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Board of Management 
3 October 2018 

Mallaig Learning Centre 
Unapproved Minute of the meeting 

 
Present: 

John Hutchison (chair), Gordon Bushnell (Auchtertyre), Duncan Ferguson 
(Auchtertyre), Marina Finlayson (teaching staff representative member), Robert Kelly 
(Auchtertyre), Hayley Lewis, Ann Lloyd (Auchtertyre), Christine Mackay, Deryck 
Nutley, Lucy Petrovicova (student representative member) (home), Lydia Rohmer 
(Principal). 

In attendance: 
Andrew Campbell (Chair, Argyll College UHI), Fiona Grant (Assistant Principal), Sue 
Macfarlane (Depute Principal), Andy Rogers, Matt Simpkinson (Vice Principal 
Finance), Jackie Wright (Estates Client Manager) for item (10), Claire Wylie 
(minutes). 
 
Jane Henderson, the Learning Centre manager, welcomed everyone to Mallaig. In 
discussing the challenges she faced running the Centre, the lack of space was the 
single most important factor which hampered development and growth. In particular, 
because of the success of the full-time recruitment to courses in the Centre, it meant 
that there was no room for commercial courses. Jane explained that Mallaig was a 
working village, and she respected its culture and community. Because of this, local 
people felt that the Learning Centre was there for them. Lydia concurred with this 
approach, describing Jane as someone who can create community within the 
Learning Centre for students of all ages and from all over the West Highlands. The 
afternoon session with several local businesses had gone very well, and the College 
was collaborating effectively with the on-going £80million masterplan for Mallaig. 

1. Apologies 
Michael Foxley, Lisa McAndrew, Nigel Patterson (support staff member).  

 

2. Declarations of interest 
There were no declarations. 

 

3. Minutes of the meetings of 27 June 2018 
The minutes of the meeting were approved. 

 

4.  Homologation of decision: An Aird 
Board members homologated their decision not to proceed with the land 
purchase at An Aird. 
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5. Matters arising 
There were no matters arising which did not form part of the meeting’s 
agenda. 

 

6. Membership update  
Members noted the resignation of independent members Hilary Stubbs (5 
August 2018) and Bill Mitchell (19 September 2018). Lewis Sturrock, 
teaching staff member, had also stood down on 18 September 2018. 
Marina Finlayson had come forward as the teaching staff representative 
member, and members of the Board duly approved her membership and 
directorship. 
Members noted that Deryck Nutley, whose appointment as member and 
director they had approved in March 2018, is now an active member. 
 

 

7. Any Other Business 
7.1 Scottish Training Federation awards 
Sue was pleased to advise that Garry Whyte, from West Highland 
College UHI, had won the STF Awards category for ‘Employability 
Achiever of the Year’. 

 

 

8. UHI Assembly: update 
John updated members on the first Assembly which had taken place in 
the previous week. Around 100 people had attended, including John, 
Lydia, Marina and Nigel from West Highland College UHI. Andy Rogers 
and Andrew Campbell had also been present. On the day, the Assembly 
was divided into five groups (comprising mainly Students, Staff, 
Principals, Chairs and Members of Court) and they discussed firstly the 
successes of UHI, and later on the challenges it faced. Arising from this 
was a proposal from the Chair of UHI Court for a programme board and 
work-streams; discussions were still on-going as to the exact format of 
these. The intention was that a second Assembly would be held in 
February 2019. 
Participants present felt that the emphasis was still on process rather than 
progress. However, they did feel that overall it had been a positive 
experience. There was clearly a desire on the part of students for an 
equivalent learning experience wherever they were studying, and a 
consistent career path for staff wherever they were working. 

 
 

9. Financial Forecast Return 
The Vice Principal (Finance) presented the Forecast, and explained that it 
was prepared in accordance with an increasingly stringent set of SFC 
guidelines and assumptions. The assumptions were discussed, as was 
the limited number of scenarios, such as around the Centre for Science 
and Technology, that were included. It was emphasised that this was a 
forecast rather than a budget. The fact that it appeared to show that the 
College would run out of funds in 2019-20 (and be 6% in deficit by 2022-
23) should not be unduly concerning to Board members, and many other 
colleges would be in the same position. As such, the forecasts should 
help the sector by presenting the financial realities of the college sector as 
they currently stood. For WHC, one of the significant difficulties was 
finding required efficiency savings in a budget where staff costs took such 
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a large proportion of the overall budget.  
Members were content that the FFR which included the Centre for 
Science & Technology should be submitted to UHI and SFC. 

10. Centre for Science & Technology: full business case 
Since the meeting of the F&GP committee, HIE had completed its cost-
benefit analysis and demonstrated that over 25 years the Centre would 
bring £30 to £32 million into the area. Jackie discussed in particular the 
options appraisal that had been carried out, and how the Centre provided 
the ‘best fit’ in its ability to deliver against objectives, and members were 
in agreement with this. They also supported the procurement route 
outlined. 
Although primarily a facility for Lochaber, there would be clear benefits for 
cross-Highland communities as it would be on-line and fully networked, 
and this would be reflected in future marketing brochures. 
A discussion was held regarding staffing the Centre, in the light of 
difficulties in recruiting in the region. The Principal was however confident 
that the right number and quality of staff would be attracted to work in the 
Centre. 
Funding the build was in the initial discussion stages. A full capital grant 
would be the most desirable from the College’s perspective but there 
other options were being discussed. 
The College was engaging with MPs and MSPs and seeking their support 
for the project. 
The business case was approved by the Board. 

 
 

11. HISA 
11.1 Depute President’s report 
Lucy’s report was received by members. She further discussed her plans 
to visit all of the College’s learning centres and thus be in a position to 
support more students. This initiative was particularly welcomed. 
She and the VP Finance would try to establish some proper office 
accommodation for her in FW. 
11.2 Arrangements for support of Depute President by fellow 
students 
Lucy was pleased to have recruited two very engaged students, Solomon 
Azulay and Katie Wrigglesworth, to provide support to her. The Board 
approved the proposed arrangements. 

 
 
 

12. Risk register 
The risk register had been amended by the Principal further to the risk 
management workshop and discussion at Audit Committee. The 
categories of risk had been reduced to three: financial, governance and 
organisational; and the UHI common risk register was retained as a 
separate document. 
Further to recent discussions around the second FW student residence, 
its residual risk rating had been increased. Lydia discussed the other risks 
that had been changed and reduced. The Board approved the register. 
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13. Draft three year operational plan 
 

Sue presented the draft plan for information. She drew the Board’s 
attention to some amendments that it might be necessary to make to the 
College’s Strategic Plan and members were agreed that these should be 
discussed at the next strategy update. 

 

14. Academic Affairs quarterly report to the Board 
Sue advised that HE numbers were not yet firm; as they stood they were 
a little short of target and thus would have an impact on the budget. FE 
numbers, which could be built up over the year, were good. 
In particular, the numbers of Adventure Studies students were down, 
and some work would be carried out to ascertain exactly why this was. It 
appeared that a lack of student accommodation, and competition from 
other institutions, may have contributed to the fall. 
Sue advised that the attendance of Board members at the College’s 
Academic Board had been welcomed as a sign of their engagement with 
students and staff. 

 
 
 

15. Draft College Evaluation Report and Enhancement Plan  
The summary report and proposed gradings were introduced by Fiona. 
She explained that there would be a pre-endorsement visit on 10th 
October 2018, following which the final Report and Plan would be 
prepared. The Board would be invited to approve this, prior to 
submission to SFC and Education Scotland before the end of October. 
The gradings would be published for the first time this year. ES had 
endorsed the College’s assessment of its grades last year, and at the 
pre-endorsement visit this year, the College would be challenged on its 
current assessment. The College could either accept any 
recommendations for change at this stage, or stand by its assessment. 
Board members supported the gradings proposed.  

 

16. Policies for review 
16.1 Dignity at Work 
16.2 Health and Safety 2018-19 
16.3 FE Fee waiver 
16.4 Tertiary Learning Support 
All the above policies were approved. 

 

17. Board evaluations 
A short report on the two sets of evaluations was received. John advised 
that one theme was the repetition of business between committee and 
Board and thus, potentially, space for strategic discussions was crowded 
out. John intended to take some ideas about how to avoid this to the next 
agenda-setting meeting. 
As a strategy day was being planned for January, it was agreed that a 
further discussion on what these board evaluations revealed should be 
included as part of that day.  

 

18. Committee membership 
The revised list was approved, and the Chair thanked Christine Mackay 
for taking on the role of audit convenor. Although the nominal deadline 
for receipt of expressions of interest in the post of vice chair had passed, 
it was agreed that the Secretary should send out one further invitation to 
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members. 

19. Report from Audit Committee meeting 
Received and noted. 

 

20. Internal audit reports 
20.1 GDPR 
20.2 KPIs 
20.3 Staff Learning and Development 
20.4 Business Continuity Planning 
20.5 HR Change management 
20.6 Follow up review 
The above reports and management responses were all approved. 

 
 

21. Internal audit plan 2018-19 
Although there had been performance issues regarding the internal 
auditors, reassurances had been received from TIAA that these had 
been addressed and would not be repeated. 
The audit plan for the year was approved. 

 

22. Report from F&GP Committee meeting 
The report was noted. In addition, as the VP Finance would be leaving 
the College in December, he was warmly thanked for his positive 
contribution to the work of the College. 

 

23. Management accounts for twelve months to end July 2018 
These were presented to the Board, which welcomed the much more 
positive outcome than originally expected. This was partially explained 
by the phasing of ESF credit income from 2016-17.  
Members approved the accounts as they stood, albeit noting that there 
may be some movement between now and the final accounts in 
December 2018. 

 
 

24. Student accommodation (update on UHI/Cityheart FW proposal) 
Discussions were on-going with UHI regarding their decision on whether 
or not to proceed with FW Phase 2. The Principal would be providing a 
paper to the UHI F&GP committee regarding the strong need of the 
College for a second residence. 

 

25. Health and Safety annual report 
As the Board H&S champion, Robert considered the report to be good. 
He was pleased to note that health and safety visits had been made to 
all learning centres in the past year, and said that this should be 
repeated every year. 
A further suggestion was made to include the role of the H&S champion 
in the report. 

 
. 

26. Dates for 2019-20 
Approved. 
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27. Dates of next meeting 
Tuesday 18th December 2018 in Fort William. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

Board 181218/4.1 
Subject Education Scotland Evaluative Report and Enhancement Plan 
Purpose of paper Homologation of decision to approve 
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            Already discussed 

Risk implications Yes Already discussed 
Date paper prepared 07/12/2018 
Date of meeting 18/12/2018 
Author Board secretary 
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? 
 
Board 3Oct2018 
 
 

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: 31 October 2018 12:53 
To: Ann Lloyd <lloyd.orrin@btinternet.com>; Christine Mackay <christinemackay@macphee.co.uk>; 
Deryck Nutley <deryck@deryckn.co.uk>; Duncan Ferguson <ferguaros4@aol.com>; Gordon Bushnell 
<gordonrowanlea@aol.com>; Hayley Lewis <lewish998@gmail.com>; John Hutchison 
<jch@abrach.com>; Lisa McAndrew <lisa.mcandrew@computershare.com.au>; Lucia Petrovicova 
<hisa.whc@uhi.ac.uk>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Marina Finlayson 
<marina.finlayson.whc@uhi.ac.uk>; Nigel Patterson <nigel.patterson.whc@uhi.ac.uk>; Robert Kelly 
<kelly.skye@btinternet.com> 
Cc: 'Fiona Grant' <Fiona.Grant.whc@uhi.ac.uk> 
Subject: Final copy of Evaluative Report and Enhancement Plan 
Importance: High 
 
Dear all 
 
Please find for your records the final copy of the EREP going forward to Education Scotland later 
today. Page 16 of the document has the Board’s statement of endorsement.  
 
Best wishes, 
Claire 
 
From: Claire Wylie  
Sent: 29 October 2018 08:23 
To: Ann Lloyd <lloyd.orrin@btinternet.com>; Christine Mackay <christinemackay@macphee.co.uk>; 
Deryck Nutley <deryck@deryckn.co.uk>; Duncan Ferguson <ferguaros4@aol.com>; Gordon Bushnell 
<gordonrowanlea@aol.com>; Hayley Lewis <lewish998@gmail.com>; John Hutchison 
<jch@abrach.com>; Lisa McAndrew <lisa.mcandrew@computershare.com.au>; Lucia Petrovicova 
<hisa.whc@uhi.ac.uk>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Marina Finlayson 
<marina.finlayson.whc@uhi.ac.uk>; Nigel Patterson <nigel.patterson.whc@uhi.ac.uk>; Robert Kelly 
<kelly.skye@btinternet.com> 
Cc: 'Fiona Grant' <Fiona.Grant.whc@uhi.ac.uk> 
Subject: Pre-endorsement Visit Update to the Board 
Importance: High 
 
Good morning,  
Please see the message below from Fiona following last week’s meeting about the Evaluation Report 
and Enhancement Plan (which was circulated to you last Monday 22nd October – if you would like 
another copy with the minor updates please let me know). 
As Fiona says, please get back to her or me if you would not be content to see the EREP go forward 
to Education Scotland on Wednesday this week. 
Best wishes, 
Claire 
 
Dear Members of the Board  
 
The pre-endorsement visit held on Wednesday with Education Scotland and the Scottish Funding 
Council went well.  There were no challenges about the way we graded ourselves and, if anything, 
recommendations to strengthen a couple of points within the Positive Practice areas.  
 
The report and plan is undergoing minor amendments, including a few typos and a couple of 
unfinished sentences (thank you Robert for highlighting). 
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Is the board happy to accept and endorse the evaluation, the grading, the capacity for improvement 
and the enhancement plan?   
 
I am assuming that board members are satisfied with the content based on discussion at the board 
meeting and from reading the recently circulated draft.   Therefore, because of the shortness of 
time, unless I here otherwise I will submit the board endorsed full report and plan to Education 
Scotland after 3pm on Wednesday 31st. 
 
Kind regards 
 
Fiona 
 
 
 
Fiona Grant 
Assistant Principal for Quality, Learning and Teaching 
West Highland College UHI 
Colaiste na Gàidhealtachd an Iar UHI 
m 07789921835 
t 01397874507 
please think before you print 
 
Registered Office: West Highland College UHI, Carmichael Way, Fort William, PH33 6FF | Tel: 01397 874000 
West Highland College UHI is a company limited by guarantee (SC153921) with charitable status (SC024193) 
 
This communication may contain information which is confidential and may also be privileged. It is for the 
exclusive use of the intended recipient(s). If you are not the intended recipient(s), please note that any 
distribution, copying or use of this communication or the information in it is strictly prohibited. This email does 
not form part of any contract unless so stated. If you have received this communication in error, please notify 
us by email or by telephone and then delete the communication and any copies of it. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 181218/4.2 
Subject CRTR research bid 
Purpose of paper Homologation of decision to approve bid 
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 07/12/2018 
Date of meeting 18/12/2018 
Author Steve Taylor 
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? 
 
ELT 
 
 

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: 22 November 2018 15:50 
To: Matt Simpkinson <matt.simpkinson.whc@uhi.ac.uk> 
Cc: Ann Lloyd <lloyd.orrin@btinternet.com>; Christine Mackay <christinemackay@macphee.co.uk>; 
Deryck Nutley <deryck@deryckn.co.uk>; Duncan Ferguson <ferguaros4@aol.com>; Gordon Bushnell 
<gordonrowanlea@aol.com>; Hayley Lewis <lewish998@gmail.com>; John Hutchison 
<jch@abrach.com>; Lisa McAndrew <lisa.mcandrew@computershare.com.au>; Lucia Petrovicova 
<hisa.whc@uhi.ac.uk>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Marina Finlayson 
<marina.finlayson.whc@uhi.ac.uk>; Nigel Patterson <nigel.patterson.whc@uhi.ac.uk>; Robert Kelly 
<kelly.skye@btinternet.com> 
Subject: FW: F&GP 
 
Hi Matt 
 
I have heard from 11 members of the Board on this matter, and all are in favour of the proposal. 
 
Regards, 
Claire 
 
From: Claire Wylie  
Sent: 19 November 2018 08:35 
To: Ann Lloyd <lloyd.orrin@btinternet.com>; Christine Mackay <christinemackay@macphee.co.uk>; 
Deryck Nutley <deryck@deryckn.co.uk>; Duncan Ferguson <ferguaros4@aol.com>; Gordon Bushnell 
<gordonrowanlea@aol.com>; Hayley Lewis <lewish998@gmail.com>; John Hutchison 
<jch@abrach.com>; Lisa McAndrew <lisa.mcandrew@computershare.com.au>; Lucia Petrovicova 
<hisa.whc@uhi.ac.uk>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Marina Finlayson 
<marina.finlayson.whc@uhi.ac.uk>; Nigel Patterson <nigel.patterson.whc@uhi.ac.uk>; Robert Kelly 
<kelly.skye@btinternet.com> 
Cc: Matt Simpkinson <matt.simpkinson.whc@uhi.ac.uk> 
Subject: FW: F&GP 
 
Good morning 
 
Requests from the Centre for Recreation and Tourism Research to bid for research projects are 
normally seen first by F&GP before going on to the Board for its approval. However, as you will see, 
the timescale for this one is very short.  
 
I would be grateful if Board members could confirm that they are happy for this bid to go forward. 
Please respond by first thing on Thursday, and many apologies for the rush. 
 
Best wishes, 
Claire 
 
From: Matt Simpkinson <matt.simpkinson.whc@uhi.ac.uk>  
Sent: 16 November 2018 10:31 
To: Claire Wylie <claire.wylie.whc@uhi.ac.uk> 
Subject: FW: F&GP 
 
Hi Claire, 
 
Would you be able to seek approval from F&GP? 
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Kind Regards, 
 
Matt 
 
From: Steve Taylor <Steve.Taylor.whc@uhi.ac.uk>  
Sent: 15 November 2018 10:02 
To: Matt Simpkinson <matt.simpkinson.whc@uhi.ac.uk> 
Cc: Sara Bellshaw <sara.bellshaw.whc@uhi.ac.uk> 
Subject: F&GP 
 
Hi Matt 
 
I’ve written a short report for F&GP to seek approval for participation in this NPA project on 
scientific tourism.  Assuming you’re OK with the content could I ask you please to circulate.  The 
deadline is only two weeks away (sorry – it was last minute invitation to join…) so if we could get 
responses by the middle of next week please that would be great. 
 
Cheers 
 
Steve 
 
Dr Steve Taylor 
Head of Centre 
 
Centre for Recreation and Tourism Research 
West Highland College  
University of the Highlands and Islands 
Carmichael Way 
Fort William 
PH33 6FF 
Scotland 
 
07551 036942 
01397 874217 
Skype address: steve.taylor62 

For all the latest CRTR news click here  
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 181218/7.1 
Subject Membership update 

Purpose of paper 

Board members are invited to approve the recommendation of 
the Search & Nominations Committee that Emma Lawson, 
Dorothy Ross Lynn and Alan Sears be appointed as members 
and directors of the Board of West Highland College UHI. 

Members are asked to note that Lucia Petrovicova is stepping 
down from her role as HISA student representative 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 No Give details about resource implications 

Risk implications No Further explain risk implications 
Date paper prepared 07/12/2018 
Date of meeting 18/12/2018 
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 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no 

Board 181218/7.2 
Subject Appointment of Vice Chair and Senior independent member 

Purpose of paper 

Board members are invited to approve the appointment of Duncan 
Ferguson as Vice-chair of the Board. Duncan has offered to act in 
this capacity until July 2019. 

In addition, you are invited to approve the appointment of Hayley 
Lewis as the senior independent member. This appointment will 
be renewable annually.  

Members will recall that all members were invited to put 
themselves forward for these roles in September 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 10/12/2018 
Date of meeting 18/12/2018 
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? 

All Board members invited. 

