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Meeting of 21 July 2015

FINANCE AND GENERAL PURPOSES COMMITTEE

Notice

NOTICE OF MEETING

There will be a meeting of the Finance and General Purposes Committee on Tuesday 21 July 2015, 
0900-1000 hours in Room G10, Aberdeen City Campus.

MEMBERS OF THE BOARD OF MANAGEMENT
Ms. S Brimmer
Mr. I Gossip (Chair)
Prof. J Harper
Mr. J Henderson
Ms. S Masson
Mr. K Milroy
Mr. A Smith
Mr. R Wallen

IN ATTENDANCE
Mr. R Scott, Vice Principal Finance
Ms. P May, Secretary to the Board of Management
Ms. P Kesson, Minute Secretary
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Meeting of 21 July 2015

Agenda

FINANCE AND GENERAL PURPOSES COMMITTEE

AGENDA
Meeting of 21 July 2015

1.	 Apologies for Absence

2.	 Minute of Previous Meeting
2.1.	 Meeting of 19 May 2015 (paper enclosed)

3.	 Matters arising from Minute of Previous Meeting
3.1.	 To be raised at meeting

4.	 Report by the Principal (paper enclosed)

5.	 Matters for Discussion
5.1.	 Student Activity, AY2014-15 (paper enclosed)
5.2.	 Revenue Budget, Forward Look (paper enclosed)
5.3.	 VS Additional Hours Payment and Actions from Payroll and HR Internal Audits  

(paper enclosed)
5.4.	 Procurement (paper enclosed)
5.5.	 Reclassification (paper enclosed)
5.6.	 Environmental Sustainability (paper enclosed)
5.7.	 Leased Properties (paper enclosed)

6.	 Summation of Business and Date and Time of Next Meeting

Reserved Item of Business
7.	 Matter for Discussion

7.1.	 Financial Monitoring
7.2.	 Business and Community Development/College Activity Target

8.	 Summation of Reserved Item of Business 
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Draft Minute of Meeting of 19 May 2015

The meeting commenced at 0900 hours.

PRESENT – S Brimmer, I Gossip (Chair), J Harper, J Henderson, K Milroy, D Rennie,
A Smith, R Wallen
IN ATTENDANCE – R Scott, P May, P Kesson

1.	 Apologies for Absence
There were no apologies.

2.	 Minute of previous Meeting
The Minute of Meeting held on 17 March 2015 was approved.

3.	 Matters arising from previous Meeting
3.1	 Animal Care Provision
	 Mr Wallen informed Members that he had received a telephone call from the Chief 

Executive of SRUC informing him that the SRUC are going forward with their proposed 
relocation from Craibstone to Thainstone. It was noted that the SRUC Board will meet on 
03 July 2015 and they are looking for an indication from the College as to whether or not 
the College will want to be part of the move to Thainstone. Mr Wallen said that a paper 
on this would be included in the agenda for the Board of Management’s meeting on 08 
June 2015. 

4.	 Report by the Principal
The Committee noted a report by the Principal providing information on funding for 2015-16; financial 
reporting date; internal audit; capital works; retention of ISO 14001 environmental standard; and 
the site of the former Balgownie Centre.

Mr Scott provided further information on the sale of the site of the former Balgownie Centre. Mr 
Scott advised that the College lawyers are currently liaising with the purchaser to move things 
forward. It was noted that Ms Farquharson-Black of Burness Paul will attend the meeting of the 
Board on 08 June 2015 to provide an update and give recommendations on the next steps.

Mr Scott commented that the College is well ahead of the rest of the Scottish sector in terms of 
environmental management. Members noted that the achievement of the ISO 14001 standard 
across all College sites is one of the success stories of the merger.

5.	 Matters for Discussion
5.1	 Student Activity, AY2014-15
	 The Committee considered a paper providing information on the current estimate of 

student activity for the academic year 2014-15.

	 Members noted that the recruitment of Business and Community Development (BCD) 
students is continuing however, the achievement of the projected outturn provided by 
Mr Sherrington, Depute Principal, prior to his leaving the College, was proving to be a 
challenge.

	 It was noted that Extended Learning Support is on course to exceed its activity target and 
that the three Schools are projected to meet or exceed their targets. Mr Wallen advised 
that he would speak to Mr Cowie and Tribal (the contractor) and would issue further 
information on the expected BCD outturn for 2014-15. 

	 Members were reassured to learn that Tribal are working closely with the College to ensure 
that BCD will achieve activity target for 2015-16.
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5.2	 Procurement
	 The Committee considered a paper providing information on recent procurement activities. 

	 Information was provided on two contracts recently awarded, and on current and 
forthcoming procurements.

	 The Committee noted the report.

5.3	 Reclassification
	 The Committee considered a paper providing information on matters related to the 

reclassification of colleges as central government bodies with effect from 01 April 2014.

	 Information was provided on: Scottish Funding Council returns; use of Depreciation Funds; 
and Assurance and Audit Requirements.

	 Mr Scott provided updated information on recent developments relating to reclassification 
and commented that there is now greater clarity in a number of areas that were causing 
confusion for colleges and the Scottish Funding Council.

	 Mr Scott confirmed that the College had submitted all required returns on time and all 
targets had been met.

	 Members were advised that Colleges Scotland have asked colleges to provide them 
with a 10 year capital and IT investment plan.

	 Members noted recent press coverage relating to the use of arms-length foundations in 
the FE sector.

	 The Committee noted the report. Mr Milroy said he was reassured that the College was 
addressing all necessary issues and commended the work undertaken by Mr Scott and 
his team.

5.4	 Financial Systems
	 The Committee considered a paper providing information on the implementation of 

unified financial systems for the College.

	 Mr Scott informed Members that a programme of IT work undertaken and delivered 
effectively had resolved concerns and difficulties relating to connectivity at and between 
College sites. Professor Harper commended the work undertaken to resolve the IT issues.

6.	 Matter for Decision
6.1	 College Banking Arrangements
	 The Committee considered the College’s banking arrangements. 

	 Information was provided on banks; banking facilities; and changes in the composition 
of the Senior Management Team.

	 The Committee approved the facility letter offered by Clydesdale Bank; approved 
amendment of the list of authorised signatories on College bank accounts to add Mr 
Davidson and to remove Mr Sherrington and Mrs Walker; and authorised the Chair of the 
Committee and Principal to sign any new or amended bank mandates that are put in 
place as banks might require.
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	 It was agreed that the following wording should be included in the minute to meet the 
requirements of the Clydesdale Bank in terms of the College agreeing to the arrangement:

	 After due and careful consideration of the facility letter, it was resolved by the Committee 
that:

•	 The entry into and granting of the facility letter by the Committee is in the best 
interest of the College and the facility letter is hereby approved;

•	 That neither the execution and delivery of the facility letter by the Chair of the 
Committee and the Principal on behalf of the College nor the exercise of the 
College’s rights and performance of its obligations thereunder would breach or 
result in any breach of a restriction imposed by the constitution of the College or 
any other agreement to which a member of the College is party to;

•	 The facility letter in the form produced at the meeting with such amendments 
thereto, if any, be approved by those present

•	 Any other agreement or documents required in connection with the facility letter 
be approved by those present; and

•	 The Chair of the Committee and the Principal by hereby authorised to execute 
(an make any amendments as may be deemed necessary to) the facility letter 
and any other agreement or documents required in connection with the facility 
letter for and on behalf of the College each in the form approved, or with such 
amendments as the Committee Chair shall approve.

7.	 Matter for Information
7.1	 Appointment of Vice-Chair of Finance and General Purposes Committee
	 The Committee noted and welcomed the appointment of Professor Harper to the role 

of Vice Chair of the Finance and General Purposes Committee.

8.	 Summation of Business and Date of next Meeting
The Secretary gave a summation of the business conducted. The next meeting of the Finance and 
General Purposes Committee is scheduled to take place on Tuesday 21 July 2015 at 0900 hours.

Reserved Items of Business

9.	 Matter for Discussion
9.1	 Financial Monitoring
	

10.	Matter for Decision
10.1	Macduff Learning Centre

11.	Summation of Reserved Items of Business
The Secretary gave a summation of the reserved items of business.

The meeting concluded at 0958 hours.



4



5

FINANCE AND GENERAL PURPOSES COMMITTEE
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Report by the Principal

1.	 Introduction
1.1.	 The purpose of this report is to provide information to the Committee.

2.	 Prevent Duty
2.1.	 Earlier this year the UK and Scottish Governments issued guidance for bodies such as 

North East Scotland College on the legal duty in the Counter-Terrorism and Security Act 
2015 to have due regard to the need to prevent people from being drawn into terrorism. 
(The Act is effective from 01 July 2015.)

2.2.	 The College has well-established arrangements to meet its responsibilities in this area 
and these have been reported to and considered by the Board of Management. The 
continued effectiveness of these arrangements is being reviewed. An update on the 
College’s position will be provided to a future meeting of the Board of Management.

3.	 Internal Audit
3.1.	 The Audit Committee, at its meeting on 21 July 2015, shall consider reports on the internal 

audit reviews undertaken in the third stage of the programme of work carried out by Wylie 
and Bisset in the current financial reporting period. 

3.2.	 The Committee shall also consider a report on work to address the actions arising from 
internal audit reviews of human resources and payroll. The report is also part of the business 
of this meeting of the Committee.

4.	 Over-clad and Re-roof, Aberdeen City Campus
4.1.	 A programme of work is being undertaken over the summer vacation period to address 

snagging and defects relating to the project. The works include replacement of flooring 
at the Gallowgate entrance. At the time of writing, the final account for the project has 
yet to be agreed, that said, the project is forecast to remain within budget. 

5.	 Engineering Technologies, Fraserburgh Campus
5.1.	 Tender packages for construction works were issued in April and have been evaluated by 

the project quantity surveyor. It is now apparent that the contract value of construction 
works in this tender is over the threshold at which the procurement must be compliant with 
EU procurement process. At the time of writing, the options available to the College to 
expedite construction procurement are being considered, as is the budget for the project.

5.2.	 The outcome of those considerations will be reported to the Board of Management at a 
meeting scheduled to take place on 21 July 2015.

6.	 Site of the Former Balgownie Centre
6.1.	 At its meeting in February 2015, the Board of Management considered information 

provided by professional advisers on progress in concluding a bargain with the preferred 
bidder for the sale of site.

6.2.	 In late-June, the preferred bidder responded to the enquires made since February by 
the College’s professional advisors by proposing an alternative development scheme to 
the one on which the original offer was based and proposing a lower price be offered 
for the site. 

6.3.	 At the time of writing the College’s professional advisors have arranged to meet with the 
preferred bidder’s representatives to discuss the position. 

6.4.	 The outcome of those discussions will be reported to the Board of Management at a 
meeting scheduled to take place on 21 July together with information on the options 
available to the Board.
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7.	 Ellon Learning Centre
7.1.	 The new Ellon Academy Community Campus opens in August 2015. The College will shortly 

take occupancy of the further education facility (at the west-end of the Campus).

7.2.	 Head of terms of the lease of the property have been established and the detail of the 
lease will be concluded this month. Teaching activity at the Campus will begin in the 
week of 24 August.

8.	 Facilities Management Services
8.1.	 The new contract with Mitie TFM for facilities management (FM) services begins on 01 

August 2015. The contract is for a period of 3 years with options, exercisable at the College’s 
discretion, to extend the contract for a further year at the end of the 3rd and 4th years. 
Mitie is the current provider of FM services to the College.

8.2.	 The contract includes the provision of cleaning services at the Fraserburgh Campus. 
The transition from Sodexho, the incumbent contractor, to the new cleaning service is 
progressing according to plan.

9.	 Motor Vehicles
9.1.	 Tenders are under evaluation for replacement of the vehicles in the College’s motor 

vehicle pool. Seven Vauxhall Mokka 4-wheel drive vehicles are being sourced to replace 
the 2-wheel drive vehicles used currently for travel between Campuses. 

10.	Recommendation
10.1.	It is recommended that the Committee note the contents of this report.

Rob Wallen
Principal
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Student Activity, AY 2014-15 

1.	 Introduction
1.1	 The purpose of this report is to provide the Committee with information on the current 

status of student activity for the academic year 2014-15. 

1.2	 This report is also being considered at the meetings of the Audit and Learning & Teaching 
and Student Services Committees on 21 July 2015.

2.	 Background
2.1	 For the purposes of securing funding from the Scottish Funding Council (SFC) College 

activity is measured in weighted student units of measurement (wSUMS) which provide a 
method of aggregating student activity on different types of course and different modes 
of attendance in such a way that the duration of each programme and its resource 
demands are approximately reflected in the aggregated totals.

2.2	 Ordinarily, if colleges fall short of target the SFC would require part of grant-in-aid for the 
year to be repaid. 

2.3	 The College monitors the level of enrolments and rates of student retention throughout 
the year, as well as the projected level of additional activity. These data are important 
in allowing the College to ensure that activity will at least meet required target levels. A 
low level of early withdrawal enables the College to secure its SFC funding at an early 
stage in the year and allows for the curriculum offer to be adjusted to reduce costs in the 
latter part of the year.

3.	 Current Activity Levels AY 2014-15
3.1	 The figures noted on Appendix 1 should only be read as an approximation of the current 

position. The final calculation of wSUMS can only be made at the end of the academic 
year and is dependent on: the final tally of enrolments for all types of activity across the 
whole year; student retention rates; and the exact weightings applied by the SFC at the 
end of the year. As such the data are indicative.

3.2	 The Regional Outcome Agreement established with the SFC for 2014-15 originally set the 
College’s target for student activity at 179,057 wSUMS. Subsequently SFC representatives 
indicated that the College would be expected to carry forward from 2013-14 an additional 
833 wSUMS – the shortfall in delivered activity from 2013-14. This now means that the overall 
SFC activity target for 2014-15 totals 179,890 wSUMS.

3.3	 The total figures for wSUMS for each of the key College areas are detailed in Appendix 1 
of this report. The total of student activity for the College is currently 180,017 wSUMs. 

3.4	 It is anticipated that a further 1,246 projected wSUMS will materialise by the end of the 
AY 2014-15. 

3.5	 Noted in Appendix 1 is a total projected outturn figure of 12,565 wSUMS for BCD. This is 
substantially less than the 20,000 previously provided by the former Depute Principal. 
However, the shortfall create by the BCD undershoot has been compensated by the 
substantially increased projected wSUMS outturn of 22,860 wSUMS for Extended Learning 
Support (ELS). 

3.6	 As per Appendix 1 the total projected outturn for all key areas of activity is 181,263 wSUMS, 
which would amount to 1,373 wSUMS over the SFC target.
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4.	 Planning Activity Levels AY 2015-16
4.1	 Attached at Appendix 2 is the planning activity levels spreadsheet for AY 2015-16 based 

on new credit values.
	

5.	 Recommendation
5.1	 It is recommended that the Committee note the contents of this report.

Rob Wallen				    Neil Cowie
Principal				    Vice Principal – Business Services
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Revenue Budget, Forward Look

1.	 Introduction
1.1.	 The purpose of this report is to provide information to the Committee on North East Scotland 

College’s financial position.

2.	 Financial Environment and Context
2.1.	 Public spending is expected to continue to be constrained in the near and medium terms. 

At the time of writing this report, Scottish Government has given no indication of funding 
levels for further education beyond March 2016.

2.2.	 Reductions in funding levels for Scottish colleges as a whole and the College in particular 
have been noted and discussed by the Board at earlier meetings. It is unlikely that funding 
cuts made over recent years will be reinstated soon. The financial consequences of the 
new ‘credit’ based funding methodology for determining colleges’ grant allocations are 
unknown. Further uncertainty surrounds the effects of redistributive actions that are under 
consideration by the SFC. 

