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1. Introduction 
 
1.1 In accordance with best practice, this annual report has been prepared on 
behalf of the Audit and Risk Committee of the National Records of Scotland (NRS) to 
create a record of topics and any subsequent activities discussed. 
 
1.2 This report summarises the Audit & Risk Committee’s work in fulfilling its 
Terms of Reference (See Annex) over the twelve months from May 2013 to April 
2014. 
 
 
2. Remit 
 
2.1 The Audit & Risk Committee provides advice and support to the Accountable 
Officer (AO) in her responsibilities for issues of risk management, financial control 
and governance. The Committee also independently reviews the robustness of the 
assurances that are available. 
 
2.2 The primary role of the Committee is to advise the AO on Financial and 
Corporate Governance matters and to quality assure, at a strategic level, the audit 
strategy and related audit reports and actions. 
 
2.3 In pursuit of this primary role, the Audit & Risk Committee concentrates on 
assessing the following:- 
 
 The strategic issues of risk management, controls and corporate governance; 
 
 The accounting policies and the accounts of NRS; 
 
 Reviewing the programme of audit activities and the reports produced by both 

Internal Audit and External Audit; 
 
 The adequacy of management responses to issues identified by audit activity or 

by Parliamentary Committees, where they affect NRS’s overall performance; 
 
 Other sources of assurance relating to corporate governance and the 

performance of the Department, including relevant reports produced by Scottish 
Government Finance Department on financial management and related issues; 
and 

 
 The interpretation and implementation of guidance from the Scottish Public 

Finance Manual and other relevant sources of guidance. 
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3. Membership and Attendance 
 
3.1 The table below shows the attendance of the members at each of the 4 
meetings of the Audit and Risk Committee: 
 
Member 29/05/2013 20/08/2013 19/11/2013 14/02/2014
Ian Doig  (Chair).  
(Formerly CIPFA Director for 
Scotland) 

Attended Attended Attended Attended 

John Aldridge 
(SG Retired) 

Attended Attended Attended Attended 

Susan Burney  
(National Health Service)    

Attended  N/A N/A  N/A 

Gordon Shipley 
(Home Office, and formerly 
London 2012 Olympic Delivery 
Authority) 

Attended Attended Attended Attended 

Mandy Gallacher 
(SG Health Directorate, and 
formerly Improvement Service) 

Attended Attended Attended Did not 
attend 

Darryl Mead 
(National Library of Scotland) 

Did not 
attend 

Did not 
attend 

Stepped 
down 

N/A 

Andrew Fraser 
(North Ayrshire Council, and 
formerly West Dunbartonshire 
Council) 

Did not 
attend 

Attended Did not 
attend 

N/A  

 
3.2 Other attendees at the meetings are given below: 
 
Attendees Role Representation
Tim Ellis Chief Executive  NRS 
Audrey Robertson Accountable Officer  NRS 
Kirsty MacLachlan Head of Demography NRS 
Laura Mitchell Deputy Keeper of the Records NRS 
Craig Stewart Financial Controller NRS 
Anne Courtney Head of ICT  NRS 
David Munro IS Development Manager NRS 
Rod Burns Deputy RG & Head of Registration Division NRS 
 Martin Pitt External Auditor PWC 
Gillian Collin External Auditor PWC 
Alistair May Internal Auditor SG Audit 
Dougie Shepherd Internal Auditor SG Audit 
 Linda Hyland Secretary (May and February) NRS 
Colleen Ogilvie Secretary (August) NRS 
Jackie Easton Secretary (November) NRS 
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4. Summary of Business 
 
Recurring Standard Items 
 
4.1 At each meeting, the RG/KoR gave a brief oral update on any issues of note 
occurring since the last meeting. 
 
4.2 Also at each meeting, Corporate Services Reports were tabled, covering 
issues of interest to the Committee.   
 
4.3 Financial and other wider governance arrangements in NRS were reported on 
and scrutinised by the Committee at each meeting. 
 
