
 
 

Board of Management 
27 June 2018 at 4.30pm 

Gairloch Learning Centre 
Agenda 

 
Discussion with Susan Maclean, Learning Centre Manager, on Gairloch LC activities 

 
1. Apologies   
    
2. Declarations of interest   
    
3. Minutes of the meeting of 28 March 2018   
    
4. Matters Arising (none)   
    
5. Appointment of new member and director Chair 

 
For decision 
Page 11 

    
6. Homologation of decision (UHI Foundation) Chair 

 
For decision 
Page 13 

    
7. Any other business   
    
8. Collaboration within UHI partnership  Principal/Chair For discussion 

Verbal 
    
9. CONFIDENTIAL (Draft) Budget 2018-19 Vice Principal 

(Finance) 
 

For decision 
Page 19 
 

    
10. HISA Depute President’s report Depute President 

 
For discussion 
Page 31 
 

    
11. Corporate parenting report Vice-Principal 

(Academic) 
 

For discussion 
Page 39 

    
12. CONFIDENTIAL National Bargaining: 

WHC Board position statement 
Principal, Chair 
 

For decision 
Page 51 

    
13. Risk Register  

 
13.1 Risk Register (updated) 
 
 

 
 
Principal 
 
 

For decision 
Revised register 
to be prepared 
after training 
day 



13.2 Risk appetite statement Chair For decision 
To follow after 
training day 
 

    
14 Academic Affairs  

Quarterly report to the Board 
Vice-Principal 
(Academic) 
 

For information 
Page 59 

    
15. Developments with STEM curriculum Vice-Principal 

(Academic) 
 

For information 
Page 65 

    
16. WHC Enhancement Plan Action update Assistant Principal 

 
For information 
Page77 

    
17. Policies for review: 

 
17.1 Records Management 
17.2 Recruitment & Selection 
17.3 Staff Grievance 
17.4 Staff Redundancy 
17.5 Appeals 
17.6 Malpractice 
17.7 FE Admissions (UHI) 

 

 
 
Vice Principal 
(Finance) 
 
 
Assistant Principal 
 
Vice Principal 
(Academic) 

All for decision 
 
Page 79 
Page 89 
Page 99 
Page 107 
Page 113 
Page 127 
Page 149 
 
 

    
 GOVERNANCE MATTERS   
    
18. Committee evaluations 

18.1 Review of Audit Committee 
Effectiveness 
18.2 Review of F&GP Committee 
Effectiveness 

Chair 
 

For information 
Page 159 
 
Page 165 

    
19. Board Development Plan  

 
19.1 Update 
 
19.2 Review of individual self-evaluation 
form 
19.3 Review of collective board appraisal 
form 
19.4 Buddy/mentor system 

Chair, College 
Secretary 
 

 
 
For information 
Page 169 
For decision 
Page 177 
For decision 
Page 183 
For decision 
Page 185 

    
20. Process for appointments 

 
20.1 Senior Independent Member 
20.2 Vice Chair 
20.3 Chair 

Chair, College 
Secretary 

All for decision 
 
Page 189 
Page 191 
Page 195 

    
  



21. Committee membership* (*note further 
discussion about Estates Project Group 
under item 28) 

Chair For decision 
Page 199 

    
 AUDIT MATTERS   
    
22. Report from Audit meeting Convenor For information 

Page 203 
 

    
23. Effectiveness of external auditors Convenor 

 
For decision 
Page 205 
 

    
24. External audit plan for year ending July 

2018 
Vice Principal 
(Finance) 

For information 
Page 211 
 

    
25. Internal audit reports: 

 
25.1 GDPR 
25.2 KPIs 
25.3 Staff Learning & Development 
25.4 Business Continuity Planning 
25.5 HR Change Management 

 
25.6 Follow up review 

Vice Principal 
(Finance) 

For decision 
Late arrival of 
reports has had 
knock-on effect 
on completion 
of management 
response. All 
documents will 
be circulated 
asap. 

    
26. Audit Scotland: Scotland’s Colleges 2018 

Preliminary observations 
Principal  For information 

Page 225 
 

    
27. OSCR: actions for safeguarding and 

notifiable events 
College Secretary 
 

For discussion 
Page 227 
 

    
 F&GP MATTERS   
    
28. Report from F&GP meeting (* see item 21) 

 
Convenor For discussion 

Page 235 
 

    
29. CONFIDENTIAL Management accounts to 

end April 2018  
Vice Principal 
(Finance) 

For decision 
Page 237 
 

    
30. Health & Safety report (third quarter) Principal 

 
For information 
Page 243 
 

    
  



 SEARCH & NOMINATION MATTERS   
    
31. Report Convenor For information 

Page 249 
    
 PERFORMANCE REVIEW & 

REMUNERATION MATTERS 
  

    
32. Update from convenor Chair For information 

Verbal 
    
 NEXT MEETING   
    
33. Wednesday 3 October 2018 in Mallaig 

Learning Centre 
  

    
 



 

 

 
 

Board of Management 
28 March 2018 

Kinlochleven Learning Centre 
Unapproved Minute of the meeting 

 
Present: 

John Hutchison (chair), Gordon Bushnell, Duncan Ferguson, Carl Haberl (support staff 
representative member), Robert Kelly, Hayley Lewis, Ann Lloyd, Christine Mackay, Bill 
Mitchell, Lucy Petrovicova (student representative member), Lydia Rohmer, Hilary Stubbs, 
Lewis Sturrock (teaching staff representative member).  

In attendance: 
Fiona Grant (Assistant Principal), Sue Macfarlane (Vice-Principal), Matt Simpkinson (Director 
of Finance), Claire Wylie (minutes). 
 
 

1. Apologies 
Michael Foxley, Lisa McAndrew, Andy Rogers 

 

2. Declarations of interest 
There were no declarations. 

 

3. Minutes of the meetings of 12 December 2017 
The minutes of the general meeting were approved; the minutes of the 
AGM were noted and will be submitted to the next AGM for approval. 

 

4.  Appointment of new members 
The recommendations of the Search & Nominations Committee, that the 
following be accepted as members and directors, were approved: Lisa 
McAndrew and Bill Mitchell. It also approved the recommendation that 
Deryck Nutley be appointed as a shadow member from June 2018, and 
that he be appointed as a full member and director at the first 
opportunity.  
Members noted the resignation of Iain Turnbull from the Board, on 23 
January 2018, and that the support staff member, Carl Haberl, would 
resign his position on 29 March 2018. 
It was further noted that Lucy had been recently reappointed as Depute 
HISA President. She was currently seeking a colleague who would 
attend Board meetings alongside or instead of her, as necessary. 

 

5. Homologation of decision 
The Board homologated its decision to approve the proposed project 
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applications, to the Northern Periphery and Arctic Programme, by the 
Centre for Recreation and Tourism Research.  

6. Matters Arising  
There were no matters arising which did not form part of the meeting’s 
agenda. 

 

7. Any Other Business 
No items. 

 

8. Collaboration within UHI partnership 
Project y: UHI and integration 
The Chair advised that three meetings had now been held at Kingsmills, 
facilitated by John Sturrock, with the four colleges still intent on a ‘more 
integrated’ model now seeking funding from SFC to support the 
appointment of a project director and the due diligence process. Perth 
College had withdrawn from the original group of five, leaving Inverness, 
North Highland, Moray and Lews Castle Colleges all fully committed. To 
date, the meetings had been between Board chairs, but after pressure 
from some Chairs, it had been agreed that future meetings would include 
Principals. The Integration Board had now been established, and John 
was able to listen in to these weekly meetings. It was expected that the 
progress towards integration would now pick up. 
It was not clear whether the four colleges would be integrating into UHI, 
or whether these colleges and UHI would emerge as a new entity. 
Included on the long list of unknown factors to be raised, discussed and 
consulted on were issues of governance, the impact on local 
accountability, staff and student views and political support. 
Project x: UHI change initiative 
Meanwhile, UHI and assigned colleges were continuing with the work 
arising from the UHI Strategy Review Group report of 18 months ago, 
working towards greater harmonisation and effectiveness. 
Argyll College 
Fraser Durie of Argyll College had announced his intention to retire in the 
autumn and the possibility of closer links between Argyll and West 
Highland Colleges had re-emerged. There were factors in favour of this, 
such as a similar business model, local economy and demography, and 
mutual benefits. The inclination of Argyll College towards this option was 
currently unknown; but it had agreed to a meeting to discuss the 
possibility further. 
Project w: Western Cluster 
Parallel to project y, Lews Castle, Argyll, and West Highland Colleges, 
along with SMO and SAMS, were continuing to meet to progress 
developing collaboration as the Western Cluster. Principals and Chairs 
had held a meeting, as had Principals and senior staff. The cluster would 
be seeking funding to develop the arrangement, including for the 
appointment of a project officer.  
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9. Strategic dialogue meeting with SFC: reflections 
The Chair advised that the day had been enjoyable and positive, and he 
felt that the participants had received a good account of the 
achievements of the College and the challenges it faced. 
The Principal was pleased to report that the students, who met with the 
SFC/UHI team independently of any WHC staff, had told the SFC team 
that they identified primarily with the College, not the UHI nor their own 
WHC learning centre. The VC environment was described by them as 
‘challenging’.  

 
 

10. Year ahead 2018-19 
10.1 Curriculum plan 
The Vice-Principal advised that there was sufficient planned activity to 
meet the core and ESIF FE credits, and contingency plans to mitigate 
against under-recruitment. For HE, her team had worked hard to forecast 
accurately, particularly for the market for HNCs and with regard to 
retaining current students. Under-recruitment was still a risk, and this is 
where increasing collaboration within the West Cluster would be so 
useful. In response to a query, she and Lewis (teaching staff member) 
advised that combining classes eg FE and HE, was often a constructive 
way forward.  
10.2 Draft budget 
There were currently too many unknowns to be able to offer a draft 
budget at this stage in the year, particularly on the income side.  
The Director of Finance took the meeting through the details of the 
funding received in respect of National Bargaining, which was overall 
more generous than anticipated. However, the continuation of this funding 
beyond the current year and into the future was entirely unknown. 

 
Sue: 
For next 
meeting: 
paper on 
Liberty 
developments 

11. West Highland College UHI Risk Register   
11.1 Review of red risk mitigation 
The Principal asked the Board to consider whether five of the red risks 
(risks 1,2,3,20,21),and one common WHC/UHI red risk (risk 7) could be 
downgraded to amber. These risks had either not materialised, were 
disappearing, or not business critical. The Board was content to approve 
the revised register. 
11.2 Review of Board position on National Bargaining as risk 
mitigation 
Members considered a paper by the Principal concerning the risk 
associated with national bargaining, and the position of the board in 
mitigating that risk. After considering the matter, the decision was made to 
retain the current position of shadowing NB assuming full funding, but to 
review this position at the next meeting of the Board. In the meantime, the 
College would go ahead with the implementation of full NB terms and 
conditions, and pay, as applicable. 

 
 
 

12. Academic Affairs quarterly report to the Board 
The Vice Principal took the directors through the high level message of 
the report highlighting one or two areas. She advised that retention had 
not been as good as they would have hoped, currently at 82% (still above 
national average) but expected to reduce further; the emphasis now was 
on the successful completion of all the remaining students. 
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External assessors had been brought in to measure the overall student 
experience, and the College had been heartened by the results. The 
assessors had advised that this visit was the only one where that had 
been able to tell college management that the students were happy. 
 
One area not included in the report was on widening access, a current 
political priority. Sue assured the Board that the College was very active 
in this area, and had a number of strategies and policies to support the 
activity including Access & Inclusion, and Corporate Parenting. 

 
13. Performance measures for strategic plan 
 

These were presented to the Board to ensure visibility, and were noted 
by members. 

 

14. College Operational Plan 2017-18: mid-year report 
As indicated in the report, the actions were almost all progressing well. 
The single red-rated item was the well discussed HE recruitment shortfall; 
the amber-rated were all resource related issues, particularly the change 
of HR manager. 

 
 
 
 

15. Education Scotland: action plan update 
As the Board was aware, it approved the evaluative report and action 
plan and was due to monitor progress towards completion of action plan 
items. Members accepted the report as showing good progress. 
Now that the first year of the new quality framework had been completed 
and assessed, it had been acknowledged by Education Scotland that 
neither ES itself nor the colleges could be expected to sustain the same 
workload this year and in future years. Exactly what the College would be 
reporting on in the current year was not yet clear but the Assistant 
Principal was expecting that the College would be given six areas (two 
questions from each of the three sections) on which to concentrate. The 
report was due to be approved by the Board before the end of September 
2018. 

 

16. HISA Depute President’s Report 
The Board noted the Depute President’s report. Their attention was drawn 
to the Local Partnership Agreement as it contextualised what HISA meant 
to WHC students. 

 

17. Corporate parenting training session 
John reported that a useful training session on corporate parenting for 
Board members had recently been held. A full report on corporate 
parenting within the College would come to the Board at its next meeting.  

Sue: Report 
on corporate 
parenting to 
next meeting 

18. Policies for review 
18.1 Lone Working (review) 
This was approved. 
18.2 Curriculum Development and Approval (review) 
This was approved. 
Apropos of the discussion at the last board meeting regarding the 
applicability of College policies to Board members, given their unique 
position, it appeared that the matter would have to be discussed on a 
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policy by policy basis. Board members agreed that neither of the above 
two policies would be applicable to them. 

 

19. Board development plan 
19.1 Progress report 
Board members accepted the plan and noted the progress made towards 
completion of some items. 
19.2 College links with Highland Council 
In satisfaction of item (6) of the plan, the Principal put forward a list of 
links with Highland Council. Although in some areas the collaboration 
may not be as ‘strategic’ as the College would like, the relationship 
between the College and Council was multi-layered and close. This was 
accepted by the Board. 

 

 

20. Annual Calendar of standing items 
This was approved by the Board as a working document. 

 
 

21. Succession plan (draft) 
This was approved by the Board, also as a working document. 

 
. 

22. Committee membership 
The Board approved the revised membership of the committees (subject 
to a small modification) and office holders, including the appointment of 
Christine Mackay as a second Vice Chair. 

. 

23. OSCR return 
This was noted. 

 
 

24. Report from F&GP Committee 6 March 2018  
Noted. 
The Board was updated with the fact that the second Cityheart 
residences for Fort William had received full planning permission. 
Further good news was that the SFC had agreed to complete the funding 
package to take the CEST proposal to full planning permission (RIBA 
stage 3). 

 

25. Management accounts to end January 2018 
The Accounts had been slightly updated since being endorsed by the 
Finance & General Purposes Committee. Matt presented the new figures, 
with the new commentary being circulated shortly after the Board 
meeting. It was noted that the deficit was smaller than originally forecast. 
The Accounts were approved by the Board. 

 
. 

26. Health and Safety report (second quarter) 
The RIDDOR incident was noted by the Board but it accepted 
reassurances that this particular incident had been thoroughly 
investigated, and the high risk areas were well under control. 
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27. Estates Project Group: review 
With the resignation of Iain Turnbull, the Group was currently without a 
convenor, no directors having stepped forward, and so thought had been 
given to whether the Group was the most useful means of overseeing 
College estate matters, particularly in the light of the possible big 
forthcoming projects. The Chair indicated that he would convene a 
meeting of the Group (to include Jackie Wright as the consultant for 
CEST) to discuss the options. 

 
 

28. Progress on WHC equality outcomes 
Staff capacity issues and overly demanding timescales meant that 
progress had not been as swift as had been hoped. Now that a new HR 
manager was in place, it was expected that the pace towards completing 
items would pick up.  

 

29. Search & Nominations Committee: minutes of meeting 
Noted. 

 
. 

30. Current board skills 
Noted. 

 

31.Date of next meeting 
Wednesday 27 June 2018 in Gairloch 
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West Highland College UHI Cover Paper 
Committee/Group Name Board 

Subject       270618/5 
Membership of the Board and Directorship of the Company 

Action requested 
(tick those that apply) 

For information only  ☐ 
For discussion    ☐ 
For recommendation  ☐ 
For approval  ☒ 

Brief summary of paper 
Support Staff Representative Member: 
Nigel Patterson 
 

Resource implications 
Give details if yes No Click or tap here to enter text. 

Risk implications No Click or tap here to enter text. 
Date paper prepared 14/06/2018 
Date of meeting 27/06/2018 
Author Claire Wylie 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click or tap here to enter text. 

Equality Impact Assessment No  If no, why or state date of impact assessment.Click or tap 
here to enter text.     

Status Non-confidential 
Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Describe how was this achieved? 
 
All support staff were invited to apply to be the support staff rep 
on the Board 

Freedom of Information 
Can this paper be included in 
open business?* 

No 

* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

Board 270618/6 

Subject Homologation of approval of WHC Board Member on UHI 
Foundation 

Purpose of paper 

Further to an invitation from the UHI Rector, Board members were 
invited to consider joining UHI Foundation. Duncan Ferguson put 
his name forward and all members supported his membership. 
Accordingly, the Rector was informed and Duncan is now a 
member. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☒ 
4. Risk management ☐ 
5. New opportunity/change ☒ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            As given in the cover sheet for the proposals 

Risk implications No Further explain risk implications 
Date paper prepared 14/06/2018 
Date of meeting 27/06/2018 
Author CW 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
All Board members invited and informed 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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From: Claire Wylie  
Sent: 14 May 2018 10:53 
To: Christine Shaw <christine.shaw@uhi.ac.uk> 
Cc: Duncan Ferguson <ferguaros4@aol.com>; John Hutchison <jch@abrach.com> 
Subject: Invitation to Boards (UHI foundation) 
 
Dear Christine 
 
Thank you for your invitation below. 
 
I am pleased to confirm that Duncan Ferguson, an independent member of our Board, has put his 
name forward for membership of the UHI Foundation. All members of our Board are in support of 
this.  
 
Duncan’s contact email is given above. 
 
With best wishes, 
Claire 
 
 
From: Claire Wylie  
Sent: 02 May 2018 12:27 
To: Ann Lloyd <lloyd.orrin@btinternet.com>; Bill Mitchell <bill.mitchell@optimum-org.co.uk>; 
Christine Mackay <christinemackay@macphee.co.uk>; Duncan Ferguson <ferguaros4@aol.com>; 
Gordon Bushnell <gordonrowanlea@aol.com>; Hayley Lewis <lewish998@gmail.com>; Hilary Stubbs 
<stubbs8765@gmail.com>; John Hutchison <jch@abrach.com>; Lewis Sturrock 
<lewis.sturrock.whc@uhi.ac.uk>; Lisa McAndrew <lisa.mcandrew@computershare.com.au>; Lucia 
Petrovicova <hisa.whc@uhi.ac.uk>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Nigel Patterson 
<nigel.patterson.whc@uhi.ac.uk>; Robert Kelly <kelly.skye@btinternet.com>; test 
<claire.wylie.whc@uhi.ac.uk> 
Subject: FW: Invitation to Boards (UHI foundation) 
 
Good afternoon 
 
Please see the attached invitation from UHI for one of our Board members to join the University’s 
Foundation. 
 
https://www.uhi.ac.uk/en/about-uhi/governance/the-foundation/  
 
If you have an interest in this, could you please notify John? Please get in touch with him by Monday 
7th May. 
 
Best wishes, 
Claire 
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From: Christine Shaw  
Sent: 26 April 2018 15:45 
To: Claire Wylie <claire.wylie.whc@uhi.ac.uk> 
Subject: Re: Invitation to Boards 
 
Dear Claire 
 
Further to the attached letter I sent to the Chair of Board on the 23rd March - on behalf of the 
Rector, please could you confirm if the board has nominated one of its members yet to become a 
member of the University’s Foundation? 
 
The Rector is keen to report back to The Foundation at the next meeting on 16th May. 
 
I look forward to hearing from you. 
 
Kindest regards 
Christine 
 
Christine Shaw 
Corporate Governance Officer 
DDI / Fòn: 01847 889380   
 
 
From: Christine Shaw  
Sent: 23 March 2018 09:47 
To: John Hutchison <jch@abrach.com> 
Cc: 'Antonedwards' <antonedwards@aol.com> 
Subject: Re: Invitation to Boards 
 
Dear John 
 
Please find attached a letter sent on behalf of Anton Edwards (Rector). 
 
Kindest regards 
Christine 
 
Christine Shaw 
Corporate Governance Officer 
DDI / Fòn: 01847 889380   
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Mr. John Hutchison 
AP Chair 
West Highland College UHI 
An Aird 
Fort William 
PH33 6AN 
 
 
23rd March 2018 
 
 
Dear John, 
 
I write to invite your board to nominate one of its members to become a member of the 
University’s Foundation.  
 
Foundation is the group of stakeholders that provides a connection between the 
university and its communities. It presently comprises up to 120 members, including 
the rector, principal and vice-chancellor, student association president and chair of 
court; it includes representatives from academic partners, staff, students, business, 
alumni, external organisations and individuals of experience and valuable knowledge. 
 
Foundation is a custodian of the university’s articles of association. It meets formally 
at least twice per year, holds occasional conferences and elects the university rector 
triennially. At our formal meetings, we receive reports from the principal and other 
formative people, are entitled to pose questions to the principal and to receive answers. 
Our members are also informally ambassadorial, augmenting connection between the 
university and its communities. 
 
Foundation was one of the influences that led eventually to the grant of university title. 
Since then, Foundation has consistently encouraged progress towards unity with 
diversity. In view of present moves towards a greater unity, we hope that your board 
will welcome the opportunity to place a member in Foundation, contributing to 
diversity by strengthening the voice of academic partners within the changing fabric of 
the university. 
 
This invitation is extended to you after several careful discussions in Foundation and in 
the university court. I hope therefore that you and your board will respond positively to 
our cordial invitation.  
 
Our next formal meeting is on May 16th 2018 at Executive Office in Inverness (with 
video-conferencing as needed) and I very much look forward to welcoming one of your 
board members. 
 
Please address replies to Foundation’s administrator, Christine Shaw 
(christine.shaw@uhi.ac.uk), who keeps our formal records and ensures proper  
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procedure. I would much appreciate a copy together with any comments your board 
may wish to make. 
 
With Kind Regards 
 

 
Anton Edwards (Rector) 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper 

no: Board270618/9
Subject CONFIDENTIAL Budget for 2018-19 

Purpose of paper 
To present the revenue and capital budgets for 2018-19 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Confidential and not to be discussed outside this group 
Resource implications 
Give details if yes Yes            Budget for allocation of financial resources 

Risk implications Yes Maintaining financial sustainability 
Date paper prepared 30/05/2018 
Date of meeting 27/06/2018 
Author Matt Simpkinson – Director of Finance & Estates 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

ELT 
F&GP 6 June 2018 

Status Confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Choose an item. 
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* If a paper should not be included within “open” business, please highlight below the reason.
Its disclosure would substantially prejudice a programme of research ☐

Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐

Its disclosure would substantially prejudice the effective conduct of public affairs ☐

Its disclosure would constitute a breach of the Data Protection Act ☐

Its disclosure would constitute a breach of confidence actionable in court ☐

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐
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Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 

 
Board 27June2018 Page 20

http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf


Cover-Paper_student report.docx Page 1 of 2 FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

270618/10 
Subject Student’s Report 

Purpose of paper Lucy has prepared the following report in order to advise 
members of the Board about her current activities 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications Choose an item. Further explain risk implications 
Date paper prepared 17/06/2018 
Date of meeting 27/06/2018 
Author Lucia Petrovicova 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☒ 
For endorsing    ☐ 
For decision  ☐ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
. 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Report for a Board Meeting 27th of June 

 EVENTS ORGANISED: 

• Blue Party – End of the year student event 

Unfortunately this event was not successful as only 12 students attended. 

Party was organised after students feedback that there is not enough events organised for them. It 
was organised in local Roobarb club with free entry, free drink and free hot dog for every student. 
48 tickets were collected but only 12 students came for the event. 

It is rather difficult to communicate with students. I have a plans to improve this communication 
from September with plans for the better class rep system and certain days - hours students can 
approach me as email communication is not working out. 

MEETINGS: 

• Class rep meeting 

• Executive Committee meeting 

• Sustainability 

And many more 

CURRENT WORK 

• Sustainability working group 
• Mental Health Awarness Planning 
• Improving social media sites to aproach more students 
• Freshers Fayre week 
• Freshers Fayre visit in Portree planning 
• Improved class rep system 
• Getting students who agree to help me out involved  

 

Student help 

Solomon Azulay and Katie Wrigglesworth agreed to help me with any planning, organising and 
engaging activities. They are also going to get involved and sit on the commitees. I am still in the 
process of introducing them to committees at a time of writing this report. I should have a verbal 
report on this at the board meeting.  
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Freshers Fayre 

Mountaineering Club is actively involved in helping to organise Freshers Fayre. They have things 
planned for the first week as you can see from the attachment. I am still working on the plan for 
the second week of Freshers Fayre which will be more orientated on local businesses and what Fort 
William has to offer for students as well as HISA, Class Reps system and Mental Health awareness 
introduction. 

 

Can you please see attached Freshers week letter and pass it on to anybody you know will be 
interested to contribute in any way. Thank you. 
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Freshers Fayre and Student/Staff discounts 

Your local West Highland College is starting to work on activities for students for the 
new term, which includes Freshers Fayre.  

We would like this to be a community event and have you involved. This could be by 
offering discounts to students, coming to the events showing your services or even 
holding an event at your shop/organisation for the students to attend. 

We are hoping to hold the fayre starting on Monday 10th September until Thursday 13th 
September. If you could please let me know when you would be available during this 
week and if you can attend in person or offer something outside the college. I 
understand you might not be available for this week but if you are interested in getting 
involved for different days please let us know your availability.  

Please can you contact me either by returning the slip below to the college or emailing 
on hisadeputewhc@uhi.ac.uk 

Thank you 
 
Lucy (Student President, West Highland College UHI) 
 
 
Name of Organisation/Company 
 
What is being offered…………………………………………….. 
 
Who would be attending, including numbers…………………………………………. 
 
Availability details 
 
Monday 10th September  time and duration availability…………… 
 
Tuesday 11th September  time and duration availability …………… 
 
Wednesday 13th September time and duration availability 
…………… 
 
Thursday 14th September  time and duration availability …………… 
 
Other Date please specify ………… 
Time and duration availability………….. 
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Freshers’ Week Program 
Saturday 1st September – Sunday 9th September 

 

Time Activity Location Organiser 

Saturday and Sunday 
12.30 – 18.00 Free introduction to  

Three Wise Monkeys Climbing 
Centre 

Three Wise Monkeys 
Climbing Centre, Fassifern 
Road (above the High Street) 

UHI 
Mountaineering 
Club with Three 
Wise Monkeys 

Monday 
Evening Resident Induction Café Toast, WHC building West Highland 

College (WHC) 

Tuesday 
10.00 – 12.00 SOAS Meet and Greet (all) Nevis Centre, opposite Lidl  SOAS 
13.00 – 15.00 Module Choices Group 1 

LRC Group 2 
WHC SOAS 

12.00 – 16.00 Adventure Clubs Stalls Café Toast, WHC building Adventure 
Clubs 

16.00 – 20.00 Bike and BBQ at Nevis Range 
(bikes provided if you don’t 
have your own!) 

Meet at WHC building to 
cycle together to Nevis 
Range 

UHI Bike Club 

Wednesday 
09.00 – 12.30 Adventure Club ‘Tour de Fort 

William’ – Group 1 
Meet at WHC building with 
outdoor clothing and 
footwear 

Adventure 
Clubs 

10.00-12.00 Module Choices Group 2 
LRC Group 3 

WHC SOAS 

13.00-15.00 Module Choices Group 3 
LRC Group 1 

WHC SOAS 

13.30 – 16.30 Adventure Club ‘Tour de Fort 
William’ – Group 2 

Meet at WHC building with 
outdoor clothing and 
footwear 

Adventure 
Clubs 

18.00 – 21.00 Snowsports Evening 
Extravaganza 

tbc UHI Snowsports 
Club 
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Thursday 
09.00 – 12.30 Adventure Club ‘Tour de Fort 

William’ – Group 3 
 

Meet at WHC building with 
outdoor clothing and 
footwear 

Adventure 
Clubs 

10.00 - 12.00 Catch up Group 1 and 2   
10.30 – 16.00 Adventure Club Stalls Café Toast, WHC building Adventure 

Clubs 
13.30 – 16.30 Adventure Club ‘Tour de Fort 

William’ – FE 
Meet at WHC building with 
outdoor clothing and 
footwear 

Adventure 
Clubs 

13.30 – 16.30 Erasmus Meeting WHC SOAS 
16.00 – 19.00 Paddler’s Pizzas and Paddles tbc UHI Paddle 

Sports Club 
19.00 - late Fresher’s only Bowling Nevis Centre, opposite Lidl Adventure 

Clubs 
 

Friday  
10.30 – 12.30 SOAS Welcome (all students) Nevis Centre, opposite Lidl SOAS 
14.30-16.30 Returning students  Nevis Centre Studio SOAS 
19.00 – 00.00 HISA and Adventure Club 

Ceilidh (all students) 
Nevis Centre, opposite Lidl HISA, 

Adventure Club 
and WHC 

Saturday 
10.00 – 16.00 Freshers Outdoor Climbing Meet at WHC building to go 

to Glen Nevis (transport 
provided) 

UHI 
Mountaineering 
Club 

16.30 – 20.00 Adventure Club BBQ  tbc Adventure 
Clubs 

22.00 - late Freshers/Welcome Back Night 
Out 

Town Adventure 
Clubs 

Sunday 
tbc Tubing  Meet at WHC building to 

drive to Glencoe Mountain 
Resort (transport provided) 

UHI Snowsports 
Club 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

270618/11 
Subject Corporate Parenting Plan 

Purpose of paper 

West Highland College UHI has an obligation to act as a 
Corporate Parent under Part 9 of the Children and Young People 
(Scotland) Act 2014.   

 
Corporate Parenting is defined as ‘An organisation’s performance 
of actions necessary to uphold the rights and safeguard the 
wellbeing of a looked after child or care leaver, and through which 
physical, emotional, spiritual, social and educational development 
is promoted’ 

 
Corporate parenting is not a task which can be delegated to an 
individual or team – the whole organisaton is responsible for 
fulfilling these duties. 

 
Under this act, the College is required to produce a 3-year plan to 
show how the College is going to deliver its corporate parenting 
responsibilities for care-experienced people. 