2.3.	 The financial accounting implications of the reclassification of colleges as public bodies 
remain, even at this late stage, unclear in many important respects.

2.4.	 The decline in the price of oil and gas in the past 12 months has already had an effect 
on the operating environment of ASET, the College’s wholly owned subsidiary company. 
It is likely that the levels of turnover and profit generated from oil and gas training will not 
recover in the short term. The College has relied in the past on the surplus generated by 
ASET to mitigate the effects of cuts in public funding and to finance investment.

3.	 Baseline Financial Position
3.1.	 In this time of considerable uncertainty it is reasonable and prudent that the College 

reconsider its financial forecasts drawing upon available information in terms of what is 
known and making assumptions on those matters that are unknown. It is important that 
the Board has a clear understanding of the College’s financial position.

3.2.	 Boards of management will rely increasingly on sources of finance other than Scottish 
Government grants in the coming years to offset reductions in SFC grants.

3.3.	 The significant changes that have taken place in the economic environment in which 
ASET operates can be expected to impact on the financial contribution commercial 
activities makes to income.

3.4.	 The budget for 2015-16 was approved by the Board of Management at its meeting in 
June 2015. This has been used as the basis for projecting baseline budgets calculated 
for 2016-17, 2017-18 and 2018-19. These are set out in Appendix 2 to this paper. 

3.5.	 It should be made clear that the financial projections are stated before mitigating actions.

3.6.	 Continued effective strategic financial planning, budgeting and financial management 
are imperative for continued success. The Senior Management Team is working to establish 
a range of actions that might be taken to address the financial position set out in the 
forecasts and to bring the College’s financial position back into a sustainable equilibrium.

4.	 Recommendation
4.1.	 It is recommended that the Committee note the information presented in this report.

Rob Wallen				    Roddy Scott
Principal				    Vice Principal Finance
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Agenda Item 5.2 
Appendix 1 

Baseline Budget 
Planning Assumptions 
 

For planning purposes, a range of assumptions have been made in arriving at the 
baseline budgetary position for the next 3 years.  These include:  

o grant in aid will reduce by 1% in 2015-16 and 2016-17 and by 2% in 
2017-18; 

o fees and other charges (set by the College) increase by 5% per 
annum; 

o maintenance of current staffing levels and no vacancies arise; 
o costs of automatic pay rises resulting from progression through pay 

scales; 
o costs of increased employer contribution rates to the Scottish 

Teachers’ Superannuation Scheme  
o costs of increased employer national insurance contributions 
o no allowance for inflation in non-staff costs, other than contractual 

price increases; 
o efficiency gains of 2% in supplies and services costs; 
o contracted price changes in contracted services such as facilities 

management, information technology managed services and 
janitorial and security services; 

o running costs of new buildings; 
o the current accounting treatments of capital grant and 

depreciation of new buildings continue to apply;  
o capital expenditure on the progression of the Board’s estates 

development strategy continues as planned; 
o expenditures on equipment and property repairs, maintenance 

and minor works are maintained at current year levels;  and 
o profits generated by ASET remain at current (2015-16 forecast) 

levels. 
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VS Additional Hours Payment and Actions From Payroll And HR Internal 
Audits

1.	 Introduction
1.1		 The purpose of this paper is to provide further information to the Committee on the 

situation with regard to an additional hours’ payment paid under the Voluntary Severance 
Scheme and the actions identified in the Payroll and HR Audits as they relate to HR. 

2.	 Background
2.1	 An Internal Audit of Payroll highlighted issues regarding a Voluntary Severance (VS) payment. 

The Audit Committee at its meeting on 19 May 2015 requested further information on 
the reasons why this had occurred and how they were being addressed be provided to 
the next meeting of the Board of Management. A paper was provided to the Board of 
Management at its meeting on 08 June 2015. However, this is to provide further information 
specifically on the additional hours element of the VS payment.

2.2	 In addition, the Internal Auditors in their Payroll Audit Report of January 2015 and in their 
HR Audit Report of March 2015 had made specific recommendations which the Audit 
and Finance & General Purposes Committees had requested an update on.

2.3	 The following therefore provides the information requested.

3.	 Additional Hours on VS Payment
3.1	 The issue has been raised as to why a former employee of Banff & Buchan College, whose 

final year annual salary was £5,531 received a VS payment of £9,561 (i.e. £4,030 more 
than the annual salary).

3.2	 Information provided to the Board at its meeting on 08 June 2015 was that this additional 
amount had been attributed on a spreadsheet to “additional hours”. The Board asked 
for further clarification on this matter.

3.3	 The person concerned was a classroom assistant employed on a 16-hours-per-week term-
time-only contract. (As noted above, the salary for this post was £5,531 per annum.)

3.4	 A time-sheet has also been located relating to the individual that puts her total cumulative 
additional hours payments, without holiday pay, for the period 01 January 2013 to 01 
February 2014 (i.e. a period of 13 months straddling two Academic Years and two Financial 
Years) as £4,104. As this is a thirteen month period, this would equate to some £3,788 over 
a 12-month period – and when holiday pay is added this might come close to the figure 
of £4,030.

3.5	 Other paper records and the former Banff & Buchan College payroll system identify that 
during the Academic Years 2012-13 and 2013-14 she worked a total of 646.5 additional 
hours as follows:

	 	2012-13	 395.75 additional hours, for which she received payment of £2,979 

	 	2013-14 	 250.75 additional hours for, which she received payment of £2,637

3.6	 There is nothing to explain why these figures are not in accordance with the figure from 
the time-sheet, but it may be that the difference is due to the difference between the 
Calendar Year and the Academic Year and the Financial Year.
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3.7	 The former Aberdeen Payroll Manager has confirmed that he obtained this calculation 
from Fraserburgh and that the previous Vice Principal HR had confirmed that the individual 
was contractually entitled to receive the payment.

3.8	 As such, there is therefore evidence that this employee did habitually work additional 
hours and that she was contractually entitled to them.

3.9	 However, despite this research it has not been possible to identify the “workings” that led 
to the specific figure of £4,030 being paid. This is highly regrettable, but unfortunately the 
available records in Fraserburgh do not provide information further to what has been 
identified above.

3.10	 Current practices in the College are such that the rationale for any VS payment is recorded 
and transparent.

4.	 HR Recommendations from Payroll Internal Audit
4.1	 Attached at Appendix 1 are the recommendations. Against each relevant recommendation 

an update is provided highlighted in yellow.

5.	 HR Recommendations from HR Internal Audit
5.1	 Attached at Appendix 2 are the recommendations. Against each relevant recommendation 

an update is provided highlighted in yellow.

6.	 Building Resilience in HR and Payroll
6.1	 A Head of HR has now been recruited and commenced employment on 15 June 2015. 

This will give the HR Team the management stability and consistency that it has lacked 
and enable key priorities and projects to be fully implemented.

6.2	 A dedicated member of HR staff is now working closely with the Payroll Supervisor to 
improve current processes. In addition, a former member of Aberdeen payroll staff has 
returned for 2 days per week to help build skills levels and standardise processes. We have 
also recruited an experienced Payroll/Pensions Administrator on a fixed term contract for 
12 months to build resilience in the payroll function. 

6.3	 In addition, the HR Team is working closely with the Internal Auditors and has dedicated a 
further member of staff to diligently checking each employee record to ensure accuracy 
of data going forward.

6.4	 An urgent programme of systems training has been put in place to upskill the HR Team 
to ensure that there is resilience and systems knowledge going forward.

7.	 Summary
7.1	 Further investigation has identified that the VS payment raised as a concern was made 

on the basis of regular additional hours. Procedures are now in place that will ensure such 
lack of clarity does not occur in the future.

7.2	 This has been a period of instability for the HR and Payroll functions following the merger of 
the Colleges, where a combination of factors including loss of key personnel, difficulties in 
merging systems and lack of clear business processes have all contributed to the Internal 
Audit findings.

7.3	 Now that key roles are filled and knowledge is being rebuilt along with diligent checking 
and mapping of business processes we can move forward with some confidence.
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7.4	 The recommendations made in the Payroll and HR Internal Audits are being fully 
implemented. 

8.	 Recommendation
8.1	 It is recommended that the Committee note the contents of this report.

Rob Wallen				    Elaine Hart
Principal				    Vice Principal Human Resources
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  The	
  m
atters	
  raised	
  in	
  this	
  report	
  cam

e	
  to	
  our	
  attention	
  during	
  the	
  course	
  of	
  our	
  audit	
  and	
  are	
  not	
  necessarily	
  a	
  com
prehensive	
  statem

ent	
  of	
  all	
  w
eaknesses	
  that	
  exist	
  or	
  all	
  im

provem
ents	
  that	
  

m
ight	
  be	
  m

ade.	
  	
  

This	
  report	
  has	
  been	
  prepared	
  solely	
  for	
  N
orth	
  East	
  Scotland	
  College’s	
  individual	
  use	
  and	
  should	
  not	
  be	
  quoted	
  in	
  w

hole	
  or	
  in	
  part	
  w
ithout	
  prior	
  w

ritten	
  consent.	
  N
o	
  responsibility	
  to	
  any	
  third	
  

party	
  is	
  accepted	
  as	
  the	
  report	
  has	
  not	
  been	
  prepared,	
  and	
  is	
  not	
  intended,	
  for	
  any	
  third	
  party.	
  	
  
	
  	
  W
e	
  em

phasise	
  that	
  the	
  responsibility	
  for	
  a	
  sound	
  system
	
  of	
  internal	
  control	
  rests	
  w

ith	
  m
anagem

ent	
  and	
  w
ork	
  perform

ed	
  by	
  internal	
  audit	
  should	
  not	
  be	
  relied	
  upon	
  to	
  identify	
  all	
  system
	
  

w
eaknesses	
  that	
  m

ay	
  exist.	
  N
either	
  should	
  internal	
  audit	
  be	
  relied	
  upon	
  to	
  identify	
  all	
  circum

stances	
  of	
  fraud	
  or	
  irregularity	
  should	
  there	
  be	
  any	
  although	
  our	
  audit	
  procedures	
  are	
  designed	
  so	
  
that	
  any	
  m

aterial	
  irregularity	
  has	
  a	
  reasonable	
  probability	
  of	
  discovery.	
  Even	
  sound	
  system
s	
  of	
  control	
  m

ay	
  not	
  be	
  proof	
  against	
  collusive	
  fraud.	
  Internal	
  audit	
  procedures	
  are	
  designed	
  to	
  focus	
  on	
  
areas	
  that	
  are	
  considered	
  to	
  be	
  of	
  greatest	
  risk	
  and	
  significance.	
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EXECU

TIVE	
  SU
M
M
A
R
Y	
  	
  

O
verview

	
  	
  
Purpose	
  of	
  Review

	
  	
  
The	
  purpose	
  of	
  this	
  review

	
  is	
  to	
  ensure	
  that	
  the	
  payroll	
  arrangem
ents	
  w

ithin	
  the	
  organisation	
  are	
  appropriate.	
  This	
  review
	
  w
ill	
  seek	
  to	
  provide	
  

assurance	
  to	
  the	
  Board,	
  via	
  the	
  Audit	
  Com
m
ittee,	
  that	
  the	
  controls	
  in	
  place	
  are	
  adequate	
  and	
  are	
  operating	
  efficiently	
  and	
  effectively.	
  This	
  

assignm
ent	
  is	
  part	
  of	
  the	
  agreed	
  2014/15	
  Annual	
  Internal	
  Audit	
  Plan	
  for	
  the	
  organisation.	
  	
  	
  

Scope	
  of	
  Review
	
  	
  

O
ur	
  objectives	
  for	
  this	
  review

	
  w
ere	
  to	
  ensure:	
  	
  

Ø
 

Am
endm

ents	
  to	
  the	
  payroll	
  are	
  appropriately	
  review
ed	
  and	
  authorised	
  prior	
  to	
  being	
  processed	
  through	
  the	
  payroll	
  system

.	
  	
  	
  
	
  	
  

	
  	
  
Ø

 
Staff	
  are	
  only	
  paid	
  for	
  the	
  hours	
  that	
  they	
  have	
  w

orked.	
  	
  	
  
	
  	
  

Ø
 

Expense	
  claim
s	
  are	
  appropriately	
  authorised	
  by	
  the	
  em

ployees	
  line	
  m
anager	
  and	
  include	
  the	
  relevant	
  back	
  up	
  docum

entation	
  (receipts	
  
etc.)	
  w

here	
  necessary.	
  	
  	
  
	
  	
  

Ø
 

Gross	
  and	
  net	
  pay	
  are	
  calculated	
  correctly,	
  w
ith	
  appropriate	
  docum

entary	
  evidence	
  readily	
  available	
  to	
  support	
  additions	
  and	
  deductions.	
  	
  	
  
	
  	
  

Ø
 

Leavers	
  are	
  appropriately	
  rem
oved	
  from

	
  the	
  system
	
  and	
  final	
  paym

ents	
  are	
  accurately	
  prorated.	
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Ø
 

N
ew

	
  starts	
  are	
  accurately	
  entered	
  onto	
  the	
  payroll	
  system
	
  and	
  are	
  paid	
  appropriately.	
  	
  	
  

	
  	
  
Ø

 
Severance	
  packages	
  have	
  been	
  calculated	
  in	
  accordance	
  w

ith	
  the	
  term
s	
  of	
  the	
  schem

e.	
  	
  	
  
	
  	
  

Ø
 

Access	
  to	
  the	
  payroll	
  system
	
  is	
  restricted.	
  There	
  are	
  appropriate	
  access	
  rights	
  in	
  place	
  for	
  payroll	
  staff.	
  	
  	
  

	
  	
  
Ø

 
W
ages	
  and	
  salaries	
  are	
  accurately	
  stated	
  in	
  the	
  accounting	
  system

.	
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O
ur	
  approach	
  to	
  this	
  assignm

ent	
  took	
  the	
  form
	
  of	
  discussion	
  w

ith	
  relevant	
  staff,	
  review
	
  of	
  docum

entation	
  and	
  w
here	
  appropriate	
  sam

ple	
  
testing.	
  	
  

Lim
itation	
  of	
  Scope	
  	
  

There	
  is	
  no	
  lim
itation	
  of	
  scope.	
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Conclusion	
  	
  
O
verall	
  Conclusion	
  	
  

	
  
	
  	
  	
  	
  	
  	
  Sum

m
ary	
  of	
  Recom

m
endations	
  	
  

G
rading	
  of	
  recom

m
endations	
  	
  

	
  
	
  

	
  
	
  

	
  	
  
High	
  	
  

M
edium

	
  	
  
Low

	
  	
  
Total	
  	
  

Payroll	
  	
  
2	
  	
  

2	
  	
  
4	
  	
  

8	
  	
  

	
  	
   O
verall	
  Conclusion:	
  	
  	
  W

eak	
  	
  	
  

Through	
  our	
  review
	
  w
e	
  concluded	
  that	
  the	
  Coll	
  ege's	
  payroll	
  arrangem

ents	
  are	
  currently	
  w
eak	
  .	
  O

ur	
  recom
m
endations	
  for	
  	
  im

provem
ent	
  can	
  	
  

be	
  f	
  ound	
  in	
  section	
  3	
  of	
  this	
  report.	
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The	
  follow
ing	
  is	
  a	
  sum

m
ary	
  of	
  the	
  recom

m
endations	
  w

e	
  have	
  graded	
  as	
  high:	
  	
  
Ø

 O
verpaym

ents	
  Ø
 

Voluntary	
  Severance	
  	
  

	
  	
  
	
  	
  

Areas	
  of	
  Good	
  Practice	
  	
  
The	
  follow

ing	
  is	
  a	
  list	
  of	
  areas	
  w
here	
  the	
  O

rganisation	
  is	
  operating	
  effectively	
  and	
  follow
ing	
  good	
  practice.	
  	
