the Senior Independent Member position becomes 
vacant, the position will be opened to board member with relevant 
attributes. 

5.2.3 Senior Independent Member appointments will be approved 
through the Chairs Committee and ratified by the Board of 
Governors. 

 
6 Procedure Review 
 

6.1 The procedure will be reviewed and approved by the Board of 
Governors on a 3-yearly basis. 

 
7 Supporting Documentation 
 

7.1 Board recruitment and succession planning is supported by: 
 

• The College Development Network Code of Good Governance 
• West Lothian College Code of Conduct 
• Board Member Terms and Conditions 
• Board of Governors Scheme of Delegation 
• Board of Governors Standing Orders 
• Committee Remits 
• Induction and Development Procedure 

 
7.2 All documentation is made available to Board Members on 

appointment and can be accessed through the College Virtual Learning 
Environment (Moodle) 

 
8 Equality Impact Assessment 
 

8.1 An Equality Impact Assessment has been carried out on this procedure 
to ensure there is no detriment to any board member, new or existing. 

 
8.2 The Board of Governors has adopted best practice in the sector to 

seek to attract and retain a diverse board membership and to ensure 
continuity of board business. 
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Equality Impact Assessment  

 

 
Before carrying out an EIA, you should familiarise yourself with the College’s EIA Policy 
Statement and Guidance, along with further information and resources which are available 
on Sharepoint 

EIA covers strategies, policies, procedures, plans, provisions, criteria, functions, 
practices and activities, including decisions and the delivery of services, but will be 
referred to hereinafter as ‘policy/practice’. 
 

Policy/Practice (name or 
brief description):   

 

 

 

Board of Governors, Board Member Recruitment and 
Succession Planning Procedure 2024 

Strategy/Policy includes 
Equalities Statement of 
Inclusiveness? Yes/No  

Text to be included in strategy/policy:  

  

Yes, statement included 

  

Reason for Equality Impact Asessment (choose from the following options):   

 

• Proposed new 
policy/practice 

• Proposed change to an 
existing policy/practice 

• Undertaking a review of 
an existing 
policy/practice  

• Other (please give 
detail):   
 

 

 

New proposed procedure 

 

 

 

 

 

 

 

  



Action: For Approval  Agenda Item 2.5 
 
  Paper 5 
West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 9 

Person responsible for the policy area or practice: 

 

Name:  

Job title:  

 

Jenny Stalker 

Board Secretary and Governance Advisor 

An Equality Impact Assessment must be carried out if the policy/practice: 

• affects operational or strategic functions of the College 
• is relevant to the promotion of equality (in terms of the Public Sector Equality Duty 

‘needs’ as set out in the Policy and Guidance) 
 

Why the EIA is being 
carried out 

To ensure the Board of Governors is promoting best practice 
in the promotion of inclusiveness in all board business. 

 

 

 

Equality Groups 

Relevant to the Policy/Practice, identify which of the undernoted equality groups are 
impacted upon: 

• Age 
• Disability 
• race (including 

ethnicity and 
nationality) 

• religion or belief 
• sex 
• sexual orientation 
• gender 

reassignment 
• pregnancy and 

maternity 
• marriage or civil 

partnership 

 

All groups 
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Record your assessment against the following statements: 
Statement Equality assessment 

Detail the evidence of the needs of 
the identified equality groups and 
any gaps in information 

Applicants for board vacancies and existing board 
members may come from any one or more of the 
identified equality groups 

Will application of this 
policy/practice lead to 
discrimination (direct or indirect), 
harassment, victimisation, less 
favourable treatment for particular 
equality groups? 

No, the aim of the procedure is to ensure all board 
members, regardless of background are treated 
fairly and equally with regard to Recruitment and 
Succession. 

If yes, how will the policy/practice  
be changed to contribute to 
advancing equality of opportunity 

 

 

State how this policy/practice will 
foster good relations: 

 

Board members will have access to the same 
support and development opportunities regardless 
of background. 

Will the policy/practice create any 
barriers for any other groups?   
 

No 

If yes, how will the policy/practice  
be changed to contribute to 
advancing equality of opportunity 
 

The policy will be reviewed in 3 years and will take 
account of identified changes  

Which equality groups or 
communities have been consulted 
in the development and review of 
this policy/practice? 

 

All board members had an opportunity to contribute 
to development and approval of the procedure. 

Best practice advice was sought from the College 
Development Network and Good Governance 
Steering Group. 
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Equality Impact Assessment Outcome 

Select one of the four options below to indicate how the development/review of the 
policy/practice will be progressed and state the rationale for the decision.  (Delete the 
options that do not apply): 

 

 
Option 1:  No change required – the 
assessment is that the policy/practice 
is/will be robust.  
 
Option 2: Adjust the policy or 
practice – this involves taking 
steps to remove any barriers, to 
better advance equality and/or to 
foster good relations. 
 
Option 3: Continue the policy or 
practice despite the potential for 
adverse impact, and which can be 
mitigated 
 
Option 4: Stop the policy or 
practice as there are adverse 
effects cannot be 
prevented/mitigated against.  
 

 

Option 1 

 

Monitoring 

 

When will the policy/practice next be 
reviewed? 

 

 

Publication of EIA 

 

Can this EIA be published in full, 
now?  Please state Yes or No   

 

If No – please specify when it may be 
published or indicate restrictions that 
apply: 

  

 

No 

 

 

Approval by the Board of Governors is required 
before publication 
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Sign-off 

 

EIA undertaken by  

Name:                                                                          
Date:       

Accepted by person responsible for 
the policy/practice named above:   

Name:         

 

                                                                
Date:  

 

 

 

Jenny Stalker 

February 2024 

 

Alex Linkston 

 

 

February 2024 

 

Retain a copy of this form for your own records and send a copy to lbyrne@west-
lothian.ac.uk 

 

 

 

 

 

 

 

 

 

mailto:lbyrne@west-lothian.ac.uk
mailto:lbyrne@west-lothian.ac.uk
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Board of Governors  
  
STUDENT ASSOCIATION REPORT  
  
INTRODUCTION 
  
This report aims to provide an overview of the activities of the Student Association (SA) 
for the period November 2023 to February 2024. The report includes the following activity 
headings:  

 
• Student Engagement and Student Voice 
• Strategic Aims – Equalities, Health and Wellbeing and Sustainability Activity  
• Conclusion 
• Recommendations 
• Appendices 
  
Student Association  
  
The Student Presidents, Blair and Karine, would like to share their experiences in the role 
in this period in Appendix 1.  
  
Executive Officers  
  
Executive Officers have been working on several priorities which include the following 
activities:  
 
• Student consultation for the Student Association’s next three-year plan  
• Supporting “Pennies Pantry”, low-cost essentials for sale in college.  
• Supporting the Health and Wellbeing Fair, events and activities 
• Assisting the Net Zero group, planting raised beds and recycling projects  
• Helping create a new Student Mental Health Agreement  
• SPARKLE evaluation of the student experience 
• Strategic planning event with NUS - February 2024 
• Self-evaluation - February 2024 

  
Ambassadors  
  
Ambassadors continue to support the SA by working with the Student Presidents and the 
Executive Officers. They have been involved in the following activities: 
  
• Student Association consultation  
• Student Mental Health Agreement consultation  
• LGBT Club 
• Supporting and helping with our events 
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STUDENT ENGAGEMENT AND STUDENT VOICE  
  
During this period, we had over 345 student enquiries in the Student Association Hub. 
These were submitted through MS Forms as well as speaking directly to students.  
  
• 223 Signpost to Service/ referrals: (40 signpost to service and 183 referral)  
• 33 Suggestion / Idea / Feedback/ Question/Club info  
• 49 Training 
• 5 IT related queries  
• 2 Complaints 
• 5 Disciplinary  
• 22 Peer support  
• 6 Other  

 
We communicate with students regularly in a number of ways and use Microsoft Teams 
as our main method to promote the student weekly update. The update includes vital 
information for students which includes important updates, support available to students, 
activities and events.  
 
We have been evaluating the effectiveness of this method to ensure that we are able to 
communicate with students about matters of importance to them. We are currently 
running student consultations and one of the questions relates to communication and 
what their preferred approach is. 
 
We will analyse the feedback once this process is complete and make improvements 
based on this. However, we are aware that different students want varying methods of 
communication and we hope to react to this sensitively.  
  
Learning and Teaching  
  
SPARKLE is an independent survey conducted by the SA to enable students to 
independently feedback about their learning and teaching and overall college 
experiences.  
  
We launched our annual SPARKLE survey on 8 November 2023. This was open to all 
students for a month, to provide ample opportunity for students to feedback. The data was 
analysed and fed back to faculties. Please see the SPARKLE report for 2023 in Appendix 
2.  
  
The SA team met with the Executive Leadership Team (ELT) on 29 January 2024 to 
discuss the process and findings from the survey.   
 
This was an extremely supportive meeting with open discussion and genuine support for 
the SA, the process and student feedback.  
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As a result of these discussions and student feedback, for the 2024 SPARKLE survey, the 
SA propose to tailor the survey for work-based and part-time students, acknowledging 
that some questions which relate to learning on campus may not be so relevant to them. 
In addition, we discussed surveys, timelines, engagement, student feedback, faculty 
responses and the commitment we need from ELT and college staff.  
  
The SA would like to offer thanks to ELT for their support with this process. Working 
together ensures that students are at the centre of all we do, provides students with an 
opportunity to independently feedback about the college and make improvements to 
ensure that students have the best possible college experience, in addition to the other 
methods used across college to gain these insights. 
 
Student Association Strategic Plan Consultation.  
  
The SA is reaching the end of our current three-year strategic plan. We have been 
consulting with students to establish their priorities and what they feel is most important 
as a college experience. We have also asked them to reflect on our current vision, values, 
and mission.  
  
We are aiming to speak to a minimum of 300 students to ensure that the feedback we 
receive is representative of our students and their needs. The consultation feedback will 
feed into our strategic planning session at the end of February with NUS. Our aim is to 
create a draft strategic plan by June 2024, to enable an opportunity for the newly elected 
Student Presidents to feed into the process and help to construct the end plan.  
  
Student Engagement - Events, Clubs, Training and Activities  
  
The SA is taking a more casual approach to clubs this year, allowing students to lead 
clubs which they are interested in. These include Chess, Dungeons and Dragons and 
Board Games all of whom have well-established groups playing every week.  
  
In addition, we are working with students and our Active Campus Coordinator to support a 
more formalised approach for the LGBT Club and sports activities. We have also been 
working collaboratively with the Active Campus Coordinator to increase participation and 
promote activities.  
  
Lunchtime activities have been available for staff and students which include badminton, 
basketball, pickleball football, rugby and fitness classes. These sessions will continue to 
be evaluated to meet the needs of the students.  
  
Events  
  
UK Disability Month  
 
The SA arranged a number of activities for UK Disability Month which runs from 
16 November to 16 January. We interviewed several disabled students to understand 
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their experiences and share these with other students. We promoted famous people who 
have disabilities to celebrate their achievements, provided a quiz for students and 
promoted support services and facts and figures  
  
International Men’s Day and Men’s Mental Health Day  
 
The SA team hosted a number of activities for International Men’s Day on 19 November 
2023. We promoted information that statistics show particularly affected men. These 
included male homelessness, suicide, paternity rights and men’s mental health.  
  
We listened to student feedback to understand the importance of more visibility for men’s 
mental health and, with the Active Campus Coordinator, we organised a 3k fun run, 
promoted health information around the faculties and invited the Mancave, Neil’s Hugs 
and Andy’s Man Club into college. In addition, we supported the Jamie’s Sanctuary 
fundraising event.  
 
16 Days of Action Against Gender Based Violence 
 
We worked collaboratively with college staff and West Lothian Council to create a 
calendar of activities for the 16 Days of Action Against Gender Based Violence, further 
developing the relationships with the council in this respect.  
  
The SA team and some college staff took part in the rally at Howden Park Centre to 
launch the start of the 16 days on Friday 24 November. The college was lit purple and 
green for the duration and we hosted several activities over this period. We celebrated 
White Ribbon Day with students talking about experiences and pledging to eliminate 
gender-based violence, placing white ribbons on the tree in the college square and 
making pledges. We hosted DASAT (the council’s Domestic and Sexual Assault Team) to 
provide on-campus support and we worked collaboratively with Police Scotland who ran 
bystander and positive relationship workshops for over 150 students. The Art students 
created an art exhibition for the last day which was open to staff, students and the public, 
which was extremely well received.  
 
More recently, we have attended information sessions exploring the Emily Test Charter to 
see whether we want to join up with other colleges and universities in Scotland on this. A 
comparison will be made with the White Ribbon Campaign and a decision made about 
what to pursue next year. 
 