 
Previous to this, the College’s commitment to supporting care-
experienced young people had been recognised and was 
awarded the Buttle UK quality mark.  The Corporate Parenting 
Plan aims to build on existing good practice. 

 
The College’s Corporate Parenting Plan 2016-18 was approved 
by the Board in December 2016.   

 
The College recently reported progress against the plan to the 
Scottish Funding Council (March 2018), which is attached.  The 
College will be updating its plan for 2019-21, which will aim to 
ensure we continue to support our care experienced students. 

 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Excellence for All 

Access and Inclusion Strategy 

Content sensitivity Normal 
Resource implications 
Give details if yes 

Yes            Ensure continued training and information on 
responsibilities for all staff is maintained. 

Risk implications Choose an item. Further explain risk implications 
Date paper prepared 21/05/2018 
Date of meeting 27/06/2018 
Author Vice Principal Academic Affairs 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested For information ☐ 
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(tick those that apply) For discussion    ☒ 
For endorsing    ☐ 
For decision  ☐ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
. 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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West Highland College UHI Corporate Parenting Plan Report March 2018 
 

“Our ambition is to be the education provider of choice in the West Highlands of Scotland, delivering excellence in 
learning, training and support for all students, businesses and rural communities”  

Introduction 
 
West Highland College UHI is identified as a corporate parent under Part 9 of the Children and Young People (Scotland) Act 2014. It is 
widely accepted that many care experienced and looked after children have some of the poorest personal outcomes of any group in 
Scotland. Low levels of educational engagement and achievement lead to poverty, homelessness and poor mental health.1 Care 
experienced young people in particular face considerable barriers to accessing further and higher education including: access to 
appropriate levels of funding, a lack of schooling or disrupted schooling, a challenging home environment, low self-esteem and a lack 
of confidence and positive role models. These factors mean that they often do not perform as well as their peer group in terms of 
academic achievement and career progression. 
 
West Highland College UHI is one 13 partner institutions of the University of the Highlands and Islands and serves Lochaber, Skye 
and Wester Ross through the delivery of further and higher education at 10 learning centres across the region. Much of our delivery is 
in remote and rural areas, from Ullapool in the north, to the Isle of Skye and the extremely remote Ardnamurchan peninsula in the 
west, Fort William and Kinlochleven in the south.  

The college corporate parent plan focusses on building a culture and infrastructure across our 10 learning centres to ensure a 
consistency of approach and support for care experienced young people applying to study at both FE and HE levels across our 
curriculum offering. Although the college has its own corporate parent plan under the legislation which is designed to meet the needs 
of our local area we are also engaged with the overarching university plan which focuses on collaborative work across the partnership 

                                                 

1 Scottish Government (published annually) Children’s Social Work Statistics, Edinburgh; Meltzer, H, et al (2004) The mental health of 
young people looked after by local authorities in Scotland, London: TSO. 
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and the coordination of actions which encourage care experienced young people to apply to the college and university and to support 
them through their studies.  The college plan was approved by the Board of Management in December 2016. 

College Vision 
 
The college aims to create a culture to support the duties of a corporate parent under the legislation, by ensuring appropriately trained 
and qualified staff and developing a commitment to shared values throughout the organisation. The college is committed to ensuring 
that care experienced young people are fully supported during their time with us, to enable them to successfully complete their course 
and to prepare them for the future by developing skills to ensure they leave us as: 

 

                                                       

 

successful 
learners

confident 
individuals

responsible 
citizens

effective 
contributors
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Corporate Parent Plan: Consultation and Preparation 
 
The West Highland College UHI Corporate Parent Plan builds on the work already undertaken with the Buttle UK trust. The college 
was awarded the Buttle UK quality mark for our support of care leavers in January 2015 and have built on the planning and 
consultation to achieve that award as the basis for the development of our corporate parent plan for 2016 -2018. 

Since 2013 the college has been a member of the UHI Care Leavers Group, which has representation from each academic partner 
college. The Group meets twice yearly and more recently part of their work has included Corporate Parenting. This group offers peer 
support and information sharing that is invaluable to a smaller partner college. In addition to this group the college attends training 
events and conferences and makes use of websites to support them in their role as a corporate parent from organisations such as 
CELSIS. Colleges Development Network has been a key support for the development of our plan through their Access and Inclusion 
Forum, bespoke corporate parent training events and access to a development officer with a remit for Care Leavers and Corporate 
Parenting.  

The college has worked with Who Cares Scotland since 2016 for advice and training for the College Board of Management, Executive 
Leadership Team and College Management Team. 

In addition, the college has ongoing dialogue with local support agencies, voluntary organisations, Skills Development Scotland (SDS) 
and social work teams to ensure a partnership approach to supporting our care experienced students.  

Most importantly, the college engages with our care experienced students and seek their feedback on an ongoing basis. Staff engage 
fully with students and offer a very personal support network to them, through a consistent named individual who works as part of the 
Student Support Team. 

In order to achieve the ambitions set out in our plan we agreed a set of actions. This report is monitoring progress to date and we will 
use this as a basis to develop a continuing action plan for the coming session 20018/19 to ensure that the College continues to fulfil its 
obligations to support our students under the legislation. 
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Corporate Parent Plan Actions 2016- 2018 
No Action Target 

Date 
Progress 

1 Membership of the cross-partnership Care Leavers Group 
and associated activities. The group meets on a bi-annual 
basis. 

Dec -16 
and 
ongoing 

 WHC UHI continues to be an active participant in the UHI care 
Leavers Group  

2 Share best practice across the partnership by actively 
seeking feedback from partners in relation to the 
development of literature and services.  

Ongoing As part of the UHI Care Leavers Group sharing best practice 
continues and has led to a review of literature issued to care 
leavers at application stage. As a result of student feedback, 
leaflets were rewritten and issued to students at face to face 
meetings rather than sending them out. 

3 Ensure care experienced students are considered during 
strategic and operational planning and that the impact of 
decisions on this student cohort are considered and 
mitigated where possible. 

Ongoing  The College planning processes have taken in to account the 
impact of decisions on a range of student groups with additional 
support for learning needs which includes care experienced 
students and adjusted support where necessary. E.g. working 
with our academic partner to secure additional access to 
discretionary funds for FE students. This was already available 
to our HE students. 

4 Create an internal reporting system and procedures to 
analyse data for care experienced students regarding 
recruitment, retention, and outcomes 

Jun-17 This is now in place and we can report on outcomes through the 
student records system. 

5 Organise relevant training for West Highland College Board 
of Management and staff in relation to the college duty as 
corporate parents 

Jun-17 Training is arranged and will be carried out in March 2018. 
Delay was due to changes of staff at Who Cares Scotland. In 
addition to this training the college has adopted an online 
training package which is mandatory training for all staff across 
all our learning centres. 

6 Review all published information available to care 
experienced students to ensure it remains current.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         

Feb-17 Review carried out for Induction in August 2017. 
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7 Improve signposting to information on the website and in 
the prospectus on the support available for care 
experienced applicants by all frontline enquiry staff                                                                                                                                                                                                                                                                                                                              

Feb-17  Text and information on our website and in our prospectus has 
been updated. A automatic system of identification and referral 
of Care Leavers has been introduced through the UHI student 
records system for HE students and a manual system of referral 
is in place at WHCUHI for FE students 

8 Notify curriculum staff of the need for special consideration 
for care experienced students during interviews and the 
need for early decisions and notification 

Feb-17 This takes place through the Interview checklist process and 
through work with interviewing lecturers from our Admissions 
team 

9 Admissions officer will review and monitor the system for 
arranging early interview dates for care experienced 
applicants to allow additional planning time.                                                                                                                                                                                                                                                                                                                                                     

Feb-17 In place. With regard to university Admissions processes, 
students who declare care experience at the time of application 
are flagged on the student record system and the application 
form marked. This ensures that for HE applications the  
interviewer/decision maker is aware of the student’s situation 
and can take this into consideration. 
 
A manual system which reflects this process is in place at WHC 
for FE students. We also have an agreement to offer additional 
opportunities to attend interview on a case by case basis. 

10 Review published information in relation to student funding 
to ensure it remains current.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

Jun- 17 A review of this took place for Induction in Aug 2017 

11 Arrange to meet with partner colleges in relation to bursary 
allocation and to examine the proposal to ring fence 
discretionary funding to support emergency situations with 
regard to care experienced students. 

Apr-17 Achieved and agreed. 

12 Develop a new leaflet to outline services and supports 
available for care experienced students which will 
encourage disclosure. 

Jan-17 Achieved. Following feedback from students we agreed a 
system of face to face interviews.  
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13 WHC will support named care experienced residents by 
giving them a named person in relation to support for their 
tenancy. 

Dec -16 Achieved – we have had care experienced tenants in the 
residency for sessions 16/17 and 17/18 and have provide 
named support and exceptional tenancy agreements to cover 
50 weeks in conjunction with UHI and Cityheart the residency 
management company 

14 Maintain information available to ensure it remains relevant 
and useful and train frontline staff to ensure appropriate 
signposting 

Jun-17 Achieved for 17/18. Information review about to begin for 18/19. 

15 Provide a named person to support all care experienced 
applicants and students 

Sept -17 A guidance officer with a specific remit was appointed in 
February 2017. 

16 Increase awareness of the UHI on line counselling service 
to all students and staff across WHC.                                                                                                                           

Jan -17 Information on this is included in the information we give to care 
leavers. 

17 Ensure that information on the WHC counselling service is 
included in the care leaver information and that staff and 
students are aware of the referral process 

Jun -17 Achieved. This information is highlighted as a service which we 
will offer to care leavers as a priority group. However many of 
them come to college with good support already in place and for 
most counselling has not proved to be the most effective way of 
offering support. The college works closely with social work and 
support agencies to ensure the most appropriate outcome of the 
student. 

18 Engage with Who Cares Scotland to devise and coordinate 
Board of Management and staff training via online module 
developed by Who Cares? Scotland 

Jun-17 Achieved 

19 Establish a monitoring and reporting system to comply with 
legislative requirements 

Apr-18 Achieved 
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Care Experienced Student Success 2015 - 2018 

 

 

There has been a positive increase in application to enrolment conservation rates over the last three years.  In 16/17, there was a reduction in 
withdrawals.  In 2017/18, five students have withdrawn to date: one moved away from the area, one was a Christmas school leaver and was not 
ready for college they will be offered the opportunity to return in 2018/19 if appropriate, one moved on to employment, one left as they did not like 
the course and did not want to move to another course and one when their friend did despite efforts to support them to stay but they had moved 
away from their home area together.  One student suspended their studies in 2017/18 due to personal relationship difficulties and if appropriate 
staff will support the student to return in the future.  In 2016/17, one student was a partial success.  This means that they stayed until the end of the 
year and have achieved a number of units that make up a full time course, but did not achieve the full qualification.  80% of students achieved their 
qualification in 16/17, an improvement on the 2015/16 figure.  As numbers are very small, it only takes one or two students to withdraw, to affect 
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the overall students’ success.    In 16/17, four students progressed into further or higher education, which is a strong indication that their 
experience at college was a positive one.  One student is known to have gone into employment.  

 

Conclusion 
 

Since its inception in 2010 West Highland College UHI has been committed to supporting care experienced young people to achieve their ambition 
in relation to accessing further and higher education. That commitment is demonstrated through gaining recognition from the Buttle UK quality 
mark. The college believes that the actions identified as part of this corporate parent plan have firmly built on that achievement and allows a focus 
on continuous improvement. Through the actions in the corporate parent plan it is evident that the college has attracted a small increase in 
numbers over the past three years. The appointment of a named person in the student services team as a point of contact who will work with 
students throughout their student journey has been a positive addition to the process.  This is helping to ensure an increase in students staying on 
course, which will increase the numbers of students achieving positive outcomes. There remains many challenges for care experienced students in 
settling in to new environments and often learning to take on the responsibilities of an independent adult life. As a partner in UHI, the college can 
offer preferential access to accommodation through its on-site residencies.  The residencies offer extended tenancies for care leavers, which takes 
away the necessity to move out in holiday periods. UHI have agreed to act as guarantor for care experienced students if their local authority is 
unable to do so, to allow them to have the same access to safe accommodation as other students. 

In order to develop a cross college culture of support and to develop the necessary commitment as a corporate parent the college has recently 
introduced an on-line mandatory training package to ensure that all staff are fully aware of their responsibilities as corporate parents. All student 
facing policies ensure that barriers are removed and students are supported to access services as they require. The aim is to ensure that care 
experienced students get the information they require regarding application and student funding as timely as possible. The college has information 
on funding and learning support as well as specific information for care experienced applicants on its website. Preferential access is in place for 
both HE and FE discretionary funds. While recognising that not all care experienced students want or need to be identified for additional support 
and that they are not a homogenous group, a student centred approach is taken to ensure that help, information, advice and support is targeted to 
the students who need it and will benefit most. 

The college is proud of its record in relation to its responsibilities as a corporate parent and will continue to promote a culture of support while 
looking to review and improve policies and practices to support success in the future. 
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West Highland College UHI Cover Paper 
Committee/Group Name The Board Committee paper 

no: 270618/12

Subject 
CONFIDENTIAL Review of Board position on National 
Bargaining – follow-up paper on advantages and disadvantages 
of changing the current position 

Purpose of paper 

The attached paper is a follow-up to the Board’s discussion in 
March 2018 and provides an outline of advantages/disadvantages 
in changing the Board’s current position on national bargaining.  

The Board is invited to discuss its current position statement. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 

Content sensitivity Confidential and not to be discussed outside this group 
Resource implications 
Give details if yes Yes            SFC funding for college’s needs 

Risk implications 

Yes . The medium to longer term financial impact of national pay 
bargaining for the college’s financial sustainability is still high, with 
SFC’s funding policy beyond the immediate harmonisation 
transition phase for teaching and support staff towards national 
salary, terms and conditions arrangements not yet known. 

Date paper prepared 01/06/2018 
Date of meeting 27/06/2018 
Author Lydia Rohmer 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
N/A     

Action requested 
(tick those that apply) 

   

For decision  
Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? ELT 
How else have you consulted? 

F&GP 6June2018 

Status Confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

No 

* If a paper should not be included within “open” business, please highlight below the reason.
Its disclosure would substantially prejudice a programme of research ☐
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Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☒ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☒ 

Describe 
1.  
2. Until Board have made a decision in June 

2018 
 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

Board 270618/13 
Subject West Highland College UHI Risk Register – review  

Purpose of paper 

 
The attached risk register contains the WHC risk register, and the 
new UHI common risk register, cross-referenced and rated within 
the WHC context.  
 
The college has reviewed all risks for the forthcoming Audit and 
Board meeting in June 2018, providing an updated mitigation 
statement where change in residual risk rating is proposed.  
 
The Audit Committee and the Board are invited to review the 
proposals for change, and adopt/alter as relevant. (changes are 
highlighted in yellow on the risk registers) 
 
WHC risks 9, 10,15, - proposed changes to residual risk 
WHC risk 13 – proposal to rephrase risk, rating and residual risk 
WHC risk 19 – query if risk should be retained or amended 
WHC risk 25 – query if risk should be removed 
 
UHI common risk 1 – residual risk moved from green to amber 
UHI common risk 2 – mitigation updated 
UHI common risk 8 – mitigation updated 
UHI common risk 12 – impact and mitigation updated 
 
Following Board Risk Training on 21 June 2018, further changes 
are being proposed which were discussed in the training session: 
WHC risks 14 and 15 – reclassify from ‘academic ‘ to ‘financial’ 
WHC risks 20-22 &24 – reclassify from ‘Brexit’ to ‘financial’ 
WHC risk 23 – reclassify from ‘Brexit’ to ‘organisational’ 
 
The workshop also focused on how best to develop a risk appetite 
statement for the Board. A draft risk appetite statement is 
included, together with a copy of the framework which was 
considered at the training workshop. 
 
A full review of the risk register, including presentation of risk, was 
planned for June 2018 Board meeting. However, due to Risk 
Training taking place on 21 June, it is proposed to delay this 
review to the next committee/Board cycle in Q1 of AY18/19. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage:  

Content sensitivity Normal 
Resource implications 
Give details if yes No            N/A 

Risk implications Yes  The Board needs to identify major risks which could impact 
detrimentally on its ability to deliver the college’s strategy; the 



 

college executive are responsible for identifying and managing 
mitigation to reduce identified risks to ensure the college achieves 
its strategic aims and performs effectively. 

Date paper prepared 25/06/2018 
Date of meeting 27/06/2018 
Author Lydia Rohmer  
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
N/A     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☒ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
 
Describe here 
Board members attending Risk Training Day on 21 June 2018 
WHC Depute Principal and VP Finance and Corporate Services 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 

 
* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Risk Register

Last reviewed by Board on: 28-Mar-18
For Review by Board on: 27-Jun-18 Last approved by Board on: 28-Mar-18

Each risk is rated, based on likelihood of the risk happening (5 = frequent or very likely; 1 = infrequent or very unlikely) and its level of impact (5 = catastrophic; 1 = insignificant).
Ratings: RED - 20-25; AMBER: 12-19; GREEN: 11 and under

Ref ID
Risk 

Status
Category Risk Description Impact/Evidence

Link to WHC 

Strategy 2016-

2021

Risk Owner
Rating (Likelihood x 

Impact)
RAG Mitigation/Control Residual Risk Rating RAG Review of Mitigation

Date of Next 

Review by 

Board

Change in residual RAG

WHC 1 active financial

reduction of core grant funding from Scottish 

Government in context of comprehensive spending 

reviews

reduction in core grant income potentially 

leading to reduction in breadth of FE and HE 

course provision; may lead to reduction in 

staffing; could affect viability of some college 

centres; impact could affect long-term 

viability of college; SA1 Principal 5x4=20

External liaison via UHI to influence funding 

settlement; work with Colleges Scotland to influence 

input to spending review to SG as well as FE funding 

review, including remoteness and access/inclusion 

funding; work with UHI EO to review HE RAM funding 

model; ensure college cost review, monitoring and 

control in place; continue to increase commercial 

income generation; 4x4=16

Whilst mitigation in college's control is 

working well, economic uncertainty 

persists; long term planning is 

impossible due to year on year 

comprehensive  annual spending 

reviews with uncertain outcomes. 

Unknown economic impact of Brexit 

on public funding exacerbates 

uncertainty. Core Grant FE Funding 

increases for 17/18 and 18/19 

exclusively reserved for national 

bargaining funding; modest increase 

to region in rurality funding for 18/19; 

the college will have to continue to 

negotiate an annual share of funding 

within the regional context. 27/06/2018

RED to AMBER          

(March 2018)

WHC 2 active finanical

Implications from introduction of national pay 

bargaining

Significant increase of staff costs through 

potential national harmonisation of staff 

pay, terms and conditions; worst case 

scenario will affect college's mission, estate 

and income to a business critical extent

People         

Finanical 

Sustainability Principal 5x5=25

Together with FERB and Colleges Scotland Board and 

Principals Group, influence shape of national pay 

bargaining model, transition and funding 4x4=16

short term mitigation has been 

effective in ensuring financial needs 

are fully captured by Employers 

Association and SFC; intention to fully 

fund college needs underpins 18/19 

SFC indicative funding; long term risk 

still extant regarding clarity over SFC 

funding policy beyond harmonisation; 

if funding not fully consolidated, 

potentially business critical risk in 

medium to longer term (3-5 years) 27/06/2018

RED to AMBER          

(March 2018) also see UHI 

risk 7

WHC 3 active finanical

Implications of introduction of new funding model for 

FE

Reduction of 18 funding groups to 4 or 5, 

plus price efficiencies, may lead to reduction 

in college income based on the college's 

credit profile; this may in turn lead to 

reduction of FE courses and staffing; SA1 Principal 5x4=25

Together with FERB, Colleges Scotland Board and 

Colleges Scotland Principals'  Group, influence detail, 

timing and transition of proposed funding reform; 

model impact once relevant detail is available from 

SFC

risk has moved on, as SFC have 

published new approach to 

remoteness funding; SFC have also 

confirmed that the new funding model 

will now not be fully implemented due 

to           NPB; a new model will be 

developed after NPB transition period 27/06/2018

suggestion to remove the 

risk and reformulate 

financial red risks, 

following Board risk 

training workshop in June 

2018

WHC 4 active organisational Failure to ensure effective and efficient staffing capacity

Increased cost of delivery; insufficient 

leadership and professional capacity; impact 

on student experience; impact on business 

continuity;

SA1, 2, 3       

People       

Finanical 

Sustainability ELT 4x4=16

Regular monitoring of relevant KPIs for staffing; full 

development of college's People Strategy 2x4=8 27/06/2018

WHC 5 active financial

Failure to secure sufficient capital funding to provide 

necessary facilities for  planned curriculum growth 

Inability to deliver agreed 3 year curriculum 

plan; inability to deliver agreed esatets 

development priorities; inability to deliver 

college's business plan for growth

SA1 and 3       

Estates and 

Infrastructure

Principal 

with FD 4x4=16

Fully utilise existing estate; utilise reserves to 

facilitate planned curriculum growth; seek relevant 

external/commercial partnerships to invest in 

facilities and equipment ; ensure political and key 

agency lobby to support college investment plans 4x4=16

availability of capital funds uncertain 

in current eceonomic climate; access 

routes/processes to capital funding via 

regional strategic body remains 

unclear, although RSB is a contributor 

to funding the Business Case 

development for CEST 27/06/2018

WHC 6 active financial

Failure to secure reliable ICT infra-structure for VC 

meetings and online course delivery

Inability to deliver contracted delivery; 

Inefficient access to curriculum and class 

size; inefficient communications

SA1 and 2      

Estates and 

Infrastructure    

Finanical 

Sustainability

Principal 

with FD 5x4=20

Shared services project for ICT is likely to deliver 

improved UHI ICT strategy, distribution of resource; 

BT investment in broadband in West Highlands 4x4=16

UHI shared services project on hold; 

some investment to improve ICT 

infrastructure made by LIS and 

through SWAN 27/06/2018

WHC 7 active financial

Failure to realise planned Phase 2 student 

accommodation block at St Mary's (FW)

Inability to provide sufficient student 

accommodation in Fort William, leading to 

inability to attract students from outwith 

Fort William to study on degree and FE 

courses

SA1           Estates 

and Infrastructure       

Financial 

Sustainability

Principal 

with FD 5x4=20

representation of needs through UHI Student 

Residencies Partner Board, FERB and Court 3x4=12

City Heart planning permission in 

place as of March 18; progression of 

project still to be clarified due to 

increased project costs and current 

UHI risk review of all residences 27/06/2018 reduced risk from 16-12

WHC 8 active financial Under-utilisation of Learning Centres

Lack of demand for curriculum. Inability to 

impact positively on local 

economy/opportunity; Reduced student 

numbers; reduced income; inability to 

deliver core funded activity; staffing 

implications; impact on viability of centres

SA1       Financial 

Sustainability ELT 3x4=12

Student activity apportioned across centres. Effective 

curriculum planning and monitoring of demand. 

Marketing strategy in place. Liaison with Highland 

Council and other providers over public transport 

provision, particularly in Skye and Wester Ross 3x3=9 mitigation and controls working well 27/06/2018



WHC 9 active financial

Overprovision of curriculum delivered to Schools which 

is double-funded by Local Authority

Reduction in funded activity; potential 

reduction in courses and inability to meet 

Credit target

SA1 and 3      

Financial 

Sustainability

Principal 

with VPAA 3x4=12

Develop curriculum strategy and review 

methodology; set college limit on schools activity as 

overall percentage of FE activity in context of DYW; 

liaise with Highland Council on strategic alignment of 

college and Education Directorate strategic plans for 

senior phase delivery; work with Colleges Scotland on 

'Learner Journey' lobby to SFC and SG 3x3=9

college controls working well; 

outcome of HC strategic review of 

schools;  outcome of SFC/SG review of 

the learner journey published May 

2018 - contains no proposal for 

funding reduction 27/06/2018

proposal to reduce risk 

from 12-9 (Move from 

AMBER to GREEN)

WHC 10 active financial Failure to meet planned student recruitment targets Loss of income with budget implications

SA1       Financial 

Sustainability VPAA 3x4=12

Develop and implement appropriate quality, 

marketing and recruitment plans.  Ensure good 

experience to aid student retention. Regular 

monitoring through ELT. 3x4=12

met target for FE in 2015/16 and grew 

HE FTE; on course to meet and exceed 

growth targets for FE and HE in 

2016/17; expected to meet FE targets, 

but failure to meet HE targets in 

17/18, likely incurring deficit budget 

for 17/18. 27/06/2018

proposal to increase risk 

form 9 to 12 (Move from 

GREEN to AMBER)

WHC 11 active organisational

Failure to fully implement key systems. (Finance, HR, 

ICT, Quality)

Poor quality delivery; inefficiencies in 

delivery and admin; inability to progress 

WHC to standard required

People      Estates 

and Infrastructure      

Financial 

Sustainability   ELT 3x4=12

Systems identified and adopted. Relevant resources 

allocated in Plan.Training plans in place. 2x4=8 mitigation implemented 27/06/2018

WHC 12 active governance Failure to comply with legal obligations Litigation.High levels of external scrutiny

Financial 

Sustainability Principal 2x4=8

regular review of statutory requirements; policy 

review in collaboration with Secretary to Board 2x4=8 mitigation implemented 27/06/2018

WHC 13 active financial

Failure to develop a Disaster Recovery Policy; re-phrase: 

failure to effectively plan for business continuity

Inability to respond to business disruption 

appropriately

Financial 

Sustainability Principal

3x5=15; revised rating: 

3x4=12

development of disaster recovery policy; replace 

with: assurance through internal audit; annual 

internal testing and training; partnership-wide testing 

and training

3x5=15; revise to 

2x4=8

UHI training and testing undertaken in 

April 2018; WHC training and testing 

undertaken in February 2018; WHC 

internal audit carried out in spring 

2018 27/06/2018

proposal to revise risk and 

risk rating from 15 to 8 

(move from AMBER to 

GREEN)

WHC 14 active

academic: 

proposed change 

to financial Lack of business engagement

Reduction in input to courses so less 

relevance and student placement on 

courses. SA3 VPAA 4x4=16

Ensure full engagement with the business community 

through BEST and DYW West Highland Employer 

Group, as well as Employability Development Team 3x3=9 mitigation implemented 27/06/2018 reclassify risk

WHC 15 active

academic: 

proposed change 

to financial Lack of retention of students

Student withdrawals.Reputational 

damage.Reduction in recruitment.Reduced 

funding for Bursaries.

SA2       Financial 

Sustainability VPAA 4x4=16

Ensure best possible learning experience. Monitor 

Retention via the Learning and Teaching 

strategy.Implement HE and FE retention plan; Advise 

Students at application stage that bursaries are 

means tested and that funds are limited. Student 

engagement formalised through HISA and college 

resource 2x4=8

Retention consistently above national 

and regional average for FE, with non-

continuation rates in HE better than 

UHI average; monitoring and 

management of retention and student 

success consolidated as part of college 

quality culture 27/06/2018

proposal to reduce risk 

from 12 to 8 (move from 

AMBER to GREEN) and 

reclassify risk

WHC 16 active governance

Number of Board members with insufficient skills to 

provide necessary scrutiny

Lack of detailed scrutiny and lack of focus on 

strategic direction SA1-3

College 

Secretary to 

Board 3x4=12

Effective Board recruitment process and training 

(initial and on-going) of Board members, linked to 

Committee responsibilities; ensure Relevant expertise 

across all strategic areas - legal, HR, finance, audit, 

academic, skills matrix 3x3=9

mitigation reviewed and in 

implementation 27/06/2018

WHC 17 active governance

Board members fail to exercise due 

diligence/independent scrutiny Potential mission drift SA1-3

College 

Secretary to 

Board        

Principal 3x4=12

Identify Board performance issues through Board self-

evaluation; implement Code of Good Governance 3x3=9

mitigation reviewed and in 

implementation 27/06/2018

WHC 18 active governance Failure to comply with Code of Good Governance

breach of RSB Finanical Memorandum 

leading to increased scrutiny by RSB, SFC and 

SG; may lead to reputational damage and 

loss of funding; SA1-3

Chair      

College 

Secretary to 

Board 3x4=12

review requirements of Code of Good Governance 

and assure compliance 3x3=9

mitigation reviewed and in 

implementation 27/06/2018

WHC 19 active governance Impact of UHI Strategic Review

Change to UHI articles;Change to post-16 Act 

and current regional governance 

arrangements;Potential loss of influence on 

partnership working within UHI;Potential 

loss of influence to secure adequate 

resources to meet the needs of the West 

Highlands; SA1-3

Chair      

Principal 4x4=16

WHC participation in UHI SWG; Working through 

FERB to secure fair and transparent governance 

throughout the region; work with EO on fair 

implementation of UHI strategic plan 2015-2020 to 

secure regional perspective, including recognition of 

the needs of the West Highlands;Work towards a 

strategic alliance with other colleges in the West 

Highlands to enhance ability to secure resources to 

meet the needs of West Highland communities for 

further and higher education. Principal in newly 

created dual  role as VP Tertiary means college 

perspective is at heart of UHI SMT, and can influence 

regional development. 4x4=16

Outcomes of SWG agreed with 

Scottish Government and 

implementation under way; potential 

changes regarding governance  not yet 

known at this stage; behavioural 

change programme in process of being 

articulated, outcome as yet not 

known. 27/06/2018

Risk extant; Query to 

Board: revise risk in 

context of ongoing 

governance change 

proposals within UHI?

WHC 20 active

Brexit: proposed 

change to 

financial

Removal of ESIF Funding (2014-2020) for 

FE/HE/Research

Expect no change to 16/17 plan; medium 

term: Funding stream at risk. Risk to 

consolidation of FE/HE Growth; risk to ESIF 

funded PHD studentships; Risk to curriculum 

plan for growth, only funded from core.