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

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

Board 181218/7.3 
Subject Board committee membership 

Purpose of paper 
Board members are invited to approve the proposed committee 
membership. 

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 07/12/2018 
Date of meeting 18/12/2018 
Author Chair, Secretary 
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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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 (October December 2018) 

 
Audit (6, Q3) 
 
Christine Mackay (convenor)  
Gordon Bushnell 
Duncan Ferguson 
Robert Kelly   
Ann Lloyd  
Deryck Nutley 
Nigel Patterson 
Alan Sears 
Vacancy 

 
Attending: Principal, VP Finance & 
Corporate Services (specific 
manager), Jason Thurlbeck, Gill 
Callaghan (TIAA) 

 
 

F&GP (5, Q3 (2 ind)) 
 

Hayley Lewis (convenor)  
Marina Finlayson 
John Hutchison  
Lisa McAndrew 
Lucia PetrovicovaHISA rep 
Lydia Rohmer  
Ross Lynn 
 
 
Attending: VP Finance & Corporate 
Services (specific manager), Depute 
Principal 

 

Estates Project Group  
(4 from FGP*, Q3) 

 
John Hutchison (convenor)* 
Hayley Lewis* 
Christine Mackay 
Lydia Rohmer*  
Vacancies (1 from F&GP*) 

 
 
 
 
 

Search & Nominations 
(6 including*, Q3) 

 
John Hutchison (convenor)* 
Gordon Bushnell 
Duncan Ferguson 
Marina Finlayson* 
Lucia PetrovicovaHISA rep*  
 Vacanciesy 

 
 
 
 

Performance Review & Remuneration 
(6 including *, Q3) 

 
Hayley Lewis (convenor)* 
Gordon Bushnell 
John Hutchison* 
Nigel Patterson*  
Lucia PetrovicovaHISA rep* 
VacancyVacancies 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_181218/9 
Subject Update on National Bargaining - Confidential 

Purpose of paper 

This paper provides an update on current national bargaining 
outcomes and implementation at West Highland College UHI. 

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: 
People Strategy 
Financial sustainability 
Risk Management 

Content sensitivity Confidential and not to be discussed outside this group 
Resource implications 
Give details if yes Yes            N/A 

Risk implications 

Yes  The Board’s stated position on national bargaining is to 
shadow the outcomes subject to available funding. Risk of 
financial sustainability and business viability if outcomes are not 
fully funded after the college has committed to implementation.. 

Date paper prepared 26/11/2018 
Date of meeting 18/12/2018 
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
F&GP Committee 28Nov2018 
Teaching and Support staff consulted through Staff Consultation 
and Information Committee; no specific consultation as yet with 
management and executive support staff 

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 ☐

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

Board_181218_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 10/12/2018 
Date of meeting 18/12/2018 
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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Report for Board Meeting 18th December 2018 

Events/Meetings 

Centre visits 

I visited Portree, Broadford and Auchtytyre Centre to talk to students about student reps and my 
role. I met a lot of very engaging students who were keen to find out about getting more involved in 
improving student experience. I had a chance to meet centre managers and meet with Lesley Hellon 
to talk about the student rep system in the place and how this can be improved. 

Clubs and Societies meeting – meeting went very well, and everyone had a chance to hear clubs 
plans and activities for the year, we also spoke about funding and what are the procedures to 
request funding. 

HISA awareness day – had 2 staff members from HISA in the college talking to students about HISA 
and setting up the groups. We were visiting the classes and doing some badge making and cake fun. 

Community Hub Meeting  

Halloween Treat Sale 

Interviews for new HISA staff member 

My plans 

I am planning to do a handover with a new elected president and pass on ideas and plans I have. It is 
up to that person then to decide if my plans take an action or they would prefer to work on 
something else. I am going to visit centre in Gairloch and Ullapool to talk about the student reps and 
to encourage students to vote in the elections. 

Issues 
Issue from the last meeting is being resolved and there is a room available for the depute on 
Thursdays and Fridays. My understanding is that there is all the efforts put to finding more suitable 
place that would be available 5 days a week. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board 181218/11 
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 updated all recommendations made following 
Risk Management Training and Board meeting in October 2018. 

Following review, mitigation descriptions have been updated for 
the following risks: 

WHC 5 
WHC 7 
WHC 10 

Correspondingly, UHI Common Risk Mitigation descriptions have 
been updated for: 

UHI 01 
UHI 08 

Reduced Risk Rating is recommended for the following risk: 
WHC 22 

Query to Audit Committee re WHC 19 – in the light of UHI 
Assembly and Programme Board, should this risk be deleted and 
a new risk developed? 

The Committee is invited to review the proposed changes, which 
are highlighted in yellow in the attached risk register (tabs for 
WHC Risk Register and UHI Risks) 

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 26/11/2018 
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Date of meeting 18/12/2018 
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? 

Audit Committee 28Nov18 

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 Appetite Statement 

Last approved by Board on: 27 June 2018

Risk Appetite Statement for West Highland College UHI 

The Board’s appetite for risk reflects an openness to innovative and enterprising proposals for the provision of a range of excellent 
learning opportunities to serve students and communities across the breadth of the West Highlands. This is underpinned by a more risk 
averse attitude to the arrangements required to maintain a sustainable and well governed organisation. 
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West Highland College UHI Risk Register

Last reviewed by Board on: 03-Oct-18
For Review by Board on: 18-Dec-18 Last approved by Board on: 03-Oct-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. 18/12/2018

RED to AMBER          
(March 2018)

WHC 2 active financial
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         
Financial 
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) 18/12/2018

RED to AMBER          
(March 2018) also see UHI 
risk 7

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 estates 
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 economic climate; access routes/processes to capital funding via 
regional strategic body or SFC remains unclear, although RSB and SFC contributors to funding the Business Case 
development for CEST; in principal approval (subject to funding) for FBC from SFC on 20/11/18 18/12/2018

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 18/12/2018

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; revised: 
4x5=20

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; UHI currently re-considering a proposal from its FGP 
Committee re Fort William 2 and outcome uncertain until March 19 18/12/2018

revised residual risk as at 
26 September 2018

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 18/12/2018

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 18/12/2018

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

college meets FE targets every year; HE targets more difficult to meet due to inability to mitigate recruitment 
shortfalls in year. HE growth continuing year on year in terms of FTE and headcount, even if UHI budget targets not 
met; plans in place to improve HE target/budget setting; 18/12/2018

WHC 13 active financial failure to effectively plan for business continuity
Inability to respond to business disruption 
appropriately

Financial 
Sustainability Principal 3x4=12 assurance through internal audit; annual internal testing and training; partnership-wide testing and training 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 18/12/2018

WHC 14 active 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 18/12/2018

WHC 15 active 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 18/12/2018

WHC 20 active 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; significant financial contraction could ensue, but unlikely to be business critical in itself; Brexit issue 18/12/2018

WHC 21 active 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 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 18/12/2018

WHC 22 active financial Loss of EU students

Risk that EU students applying for HE 
courses starting 18/19 defer or withdraw 
due to Brexit 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 4x3=12 mitigation not yet implemented 18/12/2018

reduced risk rating from 
16-12 in line with other 
Brexit related risks

WHC 24 active 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 18/12/2018

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 18/12/2018

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 18/12/2018

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 18/12/2018

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 18/12/2018

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 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. 18/12/2018

RED to AMBER          
(March 2018) reclassified 
risk
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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 mitigation implemented 18/12/2018

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 18/12/2018

WHC 23 active 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 18/12/2018
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Removed Risks

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 3

de-
activated 
27 June 
2018 financial

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
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WHC Risks converted to Issues

WHC 25

de-activated 
27/6/18 and 
converted to 
issue 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
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UHI  Common Risks for review by WHC Board (last reviewed 3 October 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  
2017/18 and 18/19; review of planning and budgeting underway

18/12//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 7 years;

18/12//2018

UHI 03 WHC 15 30/03/2017 active organisational 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, student support and communications; HISA partnership established. 
Retention plan in place

18/12//2018

UHI 04 WHC 23 30/03/2017 active organisational 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 18/12//2018

UHI 05 WHC 12 30/03/2017 active organisational 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 18/12//2018

UHI 06 WHC 16,17, 
18

30/03/2017 active organisational 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 18/12//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
# R E F !

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)

18/12//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
# R E F !

availability of capital funds uncertain in current economic climate; access routes/processes to capital funding via regional 
strategic body or SFC remains unclear, although RSB and SFC contributors to funding the Business Case development for 
CEST; in principal approval (subject to funding) for FBC from SFC on 20/11/18

18/12//2018

UHI 09 WHC 15, 10 30/03/2017 active organisational 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 18/12//2018

UHI 10 WHC 06, 15 30/03/2017 active organisational 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 18/12//2018

UHI 11 WHC 21 30/03/2017 active organisational 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 18/12//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

18/12//2018
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Academic Affairs Report to the Board  

December 2018 

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

 
1. Student Enrolment 

 
Further Education 
The College curriculum plan projects a total of 7128 credits against a target of 7071 (6828 core 
funded credits and 243 ESIF credits).   There is currently a total of 173 students enrolled on full-
time courses against a target of 201 and we have had strong recruitment to our part-time 
courses, including school-college programmes.   Further recruitment to short full-time 
programmes is planned for semester 2 and part-time programme activity will continue 
throughout the year.   We anticipate that the College will meet its credit target in full. 
 
Higher Education 
The College has met its targets for HNC and HAP programmes this year.   However, recruitment 
to first year of the SOAS degree programmes has been significantly lower than expected and, 
together with slightly greater than anticipated number of continuing students failing to progress 
this year, we expect an end of year short fall of around 29 ftes.  Work has been ongoing to 
identify cost savings in order to mitigate against the loss of income. 
 
The College has been working with UHI Marketing to explore ways to better promote and 
market our degree programmes in the rest of the UK in the future. 
 

2. Early Student Retention 

Early student retention is as follows: 

FE full-time  94%   HE full-time  99% 
FE part-time 98%   HE part-time  94% 
School link   97% 
 
Student retention is largely in line with the previous year.  Whilst we have not identified any 
particular trend in the reasons for students withdrawing from their programmes, curriculum 
teams are working hard to ensure students are supported to remain on their courses - or 
directed to positive outcomes such as the College employability programmes where withdrawal 
cannot be avoided. 
 

3. Early Student Satisfaction 

Early indications from the early student satisfaction survey, which is currently being collated, are 
that the College had a 71% response from across FE and HE and of those,  97.5% of all students 
are satisfied or highly satisfied with their experience of College at this point in the year.    
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This was the first year that a common survey was completed by all UHI colleges and delivered 
fully online and the College scored well against the UHI benchmark of a 60% response rate and 
96% of students saying they were satisfied or highly satisfied. 

Student comments were highly complementary of the welcome and support they received – 
both before and after they joined the College and of the fairness in how they are treated.  The 
area that scored less well than others is in the area regarding clarity of funding information and 
the funding application process and we will be looking at how we can improve in these areas. 

 
4. Activity to Note 

Student Engagement:  A number of student engagement activities took place in the first quarter 
of the year.   Student Services staff supported HiSA elections and the establishing of student rep 
meetings.  The College also assisted HiSA to appoint a new HiSA Student Engagement staff 
member, who will be hosted at West Highland College.   A number of events were organised to 
raise awareness of mental health, including, Police Scotland Keep Safe sessions and a visit by 
Ewan’s Room and the College supported student charity fund raising for Children in Need and 
the current Christmas Jumper campaign for Save the Children. 

Student Success:  Our students continue to represent the College well and in November the 
talents or our students were showcased at 2 events.   Higher Photography student, Sheila 
Matheson’s assessment work was selected by SQA for this Higher Vision exhibition at the 
Scottish Parliament, whilst our Hospitality and Professional Cookery students helped to prepare 
and serve a dinner an cocktails as part of the Skye Connect event at the Sligachan Hotel on Skye.    

This month, our NC and HNC Music students have released a Christmas single and will be 
performing it at the Music Concert on 12 December. 

STEM:  The College successfully recruited a 2-year fixed term STEM Project Director (funded 
from the UHI Strategic Fund) and Alan Ogg, formally Assistant Director of Learning and Teaching 
at North Highland College UHI, will join us in January.   Alan will bring considerable knowledge 
and experience of building STEM curriculum and STEM workshop facilities to the College and will 
help us to continue to develop our STEM provision.  

Immediate activity in the STEM area is the plan to introduce a ‘Men into Care’ in semester 2 and 
establishing an Assessor/Verifier team to deliver SVQs in Construction.  We are also exploring 
our ability to either set up or join a shared apprenticeship scheme for Construction. 

Regional Activity:  The College is leading on collaboration with Lews Castle College UHI and 
North Highland College UHI to develop and deliver a non-advanced programme in Business, 
Administration and IT next year. 

DYW:   The College repurposed the regional DYW Operations Group last month and has taken on 
the Chair of this group, which aims to plan and co-ordinate a partnership approach to delivering 
DYW across the West Highlands.    

 
5. Looking Forward 

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

• Work on new strategies, including Student Engagement, Learning and Teaching and 
Digital strategies and revision of Curriculum strategy 

• Development of Curriculum design and delivery principles 
• Targeted improvement activity on under-performing course areas 
• Improving access to data and reports to support evaluation and decision making 
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• Continuing regional collaboration  
• Establishing a structured FE guidance model 
• Improving employer engagement for curriculum development and delivery 
• Continuing development of plans for STEM curriculum and Centre for Science and 

Technology 
• A review of our Adventure area – research, provision, development and promotion 
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UHI INTELLECTUAL PROPERTY POLICY 

_______________________________________________________ 
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EUREKA MOMENTS AND VEILED SECRETS 

DOs and DON’Ts for busy scientists and academics … 

DISCOVERIES 

 If you stumble on a new idea, invention, process or programme: 

1 DO keep quiet about it  
2 DO immediately tell your designated IP manager/Head of Department/senior 

management so that they may consider IP issues  
3 DO keep your lab notes and other relevant documents accurate, up to date and 

comprehensive  
4 DO mark relevant documents confidential and consider keeping them in a secure area  
5 DO NOT talk about your discovery to anyone including at conferences, seminars, 

meetings etc.  
6 DO NOT PUBLISH &  
7 DO remember that Institutional IP Policy recognises the IP contribution of staff 

CO-OPERATING, COLLABORATING, CONSORTING, CONTRACTING ETC. 

If you are about to start dealings with an outside organisation that may involve confidential 
information, or existing or future IP:  
8 Arrange a meeting with your designated IP Manager to discuss any potential for 

intellectual property (IP) ‘leakage, and potential approaches to IP (see Annex 1 for 
details of designated posts and functions that are to be contacted/utilised as part of the 
IP development process)  

9 It is likely that a NDA (Non-Disclosure Agreement) aka a CA (Confidentiality Agreement) 
will be recommended to protect the IP and associated confidential information  

10 Likewise, be receptive to corresponding suggestions from the outside organisations  
11 Have the wording  prepared or checked by for example, Legal Secretary, Grants and 

Contracts Office or an appropriate senior management 

12 These issues may already be part of a more comprehensive document (draft 
collaboration Agreement etc.).  If so, refer to the draft.  Sometimes, if the main 
agreement takes time to negotiate etc., a quick  NDA at the outset may be appropriate 

13 Be ready to: 
i. describe the Background (existing) IP, and
ii. state when relevant discussions started or will start

to Legal Secretary or Grants and Contracts 

14 Where appropriate mark documents etc. ‘CONFIDENTIAL’ 

15 Remind colleagues to do likewise 
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1. INTRODUCTION

UHI and its Academic Partners are committed to a research strategy that includes the
delivery of real world solutions to end users.  In so doing, recognise that researchers and
academics are often best placed to develop their outputs into new products or
applications; but their intellectual work is built upon a supportive infrastructure of facilities
and Professional Services, without which innovation could not thrive.

This document outlines the policies and procedures for the ownership, protection,
distribution and commercial development of the ‘intellectual property’ of the employees of
UHI and its Academic Partners.
Please note that the term Intellectual Property (IP) includes, but is not limited to, all IP,
designs, information, specifications, formulae, improvements, discoveries, know-how,
data, processes, methods, techniques and the intellectual property rights therein,
including but not limited to, patents, copyrights, database rights, design rights (registered
and unregistered), trademarks, trade names and service marks and the right to apply for
any of the above as recognised in any country in the world.

This document is not intended to be an exhaustive statement of policy applicable to every
situation.  Instead, it is intended as a guide to general policy in relation to the handling of
project IP.  If any dispute in interpretation cannot be resolved by the parties directly
involved, then it will be escalated to the Directorate appointed by the relevant UHI
Academic Partner for decision. If the dispute is between UHI Academic Partners then the
UHI Partnership Council will undertake the final decision.

Teaching materials have been excluded from this framework, as they are covered
by the policies of respective registering institutions.

2. SCOPE AND PURPOSE

UHI and its Academic Partner staff produce intellectual property (IP) in the course of their
research and scholarship. Some of this IP makes a valuable contribution to the body of
knowledge relating to a wide range of disciplines, but has little commercial value.

Other IP has significant potential for commercial exploitation, which can be of financial
benefit to UHI and its Academic Partners and the employee concerned.

The purpose of this policy document is to provide guidance and sources of advice
in order to encourage the early identification of such IP and successful exploitation
for the mutual benefit of all parties.
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3. DEFINITIONS

Exploitation Action taken to ensure that appropriate Inventions and IP reach 
the market place and the optimal financial return is enjoyed by 
UHI and its Academic Partners and its employees. Following 
establishment of the appropriate means of protection (e.g. 
patenting), exploitation will typically involve licensing, company 
formation or other technology transfer measure. 

Intellectual Property (IP) Inventions, computer software, data, databases, technical 
know-how and trade secrets. Large banks of new data collected 
in the course of research and scholarship are also covered here 
only if they may reasonably be considered to have potential for 
exploitation.  

Invention A novel or useful idea relating to processes, machines, 
manufacturing or compositions of matter. It would include such 
things as new or improved devices, systems, computer 
software, circuits, chemical compounds, biomedical materials, 
mixtures etc. In lay terms, it is probable that an invention has 
been made when something new or useful has been conceived 
or developed, or when unusual, unexpected or non-obvious 
results have been obtained and can be exploited. Inventions will 
most commonly be developed through science, engineering and 
research, but can arise from any area of academic research or 
scholarship.  

Inventor  An employee who makes an Invention or creates IP 

UHI & its Academic Partners: 
This term includes all employees of UHI Executive Office and 
EO researchers depts., including Centres and Institutes where 
UHI is the employer (e.g., the Dept. of Diabetes and 
Cardiovascular Science; The Centre for History; the Economic 
Intelligence Unit; etc.) “Academic Partner” covers all staff 
employed by any UHI affiliated institution (including: SAMS, 
Inverness College, Moray College, West Highland College, 
Perth College, Sol Mor Ostaig, Argyll College, Lews Castle 
College, North Highland College, Orkney College, Shetland 
College, NAFCMC and HTC?) 

4. PRINCIPLES

This policy provides a framework for the creation, use and exploitation of intellectual
property at UHI and its Academic Partners and applies to all members of the organisation.
It defines the rights and responsibilities of UHI and its Academic Partners, its staff and
students in relation to intellectual property.

5. INTELLECTUAL PROPERTY COORDINATION

A “Designated IP Manager”, will be identified in each employer institution (see Annex 1
systems and processes). The designated IP Manager will receive information about IP
from the ‘originator(s)’ and work closely with them and project teams that wish to protect
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IP and investigate commercial opportunities. The designated IP Manager will be the first 
point of contact for any questions of guidance related to ownership, protection, 
distribution and commercialisation of IP.  It is important to establish this dialogue early so 
expectations are clear and because various actions can have a detrimental effect on the 
ability to have certain kinds of future impact for example any publication could risk losing 
protection of IP, patent protection may not be possible after publishing a paper or making 
a presentation containing information about an ‘IP’. 