Fayre on the Square  
 
The SA Team worked collaboratively with the Marketing team to organise another 
successful winter Fayre on the Square on 13 December 2023. There were more than 
26 stalls, as well as student classes, raising money for their trips and for the Student 
Association.  
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The SA received £703.32 in total from the event, which will be used to continue to support 
students. We are very grateful to all those who helped to raise money for the SA and who 
helped to make this event a huge success.  
  
Health and Wellbeing Fair 2024 
 
On 25 January 2024, we held our annual Health and Wellbeing Fair. 36 stall holders 
attended the event. This is an opportunity for students who start their courses in January 
to meet other students and access college and local community services, as well as 
current students, to take some time out to meet community partners and to promote focus 
on their own health and wellbeing.  

Feedback from students was extremely positive. Students said that they really liked the 
event and felt that it was important to show what support is available. One student 
reported that they had achieved employment at the fair and others gave feedback to say 
that they felt it was valuable.  

STRATEGIC AIMS – EQUALITIES, HEALTH AND WELLBEING AND 
SUSTAINABILITY ACTIVITY  
  
Equalities  
  
The college and SA have been working in partnership over the past nine months to 
achieve LGBT Gold Charter Status. In December 2023, LGBT Youth Scotland confirmed 
that we had been successful and achieved gold status. This is a great accolade for the 
work that has been carried out to ensure that our college supports all staff and students 
and eliminates unnecessary barriers. We would love to share some of the learnings in a 
short PowerPoint which was presented to the Equality Mainstreaming committee. Please 
see Appendix 3.   
  
Danny, our Executive Officer for Equalities and Student Communities, has also been 
working on the Student Handbook, providing many excellent ideas and feedback on the 
content.  
 
Health and Wellbeing - Students Accessing support  
  
• 9 Larder referrals made  
• 4 Welfare Packs and Recharge  
• 1 Washing Machine  
• 9 C Card  
• 14 School Clothing Bank and Clothing Chest  
• 146 Christmas Referrals to the River Kids and Financial Inclusion Network.  

  
Total number accessing support from November 2023 to the end of January 2024 –  
183 incidences, which may include students accessing more than one type of support.  
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Health and Wellbeing - Activities  
 
The SA has been working with Marion Darling who is now delivering a Scottish Mental 
Health First Aid course for students. We have run two sessions with Marion and so far,  
12 students have achieved Scottish mental health first aid certificates. Another session is 
planned for May 2024 during mental health awareness week.  
  
We have been working with CJ, our Executive Officer for Health and Wellbeing, to start 
creating a new Student Mental Health Agreement, as our current agreement ends this 
academic year. We have been actively speaking to students to find out what students feel 
is important to improve their health and wellbeing. This will form the basis of activity within 
the agreement.  
  
Sustainability and Environmental  
  
Paul, our Executive Ambassador for Sustainability, has been working to help launch 
Pennies Pantry, a facility where students can access food on Tuesday for 20p to help 
support food poverty. In addition, Paul has been helping to build raised vegetable beds in 
the wellbeing garden and working with the SA team on recycling.  
  
The SA team continue to work on their respect campaign to support students to make 
positive choices, reduce litter, increase recycling, inform students of designated areas for 
smoking and vaping and understanding positive relationships.  
  
Activities as part of this campaign include:  
 

Training has been arranged for almost 200 students:  
 

• 14 classes attending drug awareness and harm reduction workshops  
• 8 classes attending bystander training and positive relationships  
• Producing clear supportive messaging via signage and visual materials and working 

with the college management.  
  
CONCLUSION   
  
The SA team are excited about progress to date and the next and final phase of the 
academic year. They would like to offer thanks to the Executive Leadership Team, Beth 
Brownlee and Micole Cochrane for their support and encouragement.  
   
RECOMMENDATION   
  
The Board of Governors is asked to note this report.   
  
Blair Stewart and Karine Bourdarias  
Student Association Presidents  
19 March 2024  
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Appendix 1: Presidents Experiences  
  
Blair Stewart - Student President  

During my time as Student President, I have been able to develop many skills and I have 
been exposed to many experiences which I would not have had the opportunity to, if I had 
not been in this role, which include being a board member. I am really grateful for these 
opportunities.  

I have been able to develop skills which include communication, problem solving and 
practical IT skills, which we use every day working with different students from varying 
backgrounds with different needs.  

I also enjoyed organising and supporting during the Health and Wellbeing fayre that we 
held to promote physical and mental wellness among the students and let them know 
about the support available to them. During the event, we managed to speak to many 
students to fill in the Student Association’s Consultation and find out their thoughts about 
college and what is important to them.  

Through these experiences, I have developed my communication, leadership, teamwork, 
and problem-solving skills. The support I have received from the staff at the college has 
been amazing. They have also helped me write my UCAS application for to apply for 
university next year and I have received a minimum offer from Heriot-Watt University to 
do Psychology, which is really exciting.   
  
Karine Bourdarias - Student President  

Christmas time has been a busy but very rewarding time as a student president. We 
provided so much help and support for students over this period. Feedback from students 
has been overwhelming. It has been touching to see how grateful the students were for 
the support we were offering over Christmas, which makes the job especially worthwhile.  

It has been a pleasure to meet the new students in January and making new connections 
with partners at the Wellbeing Fayre. As well as overcoming challenges, I am 
collaborating with lots of different people, which has given me a different perspective and 
a better understanding of others.  

I am now thinking about the next step for myself, finding new employment and using the 
invaluable and transferable skills I have learned so far. I now have the confidence in 
applying for positions that I might not have been applying for in the past. I am looking 
forward to seeing what the last five months of the role brings and a little nervous about 
what the future holds however it’s been a great motivation and help into self-discovery.  
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Appendix 2 SPARKLE Report 2023-24 

Introduction  
 
SPARKLE is an independent Student Association survey conducted in November of each 
year. This survey provides an opportunity for all students to feedback independently to the 
Student Association about their learning and teaching and college experience.  
 
The Student Association evaluates all the student feedback and comments, produces 
faculty and college reports and requests that faculties respond to the feedback with their 
actions and improvements. This provides opportunity to influence change on behalf of the 
students and ensure there is a strong student voice.  
  
SPARKLE Survey 2023  
 
4424 surveys were issued, and 2283 responses were received, representing a 51.6% 
response rate. Please see comparison table below using comparative data from last year 
and by faculty.  
 
SPARKLE  23-24  23-24  23-24  22-23  22-23  22-23  
Faculty  FE/HE FT  FE/HE PT  Total  FE/HE FT  FE/HE PT  Total  
Access, 
Employability and 
Schools  

135  
(79.9%)  

117 
(35.9%)  

252  
(50.9%)  

93 
(69.4%)  

258  
(40.0%)  

351  
(45.1%)  

Business, Creative 
and Enterprise  

326  
(60.9%)  

75  
(26.6%)  

401  
(49.1%)  

273  
(55.3%)  

147  
(46.8%)  

420  
(52.0%)  

Care, Health and 
Sport  

439  
(57.7%)  

73 
(39.0%)  

512  
(54.0%)  

399  
(57.2%)  

110  
(55.6%)  

509  
(56.8%)  

Computing, 
Engineering and Built 
Environment  

350  
(77.1%)  

415  
(74.8%)  

765  
(75.8%)  

265  
(62.2%)  

311  
(47.3%)  

576  
(53.2%  

Workforce 
Development  

0  
(0%)  

353 
(30.6%)  

353  
(30.6%)  

0  
(0%)  

351  
(46.7%)  

351  
(46.7%)  

Total  1250  
(65.1%)  

1033  
(41.2%)  

2283  
(51.6%)  

1031  
(58.7%)  

1180  
(45.8%)  

2210  
(51.0%)  

  
Students were asked if they were enjoying their course.  
 

The following numbers of students advised that they were enjoying their course.  
 

SPARKLE  23-24  23-24  23-24  22-23  22-23  22-23  
Faculty  FE/HE 

FT  
FE/HE 
PT  

Total  FE/HE 
FT  

FE/HE 
PT  

Total  

Access 
Employability 
Schools  

123  
(91.1%)  

101  
(87.1%)  

224  
(89.2%)  

89%  90%  90%  
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SPARKLE  23-24  23-24  23-24  22-23  22-23  22-23  
Faculty  FE/HE 

FT  
FE/HE 
PT  

Total  FE/HE 
FT  

FE/HE 
PT  

Total  

Business Creative 
Enterprise  

297  
(91.1%)  

71  
(95.9%)  

368  
(92%)  

90%  95%  92%  

Care Health Sport  381  
(87.0%)  

64/73  
(87.7%)  

445  
(87.1%)  

88%  96%  90%  

Computing 
Engineering and 
Built Environment  

303  
(89.11%)  

378  
(93.6%)  

681  
(91.5%)  

88%  87%  87%  

Workforce 
Development  

0  
(0%)  

229/352  
(65.1%)  

229/352 
(65.1%)  

0  84%  84%  

Total  1104  
(89.1%)  

913  
(89.6%)  

2017  
(89.3%)  

89%  89%  89%  

  
Students were asked if their mental health has improved since coming to college.  
 

  
  
Students were asked if they were able to speak up about discrimination, 
harassment, or disrespect  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  62.5%  27.1%  10.4%  
Business Creative Enterprise  77.0%  19.8%  3.2%  
Care Health Sport  75.3%  21.7%  3.0%  
Computing Engineering and Built 
Environment  

78.1%  19.5%  2.4%  

Workforce Development  67.9%  29.5%  2.6%  
Total  74.0%  22.5%  3.5%  
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Students were asked if they were getting clear feedback on their coursework  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  86.1%  11.6%  2.3%  
Business Creative Enterprise  86.4%  10.6%  3%  
Care Health Sport  79.6%  15.3%  5.1%  
Computing Engineering and Built 
Environment  

87.9%  9.7%  2.4%  

Workforce Development  93.2%  5.1%  1.7%  
Total  86.4%  10.6%  3%  
  
Students were asked if they felt their course was NOT difficult  
 

Faculty  Not difficult  Neutral  Was difficult  
Access Employability Schools  70.9%  21.1%  8.0%  
Business Creative Enterprise  51.0%  34.0%  15.0%  
Care Health Sport  45.6%  39.1%  15.3%  
Computing Engineering and Built 
Environment  

45.7%  39.4%  14.9%  

Workforce Development  49.4%  34.4%  16.2%  
Total  50%  35.6%  14.4%  
  
Students were asked if they felt support offered by the college has helped their 
health and wellbeing  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  69.3%  25.9%  4.8%  
Business Creative Enterprise  55.3%  39.3%  5.5%  
Care Health Sport  55%  38.4%  6.7%  
Computing Engineering and Built 
Environment  

51.6%  44.2%  4.2%  

Workforce Development  44.6%  49.7%  5.7%  
Total  53.9%  40.8%  5.3%  
  
Students were asked if they had enough time between assessments  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  80.9%  23.9%  4.8%  
Business Creative Enterprise  73.8%  15.5%  10.7%  
Care Health Sport  60.9%  16.9%  22.2%  
Computing Engineering and Built 
Environment  

78.2%  17.2%  4.6%  

Workforce Development  89.5%  19%  8.5%  
Total  75.6%  17.2%  7.2%  



Action: For Attention  Agenda Item 3.1 
 
  Paper 6 

West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 11 
 

Students were asked if they had an opportunity to regularly feedback about their 
course experience  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  82.9%  14.7%  2.4%  
Business Creative Enterprise  84.5%  13.5%  2%  
Care Health Sport  77.3%  19.2%  3.5%  
Computing Engineering and Built 
Environment  

86.3%  11.6%  2.1%  

Workforce Development  88.4%  9.7%  1.9%  
Total  83.9%  13.7%  2.4%  
  
Students were asked if their mental health has improved since coming to college 
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  68.1%  23.9%  8%  
Business Creative Enterprise  44.3%  43.3%  12.5%  
Care Health Sport  42.3%  40.3%  17.4%  
Computing Engineering and Built 
Environment  

44.6%  45.8%  9.5%  

Workforce Development  29.3%  59.9%  10.8%  
Total  44.2%  43.9%  11.9%  
  
Students were asked if the teaching styles in class enabled them to learn  
 

Faculty  Positive  Neutral  Negative  
Access Employability Schools  82.5%  11.2%  6.4%  
Business Creative Enterprise  82.8%  13.3%  4%  
Care Health Sport  73.2%  20.5%  6.3%  
Computing Engineering and 
Built Environment  

82.4%  12.2%  5.4%  

Workforce Development  68.5%  26.4  5.1%  
Total  78.2%  16.4%  5.4%  
  
Students were asked if they still require anything 
 

Faculty  Laptops  Books  Other Kit  PPE  
Access Employability Schools  36  18  23  14  
Business Creative Enterprise  36  37  16  21  
Care Health Sport  40  41  15  5  
Computing Engineering and Built 
Environment  

37  37  22  30  

Workforce Development  20  17  5  4  
Total  169  150  81  74  
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Students were asked what services they have used and if they felt they were 
helpful. Please find overall college student response.  
 