SA1-3   Financial 

Sustainability Principal 5x4=20

work with UHI to lobby for retention of current ESIF 

funding levels for as long as possible; work with 

Colleges Scotland on lobby to SG; review curriculum 

plans 4x4=16

mitigation active, but not yet known if 

effective; significant financial 

contraction could ensue, but unlikely 

to be business critical in itself 27/06/2018

RED to AMBER          

(March 2018) reclassify risk

WHC 21 active

Brexit: prosposed 

change to 

financial

Removal of Centre for Recreation and Tourism Research 

(CRTR) EU Funding/Inability to access new EU funding

Current EU funding secure for 16/17. Future 

Funding streams based in EU funding 

schemes at risk. Potential threat to 

continued existence of CRTR; threat to WHC 

research activity/profile and research-

informed learning and teaching in outdoor 

and adventure tourism SA2 and 3 Principal 5x4=20

Ensure CRTR staff contracts are linked to funding; 

seek alternative non-EU funding opportunities within 

UK and globally (this requires additional investment); 

continue to support PGT and research degrees for 

staff; work with UHI, US and CS on retention of 

funding levels; 4x3=12

mitigation active, but not yet known if 

effective; whilst significiant, not 

business critical for whole college 

operations; Brexit discussions and 

prelimiary  agreements highlighting 

need to protect access to EU research 

funding for UK 27/06/2018

RED to AMBER          

(March 2018) reclassify risk



WHC 22 active

Brexit: proposed 

change to 

financial Loss of EU students

Risk that EU students applying for HE 

courses starting 16/17 defer or withdraw 

due to uncertainty; EU students will become 

international students required to pay 

international fees - likelihood of significant 

reduction of EU student numbers SA1 Principal 4x4=16 review EU, RUK and international strategy with UHI 4x4=16 mitigation not yet implemented 27/06/2018 reclassify risk

WHC 23 active

Brexit: proposed 

change to 

organisational Loss of key staff

Loss of current EU staff and specialist skills, 

including Principal, if no automatic right to 

remain for current EU citizens once Brexit 

activated People

Chair    

Principal 4x4=16

support EU staff through relevant HR information, 

and support to apply for residence permits, work visa 

and citizenship applications; collaborate with UHI, CS 

and US on lobby to SG and UK Gov 4x4=16 mitigation not yet implemented 27/06/2018 reclassify risk

WHC 24 active

Brexit: proposed 

change to 

financial Loss of ERASMUS - staff and student mobility

loss of funding to support staff and student 

mobility; impact on EU students studying at 

the college; impact on WHC students wishing 

to study abroad; impact on funding for 

scholarship, research and conferences

SA2 and 3   

People     Principal 4x3=12

ensure WHC lobbies mitigation of impact via UHI, CS 

and US to Scottish Funding Council and Government 4x3=12 mitigation impact not yet known 27/06/2018 reclassify risk

WHC 25 active Brexit continued economic uncertainty

Long term instability - no coherent plan for 

sector funding, including potential funding of 

college capital and curiculum plans SA1-3 Principal 4x4=16

ensure WHC lobbies mitigation of impact via UHI, CS 

and US to Scottish Funding Council and Government 4x4=16 mitigation impact not yet known 27/06/2018

Query to Board: remove as 

risk and list as 'issue'?



UHI  Common Risks for review by WHC Board (June 2018)

UHI Risk 

No

Link to 

WHC Risk Date

Risk 

Status Category Description Causes Impact Owner likelihood impact gross risk RAG Mitigation

residual 

likelihood

residual 

impact

residual 

risk RAG Review of Mitigation

Date of 

next review 

by Board
UHI 01 WHC 10 30/03/2017 active financial College does not achieve allocated HE student 

number targets. 

Failure to recruit sufficient students due to 

various factors such as: over ambitious PPF 

target, poor marketing, curriculum gaps, 

poor NNS results etc 

loss of income with budget implications VPAA 3 4 12

Develop and implement 

appropriate quality, marketing and 

recruitment plans.  Ensure good 

experience to aid student 

retention. Regular monitoring 

through ELT.

3 4 12 significant growth in HE 

numbers year on year since 

2010 (from 35 to 280 FTE); 

targets mostly met, but 

undershot by 50FTE in 

2017/18; full analysis and 

mitigation plans in place for 

18/19;

27/06/2018

UHI 02 WHC 10 30/03/2017 active financial College does not achieve allocated FE Credit 

targets. 

Failure to recruit sufficient students due to 

various factors such as: over ambitious 

target, curriculum gaps, ineffective 

marketing and engagement with local 

schools/employers.  

loss of income with budget implications VPAA 3 4 12

Develop and implement 

appropriate quality, marketing and 

recruitment plans.  Ensure good 

experience to aid student 

retention. Regular monitoring 

through ELT.

2 4 8

FE targets met and exceeded 

for last 6 years; on course to 

meet FE targets again for 

17/18

27/06/2018

UHI 03 WHC 15 30/03/2017 active organisation

al

The institution has a poor reputation. Significant or sustained adverse publicity, 

governance/management failure, negative 

comments on social media, poor academic 

results, poor performance in league tables, 

significant withdrawal rates   

Inability to recruit students or attract and retain 

high calibre staff, inability to attract funding 

and/or develop strategic partnerships  

Principal 3 5 15 ensure best possible learning 

experience through quality 

enhancement, student support 

strategy plus people, estates, 

communications and student 

engagement strategy

2 4 8 strategy framework in place 

for quality, people, studet 

support and communications; 

HISA partnership established. 

Retention plan in place

27/06/2018

UHI 04 WHC 23 30/03/2017 active organisation

al

Disruption to services/projects and/or 

partnership working resulting from loss of a 

key staff member.    

Retirement, resignation or death in service of 

key staff member(s). Inadequate succession 

planning. Over reliance on indivduals. 

Associated knock on impacts resulting from 

transition arrangements with staff acting up 

and possible failure of backfill solutions.  

Brexit affecting EU staff's leave to remain, 

including Principal.

Projects delayed due to loss of continuity, 

corporate knowledge gaps and disruption/loss 

of established relationships and contacts.   Loss 

of leadership/operating capacity in key areas.

Principal 

and Chair

4 4 16 People strategy, including talent 

management and succession 

planning to enhance resilience. 

Brexit: support EU staff through 

HR and support for residence/work 

permits; collaborate with UHI, CS 

and US to lobby Scottish/UK Govs.

4 4 16 people strategy in place, but 

impact of Brexit unknown

27/06/2018

UHI 05 WHC 12 30/03/2017 active organisation

al

Non-compliance with relevant statutory 

regulations.

Lack of awareness of relevant laws and 

penalties. Management failures. E.g new 

General Data Protection Regulation from 

25th May 2018, Bribery Act, Health and 

Safety Regulations etc. 

GDPR will provide new rights for individuals and 

impose additional obligations on data 

controllers and processors. GDPR will also 

introduce an increasesd penalty framework for 

non-compliance/data breaches and includes 

new requirements for authorities to ensure that 

they maintain evidence to demonstrate 

compliance with the Law.   

Principal 2 4 8 regular review of statutory 

requirements; policy review in 

collaboration with Secretary to 

Board

2 4 8 mitigation implemented 27/06/2018

UHI 06 WHC 16,17, 

18

30/03/2017 active organisation

al

Governance Failure.  Governing body does not have an 

appropriate balance of skills and experience. 

Role of a governor/director is onerous and it 

is difficult to attract a broad range of high 

calibre individuals to serve for non-

remunerated roles 

Recent advertisements for new members have 

attracted few applications

College 

secretary

3 4 12 effective board recruitment and 

training processes; 

implementation of self and 

external effectiveness evaluation; 

implementation of Code of Good 

Governance

3 3 9 mitigation implemented 27/06/2018

UHI 07 WHC 

1,2,3,8,10

30/03/2017 active financial Financial failure/operating loss. Inability to 

achieve a balanced budget.      

Increased pay costs (national bargaining), 

pensions and NI contributions. Efficiency 

savings are not achieved quickly enough to 

counteract reductions in income.            

Services cut resulting in reduction of teaching 

expertise and/or research capacity leading to a 

reduction in service quality leading to student 

dissatisfaction and risk of reputational damage. 

Principal 5 5 25 working with FERB and CS 

influence funding settlement and 

shape/transition to national 

bargaining; ensure cost control 

system in place

4 4 16
#REF!

short term mitigation has 

been effective in ensuring 

financial needs are fully 

captured by Employers 

Association and SFC; intention 

to fully fund college needs 

underpins 18/19 SFC 

indicative funding; long term 

risk still extant regarding 

clarity over SFC funding policy 

beyond harmonisation; if 

funding not fully consolidated, 

potentially business critical 

risk in medium to longer term 

(3-5 years)

27/06/2018

UHI 08 WHC 5,6 30/03/2017 active financial College estate not fit for purpose. Lack of investment in capital 

maintenance/new capital project 

expenditure. Rapid growth of student 

population without investment in new 

expanded facilities. 

Inability to deliver agreed 3 year 

curriculum plan; inability to deliver agreed 

esatets development priorities; inability to 

deliver college's business plan for growth

Principal 

with FD

4 4 16

Fully utilise existing estate; utilise 

reserves to facilitate planned 

curriculum growth; seek relevant 

external/commercial partnerships 

to invest in facilities and 

equipment ; ensure political and 

key agency lobby to support 

college investment plans

4 4 16
#REF!

availability of capital funds 

uncertain in current 

eceonomic climate; access 

routes/processes to capital 

funding via regional strategic 

body remains unclear, 

although UHI is contributor to 

WHC FBC for a Centre for 

Science and Technology in 

Fort William

27/06/2018



UHI 09 WHC 15, 10 30/03/2017 active organisation

al

Academic quality is sub standard Difficulty recruiting and retaining high calibre 

staff. Conditions and terms of employment 

are not competitve with limited scope for 

career progression. Infrastrucure/estate is 

unsuitable or not fot for purpose..  

Poor performance in quality 

monitoring/assurance reviews. Loss of staff to 

competitor institutions. Poor attainment levels, 

high level of withdrawal and poor retention.    

Damage to reputation. 

Principal 

with ELT

3 4 12 People strategy, including 

attraction, talent management, 

performance and organisational 

development strategies; also 

estates and communication 

strategies

3 3 9 mitigation in implementation 27/06/2018

UHI 10 WHC 06, 15 30/03/2017 active organisation

al

Poor Student Experience  Poor college estate. Dispersed campus with 

limited facilities for social interaction.  

Technology failures. Limited teaching/library 

resources.  

Poor performance in national student 

satisfaction surveys. Reputational damage. 

Impact on ability to recruit future cohorts. Risk 

to core income streams.

Principal 

with ELT

4 4 16 student engagement and retention 

improvement plans; together with 

estates/IT and communication 

plans

3 4 12 mitigation active, but 

improvement required in 

Estates and IT infrastructure 

together with UHI

27/06/2018

UHI 11 WHC 21 30/03/2017 active organisation

al

Research outputs are sub standard Failure to publish sufficient quality papers 

and upload to PURE. Loss of key staff. Lack of 

funding. Inadequate resources allocated to 

research staff. Terms and conditions of 

employment are not comparable with 

competitor organisations. Impact of Brexit 

on access to European projects.  

Damage to reputation. Brexit. Poor 

performance in next REF. Inability to retain staff 

and research teams. Reduced income. Current 

EU funding secure for 16/17. Future Funding 

streams based in EU funding schemes at risk. 

Potential threat to continued existence of 

CRTR; threat to WHC research activity/profile 

and research-informed learning and teaching in 

outdoor and adventure tourism

Principal 5 4 20 Ensure CRTR staff contracts are 

linked to funding; seek alternative 

non-EU funding opportunities 

within UK and globally (this 

requires additional investment); 

continue to support PGT and 

research degrees for staff; work 

with UHI, US and CS on retention 

of funding levels;

5 4 20 mitigation active but not yet 

known if effective

27/06/2018

UHI 12 09/08/2017 Active Financial Institutional, personal and sensitive data is 

corrupted, lost, stolen or misused or servcies 

are disrupted through malicious and illegal 

activities by external individuals or bodies. 

Poor IT security measures.  Equipment with 

security holes. Poor patching regime. Anti-

virus is not up-to-date and comprehensive. 

Firewalls are configured incorrectly. 

Coordinated DDOS attack on university 

infrastructure. Increasing number of security 

alerts. DDOS attacks on UK academic 

institutions up to 527 in 2015 - Janet CSIRT. 

Increase in cyber attacks such as ransomware 

reported in national media. 

Information Commissioner fine of up to £20M 

under new GDPR regulations. Adverse press 

coverage. Loss of confidence by regulators, 

stakeholders and HE sector. Ransomware 

encryption has been detected on UHI network. 

Principal 

with FD

4 4 16
1

Firewalls and proxy filters 

automatically updated regularly. 

Proactive internal and external 

NVT and external scanning for at 

risk devices. Anti-virus software 

deployed to all corporate devices. 

Wi-Fi BYOD on segregated VPN. 

WSUS servers in place for regular 

MS Windows updates. Use of Janet 

Security advice service and 

UHIHelpdesk issues alerts for 

known attacks. UHI IT security 

group formed to share intelligence 

and react to published alerts. 

OpenDNS applied to fcache 

filetring with added protection 

functionality against botnet, 

malware etc.. Real IP address 

ranges reduced. Out of hours 

password reset enabled. 

3 3 9
2

UHI IT Security Policies 

Adopted by WHC Board in 

June 2017; staff mandatory 

training in Information 

Security and Data Protection 

(85% complete) with 

remaining staff to complete as 

part of 

induction/performance 

management; GDPR plan 

being rolled out at present; 

SLA with UHI Data Protection 

Officer

27/06/2018



 

 
Proposed Draft Risk Appetite Statement for West Highland College UHI 
Board of Management (following Risk Training Workshop for Board held 
on 21 June 2018) 
 
 
 
The Board’s appetite to risk reflects an openness to innovative and 
enterprising approaches to the provision of a range of excellent learning 
opportunities for students and communities across the breadth of the West 
Highlands, which is underpinned by a more risk averse attitude to the 
arrangements required to maintain a sustainable and well governed 
organisation.  
  



 

Extract from Board Training Day on Risk, 21 June 2018 
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The quarterly report is an update on key activity across the 
Academic Affairs area since March and any associated 
actions. 
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recruitment position at this point in the year and the results 
of the recent national student satisfaction survey. 
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Academic Affairs Report to the Board  

June 2018 

The following report provides an update summary on the activity of Academic Affairs at this point of 
the year in relation to key drivers, targets and performance activity.    

 
1. Enrolments 

 
The position in relation to enrolled student numbers is that the College has achieved sufficient 
enrolments to achieve both its core FE credit target and ESIF credit target.   This has been 
achieved through increased part-time and school provision and has shown that the trend in 
demand is indeed moving towards a more part-time market.    
 
A review of curriculum planning will be carried out to ensure plans reflect this sufficiently, along 
with the cyclical nature in the demand for some of our full-time provision.    
 

2. Recruitment 

Recruitment for FE full-time courses appears to be slower than expected at this point in the year, 
which may reflect the growing part-time market.   A summer marketing plan is in place to target 
those areas of concern, which include Crofting and Countryside Skills and Construction in 
Portree.   Contingency plans are also in place to compensate for under-recruitment of full-time 
programmes. 

Recruitment for HE:   The number of applications for our degree programmes are slightly higher 
than last year and teams are working hard to ensure offers are made as quickly as possible.  The 
number of students who wish to continue to the next level of their degree course indicate that 
we should retain the number of expected students if they are successful in achieving the results 
needed to progress.     

Recruitment to HNC programmes has improved from last year and applications are still being 
received. 

3. Student Engagement and Feedback 
 

The results for West Highland College UHI from the annual Scottish Funding Council’s national 
Student Satisfaction and Engagement Survey have been confirmed and shows yet another 
increase in the overall level of student satisfaction at the College. 
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In April 2018, 390 students (61 %) took part in 
the survey from across FE and HE.  The 
response rate has increased by over 20% from 
the previous year.  97.2% of these students 
said they were either satisfied or extremely 
satisfied with their overall experience at the 
College.  90% of the full time FE students 
responded to the survey and 100% said they 
were satisfied or extremely satisfied.  
 
Comments like “Fantastic Experience in a caring friendly environment. Thank you”; “I have to say 
on my course the lecturers are both knowledgeable, approachable and genuinely interested in 
the students getting the best. They are fair and provide students with assistance where needed.” 
and “The support during assessments has been high and any feedback has been constructive and 
quick” give a flavour of what students think about their college experience.   
 
When looking at feedback from certain student groups or from students on particular 
programmes, students give an indication of what can be improved.  For example, a recurring 
theme is about improving the methods of making students aware of changes to timetable or 
other activities.   
 
In the past, students frequently commented on issues about technology having a negative 
impact on their learning experience.  Although there are sometimes issues with technology, 
these are normally resolved quickly and students have much fewer concerns about technology.  
One group of high school students who are learning through digital technologies (Google 
Classroom and Google Hangouts) are very positive about learning through digital technologies.  
“The course has encouraged me to apply to do a degree in Psychology.  The use of online 
resources will help adapt to university education through the new skills gained.” and “I have 
enjoyed the course and being treated like an adult.  The course has been well organised through 
Google classroom.”   
 
We will continue to address areas for improvement raised by students through surveys and 
student rep groups. 
 

4. Activity to Note 

STEM:  In May, the College, in conjunction with the Energy Skills Partnership, delivered 2 ‘Big-
Bang’ events at Lochaber and Portree High Schools.   Both events, which featured a range of 
employers and STEM-related agencies, were well attended by a number of schools in the 
Lochaber and Skye areas.   The College showcased computing and digital, sports science, health, 
marine science and construction. 

We hope to repeat these events on a regular basis, together with other STEM-related 
promotional events for schools and as part of the new regional STEM-hub activity, of which WHC 
will be a part. 

Showcase Events:  A number of events were held across the College, which showcased student 
work and achievement.  These included: 

• Skills for Work – Professional Cookery:   Pupils for Lochaber and Kilchumen High Schools 
cooked a 3-course meal for families, teachers and invited guests in Fort William.  The 
standard of food was excellent and enjoyed by all. 
 

90.3%

94.8%

95%

97.20%

86.0% 88.0% 90.0% 92.0% 94.0% 96.0% 98.0%

2014/2015

2015/2016

2016/2017

2017/2018

Overall, I am satisfied with my college experience
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• Creative Arts:  The usual end of year student music and fashion show in Fort William was 
expanded this year to include work from the Creative and Digital Media students, the 
new part-time art course and NC professional cookery.   It also included Rockskool pupils 
from Lochaber High, Ardnurmurchan and Kinlochleven.   As always, the standard of work 
was high and the event was very well attended. 

 
• Art and Design and Photography show:  The end of year show in Portree and 

Auchtertyre once again showcased the talent of our full and part-time programmes, 
which were well attended. 

 
We hope to further develop a more integrated approach to student end of year showcases 
to ensure more of our curriculum areas are involved and also used for promotional purposes 
around our different centres. 

 
5. Looking Forward 

The key areas of activity for the year ahead will largely focus on the following: 

• Strengthening student guidance and support to ensure continued improvement in 
student retention, achievement and progression for all students 

• Strengthening curriculum planning and delivery  
• Improving access to data to support evaluation and decision making 
• Continuing regional collaboration  
• Improving employer engagement for curriculum development and delivery 
• Strengthening collaboration with DYW partners 
• Continuing development of plans for STEM curriculum and Centre for Science and 

Technology 
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Engineering and Manufacturing Technologies. 

The plans align closely with local and regional economic 
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areas within UHI and the funding priorities of the Scottish Funding 
Council. 

Although the College currently delivers curriculum across all the 
areas above, with the exception of engineering, these plans 
cannot be realised within the existing College estates and are 
dependent on the build of the Centre for Science and Technology 
in Fort William. 
The plans are also dependent on the College securing additional 
resource and investing in staff expertise and capacity, especially 
in the area of engineering.   The College will also need to secure 
additional credit allocation for the new curriculum or prioritise 
provision within the existing allocation. 
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Board Report - June 2018 

Update on STEM curriculum plans 

Following the publication of the plans for the College’s STEM curriculum in 2017, work has continued 
to refine these plans further in line with ongoing consultation and engagement with employers and 
partner organisations and to reflect new developments such as the planned alloy wheel plant in Fort 
William.   
 
The plans continue to reflect our aim to offer a locally accessible STEM-related curriculum across FE 
and HE, including school and work based learning, and which will be provided through a combination 
of face-face and networked delivery in collaboration with UHI and other partners.    
 
 This paper provides an update on progress in the 4 key areas of development and a summary of the 
planned provision is attached. 
 
1 Construction, Engineering and Manufacturing Technologies 

A number of consultations have taken place with employers, UHI and partner agencies to endorse 
curriculum plans for FE, work based and HN provision and to clarify the potential demand.   
Employers continue to confirm their requirement for local provision of apprenticeship and CPD 
programmes. 

Planned new provision in the Construction area centres largely on Modern Apprenticeships, CPD and 
Higher National programmes.  

For Engineering, the plan is to introduce a full FE curriculum, including Modern Apprenticeships, and 
CPD provision within the first 2 years of the opening of the new Centre.  We would also plan to 
introduce HN programmes in mechanical and electrical engineering and evolve this to include 
degree provision.   Work is progressing to scope out demand for a work-based degree in engineering 
manufacturing in order to meet potential demand from a range of employers and Liberty in 
particular.   The College is working with the UHI subject network lead for engineering and one of the 
ESIF-funded sector engagement managers to do this and there is potential to secure ESIF funding for 
a curriculum development post to develop the programme. 

The College is also continuing to explore options for establishing a temporary facility to introduce a 
school programme for engineering in order to start to build the skills pipeline that is needed and in 
response to the added demand for these skills that the entry of Liberty into the area has increased. 

A number of visits to other colleges and universities have taken place to look at the facilities and 
build layouts that would best accommodate the curriculum and a number of workshops with 
colleagues from other UHI academic partners, the Energy Skills Partnership and the architects for the 
new Centre for Science and Technology have taken place to advance the design of the workshop 
areas. 
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2 Health Studies 

The College already offers a range of FE and HE programmes in this area and has plans to increase its 
range of part-time professional development awards in this area over the next 2 years and to attract 
male applicants to courses in order to address the gender balance.   

The proposed new curriculum for Health has been progressed in line with the ongoing developments 
in the UHI School of Health and in consultation with NHS colleagues at the Belford Hospital.   This 
has included a scoping exercise to identify demand and use for a clinical simulation suite in the new 
Centre, which would offer CPD training for NHS and allied health professionals. 

More recent engagement with the Head of the Schools for Health at UHI and the Chief Executive of 
NHS Highland has confirmed that the College – through the new Centre - is likely be identified as the 
3rd regional hub for the School of Health and approved to offer the full nursing degree (the College 
had previously only been approved to offer degree modules after 2021).    Discussion is now also 
taking place with NHS to explore development of a CPD programme for doctors in mountain 
medicine and close collaboration for delivery of training and use of shared resource and support, 
including rural GP placements.   

Discussions are also ongoing with the NHS in relation to shared services between the new hospital 
and College centre builds in Fort William. 

 

3 Digital, Computing Science and IT 

The College has now established a range of FE programmes and will introduce HE provision in 
2017/18 through 2 new planned HNC courses.   Further planned provision includes HND and degree 
programmes and digital provision as part of broader engineering and maritime-related courses. 

 

4 Science and Maths 

The plans for this area include increasing our provision of maths for maritime courses and for online 
Highers and the provision of science units in the Heath programmes.   Scoping is planned to assess 
demand for programmes in in the areas of sports and earth science. 

 

The College continues to engage with key stakeholders to secure the required funding to achieve 
these plans. 
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Engineering Curriculum 

 

 
 
COURSES 

LEVEL 

IM
PLEM

EN
TATIO

N
 

TARG
ET 

EN
RO

LM
EN

T  
YEAR 1 

PRO
JECTED  

CREDITS 
YEAR 1 

FU
N

DIN
G

 STREAM
 

YEAR 1 

IN
CO

M
E 

Skills for Work: Engineering Skills  4/5 2020 14 
 

56 SFC £15,664 

Pre Foundation Apprenticeship – Engineering 5 2020 14 56 SFC £15,664 
National Certificate in Engineering Practice* 5 2021 14 280 SFC £68,320 
National Certificate in Engineering Systems* 6 2021 10 200 SFC £48,800 
SVQ2 Performing Engineering Operations* 6 2020 10  SDS £50,000 
FA Engineering 6 2020 10 100 SFC £24,400 
MA Engineering*  5/6 2020/21 

2020/21       30                                      SDS                      £150,000 
2020/21 

MA Fabrication and Welding*  5/6 
MA Marine Engineering* 5/6 
CPD Fabrication, Engineering and Welding  2020 20 

 
 Commercial £20,000 

HNC Engineering Practice 7 2020 8  SFC £31,576 
MSc Engineering Manufacturing 10 2021/22 5  SDS £35,000 

 

*Stand-alone and combined classes 

 

Scoping will also take place to assess demand for courses related to design and build of outdoor adventure equipment and into future demand 
for Acquaculture once the Newton Room is established 
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Construction Curriculum 

 

COURSES 
 
 
 
 

LEVEL 

IM
PLEM

EN
TATIO

N
 

TARG
ET 

EN
RO

LM
EN

T  
YEAR 1 (fte) 

PRO
JECTED  

CREDITS 
YEAR 1 

FU
N

DIN
G

 STREAM
 

YEAR 1 

IN
CO

M
E 

Skills for Work: Construction Crafts  4 Current 14 56 SFC £13,664 
Skills for Work: Construction Crafts  5 Current 14 56 SFC £13,664 
Certificate in Construction Skills 5 Current 14 280 SFC £68,320 
NC Built Environment 6 Current 14 280 SFC £68,320 
FA Construction/Civil Engineering   6 2020 10 100 SFC £24,400 
MA Construction/Civil Engineering* 6 2020 8  SFC/SDS £40,000 
Tailored short CPD courses 5-7 2020 5  Commercial £3,750 
HNC Built Environment/Construction Management 7 2020 8  SFC £31,576 

 

 

*Dependent on new on-site delivery model and roll out of shared apprenticeship scheme 

 

Scoping to take place for potential of building energy design 
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Computing Science and IT Curriculum 

 

COURSES 
 
 
 
 

LEVEL 

IM
PLEM

EN
TATIO

N
 

TARG
ET 

EN
RO

LM
EN

T  
YEAR 1 (fte) 

PRO
JECTED  

CREDITS 
YEAR 1 

FU
N

DIN
G

 STREAM
 

YEAR 1 

IN
CO

M
E 

NPA Software Development 4 Current 6 36 SFC £8,784 
NPA Digital Media Production 6 Current 6 36 SFC £8,784 
NPA Digital Media Animation 6 Current 6 36 SFC £8,784 
NPA Web Design Fundamentals 5 Current 6 36 SFC £8,784 
FA Computing:  Software Development 6 Current 10 120 SFC £14,640 
NQ Computing Science 4/5 Current 6 24 SFC £2,714 
NQ Higher Computing Science 6 Current 6 24 SFC £2,714 
Certificate in Computing with Digital Media 5 Current 10 200 SFC £48,800 
Certificate in Computing with Digital Media 6 Current 8 144 SFC £35,136 
FA Creative Digital Media  6 Current 10 120 SFC £14,640 
Maritime Computing (Database Training) - 1 User 2017  5   Commercial £12,000 
Maritime Computing (Database Training) - 2 Adv 2017  5   Commercial £12,000 
Maritime Computing (Database Training) - 3 Administrator 2017  5   Commercial £12,000 
BSc Computer Science (HNC/D Computing) Yr 1 10 2018 8 N/A SFC £34,360 
BSc Creative Digital IT (HNC/D) Yr 1 10 2018 8 N/A  £34,360 
BSc Modelling (Robotics) 10 2021 7 N/A SFC £34,360 
BSc Networking 10 2021 8 N/A SFC £34,360 
Vendor-type Qualifications, eg 

• Oracle 
 2020 5  Commercial £2,500 
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• Cisco 
• Microsoft 
• VM Ware 

 

Further scoping will be carried out to assess demand for both full-time, part-time and industry targeted courses in the following areas: 

• Omni-channel marketing 
• Stock and Inventory Control 
• Outdoor adventure media (filming/photgraphy)  
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Health Services Curriculum 
 

 
 
 
 
 

LEVEL 

IM
PLEM

EN
ATIO

N
 

TARG
ET 

EN
RO

LM
EN

T  
YEAR 1 (fte) 

PRO
JECTED  

CREDITS 
YEAR 1 

FU
N

DIN
G

 STREAM
 

YEAR 1 

IN
CO

M
E 

NQ SFW Early Education and Childcare 4 current 14 84 SFC £20,496 
FA Children and Young People 6 Current 10 40 SFC £9,760 
FA Health and Social Care 6 Current 10 40 SFC £9,760 
Certificate in Early Education and Childcare 6 Current 14 308 SFC £75,152 
Certificate in Child Health and Social Care: 

- Access to Nursing 
- Access to Social Services 

5 Current 14 308 SFC £75,152 

Certificate in Health and Social Care 6 Current 8 192 SFC £46,848 
HNC Childhood Practice 7 Current 10  SFC £42,950 
HNC Social Services 7 Current 10  SFC £34,540 
BA Child and Youth Studies (hosted)  Current     
BA Childhood Practice (hosted)  Current     
BA Health Sciences (hosted)  Current     
PDA Mental Health Peer Support 7 2018 5  Commercial  £1,500 
PDA Excellence in Dementia Care 7 2019 5  Commercial £1,500 
PDA Supporting Individuals with Autistic Spectrum 
Disorders 

7 2019 5  Commercial £1,500 

Digital Health CPD 7 2020 5  Commercial £1,500 
PDA Administration of Medication 7 2019 5  Commercial £3,000 
Health & Social Care Supervision CPD 7 2018 5  Commercial £1,500 
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Leadership & Management for Care Services CPD 9 2018 5  Commercial £1,500 
Tele healthcare CPD 6 2020 5   Commercial £1,500 
Residential Childcare 7 2020     
MA - Auxiliary Nursing Staff       
Nursing Degree   From 

2021 
    

 

Scoping: 

Green Health 
Mountain Medicine 
CPD – health professionals/non-health professionals 
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Science and Maths Curriculum 

COURSES 
 
 
 
 

LEVEL 

IM
PLEM

EN
TATIO

N
 

TARG
ET 

EN
RO

LM
EN

T  
YEAR 1 (fte) 

PRO
JECTED  

CREDITS 
YEAR 1 

FU
N

DIN
G

 STREAM
 

YEAR 1 

IN
CO

M
E 

NQ Maths 5/6 2018 12 48 SFC £11,712 
NQ Environmental Science 6 In place 6 24 SFC £5,856 
NQ Higher Psychology 6 In place 6 24 SFC £5,856 
NQ Higher Sociology 6 2016 6 24 SFC £5,856 
NQ Biology 6 2020 6 24 SFC £5,856 
Earth Sciences – short courses 5-6 2020 10  Commercial £5,000 
Earth Sciences – full/part time HE 7-9 2021 3 (fte)  Commercial £7,500 

 

Potential for delivery of Higher/Advanced Higher:  Physics, Chemistry 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board 270618/16 
Subject WHC Enhancement Plan Action Update 

Purpose of paper 

This is a cover paper only, and assures the Board that the college 
has sufficiently met the objectives of the college enhancement 
plan. 
 