6. OWNERSHIP POLICY STATEMENT

The general policy is that IP created through your normal work at your employer is owned
by your employer. That is the general law as between employer and employee. For most
research projects, the IP stays with the employer ,but the employer may, as part of  a
programme of contracted or collaborative research enter into a separate agreement that
provides otherwise.

There are two main alternatives:

A. Where a UHI Academic Partner develops IP jointly with external collaborators, then
ownership should be agreed to reflect the background IP and contribution of each partner
to any new (foreground) IP.
B. Where a UHI/Academic Partner (or more likely its trading company such as UHIRE.
(UHI Research and Enterprise Ltd)), develops IP jointly with external commercial
companies, negotiations may be needed about ownership and exploitation of foreground
IP.

In either event, the ownership may need to be decided on a case-by-case basis in a
negotiation process led by the designated IP manager, Company Secretary or equivalent
as assigned by each employer institution, and formalised in an IP Ownership Agreement
(see Annex 2).or Consortium Agreement. This must be signed by the Company Secretary
(or equivalent) and an authorised signatory for the external collaborators concerned

An IP Ownership Agreement may include the designation of a lead person/post to
manage the development of joint IP.  It should also include details of how any
development costs will be shared, as well as any specific revenue sharing arrangements
between the parties involved.

As the owner of IP created through the work, the employer retains all patent and
disposition rights including the right to decide how or whether the IP is
exploited/commercialised. For IP jointly developed with external collaborators, the IP
Ownership/Consortium Agreement will govern how or whether the IP is
exploited/commercialised.

This policy does not apply if the creator can demonstrate that the IP already existed e.g.
in a protected agreement, or was created:

• other than in the ordinary course of their work; and
• without conflict of interest; and
• without breaching any duty to their employer; and
• without the use of confidential or proprietary information of their employer; and
• without significant use of employer-administered resources and/or facilities.

UHI and its Academic Partner’s employees accept the principles of ownership of 
technology as stated under this document.  In furthering such undertaking, all regular as 
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well as visiting researchers, staff, students and others may be asked to sign IP and 
proprietary information agreements prior to participating in research at UHI or its 
Academic Partners.  

7. STUDENTS

The general guideline is that undergraduates and taught postgraduates own the IP that
they generate, unless covered by a specific IP Agreement; as would be appropriate if
external sponsorship had been provided for a specific piece of work.
Where IP is generated by postgraduate research students (PGRs) who are formally
employed, the employer owns any IP generated (assuming that IP is related to their
employed role). This must be explained to the student and formalised in a Declaration of
Assignment of Intellectual Property (DoAoIP) by post-graduate students.  An example of
this declaration is laid out in Annex 3. In most cases, this is contained in the employment
contract between UHI or its Academic Partner and the student.

In cases where a postgraduate student is on a stipend, the ownership of IP is dictated by
where they are registered (e.g. for UHI ownership lies with the employer of the lead
supervisor).  Should that registration be at a different Institution (e.g. University of
Edinburgh), then the student may need to sign a DoAoIP, reallocating the IP ownership to
the relevant UHI or Academic Partner Institution. This would be decided on a case-by-
case basis depending on the relative contribution of each partner and any conditions
applied by the funder.

8. CAPTURING NEW INTELLECTUAL PROPERTY

When new IP arises, the originator(s) must contact the designated IP Manager who will
guide them through completion of an IP Disclosure Form (IPDF; Annex 4). This is internal
to UHI and its Academic Partners and formally initiates action to (i) clarify the ownership,
and then (ii) consider appropriate protection and exploitation of the IP.
The terms of agreement entered into by UHI or its Academic Partner, in particular with
collaborators may create obligations with respect to the reporting of the new IP.
Therefore, the originator(s) should report promptly all IP, in the broadest definition of the
term, by submitting an IPDF.

An IP Disclosure Form must include:

• full detail and description of the IP identified;
• sponsorship information; details of how the research has been funded, collaborators

and non-UHI or its Academic Partners resources used; 
• disclosures; any/what disclosures have been made;
• details on joint originators, including external collaborators; and
• commercial interests and conflicts of interest.

Once submitted changes should only be made in the event of incorrect information and 
must be agreed by all listed originators.  If new IP arises that is similar to previously 
disclosed IP, a new IPDF should be submitted. 

9. PROTECTING INTELLECTUAL PROPERTY

The rights governing ownership and use of many types of IP are known as ‘intellectual
property rights’, which are derived primarily from legislation granting patent, copyright,
design and trademark protection.  Mechanisms also exist for protecting confidential
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information, trade secrets, know-how and other intellectual or tangible research property 
(e.g. physical prototypes). 

9.1 Patents 
A patent protects new IP and covers how things work, what they do, how they do it, what 
they are made of and how they are made.  It gives the owner the right to prevent others 
from making, using, importing or selling the IP without permission within a specific 
territory for a designated period.  Typically, the IP is a technical innovation of some kind 
with a commercial application. 

To the extent that it considers appropriate, the relevant UHI institution/ Academic Partner 
may seek patent protection on IP where they may intend to pursue or facilitate 
commercial licensing or to comply with the terms of various agreements.  This may 
include a ‘literature search of prior art’ being carried out by an appropriate specialist, with 
input from one or more of the originators. 

If the relevant UHI/AP institution decides not to patent a particular piece of IP they may 
consider assigning ownership to the originator(s). 
While patents are granted by many different countries, procedures for filing, regulations 
for patentability and term of patent grant vary from country to country. In the UK, a patent 
affords its owner exclusivity but it must be renewed every year after the 5th year for up to 
20 years protection.  To be patentable the IP must be new, useful and non-obvious. 
Detailed up to date information on the costs and procedures required to file and maintain 
a patent can be found at the Intellectual Property Office web site: 
(http://www.ipo.gov.uk/types/patent/p-applying/p-cost.htm).  

 Good record keeping is essential for preserving intellectual property rights and in 
determining the date on which an invention is made, since the United States, in particular, 
awards patents based on first to invent rather than first to file, as in most countries. The 
US is a substantial market for many inventions and research notebooks, for example, 
may be required to be presented as legal evidence. , It is therefore recommended that: 
(i) All electronic record keeping should conform to sector norms and advice as well 

as the UHI retention policy and data management guide. 
(ii) Permanent bindings are used on notebooks – loose-leaf books should be avoided 

to prevent possible removal or substitution of pages.  
(iii) (ii) Pages should be numbered and any additional drawings, charts or computer 

printouts should be permanently attached to the notebook, clearly identified and 
have reference made to them in the notebook.  

(iv) The notebook should be reviewed regularly by someone who understands the 
technology involved and each page should ideally be signed by a witness. The 
choice of witness is important - it should preferably not be someone who may be 
nominated as a co-inventor. The witness should also sign and date any graph, 
charts or print outs, which are inserted into the notebook ensuring the signature is 
on both the inserted document and the notebook page.  

Well-documented notebooks should demonstrate the progress of research and are an 
important record in the event of a dispute. They should be stored safely. The employing 
institution will retain these documents when the individual leaves.  
Storage of all data should follow security and fire protection good practice guides.  
If you have any queries regarding this activity consult your designated IP Manager.  

You should disclose any possible invention to the designated IP Manager as early 
as possible.  This will facilitate a patent application, if deemed appropriate. 
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In most instances, it will be necessary to engage the services of a patent lawyer to help 
file the patent application.  This may lead to expense. There will also costs associated 
with keeping a patent in force. 

Applying for a patent in the United Kingdom (UK) does not protect IP elsewhere. UHI and 
its Academic Partners can protect IP in many international countries using the Patent Co-
operation Treaty (PCT) through the World Intellectual Property Organisation (WIPO) 
through the European Patent Office (EPO) or WIPO 
(http://www.ipo.gov.uk/types/patent/p-manage/p-abroad/p-worldwide.htm). 

If required, you can also apply for a patent in individual countries by contacting the 
national patent office of each country. 

9.2 Secrecy 
The release of information regarding a specific discovery may preclude the ability to 
protect the IP in a subsequent patent application.  IP which is already in the public 
domain – e.g. if it has been discussed in public (even with a small group); has been 
presented at a seminar or conference; or published in an academic journal – may no 
longer be patentable.  Therefore, care should be taken when discussing any IP prior to 
patent filing. 

Accordingly, any dissemination of new ‘inventions’ or ‘process’ should be discussed with 
the Company Secretary/designated IP manager before any sharing of information. 

9.3 Copyright 
Copyright subsists in original work of authorship, whether or not published, which has 
been recorded in writing or otherwise (including electronic form).  Copyright laws protect 
literary works (including academic papers), films, sound recordings and original 
databases among other things.  Computer programs are protected as literary works. 

A copyright owner has the exclusive right (among other things) to reproduce the work, 
prepare derivative works, distribute by sale or otherwise, and display or perform the work 
publicly.  Copyright protection of a work generally extends for either 70 years after the 
death of the originator or 70 years after the date on which the work is first lawfully made 
available to the public. Precise duration of protection depends on the nature of the work. 

Copyright protection is important in order for UHI and its Academic Partners to license 
copyrightable material.  

Copyright law does not always require a ‘notice of copyright’ to be affixed to the material 
however; such a notice is strongly advised. The following notice should be applied on 
Academic Partner owned works to protect the copyright: 

“Copyright © insert Academic Partner name [Year(s)] - All Rights Reserved” 

The date in the notice should be the year or years in which the work is created. No notice 
other than the foregoing is to be used for UHI or its Academic Partner owned works. 

In the UK, copyright is not registered and it may be important to be able to prove the date 
of first production of the work. This can be achieved by lodging the work and recording 
the date of conception with a third party (e.g., a solicitor, bank manager or patent agent). 
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For added copyright protection in jurisdictions that provide for registration (e.g., USA) 
certain works, as deemed appropriate, may be registered with the appropriate regulatory 
body (e.g., the United States Copyright Office). 

Despite the statutory provision whereby the copyright in any work produced by an 
employee in the course of employment belongs to the employer, UHI or its Academic 
Partner may grant the author(s) a ‘free licence to the copyright’ with regard to work 
published in a recognised academic, scientific, technical, professional or management 
journal or book. 

Higher Education Institutes generally do not grant such a licence to materials created by 
employees during the course of and related to their employment, comprising:  
• Course or training materials;
• Software programs;
• Any design specification or other work which may be necessary to protect rights in

commercially exploitable intellectual property

These guidelines do not supersede existing agreements with respect to course and 
teaching materials.  Teaching materials have been excluded from this framework as 
they are covered by other universities’ policies. 

9.4 Design Rights 

Protection for designs exists for the appearance of a product or part of it. It may arise 
from the features of a product, in particular, the lines, colour, shape, texture or materials 
of the products itself or its ornamentation.  A design is not protected to the extent it is 
solely functional. 

A design can be registered to provide protection in various countries, whether in the UK 
alone, throughout the EU or otherwise and protection can be obtained for a period of 5 
years, renewable on payment of fees for further periods of 5 years up to a maximum of  
25 years. Registered design is intended to protect the appearance of an object where 
aesthetic appeal of the object is of prime importance. 

There is an unregistered design right, which applies throughout the European Union.  
Like copyright, it is not necessary to register this right but in order for the right to exist, it 
must have been ‘recorded’: i.e. a drawing must have been done or an article made. This 
right exists for 15 years from conception of the design and for not more than 10 years 
from the date of first sale.  For the first five years, you can stop anyone from copying the 
design.  For the rest of the time the design is subject to a ‘license of right’.  This means 
that anyone is entitled to a licence to make and sell products copying the design. 

UHI or its Academic Partners may seek to obtain registered design rights, in particular, for 
those designs that will be used to commercially exploit products.  As with patents, a 
design must be new.  There must be no other design identical to it.  In addition, the 
design must have individual character: i.e. it must be different in the eyes of an ‘informal 
user’ from all other designs available before application to register the design. 

9.5 Trademarks 
A trademark is a word, name, symbol or device (or any combination of these) adopted by 
an organisation to identify its goods and services and distinguish them from the goods 
and services of others. Trademark protection may be obtained by registration of the 
trademark in each of the countries where the goods/services are to be sold. Unregistered 
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trademarks may sometimes be protected by law, usually where there has been long-
standing and substantial use. 

A trademark may be used to protect those names and symbols associated with certain 
UHI or its Academic Partner’s activities, products or events. Prior to registration for 
trademark protection, the designation “TM” after a trademark will give notice of a claim of 
ownership. The term ‘registered’ or some other description indicating that the mark is 
registered must not be used unless the mark has actually been registered. The 
designation ‘®’ is reserved for such use. 

The use of trademarks to protect UHI/AP owned properties, or to designate UHI/AP as 
the origin of a product, event, activity, service or the like, may be instituted only through 
the Company Secretary or designated IP Manager. 

9.6 Confidential Information and Design Rights 
In the process of working, researchers and academics may generate new information and 
know-how relating to work in progress that must be kept confidential in order to maintain 
competitive advantage. Since such information and know-how will be captured in written 
or otherwise reproducible form from time to time, a mechanism is required to ensure it is 
not misused or released publicly. 

Such proprietary information and know-how, whether captured in an archival medium or 
not, are typically referred to as “trade secrets”.  Unlike copyright, there is no trade secret 
statute. Protection of trade secrets derives from various legal concepts, including breach 
of contractual obligations not to misuse or disclose information, breach of trust and 
breach of confidence.  UHI and its Academic Partner’s employment contracts and other 
relevant project agreements include such clauses. 

The most important aspect of this type of protection is secrecy.  The protection will remain 
legally valid only as long as the trade secret is maintained as such.  In order to maintain 
protection while a trade secret is being used, it is necessary to bind staff having access to 
any UHI/AP-derived secret, through a contractual agreement not to disclose it.  Such 
agreements are commonly called confidentiality or non-disclosure agreements (NDAs).  
These agreements can be accessed through the Company Secretary/designated IP 
Manager. 

In addition, some of external partners may be subject to freedom of information queries, 
which would require the release of certain company information. However, information 
may not have to be released if it is commercially sensitive or would otherwise damage the 
competitiveness of UHI Academic Partners. 

9.7 Non-Commercial Dissemination 
Intellectual Property owned by UHI and its Academic Partners may be distributed for 
research and other non-commercial purposes to other educational, scientific and 
research institutions, etc. particularly if the research underpinning the IP is publicly 
funded.  

Such distribution is usually subject to the condition that any commercial development or 
commercial use or further transfer of the IP in question will not be pursued with regard to 
IP created and owned by UHI and its Academic Partners. This condition should be 
specifically included in a formal agreement or must be contained in a ‘Non-Commercial 
Dissemination Agreement’ (NCDA), signed by the recipient of the IP. 
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In addition, UHI Academic Partners may wish to control subsequent use, for example, by 
requiring recipients to follow a specific research protocol. 

Distribution may be possible in advance of securing protections (such as patents or 
design rights) by using some form of contractual agreement. 

IP may have potential commercial value as well as scientific value.  Advice should be 
sought from the Company Secretary/designated IP Manager about how to make IP 
available for scientific use in a manner that does not diminish its value or inhibit its 
commercial development. 

10. Commercial Development

Where appropriate, UHI and its Academic Partners will pursue the commercial 
exploitation of IP.  The decision as to what is to be commercially exploited will be made 
by the UHI or Academic Partner Directorate.  If there are external collaborators with 
ownership rights, they will be involved in decision-making.  

Any decision to invest in the commercial exploitation of IP opportunities that emerge will 
be taken by the designated UHI/AP IP commercialisation Committee, as appropriate. 
Where there is shared ownership of IP, either between UHI AP’s and/or with external 
collaborators, then a group will be set up to develop and recommend a commercial 
exploitation plan.  This group will be drawn from the IP-owning institutions, with a 
nominated chair.  

Commercial exploitation may include without limitation: 
• researching the market for the IP;
• commercialisation through a trading subsidiary;
• entering into discussions with potential licensees;
• negotiating appropriate licenses or other agreements;
• considering spin-outs or company formation

- UHI/AP may accept an equity position in lieu of cash royalties and fees;
• identifying third parties to commercialise it, if appropriate;
• monitoring progress;
• distributing revenue to originators in accordance with UHI/AP revenue sharing policy;
• selling the IP or the rights associated with it.

The main contact for all of the activities mentioned above is the designated IP Manager, 
who will involve the originators as closely as possible in any commercial activities as this 
is a proven approach to maximise the chances of success. 

In some instances, distribution and commercialisation of IP may be accomplished by the 
transfer or licensing of intellectual property rights such as patent or copyright.  In other 
instances distribution and commercialisation of IP may be aided by or depend upon 
access to the physical or tangible embodiment of the IP as is the case with computer 
software, physical prototypes or products. 

11. Receipt and Distribution of Revenues

Revenue as the result of commercialisation of UHI/AP IP (e.g. royalties, license fees, sale 
proceeds, realised equity considerations, etc.) will be calculated on a case by case basis 
and distributed to all relevant collaborators at the close of the relevant financial year as 
follows: 

 
Board 18 December 2018 Page 132



1. Deduct costs that are directly attributable to a specific case (e.g. cost of filing/maintaining
a patent application, prosecution and maintenance of such, materials and manufacturing
costs, specific staff costs, marketing costs and so on).  Only staff specifically hired to
carry out the revenue generating activity are included in these deductions. 

2. Distribute any amounts in line with the IP Ownership Agreement in place, as well as any
supplementary agreements in place with other collaborators.

3. Of the UHI/AP share, the rewards from commercialisation are to be split between the
named originator(s), as stated on the IP Disclosure Form, and the employer of the
originator(s).  For IP that generates only small gross commercial incomes (or for early
revenues from a large project), the originator(s) receive a greater proportion:

Net Income Band 
(cumulative) 

Originator(s) Employer Institution 

£0 - £10,000 80% 20% 
£10,001 - £50,000 70% 30% 
£50,001 - £1,000,000 50% 50% 
£1,000,001+ 33.33% 66.67% 

Revenue-sharing distributions may be considered taxable income and it is the 
responsibility of the recipient to properly report and pay tax on this income to any relevant 
authorities. 

It may be necessary to distribute revenues to former staff several years after they have 
departed.  It is the responsibility of each member of staff to keep their contacts details up 
to date with UHI/AP after departing.  If the former staff member cannot be contacted 
using the details on file six months following the date of distribution, their revenue share 
will be retained by the employer institution, to be invested in future activities. 
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EMERGENCY MANAGEMENT TEAM CONTACT LIST IS INCLUDED IN ANNEX D 

(circulated under separate cover) 

1. Introduction
Nearly every day there are many unpublicised disasters, man-made and natural, which devastate 
both private and public sector’s ability to deliver services. Where the disruption affects critical 
service procedures, the consequences can be severe and include  substantial financial loss, an 
inability to achieve levels of service we have committed ourselves to deliver, embarrassment 
and loss of credibility or goodwill for the organisation concerned. The consequential damage can 
have a much wider impact on staff welfare and the general public. The benefit therefore of 
having a recovery plan that can be implemented with the minimum delay, is that it reduces the 
level of disruption to the University of the Highlands and Islands partnership and should ensure 
the rapid resumption of services to the university. 

This plan outlines the co-ordination of actions required by all of the Senior Management Teams 
across the partnership assisted by selected staff. However, each academic partner and executive 
office should have their own plans as should each department in each institution. The 
departmental plans should cover all critical aspects of their own service delivery.  

2. Aim
The aim of this plan is to ensure that critical functions are reinstated as soon as possible, at 
acceptable predefined levels ensuring an unbroken level of services whilst full restoration is 
planned for and implemented. 

3. Objectives
 To mobilise the structure required to manage the recovery

 To list the immediate action to be taken including co-ordination of activity and
communications across the partnership

 To list the short term measures necessary to replicate essential systems
 To list the medium term measures necessary to build up towards recovery

 To describe longer term recovery action

4. Plan assumptions
The plan assumes a worst case scenario in which critical information systems and resources are 
destroyed by fire/other natural events, or significant numbers of staff are unavailable that 
prevents key service delivery functions being undertaken. 