  	
  

1. 	
  	
  
Detailed	
  checks	
  are	
  undertaken	
  and	
  fully	
  docum

ented	
  by	
  the	
  Financial	
  Controller	
  -­‐	
  Business	
  M
anagem

ent	
  prior	
  to	
  the	
  payroll	
  
being	
  finalised.	
  Any	
  variances	
  in	
  net	
  pay	
  >	
  £300	
  are	
  fully	
  investigated	
  by	
  the	
  Payroll	
  O

fficer	
  prior	
  to	
  the	
  payroll	
  being	
  finalised.	
  	
  	
  	
  

2. 	
  	
  
O
ur	
  sam

ple	
  testing	
  indicates	
  that	
  the	
  final	
  salaries	
  of	
  leavers	
  have	
  been	
  	
  accurately	
  apportioned	
  to	
  reflect	
  their	
  leaving	
  date.	
  
W
e	
  are	
  also	
  satisfied	
  that	
  all	
  leavers	
  have	
  been	
  rem

oved	
  from
	
  the	
  payroll	
  after	
  they	
  have	
  received	
  their	
  final	
  salary.	
  	
  	
  

3. 	
  	
  
There	
  are	
  adequate	
  procedures	
  in	
  place	
  to	
  ensure	
  that	
  the	
  College's	
  resources	
  are	
  recovered	
  prior	
  to	
  an	
  em

ployee	
  leaving	
  their	
  
em

ploym
ent.	
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4. 	
  	
  
There	
  is	
  an	
  appropriate	
  segregation	
  of	
  duties	
  betw

een	
  the	
  HR	
  departm
ent	
  and	
  the	
  payroll	
  departm

ent	
  for	
  the	
  processing	
  of	
  
new

	
  em
ployees,	
  leavers	
  and	
  am

endm
ents.	
  	
  	
  

5. 	
  	
  
O
ur	
  sam

ple	
  testing	
  indicates	
  that	
  new
	
  em

ployee	
  payroll	
  form
s	
  have	
  been	
  com

pleted	
  for	
  all	
  new
	
  starts	
  prior	
  to	
  their	
  first	
  salary	
  

being	
  processed.	
  O
ur	
  testing	
  also	
  found	
  that	
  the	
  first	
  salaries	
  have	
  been	
  correctly	
  apportioned	
  to	
  reflect	
  the	
  new

	
  em
ployees	
  

start	
  date.	
  	
  

6. 	
  	
  
Access	
  to	
  the	
  payroll	
  functions	
  w

ithin	
  Team
Spirit	
  is	
  restricted	
  to	
  those	
  m

em
bers	
  of	
  staff	
  perform

ing	
  payroll	
  tasks.	
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2	
  
BEN

CH
M
ARK

IN
G	
  	
  	
  

2  
B
EN

CH
M
A
R
K
IN
G
	
  	
  

W
e	
  include	
  for	
  your	
  reference	
  com

parative	
  benchm
arking	
  data	
  of	
  the	
  num

ber	
  and	
  ranking	
  of	
  recom
m
endations	
  m

ade	
  for	
  audits	
  of	
  a	
  sim
ilar	
  

nature	
  in	
  the	
  m
ost	
  recently	
  finished	
  internal	
  audit	
  year.	
  	
  

Payroll	
  
	
  	
  	
  	
  	
  Benchm

arking	
  	
  
	
  

	
  
	
  

	
  

	
  	
  
High	
  	
  

M
edium

	
  	
  
Low

	
  	
  
Total	
  	
  

Average	
  num
ber	
  of	
  recom

m
endations	
  in	
  sim

ilar	
  
audits	
  	
  

0	
  	
  
1	
  	
  

2	
  	
  
3	
  	
  

N
um

ber	
  of	
  recom
m
endations	
  at	
  N

orth	
  East	
  
Scotland	
  College	
  	
  

2	
  	
  
2	
  	
  

4	
  	
  
8	
  	
  

	
  	
  From
	
  the	
  table	
  above	
  it	
  can	
  be	
  seen	
  that	
  the	
  College	
  has	
  a	
  higher	
  num

ber	
  of	
  recom
m
endations	
  com

pared	
  to	
  those	
  colleges	
  it	
  has	
  been	
  
benchm

arked	
  against.	
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  3  
D
ETA

ILED
	
  R
ECO

M
M
EN

D
A
TIO

N
S	
  	
  

O
verpaym

ents	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

G
rade	
  	
  

Recom
m
endation	
  	
  

1. 	
  	
  
During	
  our	
  audit	
  w

ork	
  w
e	
  w

ere	
  inform
ed	
  by	
  College	
  

m
anagem

ent	
  that	
  there	
  had	
  been	
  a	
  num
ber	
  of	
  

overpaym
ents	
  m

ade	
  to	
  em
ployees	
  throughout	
  the	
  year.	
  

This	
  affected	
  7	
  em
ployees	
  and	
  resulted	
  in	
  total	
  

overpaym
ents	
  of	
  £9,627.19.	
  Through	
  investigation	
  of	
  

each	
  of	
  these	
  overpaym
ents	
  w

e	
  found	
  that	
  these	
  w
ere	
  

caused	
  by	
  am
endm

ents	
  to	
  the	
  payroll	
  not	
  being	
  passed	
  
to	
  the	
  payroll	
  officer	
  by	
  the	
  H

R	
  team
	
  in	
  a	
  tim

ely	
  m
anner.	
  	
  

W
e	
  understand	
  that	
  the	
  College	
  has	
  recovered	
  the	
  

am
ounts	
  from

	
  2	
  of	
  the	
  em
ployees,	
  has	
  set	
  up	
  paym

ent	
  
plans	
  w

ith	
  3	
  of	
  the	
  em
ployees	
  and	
  has	
  passed	
  the	
  

rem
aining	
  2	
  cases	
  to	
  debt	
  collection	
  agencies.	
  	
  	
  

W
e	
  can	
  confirm

	
  that	
  our	
  sam
ple	
  testing	
  found	
  no	
  further	
  

issues.	
  	
  	
  	
  

H
igh	
  	
  

W
e	
  recom

m
end	
  that	
  the	
  relevant	
  paperw

ork	
  for	
  any	
  
am

endm
ents	
  to	
  the	
  payroll	
  (starters,	
  leavers,	
  changes	
  in	
  

salary	
  etc)	
  is	
  com
pleted	
  and	
  passed	
  to	
  the	
  payroll	
  officer	
  

in	
  a	
  tim
ely	
  m

anner	
  to	
  ensure	
  that	
  they	
  are	
  actioned	
  in	
  the	
  
correct	
  m

onth	
  so	
  that	
  em
ployees	
  do	
  not	
  receive	
  salaries	
  

that	
  they	
  are	
  not	
  entitled	
  to.	
   	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
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  Procedures	
  have	
  been	
  review
ed	
  and	
  clear	
  guidance	
  issued	
  to	
  the	
  H

R	
  team
	
  on	
  the	
  need	
  to	
  

produce	
  tim
ely	
  inform

ation	
  to	
  the	
  Payroll	
  O
fficer.	
  	
  W

ritten	
  procedures	
  w
ill	
  be	
  produced	
  by	
  31	
  

M
ay	
  2015.	
  	
  	
  

U
pdate	
  

The	
  H
R	
  Team

	
  are	
  now
	
  fully	
  aw

are	
  of	
  the	
  processes	
  and	
  checks	
  have	
  been	
  put	
  in	
  place.	
  	
  The	
  w
ork	
  

to	
  fully	
  review
	
  H
R	
  business	
  processes	
  and	
  produce	
  w

ritten	
  procedures	
  has	
  com
m
enced,	
  key	
  

processes	
  have	
  been	
  identified	
  and	
  procedures	
  have	
  either	
  been	
  produced	
  or	
  are	
  in	
  production.	
  

	
  	
  	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  H

R	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  Im

plem
entation	
  Date:	
  June	
  2015	
  	
  

	
  	
  	
  	
  

	
  

Voluntary	
  Severance	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

G
rade	
  	
  

Recom
m
endation	
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2. 	
  	
  
Through	
  our	
  review

	
  of	
  the	
  voluntary	
  leavers	
  since	
  April	
  
2014	
  w

e	
  identified	
  one	
  instance	
  w
here	
  the	
  em

ployee	
  
received	
  paym

ent	
  in	
  excess	
  of	
  the	
  N
orth	
  East	
  Scotland	
  

College	
  Discretionary	
  Voluntary	
  Severance	
  Schem
e.	
  	
  	
  

The	
  em
ployee	
  in	
  question	
  left	
  in	
  June	
  2014	
  and	
  w

as	
  due	
  
£4,631	
  under	
  the	
  term

s	
  of	
  the	
  schem
e	
  how

ever	
  received	
  
a	
  voluntary	
  severance	
  paym

ent	
  of	
  £9,561.	
  This	
  resulted	
  
in	
  an	
  overpaym

ent	
  of	
  £4,929.	
  W
e	
  have	
  been	
  unable	
  to	
  

obtain	
  any	
  explanation	
  for	
  the	
  overpaym
ent	
  and	
  w

ere	
  
advised	
  by	
  the	
  Vice	
  Principal	
  –	
  H

R	
  that	
  this	
  aw
ard	
  w

as	
  
m
ade	
  before	
  her	
  tim

e	
  therefore	
  she	
  w
as	
  unable	
  to	
  

provide	
  any	
  reasons	
  for	
  the	
  overpaym
ent.	
  	
  	
  

H
igh	
  	
  

W
e	
  recom

m
end	
  that	
  the	
  College	
  ensure	
  that	
  any	
  VS	
  

paym
ents	
  are	
  m

ade	
  in	
  accordance	
  w
ith	
  the	
  term

s	
  of	
  the	
  
schem

e.	
  	
   	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

Procedures	
  have	
  been	
  review
ed	
  and	
  external	
  audits	
  have	
  confirm

ed	
  that	
  VS	
  paym
ents	
  are	
  being	
  

m
ade	
  in	
  accordance	
  w

ith	
  the	
  term
s	
  of	
  the	
  schem

e.	
  All	
  paym
ent	
  calculations	
  are	
  docum

ented	
  and	
  
checked.	
  	
  

U
pdate	
  

This	
  m
atter	
  has	
  now

	
  been	
  fully	
  investigated	
  and	
  reported	
  on	
  to	
  the	
  Board,	
  Audit	
  and	
  
F&

GP	
  Com
m
ittees.	
  	
  Procedures	
  have	
  been	
  put	
  in	
  place	
  to	
  ensure	
  this	
  lack	
  of	
  clarity	
  w

ill	
  
not	
  occur	
  in	
  the	
  future.	
  

	
  	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  H

R	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  Im

plem
entation	
  Date:	
  Already	
  im

plem
ented.	
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  M
ileage	
  Claim

s	
  	
  
	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

3. 	
  	
  
During	
  our	
  sam

ple	
  testing	
  of	
  expense	
  claim
s	
  w

e	
  
identified	
  one	
  m

em
ber	
  of	
  the	
  Senior	
  M

anagem
ent	
  

Team
	
  w
ho	
  has	
  received	
  significant	
  travel	
  expenses	
  

for	
  journeys	
  betw
een	
  the	
  Aberdeen	
  and	
  	
  

Fraserburgh	
  cam
puses.	
  W

hilst	
  there	
  is	
  no	
  form
al	
  

expenses	
  policy	
  in	
  place	
  (see	
  recom
m
endation	
  4),	
  

w
e	
  understand	
  through	
  our	
  discussions	
  that	
  College	
  

pool	
  cars	
  should	
  be	
  used	
  w
here	
  available.	
  	
  	
  

M
edium

	
  	
  
W
e	
  recom

m
end	
  that	
  the	
  College	
  ensure	
  that	
  w

here	
  
staff	
  are	
  undertaking	
  regular	
  trips	
  betw

een	
  
cam

puses,	
  the	
  College's	
  pool	
  cars	
  are	
  used	
  to	
  keep	
  
expense	
  claim

s	
  to	
  a	
  m
inim

um
.	
  	
  

M
anagem

ent	
  response	
  	
  
	
  

Responsibility	
  and	
  im
plem

entation	
  date	
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An	
  expenses	
  policy	
  has	
  been	
  developed	
  to	
  m
anage	
  this	
  situation.	
  	
  

	
  U
pdate	
  

	
  Policy	
  im
plem

ented.	
  

	
  	
  

	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  June	
  2015	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  	
  

	
  

Expenses	
  Policy	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
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4. 	
  	
  
Through	
  our	
  review

	
  w
e	
  found	
  that	
  there	
  is	
  currently	
  

no	
  prescriptive	
  rules	
  in	
  relation	
  to	
  w
hat	
  can	
  and	
  

cannot	
  be	
  claim
ed	
  as	
  expenses	
  at	
  the	
  Aberdeen	
  

cam
pus.	
  W

e	
  do	
  note	
  that	
  em
ployees	
  received	
  an	
  

em
ail	
  from

	
  the	
  Vice	
  Principal	
  –	
  HR	
  to	
  notify	
  the	
  
m
ileage	
  rates	
  w

hich	
  they	
  can	
  claim
.	
  	
  

W
e	
  note	
  that	
  the	
  form

er	
  Banff	
  &
	
  Buchan	
  College	
  	
  

expenses	
  policy	
  is	
  still	
  being	
  used	
  at	
  the	
  	
  
Fraserburgh	
  cam

pus,	
  	
  	
  

M
edium

	
  	
  
W
e	
  recom

m
end	
  that	
  the	
  College	
  establishes	
  a	
  N

orth	
  
East	
  Scotland	
  College	
  Expenses	
  Policy	
  w

hich	
  form
ally	
  

sets	
  out	
  the	
  rules	
  in	
  relation	
  to	
  travel	
  and	
  other	
  
incidental	
  expenses.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

An	
  Expenses	
  Policy	
  for	
  N
ESCol	
  is	
  being	
  developed.	
  	
  

As	
  above.	
  

	
  	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  	
  June	
  2015	
  	
  
	
  	
  	
  	
  

	
  



	
  	
  	
  	
  
	
  	
  

	
  	
  

3	
  	
  
D
ETAILED

	
  RECO
M
M
EN

D
ATIO

N
S	
  	
  

N
orth	
  East	
  Scotland	
  CollegePayroll	
  	
  	
  

	
  

15	
  	
  

	
  	
  

	
  	
  

	
  	
  

Tim
esheet	
  Authorisation	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

5. 	
  	
  
Through	
  our	
  sam

ple	
  testing	
  of	
  em
ployees	
  

tim
esheets,	
  w

e	
  found	
  that	
  1	
  of	
  the	
  6	
  selected	
  for	
  
testing	
  had	
  not	
  been	
  authorised	
  by	
  an	
  appropriate	
  
line	
  m

anager.	
  	
  	
  

Low
	
  	
  

W
e	
  recom

m
end	
  that	
  tim

esheets	
  are	
  authorised	
  by	
  
the	
  relevant	
  line	
  m

anager	
  prior	
  to	
  being	
  processed	
  
and	
  paym

ent	
  being	
  m
ade	
  through	
  the	
  payroll.	
  	
  	
  

	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

This	
  applies	
  to	
  Fraserburgh	
  tim
esheets	
  only	
  w

hich	
  are	
  passed	
  by	
  the	
  line	
  m
anager	
  

directly	
  to	
  Finance	
  for	
  processing.	
  	
  O
nce	
  the	
  Self	
  Service	
  option	
  is	
  im

plem
ented	
  there	
  w

ill	
  
be	
  autom

ated	
  processes.	
  	
