AUDIT COMMITTEE REPORT

Subject: Internal Audit Assignment — Purpose:

Curriculum Planning For Approval X
For Discussion [
For Information [

Prepared by: Peter D Smith, Vice Date: 04 May 2017
Principal — Finance and Resources

Purpose: To consider the findings of the internal audit assignment on Curriculum
Planning and approve the management responses and any further actions.

Linked to Strategic Goal 1: Respond to the needs of our region.

Executive Summary:

Attached is the Internal Auditor’s report on the review of the College’s Curriculum
Planning arrangements. The report concludes that: -

“the College has strong curriculum planning arrangements in place and that these
are in line with the College objectives.”

There is one medium-level recommendation as a result of this audit and the
management response to this is included in the report.

Six areas of good practice are also identified in the report.

Recommendation: Committee are invited to consider and approve the report and
management response, with further actions as necessary.

Previous Committee Approvals: n/a

For publication X | For publication with redactions [ | Not for publication O

Signed:

Vice Principal — Finance and Resources
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Overall Conclusion

Strong
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The matters raised in this report came to our attention during the course of our audit and are not necessarily a comprehensive statement of all weaknesses that exist or all improvements that
might be made.

This report has been prepared solely for Borders College’s individual use and should not be quoted in whole or in part without prior written consent. No responsibility to any third party is
accepted as the report has not been prepared, and is not intended, for any third party.

We emphasise that the responsibility for a sound system of internal control rests with management and work performed by internal audit should not be relied upon to identify all system
weaknesses that may exist. Neither should internal audit be relied upon to identify all circumstances of fraud or irregularity should there be any although our audit procedures are designed so
that any material irregularity has a reasonable probability of discovery. Every sound system of control may 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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1 EXECUTIVE SUMMARY el Planine

Overview

Purpose of Review

It was agreed as part of the Internal Audit Plan for 2016/17 that internal audit would undertake a review of the curriculum planning
arrangements in place. The purpose of this review was to ensure that the College has appropriate curriculum planning arrangements in place.
This review looked at all aspects of the curriculum planning process from determining which courses the College will run, ensuring that there
are sufficient resources in place and a review of the delivery methods used. This review looked to confirm that curriculum planning is aligned
with College objectives.

This review is part of the 2016/17 Annual Internal Audit plan.

Scope of Review
Our objectives for this review were to ensure:

» The curriculum plan for the College is aligned with financial plans and the regional plans.

» Financial plans are sufficiently flexible to respond to changes in the funding model.

» The curriculum plan involves sufficient input from academic faculties or sufficient detail on how targets will be delivered.
» There are sufficient resources to deliver planned levels of curriculum.

Our approach to this assignment took the form of discussion with relevant staff, review of documentation and where appropriate sample
testing.
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1 EXECUTIVE SUMMARY Borders College

Curriculum Planning

Limitation of Scope

There was no limitation of scope.

Background

The Vice Principal - Curriculum has responsibility for overseeing the curriculum planning process. The process for curriculum planning starts in
October and is reviewed and monitored on an ongoing basis. The progress starts with the Vice Principal - Curriculum holding one on one meetings
with the Heads of Faculties, these meetings are followed by group meetings to set targets and discuss the curriculum plan. In order to draft the
plan, the College visit and have meetings with the local secondary schools and employers to discuss any requirements they have and to inform
them of the College’s plans. The College follows a Curriculum Planning Cycle process that sets out the timelines of what has to be completed and by
when. The planning for the following years curriculum starts in October and follows the process below:

» October — The SMT discuss the overall target activity for credits and how this will be met (full time/part time courses).

» November — The Heads of Faculties agree targets with the Vice Principal - Curriculum and the curriculum plan is drafted.

» December - Course approval meetings are held with the VP Curriculum and the Head of Faculties, MIS and Finance to ensure that the College
have the resources to run the courses on the curriculum plan.

» January — Final curriculum plan is approved and VP Curriculum will meet with the Head of Finance and Procurement to look over the financial
implications of the budget.

» February — Timetables are drafted and a review of the implications of the SFC indicative funding takes place. The College also start student
recruitment and student interviews.

» March - The curriculum plan goes to Approvals Committee and Course structure is sent to MIS Department. The curriculum plan is updated for
the latest recruitment statistics.

» April - Timetables are agreed.