It is expected that the university/academic partner policies as they apply to records 
management, file management, computer security in general, are being applied in departments. 
Similarly it is expected that fire prevention, physical security and health and safety at work 
standards are also being applied consistently by academic partners/departments. 

The business continuity planning process also requires inventories of hard/software, other 
business systems and major items of equipment to be maintained by the IT and facilities 
departments of each institution. 

5. Use of the plan
This plan is designed to be used by all staff involved in the recovery process and in particular, 
recovery teams from the various academic partners and Executive Office departments. This plan 
outlines the recovery process. 
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6. Recovery strategy – accommodation
Wherever possible, alternative university or academic partner premises as close as possible to 
the incident will be used to locate critical business functions. Areas that are not normally staffed 
will be used e.g. conference rooms. An element of disruption over protracted periods may well 
have to be accepted by all parties. 

The displacement of non-critical functions, or functions that can be re-sited with little impact, 
will be carried out to provide accommodation for critical business functions. 

In the event of serious extensive damage to property, it may become necessary to relocate 
entirely to other premises owned by the partnership, staff may also be asked to work from 
home. If necessary further property may be leased on a short term basis until such time as full 
replacement or refurbishment has taken place in the damage premises. The provision of 
reciprocal agreements to share space with other organisations will be considered as a possible 
option.  

7. IT arrangements
The current ICT disaster recovery plan is based around the relocation of the computer room 
through replicated systems at remote sites. A separate IT recovery plan for the university exists 
and will link to local academic partner IT recovery plans. 

8. Organisation
In the event of a major incident resulting in the loss of all or some of the partnership critical 
functions, the emergency management team will assemble, accompanied by academic partner 
and university departmental representatives from those areas directly affected by the incident. 
The team will remain in operation for the duration of the emergency situation.  

This team will have full authority to declare a disaster situation and have  the authority to decide 
which elements of the recovery plan should be invoked. It will be responsible for the overall 
management, co-ordination, control and monitoring of the situation as it applies to the 
partnership and for the recovery actions outlined within the business continuity plan. 

Academic partners and departments of the university not directly affected by the incident will be 
asked to support colleagues directly affected in any way possible. 

9. Structure
9.1. Emergency management team
 Principal and Vice Chancellor (team leader) or depute

 Principal of each academic partner or depute

 Chief operating officer and secretary (team leader) or depute

 Communications and external relations managers from across the partnership or
deputes plus:

as required (depending on nature and location of incident) 

 Director of learning and information services or depute and IT leads from across the
partnership

 Head of human resources or depute and HR leads from across the partnership

 Academic registrar or depute/VP Further Education or depute
 Director of corporate resources or depute and finance leads from across the partnership

 Facilities manager or depute and facilities leads from across the partnership

 Head of governance and records management or depute
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 Head of internal audit or depute

See Annex D for contact details for the emergency management team. 

9.2. Responsibilities of the emergency management team 
 Evaluating the extent of the damage and the potential consequences.

 Implementing measures to prevent loss or damage to life, property and resources and
making the site secure and safe.

 Authorising recovery procedures in order to maintain an operational service to staff and
students.

 Disseminating information across the partnership and to the public through media.

 Providing authority for the ordering and acquiring of replacement equipment.
 Monitoring expenditure arising out of recovery operations.

 Organising the return to normality once the emergency period has passed.

 If there has been a data breach the team leader must advise the UHI Data Protection Officer
as soon as possible at (dataprotectionofficer@uhi.ac.uk)

9.3. Specific recovery Tasks
Director of learning and information systems and IT leads: Organise the implementation of 

replacement of hard/software and communication links. 

Facilities managers: Organise salvage, site security and the acquisition of alternative 

accommodation, establish and maintain operations area for the emergency management team.  

Director of corporate resources/finance leads: Co-ordinates the replacement of damaged 

equipment and supplies.  

Communications and external relations managers: Issue public announcements and keeps 

university staff, students, partners and relevant stakeholders informed. 

Chief operating officer and secretary: Initiation of legal compliance and risk assessment. 

Head of human resources/HR leads: Staff issues. 

Academic registrar/VP Further education: Assess impact on students. 

Academic Partner/Departmental co-ordinators: Assess impact on service delivery and prioritise 

replication requirements. Control of nominated partner/department and section staff for 

recovery duties.  

10. Plan activation
The activation of the business continuity plan is broken down into three phase:  

 Initial activation

 The evaluation phase

 Full activation

10.1. Initial activation 
Out of hours the plan will be activated by the emergency management team leader on receipt of 

information from the and academic partner principal, facilities manager or any other possible 

source (police, media etc.) immediately on it becoming apparent that the incidents affects more 

than one part of the university. 

During office hours normal emergency procedures will be followed and the immediate situation 

managed by the academic partner/departmental manager affected. He/she will then contact the 

emergency management team leader. 
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Contact phone numbers for all emergency management team members and selected staff within 

the partnership are contained in the Annex D of this document. Contact details for academic 

partner/department staff should be included in the academic partner/department plans. 

10.2. Evaluation phase 
If not already on site the emergency management team leader contacted wi ll make his/her way 

to Ness Walk site in order to make an initial evaluation of the extent of the damage/disruption. 

The other members of the team will be placed on standby at this stage. Depending on the level 

of damage, the team leader will either take no further action or will initiate full activation. 

10.3. Full activation 
If the plan is fully activated the emergency management team leader will carry out the following 
actions: 

 Instruct the team to meet at the emergency centre (Ness Walk) or other nominated or
alternative location.

 Instruct one of the team members to contact the academic partner/department heads 
affected and communicate directly with lead person on the site(s). 

 Open a log of events

 In conjunction with the communications and external relations managers, start preparing
update briefings/warnings for staff, students and the media.

 All team members will alert and deploy the supporting members of their respective
institutions/departments in accordance with their respective business continuity plans.

10.4. Action checklists 
Emergency management team checklists are shown as follows: 

 Immediate action Annex A 

 Action taken during the next three hours Annex A-1 

 Action taken during the next 24 hours Annex A-2 

 Action taken during the next month Annex A–3 

11. Staff and student announcements
Under the direction of the university communication and external relations manager the 
communications departments will be responsible for keeping staff and students informed 
throughout the recovery period. The department will use the media, websites and any other 
appropriate communications channel to: 

 Tell all academic partner/executive office staff what further action they need to take in
accordance with their response team allocation.

 Keep students informed about the effect the incident will have on services.

Academic partner/departmental management teams in consultation with the communications 
team will be responsible for passing information they wish to be communicated to their staff 
and the students relative to their service continuity arrangements. 

12. Departmental resource requirements
Academic partner/departmental functions have been categorised into academic 
partner/departmental business continuity plans against the following list of priorities.  
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 Essential core business and supporting functions needing to be restored in the shortest 
possible time.   

 Important core business and supporting functions needing to be restored within an 
established time frame. 

 Loss which would have no immediate impact on the academic partner/department’s service 
delivery but which needs to be restored in the longer term. 

13. Supporting Instructions 
The following general guidelines will apply: 

13.1. Authorised expenditure 
The Director of Corporate Resources will authorise any expenditure needed for the prevention 

of further loss of life or injury, or loss or damage to property and assets and authorise the 

expenditure necessary for making sites secure and safe. Any other discretionary expenditure 

such as leasing offices or the replacement of high value assets would have to be referred to the 

emergency management team. 

Records of expenditure relating to the incident should be kept using the format contained in 

Annex B. 

Discretionary small payments will follow academic partner/executive office financial delegation 

authority. 

13.2. Cash 
Although the normal procedures of official orders, invoicing and creditor payments, should 

apply, where immediate or cash payments are required, these can be arranged through the 

Director of Corporate Resources/appropriate academic partner finance lead. 

13.3. Insurance 
Before ordering the replacement of high value assets the Director of Corporate Resources / 

academic partner finance lead should first be consulted in order to clarify the terms of existing 

cover. 

14. Salvage 
In the immediate aftermath of a serious incident there will be a requirement to initiate salvage 
operations and the repair of items contained in the damaged area. An inventory of usable 
equipment, furnishings, documents and supplies, will need to be compil ed. Academic 
partner/departmental heads will therefore need to nominate staff who can work alongside 
professional salvage teams. 

Important information is contained in the following annexes: 

 Main problems/safety     Annex C 

 Damaged documents     Annex C–1 

 Damaged computers and communications equipment Annex C–2 

15. Floor plans 
Detailed floor plans for all premises are available from facilities managers. 
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16. Alternative locations
All requests for alternative locations will be remitted to the appropriate facilities manager 

who will co-ordinate activity in this area. 

17. Resource lists
Academic partners/departments are responsible for identifying their own specialist resource 

requirements and including the information in their respective plans.  
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Annex A: Emergency management team, immediate action 
Depending on the information received, the emergency management team leader will arrange 
for the following actions to be taken: 

1. Place the other members of the team on standby and/or instruct them to move to the
emergency centre.

2. Move to the site(s) and make an assessment of the damage done and site security.

3. Open a log of events.

4. Make a preliminary (verbal) report to appropriate senior management.

5. Contact insurance company if required.

Team members will alert and deploy other members of their functional groups, as necessary. 

The team leader will call for an initial meeting of the team with the following objectives: 

1. To define the problem, the extent of the disruption, its consequences and the probable
implications for the foreseeable future.

2. To select a specific location as an operations centre.

3. To agree each team member’s objectives for the following three hours.

4. To set up a second meeting for three hours later.

The team leader will then make a second, more detailed report to appropriate senior 
management on actions being taken, future intentions and help required.  
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Annex A–1: Emergency management team, action taken during 
next three hours 

Action Responsible 

1. Establish a log of events Head of internal audit 

2. Establish the operations centre either on or off site Principal and Vice Chancellor 

3. Use the centre as the main point of contact for the 
emergency services, public utilities, senior 
management and staff 

All 

4. Issue announcements to staff, students and the media. Communications and external 
relations manager(s) 

5. Undertake a site(s) survey (if relevant) with academic 
partner/departmental managers. Main points: 

 Which services can use the site(s) immediately? 
 Which services can use the site(s) after cosmetic 

attention? 

 When can they re-occupy the site(s)? 

 Which services cannot be re-housed in the short 
term? 

 What amount of office space is required for 
priority functions? 

 Decide outline strategy for re-occupation of and/or 
redeployment to an alternative site(s). 

Facilities manager(s) 

6. Organise safety survey and arrangements to make 
site(s) secure 

Facilities manager(s) 

7. Consider salvage options Facilities manager(s) 

8. Assess the effect of the incident on critical business 
functions and start planning the order of their 
reinstatement in accordance with pre-planned 
priorities 

Academic partner/departmental 
business continuity co-
ordinators 

9. Contact appropriate IT operational support staff and 
alert them to the situation developing 

Director of learning and 
information 
services/appropriate IT lead 

10.  Assess the impact on the telephone network and make 
contact with appropriate staff and agencies required to 
reinstate networks 

Director of learning and 
information 
services/appropriate IT lead 

11.  Liaise with academic partner/departmental managers 
to assess the impact on IT hard/software, peripherals 
and network installations: 

 Decide what is reinstate able using in-house resources 

 Which equipment will require external services for 
reinstatement 

 Plan and implement the initial in-house deployment of 
supporting staff 

Director of learning and 
information services/ 
appropriate IT lead 
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Action Responsible 

 Alert staff and suppliers of the increasing demands to 
be made on them 

12.  Liaise with the academic partner(s)/department(s) and 
make an initial assessment about the replenishment of 
damaged furniture, fittings, equipment and supplies. 
Alert staff and suppliers of the likely demands on them 

Facilities manager(s) 

13.  The team leader will chair a second meeting of the 
recovery team as appropriate with the following 
objectives: 

 To receive initial reports 

 To agree objectives for the next 24 hours 

 To establish staff rotas 
 To set up subsequent meetings 

Principal and Vice Chancellor 
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Annex A–2: Action taken during the next 24 hours 
Action Responsible 

1. Continue to maintain a log of events Head of internal audit 

2. Keep staff, students and communications/news media 
regularly updated 

Communications and 
external relations 
manager(s) 

3. Either plan the re-allocation of space on site in accordance 
with academic partner/departmental priorities or plan to 
move to an alternative site. Consider the following points 

 Contact with commercial estate agents to acquire 
alternative site. 

 Transport arrangements to and from all temporary 
locations. 

 The removal of vital documents from the disaster site 
and subsequent storage. 

 Space requirement for critical business functions. 

 Feeding and welfare arrangements. 

Facilities manager(s) 

4. Agree essential installation schedules with public utilities and 
other suppliers at either disaster site or alternative site 
(electricity, heating, lighting, water, air conditioning, fire 
detection/alarm systems, access control systems, 
telephones) 

Facilities manager(s) 

5. Agree office equipment and supplies delivery schedules Facilities manager(s) 
6. Check on measures being taken for disaster site(s) safety and 

security 
Principal and Vice 
Chancellor/appropriate 
AP principal (s) 

7. Implement salvage plan and arrange temporary storage as 
necessary 

Facilities manager(s) 

8. Reorganise postal arrangements as necessary Facilities manager(s) 

9. Finalise telecommunications services to the required site(s)  Director of learning and 
information systems  

10.  Define the priorities for restoring networks on a gradual basis 
in order to provide a minimum initial communications 
requirement for departmental critical functions. 

Director of learning and 
information systems  

11.  In conjunction with academic partners/departmental heads 
prepare to initiate interim back-up procedures for priority 
systems. 

Director of learning and 
information systems / 
appropriate IT leads 

12.  Finalise requirements for hard/software and peripherals 
replacements and agree installation schedules. 

Director of learning and 
information systems / 
appropriate IT leads 

13.  Start and maintain a record of financial expenditure and 
collate information as may be required by the director of 
corporate resources/ appropriate finance leads 

All 

14.  Consolidate with core team members arrangements for 
reinstating critical business functions in priority order 
whether on site or at alternative premises. Brief staff 
accordingly. 

Academic partners/ 
departments 
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Action Responsible 
15.  Contact insurance company Director of corporate 

resources/appropriate 
finance lead(s) 

 

Annex A-3: Action taken during the next month 

Action Responsible 

1. Continue with log of events Head of internal audit 

2. Continue internal and external announcements as 
necessary and the record of events. 

Communications and external 
relations manager(s) 

3. Continue to keep financial records All 

4. Monitor the installation/repair of essential services to 
the disaster site/alternative site (electricity, heating, 
water, air conditioning, fire detection, alarm systems, 
access control systems, and telephones). 

Facilities manager(s) 

5. Continue removal and redeployment of salvaged items 
for the disaster site  

Facilities manager(s) 

6. Monitor measures being taken for disaster site(s) safety 
and security. 

Principal & Vice Chancellor/ 
appropriate AP principal(s) 

7. Ensure that the telecommunications network is tested 
and operates. Continue to provide support/re-
configuration to departments when required. 

Director of learning and 
information 
services/appropriate IT leads 

8. Monitor the programme for the installation and back-up 
of IT networks, hard/software and peripherals in the 
agreed order of priority. 

Director of learning and 
information 
services/appropriate IT leads 

9. Monitor the programme for the delivery of supplies to 
the disaster/alternative site. 

Facilities manager(s) 

10.  Monitor the reinstatement of functions in order of 
priority and the consequent effects on service delivery. 

Academic partner/department 
heads 

11.  Monitor overall progress on a regular basis and report 
to appropriate senior management 

Principal & Vice 
Chancellor/appropriate AP 
principal(s) 

12.  Co-ordinate interim and/or final report drafting. Principal & Vice Chancellor 
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Annex B: Disaster recovery financial record 
Purchases 

DATE TIME LOCATION DESCRIPTION OF 

ITEM 

REASON FOR PURCHASE SUPPLIER/PURCHASER £ 
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Annex C: Salvage main problems safety 
1. General: Apart from the obvious and visible damage, those involved in the salvage process need

to be aware of:
a. Health and safety problems such as chemical contamination, asbestos and live electrical

supplies.
b. Deterioration of materials through high humidity or chemical attack:

i. Hydrochloric acid arising from the combustion of PVC can penetrate concrete in
wet conditions and cause corrosion of the reinforcing steel.

ii. Hydrochloric acid will also quickly corrode any exposed metal surfaces, such as
steel pipes, tubes, galvanised conduits, cable trays, trunking, aluminium 
partitions and window frames. Removal of the corrosion product and the
chloride contamination is all that is required to restore the item to full function
and to ensure that no further deterioration will occur.

iii. After a fire, clean-up materials used in fighting the fire (water, halon, foam, dry
powder).

c. Dirt and contamination can be spread from the damaged parts of the building to clean
parts.

d. Theft from the damaged building.
e. On-going damaged from the weather.
f. A repeat attack if damage was caused deliberately.

2. Entry to buildings/rooms
a. Do not enter any damaged building until it has been declared safe by the emergency

services.
b. Allow only authorised personnel wearing appropriate protective clothing to enter.
c. Cut off all power supplies to the damaged area.
d. Check for hazards.
e. Identify and protect any evidence of deliberate damage.
f. Cut off water supply to leaking pipes.
g. Make safe, damaged structures: erect safety barriers, hazard signs and identify walk 

routes.
h. Protect undamaged equipment.

3. Rooms containing computer equipment:

a. Ensure all power is turned off.
b. Protect undamaged equipment.
c. Remove surface dust debris soot with brush or vacuum cleaner.
d. Remove water and start drying process.
e. Consult salvage engineer on the next step.

4. Resumption of operations:

a. Ensure safe, controlled access.
b. Protect from weather.
c. Recover materials and dispose of waste.
d. Nominate temporary accommodation for storage of undamaged/damaged equipment

and records.
e. Arrange for safe temporary power supplies.
f. If air-conditioning or heating is available, raise the temperature.
g. Provide ventilation to aid drying.
h. Maintain an inventory of equipment damaged/lost and replaced/repaired
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Annex C-1: Damaged documents 
1. General: Documents are easily damaged by fire and water, but recovery of the information

is often possible and sometimes recovery of the documents themselves.

2. Types of documents: Documents can be broken down into four categories:

a. Record or information retrieval (‘loose’ documents): Record retrieval can be
summarised as the relatively simple act of recovering the information which is
recorded, without the need of the original document. In this instance a photocopy
or an electronic record will suffice.

b. Original documentation retrieval (‘loose’ documents): Original document retrieval
involves retention of the original document as a valid record. This may be because of
a legal or similar statutory requirement.

c. Book retrieval (‘tight’ documents): Book retrieval is where the ‘victims’ are bound
volumes which are unlikely to have been deeply penetrated by smoke fumes and/or
water.

d. Art paper retrieval (‘tight’ documents): Art paper or coated paper which has been
finished to a high gloss or treated in some other special manner presents a particular
problem. Once this type of paper gets damp and begins to dry the leaves fuse
together and become permanently bonded.

Whatever the category, the aim behind all document recovery is to reinstate documents 
that can be read, handled and stored. 

3. Main Problems:

a. Mould will begin to appear within 48 hours in moist conditions, if the temperature is
above 60c, and removal of the marks left by mould is almost impossible. 

b. Wet paper is very heavy and is very easily damaged by handling.
c. It is an unpleasant job, as documents to be recovered are dirty, wet and smell.
d. Possible health problems for people doing the job, from polluted water and from

dangerous dust.
e. Logistic problems of separating each page to dry, then re-assembling the documents

correctly.
4. Remedial action: Successful recovery of documents is dependent upon prompt initial

actions:

a. Prevent uncontrolled drying or crumbling, by keeping documents closed and gentl y
wrapping them in cling film. Store the sealed documents temporarily in archival
sized boxes to aid handling and identification.

b. Freeze the documents. This both prevents mould growth and protects against
damage while handling. A commercial frozen food trailer provides a useful first-aid
cool chamber.

c. Get professional advice and help as soon as practicable.
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Annex C-2: Damaged computer and communications equipment 
1. General rules:

a. It is vital that in the event of damage to computer and communications systems, caused 
by fire, smoke, water, chemicals etc. that qualified engineers take remedial action as
soon as possible.