Service  No, I did not 
use this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it but 
it was unhelpful  

Campus Café  33.4%  2.68%  60%  3.91%  
Careers Advice  76.2%  8.95%  12.99%  1.89%  
Counselling 
Service  

76.4  10.36%  11.89%  1.36%  

Course Tutor  39.6%  6.49%  49.5%  4.43%  
Learning Centre  62.9%  6.67%  28.5%  1.97%  
Student 
Association  

71.1%  6.01%  20.9%  1.93%  

Student Funds  48.1%  5.27%  41.3%  5.31%  
Student Support  60%  5.88%  31.4%  2.72%  
  
Service Usage from Computing Engineering and Built Environment students   
Service  No, I did not 

use this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it but it 
was unhelpful  

Campus Café  26.8%  1.47%  67.3%  4.42%  
Careers Advice  78.4%  7.37%  11.66%  2.55%  
Counselling Service  80.2%  10.19%  8.58%  1.07%  
Course Tutor  53.8%  6.97%  34.5%  4.83%  
Learning Centre  71%  6.57%  20%  2.1%  
Student Association  77.2%  5.36%  15.28%  2.14%  
Student Funds  57.1%  5.23%  33%  4.69%  
Student Support  64.7%  5.09%  27.3%  2.82%  
  
Service Usage from Care, Health, and sports students  
 

Service  No, I did 
not use this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it 
but it was 
unhelpful  

Campus Café  18.8%  1.16%  77.4%  2.71%  
Careers Advice  76.8%  9.86%  11.99%  1.35%  
Counselling Service  77.8%  9.28%  11.41%  1.55%  
Course Tutor  31.5%  5.42%  58.2%  4.84%  
Learning Centre  52.6%  4.64%  40.4%  2.32%  
Student Association  67.3%  3.29%  27.1%  2.32%  
Student Funds  36%  3.29%  52%  8.7%  
Student Support  53.2%  4.64%  39.5%  2.71%  
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Service Usage from Access, Employability and Schools students  
 

Service  No, I did not 
use this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it but 
it was unhelpful  

Campus Café  25.6%  2.76%  68.9%  2.76%  
Careers Advice  58.7%  10.63%  29.5%  1.18%  
Counselling Service  57.9%  8.66%  31.9%  1.57%  
Course Tutor  35.4%  10.63%  52.8%  1.18%  
Learning Centre  47.6%  8.27%  42.5%  1.57%  
Student Association  50.8%  8.66%  39%  1.57%  
Student Funds  31.5%  7.87%  57.9%  2.76%  
Student Support  45.7%  6.69%  45.7%  1.97%  
  
Service Usage from Business, Creative and Enterprise students  
 

Service  No, I did 
not use 
this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it but 
it was unhelpful  

Campus Café  22.5%  0.5%  69.1%  7.92%  
Careers Advice  78.5%  7.18%  11.63%  2.72%  
Counselling Service  75.2%  9.16%  13.61%  1.98%  
Course Tutor  35.4%  6.19%  51.7%  6.68%  
Learning Centre  57.2%  4.95%  36.6%  1.24%  
Student Association  66.1%  4.21%  27.2%  2.48%  
Student Funds  40.1%  2.97%  50.2%  6.68%  
Student Support  57.2%  3.96%  34.4%  4.46%  
  
Service Usage by faculty Workforce Development  
 

Service  No, I did not 
use this 
service  

No, I was not 
aware of this 
service  

Yes, I used it 
and it was 
helpful  

Yes, I used it but 
it was unhelpful  

Campus Café  86%  9.78%  3.35%  0.84%  
Careers Advice  80.4%  11.73%  6.98%  0.84%  
Counselling Service  81.0%  14.8%  3.35%  0.84%  
Course Tutor  29.3%  4.47%  63.4%  2.79%  
Learning Centre  77.9%  10.61%  9.78%  1.68%  
Student Association  84.1%  11.45%  3.91%  0.54%  
Student Funds  67.6%  8.94%  21.5%  1.96%  
Student Support  73.5%  10.89%  14.53  1.12%  
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Themes from student comments and feedback from faculties. 
  
Access, Employability & Schools Feedback Themes  
 
Students told us:  
• They had helpful staff  
• They had supportive lecturers  
• They felt their course was great  
• They have made friends  
• Mental health support has been provided  
• They felt college provides a purpose, opportunities and enables students to 
 build skills and confidence  
• ESOL students were unsure of progression routes.  
Faculty told us:  
• ESOL students were unsure about progression. Faculty have informed 
 ESOL students that ESOL is a Pathways EXPO event to inform students 
 about progression choices to University, College or Employment.  
  
Business Creative Enterprise Feedback Themes  
 
Students told us:  
• They felt their courses were challenging but very rewarding  
• They felt there was excellent staff support  
• Class timings  
• They found teaching styles can vary and they would like more check-ins - 

need to ensure they are meeting the needs of the students.  
Faculty told us:  
• Students in HNC Hairdressing highlighted class timings. Faculty said: This is 
 for the HNC Hairdressing course, it is one class per week, they will work 
 online for three weeks and come in on the fourth for a progress update.  
• Students said teaching styles vary and would like more check-ins to happen 
 to ensure they are meeting the needs of the students. Faculty said: Course 
 tutors are asking for feedback and adapt teaching styles accordingly when 
 required, this could be on an individual basis.  
• Students told us some knifes were blunt in the kitchens. Faculty said: have 
 now ordered more knife sharpeners. 
• Students fed back about their experiences. Faculty said: course tutors will 
 allocate time to discuss themes from this feedback during the scheduled 
 sessions with each group. 
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Care Health Sport Feedback Themes  
 
Students told us:  
• They found the course challenging and enjoyable  
• They had fantastic supportive staff  
• They needed assessment timetables for planning  
• They told us Moodle is not user friendly.  
Faculty told us:  
• Students said they needed assessment timetables for planning. Faculty said: 
 All faculties will provide an assessment timetable on Moodle at the beginning 
 of every block. 
• Students said Moodle is not user friendly. Faculty said: The systems review 
 group is currently evaluating Moodle and exploring other learning 
 management system alternatives and will report to ELT.  
• Students said: They felt overwhelmed with workload and assessment 
 deadlines in block 1. Faculties said: We will feedback to the local authority 
 placement provider, who wanted students to come out later in the academic 
 year, so they were better prepared having had the teaching in block 1. This 
 meant course work being front loaded. This evidently was tough for some 
 students who feedback about assessment deadlines.  
• Evening students said: We want an induction. Faculty said: We will plan a 
 more in-depth evening class induction that includes information from other 
 services within the college and how these can be accessed by evening 
 students. 
• Students said that they were feeling overwhelmed. Faculty said: We are 
 unable to change the number of units that a SWAP programme has, but we 
 will emphasise the level of work required as they interview students to provide 
 realistic expectations. 

  
Computing Engineering and Built Environment Feedback Themes 
 
Students told us:  
• Students are really enjoying the course  
• Students are happy with the support on offer  
• Students are finding their courses challenging  
• Teaching styles vary between staff and some are more effective than others  
• Workshops are cold  
• Students need more support with Maths.  
Faculty told us:  
• Students told us are finding their courses challenging. Faculty said: support for 
 learning are in the classes. Student progress is reviewed and discussed at 
 course team meetings and each case is taken on an individual basis. Staff 



Action: For Attention  Agenda Item 3.1 
 
  Paper 6 

West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 16 
 

 have been advised to flag any student concerns. Instructors are supporting in 
 the construction workshops to help in practical session. 
• Students told us that teaching styles vary between staff and some are more 

effective than others.  Faculty said that the staff in construction had discussed 
this at self-evaluation and standardisation has been identified during this and 
is now on our action plan, this has started with having more standardisation 
meetings to share good practice. Construction has also started weekly tool 
box talks with staff to ensure standardisation of practice amongst staff. The 
faculty is also currently updating and making digital content. 

• Students told us the workshops are cold.  Student Association requested that 
 students be issued with fleeces and information included on the website 
 regarding working in various temperatures. Faculties advised that fleeces 
 have been funded in the past by students raising funds by washing cars and 
 valeting. However, this year I have reached out to bursaries and they will be 
 able to support the automotive department and between us we will purchase 
 fleeces for the intro group and both VRQ1 groups.  
• Students told us that tools were blunt - Faculties told us they are sharpened 
 once a year- SA has suggested a reporting mechanism (MS Forms QR 
 code?) for lost/blunt/broken tools so students can inform faculties as soon as 
 they notice a problem.  Faculties advised there is already a process in place 
 for reporting broken/missing tools to the technician, staff complete an MS form 
 that goes straight to the technician to action. This process is monitored. This 
 works very good on the whole, but one or two might slip through the net as we 
 have over 100 saws in the department in circulation at any one time. We keep 
 a running stock of saws and are replaced when highlighted that they are 
 blunt/broken. Student inform staff of this and staff report these items. If 
 anything is damaged in year these are replaced in year.  
• Students told us they need more support with Maths.  Faculties response: We 
 have discussed this during self-evaluation and a plan has been put in place to 
 support students. Student support and lecturers will offer more support and do 
 more checks on students to identify support requirements. Our volunteer 
 Graham has made himself available to individuals which can be organised 
 through MS. Some students have already made their needs available and are 
 feeding into additional classes and are seeing the benefit of this.  

  
Workforce Development Feedback Themes 
  
Students told us:  
• They felt their course was challenging but great  
• They felt it was excellent and there were amazing supportive staff providing  
           help and guidance  
• Some students were unaware of time expectations and commitment  
• Students felt standards wording can be confusing  
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• Students felt the course was varied and had interesting content  
• Some students struggled with IT at home  
• Some students needed support with learning needs.  
Faculty told us:  
• Some students told us that they were unaware of time expectations and 
 commitment. Faculty said: we have introduced a modified learner agreement 
 which highlights the time and learner commitment. This is also advised at 
 induction and candidates are made aware of the importance of setting time 
 aside to work on portfolio. Assessors will be reminded to ensure that thorough 
 discussions of the learning agreement and induction highlight time and 
 commitments.  
• Some students said standards wording can be confusing. Faculty said: they 
 are unable to change SQA standards and wording in the units. Varied and 
 interesting content. SA have suggested a glossary of terms/phrases to help 
 however, due to the number of different courses and units this is not practical. 
 In terms of reference there are paper based units that can be used on SQA 
 that explain terminology that students can access. Assessors can advise how 
 to use/find these. Assessors are also on hand to break down units and can 
 do this during assessment planning. Assessors will be reminded to support 
 learners struggling with terminology.  
• Some students said they had difficulty with IT at home. Faculty said: we have 
 produced an 'are you ready for assessment' form which learners complete 
 before commencing - this clearly highlights that access to IT is required. 
 Learners can use work and library IT if struggling at home, we also have 
 looked at learning centre resources to support if available.  
• Some students said they needed support with learning needs. Faculty said: 
 We have successfully used Student Support with candidates and again 
 using the 'are you ready for assessment' form and induction allows us to 
 identify this need early on. If this is disclosed, we work with Student Support 
 to look at the best approach.  
  
Campus Café Feedback Themes  
 
Students told us:  
• Students appreciate the free breakfast and lunch  
• Students would like canteen opened longer  
• Friendly staff  
• Food and coffee quality have declined  
• Long queues  
• Prices vary  
• Would like better selections including healthier options and allergen 
 alternatives. 
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Campus Café told us:  
• Students told us that the food and coffee quality have declined. The campus 
 café said: We will do quality checks and sampling tests with students   
• Students told us there were long queues. The campus café said: We are now 
 serving soup at a separate counter. Faculties are staggering lunch times  
• Students said prices vary. The campus café said: Prices have been 
 compared to other colleges and meal deals are available and will now be 
 better advertised  
• Students asked for price lists to be available and accessible. The campus café 
 said: A price list will be available for students, prices are advertised on the TV 
 screens and on the display glass  
• Students said they would like better selections including healthier options. The 

campus café said: We have arranged for a healthy vending machine to be 
installed in February. The campus café has allergen alternatives and will 
publicise this more prominently.  

 
Student Funds Feedback Themes  
  
Students told us:  

• Students told us they received great support  
• Students said they needed better communication  
• Students said they needed a clearer attendance policy  
• Students wanted payment dates to be more visible.  

Students Funds told us:  
• Students said they need better communication. Student funds said: We have 
 requested changes to the system to allow them to send texts/emails and make 
 it clearer for students. 
• Students said they wanted a clearer attendance policy. Student funds said: 
 We are changing the wording in the policy to make it clearer and easier to 
 understand. 
• Students said they needed payment dates to be more visible. Student funds 
 said: We have provided copies of payment schedules in the Student 
 Association and these will also be available to view on My College. 
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We Said You Did Posters  
 
These posters summarise the main actions from feedback as well as positive comments. 
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Appendix 3 LGBT Gold Award presentation  
 
The LGBT Gold Award was achieved in a joint project between the Student Association 
and the college. We summarised our successful approach to capture the learning from 
this achievement, which we can then apply to future charter awards. 
  