  A	
  w
ritten	
  procedure	
  has	
  been	
  created	
  to	
  clarify	
  the	
  

authorisation	
  process	
  and	
  w
ill	
  be	
  passed	
  to	
  Finance	
  Team

.	
  	
  

	
  U
pdate	
  

	
  Procedure	
  produced	
  and	
  actioned.	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  M
ay	
  2015	
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M
anual	
  Journals	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

6. 	
  	
  
W
e	
  found	
  that	
  currently,	
  the	
  payroll	
  journals	
  

require	
  significant	
  m
anual	
  intervention	
  prior	
  to	
  

being	
  posted	
  to	
  the	
  accounting	
  system
.	
  This	
  is	
  

leading	
  to	
  an	
  inefficient	
  use	
  of	
  College	
  resources.	
  	
  	
  

W
e	
  understand	
  that	
  the	
  College	
  are	
  currently	
  

w
orking	
  w

ith	
  Bond,	
  the	
  payroll	
  bureau	
  used	
  by	
  the	
  
College,	
  in	
  an	
  attem

pt	
  to	
  autom
ate	
  the	
  process.	
  	
  	
  

Low
	
  	
  

W
e	
  recom

m
end	
  that	
  the	
  College	
  continue	
  w

ith	
  its	
  
efforts	
  to	
  seek	
  a	
  solution	
  w

here	
  the	
  processing	
  of	
  
payroll	
  journals	
  becom

es	
  as	
  autom
ated	
  as	
  possible.	
  

This	
  w
ill	
  not	
  only	
  im

prove	
  the	
  efficiency	
  of	
  the	
  
process	
  but	
  w

ill	
  	
  reduce	
  the	
  risk	
  of	
  errors	
  in	
  posting.	
  	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
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Recom
m
endation	
  agreed.	
  	
  As	
  noted	
  above,	
  this	
  finding	
  had	
  been	
  identified	
  by	
  the	
  

College	
  and	
  the	
  issue	
  w
ill	
  be	
  resolved	
  as	
  part	
  of	
  the	
  delayed	
  payroll	
  consolidation	
  

project,	
  w
hich	
  is	
  expected	
  to	
  be	
  com

pleted	
  by	
  the	
  end	
  of	
  August	
  2015.	
   	
  

	
  	
  	
  	
  

Responsible	
  O
fficer:	
  Financial	
  Controller	
  –	
  Business	
  	
  

	
   M
anagem

ent	
  	
  
	
  	
  	
  	
  	
  	
  Im

plem
entation	
  Date:	
  August	
  2015	
  	
  

	
  	
  

	
  

Payroll	
  Reconciliations	
  	
  
	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

7. 	
  	
  
Through	
  our	
  review

	
  w
e	
  found	
  that	
  there	
  are	
  

currently	
  no	
  form
al	
  payroll	
  reconciliations	
  being	
  

prepared.	
  At	
  present	
  reliance	
  is	
  placed	
  on	
  the	
  
payroll	
  control	
  accounts	
  balancing	
  to	
  ensure	
  that	
  
the	
  payroll	
  costs	
  have	
  been	
  accurately	
  transferred	
  
into	
  the	
  accounting	
  system

.	
  	
  

Low
	
  	
  

W
e	
  recom

m
end	
  that	
  the	
  College	
  prepare	
  m

onthly	
  
payroll	
  reconciliations	
  as	
  part	
  of	
  its	
  m

onth	
  end	
  
procedures.	
  These	
  should	
  be	
  prepared	
  by	
  one	
  of	
  the	
  
College	
  accountants	
  and	
  signed	
  off	
  by	
  one	
  of	
  the	
  
Financial	
  Controllers.	
  	
  

M
anagem

ent	
  response	
  	
  
	
  

Responsibility	
  and	
  im
plem

entation	
  date	
  	
  



	
  	
  	
  	
  
	
  	
  

	
  	
  

3	
  	
  
D
ETAILED

	
  RECO
M
M
EN

D
ATIO

N
S	
  	
  

N
orth	
  East	
  Scotland	
  CollegePayroll	
  	
  	
  

	
  

	
  

	
  	
  

	
  	
  

18	
   	
  	
  

	
  	
  

Recom
m
endation	
  agreed.	
  	
  

	
  	
  

	
  
Responsible	
  O

fficer:	
  Financial	
  Controller	
  –	
  Business	
  	
  
M
anagem

ent	
  	
  
	
  	
  	
  	
  	
  	
  Im

plem
entation	
  Date:	
  M

ay	
  2015	
  	
  
	
  	
  	
  	
  

	
  

N
ew

	
  Start,	
  Leaver	
  &
	
  Am

endm
ent	
  Form

s	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

G
rade	
  	
  

Recom
m
endation	
  	
  



	
  	
  	
  	
  
	
  	
  

	
  	
  

3	
  	
  
D
ETAILED

	
  RECO
M
M
EN

D
ATIO

N
S	
  	
  

N
orth	
  East	
  Scotland	
  CollegePayroll	
  	
  	
  

	
  

19	
  	
  

	
  	
  

	
  	
  

	
  	
  

8. 	
  	
  
Through	
  our	
  sam

ple	
  testing	
  of	
  new
	
  starts	
  at	
  the	
  College	
  

w
e	
  found	
  that	
  1	
  of	
  the	
  5	
  new

	
  em
ployee	
  payroll	
  form

s	
  
selected	
  for	
  testing	
  had	
  not	
  been	
  signed	
  as	
  approved	
  by	
  
either	
  the	
  H

R	
  M
anager	
  or	
  the	
  relevant	
  departm

ent	
  line	
  
m
anager.	
  	
  	
  

O
ur	
  sam

ple	
  testing	
  of	
  leavers	
  also	
  found	
  that	
  1	
  of	
  the	
  6	
  
notice	
  of	
  term

ination	
  form
s	
  had	
  not	
  been	
  signed	
  at	
  all	
  by	
  

the	
  H
R	
  departm

ent	
  and	
  3	
  had	
  not	
  been	
  signed	
  by	
  the	
  
relevant	
  departm

ental	
  line	
  m
anager.	
  	
  	
  

O
ur	
  sam

ple	
  testing	
  of	
  am
endm

ents	
  also	
  found	
  that	
  2	
  of	
  
the	
  5	
  selected	
  for	
  testing	
  had	
  not	
  been	
  signed	
  as	
  
approved	
  by	
  the	
  H

R	
  M
anager.	
  	
   	
  

Low
	
  	
  

W
e	
  recom

m
end	
  that	
  the	
  College	
  ensures	
  that	
  all	
  new

	
  start	
  
em

ployee	
  form
s,	
  notice	
  of	
  term

ination	
  form
s	
  and	
  

am
endm

ent	
  form
s	
  are	
  signed	
  by	
  the	
  initiator,	
  the	
  H

R	
  
M
anager	
  and	
  a	
  relevant	
  departm

ental	
  line	
  m
anager	
  prior	
  

to	
  being	
  passed	
  to	
  payroll	
  for	
  processing	
  of	
  the	
  first/final	
  
salary.	
  The	
  payroll	
  departm

ent	
  should	
  not	
  process	
  any	
  
incom

plete	
  form
s.	
   	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

Procedures	
  have	
  been	
  review
ed	
  and	
  im

plem
ented	
  and	
  w

ritten	
  procedures	
  w
ill	
  be	
  

produced	
  by	
  31	
  M
ay	
  2015	
  to	
  ensure	
  that	
  all	
  HR	
  Team

	
  m
em

bers	
  are	
  clear	
  about	
  process	
  
and	
  deadlines.	
  	
  

	
  U
pdate	
  	
  

The	
  H
R	
  responsibilities	
  are	
  actioned.	
  The	
  H

R	
  Team
	
  are	
  now

	
  fully	
  aw
are	
  of	
  the	
  processes	
  and	
  

checks	
  have	
  been	
  put	
  in	
  place.	
  	
  The	
  w
ork	
  to	
  fully	
  review

	
  H
R	
  business	
  processes	
  and	
  produce	
  

w
ritten	
  docum

entation	
  has	
  com
m
enced	
  key	
  processes	
  have	
  been	
  identified	
  and	
  procedures	
  

have	
  either	
  been	
  produced	
  or	
  are	
  in	
  production.	
  

Responsible	
  O
fficer:	
  Vice	
  Principal	
  H

R	
  	
  
	
  	
  	
  	
  	
  	
  	
  	
  Im

plem
entation	
  Date:	
  June	
  2015	
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D
ETAILED

	
  RECO
M
M
EN

D
ATIO

N
S	
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by	
  31	
  July	
  2015	
  
	
  H
igh	
  level	
  processes	
  have	
  been	
  produced	
  for	
  new

	
  starts,	
  changes	
  and	
  leavers,	
  further	
  w
ork	
  to	
  

docum
ent	
  the	
  steps	
  to	
  achieve	
  these	
  processes	
  is	
  underw

ay.	
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4	
  
O
BSERVATIO

N
S	
  	
  

4  
O
B
SER

VA
TIO

N
S	
  	
  

The	
  follow
ing	
  is	
  a	
  list	
  of	
  observations	
  from

	
  our	
  review
	
  	
  

1. 	
  	
  
Through	
  our	
  testing	
  of	
  starters,	
  leavers	
  and	
  am

endm
ents	
  w

e	
  note	
  that	
  there	
  are	
  still	
  different	
  form
s	
  in	
  operation	
  at	
  the	
  

Aberdeen	
  and	
  Fraserburgh	
  cam
puses.	
  W

e	
  w
ould	
  suggest	
  that	
  to	
  ensure	
  consistency	
  in	
  the	
  processing	
  and	
  authorisation	
  of	
  

starters,	
  leavers	
  and	
  am
endm

ents,	
  the	
  College	
  unify	
  the	
  form
s.	
  	
  	
  

2. 	
  	
  
W
e	
  note	
  that	
  there	
  are	
  currently	
  tw

o	
  separate	
  system
s	
  in	
  place	
  for	
  the	
  subm

ission	
  of	
  tim
esheets.	
  The	
  Aberdeen	
  cam

pus	
  uses	
  
the	
  Team

Spirit	
  application	
  to	
  subm
it	
  and	
  authorise	
  expenses	
  and	
  the	
  Fraserburgh	
  cam

pus	
  uses	
  a	
  m
anual	
  paper	
  form

.	
  W
e	
  note	
  

that	
  the	
  print	
  outs	
  from
	
  Team

Spirit	
  do	
  not	
  provide	
  detailed	
  inform
ation	
  of	
  the	
  expenses	
  claim

ed,	
  just	
  the	
  am
ounts	
  claim

ed,	
  
therefore	
  the	
  Payroll	
  O

fficer	
  is	
  unable	
  to	
  check	
  the	
  accuracy	
  of	
  claim
s	
  -­‐	
  reliance	
  is	
  placed	
  on	
  the	
  authorisation	
  by	
  the	
  

em
ployee's	
  line	
  m

anager.	
  	
  

	
  	
  	
  	
  5	
  
AU

D
IT	
  ARRAN

GEM
EN

TS	
  	
  
5  

A
U
D
IT	
  A

R
R
A
N
G
EM

EN
TS	
  	
  

The	
  table	
  below
	
  details	
  the	
  actual	
  dates	
  for	
  our	
  fieldw

ork	
  and	
  the	
  reporting	
  on	
  the	
  audit	
  area	
  under	
  review
.	
  The	
  tim

escales	
  set	
  out	
  below
	
  w
ill	
  

enable	
  us	
  to	
  present	
  our	
  final	
  report	
  at	
  the	
  next	
  Audit	
  Com
m
ittee	
  m

eeting.	
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Audit	
  stage	
  	
  
Date	
  	
  

Fieldw
ork	
  start	
  	
  

26	
  January	
  2015	
  	
  

Receipt	
  of	
  further	
  inform
ation	
  	
  

30	
  M
arch	
  2015	
  	
  

Closing	
  m
eeting	
  	
  

27	
  M
arch	
  2015	
  	
  

Draft	
  report	
  issued	
  	
  
08	
  April	
  2015	
  	
  

Receipt	
  of	
  m
anagem

ent	
  responses	
  	
  
23	
  April	
  2015	
  	
  

Final	
  report	
  issued	
  	
  
24	
  April	
  2015	
  	
  

Audit	
  Com
m
ittee	
  	
  

19	
  M
ay	
  2015	
  	
  

N
um

ber	
  of	
  audit	
  days	
  	
  
4	
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  6	
  
K
EY	
  PERSO

N
N
EL	
  	
  

6  
K
EY	
  PER

SO
	
  N
N
E	
  L	
  	
  

W
e	
  detail	
  below

	
  our	
  staff	
  w
ho	
  w

ill	
  undertake	
  the	
  review
	
  together	
  w

ith	
  the	
  O
rganisation	
  staff	
  w

e	
  shall	
  require	
  to	
  speak	
  to	
  during	
  our	
  review
.	
  	
  

	
  	
  W
ylie	
  &

	
  Bisset	
  LLP	
  	
  	
  
	
  

	
  
	
  

Partner	
  	
  	
  
Ross	
  M

cLauchlan	
  	
  
Partner	
  	
  

ross.m
clauchlan@

w
yliebisset.com

	
  	
  

M
anager	
  	
  	
  

G
raham

	
  G
illespie	
  	
  

Associate	
  	
  
graham

.gillespie@
w
yliebisset.com

	
  	
  

Lead	
  Auditor	
  	
  	
  
Paul	
  U

rquhart	
  	
  
Internal	
  Audit	
  Senior	
  	
  

paul.urquhart@
w
yliebisset.com

	
  	
  

	
  	
  
Rory	
  M

cCall	
  	
  
Internal	
  Audit	
  Assistant	
  	
  

rory.m
ccall@

w
yliebisset.com

	
  	
  

	
  	
  N
orth	
  East	
  Scotland	
  College	
  	
  

	
  
	
  

Key	
  Contact	
  	
  	
  
Roddy	
  Scott	
  	
  

Vice	
  Principal	
  -­‐	
  Finance	
  	
  
r.scott@

nescol.ac.uk	
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Jim

	
  Kirkw
ood	
  	
  

Financial	
  Controller	
  –	
  Business	
  	
  
M
anagem

ent	
  	
  
jkirkw

ood@
nescol.ac.uk	
  	
  

	
  	
  
M
orag	
  Thom

pson	
  	
  
Payroll	
  O

fficer	
  	
  
m
thom

pson@
nescol.ac.uk	
  	
  

	
  	
  
Elaine	
  H

art	
  	
  
Vice	
  Principal	
  –	
  H

um
an	
  Resources	
  	
  

e.hart@
nescol.ac.uk	
  	
  

	
  	
  
Elaine	
  Reid	
  	
  

H
R	
  M

anager	
  	
  
ereid@

nescol.ac.uk	
  	
  

	
  	
  W
ylie	
  &

	
  Bisset	
  appreciates	
  the	
  tim
e	
  provided	
  by	
  all	
  the	
  individuals	
  involved	
  in	
  this	
  review

	
  and	
  w
ould	
  like	
  to	
  thank	
  them

	
  for	
  their	
  assistance	
  and	
  
co-­‐operation.	
  	
  	
  	
  
	
  	
  APPEN

D
ICES	
  A	
  

GRAD
IN
G	
  STRU

CTU
RE	
  	
  

A  
G
R
A
D
IN
G
	
  STR

U
CTU

R
E	
  	
  

For	
  each	
  area	
  of	
  review
	
  w
e	
  assign	
  a	
  level	
  of	
  assurance	
  in	
  accordance	
  w

ith	
  the	
  follow
ing	
  classification:	
  	
  

Assurance	
  	
  	
  
Classification	
  	
  	
  

Strong	
  	
  
Controls	
  satisfactory,	
  no	
  m

ajor	
  w
eaknesses	
  found,	
  no	
  or	
  only	
  m

inor	
  recom
m
endations	
  identified.	
  	