The speed with which corrosion damage occurs will depend on the conditions. In 
extreme conditions of heavy contamination in a hot, moist environment, it is vital 
that salvage begins no later than 24 hours after the incident has occurred. In warm, 
dry conditions, unpowered equipment will resist corrosion for a long time.  
In either case it should not be assumed that equipment is a total loss just because 
there has been a delay. 

b. The following general rules will help to minimise the damage caused:
i. Do not switch on equipment which may be damaged, wet or contaminated

(even for a few seconds to see whether it works) as this will cause power suppl y 
problems such as to on-board batteries.

ii. Do not move damaged or contaminated equipment unless absolutely
necessary. If you do move it, handle it as carefully as possible.

2. After Fire: Even a relatively small fire can cause serious contamination problems.

a. Main Problems
i. Heat from fire will cause direct damage, but electronic equipment will stand

high temperatures if switched off. If there is still paint on metal parts and the
plastic parts have not melted, the equipment may still be recoverable. Any
water used for firefighting on upper floors will lead to dirt and acid
contamination on lower floors.

ii. Soot (carbon particles) will absorb water, creating a moist environment which
helps corrosion. It will settle on circuits and components inside equipment and
cause short-circuits if electronic power is applied.

iii. PVC is a plastic which is used extensively in modern buildings, in cable insulation,
furniture, document binders etc. when PVC is burned it produces a large volume
of hydrogen chloride gas which combine with airborne water vapour to form
hydrochloric acid. The acid condenses on cool surfaces throughout the building
which contains the fire, including circuit boards inside equipment in areas which
seem to be little affected by smoke.

iv. Unpowered circuits are reasonably resistant to attack but any electrical activity 
will cause shorting and electroplating. Exposed metal surfaces (steel, stainless
steel, galvanised steel, aluminium, brass, and cooper) will corrode rapidly. Water
and humid air greatly increase the rate of corrosion.

b. Remedial action:

i. Ventilate the whole building as soon as possible in order to disperse smoke and
other contaminants.

ii. Remove or isolate the power including battery back-up supplies.
iii. Lower relative humidity to minimise corrosion.
iv. Cover items that cannot be removed with plastic sheeting, and place

dehumidifiers under the sheeting.
3. After water damage:
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a. Main problems:

i. Dirty water, sludge and possible chemical contaminants will have breached the
casings of computers and communication equipment. This will cause damaging
short circuits if the equipment is powered up, and the dampness will speed
corrosion.

ii. Water may have soaked into the fabric of the building, maintaining a high level
of humidity long after the water has been removed.

b. Remedial action:

The main requirement is to minimise corrosion until equipment can be washed, by 
removing water and then lowering the relative humidity. The following points should be 
followed. 

i. Remove or isolate all power, including battery back-up supplies, to prevent
shorting.

ii. Tilt equipment so that water runs off the circuit boards and out of the
equipment.

iii. Carefully remove any portable equipment to a clean dry area.
iv. Cover any items that cannot be moved with plastic sheeting to protect from

falling water.
v. Ventilate the affected area.

vi. Remove wet objects that will retain water, such as carpets, curtains and paper.
vii. Use dehumidifiers to remove moisture from affected areas.
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Annex D: Emergency management team contact list 
(list will be circulated to individuals listed above under separate cover) 

Job Title Name (Deputy) Office Number Mobile Number Home Phone Private Email 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper 

no Board 181218/16 
Subject Regular agenda items for committees and Board 

Purpose of paper 

Both the 2018 Board self-evaluation and the individual self-
appraisals indicated that some further thought be given to what 
items must come to the Board and which could be handled by the 
committees.  
A small exercise was carried out comparing WHC agendas with 
those of three other UHI partner colleges, and a discussion was 
held at the most recent agenda-setting meeting in November. 
The outcome is as recorded on the paper ‘Agendas – what’s 
included and what’s not’ (final right-hand column). The main 
suggested changes being in connection with the risk register and 
policies. 
If these changes are approved by the Board, then it will affect the 
Annual Calendar of Standing Items which the Board approved in 
March 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 07/12/2018 
Date of meeting 18/12/2018 
Author Chair, Secretary 
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? 

Agenda setting meeting (Chair, committee convenors, senior 
staff) 

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

Yes 
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AGENDAS – what’s included and what’s not (examination of Board agendas only) 

Perth & Inverness – last four Board agendas examined. Argyll – input from Argyll Board Secretary. Yes = at every meeting:  No = not found in agendas 

ITEM WHC Argyll Inverness Perth Proposal 
      
Risk register Full register almost 

every meeting 
Yes Annually No Audit Cttee each meeting. 

Audit report to Board to 
include ref to high risk items. 
Full register annually to Board, 
alongside strategic review. 

      
HISA report Yes No Education Cttee Yes Yes, each Board. 
      
Policies All new and 

reviewed 
Yes Only new and/or 

staff-related; others 
to committees 

Yes All new policies to Board. 
Existing policy reviews only to 
Board if a change in content 
beyond the technical.    

      
External audit plan Yes Yes Cttee only No To Audit Cttee only 
      
External audit report     To Board 
      
Internal audit plan Yes Yes No (cttee only?) No To Board 
      
Internal audit reports All At Audit committee, 

anything important 
also reported at 
Board 

Recommendations 
only to cttee, nothing 
to Board except when 
appropriate 

No Full report to Audit Cttee; 
action tracker and summary to 
Board. Annual report to Board.  

      
Management accounts Yes Yes No No Yes 
      
Health & Safety report Yes Short report Annually Annually Short report to F&GP Cttee and 

Board; full report annually (as 
currently). 
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Other items      
Ministerial letters of 
guidance 

Depends on content No Yes No Any relevant content 
considered as part of annual 
strategy review. 

SFC guidance Depends on content No Yes No No 
Chair’s report Don’t use at present Yes No Yes No 
Principal’s report Don’t use at present Yes Yes Yes No 
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ANNUAL CYCLE FOR STANDING ITEMS FOR THE AGENDAS OF THE BOARD AND ITS COMMITTEES 

 

The Board may recall that, when the updated and reviewed governance documents were approved by the Board in December 2015, the one outstanding 
item to complete was to include a note underneath each committee’s Terms of Reference on the ‘Core agenda with annual timetable and standing items’. 

So, in order to complete the governance review, the attached calendar gives an outline of what these standing items might be.  This list can only be 
indicative and is intended as a guide to the routine items that the directors and senior management team can expect to appear on the agendas as we go 
through the cycle of meetings over the course of a year. 

These items are important but are unlikely to constitute the bulk of the items on any one agenda, which will be largely taken up with significant, non-
recurring items for discussion and decision. 

The list of standing items will be subject to changes in timing and content, and a working document will capture these changes and reflect them in future 
reviews of governance documents. 
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Board and committee meetings: annual calendar 

 

 Board of Management Audit F&GP PR&R S&N 
Standing 
items 

• Minutes 
• Committee reports 
• Management accounts 
• Depute President’s 

report 
• Internal audit reports 

(action tracker and 
summary only) 

• H&S report (short) 
• Risk register 
• Policies (new and 

significant review only) 
• ES report/update 

• Minutes 
• Internal audit reports 

(as available) 
• Risk register 
• FOI report 
• Complaints 
• Policies 
 

• Minutes 
• Management 

accounts 
• H&S report 
• Policies 

  

Sept/Oct • Dates for next session 
• FT recruitment report 
• NSS report 
• Operational Plan 
• H&S annual report 
• Internal auditors 

report for previous 
session 

• Governance updates 

• Internal auditors 
report for previous 
session 

• Annual complaints 
report 

 

• H&S annual report 
 

  

Nov/Dec • AGM 
• Statutory accounts 

year end 
• External auditors’ 

report 

• Statutory accounts 
year end 

• External auditors’ 
report 

• Report to the Board 

• Statutory accounts 
year end 

• External auditors’ 
report 

• SFC staffing return 
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• Review of governance 
documents 

• (Every two years) 
membership rollover/ 
reappointment 

• HISA report 
• Audit Committee 

report to the Board 
• Recruitment, Funding 

and KPI report 
 
 

March/April • Draft curriculum plan 
• Draft budget 
• Board member 

appraisals’ report 
• Report on self-

evaluation 
• College performance 

KPIs for previous 
session 

• Early student 
satisfaction 

• Equalities report 
• OSCR return 
• Strategy review 
• Risk Register 

• OSCR return 
 

• Draft budget 
• Equalities report 
• Op plan – mid year 

report 
• KPIs for previous 

session 
 

• Principal’s appraisal 
report and salary 

• Skills matrix 

May/June • Budget 
• FFR 
• Draft op plan for next 

session 

• Internal audit plan for 
next session 

• External audit plan 
for year end accounts 

 

• Budget 
• FFR 
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• Academic Affairs 
report (past session 
and looking forward) 

• Internal audit plan for 
next session 
 

 
      

 

 

 

Stand-alone items   

Regional Outcome Agreement 

Gender action plan 

Corporate parenting report 

Climate change annual report (board-friendly version) 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper 

no Board 181218/17 
Subject Annual refresh of Board documents 

Purpose of paper 

If the preceding item regarding agenda items is approved by the 
Board, it will have a small effect on the board documents. These 
changes, and a couple of other small corrections, are itemised on 
the attached paper. The Board is asked to approve. 

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 07/12/2018 
Date of meeting 18/12/2018 
Author Chair, Secretary 
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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West Highland College UHI Governance Manual 

 
Approved by Board of Directors: 31 August 10  
Amended: 16 March 11 
Redrafted and Approved by the Board of Directors: 17 December 2015 
Wee committee Terms of Reference approved: 28 June 2016 
 
Revisions approved: 12 December 2017 
 
Scheme of Delegation 
 
1. Introduction 
  

1.1  This Scheme of Delegation specifies the functions which are delegated by the 
Board of Directors (the “Board”) consistent with the terms of Section 12(4) of 
the Further and Higher Education (Scotland) Act 1992 (“the Act”). 

 1.2  Under Section 12(1) of the Act, the Board has a duty to manage and conduct 
the business of the College, and to ensure that the College provides suitable 
and efficient education to students.  

1.3 All delegations must be exercised in accordance with regard to any lawful 
direction and/or guidance subsequently issued by the Scottish Ministers or the 
Scottish Funding Council (“SFC”) or any body which takes over the whole or 
any part of the functions of the SFC from time to time.  Any powers delegated 
cannot be further delegated.  

1.4  The delegations are dealt with in four sections:  
Delegation to the Chair of the Board of Directors;  
Delegation to Committees of the Board of Directors;  
Delegations to the Principal and Chief Executive (the “Principal”); and  
Delegations to the College Secretary.  

2. Compliance  
2.1.  The Board may from time amend, replace and / or supplement the terms of 

this Scheme of Delegation.  Nothing in this Scheme of Delegation shall require 
the Board to delegate the performance of any of its functions and the Board 
may at any time and from time to time carry out any function that has been 
delegated in accordance with this Scheme of Delegation or withdraw, amend 
and/or replace any delegation made by the Board pursuant hereto.  
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3. Review  

3.1.  The Scheme of Delegation will be reviewed every three years or earlier should 
it be considered necessary by the Board of Directors, or to bring the Scheme 
of Delegation into line with memoranda or guidance which may be issued from 
time to time by the Scottish Ministers.  

4. Authority reserved to the Board of Directors  

The following are reserved to the Board of Directors and are excluded from this 
Scheme of Delegation:  

4.1  determining the objectives of the Board of Directors;  

4.2  matters of new policy or variation beyond the technical of existing policy;  

4.3  borrowing money (other than overdraft facilities within the Principal's 
delegated authority) and, in connection with such borrowing, granting 
securities or giving guarantees or indemnities. Any such borrowing, granting 
securities or indemnities must comply with Section 12.7(a) of the Further and 
Higher Education (Scotland) Act 1992;  

4.4  the final approval of the annual budget;  

4.5  the final approval of the College Strategic Plan;  

4.6  approval of the year end Annual Accounts and Financial Statements;  

4.7  approval of material changes to staff pay levels to the extent that any such 
changes fall outwith the terms of the approved annual budget of the College or 
any delegation to a Negotiating Committee or otherwise in terms of this 
Scheme of Delegation and/or the Articles of Association;  

4.8  the final consideration of the Annual Audit Report;  

4.9  the acquisition and disposal of heritable property, whether by way of sale, 
transfer, assignation, lease, licence or otherwise or the granting or any 
standard securities, charges or any other rights in respect of any heritable 
property which relate to the College’s title thereto;  

4.10  the appointment and re-appointment of Board Members (including their 
induction and training and the appointment of advisors) and the appointment 
of members and advisors to standing committees;  

4.11  the removal from office of Board Members;  

4.12  the appointment of and disciplinary action involving the Principal;  

4.13  the approval of early retirement packages, enhanced pension arrangements or 
financial packages in excess of statutory provisions; 

4.14  the making, amendment and revocation of the Articles of Association and the 
Scheme of Delegation of the Board of Directors (including, but not limited to, 
the code of conduct, committee terms of reference and the Standing Orders);  

4.15  commencing any legal or arbitration proceedings (other than routine debt 
collection);  

4.16 establishing committees and determining the terms of reference thereof; and  

4.17 forming or promoting or joining with any other person in forming or promoting 
companies.  

The Principal, as Chief Executive of the College, is responsible for the operational 
management of the College subject to strategic direction by the Board.  

Commented [CW1]: If changes to agenda items is approved. 
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5. Delegation to the Chair of the Board of Directors  

The Chair of the Board of Directors is authorised:  

5.1  to nominate, after a period of four weeks continuous absence of the Principal 
or such shorter period of time as the Chair may determine, a person to 
assume the role of Acting Principal in the Principal's absence. The Chair shall, 
at the earliest opportunity, advise the Board of Directors and the regional 
strategic body of the appointment of the Acting Principal and the terms of such 
appointment shall be subject to approval or amendment by the Board of 
Directors.  

5.2 In the event of continuous absence of eight weeks (including the four week 
absence referred to above) of the Principal (except in the case of serious 
illness when the period of continuous absence will be 4 weeks), the entire 
Board shall (in a special meeting called for this purpose) be required to invest 
the delegations ascribed to the Principal in this document to other members of 
the senior management as the Board considers appropriate until such time as 
the Principal is capable of discharging fully his/her functions as Principal/Chief 
Executive/Accounting Officer and academic leader of the College. 

5.3 to deal with urgent items of business after consultation with the convener of 
the relevant committee and with the Principal; 

5.4  to authorise expense claims on behalf of the Principal where such claims arise 
out of expenditure incurred in the performance of the Principal’s normal duties, 
ensuring in doing so that such authorisations comply with the current Financial 
Regulations or any other policies adopted by the Board from time to time; and  

5.5  to sign the College's Annual Accounts and Financial Statements after they 
have been approved by the Board. 

6. Delegation to Committees of the Board of Directors  

6.1  Each committee of the Board is delegated all functions relative to:  

6.1.1  the respective terms of reference of those committees as detailed in 
the Appendix 1 of this Scheme of Delegation;  

6.1.2 any minutes of the Board making a special delegation to a committee; 

6.1.3 the approval of amounts as specified in the Financial Regulations.  

6.2 Each committee may exercise and perform on behalf of and in the name of the 
Board all of the authority, powers and duties of the Board in relation to the 
functions so delegated.  

6.3 Each Committee of the Board is expected to reach decisions by consensus 
else the matter under consideration shall be referred to the Board. 

6.4 The Convener of each Committee is authorised to act on behalf of the Board 
between cycles so far as such acts relate to matters within the remit of the 
Committee of which he or she is Convener.  

7. Delegation to the Principal  

7.1  The Principal, as Chief Executive of the College, is responsible for the 
operational management of the College subject to strategic and policy 
direction by the Board of Directors and the terms of any specific reservations 
to the Board.  

7.2  The Principal is authorised and empowered:  
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7.2.1  subject to the express reservations to the Board set out in this Scheme 
of Delegation, to manage the College and to direct its operations and 
facilitate the management of the College within the framework 
determined by the College Strategic and Operational Plans, the 
approved budget and any other policies determined from time to time 
by the Board;  

7.2.2 to take such measures as may be required in emergencies subject to 
advising the Chair of the Board, where possible, and subsequently 
reporting to the appropriate committee or to the Board as soon as 
possible thereafter any items for which approval of the committee or 
Board would normally be necessary.  

7.3 Without limitation to the generality of the delegated powers of the Principal  in 
terms of paragraph 7.2, the Principal is authorised and empowered as follows:  

General  

7.3.1  to consult and negotiate with representatives of recognised trades 
unions and professional associations on behalf of the Board;  

7.3.2  to provide financial  or other assistance to a students’ association (or 
equivalent) of the College within the terms of any scheme of 
establishment or policy of the Board;  

7.3.3  to apply to the appropriate authority for any necessary statutory 
consents;  

7.3.4  where it is competent and in the interests of the College to do so, to 
lodge with the appropriate authority objections to the grant of any 
permission, licence, warrant etc;  

7.3.5 to accept gifts of money, other property and services on behalf of the 
College and (in accordance with the College's policy on the receipt of 
gifts) and determine their application or set up a trust to hold or 
administer them for the purpose for which they have been established;  

Finance, contracts and procurement  

7.3.6  subject to reporting the same to the Board as soon as is reasonably 
practicable, to:  

(a) enter into and negotiate contracts and other binding arrangements for 
the supply of goods and services (whether bought, leased, hired or 
otherwise acquired) to the College on behalf of the Board all in 
accordance with the College's Contract Procurement Procedures;  

(b) incur individual items of capital expenditure up to an amount specified 
in the Financial Regulations; 

(c)  settle up to a maximum specified in the Financial Regulations, and 
without reference to the Board, claims made against the Board where 
there is no insurance and whether or not a court or tribunal action has 
been raised, subject to any necessary approvals being obtained when 
Treasury Indemnity applies or other guidance from the SFC;  

(d) to make arrangements with insurance companies concerning the 
settlement of claims up to a value as specified in the Financial 
Regulations; 
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(e)  sign, for an on behalf of the Board, European Social Fund, European 
Regional Development Fund and other Public Authority Support 
Certificates; and 

 (f)  write off bad debts due to the College up to the value specified in the 
Financial Regulations;.  

7.3.7  to terminate contracts or to authorise the termination of contracts 
except in cases where the contracts have been specifically approved 
either by the Board or a committee;  

7.3.8  to administer any educational endowment which transferred to and 
vested in the Board in terms of section 19(1) of the Further and Higher 
Education (Scotland) 1992 Act;  

7.3.9  to vire monies from expenditure heads within agreed budgets taking 
account of and complying with the College's Financial Regulations;  

7.3.10 to sign and date the report of the Board of the Annual Accounts in 
terms of the accounts direction given by the Scottish Ministers under 
paragraph 18 of Schedule 2 to the Further and Higher Education 
(Scotland) 1992 Act;  

Employees and Board Members  

7.3.11 to review the performance of members of the College senior staff 
against predetermined targets as determined from time to time by the 
Performance Review and Remuneration Committee. 

8.  Delegation to the College Secretary  

8.1  The delegations to the College Secretary are always subject to the Articles of 
Association and Standing Orders of the Board and all policies of the Board 
from time to time in force.  

8.2  The College Secretary is authorised: 

8.2.1  to keep proper records and Minutes of the Board's and Committees' 
proceedings and to prepare agendas, draft minutes and agreed 
minutes of all meetings of the Board or any committee;  

8.2.2 to make available for inspection at the principal office of the College 
copies of the Agenda and agreed Minutes of any meeting of the Board 
or any committee and also of any report or other document (other to 
those marked confidential) considered by such a meeting; 

8.2.3  to authorise enhanced disclosures and/or criminal record checks from 
Disclosure Scotland on all Board Members appointed by the College.  