» May — Approval panels completed and staff timetables drafted.

» June — Any course structure amendments are sent to MIS and student timetables are drafted.

» July — Timetables sent to MIS to create registers.

» August — Any timetable changes are sent to MIS and changes to course structures are carried out.

» September - Final timetable changes sent to MIS.
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1 EXECUTIVE SUMMARY il Planine

Conclusion

Overall Conclusion
Overall Conclusion: Strong
From our review we can conclude that the College has strong curriculum planning arrangements in place and that these are in line with the
College objectives. From our review we found that the College has a thorough curriculum planning process in place. The curriculum plan is
monitored, reviewed and updated on a regular basis and there is an approvals process in place for any new courses that are added to the
curriculum. The Heads of Faculties are involved throughout the process and meet regularly with the VP - Curriculum. There is also a regular
flow of information regarding the curriculum with the finance department to ensure any addition costs are incorporated in the College

budget and there is a thorough process in place to ensure the College have the appropriate resources in place to cover the planned
curriculum. However, we found that the timetables for teaching staff and courses are created manually and is an onerous task.

Summary of Recommendations

Grading of recommendations
High Medium Low Total

Curriculum Planning 0 1 0 1

As can be seen from the above table there were no recommendations made which we have given a grading of high.
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Areas of Good Practice

The following is a list of areas where the College is operating effectively and following good practice.

1. The College have a thorough process for curriculum planning. The College has a Curriculum Planning Cycle which details what
must be completed, when it must be completed and who is responsible for each area.

2. There is a regular flow of information between the VP - Curriculum and the Finance Department regarding the curriculum plan
and any additional costs that are likely to be incurred such as additional staffing costs which are approved following the
approvals process. This is then reported on the College budget allowing for an accurate budget to be set.

3. From our review we can confirm that the Heads of Faculties are heavily involved in the curriculum planning process and that
realistic targets are set following discussion with the VP - Curriculum.

4, The College has a thorough approvals process in place before additional courses can be added to the curriculum plan. If there
is a need for a new course, then the Heads of Faculty must go through a proper approvals process to ensure the course is
viable and that all resources are available.

5. The curriculum plan is reviewed and updated on a regular basis to show the latest projections on applications, admissions and
enrolments. There are regular meetings held between Heads of Faculties and the Vice Principal - Curriculum as a group and
also one to one meetings.

www.wyliebisset.com




1 EXECUTIVE SUMMARY el Planine

The following is a list of areas where the College is operating effectively and following good practice.

6. The College has a thorough approvals process in place before additional courses can be added to the curriculum. The Head of
Faculty must complete an approval form which must be authorised by the Vice Principal - Curriculum.
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2 DETAILED RECOMMENDATIONS

Timetable planning software

Ref.

Finding and Risk Grade

During the curriculum planning process, the Heads of Faculties Medium
are required to complete timetables for courses and staff

allocation. This is a very onerous and time consuming task and

as the curriculum plan could change several times, this task

may be required to be completed several times.

From our review we found that timetables between faculties
are initially being completed on different Microsoft office
applications, these being Microsoft word (used by Head of
Faculty for Care and Access) and Microsoft excel (used by
Head of Faculty for Construction, Engineering and Land
Based). Following this the Microsoft excel document is
required to be changed to Microsoft word for the MIS
department resulting in duplication of work.

We note that the College are currently looking at software
that would allow the timetables to be completed
electronically. This would save time, standardise timetables
and eliminate the duplication of work.

There is the risk of duplication of work and that the College

are not using the most efficient way available to complete the
timetables.

Management response on page 8

Borders College
Curriculum Planning

Recommendation

We recommend that the College look to implement the
timetabling planning software currently being reviewed.
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2 DETAILED RECOMMENDATIONS B cuLREs

Curriculum Planning
Management response Responsibility and implementation date

Agreed. The College is currently investigating options for central timetabling Software, with the intention  Responsible Officer: Vice Principal — Finance and Resources
that this be implemented for 2017-18 Academic Year.

Implementation Date: 31 July 2017

www.wyliebisset.com




3 AUDIT ARRANGEMENTS Borders College

Curriculum Planning

The table below details the actual dates for our fieldwork and the reporting on the audit area under review. The timescales set out below will
enable us to present our final report at the next Audit Committee meeting.