  

	
  	
  



	
  	
  	
  	
  
	
  	
  

	
  	
  

	
  	
  	
  
N

orth	
  East	
  Scotland	
  College	
  	
  
Payroll	
  	
  

	
  

	
  

	
  	
  

	
  	
  

25	
   	
  	
  

	
  	
  

Substantial	
  	
  
Controls	
  largely	
  satisfactory	
  although	
  som

e	
  w
eaknesses	
  identified,	
  recom

m
endations	
  for	
  im

provem
ent	
  m

ade.	
  	
  

	
  	
  

W
eak	
  	
  

Controls	
  unsatisfactory	
  and	
  m
ajor	
  system

s	
  w
eaknesses	
  identified	
  that	
  require	
  to	
  be	
  addressed	
  im

m
ediately.	
  	
  

	
  	
  

N
o	
  	
  

N
o	
  or	
  very	
  lim

ited	
  controls	
  in	
  place	
  leaving	
  the	
  system
	
  open	
  to	
  significant	
  error	
  or	
  abuse,	
  recom

m
endations	
  m

ade	
  
require	
  to	
  be	
  im

plem
ented	
  im

m
ediately.	
  	
  

	
  	
  

	
  	
  	
  	
  
	
  	
  

A	
  
GRAD

IN
G	
  STRU

CTU
RE	
  	
  

For	
  each	
  recom
m
endation	
  w

e	
  assign	
  a	
  grading	
  either	
  as	
  High,	
  M
edium

	
  or	
  Low
	
  priority	
  depending	
  on	
  the	
  degree	
  of	
  risk	
  assessed	
  as	
  outlined	
  

below
:	
  	
  

G
rading	
  	
  	
  

Classification	
  	
  	
  

High	
  	
  
M
ajor	
  w

eakness	
  that	
  w
e	
  consider	
  needs	
  to	
  be	
  brought	
  to	
  the	
  attention	
  of	
  the	
  Audit	
  Com

m
ittee	
  and	
  addressed	
  by	
  

senior	
  m
anagem

ent	
  of	
  the	
  organisation	
  as	
  a	
  m
atter	
  of	
  urgency.	
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M
edium

	
  	
  
Significant	
  issue	
  or	
  w

eakness	
  w
hich	
  should	
  be	
  addressed	
  by	
  the	
  organisation	
  as	
  soon	
  as	
  possible.	
  	
  

	
  	
  

Low
	
  	
  

M
inor	
  issue	
  or	
  w

eakness	
  reported	
  w
here	
  m

anagem
ent	
  m

ay	
  w
ish	
  to	
  consider	
  our	
  recom

m
endation.	
  	
  

	
  	
  

	
  	
  



Ø
 	
  

	
  	
  
	
  	
  

	
  	
  

B ASSIGN
M
EN

T	
  PLAN
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Payroll	
  	
  
B  

A
SSIG

N
M
EN

T	
  PLA
N
	
  	
  

Purpose	
  of	
  Review
	
  	
  

The	
  purpose	
  of	
  this	
  review
	
  is	
  to	
  ensure	
  that	
  the	
  payroll	
  arrangem

ents	
  w
ithin	
  the	
  organisation	
  are	
  appropriate.	
  This	
  review

	
  w
ill	
  seek	
  to	
  provide	
  

assurance	
  to	
  the	
  Board,	
  via	
  the	
  Audit	
  Com
m
ittee,	
  that	
  the	
  controls	
  in	
  place	
  are	
  adequate	
  and	
  are	
  operating	
  efficiently	
  and	
  effectively.	
  This	
  

assignm
ent	
  is	
  part	
  of	
  the	
  agreed	
  2014/15	
  Annual	
  Internal	
  Audit	
  Plan	
  for	
  the	
  organisation.	
  	
  	
  

Scope	
  of	
  Review
	
  	
  

O
ur	
  objectives	
  for	
  this	
  review

	
  are	
  to	
  ensure:	
  	
  
	
  	
  Ø

 
Am

endm
ents	
  to	
  the	
  payroll	
  are	
  appropriately	
  review

ed	
  and	
  authorised	
  prior	
  to	
  being	
  processed	
  through	
  the	
  payroll	
  system
.	
  	
  	
  

	
  	
  
Ø

 
Staff	
  are	
  only	
  paid	
  for	
  the	
  hours	
  that	
  they	
  have	
  w

orked.	
  	
  	
  
	
  	
  

Ø
 

Expense	
  claim
s	
  are	
  appropriately	
  authorised	
  by	
  the	
  em

ployees	
  line	
  m
anager	
  and	
  include	
  	
  the	
  relevant	
  back	
  up	
  docum

entation	
  (receipts	
  etc.)	
  
w
here	
  necessary.	
  	
  	
  

	
  	
  
Ø

 
Gross	
  and	
  net	
  pay	
  are	
  calculated	
  correctly,	
  w

ith	
  appropriate	
  docum
entary	
  evidence	
  readily	
  available	
  to	
  support	
  additions	
  and	
  deductions.	
  	
  	
  

	
  	
  
Ø

 
Leavers	
  are	
  appropriately	
  rem

oved	
  from
	
  the	
  system

	
  and	
  final	
  paym
ents	
  are	
  accurately	
  prorated.	
  	
  	
  

	
  	
  
Ø

 
N
ew

	
  starts	
  are	
  accurately	
  entered	
  onto	
  the	
  payroll	
  system
	
  and	
  are	
  paid	
  appropriately.	
  	
  	
  



Ø
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Ø

 
Severance	
  packages	
  have	
  been	
  calculated	
  in	
  accordance	
  w

ith	
  the	
  term
s	
  of	
  the	
  schem

e.	
  	
  	
  
	
  	
  

Ø
 

Access	
  to	
  the	
  payroll	
  system
	
  is	
  restricted.	
  There	
  are	
  appropriate	
  access	
  rights	
  in	
  place	
  for	
  payroll	
  staff.	
  	
  	
  

	
  	
  
Ø

 
W
ages	
  and	
  salaries	
  are	
  accurately	
  stated	
  in	
  the	
  accounting	
  system

.	
  	
  
	
  	
  

Payroll	
  	
  

Lim
itation	
  of	
  Scope	
  	
  

There	
  is	
  no	
  lim
itation	
  of	
  scope.	
  	
  	
  

	
  	
  Audit	
  Approach	
  	
  
O
ur	
  approach	
  to	
  the	
  review

	
  has	
  been:	
  	
  
	
  	
  Ø

 
Discussion	
  w

ith	
  key	
  personnel	
  to	
  establish	
  the	
  current	
  arrangem
ents	
  for	
  payroll	
  	
  

	
  	
  
Ø

 
Evaluating	
  these	
  arrangem

ents	
  to	
  confirm
	
  their	
  adequacy	
  	
  

	
  	
  
Ø

 
Review

	
  of	
  docum
entation	
  to	
  confirm

	
  that	
  policies	
  and	
  procedures	
  are	
  in	
  place,	
  up	
  to	
  date	
  and	
  com
ply	
  w

ith	
  relevant	
  legislation	
  and	
  good	
  
practice.	
  	
  	
  



Ø
 	
  

	
  	
  
	
  	
  

	
  	
  

B ASSIGN
M
EN

T	
  PLAN
	
  	
  

N
orth	
  East	
  Scotland	
  College	
  	
  	
  

	
  

	
  

	
  	
  

	
  	
  

29	
   	
  	
  

	
  	
  

	
  	
  
Ø

 
Testing	
  to	
  confirm

	
  that	
  procedures	
  are	
  being	
  adhered	
  to	
  by	
  relevant	
  staff	
  	
  
	
  	
  

Ø
 
Testing	
  to	
  confirm

	
  that	
  payroll	
  is	
  being	
  correctly	
  calculated,	
  authorised	
  and	
  recorded.	
  	
  	
  
	
  	
  It	
  should	
  be	
  noted	
  that	
  any	
  testing	
  w

ill	
  be	
  undertaken	
  on	
  a	
  sam
ple	
  basis.	
  	
  	
  

	
  	
  Potential	
  K
ey	
  Risks	
  	
  

The	
  potential	
  key	
  risks	
  associated	
  w
ith	
  the	
  area	
  under	
  review

	
  are:	
  	
  

Ø
 

U
nauthorised	
  am

endm
ents	
  m

ay	
  be	
  processed,	
  leading	
  to	
  unauthorised	
  paym
ents	
  being	
  m

ade	
  to	
  em
ployees	
  or	
  unauthorised	
  deductions	
  

being	
  m
ade.	
  	
  	
  

Payroll	
  	
  

	
  	
  
Ø

 
Staff	
  are	
  paid	
  for	
  hours	
  that	
  they	
  have	
  not	
  w

orked.	
  	
  	
  
	
  	
  

Ø
 

Expense	
  claim
s	
  are	
  not	
  genuine	
  or	
  are	
  unauthorised	
  expenses.	
  	
  

	
  	
  
Ø

 
Gross	
  salaries	
  and	
  statutory	
  deductions	
  are	
  incorrectly	
  calculated	
  resulting	
  in	
  incorrect	
  paym

ents	
  being	
  m
ade	
  to	
  em

ployees.	
  	
  
	
  	
  

Ø
 

Final	
  salaries	
  are	
  not	
  adjusted	
  to	
  reflect	
  the	
  em
ployee's	
  leaving	
  date.	
  Leavers	
  continue	
  to	
  be	
  paid	
  after	
  their	
  last	
  date	
  of	
  em

ploym
ent.	
  	
  	
  



Ø
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Ø

 
Staff	
  loans/equipm

ent	
  provided	
  to	
  em
ployees	
  are	
  not	
  recovered	
  w

hen	
  the	
  em
ployee	
  leaves	
  the	
  organisation.	
  	
  	
  

	
  	
  
Ø

 
N
ew

	
  starts	
  salaries	
  are	
  not	
  adjusted	
  to	
  reflect	
  their	
  start	
  date.	
  	
  	
  
	
  	
  

	
  	
  
Ø

 
The	
  organisation	
  have	
  not	
  correctly	
  applied	
  the	
  term

s	
  of	
  their	
  severance	
  schem
e	
  resulting	
  in	
  incorrect	
  paym

ents	
  being	
  m
ade	
  to	
  form

er	
  
em

ployees.	
  	
  	
  
	
  	
  

Ø
 

U
nauthorised	
  users	
  gain	
  access	
  to	
  payroll	
  system

	
  and	
  sensitive	
  em
ployee	
  data.	
  	
  	
  

	
  	
  
Ø

 
Payroll	
  costs	
  are	
  not	
  accurately	
  recorded	
  in	
  the	
  accounting	
  system

	
  resulting	
  in	
  inaccurate	
  m
anagem

ent	
  and	
  year	
  end	
  statutory	
  accounts.	
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EXECU

TIVE	
  SU
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ARY	
  	
  	
  

N
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  East	
  Scotland	
  CollegeHum

an	
  Resources 	
  	
   	
  
	
  

	
  

	
  	
  

	
  	
  

2	
   	
  	
  

	
  	
  

The	
  m
atters	
  raised	
  in	
  this	
  report	
  cam

e	
  to	
  our	
  attention	
  during	
  the	
  course	
  of	
  our	
  audit	
  and	
  are	
  not	
  necessarily	
  a	
  com
prehensive	
  statem

ent	
  of	
  all	
  w
eaknesses	
  that	
  exist	
  or	
  all	
  im

provem
ents	
  that	
  

m
ight	
  be	
  m

ade.	
  	
  

This	
  report	
  has	
  been	
  prepared	
  solely	
  for	
  N
orth	
  East	
  Scotland	
  College’s	
  individual	
  use	
  and	
  should	
  not	
  be	
  quoted	
  in	
  w

hole	
  or	
  in	
  part	
  w
ithout	
  prior	
  w

ritten	
  consent.	
  N
o	
  responsibility	
  to	
  any	
  third	
  

party	
  is	
  accepted	
  as	
  the	
  report	
  has	
  not	
  been	
  prepared,	
  and	
  is	
  not	
  intended,	
  for	
  any	
  third	
  party.	
  	
  
	
  	
  W
e	
  em

phasise	
  that	
  the	
  responsibility	
  for	
  a	
  sound	
  system
	
  of	
  internal	
  control	
  rests	
  w

ith	
  m
anagem

ent	
  and	
  w
ork	
  perform

ed	
  by	
  internal	
  audit	
  should	
  not	
  be	
  relied	
  upon	
  to	
  identify	
  all	
  system
	
  

w
eaknesses	
  that	
  m

ay	
  exist.	
  N
either	
  should	
  internal	
  audit	
  be	
  relied	
  upon	
  to	
  identify	
  all	
  circum

stances	
  of	
  fraud	
  or	
  irregularity	
  should	
  there	
  be	
  any	
  although	
  our	
  audit	
  procedures	
  are	
  designed	
  so	
  
that	
  any	
  m

aterial	
  irregularity	
  has	
  a	
  reasonable	
  probability	
  of	
  discovery.	
  Even	
  sound	
  system
s	
  of	
  control	
  m

ay	
  not	
  be	
  proof	
  against	
  collusive	
  fraud.	
  Internal	
  audit	
  procedures	
  are	
  designed	
  to	
  focus	
  
on	
  areas	
  that	
  are	
  considered	
  to	
  be	
  of	
  greatest	
  risk	
  and	
  significance.	
  	
  

	
  	
  1  
EXECU

TIVE	
  SU
M
M
A
R
Y	
  	
  

O
verview

	
  	
  
Purpose	
  of	
  Review

	
  	
  
The	
  purpose	
  of	
  this	
  review

	
  is	
  to	
  consider	
  w
hether	
  the	
  College's	
  arrangem

ents	
  for	
  hum
an	
  resources	
  are	
  appropriate.	
  This	
  review

	
  w
ill	
  seek	
  to	
  

provide	
  assurance	
  to	
  the	
  Board,	
  via	
  the	
  Audit	
  Com
m

ittee,	
  that	
  the	
  system
s	
  in	
  place	
  are	
  adequate	
  and	
  enable	
  efficient	
  and	
  effective	
  operation	
  

of	
  the	
  College's	
  HR	
  function.	
  This	
  assignm
ent	
  is	
  part	
  of	
  the	
  agreed	
  2014/15	
  Annual	
  Internal	
  Audit	
  Plan	
  for	
  the	
  College.	
  	
  	
  

Scope	
  of	
  Review
	
  	
  

O
ur	
  objectives	
  for	
  this	
  review

	
  w
ere	
  to	
  ensure:	
  	
  

Ø
 

O
nly	
  current	
  em

ployees	
  have	
  access	
  to	
  the	
  organisation's	
  prem
ises	
  and	
  system

s.	
  	
  	
  	
  	
  
	
  	
  

Ø
 

The	
  data	
  held	
  in	
  the	
  organisation's	
  payroll	
  system
	
  is	
  consistent	
  w

ith	
  that	
  held	
  by	
  HR.	
  	
  	
  



	
  

	
  

3	
   	
  	
  

	
  	
  

	
  	
  
Ø

 
All	
  staff	
  are	
  aw

are	
  of	
  the	
  organisation's	
  HR	
  polices	
  and	
  the	
  term
s	
  and	
  conditions	
  of	
  their	
  em

ploym
ent.	
  	
  

	
  	
  
Ø

 
Senior	
  m

anagem
ent	
  are	
  regularly	
  provided	
  w

ith	
  relevant	
  inform
ation	
  that	
  aids	
  decision	
  m

aking.	
  	
  	
  
	
  	
  

Ø
 

The	
  m
ost	
  suitable	
  candidate	
  is	
  appointed	
  during	
  the	
  recruitm

ent	
  process.	
  	