8.2.4 to maintain the Register of Interests of the directors and members of 
the senior management team;  

8.2.5  to arrange for any elections to the Board from teaching and support 
staff at the College;  

8.2.6  to receive resignations from the Board and to inform the Board of 
vacancies and impending vacancies;  

8.2.7  to act on behalf of the Board, when authorised, as their representative 
and to enter into correspondence in any matter as directed by the 
Board. 
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Scheme of Delegation  
Appendix one 
 

TERMS OF REFERENCE 
 
Board of Management  
 
General 
The Board shall observe the Articles of Association and Standing Orders in all its 
business. 

The Board has overall responsibility for overseeing the business of the College, 
determining its future direction and fostering an environment in which the 
College mission is achieved and the potential of all learners is maximised. 

The Board of Management must ensure compliance with the statutes, ordinances 
and provisions regulating the College and its framework of governance and, subject 
to these, take all final decisions on matters of fundamental concern to the College. 

The decisions of the Board of Management will be minuted and published when 
approved except, exceptionally, for sections which are confidential or commercially 
sensitive. 

The Chair or Convenors may attend meetings of other College or Board committees, 
normally at the invitation of the respective convenor and subject to business. 

Terms of Reference 

The following items are retained for approval by the Board, upon advice from or 
recommendation by the relevant Committee where appropriate and may not be 
delegated: 

1.  to approve the planning cycle and calendar for production proposed by the 
Senior Management Team for the preparation of the College Strategic Plan 
and College Operational Plan, and to approve the Plans before publication; 

2. to approve the annual accounts, following consideration by the Finance & 
General Purposes Committee; 

3. to approve the College budget proposals, following consideration by the Finance 
& General Purposes Committee, and to set annually the parameters for College 
staff pay awards and conditions; 

4. to approve the policies and strategies of the College; 

5. to approve the appointment of the Principal and Chief Executive and to 
participate in the appointment process relative to the appointment of members of 
the College’s senior management team; 

6. to approve any payments in excess of statutory provisions for severance 
following consideration by the Performance Review and Remuneration 
Committee; 

7. to approve membership of new Board Members, following consideration by the 
Search and Nomination Committee; 

8. to approve appointment of convenors to all committees; 
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9. to approve membership of all committees; 

10. to ensure that the arrangements made to implement the College Health and 
Safety Management System are effective; 

11. to assume responsibility for identifying, evaluating and managing the College’s 
significant risks, and review the operating, financial and compliance controls that 
have been implemented to mitigate these risks; in doing so, it will comply with the 
regional strategic body’s policy on risk management and risk management 
arrangements; 

12. to take overall responsibility for the definition and on-going review of the 
educational philosophy, policy and academic standards of the College in respect of 
learning, teaching and academic standards. 

Membership 
The membership of the Board will be constituted as required by the Further and 
Higher Education (Scotland) Act 1992, and the College Articles of Association.  

The Chair shall be appointed by the Board on the recommendation of the Search & 
Nominations Committee. 

A quorum shall consist of six members of the Board with independent directors in 
a majority at the meeting. 

The Board must be chaired by an independent member. 
The Chair may not be an elected or appointed member, or an employee, of a 
local authority. 

The Board may appoint advisors who are not members of the Board of 
Management and who have particular, relevant experience or expertise to attend 
meetings of the Board and/or its committees. 

Advisors may not convene the Board or any committee, nor may they vote in any 
decisions determined in this way by the Board or committee.  

Attendees 
The Vice-Principal Finance and Corporate Services, the Vice Principal Academic 
Affairs, and the College Secretary to the Board, or their equivalent positions, shall 
normally be in attendance.  

Frequency of Meetings 
The Board shall meet no less than four times each year. 
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Audit Committee  
 
General 
The Committee shall report to the Board of Management at each meeting. 

The Committee shall act in partnership with the Audit Committee of the UHI. 

The Committee shall observe the Standing Orders in all its business. 

The Committee shall conduct its business in accordance with the requirements of any 
guidance and/ or codes of practice issued from time to time by the SFC and the 
regional strategic body and/ or any other relevant statutory or regulatory authority, as 
directed by the Board of Management. The Committee may direct the College 
Secretary to the Board of Management to report to other committees or the College 
Principal on behalf of the Audit Committee. 
Membership  
The Committee should comprise not less than six members. 

At least one member of the Committee should be financially qualified or have 
considerable financial experience. 

Membership of the Committee should be in compliance with the Code of Audit 
Practice (as approved by Audit Scotland and the Auditor General for Scotland), 
and/or other appropriate guidance as directed by the Board of Management.  

The following persons, who may serve on the Board, are excluded as members of the 
Committee: 

  the Principal 
  members of the College Executive acting on behalf of the Principal 
  the Chair of the Board of Management  
  the student member  
 an employee or partner of the College’s solicitors, bankers, auditors, insurers 

or other professional advisors or other similarly connected person 
 any current member of the Finance and General Purposes Committee (or its 

equivalent).  
Quorum 
A quorum shall consist of three members of the Committee who have an entitlement 
to vote on committee business. 

Attendees 
The following persons should normally be invited to attend meetings:  

  any member of the senior management team including the Principal 
    the Head of Internal Audit UHI (or equivalent position) 
  the External Auditor (who should attend, as a minimum, any meetings of the 

Audit Committee where relevant matters are being considered, such as 
planned audit coverage, the audit report on the College's financial statements, 
or the audit management letter 

  the Internal Auditor. 
 

The Chair of the Board of Management may be invited to attend meetings of the 
Committee. 

 
Board 18 December 2018 Page 173



The Vice Principal Finance and Corporate Services and the College Secretary to the 
Board, or their equivalent positions, shall normally be in attendance.  

The Committee may, whenever it is satisfied it is appropriate, go into confidential 
sessions and request that any, or all, non-members leave. 

Frequency of Meetings 
The Committee will meet no less than four times each year. 

Responsibilities 
The Committee’s main responsibility is to review and monitor the following aspects of 
the College’s operations, and to advise the Board appropriately: 

• Governance and management of the College. 
• Risk management. 
• Adequacy of the College’s financial management. 
• Adequacy of the internal control and non-financial management systems. 
• Adequacy of, and support for, the internal and external audit processes. 
• Effectiveness of arrangements for safeguarding the assets of the College and 

the public funds at its disposal. 
• Economy, efficiency and effectiveness of the College’s activities. 
• Whistle-blowing (public interest disclosure) arrangements. 

Terms of Reference 
Specifically, the Audit Committee will: 
Internal and external auditors’ reports 
1. review the reports submitted by the College’s Internal Auditors and receiving 

progress reports from College Management on the Internal Audit 
recommendations; 

2. jointly with the Board’s Finance and General Purposes Committee, review the 
annual report of the College’s external auditors and the associated College 
financial statements on which that report is based; 

Risk 
3. receive updates to and review the contents of the risk register maintained by the 

College; 
4. establish a framework for the monitoring and controlling of risk, subject to 

direction from the Board of Management; 
5. in conjunction with other committees, keep the risk register under review and 

recommend any changes or mitigation to the Board; 

Policies 
6. review relevant new and revised policies of the College and recommend 

approval to the Board (as appropriate); 
Reporting to and advising the Board of Management 
7. present an annual report for the Board of Management; 
8. assume authority from the Board to investigate any matters within its remit to 

which purpose full access to any information and personnel required will be 
granted. 
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Finance and General Purposes Committee  
 
General 
The Committee shall report to the Board of Management at each meeting 

The Committee shall observe the Standing Orders in all its business. 

Membership  
The Committee should normally be comprised of not less than five  six Board 
Members, including the Chair and Principal who are members ex officio. 

At least one member of the Committee should be financially qualified or have 
considerable financial experience. 

Quorum 
A quorum shall consist of three members, including two independent members, of the 
Committee who have an entitlement to vote on Committee business. 

Attendees 
The Vice Principal Finance and Corporate Services, the Vice Principal Academic 
Affairs, and the College Secretary to the Board, or their equivalent positions, shall 
normally be in attendance.  

Frequency of Meetings 
The Committee shall meet no less than four times each year. 

Responsibilities 
The Committee has delegated responsibility within the Financial Memorandum 
between the College and the regional strategic body for the direction and oversight of 
the College’s financial and corporate affairs. 

The Committee has responsibility for the College’s existing buildings and estates, 
including, but not limited to, adopting all reasonably practicable measures to: 

• ensure compliance with statutory and regulatory requirements; 

• ensure that the College’s existing buildings and estates are fit for purpose; 

• ensure that the College’s existing buildings and estates are maintained to an 
appropriate standard; 

• ensure that the College’s existing buildings and  estates  are  reasonably 
accessible and comply with the terms of the Equality Act 2010; and 

• provide a healthy and safe environment for the College’s staff, students and 
visitors. 

The Committee has delegated responsibility for the direction and oversight of all 
personnel matters relating to the function of the Board of Management as employer of 
the College’s staff. The Committee may call for reports from the Principal on any item 
which refers to human resources matters. 

The Committee shall oversee the development and auditing of all human resource 
strategies and work streams and this shall include: 

• the Human Resources Strategy and Annual Action Plan; 

Commented [CW7]: Mistake. Should presumably be six as for 
Audit Committee. 

 
Board 18 December 2018 Page 175



• HR policies and practices within the College, including those relating to 
recruitment and selection, terms and conditions of employment including 
Discipline and Grievance, Health and Safety, and training and development; 

• the development of human resources services within the College and monitor 
external contracts, including the provision of Employment Law advice, 
Occupational Health support, the provision of computerised human resources 
systems and a Job Evaluation system; 

• progress against Race, Disability and Gender Equality Scheme Action Plans; 
• the Investors in People standard (or equivalent) and the provision of 

appropriate staff training and development. 
• any effective Performance Management framework monitored through 

regular statistical reports to the Committee. 

The Committee will recommend to the Board of Management any proposals which 
would lead to a major change to pay and conditions of service. 

Terms of Reference 
Specifically, the Finance & General Purposes Committee will: 
1. advise the Board on financial strategy; 
2. review the effectiveness of financial management within the College;  
3. consider financial benchmarking information and monitor unit costs; 
4. monitor the financial control of the College and to keep the College Financial 

Regulations under review; 
5. recommend to the Board the College’s annual budget; 
6. consider any changes proposed to the approved budget and make 

recommendations to the Board of Management, unless they fall within the 
delegated approval arrangements as outlined in the Financial Regulations; 

7. monitor actual expenditure and income against budget, note any key variances 
and report by exception to the Board on any necessary action; 

8.  monitor capital expenditure against agreed development plans; 
9. consider and report on the annual financial statements; 
10. review and approve the establishment of any arrangements to provide the 

College with banking facilities (subject to the authorisation limits set in 
accordance with the terms and conditions of the Financial Memorandum agreed 
between the regional strategic body (University of the Highlands and Islands) 
and West Highland College UHI  for the drawing down of loans); 

11. review relevant new and revised policies of the College and recommend 
approval to the Board (as appropriate); 

12. in conjunction with other committees, keep the risk register under review and 
recommend any changes or mitigation to the Board; 

13. consider and report on any other financial matters which the Board may delegate 
or refer from time to time. 
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Performance Review and Remuneration Committee – Terms of 
Reference 
 
General 
The Committee shall make its report to the Board of Management as appropriate. 

The Committee shall observe the Standing Orders in all its business. 

Membership 
Membership of the Committee shall comprise the Chair of the Board of Management 
and the convenor of the Finance & General Purposes Committee, a staff 
representative member, the student representative member, and at least two other 
directors. The Principal shall be excluded from membership of the Committee. 

The Committee must be convened by a member of the Finance & General Purposes 
Committee; the Chair of the Board of Management may not convene this Committee. 

Quorum 
A quorum shall consist of three members of the Committee with an entitlement to 
vote on committee business. 

Attendees 
The Vice Principal Finance and Corporate Services, Human Resources Manager 
and the College Secretary to the Board, or their equivalent positions, shall normally 
be in attendance. The Principal may be invited to attend but must withdraw from the 
meeting when his/her remuneration is discussed. 

Frequency of Meetings 
The Committee shall meet at least once each year, at a date to fit into budget 
planning process 

Responsibilities 
The Committee has responsibility for the remuneration package, conditions of 
service, and severance payments for the Principal and executive leadership team. 

Terms of Reference 
1. The Committee shall consider and /make recommendations to the Board on the 

remuneration package and conditions of service, and any changes thereof, of the 
College Principal and such other senior staff as is considered appropriate, taking 
into account: 

1.1  that College senior management should be fairly rewarded for their 
individual performance and contribution to the College’s overall  

1.2 where, in terms of senior management remuneration, the College stands in 
relation to other comparable institutions in the sector, organisations of a 
similar size and the local market; 

1.3 the Scottish Government’s approach to remuneration in the public sector; 
1.4  the relationship between the remuneration of the senior management and 

that of other employees of the College; 
1.5 the benefits granted to senior management; and 
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1.6 The adequacy of pension arrangements and also the cost implication of 
pension arrangements including the pension effect of remuneration 
proposals. 

2.  Normally, one member of the Board of Management shall represent the Board on 
the interview panel for senior management appointments. 

3. The Committee shall consider such other matters delegated by the Board of 
Management which the Chair shall from time to time determine. 

4. Where any severance payments are in excess of statutory provisions, the 
Committee shall be required to consider and make recommendations to the Board 
taking cognizance of the Financial Memorandum.   
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Search and Nominations Committee – Terms of Reference 

 
General 
The Committee shall make its report to the Board of Management as appropriate. 

The Committee shall observe the Standing Orders in all its business. 

Membership 
Membership of the Committee shall comprise the Chair of the Board, a staff 
representative member, the student representative member and at least three further 
individuals. The Principal shall be excluded from membership of the Committee.  

Quorum 

A quorum shall consist of three members of the Committee who have an entitlement 
to vote on committee business. 

Attendees 

The College Secretary, or equivalent position, shall normally be in attendance 

Frequency of meetings 
The Committee shall meet at least once each year. 

Responsibilities 
The Committee has responsibility to oversee the process of recruitment of the 
Principal, Board members, the induction of new members, and the maintenance of a 
skills’ matrix. 

Terms of Reference 
1. Inform the Chair of the Board, through the College Secretary, of forthcoming 

vacancies as Board Members complete their terms of office, with an eye to 
succession planning. 

2.  Maintain a skills matrix of current Board Members to assist the Committee to 
determine the skills and experience required of prospective members. 

3. Develop and monitor procedures for the appointment, reappointment, induction 
and governance arrangements of Board Members, including arranging elections 
where appropriate. 

4. Take responsibility to seek a range of candidates and recommend new members 
and consider the reappointment of current members to the Board of Management; 
approval of membership rests with the Board of Management. 

5. Give due regard to issues of diversity and equality of opportunity in any 
appointment made, and will ensure that so far as is reasonably practicable the 
appointment process is conducted fairly, equitably, and in a non-discriminatory 
manner. 

  
 
 
 

 
Board 18 December 2018 Page 179



Estates Project Group -  Terms of Reference 
 
General 
The Estates Project Board is a sub-committee of the Finance & General Purposes 
Committee and shall make its report to it. 
The Group shall observe the Standing Orders in all its business. 
Membership 
Membership of the Group shall comprise not less than four Finance & General 
Purposes Committee Members, including the Principal ex officio. 

Quorum 
A quorum shall consist of three members of the Board who have an entitlement to 
vote on Estates Project Group business. 

Attendees 

The Vice Principal Finance and Corporate Services and the College Secretary, or the 
equivalent positions, shall normally be in attendance. 
The Project Sponsor shall normally be in attendance. 
 
Frequency of meetings 
The Group shall meet as required for the duration of estates development projects. 

Responsibilities 
The Group has responsibility for overseeing the progress of the estates projects on 
behalf of the Board of Management. It will operate in an advisory capacity and 
concern itself with the efficient and effective management and organisation of estates 
projects, including but not limited to: 
Terms of Reference 
1. Maintain visible and sustained strategic commitment to the delivery of projects. 
2. Appoint the Project Sponsor and approve the key appointments to the Project 

Team. 
3. Review reports from the Project Steering Group and Project Manager. 
4. Maintain oversight of the implementation of the Estates Strategy as it relates to 

new estates development. 
5. Ensure that communication and consultation strategies are in place for projects. 
6. Monitor the risk register established for projects. 
7. Monitor regular budget reports. 
8. Consider any necessary changes to estates projects and making 

recommendations to the Finance and General Purposes Committee. 
9. Evaluate the business case and investment proposals for each project to ensure 

that it is satisfied that risks associated with an estate project are being managed 
effectively and that the project remains affordable (in the event that any gateway 
review identifies serious deficiencies, difficulties or budget concerns in respect of 
a project, the Estates Project Group shall determine the appropriate means of 
addressing and remedying such serious deficiencies, difficulties or budget 
concerns). 

10. Review and scrutinise the performance of each of: the Project Steering Group; 
the Project Sponsor; the Project Manager; and the Protect Team against their 
respective responsibilities all as set out in the Project Implementation Plan( in the 
event that the Estates Project Group considers that: the Project Steering Group; 
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the Project Sponsor; the Project Manager; and/or the Protect Team have failed to 
meet any such responsibilities, the Group shall determine the appropriate means 
of addressing and remedying such failure). 

11. Ensure that a post-implementation review is provided and reported to the Board 
of Management, via the Finance & General Purposes Committee. 
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Scheme of Delegation  
Appendix two 
 

STANDING ORDERS FOR THE BOARD 
 
The Standing Orders are supplementary to Articles of Association and Schedule 2 of 
the 1992 Act. They shall apply to all meetings of the Board and its Committees and 
shall, subject to a Resolution by the Board for their suspension, remain in force 
unless and until they are varied or revoked as hereinafter provided. 
1. Ordinary meetings 
 Ordinary meetings of the Board shall be held at least four times per 

calendar year, at such day and such time as the Board shall determine. A 
director may participate in any meeting of the directors by means of a 
conference telephone, video conferencing facility or similar 
communications equipment. 

2. Extraordinary meetings 
 Extraordinary meetings may be called on the instructions of the Chair or on a 

requisition signed by not less than five directors. 
3.  Notice of meetings 
 Whilst the Board will meet as required, dates for four standard meetings per 

calendar year will be set in advance. The College Secretary shall normally 
issue directors with notices of meetings of the Board seven days before the 
day of the meeting, specifying the time, place, day and hour of the meeting and 
the business to be considered.  

4.  Agenda 
 The agenda of ordinary meetings of the Board and its committees shall 

normally follow the following sequence: 
 Apologies of Absence 
 Declaration of potential conflict(s) of interest 
 Minutes of previous meeting and matters arising not on the agenda 
 Determination of other competent business 

 Under Determination of Other Competent Business, the Board shall determine 
whether to include/suggested items within the agenda.  

 Items for Noting will not be discussed by the Board unless a director requests 
discussion under the item Determination of Other Competent Business. 

 The Chair or Convenor is responsible for setting the Board or committee’s 
agenda. 

5.  Notice of proposals 
 Directors may request that items be included on the agenda for any meeting of 

the Board by submitting a request in writing to the College Secretary fourteen 
days before the arranged date of the meeting. 

6. Responsibilities 
 The Chair and Convenors shall be responsible for the general conduct of the 

meetings and shall ensure that every member has a fair hearing. Each 
director shall address the Chair. 
The Board must provide a constructive challenge to the Principal and 
executive team and hold them to account. 
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 The whole Board is collectively responsible and accountable for all Board 
decisions. Board members must make decisions in the best interests of the 
College as a whole. 