The College Management Group and Academic Affairs monitor 
the college Enhancement plan, through an action plan on a 
regular basis.  The plan links to published college Evaluative 
Report and Enhancement Plan.  The college has completed or 
progressed all actions as planned, with the exception of one 
action.  
 
Action 3.11 to progress the provision of a suite of equality and 
diversity performance reports in relation to student retention and 
success.  As this is linked to a far greater regional need for an 
automated data dashboard system, as such the progress is 
slower than expected.  However, the college will continue to use 
reports with teams which pull out information on discreet 
groupings of students (eg protected characteristics, care 
experienced learners). 
 
Should Board members wish to see the action plan please contact 
Fiona Grant. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒ 
2. Excellence for All ☒ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
The enhancement plan links to overall operational objectives and 
other plans.  It enables the college to achieve strategic plan aims 
and the ethos of Excellence for All.   

Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications No  Risk mitigation is in place for outstanding action. 
Date paper prepared 18/06/2018 
Date of meeting 27/08/2018 
Author Fiona Grant 

Equality Impact Assessment 
No  If no, explain why, if yes give details of impact assessment. 
Equality and diversity considered throughout the enhancement 
plan. 

Action requested 
(tick those that apply) 

For information ☒ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☐ 

Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☐ 

Which other committees have been consulted?  
How else have you consulted? 
 
Through staff meetings in departments.  CMG and AA monitor 
progress.  Individual meetings between QLT and managers. 
QLT sends updates to Education Scotland HMI. 
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External ☒  
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 

 
* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

270618/17.1 
Subject Records Management Policy Update 

Purpose of paper To endorse the updated – change to remove retention schedule 
from policy since it requires annual updating. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 30/05/2018 
Date of meeting 27/06/2018 
Author Matt Simpkinson – Director of Finance & Estates 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
F&GP 6June2018 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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1.0 Purpose 
 

1.1  The purpose of this policy is to provide a framework to ensure that a records 
management function is established within the College. This will ensure that 
records are managed in a way that supports the sharing of knowledge and 
information. The policy aims to promote best practice and to allow the College 
to comply with its statutory obligations, mainly under the Freedom of 
Information (Scotland) Act 2002 and the Data Protection Act 1998. 

 
2.0 Policy 
 

2.1 West Highland College UHI recognises that recorded information is a key 
resource to effective operation and accountability, providing valuable evidence 
of the College’s activities and transactions. 

 
2.2 Records are vital to the College in its current and future operations, in meeting 

legislative requirements, for the purpose of accountability and for an 
awareness and understanding of its history and procedures. The College’s 
Records Management Policy requires that records should only be kept for as 
long as they are needed for legal, business, or other reasons. 

 
2.3 The long-term storage of records is very expensive, both in terms of the space 

occupied and the human resources needed to look after them. 
 

2.4 This policy governs the retention and disposal of records by West Highland 
College UHI, to ensure records are managed in a systematic and cost- 
effective manner. 

 
3.0 Scope 
 

3.1 This policy applies to all recorded data which is created, collated, processed, 
used and retained in the course of College business. This can include paper, 
electronic, digital, and multimedia records. 

 
3.2 Records Management is the practice of maintaining the records of an 

organisation from the time they are created up to their eventual disposal. This 
may include classifying, storing, securing, and destruction (or in some cases, 
archival preservation) of records. 

 
3.3 Departmental retention schedules detail staff responsible for retention and 

management of various  records. Records should not be kept for any longer 
than the maximum retention period specified in said retention schedules. 

 
3.4 The policy covers all records retained and managed by the College. 

 
4.0 Responsibilities 
 

4.1 The member of staff designated as The Freedom of Information Officer is 
responsible for the design, implementation and maintenance of this policy. 
The Freedom of Information Officer will also be responsible for staff 
awareness of records management issues to ensure that they are aware of 
their obligations in this area. 
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4.2 All Directors and Managers are responsible for monitoring the creation, 
security and disposal of records retained in their department. 

 
4.3 All College staff are responsible for ensuring that records they create and 

receive are managed in accordance with this policy and conform to the 
guidance and procedures described. 

 
4.4 The Estates and Facilities Manager is responsible for management of physical 

records including the transferral of, and retrieval of records from storage 
areas. 

 
This policy will be reviewed as necessary to ensure compliance with legislation and 
fulfilment of College requirements. 

 
5.0 Definitions 
 

Data Protection Act 1998 - Provides legal rights to individuals with regard to the 
personal information held about them by others. 

 
Freedom of Information (Scotland) Act 2002 - Provides a general statutory right of 
access to information of any age and in any format held by Scottish public authorities, 
subject to a number of limited exemptions. 

 
Archives - Records that are recognised as having long-term (including historical and 
cultural) value. 

 
Business Critical Records - Those records crucial to the conduct of the College's 
business and without which the College would be unable to function should they be 
destroyed by fire, flood or any other catastrophe. 

 
Disposal - The process of destroying records at the end of the appropriate retention 
period. 

 
Non-Business Critical Records - Those records which have little or no business value, 
though they may be used for other purposes. 

 
Records - Any data held by the College in any format. They may relate to individuals, 
statistics, finance, procurement or any other aspect of College business. 

 
Records Management - The process for the systematic management of all records 
and the information or data that they might contain. 

 
Retention Periods - An index to different types of records, detailing how long they 
should be kept for in order to meet operational and legal requirements. 

 
6.0 Key Principles 
 

Each area of the College must have in place adequate arrangements for 
documenting its activities, with due regard to any relevant legal and regulatory 
instruments which may apply. Arrangements will reflect the following aspects:- 
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6.1 Record Creation 
 
• Appropriate records, arranged and indexed for rapid retrieval. 
• Procedures for keeping the system updated. 
• Appropriate staff training for those who use the system(s). 
• Retention periods (see departmental retention schedules). 
• The process for creating and maintaining a robust records system is 

outlined in Appendix 1. 
 

6.2 Records Maintenance 
 

Appropriate storage facilities, which allow access for relevant staff, but are 
secure enough to comply with Data Protection Law (see the College Data 
Protection Policy). 

 
Identify vital records and apply appropriate protection, including backup if 
applicable. 

 
6.3 Records Closure 

 
Records should be closed as soon as they have ceased to be of active 
operational use (usually after no more than 4 years). Non-current records 
should then be moved to designated storage facilities. 

 
6.4 Retention Periods 

 
The College will retain permanently records which are essential to the College 
and which document policy, structure and process, including: 

 
• Legal status and remit. 
• Principal administrative processes. 
• Top level decision making and policy formation. 
• High profile aspects of interactions between the College and its major 

partners or community. 
 

Realistic retention periods for records should be decided as records are created; 
Appendix 3 may be used as a guide. 

 
Consideration should be given to the following factors: 

 
• Is the record required for day to day running of the College? 
• Is the record required for legal purposes, e.g. invoices, major contracts? 
• Is there legislation that governs how long the record should be kept, 

e.g. European grant funding records? 
• Is it liable to be of ongoing public interest (Freedom of Information)? 

 
At the end of the retention period, an appraisal process should be undertaken to 
decide if the records should be retained for longer, archived or destroyed. A schedule 
should be retained to record this process (see Appendix 2). 
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6.5 Disposal 
 

All records authorised for disposal must be destroyed in as secure a manner as is 
necessary for the level of confidentiality or security they merit. This applies to 
electronic records as well as physical records. 

 
Linked Policies/Related Documents 

 
• Data Protection Policy 
• Freedom of Information Model Publication Scheme 
• Environmental Information Regulations Policy (Draft) 

 
Relevant Legislation 

 
• Freedom of Information (Scotland) Act 2002 
• Data Protection Act 1988 
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Appendix 1 
 
Active Records Management Process 

Inventory 
 

• Identify record classes. 
 

• Do copies exist? Ascertain master copy. 
 

• Establish location and ownership. 
 

• Identify retention obligations; statutory, regulatory or public interest. 
 

• Review existing retention practice; is the current retention period appropriate? 
 
Storage 

 
• Storage arrangements should allow for easy retrieval. 

 
• Location should be secure, in line with the confidentiality and/or sensitivity of the 

information. 
 

• Ensure environmental conditions are appropriate to avoid potential damage to the 
records. 

 
Appraisal and Disposal 

 
• At the end of the retention period, the relevant manager should appraise records and 

mark for further retention, archival or disposal as appropriate. 
 

• Record activity using form available at Appendix 2. 
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Appendix 2 
 

Records Retention/Disposal Schedule 
 

College Department - 

Reference Description Retention Period Archive Date Disposal Date 
Disposal 

S ignature Comments 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

270618/17.2 
Subject Recruitment, Selection & Retention Policy 

Purpose of paper To attract and retain staff of the highest calibre and a strategic 
professional approach to recruitment is essential to do this. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒ 
2. Excellence for All ☐ 
3. Other strategies ☒ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 01/06/2018 
Date of meeting 27/06/2018 
Author HR Manager 
Equality Impact Assessment 
(EIA) 

Yes  If no, explain why, if yes attach the EIA. 
          

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
Staff Consultation Meeting on 15th June 
F&GP 6 June 2018 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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1 Purpose  
 
West Highland College UHI is committed to attracting and retaining staff of the highest 
calibre and a strategic professional approach to recruitment is essential to do this. 
 
Our Vision 
 
West Highland College UHI will be the education provider of choice, delivering leadership 
and excellence in learning, training and support for all students, businesses and rural 
communities. We are committed to providing a learning and working environment which 
advances equality, diversity and inclusion and where everyone is respected, valued and 
supported. 
 
This ethos is supported by our values which apply to everyone who comes to the College to 
learn or work.  
 
Our Values 
 
Inclusive 
Respect individual values and proactively promote equality and diversity. 
 
Individualised 
Recognise and take account of personal need, aspiration, skill and ability.  
 
Innovative 
Continually improve the way we design and deliver our programmes; develop best practice 
through creative approaches to learning and teaching and effective use of technology.  
 
Intercultural 
Embrace and celebrate diversity through integration and interaction.  Recognise all forms of 
difference and actively engage and learn from each other.  
 
It is becoming increasingly important, as the College evolves and changes, that new recruits 
demonstrate behaviours that fit with our values, show a willingness to learn, are adaptable 
and have the ability to work as part of a team.  People are the College’s most important 
resource, therefore it is vital that the recruitment and selection process, whilst being fair, 
efficient and cost effective, also ensures that the most suitable candidates are being 
employed in order to maintain a motivated workforce delivering high quality tertiary 
education. 
 
2 Scope 
 
This policy applies to all employees and job applicants and should be read in conjunction 
with the College Equality and Diversity Policy and People Strategy. The policy and 
procedure covers all activities that form part of the recruitment, selection and retention 
process. 
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3 Policy 
 
Equality of Opportunity in Employment 
 
The College is committed to providing a learning and working environment which advances 
equality, diversity and inclusion, where everyone is respected valued and supported. To 
meet this commitment the College’s Recruitment, Selection and Retention Policy and 
Procedure will: 
 
• Be fair and consistent; 
• Be non-discriminatory; 
• Conform to all statutory regulations and agreed best practice. 
 
To ensure that this is achieved, a process for recruitment and selection monitoring 
will be incorporated into the Recruitment, Selection and Retention Procedure. This 
will provide a positive framework within which applicants are given every opportunity 
to demonstrate their abilities regardless of any protected characteristics. 
 
The College welcomes applications from all under-represented groups, including 
black and ethnic minorities and disabled people, in its quest that its staff profile 
reflects the wider community and is inclusive for all.  
 
The College will carry out statistical monitoring of the recruitment and selection 
exercise and amend the process if appropriate in an attempt ensure that the staff 
profile reflects the wider community and the College’s aim of social inclusion.  
 
The College wishes to promote Equality of Opportunity and, in particular, to introduce 
clear guidance about how applicants/candidates with disabilities must be treated in 
relation to reasonable adjustments. 
 

Authorisation 
 
Before the recruitment and selection process proceeds formal authorisation must be given 
by a member of the Executive Leadership Team on completion of a recruitment request 
form. 
 
Once the process has been authorised, the Human Resources (HR) team must be consulted 
regarding the timescale and method for advertising and the associated paperwork and 
arrangements.  
 
For appointments at Senior Management level see Appendix 1  
 

Advertising 
 
Internally 
All College vacancies will be advertised internally and an all staff email will be sent out from 
HR containing the details of each vacant position. 
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An internal advert inviting applications from existing employees benefits the College by:  

• Developing the Team – Traditionally, employees have gained experience by moving 
upwards within the College.  However, it is worth bearing in mind that lateral moves can 
also broaden experience and offer development opportunities. 

• Succession Planning – Preparing employees through mentoring and training to develop 
through the business. 

 
Externally 
Advertising a job externally can attract a larger pool of applicants, thereby increasing the 
likelihood of finding the right person for the job. Where it is deemed appropriate by Executive 
Leadership Team vacancies will be advertised externally as well as internally to ensure a 
pool of applicants. All external posts will also be made available for internal applicants. 
 
For certain job markets it might also be appropriate and better value for money, to go directly 
to a specialist recruitment or headhunting agency – this will rarely be the case and the 
Principal’s authority will be required, upon the advice of the HR Manager. 
 
Where posts are advertised externally, the College will, through positive engagement, seek 
to promote these amongst community based organisations which seek to assist traditionally 
disadvantaged groups seeking employment i.e. disability groups, ethnic minority 
organisations, etc. The College also commits to maximising ICT based recruitment media.  
 

Shortlisting 
 
Applications will be treated confidentially and circulated only to those staff directly involved in 
the recruitment and selection process.  
 
Shortlisting decisions will be based upon the person specification and objective job based 
criteria.  
 
Staff involved in the recruitment process must disclose to HR if they are related to a 
prospective candidate or are a personal friend.  
 
Documentary evidence of a fair process will be maintained should a candidate raise a case 
of unlawful discrimination against the College and to enable honest and accurate feedback 
to be provided to unsuccessful candidates if required.  
 
Where an applicant identifies themselves as being disabled (under the terms of the Equality 
Act 2010) the HR Team will discuss whether any reasonable adjustments will be required if a 
candidate is selected for interview.  The equality information will not be revealed to any 
selection panel for any other purpose than the provision of reasonable adjustments at 
interview 
 

Interviews 
 
Interview panels will be composed of appropriately trained staff, and include a member of the 
HR team unless agreed by the Principal and HR Manager that this is not necessary.  
 
In the case of permanent teaching staff and management grade staff the appointing officer 
will be a member of the College Management Team.  
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All questions will be relevant, job related and within the scope of current legislation. All 
candidates will be asked the same questions and scored using an agreed assessment 
template.  
 
Additional methods of selection may be useful in assessing a candidate’s suitability for a 
post, i.e. typing tests, short written questions, scenario based written or verbal exercises, 
etc. 
 

Offer of Employment 
 
A recommendation for a permanent appointment must be presented to the Principal and 
agreed.  
 
All offers of employment will be subject to two satisfactory references, evidence of  
eligibility to work in the UK, and confirmation of educational qualifications.  
 
All offers of employment will be subject to the successful completion of an enhanced criminal 
records disclosure from Disclosure Scotland.  
 

Notification of Outcome  
 
The College commits to informing all applicants regarding the outcome of their application 
within a reasonable timescale. The College will also provide honest and accurate feedback 
to applicants on request.  
 

Induction  
 
The College commits to providing relevant induction training to all staff and monitoring the 
effectiveness of this training in line with the Staff Induction Procedure and Guidance.  
 

Probationary Period  
 
The College recognises that a supportive and developmental probation process is vital in 
providing support and training for new members of staff on commencement of employment.  
All new staff therefore have a Probation Period, or in respect of staff who have been 
transferred or promoted into different posts an Appointment Support Period in line with the 
Probation/Appointment Support Procedure and Process. 
 

Retention  
 
The College is committed to the retention of staff and reducing turnover and supports the 
following initiatives to achieve this end.  
 

• Participation in benchmarking exercises to give early warning of imbalances in the 
College’s remuneration packages vis a vis the Sector and for Industry.   

• Ensure all staff are valued and those staff showing potential for promotion are 
developed.  

• Provide adequate training and development to all staff to encourage retention.  
• Conduct exit interviews for all leavers, including those who move posts within the 

College.   
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• Record, monitor and analyse exit interview data on a regular basis. 
• Enforce yearly in depth and honest appraisals.  
• Support staff in the balance between home and work commitments.  

 
Retention of Documentation (Data Protection Act 1998)  

 
In line with legislative requirements, recruitment documentation will be held securely by the 
Human Resources department for six months, after which time it will be destroyed 
confidentially.  
 
4 Responsibilities 
 
The Executive Leadership Team is responsible for ensuring that this policy is fully 
implemented throughout the College. 
 
The College Management Team, all Managers and Team Leaders have a duty to ensure 
that the College's policies including this policy are implemented within their sphere of 
activities and responsibility. 
 
The HR Manager is responsible for reviewing and updating this policy. 
 
All Staff are responsible for adhering to this policy. 
 
5 Linked Policies 
 
West Highland College UHI Strategic Plan 
Equality & Diversity Policy 
Probation/Appointment Support Procedure and Process  
Staff Learning & Development Strategy and Policy 
People Strategy 
Staff Induction Procedure and Guidance.  
Performance Management Policy and Procedure 
 
Review  
 
This policy will be reviewed by June 2021 or when circumstances change any part of it.  
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Appendix 1 : Recruitment of Senior Management Staff or Principal  
 
When a vacancy occurs at Senior Management level the Search and Nominations 
Committee of the Board will consider and agree the job specification, remuneration package 
and the recruitment process that will apply.  
 
The Principal, in liaison with Human Resources, is responsible for providing information on 
the remuneration packages of senior staff, to enable these to be benchmarked internally 
(and against the sector) if appropriate.  
 
The process will be managed by the Principal.  
KEY POSTS are identified as  
Depute Principal/Vice Principal Academic Affairs 
Vice Principal Finance and Corporate Services 
Assistant Principal – Quality Learning and Teaching  
 
Special arrangements will be put in place for the recruitment of a new Principal and these 
arrangements will be drawn up by the Search and Nominations Committee for approval by 
the Board. 
 
In this instance best practice calls for the inclusion of an independent view through the use of 
consultants or independent members of selection panels. 
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1 Purpose 

The purpose of this policy statement and the related procedure is to: 

• provide a framework within which grievance issues can be resolved in a way which is
designed to promote fairness and maintain good employee relations in order to have
a motivated and professional workforce able to deliver the operational objectives of
the College;

• ensure that grievances are resolved promptly, fairly and consistently;
• identify staff responsible for contributing to the resolution of grievance issues; and
• ensure that the possibility of damage to sound professional relationships within the

College is minimised.

2 Scope

This policy outlines the basis on which informal and formal grievances and collective 
disputes will be handled and resolved for all staff employed by the Board of Management. 
Where a collective grievance is being raised, the group of staff will nominate one colleague 
to represent the group at all stages within the policy. Anonymous complainants or complaints 
on behalf of someone else will not be considered. 

The grievance policy has been agreed following discussion with staff representatives and will 
not be amended without further consultation taking place.  This procedure document is a 
statement of intent and is not intended to be contractually binding.  

3 Policy 

3.1  Grievance Issues 

A grievance issue may arise where a member of staff has a problem or concern about 
their work, working conditions, or relationship with a colleague or manager.  The 
following list gives an indication of the kind of issues which can give rise to a 
grievance, but is not exhaustive: 

Terms and conditions of employment; 
Health and safety; 
Work relations; 
Working practices; 
Working environment: 
Organisational change: 
Discrimination. 

Issues resulting from a complaint regarding the behaviour, conduct, or work 
performance of a member of staff are not usually considered to be grievance issues 
and would normally be considered under the terms of the Staff Discipline Policy.  

Where, after investigation, a grievance is found to be vexatious or malicious, or where 
there is a continued pattern of unfounded complaints by the same employee, the 
complainant may be subject to investigation under the College’s Disciplinary Policy 
and Procedure and subject to disciplinary action. 
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3.2  Informal Consideration 

Whenever possible, a grievance should be raised and dealt with informally by the 
member of staff’s line manager. Where the informal process fails, or is inappropriate, 
the formal procedure may be invoked.  

3.3 Mediation 

It may be appropriate for the matter to be dealt with by way of mediation, depending on 
the nature of the grievance. Mediation will be used only where all parties involved in 
the grievance agree and it is not a compulsory part of the grievance process. 

3.4 Formal Consideration 

Where the informal process has not resolved an issue, or where the aggrieved 
employee wishes to follow a more formal process, the grievance should be submitted 
in writing to the Human Resources Department. HR will appoint a more senior 
manager who will hear the grievance, where possible, within 5 working days of receipt 
of the formal grievance. A member of the Human Resources Department will also 
attend to minute the meeting and ensure the proceedings are conducted fairly.  

3.5  Grievances Raised by Former Staff 

Where a grievance or complaint is made by any person who is no longer in College 
employment, this will be dealt with under the terms of the Complaints procedure. In 
these circumstances the issue will be fully investigated and the complainant will 
receive written notification of the outcome of their complaint.  

4 General Rights 

4.1  Staff Representation 

At any and all stages of the formal procedure and/or of the appeal procedure, the 
member of staff will have the right to be accompanied by a work colleague, Trade 
Union representative or employee representative.  

4.2      Notes 

Notes of formal meetings will be taken and it will not be a verbatim record. 
The member of staff and his/her nominated representative will receive copies of all 
written statements or evidence which will be presented at the hearing and will be 
required to make available copies of any written evidence which they intend to refer to 
at the hearing.  

4.3  Right of Appeal 

There will be a right of appeal against the outcome of a formal grievance hearing. 
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4.4  Confidentiality 

At all stages of a grievance, those involved in the investigation must bear in mind the 
need for confidentiality in order to preserve the integrity of the process and out of 
respect for those involved.  

5 Linked Discipline and Grievance Issues 

Where a grievance is raised by a member of staff in relation to disciplinary issues under 
investigation these may be considered through a joint disciplinary/grievance hearing 
process. In these circumstances the discipline and grievance procedures to be followed will 
be that considered most appropriate within the circumstances to allow a full and open 
hearing of all relevant points.  

6 Responsibilities 

The Board of Management is responsible for approving this policy and for   overseeing 
compliance with its principles. 

The HR Manager is responsible for the implementation of this policy 

All staff are responsible for ensuring compliance with this policy 

7 Linked Policies 

Staff Grievance Procedure and Appendices. 

Statutory and legal provision governing staff grievance issues. 

Information and advice regarding statutory and legal grievance requirements applicable to 
employment matters a may be sought by contacting the Human Resources Department. 

Equality and Diversity Policy and Procedures.  
Compliments Comments and Complaints Procedure  
ACAS Code of Practice on Discipline and Grievance Procedures 

Review 

This policy will be reviewed every 3 years or whenever circumstances change any part of it. 
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1  Purpose  
 
The policy outlined in this document, and the related procedures and appendices, are 
intended to ensure that unavoidable redundancy issues are dealt with in a fair and equitable 
manner. In adopting this policy in relation to redundancy issues it is intended that the 
necessity for redundancies is reduced and that unavoidable redundancies are handled in a 
professional and positive manner.  
 
The consideration and adoption of this policy does not signal that redundancies are either 
imminent or inevitable. It is recognised that the adoption of a redundancy policy and 
procedure is an appropriate step in reducing the possibility of redundancies arising and in 
positively considering and managing staffing issues.  
 
West Highland College values its members of staff and is committed to the provision of job 
security and continuity of employment. This stance is central to an environment that 
encourages research, teaching and professional, administrative and technical support that is 
so vital to our work.    However, as a result of changes in external funding, technological 
development, changes in organisational requirements, reduced student demand, or other 
reasons, it is recognised that a redundancy situation may arise as staffing requirements 
change.  When such situations arise, the College will endeavour to manage these 
challenges fairly, equitably and in the best interests of the College in the effective operation 
of its services.  
 
The College will seek to avoid compulsory redundancy and take steps to mitigate the impact 
of redundancy where practicable.  
 
2  Scope  
 
This policy document defines the framework within which redundancy issues will be handled 
in respect of all staff employed by WHC UHI  
 

2.1 This policy does not apply to the expiry of non-established posts where 
redundancy payment rights have been waived. In these circumstances, individual 
members of staff will, however, remain covered by the statutory entitlements in force 
at that particular time.  
 
2.2 This redundancy policy and procedure has been agreed following discussion 
with College staff and will not be amended without further consultation taking place. 
This policy document is a statement of intent and is not intended to be contractually 
binding.  
  
2.3 Details of the statutory provisions in force in respect of redundancy issues are 
available from the HR Office.  

 
3 Policy 
 
Where it becomes necessary for the College to consider possible redundancies, decisions in 
respect of individual members of staff will be taken in line with the College redundancy 
procedures.  
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It is recognised that there may be changes in competitive conditions, organisational 
requirements, technological developments, funding environment or other changes which 
affect staffing levels. 
 
If redundancies are proposed, the College will consult recognised trade unions at the earliest 
opportunity with a view to reaching an agreement, and with employees who are to be made 
redundant, irrespective of whether or not they are members of a recognised trade union.  
 
In consultation with the recognised trade unions, the College will seek to avoid or minimise 
the effect of redundancies by considering available options.  
 
Where compulsory redundancy is inevitable, the College will handle the redundancy in a fair, 
consistent, objective and non-discriminatory manner.  
 
Where practicable, the College will provide appropriate support to assist employees to cope 
with redundancy and find alternative employment.  
 
4 Responsibilities 
 
The Board of Management is responsible for approving this policy and for overseeing  
compliance with its principles.  
 
The CMT and the Head of HR are responsible for the implementation of this  
policy.  
 
All staff are responsible for ensuring compliance with this policy. 
 
5 Linked Policies 
 
Staff Redundancy Procedures and Appendices.  
 
Statutory and legal provision governing redundancy and dismissal issues.  
 
Information and advice regarding statutory and legal redundancy and dismissal requirements 
applicable to employment matters a may be sought by contacting the Director of Quality and 
Human Resources.  
 
Equal Opportunities Policy and Procedures.  
 
ACAS Code of Practice guidelines on Staff Redundancy.  
 
Review 
 
This policy will be reviewed every 3 years or whenever statutory regulations change. 

 
Board 27June2018 Page 112



WHCUHI-Committee papers-standard template 

West Highland College UHI    Paper:  270618/17.5 
 
Committee Board 
Subject Appeals Policy   Updated March 2018 
Action requested To approve 
 
Brief summary of the paper 
(key points for meeting) 

The purpose of this Policy is to: 

Together with its associated procedures, provide an 
appeals procedure to ensure that College policies and 
procedures are applied appropriately, fairly and 
consistently to all students. 
Appeals procedures vary, depending on the type of 
qualification for which the appeal is being made. The 
overriding principle is that all appeals will be treated 
fairly and objectively 
 

 
Resource implications 
(eg finance, training and 
development, 
communication & PR - If 
yes, please provide detail) 

N/A 

 
Risk implications 
(If yes, please provide detail) 

N/A 

Date paper prepared 13/03/2018 

Date of meeting 27 June 2017 

Author Alice Cameron 
Link with strategy 
Please highlight how the paper links to, 
or assists with: 
• Curriculum 
• Quality 
• Estates 
• HR 
• Risk management 
• strategic plan/enabler 
• other activity (eg new opportunity) – 

please provide further information. 

This policy links with the WHC Strategic Aim 
  
To deliver excellent and sustainable learning for all 
 
2.1 ensure that the student voice is central to our 
decision making processes in governance and 
management.  
 
Appeals Policy ensures that WHC meets all the criteria 
set out by SQA for our Devolved Authority and all other 
Awarding Bodies requirements 
 
 

Equality and diversity EIA Completed 
Status (eg confidential) 
 Public 

Freedom of Information 
Can this paper be included 
in “open” business? * 

 
Yes 

 
Consultation 

Quality Team 
Curriculum 
Student Service 

 
Board 27June2018 Page 113



WHCUHI-Committee papers-standard template 

How has consultation been 
carried out? (eg who, when, 
result) 

  

 
* If a paper should not be included within “open” business, please highlight below the 
reason. 
  