  	
  
	
  	
  

Ø
 

Personnel	
  files	
  contain	
  accurate,	
  relevant	
  and	
  up	
  to	
  date	
  inform
ation.	
  	
  	
  

	
  	
  
Ø

 
Em

ployees	
  are	
  provided	
  w
ith	
  opportunities	
  to	
  develop	
  and	
  progress	
  w

ithin	
  their	
  role.	
  	
  	
  
	
  	
  

	
  	
  
O

ur	
  approach	
  to	
  this	
  assignm
ent	
  took	
  the	
  form

	
  of	
  discussion	
  w
ith	
  relevant	
  staff,	
  review

	
  of	
  docum
entation	
  and	
  w

here	
  appropriate	
  sam
ple	
  

testing.	
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4	
   	
  	
  

	
  	
  

	
  	
  Conclusion	
  	
  
O
verall	
  Conclusion	
  	
  

O
verall	
  Conclusion:	
  	
  W

eak	
  	
  

Through	
  our	
  review
	
  w

e	
  can	
  conclude	
  that	
  the	
  arrangem
ents	
  in	
  place	
  for	
  Hum

an	
  Resources	
  w
ithin	
  the	
  College	
  are	
  inadequate.	
  W

e	
  have	
  
identified	
  a	
  num

ber	
  of	
  issues,	
  tw
o	
  of	
  w

hich	
  w
e	
  have	
  classified	
  as	
  high	
  priority.	
  Further	
  details	
  of	
  the	
  issues	
  identified	
  through	
  our	
  audit	
  can	
  

be	
  found	
  in	
  section	
  3	
  of	
  this	
  report.	
  	
  

	
  	
  	
  	
  	
  	
  Sum
m
ary	
  of	
  Recom

m
endations	
  	
  

G
rading	
  of	
  recom

m
endations	
  	
  

	
  
	
  

	
  
	
  

	
  	
  
High	
  	
  

M
edium

	
  	
  
Low

	
  	
  
Total	
  	
  

Hum
an	
  Resources	
  	
  

2	
  	
  
6	
  	
  

0	
  	
  
8	
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N
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an	
  Resources	
  	
  	
  
	
  

	
  

	
  	
  

	
  	
  

5	
   	
  	
  

	
  	
  

	
  	
  The	
  follow
ing	
  is	
  a	
  sum

m
ary	
  of	
  the	
  recom

m
endations	
  w

e	
  have	
  graded	
  as	
  high	
  
Ø

 
Exit	
  Interview

s	
  	
  
Ø

 
Pay	
  Grades	
  	
  

	
  	
  	
  	
  
	
  	
  

Areas	
  of	
  Good	
  Practice	
  	
  
The	
  follow

ing	
  is	
  a	
  list	
  of	
  areas	
  w
here	
  the	
  O

rganisation	
  is	
  operating	
  effectively	
  and	
  follow
ing	
  good	
  practice.	
  	
  	
  

1. 	
  	
  
The	
  College	
  use	
  an	
  integrated	
  payroll	
  and	
  HR	
  system

	
  (Team
Spirit).	
  This	
  ensures	
  that	
  there	
  is	
  no	
  risk	
  of	
  inconsistent	
  data.	
  	
  	
  	
  

2. 	
  	
  
O

ur	
  sam
ple	
  testing	
  of	
  10	
  personnel	
  files	
  found	
  that	
  they	
  are	
  being	
  kept	
  up	
  to	
  date	
  and	
  contained	
  all	
  necessary	
  inform

ation.	
  	
  

3. 	
  	
  
The	
  College	
  has	
  a	
  dedicated	
  Centre	
  for	
  Professional	
  Developm

ent	
  (CPD)	
  w
hich	
  m

anages	
  all	
  internal	
  and	
  external	
  staff	
  
developm

ent	
  requests.	
  Staff	
  can	
  also	
  log	
  in	
  to	
  the	
  staff	
  developm
ent	
  section	
  of	
  the	
  college	
  w

ebsite	
  to	
  m
aintain	
  their	
  training	
  

record	
  and	
  CPD	
  log.	
  The	
  w
ebsite	
  can	
  also	
  be	
  used	
  to	
  book	
  places	
  on	
  internal	
  training	
  courses.	
  If	
  m

em
bers	
  of	
  staff	
  identify	
  

external	
  training	
  opportunities	
  outw
ith	
  the	
  colleges	
  CPD	
  departm

ent,	
  they	
  can	
  dow
nload	
  the	
  'Staff	
  Developm

ent	
  External	
  
Course	
  booking	
  form

'	
  and	
  subm
it	
  this	
  to	
  CPD.	
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6	
   	
  	
  

	
  	
  

	
  	
  2	
  
BEN

CH
M
ARK

IN
G	
  	
  	
  

2  
B
EN

CH
M
A
R
K
IN
G
	
  	
  

W
e	
  include	
  for	
  your	
  reference	
  com

parative	
  benchm
arking	
  data	
  of	
  the	
  num

ber	
  and	
  ranking	
  of	
  recom
m

endations	
  m
ade	
  for	
  audits	
  of	
  a	
  sim

ilar	
  
nature	
  in	
  the	
  m

ost	
  recently	
  finished	
  internal	
  audit	
  year.	
  	
  

H
um

an	
  Resources	
  
	
  	
  	
  	
  	
  Benchm

arking	
  	
  
	
  

	
  
	
  

	
  

	
  	
  
High	
  	
  

M
edium

	
  	
  
Low

	
  	
  
Total	
  	
  

Average	
  num
ber	
  of	
  recom

m
endations	
  in	
  sim

ilar	
  
audits	
  	
  

1	
  	
  
2	
  	
  

1	
  	
  
4	
  	
  

N
um

ber	
  of	
  recom
m

endations	
  at	
  N
orth	
  East	
  

Scotland	
  College	
  	
  
2	
  	
  

6	
  	
  
0	
  	
  

8	
  	
  

	
  	
  From
	
  the	
  table	
  above	
  it	
  can	
  be	
  seen	
  that	
  the	
  College	
  has	
  a	
  higher	
  num

ber	
  of	
  recom
m

endations	
  com
pared	
  to	
  those	
  colleges	
  it	
  has	
  been	
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benchm
arked	
  against.	
  	
  

3  
D
ETA

ILED
	
  R
ECO

M
M
EN

D
A
TIO

N
S	
  	
  

Exit	
  Interview
s	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

1. 	
  	
  
From

	
  a	
  sam
ple	
  of	
  10	
  leavers	
  tested,	
  there	
  w

as	
  no	
  
docum

entation	
  to	
  evidence	
  that	
  an	
  exit	
  interview
	
  

and	
  exit	
  questionnaire	
  had	
  been	
  conducted	
  for	
  7	
  
m

em
bers	
  of	
  staff	
  prior	
  to	
  leaving	
  the	
  College.	
  	
  

High	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  ensures	
  that	
  a	
  exit	
  
interview

	
  and	
  exit	
  questionnaire	
  is	
  com
pleted	
  for	
  all	
  

m
em

bers	
  of	
  staff	
  leaving	
  the	
  College.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
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Exit	
  interview
s	
  are	
  offered	
  to	
  all	
  leavers	
  but	
  not	
  all	
  staff	
  w

ish	
  to	
  take	
  up	
  this	
  opportunity.	
  	
  
Exit	
  questionnaires	
  are	
  now

	
  being	
  sent	
  out	
  to	
  all	
  leavers	
  but	
  w
e	
  cannot	
  guarantee	
  a	
  

response.	
  	
  The	
  m
easure	
  going	
  forw

ard	
  should	
  be	
  w
hether	
  HR	
  are	
  sending	
  them

	
  o ut	
  
rather	
  than	
  the	
  return	
  rate.	
  	
  

U
pdate	
  

All	
  leavers	
  are	
  sent	
  Exit	
  Q
uestionnaires	
  

A	
  Leaver	
  Checklist	
  com
pleted	
  by	
  the	
  HR	
  team

	
  has	
  been	
  am
ended	
  to	
  clearly	
  define	
  the	
  

need	
  for	
  an	
  Exit	
  Q
uestionnaire	
  to	
  be	
  sent.	
  A	
  signature	
  and	
  date	
  is	
  required	
  to	
  confirm

	
  
that	
  action	
  has	
  been	
  taken	
  

	
  	
  	
  	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  	
  M
ay	
  2015	
  	
  

	
  	
  	
  	
  

	
  

Pay	
  G
rade	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
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2. 	
  	
  
Through	
  our	
  review

	
  w
e	
  found	
  that	
  there	
  are	
  

currently	
  66	
  instances	
  w
here	
  the	
  pay	
  grades	
  

recorded	
  in	
  the	
  HR	
  system
	
  is	
  incorrect.	
  These	
  

em
ployees	
  are	
  recorded	
  as	
  being	
  in	
  the	
  bottom

	
  of	
  
the	
  scale	
  above	
  rather	
  than	
  the	
  top	
  of	
  the	
  scale	
  in	
  
the	
  correct	
  grade.	
  This	
  has,	
  to	
  date,	
  had	
  no	
  im

pact	
  
on	
  payroll	
  records	
  how

ever	
  if	
  left	
  uncorrected,	
  in	
  
the	
  event	
  of	
  increm

ental	
  pay	
  aw
ards	
  m

ay	
  result	
  in	
  
these	
  em

ployees	
  being	
  overpaid.	
  	
  

High	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  conduct	
  a	
  full	
  
review

	
  of	
  the	
  spinal	
  point	
  inform
ation	
  across	
  the	
  

College	
  to	
  ensure	
  that	
  the	
  inform
ation	
  recorded	
  is	
  

accurate.	
  The	
  College	
  should	
  ensure	
  that	
  those	
  
already	
  identified	
  are	
  corrected	
  as	
  a	
  m

atter	
  of	
  
urgency.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

A	
  validation	
  exercise	
  of	
  the	
  all	
  staff	
  records	
  is	
  being	
  carried	
  out	
  by	
  an	
  auditor	
  and	
  HR.	
  	
  

U
pdate	
  

The	
  w
ork	
  to	
  fully	
  validate	
  the	
  data	
  in	
  the	
  HR/Payroll	
  system

	
  is	
  on-­‐going.	
  	
  HR	
  is	
  w
orking	
  

w
ith	
  the	
  auditors	
  as	
  w

ell	
  as	
  dedicating	
  a	
  m
em

ber	
  of	
  staff	
  to	
  check	
  every	
  staff	
  record.	
  	
  
This	
  w

ork	
  w
ill	
  be	
  com

pleted	
  by	
  31	
  August	
  2015.	
  	
  

	
  	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  	
  M
ay	
  2015	
  	
  

	
  	
  	
  	
  

	
  



	
  	
  	
  	
  
	
  	
  

	
  	
  

3	
  	
  
D
ETAILED

	
  RECO
M
M
EN

D
ATIO

N
S	
  	
  

N
orth	
  East	
  Scotland	
  CollegeHum

an	
  Resources	
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Recruitm
ent	
  &

	
  Selection	
  Policy	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

3. 	
  	
  
The	
  Recruitm

ent	
  &
	
  Selection	
  Policy	
  being	
  used	
  by	
  

the	
  College	
  is	
  the	
  form
er	
  Aberdeen	
  College	
  policy	
  

and	
  has	
  not	
  been	
  updated	
  since	
  Decem
ber	
  2012.	
  	
  

The	
  policy	
  w
as	
  due	
  for	
  review

	
  in	
  Decem
ber	
  2014.	
  	
  	
  

M
edium

	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  Recruitm
ent	
  &

	
  Selection	
  
Policy	
  is	
  review

ed	
  and	
  updated	
  as	
  appropriate	
  to	
  
ensure	
  that	
  the	
  College	
  appoints	
  the	
  m

ost	
  suitable	
  
candidates	
  to	
  roles	
  w

ithin	
  N
orth	
  East	
  Scotland	
  

College.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

This	
  policy	
  is	
  currently	
  under	
  review
	
  and	
  w

ill	
  be	
  updated	
  in	
  accordance	
  w
ith	
  the	
  new

	
  
M

yJobsScotland	
  Project.	
  	
  	
  

U
pdate	
  

The	
  new
	
  Head	
  of	
  HR	
  w

ho	
  com
m

enced	
  em
ploym

ent	
  on	
  15	
  June	
  has	
  been	
  tasked	
  w
ith	
  

this	
  as	
  a	
  priority.	
  	
  At	
  the	
  tim
e	
  of	
  w

riting	
  this	
  report	
  a	
  project	
  plan	
  w
as	
  not	
  available.	
  	
  

	
  	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  June	
  2015	
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Recovery	
  of	
  O
rganisational	
  Resources	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

4. 	
  	
  
During	
  our	
  testing	
  of	
  10	
  staff	
  leavers	
  it	
  w

as	
  found	
  
that	
  'Part	
  B'	
  of	
  the	
  resignation	
  form

,	
  detailing	
  the	
  
return	
  of	
  College	
  property,	
  w

as	
  not	
  held	
  for	
  7	
  
individuals.	
  	
  

M
edium

	
  	
  
The	
  College	
  should	
  ensure	
  that	
  the	
  return	
  of	
  College	
  
property	
  is	
  docum

ented	
  w
hen	
  m

em
bers	
  of	
  staff	
  

leave	
  the	
  College.	
  	
  	
  

	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

This	
  form
	
  is	
  sent	
  to	
  line	
  m

anagers	
  for	
  com
pletion	
  and	
  return.	
  	
  There	
  is	
  a	
  need	
  to	
  ensure	
  

that	
  these	
  form
s	
  are	
  returned	
  by	
  the	
  line	
  m

anager	
  including	
  nil	
  returns	
  and	
  to	
  tighten	
  up	
  
HR	
  m

onitoring	
  processes.	
   	
  

U
pdate	
  

HR	
  is	
  currently	
  review
ing	
  the	
  process	
  for	
  leavers	
  including	
  better	
  tracking,	
  retention	
  and	
  

m
onitoring	
  of	
  ‘Part	
  B’	
  of	
  the	
  resignation	
  form

.	
  	
  
Parts	
  A	
  and	
  B	
  of	
  the	
  Resignation	
  Form

	
  have	
  been	
  am
ended.	
  The	
  m

anager	
  is	
  required	
  to	
  
return	
  part	
  B	
  w

ithin	
  5	
  days	
  of	
  the	
  em
ployee	
  leaving	
  the	
  College.	
  	
  

	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  M
ay	
  2015	
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Rem
oval	
  from

	
  IT	
  System
s	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

5. 	
  	
  
Leavers	
  are	
  not	
  currently	
  being	
  rem

oved	
  from
	
  the	
  

College’s	
  IT	
  system
s	
  on	
  the	
  date	
  of	
  leaving	
  their	
  

em
ploym

ent	
  w
ith	
  the	
  College.	
  In	
  6	
  of	
  the	
  7	
  cases	
  

selected	
  for	
  testing,	
  the	
  IT	
  accounts	
  had	
  not	
  been	
  
disabled	
  w

ithin	
  1	
  m
onth	
  of	
  the	
  em

ployee	
  leaving	
  
and	
  in	
  3	
  of	
  these	
  cases,	
  the	
  accounts	
  w

ere	
  still	
  
active	
  4	
  m

onths	
  after	
  the	
  em
ployee	
  had	
  left	
  the	
  

College.	
  	
  	
  

M
edium

	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  ensures	
  that	
  all	
  
leavers	
  IT	
  access	
  rights	
  are	
  disabled	
  on	
  the	
  date	
  of	
  
leaving	
  the	
  College.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
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HR	
  notify	
  RM
	
  of	
  all	
  leavers.	
  	