7. Order of voting 
 Where a proposal is amended, voting will take place on the amendment 

against the proposal, or the series of amendments, in the order of last 
amendment first, until a single amendment is put against the proposal. 
Thereafter, voting will take place upon the proposal or the proposal amended. 
All directors have a single vote. 

8.  Dissent from decision 
 No-one shall be entitled to enter his or her dissent from any decision, 

except at the meeting at which it has been passed; but any director not 
present may at the next meeting have his or her dissent recorded. 

9.  Reconsideration of decision 
 No proposal, nor any amendment to any such proposal, shall be moved if it 

involves a reconsideration of any question or proposal which has been 
decided or adopted by the Board at any time within the preceding six months 
unless: 
 it is moved by the Chair; or 

 in addition to being signed by the mover, it is signed by at least one 
third of the total members of the Board. 

10.  Decisions outwith Board or Committee meetings 
 By exception, approval for decisions may be made outwith meetings by 

circulation of a paper circulated to all Committee or Board members as 
appropriate. A written response is required from a minimum of 80% of all 
members of the Board or Committee. The decision will be recorded at the next 
subsequent meeting of the Board or Committee. 

11.  Minutes 
 The draft minutes of the previous meeting of the Board shall be sent to members 

of the Board along with the notice calling the next meeting and shall be 
considered for approval as a correct record. 

 The minutes shall record the names of those attending and those whose 
apologies for absence have been submitted along with information in respect of 
any declaration of interest made by either members or other attendees. 

 The minutes shall also record the basis of the discussion, including reference to 
submitted documentation, and decision reached, the person or group 
responsible for the action and the timescale for completion. 

 Copies of the minutes, as approved by the Board, shall be published. Items of 
confidential business, as agreed between the Chair and the College Secretary, 
shall be excluded from published minutes. 

12.  Quorum 
 The quorum for a meeting of the Board shall be 6 members, 50% of who must 

be independent members of the Board appointed under item 91 of the Articles 
of Association. If 15 minutes after the time appointed for a meeting of the 
Board a quorum of members is not then present, the meeting shall stand 
adjourned and the College Secretary shall minute that owing to the want of the 
necessary quorum no business was done. No business shall be transacted at 
a meeting of the Board unless a quorum of members is present. 
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13.  Chair, Vice-Chair/s and Committee Convenors 
13.1 Appointment 

   The Chair and Vice Chair/s shall be appointed by the Board following a 
recommendation by the Search & Nominations Committee. The 
Convenors of committees will be appointed by the Board  

13.2 Powers 
   The Chair shall have a deliberative and casting vote, and shall, subject 

to the standing orders, decide all questions of order. 
 In the absence of the Chair, the Vice Chair shall preside at any meetings, and in 

the absence of the Vice Chair, the Board shall appoint one of their members to 
preside over any meetings. The Vice Chair or a member appointed to preside over 
a meeting shall have the same powers as the Chair would have had. 

14.  Committees of the Board 
14.1 Delegated powers 
  Any committees set up by the Board shall have the powers delegated 

to them whilst remaining under the authority of the Board. They shall 
conduct their business under the same standing orders. 

14.2 Committee agenda and minutes 
 Agendas for committees shall be issued contemporaneously to directors 

who are not members of the specific committee.  Minutes of committees 
recording decisions reached and recommendations made will be issued 
to all Board members at the earliest opportunity and each convenor will 
provide a brief written report on the business of his/her committee at each 
meeting of the Board. 

15.  Conflict of interest 
15.1 Principal 
The Board recognises that there is an inherent conflict of interest between 
the Principal and Chief Executive as an individual and his or her role as 
Principal and Chief Executive. This conflict of interest is managed by the 
Chair and Convenors of Committees accepting the existence of this conflict 
of interest in the operation of the Board and its committees. The Principal is 
not expected to declare this general conflict of interest at each meeting as it 
is acknowledged and managed by the Board. The Principal will however be 
expected to declare any other conflict of interest, such as shareholdings, 
which are not immediately evident to the Board or its committees. 

15.2 Declaration of interest 
A member of the Board shall declare an interest, and normally withdraw from 
the meeting and not vote on any issue in respect of which that member, or any 
person connected with him or her, has a material interest in or relating to that 
issue, where that member becomes aware of such interest before or during any 
meeting of the Board. On occasions, such a person may be invited to remain in 
the meeting by resolution of the other members of the Board present, with the 
Chair being the final arbiter in the matter. 
Interests which require to be declared may be financial or non-financial, and 
may or may not be matters which are registerable on the register of interests. 
The Board will maintain and publicly disclose a current register of interests on 
request. 
Directors may need to declare a financial or non-financial interest of a relative 
or close friend.  
Further guidance on this issue is provided in the Code of Conduct. 
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16.  Substitutes 
 The student member is permitted to nominate a substitute who will be 

empowered to attend the Board or a committee in his/her place.  Otherwise 
members of the Board (whether elected or appointed) may not nominate a 
substitute to attend in his/her absence. 

17.  Advisors 
 The Board reserves the right to invite any person to attend a Board meeting 

for any particular agenda item for which that person’s advice and guidance is 
deemed desirable 

18.  Alterations of Standing Orders 
 Standing Orders may only be suspended where not less than two thirds of 

directors present agree to such a motion. 
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West Highland College UHI Cover Paper 

Committee/Group Name Board Committee paper no 
Board 181218/18 

Subject Appointment of interim Company Secretary 

Purpose of paper 

Board members are asked to approve the appointment of Sue 
Macfarlane Depute Principal as interim Company Secretary, 
pending appointment of VC Finance & Corporate Services 

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 07/12/2018 
Date of meeting 18/12/2018 
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? 

Stuart Inglis, External Auditor, Henderson Loggie 

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

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

Board 181218/19 
Subject AdminControl for Board papers 

Purpose of paper 
Board members are invited to consider the adoption of 
AdminControl for the management of board papers.  
 

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 07/12/2018 
Date of meeting 18/12/2018 
Author Secretary 
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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AdminControl 

 

This is the new document portal that UHI use for their meeting paperwork. It is made available to all 
partners without additional cost. Other APs are considering using it. 

It seems to be well liked by users and by Executive Office alike. 

There is an app for iOS users (minimum iOS 10); others will access it through the web.  

The portal will be arranged with folders for each committee; within each folder there will be a 
separate folder for each meeting. You will be able to look through/print any individual documents, 
or you can use the ‘meeting book’, essentially just the pdf similar to what you use now. You can read 
within the portal, make notes, download and/or print, as you wish. If you download and save, then 
you have the papers to hand even if no internet connection.  

It is apparently a very secure system. As an additional precaution, if it was thought best that 
particular documents should not be downloaded or printed, this can be set.  

The weakness in the security is that any document can be seen by other administrators within EO. 
Their access to our documents would be recorded by the system. We could choose to handle 
anything very sensitive differently, eg via email or only make available on paper at a meeting. 

We could acquire a private subsidiary system, with our own logo and with no other access, at a cost 
of £3.5K per annum.  

 

Advantages 

Tidy site holding all relevant documents, including a Reading Room.  

‘Decisions’ facility enabling clear list of actions arising. 

Documents can be published as soon as ready; no waiting until one week beforehand when the final 
pdf is ready. 

Disadvantages 

Possible security issues 

Lack of professional training 
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ADMINCONTROL FOR END USERS 
STEP BY STEP QUICK GUIDE

THIS GUIDE IS UPDATED FOR WEBBVERSION 4.0 AND IOS APP-VERSION 4.1

W W W . A D M I N C O N T R O L . C O M
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1.  You will first receive an email from the company administrator 
of the relevant portal. Simply click on the registration link. 
Please note that there is a time-limit set for the expiration of 
the registration link. If the link expires before you register, 
please contact your administrator.

HOW TO REGISTER

2. a.  If you are using Admincontrol already, tick the first box and press 
”CONTINUE”. You will then have single sign-on to your portals.

2. b.  If you are a new user, tick the second box  
and press “CONTINUE”.

3. 1.  Fill out your contact details.  
Remember to use the correct country code.

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE3
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3. 4.  Push the ”CREATE USER”-button  
to create your user account.

1.  Having registered and created your user, you will now be sent  
to the portal log in page. Make sure to bookmark this page in  
your browser. You can choose to log in via your web browser or 
use our iOS app for iPad and iPhone (see detailed explanation  
in the last part of this quick guide).

2.  Fill in your username  
and password to log in.

THE WEB APPLICATION
LOG IN

If your administrator has chosen 
two- factor log in authentication, 
an SMS code is required. You will 
receive the code on your mobile 
number. Enter the code as 
requested.

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE

3. 2.  Set your preferred password. The password must consist  
of minimum eight (8) characters, including one uppercase, one 
lowercase and one number.

3. 3.  We recommend ticking all boxes under ”Email Subscriptions”.  
You can easily change these settings later. ”Secure  
Messaging notifications” allows you to receive an email if a  
colleague sends you an encrypted message in the portal.

4
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 1.  Every portal is customised. It has its own branding and  
a tailored setup of tabs on the left-hand. It will typically  
look something like this: 

 3.  You have now entered the “Board of Directors” document  
area and can navigate through folders and files as you wish.

 2.  Push a tab on the left hand side that applies to your function or 
contains the documents you are looking for. You may for example 
have a “Board of Directors”-tab.

USING THE WEB APPLICATION

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE5
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 5.  If your administrator has prepared meetings, you can push  
the “Meetings” tab and find quick-links to access documents  
to the various meetings. 

 6.  If your administrator has prepared a Board Book (meeting book)  
you can access it by first clicking the meeting title. You will then be 
able to choose between opening just the agenda, or opening the  
entire Board Book. 

 4.  Once you have entered a folder that contains the documents you 
are looking for, you can:

 a. Read a document directly in the portal. 
 b. Take personal notes and more.
 c.  Download a copy of the original document to your computer 

(if allowed by your administrator).
 d. Merge all documents and print them in order.

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE6
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 ELECTRONIC SIGNING

 1.  Admincontrol offers the option to sign documents electronically.  
The administrator can send you a signature request using email, 
SMS or Push.

 2.  Clicking the web access link will take you to this page. Here you can 
choose to sign the document, or reject the signature request.

After authenticating, your electronic signature will be  
performed and confirmed. You will find all your signed  
documents in the Signature tab.

 3.   After clicking “Sign”, the following dialogue will appear.  
Choose your authentication method (Norwegian or  
Swedish BankID, NemID or TUPAS) and enter your  
Social Security number.

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE7
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 1.  Go to App Store  
on your iPad or iPhone. 

 2.  Search for Admincontrol and download the app.  
You may need to have your Apple ID password available.

 3.  When the app is downloaded,  
you will find it on your desktop.

   On first time log in you will be asked to log in  
with your email and chosen password.

 1.  Click on the app and a welcome guide will take you  
through some important messages. 

   If the portal is set up with two- factor log in authentication  
you will be asked to enter the SMS code.

 2.  After this you will be prompted to select a keyword. You will need 
this keyword to enter the apprication when you have no Internet 
connection and to be able to work in the app in an offline modus.

THE iOS APP
DOWLOAD THE APP

LOG IN

ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE8

 
Board 18 December 2018 Page 198



 3.  In the next step, you may be asked to activate log in with  
Touch ID. Simply scan your thumb on the home button of  
your device. Touch ID will then replace keyword. 

 4.  We recommend that you allow notifications from the app  
so that you can receive messages from your administrator  
when new documents are available. 

 1.  From the home page, you can always sync the application to make 
sure that you have access to newest documents. Syncing will require 
your full log in with username and password.

 2.  You can navigate through the portal’s folder structure  
which will be the same as in the web application. 

USING THE APP

9 ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE
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 3.  You can also navigate through meetings and attached documents 
if your administrator has created any.  5.  You can now click on a document to open it,  

and press the magnifying glass icon to enlarge the document.

 4.  Once you have located the folder that contains the documents  
you are looking for, you can press the arrow with a circle to make 
all the material in the folder available for later offline access.

10 ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE
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 7.   If your administrator has created a meeting book (Board Book), 
you can access it by clicking the meeting title in the “Meetings”  
tab at the bottom of the screen.

  Click the download icon in order to download the meeting book 
with all attachments. After the meeting book has been downloaded 
you can navigate between attachments using the left hand panel. 
You can also make personal notes on each individual attachment 
using the annotation tool. 

 6.  You can also take personal notes in the document  
by activating the annotation tool.

11 ADMINCONTROL FOR END USERS - STEP BY STEP QUICK GUIDE
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PLEASE CONTACT US IF YOU NEED FURTHER HELP OR ASSISTANCE. 
 +47 22 83 61 00      info@admincontrol.com

W W W . A D M I N C O N T R O L . C O M
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 Board 181218/20  

 
 

Audit Committee Report 
 
 
 

Note of meeting of 28 November 2018 for the Board of Directors 
 
An item raised at the Audit Committee meeting not found elsewhere on the Board’s 
agenda include: 

      
 
Complaints Report for first quarter 2018-19 
 
The small number of complaints was again welcomed. Lydia cautioned that they could still take up 
considerable resource at the College so despite being few in number they were still significant, and 
with valuable lessons to be learned. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board 181218_21
Subject Internal Audit outstanding actions 1819 

Purpose of paper To update the Board on the progress against the outstanding 
actions 

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            CMG time to complete actions 

Risk implications Yes Failure to complete actions exposes the college to increased 
risk 

Date paper prepared 21/11/2018 
Date of meeting 18/12/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
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 decision  

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

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

Audit Committee 28Nov18

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

Choose an item. 

 
Board 18 December 2018 Page 205



Area Ref Background Recommendations Priority / New 
Priority Response Responsibility Current Status Timescale

Follow-up Review Brought 
Forward

We recommend that the College update the business continuity plan to include IT systems and 
make reference that LIS are responsible for this and have their own documented disaster recovery 
and business continuity plan in place.

High Accept Estates & Facilities 
Manager Not implemented 01 August 2018

Follow-up Review Brought 
Forward

We recommend that the College carry out a formal review to determine what data is deemed as 
being sensitive and who has access to this data. From here the College should review what 
controls are in place with regard to data being leaked and decide on the level of risk that they are 
willing to accept. Any requirements for controls over data leakage prevention should be added to 
the IT Security and Acceptable Use Policy.

It was advised that the College has worked with LIS (UHI Learning and Information Systems) regarding data 
registers which are being established through work undertaken to enable compliance with EU GDPR 
requirements. It was advised that the UHI have very specific policies on this and all systems in use by the College 
are owned and administered by the UHI. It was also advised that all personal data held has now been mapped. A 
review of EU GDPR identified that work in relation to data breaches and protocols to be followed for identifying 
and reporting breaches has still to be completed and a recommendation has been made in relation to this. From 
review of the Acceptable Use Policy and the Data Protection Policy found there was no reference to data leakage 
given in these documents or the controls in place to prevent data leakage.

Medium Accept VP Finance & 
Corporate Services

In the process of being 
implemented 31 December 2018

Follow-up Review Brought 
Forward

We recommend that the College implements a formal Access Control Policy and a procedure to 
provide better control and management over data access requests.

It was advised that a formal Access Control Policy is not yet in place, however a process has been established. 
As part of work undertaken in relation to achieving compliance with EU GDPR, folder access and processes for 
requesting this has been reviewed and brought up to date. It was advised that each folder has a folder owner with 
the College Management Group Manager being the officer with responsibility for providing authorisation for 
accessing folders. This is administered by the Estates and Facilities Manager who oversees IT internally.  It was 
confirmed that the Estates and Facilities Manager is the only officer who has ability to provide access to the folder 
system. Requests are generally in email or part of the set-up of a new employee.

Medium Accept Estates & Facilities 
Manager

In the process of being 
implemented 31 December 2018

Follow-up Review Brought 
Forward

We recommend that the College develop a data security breach management plan to provide 
guidance and an appropriate course of action in the event of a breach.

It was advised that this recommendation has still to be implemented. The College is seeking guidance form the 
UHI on this issue and the UHI has appointed a DPO shared service however the College has not yet defined the 
process for breach management. A recommendation in relation to this has also been made in the EU GDPR 
review.

Low Accept VP Finance & 
Corporate Services Not implemented

Follow-up Review Brought 
Forward We recommend that the College implements a standardised convention for the naming of files.

Regarding the standard convention for naming of files, it was advised that the College has no intention of this 
being implemented as individuals who create the files name the files using their own conventions in their own 
service areas and it is felt that a standard convention for this is not required. It was advised that the focus for the 
College is on ensuring each manager is aware of their responsibilities of disposing of data once it is no longer 
required. In relation to this it was advised that all managers with responsibility for destruction of data have been 
made aware of their responsibilities and issued with updated guidance on retention of documents. It was also 
advised that the Records Management and Archiving policy is in the process of being reviewed. The College is 
however waiting for all GDPR issues to be resolved prior to this.

Medium Not intending to 
implement

VP Finance & 
Corporate Services Not implemented

Follow-up Review Brought 
Forward

We recommend that the College look to implement a marketing strategy for the Café once it has 
been launched.

It was advised that the College has no plans for an actual marketing strategy as it was viewed that this would not 
be appropriate for such a small operation. It was noted that an Annual Student Survey is undertaken in 
October/November each year and as part of this the College requests feedback on service provision in relation to 
the Café. It was also advised that the College will continue to consult with students on their expectations for the 
Café and obtain feedback and use this to ensure the Café operation meets their needs.

Low Not intending to 
implement

VP Finance & 
Corporate Services Not implemented

Follow-up Review Brought 
Forward

We recommend that the College consider implementing energy monitors. This would provide the 
College with the opportunity to see where it is using the most energy and where improvements can 
be made. This information would allow the College to develop a meaningful strategy for cutting 
energy usage.

The management response to this recommendation advised that the implementation of energy monitors was 
considered however found that this would not be cost effective. The College acknowledges that while these 
monitors would be desirable, due to the cost they cannot implement. Instead the College is looking to identify 
other ways to monitor usage. From discussion it was confirmed that usage is being monitored through viewing 
bills received rather than doing it through smart meters or equivalent.

Low Not intending to 
implement

VP Finance & 
Corporate Services Not implemented

Follow-up Review

Income 
Collection 
& Credit 
Control

We recommend that the College formally documents the processes for the recording of income.
It was advised that this recommendation has not yet been implemented. A new Finance and Compliance Manager 
has recently been appointed and will be responsible for completion of this recommendation. Due to competing 
priorities implementation has been delayed however it was advised that action on this will now be taken.

Low Accept 
Finance & 

Compliance 
Manager

Not implemented 31 December 2018

Follow-up Review

Income 
Collection 
& Credit 
Control

We recommend that the College review and update the Debt Management Policy & Procedures as 
planned to bring it into line with current practice.

It was advised that there is currently a UHI process in place for standardising policies. Due to this it was advised 
that the College does not intend to update its own policies until this work has been completed. There is currently 
no date set for when the UHI policy will be reviewed. However a revised target date of 30th June 2019 has been 
set for this recommendation to allow time for the UHI project to be completed.

Low Accept 
Finance & 

Compliance 
Manager

Not implemented 30 June 2019

Follow-up Review Health & 
Safety

We recommend that the College produce a central register of risk assessments to provide central 
management control over the risk assessment process. This register should be reviewed regularly 
to ensure risk assessments are still fit for purpose.

It was advised that this recommendation is in the process of being implemented. SHE Health and Safety Software 
is being implemented, it is currently used for incident reporting and the College is in the process of rolling this out 
for risk assessments. A revised target date of 31st July 2018 has been set for implementation.

Medium Accept Estates & Facilities 
Manager Partially implemented 31 December 2018

Follow-up Review Procurem
ent

We recommend that all purchases are put through the PECOS system which will ensure they have 
been authorised by the appropriate personnel.

It was advised that this recommendation has still to be implemented. The delay in recruitment of the Finance and 
Compliance Officer has delayed progress with this recommendation. A revised target date of 1st August 2018 has 
been set.