Its disclosure would substantially 
prejudice a programme of 
research 

 Its disclosure would substantially 
prejudice the effective conduct 
of public affairs 

 

Its disclosure would substantially 
prejudice the commercial 
interests of any person or 
organisation 

 Its disclosure would constitute a 
breach of confidence actionable 
in court 

 

Its disclosure would constitute a 
breach of the Data Protection Act 

 Other (please give further 
details) 
 
 

 

 
 
Further guidance on application of the exclusions from Freedom of Information 
legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.as
p and http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 

 
Board 27June2018 Page 114

http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf


Charity number: SC024193
Appeals Policy
Version No: 6 February 2018

Page 1  of 12

Appeals Policy
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website

Appeals Policy and Procedure

ELT manager Assistant Principal Quality, Learning & Teaching

Responsible officer Quality & Registry Manager/Head of Centre

Date first approved by BoM December 2010

First Review Date Reviewed Annually

Date review approved by BoM

Next Review Date June 2019

Equality impact assessment Yes

Further information (where relevant)

Reviewer Date Review Action/Impact BoM

TM/BCS 15/03/2017 Audit Amendment required for BCS - Any Learner
wishing to escalate their Appeal to BCS must do so
within 20 days of their assessment and will incur a
cost. page 9

TM/AC 21/03/2017 Updated: Enhanced wording within the document to
give clarity to the process as per the SQA Developed
Authority Development visit

TM/AC 13/03/2018 Updated: Actions from Systems Verification Visit Point
6 Getting Help to Make Your Appeal and stage 3 page
10

 
Board 27June2018 Page 115



Charity number: SC024193
Appeals Policy
Version No: 6 February 2018

Page 2  of 12

Appeals Policy
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website

Contents

Appeals Policy and Procedure ....................................................................................... 1 

1 Purpose .................................................................................................................. 3 

2 Scope ..................................................................................................................... 3 

3 Policy ...................................................................................................................... 3 

4 Responsibilities ....................................................................................................... 4 

5 Student Access to Information on the Appeals Process ........................................... 4 

6 Getting Help to Make your Appeal .......................................................................... 4 

7 Non-regulated qualifications (HNs, NQs) ................................................................. 4 

8 Regulated qualifications – Escalation of Appeals .................................................... 4 

9 Further Appeals ....................................................................................................... 6 

10 Bursary Appeals ...................................................................................................... 7 

11 Review .................................................................................................................... 7 

12 Alternative Policy Formats & Reasonable Adjustments ............................................ 7 

13 Retention of Evidence ............................................................................................. 7 

13. Data Protection ....................................................................................................... 7

14 References ............................................................................................................. 7 

Student Regulated and Non-Regulated Assessment Appeals ...................................... 9 

Procedure ...................................................................................................................... 9 

Student Internal Assessment Appeal Form ................................................................. 12 

 
Board 27June2018 Page 116



Charity number: SC024193
Appeals Policy
Version No: 6 February 2018

Page 3  of 12

Appeals Policy
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website

1 Purpose

This policy, together with its associated procedures, provides an appeals procedure to ensure
that College policies and procedures are applied appropriately, fairly and consistently to all
students.
Appeals procedures vary, depending on the type of qualification for which the appeal is being
made. The overriding principle is that all appeals will be treated fairly and objectively.

• Appeals against assessment judgements will be considered by subject experts.
• Appeals against assessment arrangement decisions for candidates with disabilities

and/or those with additional support needs will be considered by an assessment
arrangements panel.

• Appeals against SQA’s decision to refuse an exceptional circumstances consideration
request in National Qualifications will be considered by a panel made up of Heads of
Service who were not involved in the original decision.

• Appeals against grades awarded following exceptional circumstances consideration in
National Qualifications will be considered by a panel made up of Heads of Service from
SQA’s Qualifications Development Directorate.

• Appeals against decision taken in processes (such as approval) or maladministration
of SQA’s published procedures, will be considered by the people who are responsible
for managing those processes, and may also be referred to the Appeals Sub-
Committee.

The procedures apply to all Awarding Bodies qualifications (including those that are subject to
statutory regulation by SQA Accreditation Ofqual)

2 Scope

Appeal decision will cover the following Policy and Procedures

• Student Disciplinary
• Student Attendance, Participation and Achievement
• Admissions
• Assessment
• Disclosure
• Information and Communications Technology (JANET Policy – Acceptable Use)
• Complaints
• and other decisions based on College regulations

Students studying at Level SCQF 7 and above

If you are studying in West Highland College UHI on a HNC/HND or undergraduate
degree course or a post-graduate degree course as part of the University of the Highlands
and Islands, you should refer to:

UHI Regulations – Section 18 Assessment Appeals Procedure

3 Policy

West Highland College UHI will allow any student the right to appeal against decisions for
Regulated or Non-regulated Qualifications.
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4 Responsibilities

• The Quality & Registry Manager/Head of Centre is responsible for the
implementation and development of this policy.

• All members of staff and students are responsible for the effective operation of this
Policy.

• The Quality & Registry Manager/Head of Centre is responsible for monitoring its
effectiveness.

5 Student Access to Information on the Appeals Process

Students will be able to access the information on the appeal process through the following:
• Student Induction
• Student Handbook
• Course Handbook
• Student Hub

6 Getting Help to Make your Appeal
We understand that you may be unable, or reluctant, to make an appeal yourself.

We are committed to making our service easy to use for all students. In line with our
statutory equalities duties, we will always ensure that reasonable adjustments are made to help
you access and use our services.

If you have trouble putting your appeal in writing, or want this information in another language or
format, such as large font, please contact our student support services.

Our contact details
Please contact us by the following means:
Student Support Team:
T: 01397 874380
We can also give you this document in other languages and formats (such as large print).

7 Non-regulated qualifications (HNs, NQs)

Students undertaking non-regulated qualifications (HNs, NQs) have no further right of appeal
against internal assessment decisions.  The final decision rests with the Head of Curriculum.

8 Regulated qualifications – Escalation of Appeals

If you have gone through all the stages of West Highland College UHI internal assessment
appeals procedure and remain dissatisfied with the outcome or the way in which we handled
your appeal you can:

 Appeal to the awarding body
 Appeal to SQA Accreditation, Ofqual or Qualifications Wales (as
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appropriate) if you feel that the centre and/or SQA (awarding body)
has not dealt with your appeal appropriately

SQA Accreditation, Ofqual or Qualifications Wales (as appropriate) cannot overturn
assessment decisions or academic judgements but may investigate the effectiveness of the
centre and/or SQA’s appeals process and require corrective action.

See The Appeals Process: Information for Centres
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9 Further Appeals

Appeal on Procedures

Any student who wishes to appeal further against the operation of the appeal procedures (but
not the decision itself) can do so in writing to the Vice Principal at West Highland College
UHI, Carmichael Way, Fort William, PH33 6FF

A review of the documentation will be undertaken to check compliance with College policy
and procedures. If the Vice Principal deems that the procedures have not been followed
and that this may have had a bearing on the outcome of the appeal this may require a re-
hearing to be convened by a different panel of staff.

A judgement will be provided in writing, normally within four weeks.

Appeals undertaken on behalf of students.

The Head of Centre can appeal on behalf of students for the following:

Assessment arrangements for disabled students and/or those with additional
support needs

A centre can appeal on a student’s behalf if the head of centre disagrees with
SQA’s decision on approving assessment arrangements in internal and external
assessments

Exceptional circumstances (NQ external assessment only)

They believe that SQA’s decision to refuse the reason for an Exceptional
Circumstances Consideration Service (ECCS) request, based on all the
evidence available to SQA at the time, is wrong,
or
they believe that SQA’s decision on the grade awarded to a student
following consideration of an exceptional circumstance case, based on all the
evidence available to SQA at the time, is wrong

Decisions in cases of malpractice (internal or external assessment for all
qualification types).

The centre has conducted an investigation, the student disagrees with the outcome and
has exhausted the centre’s appeals process

SQA has conducted an investigation and the students disagrees with our
decision

The sole ground for any appeal is that SQA’s decision, based on all the relevant
evidence available to SQA at the time, was wrong.

To prove that a decision was wrong, the centre must demonstrate either that the
decision was unreasonable or that there was a breach of procedural
requirements/maladministration by SQA.

On how to appeal refer to The Appeals Process: Information for Centres
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10 Bursary Appeals

Appeals against bursary decisions should be made in accordance with the Bursaries Policy.

11 Review

This policy may be reviewed earlier than planned in order to ensure continued compliance with
Awarding Body requirements.

12 Alternative Policy Formats & Reasonable Adjustments

Alternative formats are available i.e. large print

Students with disabilities and/or extended learning support needs would be supported by the
relevant support staff or work with their key worker.

13 Retention of Evidence

In the case of an appeal to SQA against an internal assessment result in a regulated
qualification, WHC UHI must retain records until the appeal has been resolved (including all
materials and student evidence). Thereafter, assessment and internal verification records for
appeals cases should be retained for six years thereafter, unless there is a legitimate reason
to retain records for a further period.

In the case of an appeal against an internal assessment result for non-regulated qualifications;
WHC UHI must retain assessment and internal verification records until appeal has been
resolved.

13. Data Protection
To comply with the law, personal information must be collected and used fairly, stored and
disposed of safely, and not disclosed to any other person unlawfully.

Refer to WHC Data Protection Policy

14 References

The Appeals Process: Information for Centres

Complaints Handling Policy and Procedure

Positive Behavior Management Policy and Disciplinary Procedure

Admissions Policy and Procedure
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Student Attendance Participation and Achievement Policy

Assessment Policy

Malpractice Policy and Procedure
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Student Regulated and Non-Regulated Assessment Appeals
Procedure
West Highland College UHI recognises that all students have the right to appeal against any
decision made by their assessor.

Stage 1 – Informal

Students can appeal against an assessment decision, the appeals process begins with a
preliminary informal stage where the student raises their concern with their assessor within 4
weeks of receiving their results.

• Timeline - The student will be informed of the decision in writing within 10 working days
from the date of discussion undertaken by the Assessor.

Details of the appeal will be recorded on a student appeal form and will include the following:

• The nature of the appeal
• People involved at each stage
• Dates of meetings
• Outcomes of the meetings.

Stage 2 – Informal

If the student is dissatisfied with the response from their Assessor, or feel that they cannot
approach the Assessor, the appeal will be referred to the internal verifier. The submission of the
appeal by the student must be presented to the Internal Verifier within 1 week of receiving the
response from the Assessor to the informal appeal.

• Timeline - The student will be informed of the decision in writing within 10 working days
on receiving the response from the assessor.

Details of the appeal will be recorded on a student appeal form and will include the following:

• The nature of the appeal
• People involved at each stage
• Dates of meetings
• Outcomes of the meetings

Stage 3 – Formal – Non-Regulated Qualification

If the matter is not resolved through the informal stages, a formal appeal should be submitted
in writing by the student to the Head of Curriculum. The letter should be sent to West Highland
College UHI, Carmichael Way, Fort William, PH33 6FF

• Timeline - The student will be informed of the decision in writing within 10 working days of
the Head of Curriculum receiving the formal appeal in writing. The final decision rests
with the Head of Curriculum for WHC UHI.

Details of the appeal will be recorded on a student appeal form and will include the following:
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 The nature of the appeal 
 People involved at each stage 
 Dates of meetings 
 Outcomes of the meetings 

Students undertaking non-regulated qualifications (HNs, NQs) have no further right of appeal 
once the internal assessment appeals procedure has been exhausted. The final decision rests 
with the Head of Curriculum. 

 
Stage 4 – Formal –-Regulated Qualification 
 
Vocational qualifications subject to regulation by SQA Accreditation or Ofqual 
 

External Assessment  
The Head of Centre can appeal on behalf of a candidate against a decision in an external 
assessment where this forms part of a sector skills councils assessment strategy. WHC UHI 
can appeal by requesting a review of the decision, providing that SQA awarding body is solely 
responsible for this external assessment. The following process will be undertaken. 

 
• The member of staff who is responsible for the area under discussion should first 

contact the SQA manager within 10 working days to agree a time to discuss the matter. 
If, after this discussion, the member of staff is not satisfied, the head of centre can raise 
an appeal. 

 
• The appeal must be submitted to an SQA Director, in writing, by the head of centre, or 

his or her representative, and must be made within 15 working days of the date of the 
discussion with the SQA Manager. 

 
• The letter should be sent to the Corporate Office at SQA’s Glasgow office and should 

be clearly marked as an appeal. 
 

• The appeal must include a written account of why the head of centre thinks that SQA’s 
decision is wrong, and this account must address the reasons given by SQA and must 
include the candidate’s evidence for other relevant units. Any other evidence that is 
submitted in support of the appeal must be relevant to the case being made. 

 
• The SQA Director considering the appeal may seek additional information to assist 

their review of the case. They may consult experienced subject specialists who were 
not involved in the original decision when considering appeals against assessment 
judgement to help review the  evidence 

 
• The SQA Director will inform the Head of Centre in writing of the decision within 15 

working days of receiving the written appeal and will give the reasons for the decision. 
 
Internal Assessment 

 
Student/s can appeal against the Centre’s internal assessment decision to SQA. Students must 
have exhausted West Highland College UHI appeals process before appealing to SQA, and 
provide evidence that they have followed this process. It is expected that students will only 
appeal directly to SQA in exceptional circumstances. 

 
Students should submit appeals in writing to SQA within 15 working days of receiving written 
notification from the outcome in Stage 3. The letter should be sent to the Corporate Office at 
SQA’s Glasgow office where the following process will be undertaken. 
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• The appeal must include a written account of why the student thinks that the centre’s
decision is wrong and must include the student’s evidence to support their case.

• SQA when considering the appeal may seek additional information to assist their review
of the case. They may consult experienced subject specialists who were not involved in
the original decision when considering appeals against assessment judgement to help
review the evidence.

SQA will inform the candidate and the centre in writing of the decision within 15 working days of
receiving all the information relevant to the appeal and will give the reasons for the decision.

The above process will encompass any other Awarding Body requirements where West
Highland College UHI is approved to deliver qualifications.

 Any Learner wishing to escalate their Appeal to BCS must do so within 20 days of
their assessment and will incur a cost.
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Student Internal Assessment Appeal Form

Student Name: Appeal Start Date:

Assessor Name: Head of Curriculum:

Nature of Appeal:

1st Stage - Informal
(Assessor Notes) Date:

Outcome:

2nd Stage Appeal - Informal
(IV Notes) Date:

Outcome:

Proceed to 3rd Stage - Formal YES NO

3rd  Stage – Formal 
(Panel Notes) Date:

Outcome:

Completion Date:

Student Signature: Date:

Assessor Signature: Date:

Head of Curriculum:
Date:

Charity number: SC024193
Appeals
Version No: 5 June 2017
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Explain the systems and procedures that will be 
implemented and followed to prevent malpractice and 
handle allegations of malpractice appropriately. This 
policy: 

• defines student malpractice and centre
malpractice in the context of internally assessed
qualifications.

• sets out the responsibilities to West Highland
College UHI in relation to malpractice.

• the policy sets out and refers to the standards
and requirements of all Awarding Bodies.
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is reason to suspect malpractice
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1 Purpose

This Policy is necessary for maintaining the integrity of qualifications.

This policy sets out how West Highland College UHI will deal with suspected cases of
malpractice in internally-assessed Further Education qualifications up to SCQF Level 6. All
Higher Education programmes from SCQF Level 7 and above please refer to UHI UHI
Academic Standards and Quality Regulations.

2 Scope

The policy applies to all staff and students of West Highland College UHI. The policy explains
the systems and procedures that will be implemented and followed to prevent malpractice
and handle allegations of malpractice appropriately.

3 Policy
This policy:

• Defines student malpractice and centre malpractice in the context of internally
assessed qualifications.

• Sets out the responsibilities of West Highland College UHI in relation to malpractice.
• The policy sets out and refers to the standards and requirements of all awarding

bodies.
• Describes how to proceed in cases where there is reason to suspect malpractice

The procedures apply to all Awarding Bodies qualifications (including those that are subject to
statutory regulation by SQA Accreditation Ofqual)

4 Responsibilities
The Quality & Registry Manager/Head of Centre is responsible for managing and updating this
policy.

It is the responsibility of all West Highland College UHI staff and students to ensure the integrity
of any qualification being delivered at the college and to follow the procedures if it is suspected
that there has been student malpractice.

It is the responsibility of all West Highland College UHI staff and students to ensure the integrity
of any qualification being delivered at the college and to follow the procedures if it is suspected
that there has been centre malpractice.

All West Highland College UHI staff and students are responsible for following these policy
guidelines.
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5 Definition 
 
Malpractice means any act, default or practice (whether deliberate or resulting from neglect or 
default) which is a breach of SQA assessment requirements including any act, default or practice 
which:  

 
 compromises, attempts to compromise or may compromise, the process of 

assessment, the integrity of any SQA qualification, or the validity of a result or 
certificate; and/or  

 damages the authority, reputation or credibility of SQA or any officer, employee or 
agent of SQA.  

 
Malpractice can arise for a variety of reasons:  

 
 Some incidents are intentional and aim to give an unfair advantage or disadvantage in 

an examination or assessment (deliberate non-compliance).  
 Some incidents arise due to ignorance of SQA requirements, carelessness or neglect in 

applying the requirements (maladministration).  
 

 
   Malpractice can include both maladministration in the assessment and delivery of SQA  
   qualifications and deliberate non-compliance with SQA requirements.  
 
   Whether intentional or not, it is necessary to investigate and act upon any suspected  
   instances of malpractice, to protect the integrity of the qualification and to identify any  
   wider lessons to be learned. 

 
 
6 STUDENT MALPRACTICE 

 
Student malpractice means any type of malpractice by a candidate which threatens the 
integrity of an examination or assessment.  

 
Malpractice by a candidate can occur, for example, in:  

 
 the preparation and authentication of coursework  
 the preparation or presentation of practical work  
 the compilation of a portfolio of assessment evidence  
 the completion of an examination paper, or the controlled write-up stage of 

externally assessed coursework; and  
 conduct during or after an assessment  

 
The following are examples of student malpractice, but you should be vigilant to other     
instances of suspected malpractice that may undermine the integrity of qualifications. 
Examples could include:  

 
 Collusion with others when an assessment must be completed by individual 

candidates.  
 Copying from another candidate (including using ICT to do so) and/or working 

collaboratively with other candidates on an individual task.  
 Frivolous content — producing content that is unrelated to the assessment.  
 Misconduct — inappropriate behaviour in an assessment room that causes 

disruption to others. This includes talking, shouting and/or aggressive behavior or  
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 language, and having a prohibited electronic device that emits any kind of sound
in the assessment room.

 Offensive content — content in assessment materials that includes vulgarity and
swearing that is outwith the context of the assessment, or any material that is
discriminatory in nature (including discrimination in relation to the protected
characteristics identified in the Equality Act 2010). This should not be read as
inhibiting candidates’ rights to freedom of expression.

 Personation — assuming the identity of another candidate or a candidate having
someone assume their identity during an assessment.

 Plagiarism — failure to acknowledge sources properly and/or the submission of
another person’s work as if it were the candidate’s own.

 Prohibited items — physical possession of prohibited materials (including mobile
phones, electronic devices and handwritten notes etc.) during a controlled
assessment.

 Breaching the security of assessment materials in a way which threatens the
integrity of any exam or assessment.

Types of Assessment

Internal assessment:
an assessment for an SQA qualification where the assessment judgement is made within the
centre. Internal assessments are subject to both internal verification by the centre and
external verification by SQA. This includes assessments which are
externally set, but internally marked.

External assessment:

an assessment set and marked by SQA examiners. Most SQA external assessments relate
to our National Qualifications. These procedures will rarely apply to our vocational
qualifications as very few of these have externally marked elements. Procedures for dealing
with malpractice in internal assessments apply where the assessment is set by SQA but
marked by the centre (including e-marking of online assessments).

Responsibilities – Reporting Suspected Student Malpractice

Students and staff will be made aware at induction of the Malpractice Policy and Procedure.
It is the responsibility of all staff and students to ensure the integrity of any qualification being
delivered at the college and to follow the procedures if it is suspected that there has been
student malpractice.

In cases of suspected student malpractice, a student or a member of staff suspecting
malpractice must inform the Head of Centre immediately by emailing qa.whc@uhi.ac.uk.  This
will then be followed by the completion of the Statement of Facts form stage 1 (Appendix 1)
which must then be emailed to the Head of Centre qa.whc@uhi.ac.uk

Head of Centre will inform SQA in the first instance of any suspected cases of student
malpractice.

In addition, for those qualifications that are subject to statutory regulation by SQA
Accreditation, Ofqual or Qualifications Wales, Head of Centre will report any suspected case
of student malpractice to SQA.
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Head of Centre will inform SQA in the first instance of any suspected case of student
malpractice that involves a criminal act and then report it to the police.

External Assessments for National Qualifications

The Head of Centre will inform SQA of any student malpractice concerns for external
assessments after affected materials have been submitted to SQA in writing or by telephone:

E-mail: Investigation.enquiries@sqa.org.uk
Tel: 0345 213 6741

Regulated Qualifications by SQA Accreditation or Ofqual

The Head of Centre will inform SQA of any suspected cases of student malpractice promptly,
in writing to:

qav@sqa.org.uk

WHC UHI must provide a report of its investigation findings and any recommended actions,
supported by relevant documentation, to SQA.
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7 Procedure for Student Malpractice Investigations in 
Internal Assessment 

 
Stage 1 
Head of Centre, along with the assessor and internal verifier of the qualification will in the first 
instance conduct the investigation of the suspected student malpractice completing the 
Statement of Facts form (Appendix 1). 

 
Head of Centre will inform Registry that no results for the student are to be submitted until the  
investigation is completed, the outcome decided and any appeal concluded. 

 
The student will be informed of the decision in writing within 10 working days. 

 
Stage 2 
If student malpractice has been identified, further investigation will be carried out by the 
Academic Affairs Committee. 

 
The student will be informed of the decision in writing within 10 working days. 

 
Student malpractice concerns for internal assessments must be brought to the attention of SQA 
only if:  

 
 the concern came to the centre’s attention after submission of internal assessment 

marks  
 the concern relates to student malpractice for a qualification regulated by SQA 

Accreditation or Ofqual  
 any student affected by a centre’s student malpractice decision, having exhausted  

their right of appeal within the centre, wishes to exercise their right of appeal to 
SQA; or  

 there are other exceptional circumstances, e.g. the centre believes that the 
malpractice case involves a criminal act  

 
 
Individual students who are under investigation for suspected malpractice must be provided    
with:  

 
 information about the allegation made against them and information about the 

evidence used in support of the allegation  
 information about the possible consequences should malpractice be established  
 the opportunity to seek advice (as necessary) and the right to be accompanied 

and supported in any interviews or meetings  
 the opportunity to consider their response to the allegations (if required)  
 the opportunity to submit a written statement  
 information on the applicable SQA appeals procedure, should a decision be made 

against them  
 

During an investigation, the conduct of the student in other examinations or assessments 
should not be taken into account in reaching a finding of malpractice. However, any previous 
findings of malpractice against the same student may be taken into account for the purposes 
of determining the appropriate sanction. 
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7.1 Actions and Sanctions if Malpractice is Proven

If identified that Malpractice has been proven then the Staff Discipline Policy and Procedures
will be adhered to.  Disciplinary action can range from a Formal Oral Warning to Dismissal
dependent on the gravity of the case and/or the on-going nature of misconduct.  Levels of
disciplinary action are as follows:

Stage 1: Formal Oral Warning
Stage 2: First Written Warning
Stage 3: Final Written Warning
Stage 4: Gross Misconduct

An incident of gross misconduct will normally lead to exclusion from the College. Where gross
misconduct is considered, a suspension from College would normally be appropriate to allow
full investigation of the facts prior to any hearing taking place.

Refer to the Positive Behaviour Management Policy & Disciplinary Procedure for further
information.

8 Procedure for Student Malpractice Investigations in
External Assessment

Stage 1
Head of Centre, along with the assessor and internal verifier of the qualification will in the first
instance conduct the Investigation of the suspected student malpractice, completing the
Statement of Facts form (Appendix 1).

Head of Centre will inform Registry that no results for the student are to be submitted until the
investigation is completed, the outcome decided and any appeal concluded.

The student will be informed of the decision in writing within 10 Working days.

Stage 2
If suspected student malpractice has been identified, further investigation will be carried out by
the Academic Affairs Committee.

The student will be informed of the decision in writing within 10 working days.

Stage 3
If suspected student malpractice has been identified Head of Centre is to complete the SQA
Investigation Report Form (Appendix 2) and inform SQA immediately in writing or by telephone
to

 E-mail: Investigation.enquiries@sqa.org.uk
 Tel: 0345 213 6741

Individual students who are under investigation for suspected malpractice must be provided
with:

 information about the allegation made against them and information about the
evidence used in support of the allegation

 information about the possible consequences should malpractice be established
 the opportunity to seek advice (as necessary) and the right to be accompanied
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and supported in any interviews or meetings
 the opportunity to consider their response to the allegations (if required)
 the opportunity to submit a written statement
 information on the applicable SQA appeals procedure, should a decision be made

against them.

During an investigation, the conduct of the student in other examinations or assessments
should not be taken into account in reaching a finding of malpractice. However any previous
findings of malpractice against the same student may be taken into account by the SQA
malpractice panel for the purposes of determining the appropriate sanction.

A full written report must be provided to SQA, accompanied by supporting documentation as
appropriate, which may include:

 a statement of the facts and a detailed account of the circumstances relating to
the malpractice concerns

 details of any investigation undertaken by the centre

 written statements from relevant candidates or staff members as appropriate
details of any mitigating factors

 student seat numbers (if applicable)
 details of unauthorised material found in the controlled assessment
 any work of the student(s) and any associated material (for example, source

materials for coursework) that is relevant to the investigation

It is particularly important for National Qualifications external assessments that the report is
provided to SQA as quickly as possible, to minimise the risk of incorrect or delayed student
certification.

SQA may seek further clarification of the report.  At the conclusion of the investigation, SQA
will refer the matter to an SQA malpractice panel.

Additional Requirements to Responding to Concerns of Student Malpractice for
Qualifications Regulated by SQA Accreditation or Ofqual

WHC UHI must provide a report of its investigation findings and any recommended actions,
supported by relevant documentation, to SQA.

Statement of Facts form stage 1 (Appendix 1) must be completed and emailed to the quality
office immediately qa.whc@uhi.ac.uk

Actions and Sanctions if Student Malpractice is Proven

The following will apply when SQA refers a matter to a malpractice panel.

In reaching the conclusion that there has been malpractice, the panel must be satisfied on the
balance of probabilities that the concern of student malpractice is substantiated. This means
that the panel must be satisfied it is more likely than not that malpractice occurred.

Where the malpractice panel has made a finding of malpractice, the range of sanctions
includes, but is not limited to:
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 a written warning
 revision of marks
 cancellation of awards
 disqualification from future entries

SQA will inform the head of centre or third party (where appropriate) of the panel’s decision 
in writing, stating their reasons. SQA will advise on the panel’s decision within 20 working
days of reaching that decision. The head of centre or third party will then communicate the
decision to relevant candidates and/or centre staff.
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9 CENTRE MALPRACTICE 
 

Centre malpractice means any type of malpractice by a centre, or someone acting on its  
behalf (for example an assessor), which threatens the integrity of an examination or 
assessment. 

 
Malpractice can include both maladministration in the assessment and delivery of SQA  
qualifications and deliberate non-compliance with SQA requirements. 

 
Whether intentional or not, it is necessary to investigate and act upon any suspected instances 
of malpractice, to protect the integrity of the qualification and to identify any wider lessons to 
be learned.  

 
The following are examples of centre malpractice, but SQA reserves the right to consider 
other instances of suspected centre malpractice which may undermine the integrity of their 
qualifications. The examples include: 

 
 Managers or others exerting undue pressure on staff to pass candidates who have not 

met the requirements for an award.  
 Excessive direction from assessors to candidates on how to meet national standards.  
 Failure to assess internally assessed unit or course assessment work fairly, consistently 

and in line with national standards.  
 Failure to apply specified SQA assessment conditions in assessments, such as limits 

on resources or time available to candidates to complete their assessments.  
 Misuse of assessments, including repeated re-assessment contrary to requirements, or 

inappropriate adjustments to assessment decisions.  
 Insecure storage of assessment instruments, materials and marking instructions.  
 Failure to comply with requirements for accurate and safe retention of candidate 

evidence, assessment and internal verification records.  
 Failure to comply with SQA’s procedures for managing and transferring accurate 

candidate data.  
 Deliberate falsification of records in order to claim certificates.  
 For all SQA qualifications, failure by a centre to notify, investigate and report to SQA 

allegations of suspected centre malpractice.  
 Failure to take action as required by SQA or to co-operate with an SQA investigation in 

relation to concerns of malpractice.  
 For qualifications subject to regulation by SQA Accreditation or Ofqual, failure by a 

centre to notify, investigate and report to SQA allegations of suspected candidate 
malpractice.  

 Deliberately withholding information about circumstances which may compromise the 
integrity of any SQA qualification and/or credibility of SQA.  
 

 
Responsibilities – Reporting Suspected Centre Malpractice 

Students and staff will be made aware at induction of the Malpractice Policy and Procedure. 
It is the responsibility of all staff and students to ensure the integrity of any qualification being 
delivered at the college and to follow the procedures if it is suspected that there has been 
centre malpractice. 

 
In cases of suspected centre malpractice, a student or a member of staff suspecting 
malpractice must inform the Head of Centre immediately by emailing qa.whc@uhi.ac.uk.  
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This will then be followed by the completion of the Statement of Facts form stage 1  
 
(Appendix 1) which must then be emailed to the Head of Centre qa.whc@uhi.ac.uk 
 
Head of Centre will inform SQA in the first instance of any suspected cases of centre 
malpractice. 
 
Head of Centre will inform SQA in the first instance of any suspected cases of centre 
malpractice that involves a criminal act and then report it to the police. 
 

9.1 Actions and Sanctions if Malpractice is Proven 
 

If identified that Malpractice has been proven then the Staff Discipline Policy and Procedures 
will be adhered to.  Disciplinary action can range from a Formal Oral Warning to Dismissal 
dependent on the gravity of the case and/or the on-going nature of misconduct.  Levels of 
disciplinary action are as follows: 
 

Formal Oral Warning 
First Written Warning 
Final Written Warning 
Dismissal 
 
In appropriate circumstances, as an alternative to dismissal, and which could be in addition to a 
final written warning, the staff member may be transferred and/or demoted 
 
Refer to the Staff Discipline Policy and Procedure for further information 
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10 Procedure for Centre Malpractice Investigations
Stage 1
Head of Centre, along with a manger from the College Management Group will in the first
instance conduct the investigation of the suspected centre malpractice completing the

Statement of Facts form (Appendix 1).

Head of Centre will inform Registry that no results for student/s are to be submitted until the
investigation is completed, the outcome decided and any appeal concluded.

The individual suspected of centre malpractice will be informed of the decision in writing within
10 Working days.

Stage 2
If suspected centre malpractice has been identified, further investigation will be carried out by
the Academic Affairs Committee.

The individual will be informed of the decision in writing within 10 working days.