  This	
  is	
  recorded	
  on	
  the	
  HR	
  checklist.	
  	
  HR	
  cannot	
  control	
  the	
  

actual	
  disablem
ent	
  of	
  the	
  accounts.	
  	
  How

ever,	
  HR	
  w
ill	
  review

	
  its	
  processes	
  to	
  ensure	
  
com

pliance.	
   	
  

U
pdate	
  

HR	
  is	
  currently	
  review
ing	
  the	
  process	
  for	
  leavers	
  including	
  notifying	
  RM

.	
  	
  Procedures	
  are	
  
being	
  put	
  in	
  place	
  for	
  HR	
  to	
  inform

	
  RM
	
  of	
  leavers	
  as	
  soon	
  as	
  they	
  receive	
  the	
  

term
ination	
  notice.	
  

	
  The	
  Leavers	
  Checklist	
  has	
  been	
  am
ended,	
  a	
  signature	
  and	
  date	
  is	
  required	
  to	
  confirm

	
  
that	
  action	
  has	
  been	
  taken	
  and	
  a	
  copy	
  of	
  the	
  em

ail	
  sent	
  to	
  RM
	
  w

ill	
  be	
  placed	
  on	
  the	
  
personnel	
  file	
  to	
  dem

onstrate	
  that	
  action	
  has	
  been	
  taken.	
  

	
  

Responsible	
  O
fficer:	
  	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  M
ay	
  2015	
  	
  

	
  	
  	
  	
  

	
  

Staff	
  Leavers	
  Checklist	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
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6. 	
  	
  
From

	
  our	
  sam
ple	
  of	
  10	
  staff	
  leavers,	
  com

pleted	
  
Leaver	
  Checklist	
  form

s	
  w
ere	
  not	
  held	
  by	
  HR	
  for	
  3	
  

individuals	
  selected.	
  In	
  the	
  absence	
  of	
  a	
  Leavers	
  
Checklist,	
  there	
  is	
  a	
  risk	
  that	
  the	
  College	
  is	
  not	
  
conducting	
  the	
  processing	
  of	
  leavers	
  efficiently	
  and	
  
in	
  a	
  tim

ely	
  m
anner.	
  	
  

M
edium

	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  ensures	
  that	
  a	
  
Leavers	
  Checklist	
  is	
  com

pleted	
  for	
  each	
  m
em

ber	
  of	
  
staff	
  leaving	
  the	
  College.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

It	
  is	
  possible	
  that	
  these	
  form
s	
  w

ere	
  in	
  som
e	
  outstanding	
  filing.	
  	
  How

ever,	
  HR	
  w
ill	
  review

	
  
its	
  processes	
  to	
  ensure	
  these	
  are	
  com

pleted.	
  	
  

	
  U
pdate	
  

	
  The	
  com
pleted	
  Leaver	
  Checklists	
  referred	
  to	
  above	
  w

ere	
  found	
  in	
  the	
  back	
  log	
  of	
  filing.	
  	
  
HR	
  is	
  currently	
  review

ing	
  the	
  process	
  for	
  leavers	
  to	
  ensure	
  that	
  these	
  are	
  com
pleted	
  

and	
  filed	
  appropriately.	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  Im
plem

entation	
  Date:	
  M
ay	
  2015	
  	
  

	
  	
  	
  	
  

	
  

Driving	
  Licence	
  Checks	
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Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

7. 	
  	
  
Through	
  our	
  review

	
  w
e	
  identified	
  that	
  the	
  College	
  

do	
  not	
  currently	
  undertake	
  driving	
  licence	
  checks	
  
for	
  any	
  em

ployees	
  w
ho	
  use	
  their	
  ow

n	
  vehicle	
  in	
  the	
  
course	
  of	
  their	
  em

ploym
ent	
  w

ith	
  the	
  College.	
  The	
  
travel	
  expense	
  form

s	
  currently	
  in	
  use	
  at	
  the	
  College	
  
require	
  the	
  em

ployee	
  to	
  sign	
  a	
  declaration	
  to	
  
confirm

	
  that	
  the	
  'car	
  rem
ains	
  insured,	
  road	
  w

orthy,	
  
fit	
  for	
  purpose	
  and	
  continues	
  to	
  have	
  a	
  current	
  
M

O
T'.	
  	
  	
  

M
edium

	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  conducts	
  annual	
  
checks	
  on	
  any	
  em

ployees	
  claim
ing	
  m

ileage	
  expenses	
  	
  
in	
  line	
  the	
  Health	
  &

	
  Safety	
  at	
  W
ork	
  Act	
  1974	
  

legislation.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
  	
  

It	
  is	
  unclear	
  w
hether	
  this	
  is	
  required	
  by	
  the	
  legislation.	
  The	
  College	
  has	
  never	
  undertaken	
  

this	
  previously.	
  How
ever,	
  the	
  College	
  can	
  in	
  future	
  require	
  that	
  a	
  claim

	
  for	
  m
ileage	
  

expenses	
  w
ill	
  not	
  be	
  processed	
  unless	
  the	
  individual	
  can	
  provide	
  the	
  num

ber	
  of	
  his/her	
  
College	
  driving	
  perm

it	
  –	
  w
ith	
  the	
  expenses	
  form

	
  being	
  am
ended	
  as	
  necessary.	
  	
  

	
  U
pdate	
  

Procedures	
  have	
  been	
  review
ed	
  and	
  a	
  Driving	
  At	
  W

ork	
  Policy	
  has	
  been	
  im
plem

ented.	
  

Responsible	
  O
fficer:	
  H&

S	
  M
anager	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  	
  August	
  2015	
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Candidate	
  Recom
m
ended	
  for	
  Appointm

ent	
  Checklist	
  	
  

Ref.	
  	
  
Finding	
  and	
  Risk	
  	
  

Grade	
  	
  
Recom

m
endation	
  	
  

8. 	
  	
  
During	
  our	
  testing	
  it	
  w

as	
  found	
  that	
  6	
  of	
  the	
  10	
  	
  
'Candidate	
  Recom

m
ended	
  for	
  Appointm

ent	
  	
  
Checklists'	
  had	
  not	
  been	
  signed	
  as	
  approved	
  by	
  the	
  	
  
Vice	
  Principal	
  -­‐	
  HR.	
  W

e	
  also	
  found	
  that	
  5	
  out	
  of	
  the	
  	
  
10	
  tested	
  had	
  not	
  been	
  fully	
  com

pleted	
  by	
  the	
  HR	
  	
  
M

anager.	
  The	
  College's	
  Procedure	
  for	
  Processing	
  
N

ew
	
  Staff	
  requires	
  the	
  form

s	
  to	
  be	
  com
pleted	
  by	
  

the	
  HR	
  M
anager	
  and	
  approved	
  by	
  the	
  Vice	
  Principal	
  

-­‐	
  HR.	
  	
  	
  

M
edium

	
  	
  
W

e	
  recom
m

end	
  that	
  the	
  College	
  ensures	
  that	
  the	
  	
  
'Candidate	
  Recom

m
endations	
  for	
  Appointm

ent	
  
Checklists'	
  are	
  fully	
  com

pleted	
  by	
  the	
  HR	
  m
anager	
  

and	
  approved	
  by	
  the	
  Vice	
  Principal	
  -­‐	
  HR	
  prior	
  to	
  any	
  
offer	
  being	
  m

ade	
  to	
  candidates.	
  	
  

M
anagem

ent	
  response	
  	
  
Responsibility	
  and	
  im

plem
entation	
  date	
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This	
  process	
  has	
  been	
  am
ended	
  and	
  all	
  Recom

m
endations	
  are	
  now

	
  authorised	
  by	
  the	
  	
  
Head	
  of	
  HR.	
  	
  The	
  Procedure	
  needs	
  to	
  be	
  updated	
  and	
  w

ill	
  be	
  part	
  of	
  the	
  Recruitm
ent	
  

Policy	
  and	
  Procedure	
  update.	
  	
  The	
  procedure	
  w
ill	
  be	
  review

ed	
  to	
  ensure	
  that	
  all	
  parts	
  of	
  
the	
  form

	
  are	
  com
pleted	
  as	
  appropriate.	
  	
  

	
  Please	
  see	
  3.	
  above	
  

Responsible	
  O
fficer:	
  VP	
  HR	
  	
  

	
  	
  	
  	
  	
  	
  	
  	
  Im
plem

entation	
  Date:	
  June	
  2015	
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4	
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BSERVATIO

N
S	
  	
  

4  
O
B
SER

VA
TIO

N
S	
  	
  

The	
  follow
ing	
  is	
  a	
  list	
  of	
  observations	
  from

	
  our	
  review
	
  	
  

1. 	
  	
  
W

e	
  note	
  that	
  there	
  are	
  several	
  issues	
  arising	
  from
	
  our	
  Payroll	
  report,	
  issued	
  in	
  April	
  2015,	
  w

hich	
  relate	
  to	
  processes	
  
undertaken	
  by	
  the	
  Hum

an	
  Resources	
  departm
ent.	
  Full	
  details	
  of	
  these	
  can	
  be	
  found	
  in	
  our	
  Payroll	
  report.	
  	
  	
  

2. 	
  	
  
During	
  our	
  review

	
  w
e	
  found	
  that	
  there	
  has	
  been	
  a	
  high	
  level	
  of	
  staff	
  turnover	
  w

ithin	
  the	
  Hum
an	
  Resources	
  team

	
  since	
  the	
  
m

erger	
  of	
  Aberdeen	
  College	
  and	
  Banff	
  &
	
  Buchan	
  College	
  in	
  N

ovem
ber	
  2013.	
  W

e	
  note	
  that	
  there	
  is	
  only	
  one	
  perm
anent	
  

m
em

ber	
  of	
  staff	
  still	
  in	
  em
ploym

ent	
  at	
  the	
  College	
  w
ho	
  w

as	
  em
ployed	
  pre-­‐m

erger.	
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A
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IT	
  A

R
R
A
N
G
EM

EN
TS	
  	
  

The	
  table	
  below
	
  details	
  the	
  actual	
  dates	
  for	
  our	
  fieldw

ork	
  and	
  the	
  reporting	
  on	
  the	
  audit	
  area	
  under	
  review
.	
  The	
  tim

escales	
  set	
  out	
  below
	
  w

ill	
  enable	
  
us	
  to	
  present	
  our	
  final	
  report	
  at	
  the	
  next	
  Audit	
  Com

m
ittee	
  m

eeting.	
  	
  
	
  	
  Audit	
  stage	
  	
  

Date	
  	
  

Fieldw
ork	
  start	
  	
  

9	
  M
arch	
  2015	
  	
  

Closing	
  m
eeting	
  	
  

20	
  M
arch	
  2015	
  	
  

Draft	
  report	
  issued	
  	
  
24	
  April	
  2015	
  	
  

Receipt	
  of	
  m
anagem

ent	
  responses	
  	
  
06	
  M

ay	
  2015	
  	
  

Final	
  report	
  issued	
  	
  
06	
  M

ay	
  2015	
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Audit	
  Com
m

ittee	
  	
  
19	
  M

ay	
  2015	
  	
  

N
um

ber	
  of	
  audit	
  days	
  	
  
4	
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W
e	
  detail	
  below

	
  our	
  staff	
  w
ho	
  w

ill	
  undertake	
  the	
  review
	
  together	
  w

ith	
  the	
  O
rganisation	
  staff	
  w

e	
  shall	
  require	
  to	
  speak	
  to	
  during	
  our	
  review
.	
  	
  

	
  	
  W
ylie	
  &

	
  Bisset	
  LLP	
  	
  	
  
	
  

	
  
	
  

Partner	
  	
  	
  
Ross	
  M

cLauchlan	
  	
  
Partner	
  	
  

ross.m
clauchlan@

w
yliebisset.com

	
  	
  

M
anager	
  	
  	
  

Graham
	
  Gillespie	
  	
  

Associate	
  	
  
graham

.gillespie@
w

yliebisset.com
	
  	
  

Lead	
  Auditor	
  	
  	
  
Paul	
  U

rquhart	
  	
  
Internal	
  Audit	
  Senior	
  	
  

paul.urquhart@
w

yliebisset.com
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M

artin	
  Devenny	
  	
  
Internal	
  Audit	
  Assistant	
  	
  

m
artin.devenny@

w
yliebisset.com

	
  	
  

	
  	
  N
orth	
  East	
  Scotland	
  College	
  	
  

	
  
	
  

Key	
  Contact	
  	
  	
  
Roddy	
  Scott	
  	
  

Vice	
  Principal	
  -­‐	
  Finance	
  	
  
r.scott@

nescol.ac.uk	
  	
  

	
  	
  
Elaine	
  Hart	
  	
  

Vice	
  Principal	
  Hum
an	
  Resources	
  	
  

e.hart@
nescol.ac.uk	
  	
  

	
  	
  W
ylie	
  &

	
  Bisset	
  appreciates	
  the	
  tim
e	
  provided	
  by	
  all	
  the	
  individuals	
  involved	
  in	
  this	
  review

	
  and	
  w
ould	
  like	
  to	
  thank	
  them

	
  for	
  their	
  assistance	
  and	
  co-­‐
operation.	
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For	
  each	
  area	
  of	
  review
	
  w

e	
  assign	
  a	
  level	
  of	
  assurance	
  in	
  accordance	
  w
ith	
  the	
  follow

ing	
  classification:	
  	
  

Assurance	
  	
  	
  
Classification	
  	
  	
  

Strong	
  	
  
Controls	
  satisfactory,	
  no	
  m

ajor	
  w
eaknesses	
  found,	
  no	
  or	
  only	
  m

inor	
  recom
m

endations	
  identified.	
  	
  

	
  	
  

Substantial	
  	
  
Controls	
  largely	
  satisfactory	
  although	
  som

e	
  w
eaknesses	
  identified,	
  recom

m
endations	
  for	
  im

provem
ent	
  m

ade.	
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W
eak	
  	
  

Controls	
  unsatisfactory	
  and	
  m
ajor	
  system

s	
  w
eaknesses	
  identified	
  that	
  require	
  to	
  be	
  addressed	
  im

m
ediately.	
  	
  

	
  	
  

N
o	
  	
  

N
o	
  or	
  very	
  lim

ited	
  controls	
  in	
  place	
  leaving	
  the	
  system
	
  open	
  to	
  significant	
  error	
  or	
  abuse,	
  recom

m
endations	
  m

ade	
  
require	
  to	
  be	
  im

plem
ented	
  im

m
ediately.	
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For	
  each	
  recom
m

endation	
  w
e	
  assign	
  a	
  grading	
  either	
  as	
  High,	
  M

edium
	
  or	
  Low

	
  priority	
  depending	
  on	
  the	
  degree	
  of	
  risk	
  assessed	
  as	
  outlined	
  below
:	
  	
  

G
rading	
  	
  	
  

Classification	
  	
  	
  

High	
  	
  
M

ajor	
  w
eakness	
  that	
  w

e	
  consider	
  needs	
  to	
  be	
  brought	
  to	
  the	
  attention	
  of	
  the	
  Audit	
  Com
m

ittee	
  and	
  addressed	
  by	
  
senior	
  m

anagem
ent	
  of	
  the	
  organisation	
  as	
  a	
  m

atter	
  of	
  urgency.	
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M
edium

	
  	
  
Significant	
  issue	
  or	
  w

eakness	
  w
hich	
  should	
  be	
  addressed	
  by	
  the	
  organisation	
  as	
  soon	
  as	
  possible.	
  	