  
  

  
  



Action: For Attention  Agenda Item 3.1 
 
  Paper 6 

West Lothian College 
  19 March 2024 
 
 

BOG/19032024/Sharepoint 24 
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Board of Governors 
  
CHIEF EXECUTIVE REPORT – DECEMBER 2023 TO MARCH 2024 
 
The period covered by this report has been exceptionally busy. As well as the 
normal business and bustle of our growing college, there has been a great deal 
happening externally that has commanded the time and effort of myself and the 
vice principals. 
 
I have taken part in a higher number than usual meetings of Colleges Scotland, 
College Employers Scotland, and Principals’ related to the wider reform agenda 
and the pay dispute. 
 
It has been a busy time for all staff over the last three months. One of the 
highlights was seeing 620 primary school pupils taking part in 35 workshops led 
by over 300 students and some of our partners during our UN Sustainable 
Development Goals Teach-in over the first week in March. Just last week, nearly 
500 secondary pupils enjoyed a wonderful afternoon of interviews, campus tours 
and fun activities as they prepared to attend school/college partnership courses 
from August. Both of these major undertakings demonstrated the outstanding 
partnership working that takes place across the college. 
 
Strategic Events 
 
Last week, we hosted an Influencers Dinner in the Terrace Restaurant to 
acknowledge some of the local employers and organisations we work with. It was 
a very productive evening, aided by the outstanding food and service from our 
professsional cookery students and their lecturers. Enthused by the excellence of 
our college, students and staff, all who attended committed to doing even more to 
support us. 
 
We had a very useful and well-attended Board strategy day in January which 
focused on economic development and skills, with external speakers from Skills 
Development Scotland, the Edinburgh and South East Scotland City Region 
Deal, and West Lothian Council. Developments arising from that day will be 
reported at the Board meeting. 
 
As the college is open on two evenings each week, on 5 March we launched 
Lothian Lectures a lecture series open to the public. The inaugural lecture was 
delivered by social sciences lecturer Lynda Korimboccus and the subject was 
‘Veganism as Social Justice’. Lynda gave fascinating insights into veganism that 
went well beyond food which stiumulated a great discussion. We hope to hold 
lectures every two months in the first instance, with the next one scheduled for 
Tuesday 7 May at 6.30pm. 
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National Industrial Action 
 
Industrial action on pay resumed during the period covered by this report, with 
national strike days by EIS-FELA and UNISON members on 29 February. Taking 
part in strike action at our college were 22 lecturers and 42 support staff.  
 
Specific to EIS-FELA, this month three colleges each experienced two days of 
targeted strike action, and all principals were notified on 15 March of three days 
of discontinuous strike action in the weeks following the Easter break.  
  
From 12 February EIS-FELA called on its members to take part in action short of 
strike action that includes work to rule and a resulting boycott. In line with over 
90% of colleges, we communicated to lecturers that refusing to submit student 
results is a breach of contract and that 100% of pay would be deducted for every 
day beyond the college deadline for processing results.  
 

The final pay offer from College Employers Scotland is £5,000 over three years 
on all salary points as follows: 
  
•   Year 1 (1 Sep 2022 to 31 Aug 2023) – a consolidated pay award of £2,000 

•   Year 2 (1 Sep 2023 to 31 Aug 2024) – a consolidated pay award of £1,500    
•   Year 3 (1 Sep 2024 to 31 Aug 2025) – a consolidated pay award of £1,500. 
  
Two of the three unions representing support staff (UNITE and GMB) have ac-
cepted the 3-year pay deal after balloting their members on the offer.  
 
Financial Situation 
 
The Scottish Government agreed its budget for 2024-25 in February which out-
lines an overall reduction in funding for colleges. While colleges expect the Scot-
tish Funding Council (SFC) to publish indicative funding allocations for next year 
later this month, we have been informed by the chief executive of SFC that they 
are trying to maintain flat cash for our core grant.  
 
There will be no funding for the Flexible Workforce Development Fund or the Dig-
ital Poverty Fund, and there is likely to be a small reduction in estates mainte-
nance funding. Student support funding will be reduced to reflect the actual de-
mand in the current academic year. 
 
Because of rising costs anticipated next year, the Finance and General Purposes 
Committee agreed that the colleges should open a voluntary severance scheme 
to make savings from 2024-25. The scheme was launched on 11 March and the 
deadline for applications in 19 April.  
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As income assumptions made for the current academic year have worsened due 
to, for example the closure of the Flexible Workforce Development Fund, the col-
lege is seeking to make savings in-year to manage the planned deficit budget. 
This includes pausing an estates project and not filling some posts until we have 
reviewed how essential they are in the remainder of this year. 
 
New Funding Secured 
 
The college continues to seek alternative income to fulfil goals that are important 
to us and generate a financial contribution that eases the pressure on staff. Last 
month, the college contracted with Skills Development Scotland (SDS) to deliver 
175 Modern Apprenticeships on top of our existing contract. This will result in a 
good financial contribution in 2023-24 and 2024-25. 
 
A small example of additional income is the £12,000 annual rental income from 
SDS to base themselves on our campus. 
 
Hosting Stakeholder Events 
 
Our partners are increasingly using our campus to host in-person events for their 
networks. For example, Business Gateway held a well-attended start-up event 
last month, the West Lothian Community Race Forum is now holding their even-
ing meetings on campus, and last week a community interest company based in 
Craigshill in Livingston (Flosverse) launched a new virtual reality electrical safety 
module at the college, testing it with some of our apprentices. During Scottish Ap-
prenticeship Week we held an employer event in the Skills Centre for Sustainable 
Development (ECOHOUSE). 
 
Promoting the College 
 
The Chair and I took part in Colleges Scotland meetings with the Minister for 
Higher and Further Education to discuss sector reform and funding. 
 
I invited local MSPs Fiona Hyslop and Angela Constance (who are both Scottish 
Government cabinet secretaries) onto campus separately to update them on 
college activity and the financial challenges facing us. I am meeting the recently 
appointed Director for Advanced Learning Skills next week to highlight the 
ongoing success of our college, the innovative work underway and the demand 
we face from a growing population. The college was invited to participate in a 
jobs fair organised by Martyn Day MP in Bathgate. 
 
In January, the principal of Edinburgh Napier University and I hosted a meeting 
with the Scottish Funding Council to explore how we could deliver more higher 
education skills provision on campus. An outline proposal was shared at the 
Board strategy day in February. 
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Student Engagement 
 
SPARKLE is our student association’s independent survey that seeks feedback 
from students on their learning experience and services across the college. It is 
one of three student surveys run over the academic year. 
  
There was an overall increase in satisfaction on most of the questions asked, and 
a few areas for improvement identified which were shared with managers for ac-
tion. 
 
Staff Engagement and Wellbeing 
 
Following a consultation on a proposal to realign faculties and departments fol-
lowing the departure of two senior managers earlier this year. The proposed 
changes implemented from January 2024 are working well. 
 
I continue to encourage staff to post questions to an anonymous mailbox and I  
share responses to these in my updates. I introduced Lunch & Learn sessions in 
November, small group discussions of up to ten colleagues to enable rich 
conversation in the hour available. I hosted drop-in sessions during the February 
week, and five staff meetings last week following the opening of the voluntary 
severance scheme. 
 
There was very high participation in Wellbeing Wednesday on 14 February. A 
wide range of on-campus and in-person activities took place and colleagues were 
able to catch up socially over lunch. 
 
Two days before the festive break, when students had finished, staff enjoyed a 
free Christmas lunch from our catering team after which they enjoyed a range of 
fun activities. Our Chair also took part in these events. 
 
Awards and Accreditations 
 
We won 5 out of a total of 14 awards at the national College Development Net-
work Awards in November, as well as receiving 2 highly commended awards and 
1 commended award. The categories we won were: 
  
•   Lecturer of the Year Award 

•   Innovation Award 

•   Judges’ Award 

•   Digital Learning Award 

•   Inclusive College Award. 
  

We were accredited the LGBT Charter Gold in January 2024 after six months of 
intensive cross-college effort that involved staff and students. This made us the 
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first college in Scotland to achieve gold status, and the only one to do so in 
partnership with our student association. 
 
Our student association has been shortlisted for two National Union of Students 
Scotland awards – one for the work they do to support students experiencing 
poverty, the other for staff member Micole Cochrane. I wish them success at the 
forthcoming ceremony on 28 March. 
 
Staff News 
 
Sadly, as she approached the end of her 2-year sabbatical as student president, 
Karine Bourdarias is leaving us later this month to take up a mental health post 
with NHS Lothian. I have no doubt that Karine will be as successful in that post as 
she has been with us. 
 
Finally, Sarah-Jane Linton (Vice Principal - Learning and Attainment) was 
successful in achieving the post of Chief Academic Officer at Fife College. Sarah-
Jane has done a wonderful job at our college since she joined in September 2020 
and I look forward to hearing about the impact she will have in her new role. 
Applications from internal candidates for the vice principal role close on 24 March 
and interviews taking place on 28 March.  
 
Jackie Galbraith 
Principal and Chief Executive 
19 March 2024 
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Board of Governors  
 
INDUSTRIAL ACTION 
 
EIS-FELA, the trade union that represents lecturers, secured a national mandate 
for strike action and action short of strike (ASOS) on pay. UNISON, the largest union 
representing support staff, secured a national mandate for strike action. The other 
two unions representing support staff, Unite and GMB, put the pay offer to their 
members and it was overwhelmingly accepted. 
 
Both unions have called their members out on strike on 29 February 2024. 
 
ASOS is planned from 12 February until 15 July 2024 and consists of a work to rule 
(not undertaking non-contractual tasks) and a resulting boycott where lecturers will 
mark student work but not submit the results to college systems or managers. 
 
A resulting boycott took place from May until October 2023. The number of students 
at West Lothian College impacted by the boycott was low compared with other 
colleges due to the relatively low numbers of lecturers participating in ASOS. 
Effective management of the results process by faculty directors, learning and skills 
managers and a range of support staff mitigated the impact on students affected. 
 
Nevertheless, there was a detrimental impact on some students. Many were 
distressed by the impact of industrial action and some were not able to progress onto 
their next step as planned.  
 
Last year, only one college deducted pay from lecturers withholding student results. 
This year, over 90% of colleges have decided to implement pay deductions for 
lecturers taking part in the resulting boycott. 
 
After taking legal advice, and following agreement at an emergency meeting of the 
Chairs Committee, a letter was sent to lecturers on 9 February (see Annex 1) to 
advise that the college is likely to deduct pay from lecturers participating in the 
resulting boycott.  
 
Conclusion 
 
College managers are paying close attention to mitigating the ongoing impact of 
ASOS and the planned strike day of 29 February. 
 
The Board of Governors is asked to note the information contained in this paper. 
 
Jackie Galbraith 
Principal 
19 March 2024 



  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9 February 2024 

FOR ATTENTION OF LECTURERS: ACTION SHORT OF STRIKE ACTION 

Dear Colleague 

Following a national statutory ballot on industrial action over pay, the EIS General 

Secretary informed college principals on 29 January 2024 that action short of strike 

(ASOS) will begin on Monday 12 February until Monday 15 July or until the pay 

dispute is resolved.  

 

The ASOS actions planned by EIS-FELA are:  

 

• ‘working to rule’ where participating lecturers will perform their duties strictly to 

the letter of their contract, refusing to take on additional duties or attend 

voluntary or extra-curricular meetings or events; and  

 

• a ‘resulting boycott’ where participating lecturers withhold students’ results. 

 

The college considers participation in a resulting boycott to be a breach of your 

employment contract, as it is a requirement of your contract to submit student 

results. While we respect the right of staff to take industrial action, it is important 

that you are aware that such a breach of contract will have an impact on pay.  

  

The college does not accept partial performance and is entitled to withhold up to 

100% of pay for the duration. We will write to you with more detail on this at a later 

date and in advance of any period for which we would intend to withhold the salary of 

lecturers participating in the resulting boycott. 

  

  



 

 

Despite the precarious financial situation facing colleges reinforced by the draft 

Scottish Government Budget 2024-25, the full and final pay offer from College 

Employers Scotland is a total of £5,000 over three years on all salary points as 

follows: 

 

• Year 1 (1 Sept 2022 to 31 Aug 2023) – a consolidated pay award of £2,000 

• Year 2 (1 Sept 2023 to 31 Aug 2024) – a consolidated pay award of £1,500    

• Year 3 (1 Sept 2024 to 31 Aug 2025) – a consolidated pay award of £1,500. 

 

I hope, for the benefit of our students and staff, that we see a resolution to the 

dispute soon. 