Stage 3
If centre malpractice has been identified, Head of Centre is to complete the SQA Investigation
Report Form (Appendix 2) and inform SQA immediately in writing or by telephone to

 E-mail: malpractice@sqa.org.uk
 Tel: 0345 213 5363/ 5567

Individuals who are under investigation for suspected malpractice must be provided with:

 information about the allegation made against them and information about the evidence
used in support of the allegation

 information about the possible consequences should malpractice be established
 the opportunity to seek advice (as necessary) and the right to be accompanied and

supported in any interviews or meetings
 the opportunity to consider their response to the allegations (if required)
 the opportunity to submit a written statement
 information on any applicable appeals procedure

The full written report provided to SQA must be accompanied by supporting documentation
as appropriate, which may include:

 a statement of the facts and a detailed account of the circumstances relating to the
malpractice concerns

 details of any investigation undertaken by the centre
 written statements from relevant candidates or staff members as appropriate
 details of any mitigating factors
 any work of the candidate(s) and any associated material (for example, source

materials for coursework) that is relevant to the investigation

Where a concern of malpractice is brought to SQA’s attention by someone other than the 
centre, SQA will take steps to establish the merits of the allegation. This may include
contacting the individual(s) (if contact details are provided) seeking permission to use their
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name(s), communicating the details of the allegation with the centre, and finding out whether
any relevant internal procedures within the centre have been exhausted.

If the concerned individual does not grant permission to use their name, and the allegation
merits investigation, SQA will advise them that the scope of any investigation may be
impaired and that SQA will seek to preserve their anonymity in bringing the matter to the
attention of the Head of Centre or their delegate.

SQA will then decide the most appropriate next step which may include:

 commissioning the centre to investigate further, in line with the SQA Standards for
Devolved Investigations

 commissioning a third party to investigate further
 investigating directly themselves
 notifying relevant regulators or other government agencies where appropriate
 informal action; or no further action

Decision of Investigation

At the conclusion of the investigation, SQA will make a decision on any further action to take,
which might include referral to a malpractice panel. The decision of whether or not to refer a
matter to the malpractice panel will be informed by:

 the seriousness of the allegation of malpractice
 the ability of SQA to make a decision, based on the investigation and available

evidence, as to whether or not malpractice has occurred; and
 the extent to which any residual risk to the integrity of certification remains following the

investigation and any action taken as a result

A decision to determine the outcome of the investigation without a referral to a malpractice
panel may be made in cases where SQA are satisfied that there is no residual risk to the
assessment process, the integrity of the qualification, the validity of an SQA certificate, or the
reputation and credibility of SQA.

If the decision is taken not to refer the matter to a malpractice panel, SQA will decide what (if
any) further action is appropriate in the circumstances. The range of options available to SQA
includes (but is not limited to):

 taking no further action; or
 requiring the centre to carry out a review of its internal policies or procedures for dealing

with malpractice

The head of centre will be notified of the outcome in writing following the conclusion of the
investigation and will be given reasons for any further action taken. The rules on appealing
against malpractice decisions do not apply in these circumstances.

Actions and Sanctions if Centre Malpractice is Proven

The following will apply when SQA refers a matter to a malpractice panel.

In reaching the conclusion that there has been malpractice, the panel must be satisfied on the
balance of probabilities that the concern of centre malpractice is substantiated. This means that
the panel must be satisfied it is more likely than not that malpractice occurred.
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Where the malpractice panel has made a finding of malpractice, the range of sanctions 
includes, but is not limited to:  

 
 a written warning  

 
 application of required actions to enable certification to proceed  
 withdrawal of approval to offer specific qualifications  
 withdrawal of centre approval status  

 
SQA will inform the head of centre or third party of the panel’s decision in writing, stating their 
reasons. SQA will advise on the panel’s decision within 20 working days of reaching that  

 
decision. The head of centre or third party must then communicate the decision to relevant 
candidates and/or centre staff. 

 

11 APPEALS 
 

Student Malpractice 

 
Students have a right to appeal to SQA where:  

 
 The centre has conducted an investigation and the candidate disagrees with the 

outcome, where the centre’s internal appeals process has been exhausted  
 SQA conducts its own investigation and the candidate disagrees with the decision  

 
Refer to WHC UHI Appeals Policy & Procedure 
 

 
Centre Malpractice 

The centre has a right to appeal a decision by SQA where a case of reported malpractice by 
the centre has been confirmed through investigation by SQA. 

The head of centre must first contact the relevant SQA manager within 10 working days of 
receiving notification of the malpractice panel’s decision to agree a time to discuss the matter. 
If, after this discussion, the head of centre is not satisfied, an appeal can be raised with an SQA 
director who was not involved in the malpractice panel’s decision. 

 
Refer to WHC UHI Appeals Policy & Procedure 
 
Qualifications Regulated by SQA Accreditation or OFqual 

 
Candidates and centres have the right to request a review by the appropriate regulator (SQA 
Accreditation, Ofqual or Qualifications Wales) of the awarding body’s process in reaching a 
decision in an appeal of a malpractice decision for qualifications subject to regulation. 
 
 

 Refer to WHC UHI Appeals Policy & Procedure 
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12 Retention of Evidence 

Where an investigation of suspected malpractice is carried out, the centre
must retain related records and documentation for three years for non-regulated qualifications
and six years for regulated qualifications. Records must include any work of the candidate and
assessment or verification records relevant to the investigation.

In the case of an appeal to SQA against the outcome of a malpractice investigation,
assessment records must be retained for six years.

In an investigation involving a potential criminal prosecution or civil claim, records and
documentation must be retained for six years after the case and any appeal has been
heard. If the centre is any doubt about whether criminal or civil proceedings will take
place, it must keep records for the full six year period.

13 Data Protection
To comply with the law, personal information must be collected and used fairly, stored and
disposed of safely, and not disclosed to any other person unlawfully.

Refer to WHC Data Protection Policy

14 References

Appeals Policy & Procedure

Data Protection Policy

Positive Behaviour Management Policy and Disciplinary Procedure

Staff Discipline Policy

Staff Discipline Procedure

UHI Academic Standards and Quality Regulations

15 Review
This policy may be reviewed earlier than planned in order to ensure continued
compliance with Awarding Body requirements.
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Appendix 1 – Statement of Facts 
 

1st Stage 
 

 
Centre Name: 

 
West Highland College UHI 

 
Centre Number 

 
3004325 

 
Subject 

  
Group/Unit Code 

 

 
Date(s) on which alleged 
malpractice occurred 

 

 
Student/s Name/s involved 
(if appropriate) 

 

 
Staff/s Name/s and Title/s 
Involved (if appropriate) 
 

 

Please give specific details of the nature of the alleged malpractice 

 

 
Please ensure that the following documents are presented for the 1st Stage of 
Investigation to the Head of Centre qa.whc@uhi.ac.uk 
 

a. Written statements from the staff members involved 
b. Written statements from the student/s involved 
c. Any work of the student and internal assessment or verification records relevant 

to the investigation. 
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Proceed to 3rd Stage - Formal – Complete Appendix 2 
 

NO  

 

2nd Stage 
 

Academic Affairs Committee will request copies of the documents for the 2nd Stage of 
Investigation 

 
i. Written statements from the staff members involved 
ii. Written statements from the student/s involved 
iii. Any work of the student and internal assessment or verification records 

relevant to the investigation. 
 

 
 

 
Name 

 

 
Position 

 

 
Date 

 

 

 

 
Details of Investigation carried out and by whom. 

Outcome: 

YES Complete Appendix 2 
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Appendix 2 – SQA Investigation Report Form 
 

 
Qualification title 

 

 
Date of Issue 

 

 
Centre Number 

 

 
Centre Name 

 

 
Unit code(s)/name 

 

 
Level: 

 

 
Student(s) 
involved (if 
appropriate) 

 

 
Staff involved 
(if appropriate) 

 

 

To be completed by the Head of Centre or designated contact. 
 

I confirm that all individuals involved have been notified about the above issue and have 
been given opportunity to comment. 

 
Where appropriate, a signed statement from each individual is available. 

Area of Concern 

 
Board 27June2018 Page 147



 

Charity number SC024193 
Malpractice Policy 
Version 4 Sept 2017 QA 

MALPRACTICE 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website  

  Page 20 of 21  

 
 
 

Our findings, based on these investigations, are as follows: (attach additional documentation 
if required) 

 

 

The individuals involved have been notified of these findings and have been given further 
opportunity to comment. All parties are aware that this information will inform the decision 
made by SQA regarding any application of sanction. 

 
 

 
 

Please return this form and supporting documentation/evidence as soon as possible after 
the date of issue to: 

 
Verification Planning Manager 
Operations Directorate 
SQA 
Optima Building 
58 Robertson Street 
Glasgow 
G2 8DQ 

 
Signature 

 
Date 

 
Position 
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WHCUHI-Committee papers-standard template 

West Highland College UHI Paper:2 7 0 6 1 8 / 1 7 . 7

Committee Finance & General Purposes 
Subject Regional Admissions Policy 

Action requested 
Decision 

Brief summary of the paper 
(key points for meeting) 

Under the leadership of the UHI Vice-Principal – Further 
Education, partner colleges are currently working on a 
number of work streams, which aim to improve the 
consistency of approach to FE. 

These work streams include creating a single policy 
environment, a consistent approach to quality 
management and a number of strategy groups looking 
at areas such as approach to core skills. 

West Highland College UHI has representation on a 
number of these groups. 

The Regional Admissions Policy is the first policy to be 
completed under the single policy environment work 
stream and has been approved by UHI Partnership 
Council. 

The Head of Student Services at the College was fully 
involved in the creation of the policy and the draft policy 
was reviewed by the College Management Team and is 
content the policy supports the needs of the College. 

The Board is asked to give its approval to the policy in 
order for West Highland College UHI to adopt the policy 
for 2019/20. 
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WHCUHI-Committee papers-standard template  

 
Resource implications 
(eg finance, training and 
development, communication & 
PR - If yes, please provide 
detail) 

 

 
Risk implications 
(If yes, please provide detail) 

 

 

Date paper prepared 21/5/18 
 

Date of meeting 
 

27/6/18 

 
Author 

 

Sue Macfarlane 

Link with strategy 
Please highlight how the paper 
links to, or assists with: 

 
• Curriculum 
• Quality 
• Estates 
• HR 
• Risk management 
• strategic plan/enabler 
• other activity (eg new 

opportunity) – please provide 
further information. 

 
Excellence for All 
Access and Inclusion Strategy 

 
Equality and diversity 

 

Status (eg confidential)  

No 

 
Freedom of Information 
Can this paper be included in 
“open” business? * 

 
Yes 

 
Consultation 
How has consultation been 
carried out? (eg who, when, 
result) 

 
F&GP 6 June 2018 

* If a paper should not be included within “open” business, please highlight below the 
reason. 

 
Its disclosure would substantially 
prejudice a programme of 
research 

 Its disclosure would substantially 
prejudice the effective conduct 
of public affairs 

 

Its disclosure would substantially 
prejudice the commercial 
interests of any person or 
organisation 

 Its disclosure would constitute a 
breach of confidence actionable 
in court 
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WHCUHI-Committee papers-standard template 

Its disclosure would constitute a 
breach of the Data Protection Act 

Other (please give further 
details) 

For how long must the paper be withheld…… 

(express either as the time which needs to pass or a condition which needs to be met.) 

Further guidance on application of the exclusions from Freedom of Information 
legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.as 
p and http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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[Partner Logo] 

[Partner Name], University of the Highlands and Islands 

Further Education Admission Policy 

POLxx 

Lead Officer (Post): 

Responsible Office/ Department: 

Responsible Committee: Board of Management 

Review Officer (Post): 

Date policy approved: 

Date policy last reviewed and updated: 

Date policy due for review: 

Date of Equality Impact Assessment: 

Date of Privacy Impact Assessment: 

This policy covers the period (date) to (date). 

For all our up-to-date policies, please visit the Policy homepage on our website. 

Accessible versions of this policy are available upon request. Please contact the Governance and 
Policy Officer on 01463 279000.  
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Policy Summary 

Overview 

This policy provides the basis for admissions into further education courses 
provided by the colleges within the UHI partnership. 

 

Purpose 

The policy governs the application process to be used by all students 
considering applying to a further education course in any of the colleges 
within the UHI partnership. 

 

Scope 

The policy applies to all colleges offering further education courses within 
the UHI partnership, current students seeking to progress their studies and 
prospective students considering applying. 

 

Consultation 

The policy was endorsed by Partnership Council and was subject to local 
consultation and approval processes at each academic partner College. 

The policy was approved by the colleges’ Board of Management. 

 

Implementation and 
Monitoring 

Academic partners will be responsible for implementing and monitoring 
the policy.  Analysis will be carried out of the policy’s impact by staff from 
the Vice-Principal for Further Education’s office. 

 

Risk Implications 

The policy reduces risk for the University and academic partners by 
creating a streamlined process and a community of practice for staff. 

Students will also benefit from a consistent approach across all partners. 

 

Link with Strategy 
 

 

Impact Assessment 
Equality Impact Assessment: 

Privacy Impact Assessment:  
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1. Policy Statement 
1.1 ‘Academic Partner name’ endeavours to be welcoming and inclusive in its admissions policy and 

processes, seeking to work in partnership with prospective students to match applicants with 
courses most appropriate to their aspirations and current level of skills, knowledge and ability.    

1.2 ‘Academic Partner name’ operates a fair and open admissions process that is free of 
discrimination and reflects a commitment to widening access and equality of opportunity.  The 
College aims to provide appropriate services to support students with learning support needs 
or disabilities. 

2. Definitions 
2.1 If you require assistance or do not understand any terms or language used in this policy, please 

do not hesitate to contact the Admissions Office.  

3. Purpose 
3.1 This Policy is to provide (name of academic partner) with a robust framework to: 

3.1.1 Follow admissions processes that are free of discrimination on the grounds of age, disability, 
gender and gender reassignment, pregnancy and maternity status, ethnicity, religion and/or 
belief, sexual orientation or socio-economic background.   

3.1.2 Offer a curriculum aligned to local and regional need and in line with national priorities.  
Where there is diminished local need or low demand, a course may be amended or 
withdrawn before it commences.  Equally, new courses may be introduced or the number of 
places on a course increased due to demand; 

3.1.3 Publicise courses through a variety of communication channels and in a variety of formats; 
3.1.4 Be fair, open and transparent in recruitment and selection processes; 
3.1.5 Provide clear and accurate information on available courses, entry requirements and/or 

selection criteria; 
3.1.6 Proactively encourage candidates to declare any disability or additional support need that 

may create barriers to their success in learning.  This declaration enables ‘Academic Partner 
name’ to provide appropriate support during the application stage and throughout a 
student’s course; 

3.1.7 Publish on ‘Academic Partner name’ web-site, details of the annual admissions cycle 
including when applications will be processed, when interviews take place and offers of 
places will be made. 

3.2  Contextualised Admission 
3.2.1 To further our commitment to improving access to education for people from the widest 

possible range of backgrounds, ‘Academic Partner name’ operates a contextualised 
admissions policy and processes.  This commitment enables the College to form a more 
complete picture of the characteristics of an individual applicant. To this end, ‘Academic 
Partner name’: 

3.2.1.1 Endeavours to take into account an applicant’s background where an application falls 
short of the standard entry criteria for a course or where there is competition for 
places;   

3.2.1.2  Will provide appropriate levels of support to prospective students who require it 
throughout the admissions process; 
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3.2.1.3 Make provision for assessments of additional support required ‘on-course’ during the 
admissions process; 

3.2.1.4 Make reasonable adjustments wherever this is possible.  
3.2.2 ‘Academic Partner name’ particularly welcomes applications from specific priority groups in 

line with Government priorities and legislation, including: 
3.2.1.1 Care experienced and looked after young people; 
3.2.1.2 Those living in areas of multiple-deprivation as identified by the Scottish Index of 

Multiple Deprivation as being the 10% most deprived post-code zones in Scotland; 
3.2.1.3 Those whose parents or carers have not accessed education beyond the compulsory 

school years; 
3.2.1.4 Male and female applicants to courses with nationally recognised gender imbalances 

e.g. males into to care, females in to construction. 
3.2.3 ‘Academic Partner name’ guarantees an interview to those with a care experienced 

background.  To support gender equality, the College also operates a guaranteed interview 
for specific courses that experience a severe gender imbalance and are included in the 
College’s Gender Action Plan. 

3.2.4 ‘Academic Partner name’ records all contextualised admissions, showing the number of 
applicants identified within priority groups, by course and by outcome of application.   

3.3 Discretion in making an offer of a place 
3.3.1 All offers of places are subject to the College’s discretion.  The College reserves the right to 

reject applications or apply further criteria under particular circumstances such as the 
following: 

3.3.1.1 Previous disciplinary sanctions under the college or university disciplinary procedures 
or those of other institutions 

3.3.1.2 Record of outstanding debt with the College or University 
3.3.1.3 They do not meet the entry criteria 
3.3.1.4 Unsuccessful at interview 

3.3.2 ‘Academic Partner name’ will: 
3.3.2.1 Treat every application on its merits and will remove barriers to participation through 

making reasonable adjustments.  However, there may be occasions when reasonable 
adjustments are not sufficient to enable participation on a particular course.   In these 
circumstances, Academic Partner name will make every effort to offer an alternative 
course or an alternative mode of study if appropriate and / or available.) 

3.3.2.2 Reserve the right to apply additional entry criteria in instances where an applicant has 
a record of previous enrolments without successful completion.  In such cases, due 
consideration will be given to an individual’s circumstances and support needs when 
reaching a decision. 

3.3.2.3 Successful applicants to courses will be required to join the Protection of Vulnerable 
Groups Scheme (PVG) where the studies or placements require interaction with 
children and/or vulnerable adults.  A previous criminal record does not, in the majority 
of cases, exclude an applicant from being offered a place.  However, the College 
recognises that it has a duty of care to all students and staff and therefore reserves 
the right not to admit an applicant where there is evidence that they could affect the 
safety and welfare of students or staff. The College has the right to withdraw an offer 
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of place if new information becomes available which has not been previously disclosed 
by the applicant and which could affect the safety and welfare of students and staff. 

 
3.4 Fee Status 

3.4.1 Every student who enrols of a course incurs a fee.  The vast majority of full-time further 
education students have their fees paid by the Scottish Funding Council, through the fee 
waiver system.  Part-time students may also be eligible for fee waiver. 

3.4.2 On application, the College will make an assessment of fee status in order to determine the 
appropriate level of tuition fees, in line with the relevant regulations and based on the 
information provided on the application form.  The fee status of an individual will be 
communicated in the offer letter to ensure that individuals are aware if they are liable to pay 
fees.  

3.4.3 The College reserves the right to change an applicant’s fee status in exceptional 
circumstances such as the following: 

3.4.3.1 If new information becomes available which was not previously disclosed by the 
applicant and affects the original decision on the fee status; 

3.4.3.2 If errors are made within the initial fee assessment, either by the College or by the 
applicant, which affects the original decision on the fee status. 

3.3.4 In such cases, the applicant will be notified of any change to their fee status and any 
consequences of this change. 

3.3.5 Applicants assessed and determined to be international fee-payers may be required to pay 
full course fees prior to enrolment. 

3.5 Appeals 
3.5.1 Any appeals relating to application decisions must be made in writing to ‘insert relevant job 

title’. 
3.6 Monitoring 

3.6.1 Reports on the number of applications received and offers made will inform curriculum 
review and courses offered in subsequent years.   

3.6.2 Applications will also be monitored by post-code, gender, ethnicity, disability, care 
experience and carer status to inform equality and diversity action planning. 

3.7 Use of Personal Data 
3.7.1 Personal data collected through the ‘Academic Partner name’ admissions process will be 

anonymised and used to statistical purposes to monitor applications by age, disability, 
gender and gender reassignment, pregnancy and maternity status, ethnicity, religion and/or 
belief, sexual orientation or socio-economic background. 

 

4. Scope 
4.1 This Admissions Policy applies to all applicants for further education courses (full-time and part-

time), including those classed as commercial.   
4.2 Applicants for higher education courses (HNC, HND, Degree and Post Graduate programmes) 

should refer to the University of the Highlands and Islands Admissions Policy on the UHI web-
site at: https://www.uhi.ac.uk/en/about-uhi/governance/policies-and-regulations/policies/ 
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5. Exceptions
5.1     This policy applies only to Further Education applications. 

6. Notification
6.1 Staff responsible for administering the admissions procedures for the College will be briefed 

and offered training on changes to the policy.  
6.2 The policy will be publicly available on the College’s website, along with other current policies. 

7. Roles and Responsibilities
7.1 The responsibility for compliance with the Admissions Policy lies with all staff involved in the 

process.   
7.2 The Policy will be regularly audited and reports submitted to the Regional Admissions Group. 

8. Procedures
8.1 Please refer to the accompanying Further Education Admissions Procedures for details. 

9. Legislative Framework
9.1 This policy is aligned with the following legislation: 

• Data Protection Act 1998
• Freedom of Information (Scotland) Act 2002
• Disability Discrimination Act 2005
• Equality Act 2010
• Children and Young People (Scotland) Act (2014)
• Scottish Care Leavers Covenant 2015
• General Data Protection Regulation (GDPR) (from May 2018)

10. Version Control and Change History
Amendments are to be recommended by a Policy Ownership Group made up from representatives 
from all relevant academic partners, and then subject to Partnership Council agreement prior to 
approval by local academic partner Boards of Management. 

Version Date Approved by Amendment(s) Author 
0 
1 
2 
3 
4 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 270618/18.1 
Subject Review of Audit committee effectiveness 

Purpose of paper 

Audit Committee members and attenders were asked to complete 
the form on their perception of committee effectiveness, for the 
information of the Board. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Good governance requires the review of committee effectiveness. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 14/06/2018 
Date of meeting 27/06/2018 
Author 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☒

For discussion   ☐

For endorsing   ☐

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Circulated to ELT and Audit members early May and discussed at 
Audit meeting 11 June 2018 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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Its disclosure would constitute a breach of confidence actionable in court ☐ 
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For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 

 
Board 27June2018 Page 160

http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf


 
 
 
 
 
 
 
Audit Committee Evaluation – to be completed by the Audit Committee collectively 
 
Date. June 2018 
 

                                                                                                                                         
Yes              

 
No 

 
Action 

Does the audit committee have written 
terms of reference (TOR)? 
 

Yes   

Do the audit committee members 
 clearly understand their roles and 
responsibilities?  Do they understand the 
part they play individually ? 
 

Yes  Training planned in 2018 to 
assist new members 
understand their role 

Do the audit committee members have the 
right skills and expertise to enable them to 
challenge effectively ? 
 

Yes  We have a good balance of 
members with appropriate 
skills 

Do members understand the financial 
regime in which the institution operates ? 
 

Yes  Our College CE and Director 
of Finance interpret the regime 
and assist us to understand it.   

Are audit committee members independent 
of the management team and other 
committees ?  
 

Yes  The convenor of this 
Committee ensures this. 

Do the audit committee members ask 
‘tough questions’ ? 
 

Yes  We have a healthy dialogue at 
meetings of this Committee  
and at Board meetings  

Does the audit committee hold periodic 
private discussions with the chief internal 
auditor and the external auditor? 

Yes  This formally occurs annually 
but the convenor speaks to the 
auditors between meetings if 
necessary 

Are there appropriate training and induction 
procedures for the audit committee 
members ?  
 

Yes  Training is planned to include 
risk management/risk appetite. 
Audit committee induction is 
offered to new members by 
the specific manager (Director 
of Finance), as an addition to 
the general induction. CDN 
option for audit committee 
members now received. 

Do the clerking arrangements for the   audit 
committee ensure that the members’ time is 
used effectively ? eg : 
 

 is there a good reason for each 
item being on the  agenda ?  
 

 Are all papers circulated sufficiently 
in advance ( and none tabled ?) 
and distributed in sufficient time for 

Yes   
 
 

 We hold an agenda 
setting meeting before 
each Committee 
meeting.  

 
 Yes papers are 

circulated in advance 
and any late papers 
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members to give them due 
consideration?  
 

 Do the reports prepared for the 
audit committee members make it 
clear what they are being asked to 
do/agree ? 

 

are late for specific 
reasons, not because 
of time management  

 
 Yes 

Does the Audit Committee carry out a self 
assessment exercise on its own 
performance on an annual basis? 
 

Yes   

Do the audit committee members receive 
reports that are comprehensive but concise 
and tailored to their needs ? Is the 
information they receive robust and 
objective ? 
 

Yes  Reports are well presented, 
clear and unambiguous.  
Questions can be asked at 
meetings  

Has the audit committee considered the 
information it wishes to receive from 
internal audit? 

Yes  Extra items can and have 
been requested  

Does the audit committee oversee an 
assessment of the governance 
arrangements of the institution and advise 
the governing body on their effectiveness ?  
 

Yes  Our internal and external 
auditors assist with this 

Does the audit committee monitor 
arrangements for ensuring value for money 
and for managing exposure to the risk of 
fraud and corruption ? 
 

Yes  As above 

Does the audit committee gain assurance 
that the institution’s risk management, 
control and governance arrangements are 
adequate and effective?  
 

Yes  As above. Also awaiting 
training risk management and 
assurance. 

Does the audit committee keep risk 
management on its agenda throughout the 
year ?  
 

Yes  The convenor places 
significant importance on risk 
management  

Does internal audit have a direct reporting 
line to the audit committee? 
 

Yes   

Does the audit committee approve, 
annually and in detail, the internal audit 
strategic and annual plans? 
 

Yes  The convenor also discusses 
this with the auditors in 
advance of them finalising 
their plan 

Do the external auditors present their audit 
plans and strategy to the audit committee 
for review? 

Yes   

Does the audit committee review the 
external auditor’s management letter when 
considering the institution’s financial 
statements ? 

Yes   

Does the audit committee review the 
financial statements, external auditor’s 
opinion and reports to members, and 
monitor management action in response to 
the issues raised by external audit? 

Yes   
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Does the audit committee include reference 
to its responsibility for overseeing value for 
money arrangements in its annual report to 
the Board? 

Yes  Our full annual report is 
presented to the Board 

Has the committee obtained feedback on 
its performance from those interacting with 
the committee or replying on its work? 

Yes  (Currently being undertaken)  
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 270618/18.2 
Subject Review of F&GP committee effectiveness 

Purpose of paper 

Committee members and attenders havecompleted the form on 
their perception of committee effectiveness, for the information of 
the Board. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Good governance requires the review of committee effectiveness. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 18/06/2018 
Date of meeting 27/06/2018 
Author       
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☒ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☐ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
F&GP Committee 6 June 2018 and by email 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Finance and General Purposes Committee Evaluation – to be completed by the 
Committee collectively 
 
Date:  
                                                                                                                                         

Yes              
 
No 

 
Action 

Does the F&GP committee have written 
terms of reference (TOR)? 
 

 
Yes 

  

Do the F&GP committee members 
 clearly understand their roles and 
responsibilities?  Do they understand the 
part they play individually ? 
 

Yes  Training provided during 
induction of new members.  
TOR available for reference.  
Further training to be 
developed during 2018 
 

Do the F&GP committee members have 
the right skills and expertise to enable 
them to challenge effectively ? 
 

Yes 
 

 The Board is currently 
seeking additional financial  
and HR expertise to add to 
the skills it already has in this 
area.  

Do members understand the financial 
regime in which the institution operates ? 
 

Yes  CDN training and reference 
materials available to assist 
with this, as well as general 
induction training.  Need to 
consider the requirement for 
refresher training on a cyclical 
basis. 

Are the F&GP committee members 
familiar with, and do they understand, the 
financial memorandum? 
 

Yes   

Do committee members have an 
understanding of the key challenges and 
risks facing the institution over the 
medium to long term and the institution’s 
environment and strategy? 
 

 
Yes 

  

Are F&GP committee members 
independent of the management team 
and other committees ?  
 

 
Yes 

  

Do the committee members ask ‘tough 
questions’ ? 
 

Yes  Members are encouraged to 
add robust challenge to 
decision making 

Are there appropriate training and 
induction procedures for the F&GP 
committee members ?  
 

 
Yes 

 Training and induction are 
areas still under development/ 
for improvement. 

Do the clerking arrangements for the 
F&GP committee ensure that the 
members’ time is used effectively ? eg : 
 

Yes 
 
 
 

 
 
 
 

Agenda planning meetings 
are held.  Secretariat support 
is proactive and 
professionally provided.  
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• is there a good reason for each 
item being on the  agenda ?  

• Are all papers circulated 
sufficiently in advance ( and none 
tabled ?) and distributed in 
sufficient time for members to give 
them due consideration?  

• Do the reports prepared for the 
audit committee members make it 
clear what they are being asked to 
do/agree ? 

 

Yes 
 
 
 
 
 
 
Yes 

 
 
Not 
always 

Members are encouraged to 
ensure adequate preparation 
undertaken in advance of 
meetings 
 
Occasional late papers are 
permitted for operational 
reasons, but this is exception 
rather than norm 

Do the F&GP committee members receive 
reports that are comprehensive but 
concise and tailored to their needs ? Is the 
information they receive robust and 
objective ? 
 

 
Yes 

 Work is ongoing to reduce the 
volume of papers and ensure 
they are concise but 
comprehensive.  Further work 
is required to report trends 
and KPI’s 

Do the F&GP committee members have 
the opportunity to review and challenge 
the budget? 
 

 
Yes 

  

Is the F&GP committee aware of the 
responsibilities of the governing body in 
relation to value for money and how it 
impacts upon the decisions made by the 
committee? 
 

   

Is the committee aware of the audit 
committee’s views on the institution’s 
arrangements for securing value for 
money? 
 

  
No, I 
should 
imagine! 

 

Is the committee aware of risk 
management in relation to its TOR 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: Board 

270618/19.1  
Subject Board Development Plan 

Purpose of paper 

This document has been compiled using the recommendations for 
action that were incorporated in the four different reviews that 
were carried out in the second half of the 2016-17 session.  
For those recommendations that were included in the External 
Effectiveness Review, some consolidation of overlapping 
recommendations has been done. Where recommendations from 
the four reviews overlapped, these have been amalgamated into 
one action.  

Most items have now been completed. Exceptions are: 
(1) on KPIs 
(7) on Board software; awaiting further information on Admin 
Control which is the package to be adopted by UHI 
(15) collaboration with other Board; this item overtaken by events. 

The updated Plan shows in red any changes made since it was 
last seen by Board members. 

Members are asked to confirm their acceptance of the Plan as it 
currently stands. The expectation is that unfinished items will roll 
into a new Plan arising from the current round of evaluations and 
appraisals.  