4.4 During the year, the Committee examined various risks within our Strategic 
Risk Register, pertaining to NRS’s projects and objectives. Over the year, the 
Committee’s focus covered both those risks that had a high impact and a high 
likelihood, and also other risks where there had been an escalation in risk scoring.  
The Committee regularly sought explanations and assurances on the range of risks 
discussed. 
 
4.5 Progress over the implementation of agreed audit recommendations was 
discussed and monitored.  Following the assurance that there was a strong and 
effective process for managing audit recommendations, it was agreed that future 
reports could be reclassified from a ‘standing’ item to a ‘specific item’ and that this 
would be reflected within both the ‘Forward Look’ paper and the Terms of Reference. 
 
Specific Items 
 
4.6  Business Continuity Review  – the committee were interested to hear how this 
system is progressing, Miss Robertson suggested that they might want to be 
observers at one of the drills.  
 
4.7  Best Value 2 – Discussion deferred 
 
4.8  Risk Appetite – Discussion deferred 
 
4.9 ICT Equipment Register – the Accountable Officer explained that a new Service 
Desk software has been introduced that will track all items of ICT equipment and 
ensure it is correctly accounted for at all times.. 
 
5.0  New ARC Members- this was discussed at the August meeting when it was 
decided to develop the skills of the remaining members rather than recruit new ones.  
It was agreed that this matter should be reviewed on a regular basis and if a skill set 
was deemed to be required in future the decision not to recruit could be revised. 
 
5.1 ICT – the committee continue to receive regular updates on the progress of the 
project. 
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5.2  Audit Recommendation Tracker – the Committee found this a useful tool to view 
and track risks.  It was agreed that the tracker should be prioritised by level of risk for 
ease of reference so that only the highest risk items can addressed at each meeting, 
with the whole register reviewed once a year.  
 
5.3  Records Management – work on this is ongoing and will be considered further 
by Committee during 2014-15 
 
5.4  ARC Members Performance Reviews – as a result of this process the committee 
requested a greater insight into NRS and the business model.  This has resulted in 
induction visits/talks involving Public Services and Registration divisions during the 
year, other areas will be addressed in the coming year. 
 
5.4  Government Procurement Cards (GPCs) – discussion around the use of the 
GPC has been deferred to coincide with Internal Audit’s review which is due to take 
place shortly 
 
 
 
5. Internal Audit Reports 
 

5.1 The Internal Audit Annual Report: 2013-14 shows Substantial 
Assurance 

 
 
 
6. External Audit Reports 
 
6.1 As appointed External Auditors, PWC provided their external audit report on 
NRS’s 2012-13.  This report was presented at the August 2013 meeting of the NRS 
Audit and Risk Committee.  The key points raised from the external audit were:- 

 An unqualified external audit opinion was awarded on the financial statements 
of NRS for the 2012-13 financial year and on the regularity of transactions 
undertaken during the financial year;    

 PWC reported that the audit process had been much smoother and they had 
received a good set of working papers and first draft of financial statements; 

 The final outturn for the financial year was £0.4 million (1.8%) below budget and 
within the regularity limit; 

 It was agreed that during the coming year Mr Stewart would review the 
accounting policy on amortisation of assets. 
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7. Conclusions  
 
7.1 The Audit and Risk Committee was satisfied that good progress had been 
made in implementing financial controls since the merger and in the early 
establishment of robust financial controls and good governance arrangements for 
NRS.  

This good progress was reflected in the unqualified audit certificate awarded by the 
external auditors and by the substantial assurance opinion awarded by the internal 
auditors.  

7.2 Membership of the Audit and Risk Committee is now well established, 
following the forming of a new Committee for NRS in early 2012.  The Committee 
contains a wide range of representation, skills and experiences. To help to 
strengthen support for the Accountable Officer, Committee members undertook 
training and capacity building. 

7.3 Priority tasks carried out by the Audit and Risk Committee during the year 
included: 

- Assessing risks and ensuring that all risks are adequately recorded in the Risk 
Register for NRS.  

- Reviewing all recommendations by Internal and External Audit and ensuring 
that management took corrective action, where appropriate. 

- Monitoring progress and developments of the ICT Amalgamation project. 