 

Yours sincerely 

 

 
 
Jackie Galbraith 
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Executive Summary – Board Strategic Risk Register 

Overall Summary:   

Of the ten strategic risks six are scored above the tolerance levels set by the Board and two are classified as either significant or major risks but within the Board 
tolerance level.  One risk has a reduced score but still remains in the significant category. 

 

 

 

 

 

Board: 

The key strategic risk facing the college in the short term is the funding settlement for 2024-25 which is likely to be a cut or, at best, a flat cash settlement.  In the 
medium term the key risk is the impact of potential flat cash funding settlements over the next 2-5 years. Strong indications from Scottish Government and Scottish 
Funding Council is that flat cash is likely to be the best outcome in the short-medium term. 

 

 
Learning & Attainment (L&T):  

The key short-term risks to learning and teaching are in the on-going national industrial action, both strike and action short of strike. This will disrupt learning and 
teaching and the greatest impact will be on resulting of assessments. 

Financial, HR & People Development and Estate (F&GP): 

The key short-term financial risks are the increase in the deficit forecast for 2023-24 and impact on the cash position of the college, affordability of nationally negotiated 
pay awards and impact of job evaluation. This has resulted in the college not being able to afford to progress with upgrading the professional cookery area and both 
financial and estates risks have escalated as a consequence. 

 

Digital Infrastructure (Audit): 

The main risk for Digital Infrastructure continues to be the threat of a potential cyber-attack. The recent upgrading of all network switches and fibre connections have 
improved cyber resilience with further software enhancements scheduled to be introduced before the summer.   With the work of the newly established BCP group 
progressing well, the overall risk score has been reduced.    
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Executive Summary – Board Strategic Risk Register – Heat Map  

 
 

  

VF&CS Vice Principal Finance & Corporate Services 

VPL&A Vice Principal Learning & Attainment 

VP P&I Vice Principal Performance & Improvement 
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Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – short term 

(current year) 

Controls/Mitigations Actions – 

medium term (3-year period) 

 

Im
pact 

Likelihood 

Score 

Previous Score 
1 Strategic 

1.1 
 
 
VPF&CS 

There is a risk that the 
college is unable to meet 
ongoing demand in the 
region due to insufficient 
funding or inflexibility in 
using resources resulting in 
the college not meeting the 
needs of the region.  
 
Link to strategic goals: 
 
• Inspire and enable 

success for all 
• Support economic 

recovery and growth 
• Strengthen our 

communities 

4 4 16 8-9 • Build on our success in making a 
business case for growth in 
resources to meet growing 
demand 

• Ongoing meetings with MSPs 
and government ministers to gain 
support for further resources 

• Engage with Scottish Funding 
Council (SFC) senior managers  

• Continue to introduce diverse 
delivery models for learning, 
teaching and assessment 

• Continue to achieve media 
coverage of successes and 
growth potential of the college 

• Continued lobbying of the 
SFC for increased credit 
target 

• Develop, consult on and 
implement plans for a 
sustainable workforce   

• Collaborations with other 
colleges and universities 

• Develop further strategic 
relationships with private, 
public and third sector 
organisations  

 

4 4 16 
 

12 

1.2 
 
 
VPP&I  

There is a risk that the 
college fails to meet its 
equality, diversity and 
inclusion targets due to not 
acting on our equality action 
plan resulting in the college 
not being truly representative 
of and influenced by the 
communities we serve. 
 
Link to strategic goals: 
 
• Inspire and enable 

success for all 
• Lead with vision and 

empathy 

4 3 12 1-8 • The Equality Action Plan is led by 
the Principal, on behalf of the 
Executive Leadership Team 

• Introduction of revised group 
structure for 2023-24 with 
leadership and oversight 
provided by The Power of 
Difference committee 

• We are on track to meet our legal 
requirements in reporting on 
Public Sector Equality Duties by 
publication of College 
Mainstreaming Report and 
associated two-year progress on 
action plan  

• National Equality Outcomes 
mapped to our action plan  

• CLT engaging with key race 
group across West Lothian 

• Continue efforts to ensure 
that our student, staff and 
board composition are 
reflective of the wider West 
Lothian community 

• Continue to ensure we meet 
our statutory reporting 
responsibilities 
 

4 2 8 8 
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• Achieved LGBT Youth Scotland 
Gold Charter in December 

• Inclusive recruitment practices 
are embedded with staff recruited 
on college values and managed 
according to strategic goals  

1.3 
 
 
VPF&C 

There is a risk that the 
college fails to deliver on 
appropriate targets due to a 
lack of funding and 
resources resulting in the 
college not meeting its 
commitment to being net 
zero by 2040 or resilient to 
the impact of a changing 
climate. 
 
Link to strategic goals: 
• Inspire and enable 

success for all 
• Lead with vision and 

empathy 
 

5 4 20 9-15 • Decarbonisation of Building 
4 project almost complete  

• Net Zero Plan launched in 
2023-24 with targets and 
action plan delivered by 
working groups and 
monitored through Strategic 
Oversight group 

• Strategic Climate Change 
risk assessment completed 

• ECOHOUSE project 
completed, built to Platinum 
Level for Carbon Dioxide 
Emissions 

• Training in sustainable 
construction skills built into 
2023-24 curriculum plan. 

• Bid for Scottish Government 
funding to decarbonise 
Building 3 and additional 
works on Building 4 in 2023-
24 approved and contractor 
appointed to deliver project 

• Updated Travel & 
Subsistence Policy 
encouraging sustainable 
travel. 

• Joined West Lothian Climate 
Action Network to develop 
partnerships supporting 
emissions reductions. 
 

• Continue support through 
EAUC and CSSCP’s 
Sustainability Project 
Manager. 

• Continue to apply for 
Scottish Government 
funding to implement 
findings of energy audit. 

• Continued support from 
Adaptation Scotland. 

• Funding being sought to 
implement measures from 
Strategic Climate Change 
Risk Assessment. 

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

• Promote active travel by 
seeking funding from 
Cycling Scotland to improve 
cycling infrastructure and to 
host a Campus Cycling 
Officer. 

• Apply for funding to 
implement water efficiency 
measures. 

• Seek funding to install EV 
chargers on campus. 
 

4 3 12 12 
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Im
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Score 
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Controls/Mitigation Actions – short term 

(current year) 

Controls/Mitigations Actions – 

medium term (3-year period) 

Im
pact 

Likelihood 
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Previous 
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2 Learning & Attainment 
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2.1 
 

 
VPL&A 
 

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

success for all 
• Support economic 

recovery and growth 
• Strengthen our 

communities 
• Lead with vision and 

empathy 

5 4 20 1-8 • Continue to mitigate impact 
of industrial action with 
effective management of 
curriculum and services to 
support students. 

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

• Progress any identified 
areas for development in 
Education Scotland Progress 
Visit report 

• Ensure that all lecturers are 
adhering to GTCS 
professional standards and 
routine quality assurance 
processes 

• Ensure network of Learning 
and Quality Champions 
promote higher quality 
learning, teaching, 
assessment, quality 
assurance and enhancement 

• Curriculum planning 
methodology ensures 
student-centred provision 
with regional skills focus. 

• Lecturers and other delivery 
staff meet every three weeks 
to adapt the curriculum plan 
and assessment 
methodology where 
appropriate 

• Course Tutors for all Full-
Time courses, including HE 
programmes are now in 
post. Review impact. 

• Consider further short-term 
mitigations post-ballot on 
Action Short of Strike (ballot 
date tbc) 

• Course unit structure 
reconsidered by Managers 
by 6thOctober ensuring all 

• Consider alternative 
assessment methods 
should industrial 
action continue. 

• Curriculum plan 
presented to Learning 
and Teaching 
committee for 24-25 
in November 2023. 

• Employer Advisory 
Groups considered 
for 25-26 planning, to 
further improve 
engagement 

 

4.5 4 18 16 
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 Risk 

Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 
 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – short term 

(current year) 

Controls/Mitigations Actions – 

medium term (3-year period) 

Im
pact 

Likelihood 

Score 

Previous 

Score 

2 Learning & Attainment 

results expected for block 1 
are accurate. 

• Early Withdrawal has 
improved on last year 
position- course tutors and 
curriculum teams to continue 
to monitor student 
engagement to prevent 
further withdrawal. 

• GTCS initial registration 
underway for all eligible staff. 

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

• Strike action impact has 
been mitigated by all 
managers who ensured 
classes impacted were 
temporarily covered or 
cancelled. 

• ASOS mitigations including 
pay deductions as per 
nationally agreed position. 

 
 
 



 

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 

 Risk 

Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 
 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – short term 

(current year) 

Controls/Mitigations Actions – 

medium term (3-year period) 

Im
pact 

Likelihood 

Score 

Previous 

Score 

2 Learning & Attainment 

2.2 
 

 
VPP&I 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

There is a risk of a less 
effective student voice due to 
limited student engagement 
resulting in a lack of 
consistent student feedback.  
 
Link to strategic goals: 
 
• Inspire and enable 

success for all 
• Strengthen our 

communities 
• Lead with vision and 

empathy 

 

 

 

 

 

 

3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1-6 • Student Association (SA) is 
represented on all relevant 
strategic committees at college 
and Board level, and involved in 
all major consultations 

• A weekly meeting to compile joint 
SA/college communication to all 
students via the student 
association Teams channel  

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

• Course tutor role introduced for 
full-time higher education 
students meaning that two-way 
communication takes place at 
point of delivery between 
students and course teams 

• Very positive overall student 
satisfaction rate in SPARKLE 
survey with improvement actions 
currently being implemented and 
publicised   

• Early withdrawal rate lower than 
last year and further withdrawal 
rate is not currently a cause for 
concern 

• Funding confirmed to support two 
Student Presidents ahead of May 
SA election    

 

• Continue to engage with a 
range of agencies 
including Education 
Scotland, Student 
Participation in Quality 
Scotland (SPARQS), 
National Union of 
Students (NUS). 

• Continue to resource the 
SA effectively 

• Explore new ways to 
ensure the student voice 
is heard and acted upon 

• Review impact of active 
campus co-ordinator on 
student engagement. 
 

3 2 6 6 



Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 
 

Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – Short term 

(current year) 

Controls/Mitigation Actions – 

Medium term (3-year period)  

Im
pact 

Likelihood 

Score 

Previous 

Score 

3 Financial 

3.1  
Finance & 
General 
Purposes 
Committee  
 
VPF&CS 

There is a risk that the 
college is not able to 
budget for or achieve 
break-even or a surplus on 
an annual basis due to 
insufficient levels of SFC 
funding, failure to grow or 
secure alternative funding 
streams or unplanned 
expenditure resulting in the 
college not being 
financially sustainable.  
 
Link to strategic goal: 
• Inspire and enable 

success for all 

5 4 20 1-8 • Actions identified by Executive 
Leadership Team for 2023-24 
and 2024-25 and being taken 
forward by College Leadership 
Team to maintain financial 
sustainability  

• Budget setting process overseen 
by college leadership team and 
review meetings held with all 
budget holders with corrective 
actions agreed where appropriate 

• Voluntary Severance scheme 
being launched to make staff 
savings from 2024-25     

• Monthly management accounts 
allow early corrective action to be 
taken with ELT scrutinising all 
vacancies in 2023-24 with a 
presumption that they will not be 
filled 

• Evidenced performance and 
demand recognised by additional 
funding in 2023-24 

• Regular meetings with SFC 
Outcome Agreement manager 
and senior managers 

• Managers maintaining regular 
engagement with industry, 
community bodies and individual 
organisations to identify new 
funding opportunities and 
partnership working 

• Communication with staff re 
financial challenges facing the 
college 

• Short-term budget 
mitigations will continue 
into medium term 

• Identify new opportunities 
for growth through 
regional skills 
assessments 

• Look to expand where 
relevant opportunities 
present themselves with 
key groups 

• Maintain our strategic 
dialogue with the council 
and key partners to help 
address economic 
challenges and capitalise 
on future opportunities 

• Communication with staff 
re financial challenges 
facing the college 

 

4 4.5 18 16 



 

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 

Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – Short term 

(current year) 

Controls/Mitigation Actions – 

Medium term (3-year period)  

Im
pact 

Likelihood 

Score 

Previous 

Score 

3 Financial 

3.2 
Finance & 
General 
Purposes 
Committee 
 
VPF&CS 

There is a risk that pay 
awards, terms and 
conditions negotiated 
through the national 
bargaining process and the 
outcome of job evaluation 
are unaffordable resulting 
in the college not being 
financially sustainable and 
the risk of industrial action. 
 
Link to strategic goals: 
• Inspire and enable 

success for all 
• Lead with vision 

and empathy 

5 4 20 16 • Cost of living pay award built into 
2023-24 budget for 2022-23 and 
2023-24 

• Three year-pay deal offered to 
both unions 

• Sector wide funding set aside for 
outcome of job evaluation 
exercise 

• Working with the College 
Leadership Team to mitigate 
impact of industrial action  

. 
 