  

	
  	
  

Low
	
  	
  

M
inor	
  issue	
  or	
  w

eakness	
  reported	
  w
here	
  m

anagem
ent	
  m

ay	
  w
ish	
  to	
  consider	
  our	
  recom

m
endation.	
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Purpose	
  of	
  Review
	
  	
  

The	
  purpose	
  of	
  this	
  review
	
  is	
  to	
  consider	
  w

hether	
  the	
  College's	
  arrangem
ents	
  for	
  hum

an	
  resources	
  are	
  appropriate.	
  This	
  review
	
  w

ill	
  seek	
  to	
  
provide	
  assurance	
  to	
  the	
  Board,	
  via	
  the	
  Audit	
  Com

m
ittee,	
  that	
  the	
  system

s	
  in	
  place	
  are	
  adequate	
  and	
  enable	
  efficient	
  and	
  effective	
  operation	
  
of	
  the	
  College's	
  HR	
  function.	
  This	
  assignm

ent	
  is	
  part	
  of	
  the	
  agreed	
  2014/15	
  Annual	
  Internal	
  Audit	
  Plan	
  for	
  the	
  College.	
  	
  	
  

Scope	
  of	
  Review
	
  	
  

O
ur	
  objectives	
  for	
  this	
  review

	
  are	
  to	
  ensure:	
  	
  
	
  	
  Ø

 
O

nly	
  current	
  em
ployees	
  have	
  access	
  to	
  the	
  organisation's	
  prem

ises	
  and	
  system
s.	
  	
  	
  

	
  	
  
Ø

 
The	
  data	
  held	
  in	
  the	
  organisation's	
  payroll	
  system

	
  is	
  consistent	
  w
ith	
  that	
  held	
  by	
  HR.	
  	
  	
  

	
  	
  
Ø

 
All	
  staff	
  are	
  aw

are	
  of	
  the	
  organisation's	
  HR	
  polices	
  and	
  the	
  term
s	
  and	
  conditions	
  of	
  their	
  em

ploym
ent.	
  	
  

	
  	
  
Ø

 
Senior	
  m

anagem
ent	
  are	
  regularly	
  provided	
  w

ith	
  relevant	
  inform
ation	
  that	
  aids	
  decision	
  m

aking.	
  	
  	
  
	
  	
  

Ø
 

The	
  m
ost	
  suitable	
  candidate	
  is	
  appointed	
  during	
  the	
  recruitm

ent	
  process.	
  	
  	
  
	
  	
  

Ø
 

Personnel	
  files	
  contain	
  accurate,	
  relevant	
  and	
  up	
  to	
  date	
  inform
ation.	
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Ø

 
Em

ployees	
  are	
  provided	
  w
ith	
  opportunities	
  to	
  develop	
  and	
  progress	
  w

ithin	
  their	
  role.	
  	
  	
  
	
  	
  

Lim
itation	
  of	
  Scope	
  	
  

There	
  is	
  no	
  lim
itation	
  of	
  scope.	
  	
  

	
  	
  Audit	
  Approach	
  	
  
O

ur	
  approach	
  to	
  the	
  review
	
  has	
  been:	
  	
  

	
  	
  Ø
 

Discussion	
  w
ith	
  staff	
  involved	
  to	
  establish	
  the	
  current	
  arrangem

ents	
  in	
  place	
  for	
  hum
an	
  resource	
  m

anagem
ent.	
  	
  

	
  	
  
Ø

 
Review

	
  of	
  the	
  policies	
  and	
  procedures	
  of	
  the	
  hum
an	
  resources	
  departm

ent.	
  	
  
	
  	
  Ø

 
Review

	
  of	
  the	
  staff	
  perform
ance	
  and	
  developm

ent	
  program
m

e.	
  	
  
	
  	
  Ø

 
Review

	
  of	
  the	
  organisation’s	
  recruitm
ent	
  processes.	
  	
  	
  

	
  	
  Potential	
  K
ey	
  Risks	
  	
  

The	
  potential	
  key	
  risks	
  associated	
  w
ith	
  the	
  area	
  under	
  review

	
  are:	
  	
  

Ø
 

Leavers	
  are	
  not	
  rem
oved	
  from

	
  system
s	
  and	
  are	
  able	
  to	
  gain	
  access	
  to	
  the	
  organisation's	
  prem

ises	
  and	
  system
s.	
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Ø

 
Data	
  held	
  in	
  the	
  payroll	
  system

	
  is	
  not	
  accurate	
  resulting	
  in	
  errors	
  in	
  the	
  payroll	
  process.	
  	
  
	
  	
  

Ø
 

Policies	
  and	
  procedures	
  covering	
  staff	
  term
s,	
  conditions,	
  absence	
  and	
  sickness,	
  discipline	
  and	
  grievances	
  etc.	
  are	
  not	
  applied	
  consistently	
  

resulting	
  in	
  potential	
  legal	
  action	
  against	
  the	
  organisation.	
  	
  	
  
	
  	
  

Ø
 

M
anagem

ent	
  do	
  not	
  receive	
  relevant	
  inform
ation	
  and	
  as	
  a	
  result	
  poor	
  decisions	
  are	
  m

ade.	
  	
  	
  
	
  	
  

Ø
 

U
nsuitable	
  candidates	
  are	
  appointed	
  during	
  the	
  recruitm

ent	
  process.	
  	
  	
  
	
  	
  

Ø
 

Personnel	
  files	
  are	
  not	
  kept	
  up	
  to	
  date	
  and	
  do	
  not	
  contain	
  all	
  necessary	
  docum
entation.	
  	
  

	
  	
  
Ø

 
Em

ployees	
  do	
  not	
  hold	
  the	
  necessary	
  driving	
  licence	
  entitlem
ents	
  or	
  appropriate	
  insurance	
  cover	
  to	
  use	
  personal	
  vehicles	
  for	
  organisation	
  

business.	
  	
  	
  
	
  	
  

Ø
 

Em
ployees	
  do	
  not	
  fulfil	
  their	
  potential	
  and	
  the	
  organisation	
  therefore	
  do	
  not	
  get	
  the	
  m

ost	
  out	
  of	
  them
.	
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Agenda Item 5.4

Procurement

1.	 Introduction
1.1.	 The purpose of this report is to provide information to the Committee on recent procurement 

activities.

2.	 Background
2.1.	 At its meeting on 10 February 2014, the Board of Management considered matters 

relating to procurement and in particular the role of the (former) Contracts Committee. 

2.2.	 The Board decided that the Contracts Committee be dissolved and that, as part of the 
Board’s arrangements for effective governance and oversight, the results of procurement 
processes for the award of contracts over £50,000 in value shall be reported to the 
Finance and General Purposes Committee.

3.	 Contracts Awarded
3.1.	 Six contracts have been awarded since the last meeting of the Finance and General 

Purposes Committee. These are set out in the table below:

Procurement Contractor Contract Value (£)

1) Facilities management services Mitie TFM 4,680,375

2) IT advisory services HHES 80,000

3) IT project management services Martin Programme 
Management

95,000

4) Multi-function printing devices Capital Solutions 449,646

5) Spray booths, motor vehicle Junair 139,637

6) Occupational health services Alpha Healthcare 272,523

4.	 Current and Forthcoming Procurements
4.1.	 At the time of writing, procurements are being undertaken for grounds maintenance, 

motor vehicles and lift maintenance.

5.	 Recommendation
5.1.	 It is recommended that the Committee note the contents of this report.

Rob Wallen				    Roddy Scott
Principal 				    Vice Principal Finance
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FINANCE AND GENERAL PURPOSES COMMITTEE
Meeting of 21 July 2015

Agenda Item 5.5

Reclassification

1.	 Introduction
1.1.	 The purpose of this paper is to provide information to the Committee on matters related 

to the reclassification of colleges as central government bodies with effect from 01 April 
2014.

2.	 Scottish Funding Council Returns
2.1.	 The Scottish Funding Council (SFC) requires colleges to submit monthly cash flow projections, 

which are the basis on which annual allocations of grant are paid to colleges over the 
year.

2.2.	 Regrettably the SFC has, as yet, been unable to achieve a consistent approach to these 
monthly returns – the format, timing and information requirement has, on average, changed 
each month since March 2014. Most recently, the format of the return required for July 
2015 was changed and the submission deadline foreshortened in the days immediately 
before the return was due. This has been disruptive to the effective operation of the 
College’s Finance Team.

2.3.	 The SFC has required colleges to submit financial forecasts for the next 2 academic years 
(AY2015-16 and AY2016-17). These returns are in the ‘mainstream accounting’ format that 
the SFC has used annually for many years before reclassification. Central authorities have 
made it clear to colleges over the past 16 months that financial performance is assessed 
by reference to operating within fiscal year financial limits. Therefore, it might be argued 
that the value to the SFC of financial forecasts presented in a mainstream accounting 
format is questionable and their preparation an unnecessary burden on colleges.

3.	 Assurance and Audit Requirements
3.1.	 In June 2015, the SFC wrote to college principals to set out the requirements placed by 

the SFC upon ‘Finance Directors, or equivalent’ to provide an annual review certificate 
to the SFC on the accuracy of colleges’ financial returns for the fiscal year to 31 March 
2015.

3.2.	 The SFC has said that the review certificate ensures that there is no requirement for an 
independent audit of the resource return nor does the work necessary to review certificate 
require to be audited independently.

4.	 Recommendation
4.1.	 It is recommended that the Board note the information provided in this paper.

Rob Wallen				    Roddy Scott
Principal				    Vice Principal Finance
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FINANCE AND GENERAL PURPOSES COMMITTEE
Meeting of 21 July 2015

Agenda Item 5.6

Environmental Sustainability, Monitoring Information

1.	 Introduction
1.1.	 The purpose of this report is to provide the Committee with information relating to 

environmental sustainability in North East Scotland College. 

2.	 Background and context
2.1.	 Data have been collected since January 2010 to show performance against targets for 

key areas. These data sets were routinely reported to both the Human Resources and 
the Finance and General Purposes Committees of Aberdeen College. 

2.2.	 With effect from January 2015, performance data are reported biannually to the Finance 
and General Purposes Committee of North East Scotland College. This approach allows 
the Committee to be informed of the progress that the College is making in relation to 
environmental management and actual performance against targets.

2.3.	 The targets set out in the Climate Change Action Plan (CCAP) in 2010 have become less 
meaningful as actual data has been accumulated. Events such as changes in course 
delivery and approaches to teaching, opening of new College buildings, completion of 
extensive refurbishment works and the merger of Aberdeen and Banff & Buchan Colleges 
have moved the College’s operating position away from that which existed when the 
targets were set.

2.4.	 Targets were set on the basis of the data available in 2009. Subsequent refinement of 
data collection processes has shown that some of the assumptions made at the time 
were incomplete. 

2.5.	 A Carbon Management Plan (CMP) was produced in February 2015 for North East Scotland 
College. This replaces the Carbon Management Plan published in 2012, which focused 
only on Aberdeen College. The CMP complements existing strategies and policies whilst 
focussing on the management of the opportunities associated with the reduction of 
carbon emissions. The CMP is currently the College’s most up-to-date working document. 

3.	 Monitoring Information
3.1.	 Information is provided in the appendix to this paper on the consumption of resources. 

The collation of data to provide this information is part of the environmental management 
system adopted by the College. The data are for the academic years 2013-14 and 2014-
15.

3.2.	 The information relates solely to the operation of the former Aberdeen College. Data was 
not available on levels of consumption at the former Banff & Buchan College. Work is, 
however, well underway to collate meaningful data from the Fraserburgh Campus with 
mileage and energy consumption now being recorded on a monthly basis. A change 
in waste contractor now means that tonnages can also be reported and recorded on a 
monthly basis for all waste types. We are aiming to get 1 year of accurate data before 
setting targets.

4.	 Commentary 
4.1.	 The targets set in the CCAP reflect the College’s aim to decrease the overall production 

of waste whilst increasing the proportion of waste that is segregated.



90

FINANCE AND GENERAL PURPOSES COMMITTEE
Meeting of 21 July 2015

Agenda Item 5.6

4.2.	 The categories of waste have increased since the baseline targets were established and 
now include food waste and metal. Most of the targets are expressed as tonnes of waste 
(paper, card, plastic, wood, construction, food and metal) but some are expressed as 
“items” (electrical goods and printer cartridges) because they cannot be converted into 
tonnes of CO2.

4.3.	 The College is continually reducing its overall production of ‘general waste’ and increase 
levels of waste segregation. Since 2010 the College’s general waste has decreased from 
277 tonnes down to 116 tonnes to date, a decrease of 42%. 

4.4.	 The good practice of many suppliers is making it more difficult to achieve the level 
of segregation the College had set a target to achieve: suppliers now have reduced 
packaging or remove the packaging as part of their supply contract. Generally this type 
of waste is easy to segregate; however, it does help to reduce the College’s overall waste 
production. 

4.5.	 The current CMP 2015 required North East Scotland College to set a target based on a 
baseline year of 2011. This once again put the College in the difficult position of setting 
targets based on unrealistic data and assumptions. Aberdeen College had accurately 
recorded data for this period but there was no data recorded for Banff & Buchan College 
therefore many assumptions had to be made. It was anticipated that the current CMP 
would provide a better reflection of the overall performance over the period covered by 
the plan. Unfortunately given the restrictions placed on the College and the requirement 
to base data on North East Scotland College without distinguishing between Aberdeen 
College and Banff & Buchan College has meant that targets will not be truly reflective 
of performance at this stage. The overall objective is for North East Scotland College to 
reduce the CO2 emissions from its activities by 15% from the 2010-11 baseline year by July 
2020. 

4.6.	 New recycling and general waste bins have been located throughout the College and 
their usage is being monitored on a weekly basis. All new bins are clearly signed. 

4.7.	 Provision has been made throughout the College to segregate and recycle items that 
can be removed from the general waste stream. This includes some items that might 
be considered unusual, such as hair clippings and disposable towels, which are sent for 
composting, and food waste and biodegradable/compostable cutlery. 

4.8.	 The College has been trying to gather external benchmarking data from other organisations 
within the sector. This, however, is proving difficult as North East Scotland College appears 
to be further advanced with recording and monitoring than other establishments. As yet, 
no comparison sites have been found which would provide meaningful data with regards 
to targets and benchmarking. 

5.	 Recommendation
5.1.	 It is recommended that the Committee note the contents of this report.

Rob Wallen				    Roddy Scott
Principal				    Vice Principal Finance
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FINANCE AND GENERAL PURPOSES COMMITTEE
Meeting of 21 July 2015

Agenda Item 5.7

Leased Properties

1.	 Introduction
1.1.	 The purpose of this paper is to provide information to the Committee on the lease of 

properties at Fraserburgh and Peterhead.

2.	 Sports Field, Fraserburgh Campus
2.1.	 The Sports Field adjacent to the main car park at the front of the Fraserburgh Campus is 

let to Fraserburgh United Football Club on a lease term of 10 years ending on 24 April 2016. 
The rental charge is £1 per annum, although this has been waived from the inception of 
the lease.

3.	 Scottish Maritime Academy (SMA), Peterhead
3.1.	 Banff and Buchan College acquired the facility in 2012. A lease was established with 

Symposium Coffee House Limited for the café area within the premises. The provision 
of an appropriate food service is an important part of the student experience at the 
Academy.

3.2.	 The duration of the lease is 3 years, expiring on 13 November 2015, with an option to 
extend the lease for a further 2 years (exercisable at the tenant’s sole discretion), at an 
annual rental of cost of £6,500.

3.3.	 The tenant has not exercised the option to extend the lease.

4.	 Next Steps
4.1.	 Actions are being taken to establish new leases for these facilities.

4.2.	 In the case of the Sports Field, it is intended to establish a new lease with the current 
tenant. The service required at the SMA is being reconsidered and options are being 
identified. 

5.	 Recommendation
5.1.	 It is recommended that the Committee note the contents of this report.

Rob Wallen				    Roddy Scott
Principal				    Vice Principal Finance