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications Yes      The Board needs to address issues raised by the reviews 
in order to be confident that it is as effective as it can be 

Date paper prepared 19/06/2018 
Date of meeting 27/06/2018 
Author Claire Wylie, John Hutchison 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
NA     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

Which other committees have been consulted? 
How else have you consulted? 

Audit committee 11June2018 
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UHI and Partners ☐ 
External ☐ 

 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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BOARD DEVELOPMENT PLAN 

(APPROVED) DECEMBER 2017 

EER = External Effectiveness Review 

AR = Auditors’ Corporate Governance Report 

AFU = Auditors’ Follow‐up Report (April 2017)  

BSE = Board self‐evaluation 

ISA = Individual self‐appraisals 
 

 

 SOURCE 
DOCUMENT 

RECOMMENDATION ACTION BY WHOM OUTCOME 

1. EER 
(recommend 
‐ation 1) 

We recommend that the Board continue 
to develop their suite of KPI’s making 
them appropriate to WHC and covers 
the information they require. 

Review KPI range 
and timetable. 

Assistant Principal  Postponed until auditors own 
review of KPIs is addressed (as 
part of the audit plan for 2017-
18) 

2. EER 
Recommend 
‐ation(3) 

We recommend that the College could 
make use of short pulse surveys to take 
the temperature of issues at the College. 
The developments in tools such as Survey 
Monkey, Google Survey etc should allow 
the College to obtain good quality ‘live’ 
information which can help form 
strategic direction and enhance the 
information available to the College from 
National surveys. 

F&GP or Board to choose 
one or two staff‐related 
issues, in conjunction 
with HR manager, and 
survey staff. 

Delegated to 
College 
(Audit 
Committee 
6.Sept.17) 
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3. EER (8) Although the College and Board have 
worked through each of the options to 
cover the secondment of the principal, 
given the post is so important to the 
future direction of the College, we 
recommend the Board consider adding 
this strategic risk to their risk register. 

Audit/Board to be 
invited to consider if 
demands of dual role of 
Principal should be 
incorporated into Risk 
Register. 

Audit 
Committee/Board 

Completed December 2017 

4. EER (12) (a) We  recommend  that  Board  
members continue to identify their 
training needs and 
(b) take all the training opportunities 
that are available to them. 

(a) Training needs to 
be identified during 
the individual 
appraisal exercise. 
(b) Options sourced as 
far as possible by 
October 2017. 

Chair and 
Board 
members 

The identification of training 
needs is now enshrined in the 
annual self-appraisal form and 
so the outcome should be 
regarded as ongoing and 
cyclical.  The specific action is 
therefore considered 
Completed.   

5. EER (13, 15 
and 16) 

We recommend that both at the 
individual and collective levels any 
approach taken for self‐evaluation, the 
Board continue to follow the best 
practice which results in an appropriate 
process being developed that is 
proportionate to the size and complexity 
of WHC and which works for it. 

Form of collective and 
individual self‐
evaluations to be 
reviewed in 2017‐18. 

Chair and 
Board Sec 

  
To be reviewed at Board June 
2018. 
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6. EER (14) We recommend that the Board seek 
to develop a key strategic relationship 
with Highland Council. 

Explore with Highland 
Council how we can 
strengthen a strategic 
relationship. 
Clarity required on what is 
meant. Principal to supply 
information on all current 
links. 
 

Chair 
and 
Principal 

Completed 
March 2018 

7. EER (7 
and 9) 

 
 
 
 
 
 
 
 
 
 
 
 

 
ISA 
 
 
BSE 

(a) The Board and its committees are on 
a developmental journey in relation to 
how it operates,  considers  business  
and  makes decisions.  We  recommend  
therefore  that this work continues and 
that appropriate tools and technologies 
are considered.     We recommend that 
the Chair supported by the  Board  
Secretary  continue  with  their 
modernisation agenda, to improve the 
type and   frequency   of   information   
that   is provided  to  the  Board  to  
allow  them  to make better and more 
effective decisions for the College. 

 
(b) Desire for reduction in paperwork 
and length of agendas. 

 
(c) Possibly too much over‐detailed 
information to the Board, and KPI data 
to be presented more succinctly. 

(a) Consider what might be 
appropriate technology, 
and quantity/quality of data 
supplied. 

 
 
 
 
 
 
 
 
 
 
 

(b) and (c) Look at quantity 
of data supplied 

ELT, Chair 
and Board 
Sec 

Agreement 
reached to use 
Boardpad but 
difficulties with 
the android 
version 
Awaiting UHI 
decision on 
future meeting 
software. 

8. EER (10) 
 
 

 
BSE 

 
 

 
ISA 

Recommend that options are explored 
to ensure that existing Board talent is 
not lost to the College 

 
Disquiet about loss of skills and need to 
target recruitment. Succession planning 
for post‐holders is an issue. 

 
Need for a succession plan. 

Update skills matrix and 
prepare a succession plan 

Board Sec 
and S&N 
Cttee 

 Skills matrix 
updated, and draft 
succession plan 
prepared. Draft 
approved at Board 
March 2018 
Skills matrix to be 
reviewed at Board 
June 2018 together 
with revised 
appraisal form. 
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9. AR The CGG states that there should be 
an annual Board Evaluation carried 
out. We recommend that the BoM 
carry out an annual self‐review as per 
the CGG. 

Carry out internal review Chair and 
Board Sec. 

Completed 
May/June 
2017 

10. AR It is good practice to create an annual 
programme of work … prepared annually 
… prepared in advance, items can be 
added and removed as required. 

Create a programme 
of work document 

Board Sec and ELT  Completed at 
Board March 2018. 

11. AR Anti‐Bribery Policy was due for review 
in 2015 

Review Anti‐Bribery Policy Director of 
Finance & 
Estates 

 Policy reviewed 
and approved by 
Board in October 
2017. Completed. 

12. AFU 
ISA 

Board Risk Management Training Find an opportunity to 
offer risk management 
training 

Board Secretary  Arranged for 21 
June 2018 

13. BSE 
 
 
 
 
ISA 
 
 
 
 
 

Comprehensive information is provided 
but some members felt that they would 
benefit from specific College financial 
training. 
 
Need for greater financial awareness 
 

 

Re‐offer financial training. 
Connected to (12) above. 
Awaiting right opportunity. 

Offered March 2018. Will 
be reoffered for June 2018. 

Director of 
Finance and 
Estates 

 Arranged for 11 
June 2018, and 
slides circulated to 
all Board members 
for information. 
Completed.  
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West Highland College UHI Board Development Plan page 
12 

 

 

14. BSE Relationship between Chair and Principal 
is effective etc, but the secondment may 
change how this works. 

Review Principal’s dual‐
role after one year of 
operation. 
To be discussed at 
Principal’s appraisal May 
2018 

Chair 
and 
Principal 

 Discussed during 
Principal’s appraisal May 
2018. To be reported to 
Board June 2018 

15. BSE 
ISA 

Generally felt that there was not 
enough contact with other boards 

(a) Seek volunteers to 
attend other board 
meetings, and ask other 
Boards if they could 
attend. 
(b) Actively seek 
opportunities to share 
training with 
neighbouring colleges 
and encourage 
attendance at CDN 
events. 
Argyll College notified of 
intended risk 
management training. 

(a) Board Sec 
and board 
members 
(b) Board Sec 

(a) To be 
reconsidered in the light 
of current UHI-wide 
developments; there 
may be other 
opportunities as part of 
‘West’ alliance. 

(b) Argyll College and 
SMO invited to attend 
risk management 
training in June 2018 
but have decided 
against. Other 
opportunities to be 
explored as and when 
appropriate. 

WHC Chair attended 
Argyll College Board in 
June 2018: to be 
reciprocated.  

16. BSE Need for improved induction and training. Run new member 
inductions shortly after 
appointment. Specific 
manager to introduce 
core document prior to 
each committee meeting 
to each new member. 

ELT and Board Sec Completed June 2017 

17. ISA Individual requests To be addressed Board Sec  
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18. ISA Biennial strategy day Hold development day 
for current strategic 
issues 

ELT and Board Sec Decision made to hold 
strategy discussion in 
December 2017. 
Completed. 

19. ISA Mentoring/’buddy’ scheme Develop scheme Chair and 
Board Sec 

 Due at Board June 2018 
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West Highland College UHI Cover Paper 
Committee/Group Name Board 

Committee paper 
no: 270618/19.2 

Subject Review of individual self-evaluation form 

Purpose of paper 

The Board Effectiveness Review encouraged the Board to review 
its forms of self-evaluation with due consideration to appropriate 
process and proportionality. 

To this end, the following document is submitted for review: it is 
similar to last year’s self-appraisal but incorporates a 
reduced/simplified skills matrix form (which was previously done 
separately). 

Members are asked to consider if this form would be appropriate 
for use for this year’s appraisals. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications Yes      The Board needs to address issues raised by the reviews 
in order to be confident that it is as effective as it can be 

Date paper prepared 19/06/2018 
Date of meeting 27/06/2018 
Author Claire Wylie, John Hutchison 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
NA     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Combined Board Skills & Appraisal 2018 
(adapted from Colleges Scotland version) 

 

Board Skills Audit 2018 
Board member name:  

 

Date:  
 
WHAT KIND OF EXPERIENCE DO YOU BRING TO THE BOARD? 
Please score (by ticking) only those that apply 
from 0 to 3 (0 being no expertise or experience 
and 3 being the highest level of expertise) 

 
0 

 
1 

 
2 

 
3 

Audit expertise     

Board / Committee experience     

Business skills (from succession plan)     

Disability     
Education     

Equalities     

Entrepreneurial skills     

Financial expertise     

Governance and leadership (link to ES evaluative 
report) 

    

Human resources     

Income generation     

Information technology/systems     

Knowledge of the community     

Knowledge of Scottish FE/HE sector (from 
succession plan and link to ES evaluative report) 

    

Legal     
STEMD curriculums (from succession plan)     

Strategic planning (from succession plan)     

Training     

 
What other experience or skills do you think you can offer? 

 

 
Please return by xxxxxxx to: 
Claire Wylie 
West Highland College UHI - Auchtertyre 
Taigh Darach, Lochalsh Business Park, Auchtertyre, Kyle of Lochalsh, IV40 8EG 
claire.wylie.whc@uhi.ac.uk 
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West Highland College UHI Combined Board Skills & Appraisal 2018 
(adapted from Colleges Scotland version) 

 

 
Part  A – Board member self-appraisal 

(to be completed by board member prior to discussion with Chair). 
 Part  B – Chair’s comments 

 
Core Skills  
(See Appendix below) 

 
Over the last year, where have I made an effective 
contribution or developed my skills/knowledge? 
Anything I could have done better? 

 
Looking to next year, where would I like to make a 
contribution and/or develop my skills/knowledge 
through study or training? 

 
Chair to confirm agreement to comments, 

or present alternative view 

 
 
Knowledge of 
the External 
Environment 

   

 
 
Board Member 
Skills 

   

 
Organisational 
Knowledge 

   

 
 
Team Working 
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West Highland College UHI Combined Board Skills & Appraisal 2018 
(adapted from Colleges Scotland version) 

APPENDIX - BOARD MEMBER CORE SKILLS MATRIX 
 

Board members will join the College Board with their own specific skills, qualities and expertise. During their 
time on the Board all members are expected to develop or keep up to date in the following core areas: 

 
 

Development 
pillar 

 
Core skills, qualities, expertise and behaviours 

 
 
 
 
 
 

Knowledge of 
the external 
environment 

 
• Understanding of the local/regional/national and, if appropriate international, priorities that 

your organisation contributes to 
• Understanding of the legal and financial requirements of those bodies your board is accountable 

to, including Scottish Funding Council, OSCR and the  regional strategic body (e.g. Financial 
Memorandum, including severance guidance) 

• Understanding of the Code of Good Governance, Code of Conduct for Board Members and 
Outcome Agreements 

• Understanding of your organisation’s regional or national partners and other stakeholders 
• Understanding of national or regional workforce skills needs 
• Insights acquired from building networks with other boards in the college sector. 

 
 
 
 
 
 
 
 

Board member 
skills 

 
• Communication skills – listening, explaining, questioning, influencing 
• Understand the non-executive role, including the leadership role and how to avoid operational 

detail while demonstrating stewardship of the organisation 
• Ability to balance constructive challenge and support of staff 
• Avoid/manage conflicts of interest and take collective responsibility for board decisions that are 

in the best interests of your organisation 
• Understand and take informed and rigorous decisions on complex issues and think strategically 
• Fulfil board ambassadorial role with staff and students and their representative bodies 
• Chairing skills (if a chair) 
• Contribute to discussions and decisions on finance, audit, risk management, human resources 

and strategic planning. 
 
 
 
 
 
 
 

Organisational 
knowledge 

 
• Understanding of the financial, legal and accountability framework of your organisation 
• Understanding of staff views and culture 
• Understanding of student views and experiences, including student association 
• Understanding of the views of other customers and stakeholders, build/facilitate relationships 

with external stakeholders, facilitate effective partnership working and be an ambassador for the 
board and your organisation 

• Understanding of your organisation’s business – curriculum, finances, estates, human 
resources, values, business planning systems, business priorities, performance indicators, risk 
and control framework 

• Understanding of responsibilities and business of committees. 
 

 
 
 
 
 
 
 

Team working 

 
• Attend and make contributions to board and committee meetings, events and development 

sessions 
• Take time to get to know other board members and build a strong team 
• Challenge each other and contribute to rigorous debates while maintaining supportive relations 

with fellow board members 
• Share own expertise and networks with fellow board members as required 
• Contribute to board, chair and personal evaluation processes and development plans 
• Support and mentor inexperienced board members 
• Contribute to succession planning, including building expertise and taking on responsibilities 

such as committee membership and chairing as required. 
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Cover-Paper_board appraisal.docx Page 1 of 2 FJG Ver2 171016

West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_270618/19.3 
Subject Form for collective Board appraisal 

Purpose of paper 

One of the actions on the Board Development Plan is for the 
Board to consider how best it should conduct its collective annual 
appraisal. The following options are offered, and have been 
circulated to all members: 

(1) same form as in previous years 
(2) City of Glasgow College template (based on Code of 

Good Governance) with adaptations including ‘don’t know’ 
(3) Thinking Board as supplied by UHI (six categories 

altogether, only two circulated - Quick Comments (are 
used by Argyll College) and Overview 

The Board is asked to consider which form of self-appraisal would 
be most suitable. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 19/06/2018 
Date of meeting 27/06/2018 
Author Chair, Secretary 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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Cover-Paper_board appraisal.docx Page 2 of 2 FJG Ver2 171016 

* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

Board_270618/19.4 
Subject Buddying for new board members 

Purpose of paper 

The Board Development Plan contains an item about setting up a 
mentoring or buddy scheme. This particular item arose from the 
self-appraisals completed last summer. 
 
The attached gives an outline of how such a scheme might work. 
 
Do members consider that it might be useful? 
 
It is intended that such a scheme is set-up for independent board 
members only, in the hope that staff and student members have 
sufficient support around them. Is that a reasonable assumption? 
 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 19/06/2018 
Date of meeting 27/06/2018 
Author Chair, Secretary 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Buddying for new board members 
 
 
What is buddying? 
 
Buddying is setting up a relationship between an established board member and a 
new member, using a volunteer from the board as a buddy, generally arranged with 
some acknowledgement of geography. 
 
Purpose of buddying  
 
Having a buddy gives a new member a face they know, and a person they can seek 
support from in terms of explaining procedures, more about what they can expect at 
and between meetings, some background information on hot topics, and answering 
questions. The purpose of this is to help new members settle into their new role 
quickly and confidently, and reduce the chance of them feeling isolated or 
unsupported. 
 
Practical considerations 
 
When a new member is appointed, and if s/he is agreeable, the secretary will seek a 
volunteer to help support that member for the first couple of meeting cycles. It is 
envisaged that this support will be offered generally by phone but may be 
supplemented by a meeting, if this suited both parties.  
 
What buddying isn’t 
 
Buddying will not replace induction with the Chair, secretary and senior staff, or 
mean that any of these individuals cannot be approached for support or to answer 
questions.  
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

270618/20.1 
Subject Senior independent member 

Purpose of paper 

Since the introduction of this role in 2016, it has been undertaken 
by Gordon Bushnell. 
 
Members of S&N are invited to consider whether the role should 
continue to be combined with the role of VC, or be separated from 
it. 
 
An advantage of combining the role is to keep things simple and 
limit the number of members undertaking additional duties. 
 
An advantage of decoupling the role is to spread responsibilities 
and build expertise and engagement. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 10/05/2018 
Date of meeting 27/06/2018 
Author Chair, Secretary 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
Search & Nominations Cttee 21May2018 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper 

no: 270618/20.2 
Subject Appointment of Vice Chair (future appointments) 

Purpose of paper 
Members are asked to review and approve the suggested 
process (attached). 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 10/05/2018 
Date of meeting 27/06/2018 
Author Chair, Secretary 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Search & Nominations 21May2018 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason.
Its disclosure would substantially prejudice a programme of research ☐

Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐

Its disclosure would substantially prejudice the effective conduct of public affairs ☐

Its disclosure would constitute a breach of the Data Protection Act ☐

Its disclosure would constitute a breach of confidence actionable in court ☐

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☐

Describe 
1. Click or tap here to enter text.
2. Click or tap here to enter text.

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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APPOINTMENT OF VICE CHAIR 

The Board’s standing orders outlines the procedure for the appointment of a Vice-Chair: 

13. Chair, Vice-Chairs and Committee Convenors

13.1 Appointment 

The Chair and Vice Chairs shall be appointed by the Board following a recommendation by 
the Search & Nominations Committee. The convenors of committees will be appointed by 
the Board. 

Members will be aware that this procedure was not followed prior to the last meeting when 
Christine Mackay was appointed. The recommendation of the Search & Nominations Committee is 
now that this appointment is not revisited, and Christine retains the Vice-Chair. 

NEW VICE-CHAIR 

Gordon Bushnell is retiring from the Board after the meeting in December 2018. He holds two roles: 
Vice-chair and senior independent member. 

Prior to the September/October round of meetings, members will be invited by the Search & 
Nominations Committee to put themselves forward for the role. All members are eligible. In the 
event of more than one person having an interest in being a Vice-Chair, supporting statements will 
be sought, and all members asked to vote for their preferred candidate. 

86. The directors shall elect from among themselves a Chair, a Vice Chair, and such other
office bearers (if any) as they consider appropriate. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

270618/20.3 
Subject Appointment of Chair of the Board 

Purpose of paper 
Members are asked to review and approve the suggested process 
and timescale (attached). 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 10/05/2018 
Date of meeting 27/06/2018 
Author Chair, Secretary 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Search & Nominations 21May2018 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason.
Its disclosure would substantially prejudice a programme of research ☐

Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐

Its disclosure would substantially prejudice the effective conduct of public affairs ☐

Its disclosure would constitute a breach of the Data Protection Act ☐

Its disclosure would constitute a breach of confidence actionable in court ☐

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☐

Describe 
1. Click or tap here to enter text.
2. Click or tap here to enter text.

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Procedure for the appointment of the Chair of the Board 

John Hutchison is due to stand down as a member and Chair of the Board at the conclusion of the 
Board meeting of June 2019.  

The procedure for the appointment of Chairs is as follows: 

Articles of Association: 
86. The directors shall elect from among themselves a Chair, a Vice Chair, and such other
office bearers (if any) as they consider appropriate. 

Standing orders: 
13. Chair, Vice-Chairs and Committee Convenors
13.1 Appointment 
The Chair and Vice Chairs shall be appointed by the Board following a recommendation by 
the Search & Nominations Committee. The convenors of committees will be appointed by 
the Board. 

To put this into a step-by-step procedure, taking account of the above: 

1. The S&N committee makes itself aware of impending vacancy.
2. The College Secretary (on behalf of the S&N committee) notifies the Board of the vacancy

and asks for volunteers.
3. Volunteers notify the Chair and Secretary of their intentions, and provide a short statement

on what they might bring to the position.
4. The S&N committee (or appointments committee as agreed by S&N committee) reviews

applications and makes a recommendation to the Board.
5. In the event of more than one person putting themselves forward, a secret ballot is held at a

Board meeting (overseen by the Board Secretary and a scrutineer).
6. The appointment is for four years, renewable for another four years.
7. If no-one comes forward, the vacancy will be advertised.

Timeline 

Board members to be invited to consider putting themselves forward, with a deadline of the end of 
October 2018.  

A meeting of the Search & Noms will be held in November 2018 to review any applications and 
prepare a recommendation to the Board. 

If no appointment is made at the December 2018 Board, then the vacancy is advertised in January 
2019. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 270618/21 
Subject Committee membership 

Purpose of paper 

To approve the committee membership (changes are confirmation 
of Nigel Patterson (support staff rep member) and Hayley Lewis 
on EPB) and to seek interest in the two committees which have 
vacancies. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 28/05/2018 
Date of meeting 27/06/2018 
Author 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

. 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 

 
Board 27June2018 Page 199



Cover-Paper_cttee membership.docx Page 2 of 2 FJG Ver2 171016 

* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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WEST HIGHLAND COLLEGE UHI 

Chair: Vice‐chairs: 

John Hutchison Gordon Bushnell 

Christine Mackay 

Senior independent member: Health and Safety champion: 

Gordon Bushnell Robert Kelly 

Membership of Board committees (June 2018) 

Audit 

Hilary Stubbs (convenor) 

Gordon Bushnell 

Duncan Ferguson 

Robert Kelly   

Ann Lloyd 

Christine Mackay 

New support staff 

memberNigel Patterson 

Attending: Lydia Rohmer, Matt 

Simpkinson (specific manager), Jason 

Thurlbeck, Gill Callaghan (TIAA) 

F&GP 

Hayley Lewis (convenor) 

John Hutchison  

Bill Mitchell 

Lisa McAndrew 

Lucia Petrovicova 

Lydia Rohmer  

Lewis Sturrock  

Attending: Matt Simpkinson (specific 

manager), Sue Macfarlane 

Estates Project Group (under discussion) 

John Hutchison (convenor) 

Hayley Lewis 

Christine Mackay 

Lydia Rohmer  

Hilary Stubbs 

Vacancies 

Search & Nominations 

John Hutchison (convenor) 

Gordon Bushnell 

Lucia Petrovicova  

Lewis Sturrock  

Two vacancies 

Performance Review & Remuneration 

Hayley Lewis (convenor) 

Gordon Bushnell 

John Hutchison 

Bill Mitchell 

Nigel Patterson  

Lucia Petrovicova 

New support staff member 
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 Board 270618_22 

 

 
 

Audit Committee Report 
 
 
 

Note of meeting of 11 June 2018 for the Board of Directors 
 
Items raised at the Audit Committee meeting not found elsewhere on the Board’s 
agenda include: 

      
 
Internal Audit Reports 
 
A discussion was held regarding the performance of the internal auditors which was problematic in 
two respects. Firstly, the tardy receipt of the reports, which was not in accordance with the contract 
with TIAA. Gill Callaghan, on behalf of TIAA, apologised for this and would monitor future 
communications and timetables closely. Secondly, there were proper closure meetings for only two 
of the six audit areas, whereas it would be helpful to both parties to hold these meetings at the 
conclusion of every audit. This too would be monitored more closely with the expectation that 
closure meetings are always held. 
 
Internal Audit Plan for 2018-19 
 
The areas to audit in 2018-19 were drafted in Annex A of the current year plan, and these were still 
regarded as appropriate by the Committee (Board Effectiveness follow-up, Commercial Income 
Generation, Curriculum Development and Management, CEST Project, Staff Performance Review 
Framework, and general Follow Up).  
 
Complaints 
 
The most recent report was received. In total, just three complaints had been received so far this 
academic session. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 270618/23 
Subject Effectiveness of external auditors 2017-18 

Purpose of paper 

Audit Committee members and attenders were asked to complete 
the form on their perception of the performance of the external 
auditors, for the information of the Board. 
The Director of Finance has provided his assessment of their 
performance. 
Board members are asked to approve the Review. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Good governance requires the review of auditor effectiveness. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 14/06/2018 
Date of meeting 27/06/2018 
Author       
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 
Staff ☐ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
Initial responses to general form drafted by convenor and 
secretary. 
Audit Committee and Director of Finance consulted. 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Evaluation of the External Auditors 

 
Yes 

 
No 

Not 
sure 

 
Comments 

Questions for Audit Committee Members  
 1. Did the auditors meet with the Audit 

Committee when requested? 
Y    

 2. Did the auditors adequately assess 
controls in place within the College? 

Y    

 3. Did the auditors inform the Audit 
Committee of any risks of which the 
Committee was not previously aware? 

 N  No, a reflection of the 
high level of information 
provided at each Audit 

committee meeting by the 
ELT. 

 4. Did the auditors adequately discuss 
issues of the quality of financial 
reporting, including the applicability of 
new and significant accounting 
principles? 

Y    

 5. Did the auditors communicate issues 
freely with the Audit Committee, or did 
they seem protective of management? 

Y   Issues were 
communicated freely. 

 6. Does it appear that management 
exercises undue influence on the 
external auditors? 

 N   

 7. Does it appear that the external auditors 
are reluctant or hesitant to raise issues 
that would reflect negatively on 
management? 

 N   

 8. Is the Audit Committee satisfied with the 
planning and conduct of the audit?  

Y    

  9. Is the Audit Committee satisfied with its 
relationship with the external auditors? In 
making this determination, the Audit 
Committee should consider whether: 

 (a)   the partner-in-charge of the audit 
participated in Audit Committee 
meetings; 

 (b)   the auditors were frank and complete in 
the required discussions with the Audit 
Committee;  

(c)    the auditors were frank and complete 
during closed sessions with the Audit 
Committee;  

(d)    the auditors are on-time in their delivery 
of services to the College. 

Y   The Audit Committee is 
satisfied with the 

relationship.  
Attendance and 

engagement of the 
auditors was entirely 
satisfactory, in both 
general and closed 

situations. 
Services were provided 

on-time. 
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Evaluation of the External Auditors 

 
Yes 

 
No 

Not 
sure 

 
Comments 

Questions for Audit Committee Members (continued) 
 10 Is the Audit Committee satisfied that the 

external auditors remain independent 
and objective both in fact and 
appearance?  This response should 
consider: 

 • Review all audit-related and nonaudit 
services conducted by the external 
auditors in the prior year. 

 • Review whether the firm, the office or 
the partner is dependent on the 
College for a material percentage of its 
fee income.  

 • Review whether former members of 
the audit team are now employed by 
the College. 

 
If any of these conditions exist the Audit 
Committee should consider whether they 
impair the auditors’ independence with respect 
to the College. 
 

Y   The auditors have only 
conducted audit-related 
services, and neither of 
the two compromising 
conditions mentioned 
exist. The Audit 
Committee considers 
that the auditors are 
entirely independent. 

11. Was the audit fee fair and reasonable in 
relation to what the Audit Committee 
knows about fees charged to other non-
profit organisations, and in line with fee 
benchmarking data the Audit Committee 
might have available to it? 

Y   Fee known and explained 
to Audit Committee when 
auditors were appointed. 

12. Did the external auditors provide 
constructive observations, implications, 
and recommendations in areas needing 
improvement?  

Y   The auditors’ report 
contained all these 
elements. 

13. Did the external auditors demonstrate an 
ongoing understanding of the 
uniqueness of further education? 

Y   The auditors have 
experience of further 
education prior to 
engagement by WHC, 
and show understanding 
of the FE context in their 
dealings with the College. 

 
Signed:        Print Name: 
(Chair of Audit Committee) 
 
Date: 
 
Extracted from the Scottish Government Audit Committee Handbook 2008 
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West Highland College UHI Cover Paper 
Committee/Group Name Board 270618/24 
Subject Plan for external audit for the year ending 31 July 2018 

Purpose of paper 

To advise the Board on the audit approach to be taken by 
Henderson Loggie with regard to the statutory financial 
statements for the y/e July 2018. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 04/06/2018 
Date of meeting 27/06/2018 
Author 
Equality Impact Assessment 
(EIA) 

Choose an item.  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

 

For information 

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? 
How else have you consulted? 

Discussed by Audit Committee and Stuart Inglis of 
Henderson Loggie on 11 June 2018 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 
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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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This document has been prepared to provide management and the Board with information regarding: 

 

• the planned audit approach  

• methods of communication throughout the audit assignment  

 

This report is provided on the basis that it is for the information of management and the Board / Audit 

Committee of West Highland College UHI (‘the College’) only and that it will not be quoted from or 

referred to, in whole or in part, for any other purpose without our prior written consent. 

 

Nature and scope of the assignment  
 
We will undertake a statutory audit for the College in line with the terms of our appointment as detailed in 

the engagement letter dated 24 May 2017.  Our engagement letter incorporates the requirements of the 

Companies Act 2006. 

 

We do not anticipate carrying out any accounting work on your behalf and expect to audit statutory financial 

statements for the College based on the financial information provided to us by you. 

 

Auditing standards 
 
In conducting the audit of your financial statements, we are required to follow auditing standards issued by 

the Financial Reporting Council.  These standards, known as International Standards on Auditing (ISAs), will 

apply to this audit. 

 

Risk based approach 
 
The ISAs place substantial focus on risk assessment.  We are required to thoroughly assess the risks that 

there are material misstatements (whether due to errors or omissions) within the financial statements.  We 

then design and carry out tests that respond to those specific risks. 

 

To properly assess the risks on your audit, we need to: 

 

• thoroughly understand the background to your business and sector (including the major issues that 

you face); 

• record the processes – such as income, purchases and payroll – that lie at the heart of your business; 

and 

• review the draft financial statements information for unexpected results or movements since last year. 

 
Our risk assessment may mean we focus on certain aspects of your business or financial statements to a 

much greater extent than other areas.  We promise to communicate our plans in good time so that you can 

provide the information we will need without undue cost or delay. 

  

1. Introduction 
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Risk based approach (continued) 
 

The ISAs result in an audit that is both risk-based and rigorous.  Audits are intended to give confidence and 

assurance to users of your financial statements.  We will ensure our work is efficient, targets the right areas 

and provides you with a robust audit opinion. 

 

Additional information on the nature, scope and extent of our audit work can be found in the Appendix to 

this report. 