 
 
 

• Scenario planning 
undertaken 

• National and local 
communications strategy 

• New models of delivery 
 

4 4 16 16 



Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 
 

Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – Short term 

(current year)  

Controls/Mitigation Actions – 

Medium term (3-year period)  

Im
pact 

Likelihood 

Score 

Previous 

Score 

4 HR & People Development 

4.1  
 
 
 
VPF&CS 

There is a risk of low 
morale due to the impact of 
change, actions taken to 
be financially sustainable 
and inconsistency of 
management approaches, 
resulting in a failure to 
recruit and retain a suitably 
skilled, motivated 
workforce. 
 
Link to strategic goals: 
• Inspire and enable 

success for all 
• Lead with vision 

and empathy 
 

4 4 16 1-8 • Regular communication from the 
principal on priorities, progress 
and performance 

• Regular team meetings held by 
all faculties and departments 

• Personal learning plans in place 
and reviewed annually 

• Learning and development 
budget supports staff and 
management development 

• Management training programme 
designed 

• Staff meetings led by Principal 
held in February 2024 

• Series of staff meeting arranged 
for March 2024 following launch 
of the VS scheme 

• Pilot of compressed hours 
agreed January 2024 

• College Leadership Team and 
Management forum discussed 
results from 2023-24 staff survey 
and actions agreed 

• Each member of CLT leading on 
an IIP theme working towards IIP 
Platinum 
 
 

 
 
 
 
 

 

• Use the Investors in 
People (IIP) framework to 
make work better for staff 
and aim to achieve IIP 
Platinum accreditation in 
2025 

• Continue to deliver 
management training 
programme 

 

4 3 12 12 



Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 
 

Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – Short term 

(current year)  

Controls/Mitigation Actions – 

Medium term (3-year period) 

Im
pact 

Likelihood 

Score 

Previous 

Score 

5 Estate 

5.1 
 
 
VPF&CS 

There is a risk that due to the 
age of the building the 
college fails to sustain 
investment in high priority 
areas of the infrastructure 
due to insufficient funding 
resulting in a build-up of 
backlog maintenance. 
Link to strategic goals: 
 
• Inspire and enable 

success for all 
• Strengthen our 

communities 
• Lead with vision and 

empathy 
 

4 3 12 1-8 • Annual programme of lifecycle 
maintenance undertaken 

• New energy efficient building 
management system installed 
summer of 2023 

• Contractor appointed to 
undertake windows and cladding 
replacement in Buildings number 
3 and 4  
 

• Continue to lobby for 
additional funding with 
SFC  

• Continue to bid for 
Scottish Government 
funding to upgrade 
cladding and windows in 
all buildings 

• Bid for alternative funding 
streams as they become 
available 
 

3 3.5 10.5 
 

9 



Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 
 

Risk Numbers/ 

Owners 

POTENTIAL CONTRIBUTING FACTORS SHORT TERM TREATMENT MEDIUM TERM TREATMENT 

Risks 

 

Im
pact 

Likelihood 

Score 

Tolerance 

Controls/Mitigation Actions – Short term 

(current year)  

Controls/Mitigations Actions – 

Medium term (3-year period)  

Im
pact 

Likelihood 

Score 

Previous 

Score 

6 Digital Infrastructure 

6.1 
 
VPP&I 

There is a risk of a 
cyber security 
breach or failure to 
react to a major 
incident due 
inadequate 
infrastructure or sub-
optimal business 
continuity planning 
resulting in the 
college not operating 
effectively and losing 
reputation and trust 
in the event of a 
major incident.   
 
 
Link to strategic 
goal: 
Inspire and enable 
success for all 
 

5 4 20 1-8 • See December 2023 update for 
overview of on-going DI/security 
work and infrastructure 
development to date.  

• Replacement of all network 
switches, fibre connections and 
CCTV completed early 
December 2023 

• Cyber security scorecard run 
monthly, currently classified as A 
(91%)  

• A revised CRTA (Cyber Risk 
Technical Assessment) was 
undertaken in December 2023, 
showing all risks being reduced 
since the previous CRTA in May 
2021. 

• Cyber Essentials accreditation 
(due March 2024) and Cyber 
Essentials plus (due May 2024) 
are in planning 

• BCP oversight group continues to 
meet monthly  

• Almost all departmental Business 
Impact Assessments updated  

• Communication and 
documentation storage protocol 
approved  

• Annual BCP training and 
exercise plan being finalised 

• Cyber Security desk top exercise 
undertaken by Management 
Forum in Feb 

• Managed SIEM (Security 
Information and Event 
Management) service scheduled 
for implementation by end of 
August 2024 

• Infrastructure to be 
reviewed annually over 5-
year period of the contract 
to adjust in light of external 
requirements and business 
need 

• Further reviews and 
updates of Cyber Incident 
and IT policies via CISOaas 

• 3-year rolling plan for 
information systems and 
digital Infrastructure 
updated annually  

• Review of digital 
infrastructure staffing model 
to respond to 
environmental, statutory 
and legislative changes 
around cyber security  

• A 3 Year endpoint 
management system to be 
adopted  

 
 
 
 

3 3 9 12 



 

Key to Risk Estimation/Score based on scale of 1 – 5 for impact/likelihood: Green (1-8) = Minor Risk; Amber (9-15) = Significant Risk; Red (16-20) = Major Risk; Purple, (>21 - 25) = Fundamental Risk 
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BOARD INTERIM REVIEW MARCH 2024 

Introduction  

In advance of the next full review of Board Governance Effectiveness in March 2026, 
Azets Internal Auditors carried out an Interim Review of the board during week 
commencing 12 February 2024. The review focused on the areas of: 

• Induction 
• Enrolment 
• Self-evaluation 
• Succession planning process 

Auditors interviewed the Chair of the Board of Governors and the Board Secretary 
and Governance Advisor and carried out a desk audit of governance procedures and 
associated documentation. 

The report notes a number of points of good practice. Auditors were content with 
documented procedures and commented positively on robust succession planning 
and board development planning for improvement.  

There were 3 points of governance where weaknesses were identified and flagged 
as Grade 3 and Grade 2. Weaknesses identified were: 

• Incomplete Induction checklist completion and sign off 
• PVG checks for new board members not completed 
• Inadequate annual declaration of proper eligibility to act as a board member 

Steps to address the control assessment weaknesses identified have already been 
taken and will be tracked through the Board Development Plan.  

The report is presented to this meeting of the Board for information and will be 
presented to the Audit Committee meeting of 6 June 2024. 

Action: 

The Board is asked to note the report for information. 

 

Jenny Stalker 
Board Secretary and Governance Advisor 
19 March 2024 
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Executive Summary 

Conclusion 

We found that West Lothian College (“the College”/”WLC”) has generally effective controls in 

operation over Board induction, enrolment, self-evaluation and succession planning. We confirmed 

that there are up to date procedures in place covering these areas and testing indicated that these 

were generally being complied with. Further, there is a clear and robust process in place to collate 

improvement actions within a Board Development Plan, allowing WLC to provide their Board 

members with professional and skills development, and make improvements to the effectiveness of 

the Board.  

However, a couple of instances of non-compliance with the induction procedure were identified 

(most notably that, for one Board member, a PVG check was not undertaken as required). In addition, 

induction forms had not been updated and signed off in a timely manner for a sample of Board 

members selected.  

We also identified the need to introduce a mechanism for ensuring that Board members confirm their 

understanding of the eligibility requirements to act as a Board member and that they do not meet any 

criteria which would exclude them from joining the Board (eg by signing an annual declaration to this 

effect). Recommendations have been made to address these issues, which if implemented will 

further enhance controls over these areas. 

Background and scope 

In 2016, Colleges Scotland issued a revised Code of Good Governance for Scotland’s Colleges (“the Code”).  It 

sets out the principles of good governance expected from Colleges and observation of the Code is a 

requirement for all those who receive funding from the Scottish Funding Council (SFC). 

Under the Code, Colleges must perform an annual review of Board effectiveness and have a robust self-

evaluation process in place.  In addition, there should be an externally facilitated evaluation of  Board 

effectiveness every three to five years. 

In advance of the next scheduled Board Governance effectiveness review we have carried out an interim 

review focussing on Board induction, enrolment, self-evaluation, and the succession planning process. 
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Three improvement actions have been identified from this review, two of which relate to compliance with 

existing procedures and one relating to control design.  See Appendix A for definitions of colour coding. 

  

1 - Yellow

2 - Amber3 - Green

4 - Green

Control assessment
1.New Board members receive a formal induction on 
joining the College’s Board, which is tailored to their 
individual and collective needs with any specific training 
needs identified and delivered.

2.Appropriate enrolment processes are followed such as
completing necessary declarations, background checks
and confirmation that there are no conflicts of interest
preventing Board membership etc.

3.Robust board self-evaluation processes are in place
which include identifying areas for improvement and
implementation of improvement actions

4.Robust board self-evaluation processes are in place
which include identifying areas for improvement and
implementation of improvement actions

0

1

2

3

Control Design Control Operation

Improvement actions by type and priority

Grade 4

Grade 3

Grade 2

Grade 1
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Key findings 

Good practice 

• A Board Member Induction and Development Procedure is in place which sets out the College’s 

arrangements for inducting new Board members and for determining their training and development 

needs on an ongoing basis. 

• All new Board members are required to complete a Register of Interest (ROI) form to confirm that there 

are no conflicts of interest. Our testing confirmed this control was operating effectively.  

• WLC has arrangements in place to conduct periodic self-assessments for the Board, its Sub-

Committees, and individual Board members. These cover a number of different areas to ensure that 

WLC maintains an effective Board and any opportunities for improvements (required or desirable) are 

identified. 

• WLC has a Board Development Plan in place that captures all improvement actions and these are 

tracked to completion. This helps promote continuous improvement and ultimately will help WLC 

maintain an effective Board. 

• WLC has a robust approach to succession planning in place to ensure that appropriately skilled and 

experienced Board members are in post now and in the future. 

Areas for improvement 

We have identified three areas for improvement which, if addressed, would strengthen WLC’s control 

framework. These are the need to ensure that: 

• Induction forms are updated as the induction progresses and are signed off on completion. 

• PVG checks are completed for all new Board members. 

• Consideration is given to introducing a Fit and Proper form which is to be reviewed and signed by all 

Board members on an annual basis. By signing this form they confirm their understanding of the 

eligibility requirements to act as a Board member and that they do not meet any criteria which would 

exclude them from joining the Board.  

These are further discussed in the Management Action Plan below. 

Impact on risk register 

This review is not linked to a specific risk on the Corporate Risk Register, but pertains to overall governance 

and leadership issues. Our review has found that generally the risks associated with Board induction, 

enrolment, self-evaluation and succession planning are being mitigated. However, by addressing the 

improvements recommended in this report, this mitigation will be further enhanced. 

Acknowledgements 

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

Control Objective 1: New Board members receive a 
formal induction on joining the College’s Board, 
which is tailored to their individual and collective 
needs with any specific training needs identified and 
delivered. 

 

1.1 Induction Forms 

WLC has documented guidance relating to induction requirements in the Board Member Induction and 

Development Procedure document. Below is an extract from the Board Member Induction and Development 

Procedure which details the key elements contained within WLC’s induction programme:  

• Attend early Induction meetings with the Chair of the Board of Governors, College Principal and Chief 

Executive and College Vice-Principal(s) relevant to the committee; 

• participate in College campus orientation tour; 

• attend Induction Training with the Board Secretary and Governance Advisor; 

• complete Core Information; 

• complete PVG check; 

• complete Register of Interest Declaration Form; 

• complete website information; 

• complete College Development Network New Board Member Mandatory Induction Training Module; 

• attend Induction Support Meeting with the Chair of the Board of Governors within 6 months of 

appointment; 

• complete Induction Checklist within the first year of appointment. 

We reviewed the procedure document and confirmed that the induction guidance covers all key areas required 

for an effective induction and also to identify any specific training needs required by the new Board member.  

As part of the audit, we selected three Board members who had joined WLC in the last 36 months and obtained 

their induction forms. We reviewed these to ascertain whether WLC had complied with the approved procedure 

above. We noted that there were elements of the new members’ induction training which had not been updated 

on the forms to confirm their completion. Further, the forms had not been signed off by the Board Secretary and 

the Board member to confirm that the induction had been fully completed. 

According to the Board Governance Advisor, each of these Board members had undergone all elements of 

their induction training in practice and the issue was with the induction forms not being updated and signed off 

to confirm this.  

Yellow 
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Risk 

Failure to update induction forms as Board members progress through the induction programme and to ensure 

these are duly signed off once completed increases the risk of certain elements not being completed. This 

could impair the ability of new Board members  to perform their role effectively and/or take longer than 

otherwise could be the case to fully understand and be comfortable in their role. 