7.4 Looking ahead to 2014-15, the Audit and Risk Committee will: 

- Recommend that the Accountable Officer sign off 2013-14 Annual Accounts 
based on the content of this Annual Report, subject to satisfactory Annual 
Reports from both internal and external audit; 

- Continue to support the Accountable Officer, with the objective of further 
strengthening risk management processes and monitoring; 

- Continue to review progress over the implementation of the new ICT system. 
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ANNEX  
 
 
TERMS OF REFERENCE (2013-14  version) 
 
Background 
 
1. Although tabled at the last meeting this paper was not discussed.   At the 
request of the Chair, this paper was to be re-presented to this meeting of the NRS 
Audit & Risk Committee. 
 
Purpose 
 
2. This Audit & Risk Committee has been established to support the 
Accountable Officer (AO) in his or her responsibilities for issues of risk, control and 
governance - and associated assurances. 
 
3. The primary role of the Committee is to advise the AO on Financial and 
Corporate Governance matters and to quality assure, at a strategic level, the audit 
strategy and related audit reports and actions. 
 
Duties 
 
4. In pursuit of this primary role, the Audit & Risk Committee concentrates on the 
following:- 
 

 The strategic processes of risk, control and governance; 
 

 The accounting policies and the accounts of NRS; 
 

 The planning activity and results of both Internal and External Audit; 
 

 The adequacy of management responses to issues identified by audit activity 
or by Parliamentary Committees, where they affect NRS’s overall 
performance; 

 
 Other sources of assurance relating to corporate governance and the 

performance of the Department, including reports tabled by SG Finance on 
financial management and related issues; and 

 
 The interpretation and implementation of guidance from the Scottish Public 

Finance Manual and other relevant sources. 
 
Operation 
 
5. The Audit & Risk Committee will meet four times a year (meetings should be 
aligned with the delivery of Internal and External Audit reports and the production of 
Annual Accounts). 
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6. At the start of each meeting the CEO will "set the scene" by giving a short 
report on any significant issues affecting NRS that have arisen since the last 
meeting. 
7. For each meeting of the Audit Committee, situation reports should be 
provided by Corporate Services Division (CSD), Internal Audit and External Audit. 
These reports should highlight issues affecting corporate governance; concerns 
emerging from audit work; significant changes to audit plans; resourcing issues 
affecting the delivery of audit objectives or implementing recommendations; and 
general progress. CSD should report on performance relating to risk, including a 
summary of any additions to and removals from the Corporate Risk Register. 
 
8. In addition, the latest formal reports from Internal and External Audit should 
be presented. 
 
9. At the first meeting of each financial year a summary report of the high impact 
risks within NRS will be reviewed. 
 
10. At each meeting NRS Heads of Division will bring any heightened risks to the 
attention of the Committee. 
 
11. The Chair of the Audit and Risk Committee will complete an Annual Report on 
the operations of the Committee.  This report will be presented at the first meeting of 
the Audit and Risk Committee each financial year. 
 
12. The Audit & Risk Committee will review the effectiveness of internal audit, 
external audit and its own performance once a year. 
 
13. A review of HMT’s Audit & Risk Committee checklist will be carried out by the 
Audit & Risk Committee once a year. 
 
14. An annual private meeting between Audit & Risk Committee members 
(excluding the Accountable Officer and the Financial Controller) should take place. 
 
15. The Terms of Reference should be reviewed each year by the Audit 
Committee. 
 
16.  Examples of material that may also be provided for meetings, as appropriate, 
are listed at the appendix to these Terms of Reference.   
 
17. The Accountable Officer  will agree the agenda for each meeting with the 
Chair at least ten working days prior to the meeting.  
 
18. All papers should be with the Secretary at least five working days prior to the 
meeting, unless otherwise arranged with the Chair. 
 
19. Following each meeting, the Secretary will publish all papers on our 
Intranet(s) (where the privacy marking permits). 
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20. The Accountable Officer  will agree the minutes of the meeting and any action 
points with the Chair within ten working days of the meeting, and will publish them on 
our Intranet(s) immediately following approval by the Chair. 
 