 

Communication 
 
The ISAs place emphasis on communication between you and us. In particular: 

 
• We are required to discuss aspects of the business with ‘those charged with governance’.  During the 

audit we will deal mainly with Matt Simpkinson, Director of Finance & Estates.  Steve Cartwright, the 

Audit Principal, and / or Stuart Inglis (Director) will meet with College management and the Audit 

Committee as set out in the overall timetable in section 3. 

• We will communicate our findings on the audit to you in a timely manner.  These findings include 

errors or omissions in the financial statements as well as qualitative matters such as weaknesses in 

your accounting and control systems for which we can suggest improvements.  

• We will ask you for a letter making certain representations to us.  We will send you a draft copy of 

this letter towards the end of the audit, and would ask you to provide us with a final copy on your 

letterhead. 
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Audit approach and specific areas of audit attention 
 
We adopt a risk based approach to audit assignments.  As part of our audit, we will identify the key issues 

and risks facing the College and review the internal control strengths and weaknesses.  The areas identified 

will be tested in detail and we will look to obtain sufficient evidence to allow us to take assurance that there 

are reasonable controls in place to mitigate the key risks.  

 

Through initial discussions with the Director of Finance & Estates and Finance & Compliance Manager, and 

review of College documents, we have expanded our knowledge of your business and changes during the 

year and understand the following to be a summary of significant events during the year: 

 

• The budgeted surplus for 2017/18 is £33,321 however the latest outturn to the year end (as per the 

management accounts to 31 January 2018) shows a deficit of £51,836.  The main reason for this 

variance is that the College is 52 full-time equivalent students short of its higher education target 

numbers, which reduces income by approximately £0.300 million.  This loss of income has been partly 

off-set by savings identified by the Curriculum teams, and savings in management costs and academic 

support costs, including salary savings due to some posts remaining vacant for part of the year; 

• Salary and pension costs represent the main cost pressure for the College.  The College is currently 

shadowing national pay bargaining; 

• The College has two capital projects at early stages of development, the new Centre for Science and 

Technology campus in Fort William and enhancement of maritime skills facilities in Mallaig.  The 

Centre for Science and Technology is currently at RIBA Stage 3 (Developed Design) and funding is 

being provided by the Scottish Funding Council and Highlands & Islands Enterprise.  Design costs of 

approximately £50,000 have been incurred during 2017/18 to date.  A high-level design has been 

prepared for Mallaig and planning permission obtained.  Spend to date in 2017/18 is approximately 

£32,000; 

• Planning permission has been obtained by Cityheart for the planned Phase 2 student accommodation 

block in Fort William; 

• The College is not directly involved in the UHI Integration project but continuing to monitor 

developments; 

• The College is looking to develop its key IT systems, including Finance and HR, with a view to 

providing improved management information; and 

• The Finance & Compliance Manager is a new role and the post-holder will work closely with budget 

holders.  The intention is to prepare the statutory financial statements in-house this year. 

 

Based on our risk assessment, we have identified the following key areas of audit focus this year: 

 

Key audit area Our approach 

Management 

override of controls 

There is a presumed risk within ISAs that, in any entity, there is a risk that 

management has the ability to process transactions or make adjustments to the 

accounting records outwith the course of normal business transactions that 

could lead to a material misstatement in the financial statements.  Our audit 

work will be planned and undertaken to review any significant unusual 

transactions and ensure that they appear reasonable in the context of our 

knowledge of the business. 

2. Key areas of audit focus 
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Audit approach and specific areas of audit attention (continued) 
 

Key audit area Our approach 

Revenue recognition The ISAs also state that there is a presumed risk of fraud in revenue 

recognition that could lead to accounting polices being adopted, or 

transactions recorded in such a way, that could lead to a material 

misstatement in revenue recognition.  We will review all significant 

revenue streams and transactions and, through a combination of 

analytical review, compliance testing of key controls and detailed 

substantive testing, obtain comfort that these transactions appear 

reasonable based on our knowledge of the business. 

 

This will include consideration of whether the College has recognised 

funding provided for specific purposes appropriately.  Our approach in 

this regard will be to review all significant ring fenced funds and check 

whether grant terms and conditions have been met before recognising 

income. 

 

Going concern Company law requires the directors to prepare the financial 

statements on a going concern basis unless it is inappropriate to 

presume that the company will continue in business.  The process 

undertaken by the directors should be proportionate in nature and 

depth depending upon the size, level of financial risk and complexity of 

the company and its operations and the financial statements should 

include balanced, proportionate and clear disclosures about going 

concern.  Further details can be found on the Financial Reporting 

Council’s website by following the link below: 

www.frc.org.uk 

As auditors, we are required to consider the process undertaken; the 

evidence available and the conclusion reached by the directors and 

consider the implications of this for our audit report. 

 

The College may not 

properly account for its 

capital projects expenditure 

and related funding or fixed 
assets transactions.  This 

includes consideration of 

any impairment as a result 

of asset conditions, on-going 

estate improvements and 

maintenance; and 

compliance with relevant 

financial reporting standards 

We will review a sample of capital expenditure to ensure that it is 

appropriate to capitalise this and also consider the treatment of any 

related grant funding.  We will also review significant accounts of a 

repairs and maintenance nature to determine whether it is appropriate 

to expense these items.  Our approach regarding impairment will be to 

identify all significant assets and consider whether there are any 

conditions that might give rise to an impairment, and check that any 

impairments made have been correctly treated. 
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Audit approach and specific areas of audit attention (continued) 
 
Our audit approach includes a combination of analytical review, substantive testing of balances and 

transactions and compliance testing of controls.  We have designed tests that we believe will provide us with 

sufficient, appropriate audit evidence to form an opinion as to whether the financial statements show a true 

and fair view of the results for the year and the position at the year end.  We will assess the evidence as we 

receive it and reconsider our approach as necessary.  Should we find any major problems with the planned 

approach, we will report back to you and discuss alternative methods of gathering evidence to support the 

assertions in the financial statements.   

 

Assessment of risk of fraud and error 
 
During the planning process, audit fieldwork and review stages, we will work with the directors, College 

management and staff to ensure that any potential fraud within the business is considered and addressed as 

necessary.  We will require confirmation from the directors that, to the best of their knowledge, no such 

instances have occurred during the year. 
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Audit Team  
We realise that ensuring the accessibility of our audit team is important to you.  We are delighted to be able 

to provide this and the table below outlines contact details and responsibilities of each of the key team 

members. 

 
   

Team 

member 

Role and responsibilities Contact details 

   

Steve Cartwright 

Engagement 

Partner  

The audit team is headed by Steve Cartwright as 

engagement partner.  Steve is responsible for the 

overall delivery of our services to West Highland 

College UHI and liaison with the Board. 

Tel: 01382 594746 

Email address: scc@hlca.co.uk 

   

Stuart Inglis 

Director 

Stuart is responsible for overall management of the 

audit of the financial statements. 

Tel: 01382 594790 

Email address: sti@hlca.co.uk  

   

Michael Smith 

Lead Auditor 

Michael will be the main point of contact when the 

audit team are on site undertaking audit work. 

Tel: 01382 594813 

Email address: mis@hlca.co.uk 

   

 

 

Independence and ethics 
 
Independence enables true objectivity.  The audit team will uphold the highest standards of professional 

ethics and will guard their position on independence. 

 

Revised Ethical Standard 2016, as issued by the Financial Reporting Council, requires us to ensure that you 

are appropriately informed of all significant matters that might bear upon our objectivity and independence. 

 

We have procedures in place to ensure that Henderson Loggie, its partners and professional staff follow and 

comply with both the Financial Reporting Council’s Ethical Standards and the Code of Ethics issued by The 

Institute of Chartered Accountants of Scotland in January 2014.  

 

It is not envisaged that we will provide non-audit services to you that might, in the absence of appropriate 

safeguards, affect our independence as auditor.  If we were to undertake non-audit work appropriate 

safeguards would be put in place to reduce this risk, such as independent engagement teams.  We confirm 

that, in our professional judgement, Henderson Loggie is independent within the meaning of regulatory and 

professional requirements and that the objectivity of Steve Cartwright, the Audit Principal, and audit staff is 

not impaired. 

  

3. Our service delivery 
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Timetable & reporting 
 

DATE KEY MILESTONE 

29/05/2018 Issue Audit Plan to College management  

11/06/2018 Presentation of Audit Plan to Audit Committee 

22/10/2018 Audit fieldwork  

26/10/2018 Audit findings meeting with management  

14/11/2018 Issue audit highlights memorandum to College management  

28/11/2018 Consideration of financial statements, letter of representation and audit highlights 

memorandum by the Joint Audit and Finance Committee 

18/12/2018 Approval of financial statements, letter of representation and audit highlights 

memorandum by the Board  

 

Fees 
 
The proposed fee for the audit for the year ended 31 July 2018 is £8,277.04 plus VAT, in accordance with our 

tender document dated 15 August 2016.  

 

Any additional work required will be quoted for and charged separately. 
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Materiality 
 
The assessment of materiality is a matter of professional judgement.  A matter is material, individually or in 

conjunction with other matters, if its omission or mis-statement would reasonably influence the decisions of 

a user of the financial statements. 

 

Materiality will be considered having regard to the overall financial statement level, the individual asset 

balance, the type of transaction and the disclosures.  Whether adjustments are material to the true and fair 

view can only be judged in the particular circumstances of the items and their impact on the financial 

statements to which they relate. 

 

We will draw to management's attention actual errors that we discover during the course of our work. 

Where such errors would have an impact upon the numbers reported in the statutory financial statements, 

but are not significant in terms of our audit, we will ask management if they wish to adjust the financial 

statements.  We will not, however, bring to your attention matters that we consider to be insignificant. For 

these purposes, we propose that this would mean items of less than £3,000. 

 

Accounting estimates 
 

The ISAs place emphasis on our responsibility to consider accounting estimates reflected in your financial 

statements.  Examples of these are provisions for bad debts, provisions for obsolete stock, valuation of 

assets such as intellectual property and properties, and the decision whether or not to recognise provisions 

for liabilities in respect of legal claims against the College. 

 

We will particularly focus on those estimates which involve ‘high estimation uncertainty’.  For example, the 

judgment about whether a legal claim will lead to a probable or possible liability could mean a material 

expense is either included or omitted from the financial statements.  In these cases, we will seek reasonable 

evidence that the judgments behind these decisions are true and fair. 

 
Practically, this will mean that we will: 

 
• spend time understanding the background behind any such estimates, and the basis on which figures 

are calculated; 

• review the outcome of estimates made in previous years, to determine how accurate these 

assessments have been in the past; 

• look for evidence of bias in the calculations which could distort the true picture in the financial 

statements; and 

• derive our own estimate of the likely values to attribute to these estimates (this may be a range of 

values) to compare to those reflected in the financial statements.  On occasions this may mean 

agreeing with you to obtain expert opinions (such as the use of a specialist valuer). 

  

Appendix I - Additional information on the nature, 

scope and extent of our audit work 
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West Highland College UHI  Draft Audit Plan 2017/18 

 

Related parties 
 
The ISAs also focus on transactions with related parties. 

 
In brief, a related party is a person or organisation which either controls or significantly influences the 

decisions and operations of your business, or vice versa. This would include the directors, as well as people 

(such as close family members) and organisations connected with them.  We will discuss the definition with 

you and ensure that you are able to identify all such related parties. 

 

The ISAs focus attention on the fact that transactions with related parties are sometimes unusual in nature, 

may not occur at arm’s length, and could significantly distort the ‘true and fair view’ of the financial 

statements. Therefore it is vital that we understand who the related parties are and the way in which they 

transact with the College or influence its decisions. 

 

Use of experts / internal audit 
 

ISA 610 deals with the external auditor’s responsibilities if using the work of internal auditors. 

 

The objectives of the external auditor, where the entity has an internal audit function and the external 

auditor expects to use the work of the function to modify the nature or timing, or reduce the extent, of 

audit procedures to be performed directly by the external auditor, or to use internal auditors to provide 

direct assistance, are: 

 

(a) To determine whether the work of the internal audit function or direct assistance from internal auditors 

can be used, and if so, in which areas and to what extent; 

 

and having made that determination: 

 

(b) If using the work of the internal audit function, to determine whether that work is adequate for purposes 

of the audit; and 

 

(c) If using internal auditors to provide direct assistance, to appropriately direct, supervise and review their 

work. 

 

Auditing standards directs us to maintain effective co-ordination with internal audit and place the maximum 

possible reliance on their work.  We make an initial review of the framework for the provision of internal 

audit services during our planning stage with a view to assessing the quality of the service provided to 

establish if we can place reliance on their work. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_270618/26 
Subject Audit Scotland: Scotland’s Colleges 2018 

Purpose of paper 

A report will be published by Audit Scotland on 21 June 2018. It 
will be circulated to all at that point and if there are any matters 
arising these can be raised at the Board meeting. 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐
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Resource implications 
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Click or tap here to enter text.     
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For information ☒
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Consultation has been carried 
out with 
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UHI and Partners ☐
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How else have you consulted? 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 
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Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
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Its disclosure would constitute a breach of confidence actionable in court ☐ 
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For how long should a paper be withheld? 
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West Highland College UHI Cover Paper 

Committee/Group Name Board 

Committee paper no: 
 
 
Board 270618/27 
 

Subject OSCR : actions for safeguarding and notifiable events 

Purpose of paper 

The Chair of the Board received the attached email from OSCR 
which was sent out in February 2018 following the most recent 
allegations against charities such as Oxfam. 
 
In it, the charity regulator is asking charity trustees to remind 
themselves of their duty to provide a safe environment for all who 
come into contact with their charity, and to check that the right 
policies are in place to enable this. They also remind trustees of 
their responsibility to alert OSCR should they have any serious 
concerns.  
 
As part of their message, OSCR set out some ‘actions’. These are 
reproduced on the attached paper, together with some notes as to 
whether the Board and the College need to attend to anything to 
secure this safe environment. 
 
A video from April 2018 about the latest safeguarding issues is at: 
 
https://www.oscr.org.uk/news/video-an-update-on-safeguarding 
 
Board members are asked to review the actions in the attached 
paper and consider whether any further action is needed to 
ensure the College is a safe place for all. 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒ 
2. Excellence for All ☐ 
3. Other strategies ☒ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No            None at this stage 

Risk implications No       
Date paper prepared 03/05/2018 
Date of meeting 27/06/2018 
Author CW 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☒ 

Consultation has been carried 
out with 

Which other committees have been consulted? 
How else have you consulted? 
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Staff ☒ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

 
Consulted Myra McCabe, Student Support Officer 
Audit Committee 11 June 2018 
 
 

Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Choose an item. 
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From: OSCR Online [mailto:oscronline@oscr.org.uk]  
Sent: Wednesday, February 14, 2018 13:07 
To: oscronline@oscr.org.uk 
Subject: [OSCR Online] - Keeping vulnerable beneficiaries, volunteers and staff safe 
Importance: High 
 

The recent reports of abuses connected to some charities working in the international aid 
sector are deeply troubling and as a regulator we take such matters extremely seriously.  

There are two key points that we would like to remind charities of in light of the reports. 

• Safeguarding (keeping vulnerable beneficiaries, volunteers and staff safe) 
• Notifiable Events 

Due to the importance of them both, we are asking charity trustees to make sure that these 
topics are Agenda Items at the next meeting.  

Safeguarding - Keeping vulnerable beneficiaries, volunteers and staff safe 

The public is right to expect the highest standards of governance from charity trustees – 
charity law also requires it. We work very closely with Police Scotland and the justice system 
where we consider there is any criminal activity or risk to vulnerable people.  Charities 
working with vulnerable beneficiaries or volunteers need a heightened focus on possible 
abuses of power that might lead to bullying, harassment, or sexual misconduct.  

The legal duty of all charity trustees is to act in the best interests of their charity and, in 
particular, to act with due care and diligence.  For all charities, this means trustees should 
make sure that they create a safe environment for staff, beneficiaries and 
volunteers.  Charities should have the appropriate policies, procedures and practices in 
place to make sure that everyone is kept safe. It is important to develop a culture that 
enables anyone to report concerns, whilst making sure that those concerns are dealt with 
appropriately and in a sensitive manner. They should also ensure that everyone in the 
organisation understands these policies and that they are reviewed and kept up to date as 
organisations grow and change. 

Remember, charity trustees are the ones who are ultimately accountable when something 
goes wrong in a charity, and it is up to them to take appropriate action when it is required. If 
you are a charity trustee, please review your safeguarding polices – and if they are not 
comprehensive enough, work with your fellow trustees to get them where they need to be 
as soon as possible. 

Here are some key actions for charity trustees to take: 

• Know what you have to do – trustees must follow charity law but there may be other 
specific statutory duties because of the type of work your charity does (for instance, 
your staff and volunteers may need to be members of the Protection of Vulnerable 
Groups –PVG –scheme depending on the type of work your charity carries out) 

• Assess your safeguarding risks and address them where necessary 

 
Board 27June2018 Page 229

mailto:oscronline@oscr.org.uk
mailto:oscronline@oscr.org.uk
https://www.mygov.scot/disclosure-types/


• Be confident that the steps you put in place are relevant to the size and work of your 
charity 

• Make sure your charity’s policies and procedures are effectively applied in practice 
throughout the organisation, and you are confident that they will continue to be 
followed in the future 

• Review your safeguarding policies and procedures at least once every 12 months. If 
there are gaps, make sure that any new policies or procedures are in line with the 
charity’s purposes and the law 

• Encourage a safe environment so that volunteers, staff and beneficiaries feel that 
they can speak up when they think something is going wrong 

• Be decisive with any action you have to take, procrastinating can be viewed as 
complacency 

• Be transparent when incidents do occur, and learn if things go wrong 
• Ensure that serious incidents are reported to OSCR and other relevant bodies. 

Later this year, we will be publishing new guidance on safeguarding. If there is anything 
you would like to see us cover in this guidance, please email info@oscr.org.uk and we 
will consider your suggestions. 

Notifiable events 

When problems occur, it is important for trustees to address them vigorously and 
transparently – we have a Notifiable Events system which should be used in circumstances 
like this.  

This system was started in April 2016 and it gives us an opportunity to provide guidance to 
charities when serious incidents occur. 

A Notifiable Event could be: 

• fraud and theft 
• significant financial loss 
• incidents of abuse or mistreatment of vulnerable beneficiaries 
• a lack of charity trustees required to make a legal decision 
• when a charity has been subject to a criminal investigation or an investigation by 

another regulator or agency; sanctions have been imposed, or concerns raised by 
another regulator or agency 

• when significant sums of money or other property have been donated to the charity 
from an unknown or unverified source 

• suspicions that the charity and/or its assets are being used to fund criminal activity 
(including terrorism) 

• charity trustees acting improperly or whilst disqualified. 

There is no legal requirement to report a Notifiable Event. However, it is an important way 
for charities to reassure us, and other interested parties, that they are on top of the issues 
they are facing. Ultimately, we may become concerned if there has been a matter that has 
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not been reported to us; especially if it goes on to have a negative impact on the individual 
charity or the wider charity sector. 

For more information, please read the news item we published in November 2017 
encouraging charities to report significant incidents when they occur. 

 
 
Regards, 
David Robb 
Chief Executive 
OSCR Online 
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Keeping vulnerable beneficiaries, volunteers and staff safe 

 

 OSCR: KEY ACTIONS TO TAKE FURTHER INFORMATION OR 
COMMENT 
 

WHC BOARD RESPONSE 

1. Know what you have to do – trustees must follow charity 
law but there may be other specific statutory duties 
because of the type of work your charity does (for 
instance, your staff and volunteers may need to be 
members of the Protection of Vulnerable Groups –PVG –
scheme depending on the type of work your charity 
carries out) 

Charity trustee duties (summary 
attached) 

https://www.oscr.org.uk/guidance-and-
forms/guidance-and-good-practice-for-charity-
trustees/ 

Board members and staff are PVG 
scheme members. 

 

No further action. 

2. Assess your safeguarding risks and address them where 
necessary 

In essence the risk is that harm 
occurs to young people and 
vulnerable adults on College 
premises or elsewhere.  

There are a number of situations at 
which students, staff, board 
members could make themselves 
open to allegations of intending to 
cause harm. 

Board members need a personal 
wareness of risks such as: being 
alone with a student, exchanging 

Safeguarding Policy most recently 
approved in December 2016, due 
for review in December 2019. 

Board members to remind 
themselves of the policy and to 
discuss if any adjustments should be 
considered.  
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personal contact details with 
student, …… 

College-wide: 

All staff are required to undergo on-
line training on safeguarding as part 
of their induction. 

The College has a named and 
trained safeguarding team. 

All teaching staff are reminded each 
year of safeguarding responsibilities 

 
3. Be confident that the steps you put in place are relevant 

to the size and work of your charity 
As a large organisation with young 
people at its heart, the Board 
should be confident that all 
necessary steps are in place. 

 

Any further action? 

4. Make sure your charity’s policies and procedures are 
effectively applied in practice throughout the 
organisation, and you are confident that they will 
continue to be followed in the future 

 Is there evidence of effective 
application? What evidence would 
the Board like to see? 

5. Review your safeguarding policies and procedures at 
least once every 12 months. If there are gaps, make sure 
that any new policies or procedures are in line with the 
charity’s purposes and the law 

Change of procedure if staff and 
Board review all safeguarding 
policies annually.  

Does the Board wish to implement 
this? 
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6. Encourage a safe environment so that volunteers, staff 
and beneficiaries feel that they can speak up when they 
think something is going wrong 

Policies to support this: 

Positive Behaviour Management 
Dignity at Work 
Public Interest Disclosure 
(whistleblowers) 
 

No further action. 

7. Be decisive with any action you have to take, 
procrastinating can be viewed as complacency 

 Board to note 

8. Be transparent when incidents do occur, and learn if 
things go wrong 

 Board to note 

9. Ensure that serious incidents are reported to OSCR and 
other relevant bodies. 

 Board to note 
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 Board 270618/28 

 
 

Finance & General Purposes 
Committee Report 

 
 
 

Note of meeting of 6 June 2018 for the Board of Directors 
 
Items raised at the F&GP Committee meeting not found elsewhere on the Board’s 
agenda include: 
 
 
 
Student accommodation 
 

 The second FW student residence had now received planning permission, and 
Cityheart was currently considering whether or not to embark on its construction. WHC 
was endeavouring to support a decision to go-ahead by presenting a revised strong 
business case for it. 

 
STEM Centre 

 
The committee welcomed the clear and useful information provided on the 
background, RIBA Stage 2 process, timetable and risk register.. It supported the move 
towards RIBA Stage 3. It was noted that the costs of this were fully met by SFC, UHI, 
HIE. The full business case was scheduled to be submitted to the Board in October 
2018, with the Centre opening in September 2020. 

 
Estates Project Group (review) * 

 
 No-one had come forward to convene the Group, and the Committee were in 

agreement with the proposal that the Chair of the Board also convenes the Estates 
Project Board. It was recognised that this was not ideal in governance terms, and it 
was hoped that a new convenor would come forward either from the current Board 
membership or after the next recruitment round. Consideration was given to recruiting 
an advisor for this purpose but this would not be permitted under the Board’s agreed 
procedures. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board 270618/29 
Subject CONFIDENTIAL Management Accounts for 9 months ended 30th Apr 2018 
Purpose of paper To show financial position and forecast for 2017-18 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Confidential and not to be discussed outside this group 
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Date paper prepared 29/05/2018 
Date of meeting 27/06/2018 
Author Matt Simpkinson – Director of Finance & Estates 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Click or tap here to enter text.     

Action requested 
(tick those that apply) 
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For discussion   ☐

For endorsing   ☐

For decision  ☒

Consultation has been carried 
out with 
Staff ☐
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UHI and Partners ☐
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Which other committees have been consulted? 
How else have you consulted? 

.F&GP 6June2018 

Status Confidential 
Freedom of Information 
Can this paper be included in 
open business?* 
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organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
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For how long should a paper be withheld? 
1. Length of time needed  ☐ 
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Describe 
1. Click or tap here to enter text. 
2. Click or tap here to enter text. 

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board270618/30 
Subject Health and Safety Report – Qtr 3 2017/18 
Purpose of paper The report covers the various issues around health & safety 

including: 
• A summary of the recorded incidents since the last Board 

meeting 
• The RIDDOR Incident Rate graph per 12 month rolling 

period for work or course related injuries  
• Illustrations of work/course related incidents split by 

location, course activity and staff/student designation. 
• Updates on progress of Health and Safety initiatives being 

undertaken by the College 
 
Summary of Recorded Incidents Since Last Meeting: 
 
Appendix 1 
 
One incident centred around the transporting through the café hot 
liquids for hospitality servicing in meetings. The commercial café 
manager looked at a number of solutions and with the exception 
of flasks of tea and coffee all meeting catering requirements for 
hot soup will be served at a reserved table in the café area. 
 
Another incident was recorded which involved a student who for 
behavioural reasons is not able to respond in the required manner 
in the event of a fire evacuation. It is essential as managers of the 
premises that we are able to evacuate the building fully. Following 
meetings with the students’ parents and support workers it has 
been decided that in the interim student will not attend College 
until a mutually agreeable solution is found. 
  
The last incident involved the trigger of the fire alarm at our Fort 
William premises, which turned out to be false alarms. 
 
The Fire Service were unable to reset the alarm during the 
evening which meant the identified zone had to be left with no 
protection overnight. ADT engineers were on site the following 
morning and they too were unable to identify any defective  
parts.  
 
Due to the age of the fire alarm system it is recommended that  
the system be upgraded to a fully addressable system which will 
enable us to improve diagnostics and improve any fire protection 
associated risk management.  
 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
 
Appendix 2 
The RIDDOR incident graph shows no significant upward or 
downward trend. Continued vigilance is required to ensure 
improved performance 
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Illustrations of work/course related incidents: 
 
Appendix 3 
The graphs give clear detail with no worrying trends of increased 
levels of incidents across any location or course activity 
 
SHE Assure Software Solution: 
 
Work is progressing with SHE Assure Software. Incident 
Reporting and Hazard Reporting has been rolled out for general 
use. Training guides have been customised for the College and 
good feedback has been reported from users. The next stage of 
development will be around Risk Assessments, COSHH 
Assessments, Fire Risk Assessments and DSE (display screen) 
Assessments. 
 
The College is keen to improve our Near Miss Reporting process 
and it is hoped that especially with the Report a Hazard ability in 
SHE Assure the level of reporting can be increased. 
 
Audits and Inspections 
 
Our annual process of audit and inspection across all our centres 
and courses is underway with a target completion date before the 
arrival of the new student intake. Any actions will be discussed 
and recorded at the Health and Safety Committee. 
 
Workplace Driving 
 
The College will be undertaking specific training for those who will 
drive minibuses for work purposes. The College will engage 
Roger Denman of Advanced Training Services who:- 

• is an Approved Driving Instructor holding class 1 PCV and 
LGV driving licences (D+E / C+E) 

• holds Certificates of Professional Competence in Road 
Passenger and Road Freight Operations - National and 
International  

• and is a Member of the Chartered Institute of Transport 
(now merged with the Institute of Logistics and Transport) 
and a member of the Institute of Advanced Motorists.   

 
On a ‘Train the Trainer’ basis the course will be specifically 
tailored to our requirements. 
 
Expert Health and Safety Advice 
 
The College will be looking to build resilience with our procured 
Expert Health and Safety advice currently provided by Fred 
Fudge. This may take the form of either external consultancy, 
internally through training or via collaboration with UHI academic 
partners. 
Discussion will take place at ELT and College Management  
Group prior to presentation at the Health and Safety Committee. 

Strategic linkage  
Tick all that apply: 

Describe the linkage: 
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1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

College duty under the Health and Safety at Work Act 1974 
(HASAWA) to protect the health, safety and welfare of their 
employees and other people who might be affected by their 
business.  

Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications Yes       
Date paper prepared 28/05/2018 
Date of meeting 27/06/2018 
Author Jane Ollerenshaw 
Equality Impact Assessment No  If no, explain why, if yes give details of impact assessment.     

Action requested 
(tick those that apply) 

For information ☒ 
For discussion    ☐ 
For endorsing    ☐ 
For decision  ☐ 

Consultation has been carried 
out with 
Staff ☒ 
Students ☒ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
Health and Safety Committee 

• Scheduled 6 weekly meeting 
College Management Group 

• Paper to be noted 
 

F&GP 6June2018 
Status Non-confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

Yes 

 
* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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                                Appendix 1 
 

 

Incident Reports Since Last H & S Committee Meeting 
Ref:  Date  Designation  Learning 

Centre 
Course  Description and any action taken  Classification  HSE/UHI 

Notified 
499  12/03/2018  N/A  Fort William  Café Area  A concern was raised regarding the delivery of hot soup in an 

urn across the busy café area for hospitality provision in a 
classroom. A number of solutions have been discussed as part 
of the investigation and for the most positive risk reduction it 
will be proposed that any hospitality requests requiring the 
provision of soup are within the café area 

Near Miss  No 

501  12/03/2018  N/A  Fort William  SLP  Whilst undertaking a routine fire drill a student member of 
the SLP class with disabilities was not able to be evacuated 
from the classroom. This has severe implications for risk 
management both for the student and the College. Following 
investigation and report to H & S committee a decision will 
need to be taken regarding the attendance of this student at 
the College or a management plan developed to manage this 
specific risk 

Near Miss  No 

502  12/03/2018  N/A  Fort William  Centre  At just after 6pm the fire alarm was triggered across the 
building. The premises were evacuated and the Fire Service 
attended. They were unable to trace the source of the trigger 
or reset the alarm. The zone was isolated and an engineer call 
was booked for the following day.  No fault was found and the 
alarm reset successfully. Investigate an improved fire alarm 
system with automatic fault location diagnostics.  

Near Miss  No 
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Board 270618/31 

Search & Nominations Committee 
Report 

Note of meeting of 21 May 2018 for the Board of Directors 

Items raised at the Search & Nominations Committee meeting not found elsewhere 
on the Board’s agenda include: 

Induction for new members 

Details of the induction provided for new members, and feedback received, were 
discussed. Members of the Committee were satisfied with it as it stood, subject to 
some tweaks and recommendations.  

Revised Skills Matrix 

Further to the agreement at the last S&N meeting, the skills matrix was reduced and 
simplified. As a further step towards streamlining, the Chair agreed to consider if it 
might be included as part of the individual appraisals due to be undertaken shortly.  
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