Recommendation 

Management should ensure that induction forms are updated as Board members progress through the 

induction programme, and that the forms are signed off by the Board member and an appropriate individual to 

verify the completion of all requirements.  

 

  

Management Action 
Grade 2 

(Operation) 

Induction forms for new members will be updated to record development activities as they are 

completed. Induction forms will be signed off by the Board member and by the Board Secretary and 

Governance Advisor on completion. 
 
Action owner: Jenny Stalker     Due date: 31 August 2024 
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Control Objective 2: Appropriate enrolment 
processes are followed such as completing 
necessary declarations, background checks and 
confirmation that there are no conflicts of interest 
preventing  Board membership etc. 

 

2.1 PVG Check 

As part of the induction procedure, all new Board members must undergo a Protecting Vulnerable Groups 

(PVG) check. For the sample of three Board members we checked to ascertain whether PVG Checks had been 

performed, we found that for one of the Board members there was no evidence to confirm that a PVG Check 

had been undertaken.  

Risk 

There is a risk that new Board members are not being subject to appropriate checks before joining WLC which 

could lead to an inappropriate individual being appointed to the Board, resulting in harm risk and reputational 

damage. 

Recommendation 

In accordance with the internally agreed procedure, new Board members should be required to undergo a PVG 

check prior to their appointment and a record of the PVG reference should be retained to evidence this step of 

the onboarding process.  

 

 

  

Management Action 
Grade 3 

(Operation) 

All current Board members have now completed a satisfactory PVG check. All new Board members 

will undergo a PVG check at Induction and the PVG number will be recorded. 

 

Action owner: Jenny Stalker     Due date: 31 March 2024 

Amber 
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2.2 Fit & Proper Form 

All new Board members are given a Board of Governors information pack that details the requirements of the 

Further and Higher Education (Scotland) Act 1992. All new Board members must comply with the requirements 

set out below. 

 

 

Currently, it is assumed that new Board members have read the information pack and that they are complying 

with the above requirements. They are not required to sign any declaration which confirms this to be true. 

Risk 

There is a risk that new Board members may not fully understand the requirements of the Further and Higher 

Education (Scotland) Act 1992 which could lead to individuals who are not eligible for the role being appointed 

as Board members resulting in reputational damage. 

Recommendation 

As part of the onboarding process, WLC should consider introducing a Fit & Proper form that includes a 

declaration setting out an individuals’ eligibility to be appointed to the Board of Governors in accordance with 

the requirements of the Further and Higher Education (Scotland) Act 1992 and other relevant legislation. This 

form should be required to be signed by the individual prior to them being appointed and as part of annual 

declarations/document update (e.g. including the register of interests) to confirm their ongoing eligibility. 
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Management Action 
Grade 3 

(Design) 

A new Fit and Proper Declaration Form will be developed for 2024-25. This will incorporate both a 

declaration of eligibility and a register of interests. New Board members will sign the declaration on 

Induction and all Board members will sign an annual declaration to ensure there are no changes in 

circumstances which may impact on eligibility. 

Action owner: Jenny Stalker     Due date: 30 September 2024 
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Control Objective 3: Robust board self-evaluation 
processes are in place which include identifying 
areas for improvement and implementation of 
improvement actions. 

 

No reportable weaknesses identified 

WLC takes guidance from Colleges Scotland’s Code of Good Governance to ensure robust Board self-

evaluation processes are in place. This guidance is translated into assessment templates for individual Board 

members and for the Board of Governors and its Sub-Committees. These assessments are conducted annually 

with the development actions feeding into the overall Board Development Plan. Below is an extract from the 

Board of Governors’ assessment detailing the areas which were evaluated:  

• Leadership and Strategy; 

• Accountability; and 

• Effectiveness. 

The individual Board members’ annual review includes an assessment of the following areas:  

• Knowledge of the local/national external environment; 

• Knowledge of the organisation’s business; 

• Contribution to partnerships and collaborations; 

• Contribution to Board team working; and 

• Contribution to the organisation’s Strategic Planning and Risk Management processes. 

The self-evaluation criteria above are deemed sufficient to effectively assess the strengths and weaknesses of 

the Board. As part of the audit, we reviewed the Board of Governors’ assessment which was carried out in June 

2023 and also individual assessments for three Board members. Our review of these assessments confirmed 

that WLC is evaluating the effectiveness of the Board based on the criteria listed above.  

We also reviewed the Board Development Plan which has divided development actions in the following areas:  

• Strategy and planning:  

• Knowledge of internal and external environment; 

• Skills development; and  

• Relationships and collaborations.  

The Board Development Plan has 15 documented actions, the majority of which are not yet due. We randomly 

selected two action points which were marked as completed as follows:  

1. Engage with Board Strategy. 

Green 
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2. Participate in training on Scottish Funding Council finance arrangements, including deficit management 

and reading management accounts. 

We obtained evidence for the two action points above to confirm that they had been successfully completed. 

This included the agenda for Board Strategy Day held in January 2024 and relevant training slides.  
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Control Objective 4: A structured approach to 
succession planning exists to ensure that 
appropriately skilled and experienced Board 
members are in post now and in the future. 

 

No reportable weaknesses identified 

WLC has a Board of Governors Recruitment and Succession Planning Procedure document in place that 

details the College’s approach to succession planning. We reviewed the procedure and confirmed that it covers 

the key areas to allow for effective succession planning. Below is an extract from the document outlining the 

approach to succession planning:  

• The succession plan will include a review of end of term dates for Board members, required 

recruitment to maintain Board membership and changes required to committee membership; 

• where a Board member is at the end of term 1, the member will be consulted on remaining for a 

second term. The appointment for a second term of 4 years will be subject to approval by the Chairs 

Committee and Scottish Government Ministerial approval; 

• where a Board member is at the end of term 2, a recruitment plan will be put in place to recruit a 

replacement member; 

• extraordinary requests to re-appoint a Board member who has reached the end of their second term 

must be approved by the Chairs Committee and submitted for Scottish Government Ministerial 

approval; 

• the appointment of Vice-Chairs to Committees will be on the basis that the Vice-Chair will succeed the 

Chair when required. 

The Board and all Committees have appointed Vice-Chairs which forms part of succession planning because 

the Vice-Chair will generally succeed the Chair when required. The above approach to succession planning 

appears to be sufficient to ensure appropriately skilled and experienced Board members are in post now and in 

the future. 

We examined documentation relating to the end of terms review and from this we identified that a Board 

member is due to leave in July 2024. We subsequently obtained the following evidence and confirmed that the 

agreed approach is being adhered to in practice:  

• A skills audit was conducted in November 2023 to identify any gaps with the aim of using this exercise 

to inform the recruitment and succession planning processes; 

• A recruitment plan was put into place with the aim of replacing the Board member who is due to leave 

in July 2024; 

• The recruitment plan was approved by the Board in December 2023; 

• The vacancy for a new Board member was advertised on WLC’s website.  

  

Green 
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Appendix A – Definitions  

Control assessments 

  

Management action grades 

 

 

 

 

 

Fundamental absence or failure of key controls.

Control objective not achieved - controls are inadequate or ineffective.

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

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

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

4

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

3

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

2

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

1

R 

 A 

Y 

G 
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Board of Governors  
    
HEALTH AND SAFETY REPORT 

Introduction 
 
This report covers the period August to December 2023. In addition to the usual 
operational responsibilities, Health and Safety activities in this quarter involved 
initiating departmental audits, completing annual fire risk assessments and working 
with managers to carry out reasonable adjustment assessments for staff. 
 
In this period, we normally present the Annual Health and Safety Report. A recent 
review of report timings suggested it would be helpful to change the reporting period 
to align with the academic year and report this in September each year. One benefit 
in doing so would be that any significant Health and Safety trends or occurrences 
could be more readily incorporated into the Annual Outcome Agreement Self 
Evaluation and Performance reports, which are based on the academic year period. 
This was proposed to the Committee chair and agreed. The quarterly reports will 
remain unchanged.  
 
Accidents, Incidents, Near Misses and Investigations 
  
The monitoring, recording and reporting of accidents, incidents and near misses are 
a legal requirement for all that the college actively promotes across the campus. As 
well as meeting the college’s legal obligation, it allows identification of where and 
how risks arise and allows us to make improvements to mitigate risks.  
 
The college records accidents, incidents and near misses on HSF1 forms. There 
were 39 HSF1 forms returned in this period. The comparison is against the same 
period in 2022 when we had 33 returns. Although the number of accidents is the 
same in each year, the number of first aid calls due to illness has increased. We are 
starting to see an increase in near miss reporting too, attributed to a recent reminder 
sent to staff on the importance of reporting. In all cases, each HSF1 report is fully 
investigated by the college Health and Safety Officer. Appendix 1 shows details of all 
investigations during this period. 
 
There was one RIDDOR report due to an accident reported in December that took 
place in November but did not become reportable as a 7-day absence until January 
as the member of staff was not absent until then. 
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Data Collection 2023 
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2023 

 
Jan - 
Mar 

Apr-
June 

July-
Sept 

Oct-
Dec TOTAL 

Accident 12 8 8 15 43 
First aid 17 8 27 23 75 
Sports injury 2 0 0 0 2 
Incident 0 0 0 0 0 
Police Incident 0 0 0 0 0 
Near miss 0 1 2 1 4 
Dangerous Occurrence 0 0 0 0 0 
Violence 0 0 1 0 1 

 31 17 37 39 124 
      

 
Jan- 
Mar 

Apr - 
June 

July - 
Sept 

Oct - 
Dec TOTAL 

Sports 2 0 4 2 8 
Slips, Trips and Falls * 5 4 2 5 16 
Handling (cuts, burns etc) 10 5 6 5 26 
Struck by Equip/Object/Vehicle 3 0 2 5 10 
Pre-existing condition or illness 8 8 19 16 52 
Chemical/Substance 0 0 0 0 0 
Contact with electricity 0 0 0 0 0 
Violence - threat 0 0 0 0 0 
Violence resulting in injury 1 0 0 0 1 
Accidents out with College 0 0 0 0 0 
Mental Health (Self harm/Overdose) 2 0 1 5 8 
Unfamiliarity of Process or Equipment 0 0 1 1 1 
Other 0 0 2 0 3 
TOTAL 31 17 37 39 124 
*2 reports were submitted for the same slip/trip      
Ambulance call outs 0 2 2 1 5 
Taken to hospital 2 5 0 7 14 
Police call outs (MANUAL ENTRY) 0 0 0 0 0 
RIDDOR 0 0 0 1 1 
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Scheduled Events 
 
An external company carried out the college annual fire risk assessment of the whole 
campus, Buildings 1-5 and the ECOHOUSE in December, however, the reports were 
only supplied on 7 February 2024. All actions have been reviewed and assigned and 
where marked as Priority A, these are being prioritised for urgent completion. 
A summary of the findings is provided in Appendix 2. 
 
The Health and Safety Officer started auditing the Computing, Engineering and Built 
Environment (CEBE) faculty, including the construction workshops, along with 
relevant paperwork during this period. The details of the audit findings are attached 
in Appendix 3. 
 
The College Development Network Health and Safety Forum has been invited to 
regularly attend the UK National Association of Colleges’ quarterly Health and Safety 
Forum. The Health and Safety Officer attended, which enabled good networking and 
sharing good practices with the colleges in attendance. This will be a valuable group 
to attend going forward. 

Health and Safety Management 
 
The following arrangements are in place to control health and safety risks in order to 
meet the legal requirements and show commitment to all stakeholders: 
 
Health and Safety Committee  
Last Health and Safety committee meeting was held on 15 January 2024 

 
Minutes from meeting have been posted on SharePoint Yes 
Actions raised at Health and Safety 
committee 20/11/23 
  

16 Action points 
against Health 
& Safety 
Officer 

7 

Outstanding 3 

Next meeting scheduled for 11/3/2024 
Employer’s Liability Insurance  
Zurich Employers Liability Insurance   Expires on 31 July 2024 
Interventions  
HSE Inspections in the last 12 months 0 
Improvement Notices issued in last 12 months 0 
Prohibition Notices issued in last 12 months 0 
Improvements issued by Fire Service in last 12 months 0  
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Risk assessments  
Number of risk assessments (RA) due for review As part of audit,  

Health & Safety Officer 
auditing RA by faculty 

Number of new Risk Assessments 3 maternity 
assessments 
2 Advanced DSE 
assessment 
RA for strike days 
2 reasonable 
adjustment RA 
Manual handling 
assessments  
 

First Aid Risk Assessment  Next review August 
2024 

Fire Risk Assessment  
Fire Risk Assessment in place Yes 
Review Date December 2024 
Health and Safety Policy  
Policy Statement approved by Jackie Galbraith 
Next Review date June 2024  
Responsibilities currently unassigned 0 
Health and Safety Policies and Procedures  Review due date   
Accident, Incident and Ill-Health Reporting Procedure February 2025 
Adverse Weather Policy August 2024 
College Closure Policy August 2024 
Lone Working Procedure December 2024 
Inspection and Auditing Procedure February 2025 
Emergency Evacuation Procedure August 2024 
Work Placement Procedure August 2024 
Day Trips, Overseas Trips and Residential Procedure February 2025 
Counter Terrorism Procedure January 2025 
Risk Assessment Procedure October 2024 
COSHH Procedures February 2025 
First Aid Procedures October 2024 
Lock out/Tag out Procedure February 2025 
Noise at Work Procedure and Guidance February 2025 
Business Continuity Policy Framework August 2024 
Fire Safety Actions  
Outstanding actions related to fire inspection 0 
Overdue actions related to fire inspection 0 
Last emergency evacuation drill (daytime) 12 September 2023 
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Last emergency evacuation drill (evening) 12 September 2023 
Next emergency evacuation drill (daytime) March 2024 
Next emergency evacuation drill (evening) March 2024 

  
Staff Health and Wellbeing & Learning and Development 
 
• During this quarter, the following activities were provided as part of the Staff 

Experience initiative: 
 
- An onsite chair massage service was provided and proved very popular, 

being completed booked within a few hours of being launched. The team 
received very positive feedback from all participants. 