Audit stage Date

Fieldwork start 13 February 2017
Closing meeting 17 February 2017
Draft report issued 3 March 2017
Receipt of management responses 28 March 2017
Final report issued 31 March 2017
Audit Committee 18 May 2017
Number of audit days 3
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4‘ KEY PERSONNEL Borders College

Curriculum Planning

We detail below our staff who will undertake the review together with the College staff we shall require to speak to during our review.

Wylie & Bisset LLP

Partner Ross McLauchlan Partner ross.mclauchlan@wyliebisset.com
Director Graham Gillespie Director of Internal Audit graham.gillespie@wyliebisset.com
Senior Manager Stephen Pringle Senior Internal Audit Manager stephen.pringle@wyliebisset.com
Lead Auditor Ricky Meechan Internal Audit Senior ricky.meechan@wyliebisset.com
Auditor Scott McCready Internal Audit Assistant scott.mccready@wyliebisset.com

Borders College

Key Contact Pete Smith Vice Principal - Finance & Resources psmit@borderscollege.ac.uk
Key Contact Jayne Gracie Head of Faculty - Care & Access jgray@borderscollege.ac.uk
Key Contact Heather Anderson Vice Principal - Curriculum hande@borderscollege.ac.uk
Key Contact Kenny Thomson Head of Faculty Construction, Engineering kthom@borderscollege.ac.uk

and Land-based

Wylie & Bisset appreciates the time provided by all the individuals involved in this review and would like to thank them for their assistance and co-operation.

www.wyliebisset.com




Borders College
Curriculum Planning

APPENDICES
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A GRADING STRUCTURE i Hiculin Planning

For each area of review we assign a level of assurance in accordance with the following classification:

Assurance Classification

Strong Controls satisfactory, no major weaknesses found, no or only minor recommendations identified.

Substantial Controls largely satisfactory although some weaknesses identified, recommendations for improvement made.
Weak Controls unsatisfactory and major systems weaknesses identified that require to be addressed immediately.

No No or very limited controls in place leaving the system open to significant error or abuse, recommendations made

require to be implemented immediately.
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A GRADING STRUCTURE Borders College

Curriculum Planning

For each recommendation we assign a grading either as High, Medium or Low priority depending on the degree of risk assessed as outlined

below:
Grading Classification
High Major weakness that we consider needs to be brought to the attention of the Audit Committee and addressed by
senior management of the College as a matter of urgency.
Medium Significant issue or weakness which should be addressed by the College as soon as possible.
Low Minor issue or weakness reported where management may wish to consider our recommendation.
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Purpose of Review

It was agreed as part of the Internal Audit Plan for 2016/17 that internal audit would undertake a review of the curriculum planning
arrangements in place. The purpose of this review was to ensure that the College has appropriate curriculum planning arrangements in place.
This review looked at all aspects of the curriculum planning process from determining which courses the College will run, ensuring that there
are sufficient resources in place and a review of the delivery methods used. This review looked to confirm that curriculum planning is aligned
with College objectives.

This review is part of the 2016/17 Annual Internal Audit plan.

Scope of Review

Our objectives for this review are to ensure:

» The curriculum plan for the College is aligned with financial plans and the regional plans.

» Financial plans are sufficiently flexible to respond to changes in the funding model.

» The curriculum plan involves sufficient input from academic faculties or sufficient detail on how targets will be delivered.
» There are sufficient resources to deliver planned levels of curriculum.

Our approach to this assignment took the form of discussion with relevant staff, review of documentation and where appropriate sample
testing.

www.wyliebisset.com 14




B ASSIGNMENT PLAN Ut Plannine

Limitation of Scope

There is no limitation of scope.

Audit Approach

Our approach to the review has been:

» Discussions with curriculum managers regarding the process for development of curriculum plan.
Review of curriculum plan.

Review of curriculum planning process.

Review of financial targets and their alignment with the curriculum plan.

Review details of actual student numbers from previous year.

Review of delivery methods.

Review the alignment of staff to the course curriculum

YV VYV VYV

Potential Key Risks

The potential key risks associated with the area under review are:

» The curriculum plan for the college may not be aligned with financial plans and the regional plans.
» Financial plans may not be sufficiently flexible to respond to changes in the funding model.
» The curriculum plan may not involve sufficient input from academic faculties or sufficient detail on how targets will be delivered.

» There may be insufficient resources to deliver planned levels of curriculum.
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