21. In exceptional circumstances a special meeting may be called by the AO or by 
the Chair. On such occasions the papers to be presented will be at the discretion of 
the AO or the Chair. 
 
22. The Audit & Risk Committee may ask any other NRS staff or those officials 
who provide a service to NRS (e.g. SG Finance) to attend to assist with discussions 
on a particular matter.  
 
23. Internal and External Audit representatives will have free and confidential 
access to the Chair (it is expected, however, that exercise of this right would be on 
an exceptional basis). 
 
Membership: 
 
Chair   - Ian Doig 
External Member - John Aldridge 
External Member - Mandy Gallacher 
External Member - Gordon Shipley 
 
In attendance: 
 
Chief Executive   - Tim Ellis 
Accountable Officer   - Audrey Robertson 
Financial Controller   - Craig Stewart 
External Auditor   - Martin Pitt 
Internal Auditor   - Ally May 
SG Finance (Accountancy)  - Dougie Shepherd  
SG Finance Directorate   - Scott Mackay   
Secretary    -  Linda Hyland/Jackie Easton 
 
24. Three out of  4 external members will constitute a quorum. The Accountable 
Officer and Secretary will attend unless in exceptional circumstances.  Staff will 
attend as the agenda dictates.  The External and Internal Auditors may delegate 
colleagues to attend in their place. 
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Appendix 
 
 
Examples of material that may also be provided for meetings:- 
 

 plans for any major initiative (e.g. a major procurement) where value for 
money and related matters are of prime importance  

 
 proposals for the Terms of Reference of Internal Audit 

 
 the Internal Audit Strategy  

 
 Internal Audit’s plan for approval  

 
 Certificates of Assurance, Finance reports (e.g. to Senior Management Team) 

and any other relevant outputs from other review bodies or activities, e.g. 
Gateway reviews  

 
 the major findings of Parliamentary Committee reports  

 
 the draft Accounts of the organisation  

 
 the draft Governance Statement (formerly Statement on Internal Controls) 

 
 a report on any changes to accounting policies  

 
 the External Audit Strategy and timetable 

 
 External Audit’s plans and timetable 

 
 an annual report on fraud within NRS, if appropriate  

 
 a report from the Departmental Security Officer, if appropriate  

 
 a report on cooperation between Internal and External Audit, if appropriate  
 
 a quality assurance report on the Internal Audit or External Audit function 

 
 Audit Scotland’s National Reports, if appropriate.  

 
 
A schedule of what items will be discussed at each meeting are set out below:- 
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Standard Agenda Items 

 
1. Minutes of the Last Meeting 
2. Declarations of Interest 
3. Matters Arising 
4. RG/Keeper’s Update  
5. Governance Report (paper) 
6. Review of Risks  (paper) 
7. Internal Audit Reports (paper/oral) 
8. Audit Recommendation Progress 

Tracker (paper) 
9. Other Specific Items 
10. Any emerging issues 
11. Any Other Business 
12. Date of Next Meeting 

 

Other Specific Items: 
February meeting:    
 Internal Audit – Draft Audit Plan for following year (paper) 
 External Audit – Strategy Document (paper) 
 External Audit – Interim Audit Report (paper)  
 Review of Audit Committee ToR (paper) 
 Audit Committee Self-Assessment (paper) 
 
May meeting:     
 Annual Accounts – Progress / Emerging Issues  
 Internal Audit – Final Audit Plan for following year (paper) 
 Review Effectiveness of Internal Audit 
 Review Business Plan & Risk Management Strategy 
 Review Business Continuity Planning  
 Private Discussion with Staff  
 
July / August meeting:     
 Annual Accounts (paper) 
 Governance Statement (paper) 
 Internal Audit - Annual Report & Assurance (paper) 
 External Audit – ISA 260 & Annual Report (paper) 
 Draft Audit Committee Annual Report (paper) 
 Review Effectiveness of External Audit 
 Private Discussion with External Audit  
 
November meeting:     
 Review Effectiveness of Internal Controls  
 Review of Risk Management Processes 
 Review Effectiveness of Fraud Policy 
 Private Discussion with Internal Auditors 

 