- National days were marked during this quarter including World Mental Health 
Day, Carers’ Rights Day and World Kindness Day. 

- A range of exercise initiatives were promoted including seated yoga, box fit 
classes, general fitness class and an International Men’s Day Fun Run. 

- Health and wellbeing campaigns were launched, including breast cancer 
awareness month and how to cope with eating disorders at Christmas. 

- The college’s Menopause Café staff support group meetings were held again 
during this quarter. World Menopause Day on 18 October was marked and 
the college’s Menopause Policy was highlighted to all staff. 

 
• In addition, during this quarter, the first two Mentally Healthy Workplace for 

Managers training sessions were successfully delivered to cohorts of the college 
management team. The remaining managers will be attending the training in the 
first quarter of 2024. This training provides an opportunity for facilitated 
conversation and to ensure a consistent approach across the management team 
in supporting their own mental wellbeing and their teams with practical tools to 
use. 

 
• Epilepsy awareness courses delivered and epilepsy friendly award issued  

Changes to Legislation/Guidance 
 
There were no changes to legislation during this period 

Contest and Prevent 

The Business Continuity Working Group have now added Contest and Prevent to the 
agenda and a Teams channel for the Prevent lead (H & S officer) to share alerts and 
bulletins from the Home Office and Police Scotland.  Where relevant, some of this 
information is also being shared on Teams with students as part of their weekly 
Student Association update. 
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College Improvement Works 
 
During this period, there was some behind the scenes work in relation to the 
Decarbonisation Project in Building No.4 as well as some construction work out with 
the building in preparation for the installation of the Air Source Heat Pumps. 
 
Continuous Improvement 
 
The Health and Safety Officer has been reviewing Health and Safety management 
software which would assist staff and managers to monitor health and safety 
performance and produce in-depth compliance reports for accident and first aid, 
rather than relying on Excel and Word files, automated machine maintenance logs, 
Fire Risk assessments, COSHH and audits, assets managements and hazard 
issues. This would mean better transparency on the Health and Safety quarterly 
reporting to the committee and better control by manager. This will be communicated 
further in the next quarterly report  
 
Recommendation   
 
The Board of Governors is asked to note this report.   
 
 
 
Emily Purdie 
Health and Safety Officer 
19 March 2024 
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Appendix 1 – Health and Safety Officer Investigation Findings 
 
No Date Accident, 

Incident, 
Near Miss 

HSF1 Detail Investigation 

1 03/10/2023 Near Miss Member of staff was not aware 
of panel to be removed in local 
exhaust ventilation (LEV), 
causing a build-up of dust, 
insurance company pointed it 
out and faults with equipment  

H & S officer 
raised concerns 
of blast /fire risk if 
build-up of dust 
and meeting with 
manager had to 
discuss issues 
identified by 
insurance 
company with 
LEV and 
improvements to 
be made, action 
plan agreed and 
to be discussed 
further at H & S 
committee 

2 04/10/2023 First Aid Student punched a wall in 
anger first aider attended and 
applied ice pack and calmed 
student down, was able to 
return to class 

No further action 

3 04/10/2023 First Aid Student has a seizure in class 
first aider attended and made 
comfortable, student was 
collected by parent 

No further action 

4 04/10/2023 Accident Student placed toolbox in 
cupboard and it fell back and hit 
them on the wrist, first aider 
attended and applied ice pack 

No further action 

5 16/10/2023 Accident Student was playing sports and 
hurt finger playing netball 

No further action 

6 17/10/2023 Accident Student cut his finger while 
cutting veg, first aider attended 
and dressed the wound, 
student was going to visit A & E 
to be checked 

No further action 
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7 18/10/2023 Accident Student tripped on campus, first 
aider attended and dressing 
applied 

No further action 

8 18/10/2023 First Aid Student wasn’t feeling well, first 
aider attended and a fellow 
student took them to A & E 

No further action 

9 19/10/2023 Accident Student was using a chisel and 
injured their thumb, first aider 
attended and applied a finger 
bandage 

No further action 

10 20/10/2023 First Aid Student had a seizure, first 
aider attended and once 
comfortable was able to return 
to class 

No further action 

11 20/10/2023 First Aid Student self-harmed and first 
aider applied bandages, 
student is being supported by 
college staff 

No further action 

12 23/10/2023 First Aid Student had a seizure, first 
aider attended and student was 
able to return to class 

No further action 

13 25/10/2023 Accident Student fell while in gym hall 
hurting shoulder, first aider 
attended and placed arm in 
sling and then went back to 
class 

Student had 
been fooling 
around, did not 
attend college 
next day and was 
contacted by 
lecturer to ensure 
okay 

14 25/10/2023 First Aid Student has a pre-existing 
condition where they take 
seizures and a care plan is in 
place 

No further action 

15 26/10/2023 Accident Student dropped soup while 
carrying out of canteen, spilt 
over arm and body, H & S 
officer witnessed and ensured 
they ran under tap, looked for 
spare clothing, arranged spare 
soup and the floor to be cleared 
up, first aider attended and 
applied burn dressing 

No further action 
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16 27/10/2023 First Aid Student had been feeling 
unwell, first aider gave some 
food and drink and arranged for 
a taxi to take them home 

No further action 

17 30/10/2023 Accident Student fell while on the 
treadmill, first aider attended 
and given ice and bandage, 
student was taken to hospital  

No further action 

18 30/10/2023 First Aid Students ticks were 
uncontrollable, they left class 
and a first aider attended to 
help them calm down, they then 
went home 

No further action 

19 31/10/2023 First Aid Student felt faint and unwell, 
first aider attended and sat in 
Student Association until 
feeling better to return to class 

No further action 

20 01/11/2023 First Aid Student had taken tablets, 
advised to go to A & E, then 
discharged themselves and 
then readmitted. College staff 
including counsellors are 
supporting this student 

No further action 

21 02/11/2023 First Aid Student had felt unwell and 
went home, en route took 
further unwell and they 
contacted Student Association 
who in turn contacted shopping 
centre to send a first aider. As 
they didn’t appear the college 
first aider went to their aid until 
ambulance arrived. They were 
not taken away 

No further action 

22 06/11/2023 Accident Student was using a wrench 
and pulled it and it hit them on 
their face. First aider attended 
and a plaster was applied 

No further action 

23 08/11/2023 
 

First Aid Student had an injury from 
weekend that was swollen so 
asked for first aid and ice pack 

No further action 
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24 08/11/2023 First Aid Student had pains in chest has 
been seeing a doctor about. 
first aider arrived and advised 
to go to A & E which they went 
in a taxi 

No further action 

25 09/11/2023 First Aid Student was feeling anxious, 
first aider attended and went a 
walk, they returned to class, 
info passed to support member 
of staff 

No further action 

26 09/11/2023 Accident Student cut their hand cutting 
hair, first aider attended and 
applied plaster, returned to 
class 

No further action 

27 10/11/2023 Accident Student dropped a book on 
their foot, was offered first aid, 
didn’t take up on offer and went 
home in afternoon 

No further action 

28 13/11/2023 First Aid Student was unconscious, first 
aider attended and once came 
around parent collected 

No further action 

29 15/11/2023 First Aid Student took a seizure, first 
aider attended and was able to 
return to class 

No further action 

30 27/11/2023 Accident Trainer was teaching staff how 
to operate equipment in 
workshop, they bent down and 
banged head on metal arm.  
First aider attended and applied 
pressure, bleeding stopped 

No further action 

31 28/11/2023 First Aid Student fainted then vomited, 
first aider attended and sent 
them home in a taxi 

No further action 

32 05/12/2023 Accident Student slipped on ice coming 
onto campus, other students 
reported to estates they had 
also fallen. First aider attended 
and provided ice pack and then 
student went to A & E 

Estates said they 
had gritted the 
whole campus 
prior to 
student/staff 
arriving 

33 05/12/2023 Accident Student cut themselves while 
cutting hair 

No further action 
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34 06/12/2023 Accident Same as 32 - the weather was 
rainy but not obviously icy 
student slipped and had sore 
arm went to doctors   

Weather that 
morning was 2 
degrees at 3 am 
and 1 degree at 
9 am and no 
overnight frost 
No further action 

35 07/12/2023 First Aid Student felt unwell and passed 
out briefly, first aider attended 
until student felt well enough to 
drive home 

No further action 

36 11/12/2023 Accident Member of staff went to open 
the boot of their car and walked 
on the grass area between car 
parking spaces. Their foot 
caught a tree stump and they 
fell over, got up and felt pain in 
left knee. They continued to 
work and did so for rest of 
November/December and part 
of January but said they had 
torn ligaments. They did not 
report the accident to the 
college until December. They 
went off work in January. As 
over 7-day illness so reportable 
under RIDDOR 

H & S officer 
discussed with 
Estates to cut 
down stumps 
and others in that 
area 

37 12/12/2023 First Aid Student was having a panic 
attack as coughing and 
struggling to breath, first aider 
attended and tried to calm a 
friend took her to A & E 

No further action 

38 13/12/2023 First Aid Student was getting hair done 
when fainted and banged head 
falling down, another student 
was a nurse and checked she 
was ok for concussion, carried 
on getting treatment then went 
home  
 

No further action 
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39 19/12/2023 First Aid Student had taken tablets, first 
aider attended and contacted 
111, advised to speak to GP, 
not concerned, student did the 
same thing previous week 
student is being supported by 
college staff. 

No further action 
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Appendix 2 Fire Risk Assessment Actions/Recommendations 
 
DEFINITION OF PRIORITIES FOR ACTION   
 
PRIORITY A - Serious breach of legislation, having the potential for significant injury 
to occupants.     
PRIORITY B - Matter that presents a threat to the safety of occupants, but not 
considered to constitute as serious a risk.     
PRIORITY C - Matter that is considered to constitute bad practice, but may not 
necessarily present a threat to occupants.    
 
All actions have been reviewed and assigned and where marked as Priority A, these 
are being prioritised for urgent completion. 
 
Recommendations Priority Completed Y/N Comment 
Building No.1  
  
1 A Y  

 

16 (*actually 11) B N 6/11 remaining * 5 points raised were reviewed 
by H & S Officer and Estates 
and were not applicable/relevant 
or already in place  

2 C Y 
 

Building No.2 
 

4 A N 3/4 remaining   
12(*actually 10) B N 6/10 remaining * 2 points raised were reviewed 

and were not applicable/relevant 
or already in place  

2 C N 1/2 remaining 
 

Building No.3 
 

4 A N 1/4 remaining 
 

13 (*actually 11) B N 3/11 remaining * 2 points raised were reviewed 
and were not applicable/relevant 
or already in place  

0 C 0 
 

Building No.4 
 

1 A Y 
 

8 (*actually 7) B N 1/7 remaining * 1 point raised were reviewed 
and was not applicable/relevant 
or already in place  

0 C 0 
 

Building No.5 
 

4 A N 1/4 remaining 
 



Action: For Information  Agenda Item 4.3.1 
 

Paper 11 
West Lothian College 

19 March 2024 
 

   
 

15 
BOG/19032024/Sharepoint 

13 (*actually 11) B N 5/11 remaining  * 2 points raised were reviewed 
and were not applicable/relevant 
or already in place  

0 C 0 
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Appendix 3 Audit of Computing, Engineering, Built Environment (CEBE)  
 
Part A Construction workshops 
 
CEBE - Construction 

  

Workshop 1 and 2, skills and green skills workshop 

 
Actions raised Complete 

Safe Place of Work 12 5 
Safe System of Work 9 3 
Work Equipment 7 2 
Accident Reporting and Investigation 5 1 
Health and Welfare 11 2 
Information, Instruction and Training  3 1 
Personal Protective Equipment  11 1 
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