High Accept 
Finance & 

Compliance 
Manager

Not implemented 31 December 2018

Follow-up Review Procurem
ent

We recommend that the College begin to monitor the performance of contractors to ensure they 
are receiving the level of quality set out in the terms of the contract.

It was advised that the Estates and Facilities Manager is currently working with APUC (Advanced Procurement for 
Universities and Colleges) who are providing support to determine how this should be done. Further work on this 
will be undertaken and a revised target date for completion is required.

Medium Accept 

Estates & Facilities 
Manager, Finance & 

Compliance 
Manager

Not implemented

Follow-up Review Procurem
ent

We recommend that the College create a Procurement Strategy to ensure they are following best 
practice and that the current Procurement Policy is updated to reflect this.

It was confirmed that a Procurement Strategy was reported to the Board of Management in June 2017. It was 
advised that the Procurement Policy was not yet due for updating, however it will be updated to reflect changes in 
processes once PECOS is implemented.

Medium Accept VP Finance & 
Corporate Services Partially implemented

Follow-up Review Procurem
ent

We recommend that the College create a preferred supplier document that states who the 
preferred supplier for items are and that this document is placed on the staff intranet. We also 
recommend that staff are not permitted to purchase from a non-approved supplier unless a suitable 
reason is given and that this is properly approved.

It was advised that work on this is currently being undertaken. The aim is to produce a preferred supplier list 
based on suppliers in use by various departments and locations. The majority of the College’s procurement is 
undertaken by the Estates and Facilities Manager and therefore the College wants to ensure the preferred supplier 
listing includes any suppliers that others are likely to procure from.

Medium Accept 

Estates & Facilities 
Manager, Finance & 

Compliance 
Manager

Partially implemented

Follow-up Review Procurem
ent

We recommend that the College update the Procurement Policy to incorporate the procedure being 
followed using a Procurement Support and Shared Service Provider.

It was advised that this recommendation has not yet been implemented. A revised target date of 31st December 
2018 has been given. Low Accept VP Finance & 

Corporate Services Not implemented 31 December 2018

Follow-up Review Procurem
ent

We recommend that the College prepare a register of training document to show that staff have 
had the appropriate training.

It was advised that due to the delay in recruitment of the Finance and Compliance Officer progress with this 
recommendation has been delayed. A revised target date of 1st August 2018 has been set. Low Accept 

Estates & Facilities 
Manager, Finance & 

Compliance 
Manager

Not implemented 31 December 2018

16-17 Follow up
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Area Ref Finding Recommendations Priority / New 
Priority Response Responsibility Current Status Timescale

GDPR 1

The FD advised that there is no documented process or 
strategy in place that sets out the plans for preparing for the 
adoption of GDPR. It was advised that UHI has been 
developing a GDPR toolkit to guide academic partner colleges 
in the process and planned to distribute this in January 2018 
but this had not yet been circulated.

An implementation plan be documented to formally 
set out the actions and steps being taken to adopt 
and ensure ongoing compliance with the GDPR to 
include how the changes impact the organisation in 
terms of updating policies and procedures, DP staff 
resources, staff training and awareness.

1

Accept that we have not had a 
documented plan. Working with UHI 
Data Protection Officer to train and 

develop approach.

VP Finance & 
Corporate Services Not implemented 31 December 2018

GDPR 2

There is a documented Records Management and Archiving 
Policy and Procedure, which was last reviewed in September 
2014. The document sets out the approach to retention and 
disposal of records by West Highland College UHI. There is 
also a documented Data Protection policy, last reviewed in 
June 2017 and next due for review in 2019. It was noted that 
the policies do not reference or address the requirements of 
GDPR.

A GDPR Policy be documented and Data Protection 
and Records Management and Archiving policies be 
updated and developed to cover the requirements of 
GDPR.

2
Accept. Records Management & 
Archiving policy went to board in 

June 18.

VP Finance & 
Corporate Services Partially implemented 31 July 2019

GDPR 3

The FD advised that there has not been a formally 
programmed awareness campaign put in place, instead 
information has been circulated via SharePoint updates on 
GDPR and links to ICO guidance on an ad hoc basis, as and 
when information is updated or publicised by ICO/UHI.

A formal awareness and training programme be 
developed to support the implementation of the 
GDPR.

2

Accept. Training sessions with the 
new UHI DPO have taken place 

(26/06/18) with more to be included 
in staff updates. Visibility and 

awareness campaign has been in 
place.

VP Finance & 
Corporate Services Partially implemented 31 July 2019

GDPR 4

The College will be implementing a shared service approach 
to obtaining a DP Officer, planned across UHI partners. No 
firm decisions have been made in respect of resourcing issues 
at present, with management of the view that resource 
requirements will be reviewed once actual demand for 
information becomes clearer. At present there are no 
additional resources planned aside from that through the 
planned shared DP Officer service arrangements.

It be ensured that the College has appropriate 
resources in place in relation the implementation of 
GDPR and the work required to ensure compliance.

2

The DPO is now in place. The 
internal resource required to 

implement falls to existing teams and 
this is crucial to ensure that this is 

embedded in the culture and 
processes.

VP Finance & 
Corporate Services Complete

GDPR 5

WHC is in the process of completing Data Processing 
Registers for each service area/department within the College 
as part of an information audit. The FD advised that the 
completion of the registers has been delayed due to the 
geographical spread of staff locations and availability of staff, 
and the delayed issue of the UHI GDPR toolkit.

Outstanding departmental Data Processing 
Registers be completed as part of a full information 
audit.

2 Complete VP Finance & 
Corporate Services Complete

GDPR 6

The WHC Marketing Manager is working on consent based 
privacy notices for Marketing. It was advised that the new 
College HR Manager started work in March, so HR privacy 
notices are still to be reviewed. For students the FD advised 
that WHC is looking to UHI to provide a standardised format 
and guidance relating to meeting GDPR.

Privacy notices be reviewed and changes made to 
meet the specified requirements of the GDPR. 2

Accept. DPO has provided guidance 
on privacy notices and we are 

working through them all.

VP Finance & 
Corporate Services Partially implemented 31 December 2018

GDPR 7

In terms of establishing the legal bases for processing 
personal information and reviewing how this may be affected 
by GDPR, as noted above WHC departmental teams have 
been preparing Data Processing Registers for the data held in 
their areas. However these have not yet been completed.

It be ensured that that for all data processing 
undertaken the legal basis for processing this data is 
known and documented.

2 Accept – completed in the data 
registers.

VP Finance & 
Corporate Services Complete

17-18 Audits
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GDPR 8

The FD advised that the College is confident that 
arrangements in relation to consent are adequate. The 
College has not relied upon opting out clause and has 
focussed on obtaining explicit consent. However there is 
recognition that there is a need to map and link all potential 
outputs from that consent which are being used. There also 
needs to be a consistent approach across the College to 
ensure that GDPR consent requirements are consistently 
being met.

It be established how a consistent approach can be 
taken to ensure the tighter consent requirements 
imposed by GDPR will be met, including the need to 
record all consent given.

2
Accept. This is now complete with 

Marketing having set out the 
approach.

VP Finance & 
Corporate Services Complete

GDPR 9

In relation to data breach protocols, the FD confirmed that the 
policy and procedural arrangements require to be revised to 
set out arrangements for the identification and reporting of 
data breaches. To date these have not been worked through 
in detail, it was noted that there has been little guidance from 
UHI regarding IT arrangements to this point.

Policy and procedures be revised to set out 
arrangements for the identification and reporting of 
data breaches.

2 Accept. VP Finance & 
Corporate Services Complete

GDPR 10
The College has not yet prepared new procedures on 
providing information to individuals in various formats and 
deleting data on individual request.

A procedure for providing information to individuals 
in various formats, correcting inaccuracies and 
deleting data on request be documented and made 
available to all relevant staff.

3
Accept. All staff have been informed 
that any data protection queries are 

routed to VP Finance.

VP Finance & 
Corporate Services Partially implemented 31 December 2018

GDPR 11

It was advised that the College is not planning to put any extra 
resources in place to manage Subject Access Requests. 
However, the increased awareness around GDPR may result 
in an increase to SARs.

Guidance be updated in relation to Subject Access 
Requests and how these are to be responded to and 
ensuring adequate consideration has been given to 
the increased administrative burden complying with 
these requirements may have.

3

No plan to increase the resource until 
there is evidence that it is required. 

All staff informed of the process 
should someone request data.

VP Finance & 
Corporate Services Not implemented

GDPR 12

The College must ensure that it has processes in place for 
ensuring the age of individuals on which data is processed is 
known and that if under 13 parental/guardian consent is 
obtained and the child’s individual rights are made clear and 
complied with.

It be ensured that processes are in in place to 
identify information held on children and for this 
information, it be ensured that it can demonstrate 
parental/guardian consent was obtained in order to 
ensure compliance with GDPR.

3

Accept. Working with DPO on the 
data sharing agreement with 

Highland Council for schools activity 
and the data that may be collected 

on funding forms.

VP Finance & 
Corporate Services Not implemented 31 December 2018

GDPR 13

As noted above the College plans to use the services of a 
shared DP Officer with UHI partners but, at the time of the 
review, arrangements had not yet been put in place. This was 
being progressed by UHI.

It be ensured that there is a structure and 
coordinated arrangements in place in order to 
ensure that the requirement for a DPO is met.

3 Complete VP Finance & 
Corporate Services Complete
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Staff Learning & 
Development 1

The College’s policy on learning and development requires all 
staff to commit to undertaking 30 hours of CPD each year. 
Although this requirement has been established it was noted 
that there is no formal process in place for recording 
individuals’ acceptance of this commitment.

A formal process for recording officers’ commitment 
to thirty hours CPD each year be established 3 Accept

AP Quality, 
Learning & 
Teaching

Not implemented 31 July 2019

Staff Learning & 
Development 2

From review of a sample of 19 employees it was found that 
only two had details recorded as evidence of completion of the 
30 hours CPD and in ten cases there was no record of any 
training being completed in 2017/18.

The need for all training and development activities 
be recorded on Cascade by each employee be 
made mandatory.

3

Accept that recording of activity 
needs to be improve, however need 
to establish whether Cascade is the 

best way.

AP Quality, 
Learning & 
Teaching

Not implemented 31 July 2019

Staff Learning & 
Development 3

From review of Cascade for the sample of staff selected it was 
identified that none had details of completion of an induction 
recorded.

Management ensure that as part of the induction 
sign-off staff are required to update Cascade with 
details of completion of their induction.

3 This information is not recorded in 
Cascade but it is captured elsewhere

AP Quality, 
Learning & 
Teaching

Complete

HR Change Management 1

Minutes of the SICG meetings are published on the College's 
intranet but there is no mechanism to make staff aware that 
these are available. Staff are required to look within a specific 
area of the intranet to find the minutes and there is a risk that 
not all staff are aware of the availability of minutes. A link 
emailed to all staff would ensure that all staff are aware and 
use of a link, rather than attachment in an email, would 
facilitate the monitoring of staff access to the minutes of 
meetings.

Notification be given to all staff with a link provided 
when SICG minutes are published. 3 Accept HR Manager Complete

KPIs 1

The majority of measurements are appropriate and useful for 
management information with the exception of staff 
satisfaction. The current status of this strategic measurement 
was noted as follows: "Established formal Staff Information 
and Consultation Group (SICG) which is well attended and 
has formalised process for communication of information." 
This provides no indication of the level of staff satisfaction and 
a survey would be required for this purpose.

Staff satisfaction be measured and reported based 
on survey data to provide supporting evidence of 
performance reported.

2

IIP Survey completed in June 2018. 
Use of ongoing “pulse” surveys to be 
agreed with the board and timings to 

be confirmed.

HR Manager Partially implemented 31 July 2019

KPIs 2

One area of weakness identified was the lack of regular KPI 
reporting relating to staff resources. Staff is a key resource to 
the College and it is therefore important to monitor staffing 
performance and issues. Failure to monitor HR KPIs regularly 
increases the risk that issues are not identified and addressed 
in a timely manner. Regular HR KPIs to be reported could 
include staff turnover, absence rates, training hours, CPD, 
staff satisfaction, etc. There have now been discussions 
around reporting this to College Management Group every 6 
weeks but these KPIs have still to be developed.

A suite of HR KPIs be developed for regular 
reporting to the College Management Group. 2 Accept. We will work on this and look 

for reporting to be in place in 18/19. HR Manager Not implemented 01 August 2018
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Business Continuity 1

Business Continuity Planning is not reported regularly to the 
Board or any sub-committee, or the CMG. Reporting is by 
exception where issues or recommendation for change to the 
plan or approach are identified. The DFE confirmed that 
outcomes from incidents/tests are reported informally to 
management on an exceptions basis, however the EMBC plan 
states that such outcomes will be reported and reviewed 
formally.

It be ensured that outcomes from test and real 
incidents are formally reported to and reviewed by 
management as required by the EMBC Plan.

2 Accept – we will add this to standing 
item for ELT.

VP Finance & 
Corporate Services Not implemented 01 August 2018

Business Continuity 2

The Emergency Management and Business Continuity Plan 
was last reviewed in November 2017. It was noted that this 
review was informally carried out by the DFE and Estates and 
Facilities Manager (EFM) and the Plan has not been formally 
reviewed and approved by senior management as required.

The Emergency Management and Business 
Continuity Plan be formally reviewed and approved 
by the College Executive Leadership Team.

3 Accept Estates & Facilities 
Manager Not implemented 01 August 2018

Business Continuity 3

The EMBCP section 12 stated that prior to the implementation 
of the Plan, all members of staff with a responsibility within the 
plan will be provided with guidance and training. All members 
of the CMG attended the scenario test training session on 
25th January 2018; it was noted in discussion with 
management that the induction process for new staff requires 
to be reviewed by the EFM and HR team to ensure business 
continuity arrangements are covered through the process.

A firm date for revision and update of the new staff 
induction process be set. 3 Accept. For all key positions BCP will 

form part of induction.
Estates & Facilities 

Manager Not implemented 01 August 2018
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Internal Audit Annual Report 
 

INTRODUCTION 

This is the 2017/18 Annual Report by TIAA on the internal control environment 
at West Highland College. The annual internal audit report summaries the 
outcomes of the reviews we have carried out on the organisation’s framework 

of governance, risk management and control. This report is designed to assist 
the Board in making its annual governance statement. 

 

HEAD OF INTERNAL AUDIT’S ANNUAL OPINION  

TIAA is of the opinion that, for the areas reviewed during the year at 
West Highland College, there is reasonable assurance that effective 
risk management, control and governance processes are in place to 
manage the achievement of its objectives.  

 

INTERNAL AUDIT PLANNED COVERAGE AND OUTPUT  

The 2017/18 Annual Audit Plan approved by the Audit Committee was for 21 
days of internal audit coverage in the year. During the year there were no 
changes to the Audit Plan. 

All planned work has been carried out and the reports have been issued 
(Annex A). 

There was no work carried out which was in addition to the work set out in the 
Annual Audit Plan. 

 

 

 

ASSURANCE 

TIAA carried out five reviews, which were designed to ascertain the extent to 
which the internal controls in the system are adequate to ensure that activities 
and procedures are operating to achieve the organisation’s objectives. For 
each assurance review an assessment of the combined effectiveness of the 
controls in mitigating the key control risks was provided. Details of these are 
provided in Annex A and a summary is set out below. 

Assurance Assessments Number of Reviews 

Substantial Assurance 2 

Reasonable Assurance 2 

0Limited Assurance 1 

No Assurance - 

The areas on which the assurance assessments have been provided can only 
provide reasonable and not absolute assurance against misstatement or loss 
and their effectiveness is reduced if the internal audit recommendations made 
during the year have not been fully implemented. 

We made the following total number of recommendations on our audit work 
carried out in 2017/18.  

Urgent Important Routine 

1 11 11 
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AUDIT SUMMARY 

Control weaknesses: There was one area reviewed by internal audit where 
it was assessed that the effectiveness of some of the internal control 
arrangements provided only limited assurance.  

Recommendations Made: We have analysed our findings/recommendations 
by risk area and these are summarised below. 

Risk Area Urgent Important Routine 

Directed 1 5 1 

Compliance - 5 7 

Operational - 1 3 

Reputational - - - 

 

Value for Money: Value for money issues are considered as a matter of 
course during our work and any VFM issues identified were reported to the 
College during the year. 

Overall there was evidence to support the College’s achievement of value for 

money with regard to economy, efficiency or effectiveness of the systems 
reviewed. This assessment is based solely on the matters that came to the 
attention of TIAA during the course of the internal audit reviews carried out in 
2017/18. 

During the year we provided advice on opportunities to enhance the 
operational effectiveness of the areas reviewed and the number of these 
opportunities is summarised below. 

Operational Effectiveness Matters 

2 

INDEPENDENCE AND OBJECTIVITY OF INTERNAL AUDIT 

There were no limitations or restrictions placed on the internal audit service 
which impaired either the independence or objectivity of the service provided. 

PERFORMANCE AND QUALITY ASSURANCE  

The following Performance Targets were used to measure the performance of 
internal audit in delivering the Annual Plan. 

Performance Measure Target Attained 

Completion of Planned Audits 100% 100% 

Audits Completed in Time Allocation 100% 100% 

Draft report issued within 10 working days of 
exit meeting 100% 33% 

Final report issued within 10 working days of 
receipt of responses 95% 100% 

Compliance with Public Sector Internal Audit 
Standards 100% 100% 

Ongoing quality assurance work was carried out throughout the year and we 
continue to comply with ISO 9001 standards. An independent external review 
was carried out of our compliance of the Public Sector Internal Audit 
Standards (PSIAS) in 2017 and in particular to meet the requirement of an 
independent 5 year review, the outcome confirmed full compliance with all the 
standards. Our work also complies with the IIA-UK Professional Standards.  

RELEASE OF REPORT 

The table below sets out the history of this Annual Report. 

Date Report issued: 29th August 2018 

Date revised report issued: 3rd September 2018 
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Annexes 
 

Annex A 
Actual against planned Internal Audit Work 2017/18 

System Type Planned 
Days 

Actual 
Days Assurance Assessment Comments 

EU General Data Protection Regulation Assurance 3 3 Limited Final Report Issued 

Key Performance Indicators Assurance 4 4 Reasonable Final Report Issued 

Staff Learning and Development Assurance 4 4 Substantial Final Report Issued 

Business Continuity Management Appraisal 3 3 Reasonable Final Report Issued 

HR Change Management Assurance 4 4 Substantial Final Report Issued 

Follow-up Follow-up 1 1  Final Report Issued 

2017/18 Annual Plan and Strategy  1 1   

2017/18 Annual Report  0.5 0.5   

Management, Quality Assurance and Support  0.5 0.5   

 Total Days 21 21   
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Annual Audit Committee report to the Board  
for the year 2017-18 

 

Introduction 

This annual report follows the format recommended by the head of UHI Audit in June 2017, 
as a way of regularising and improving the annual reports which are submitted from the 
Audit Committees of partner colleges to their Boards. 

The College’s Risk Management policy also requires an annual report to the Board on the 
operation of the policy, management of risk and most significant risks faced by the College 
to the Board of Management in December each year. 

This report covers the financial year 2017-18. 

Membership 

The following were members of the Audit Committee throughout the year in question: 

Hilary Stubbs 
Gordon Bushnell (excepting at the time of the November meeting when an arrangement was 

made for him to briefly step down from membership of the Audit committee and join the 
Finance & General Purposes Committee as a member for one meeting). 

Duncan Ferguson 
Robert Kelly 
Ann Lloyd 
Christine Mackay 

Carl Haberl, teaching staff member of the Board, was a member until his resignation from 
the Board in March 2018.  

Nigel Patterson joined the Board in June 2018; although he attended the June Audit 
meeting, he was not a member at the time. 

The convenor of the Committee was Hilary Stubbs and she convened all the meetings of the 
committee. Hilary resigned her membership of the Board in August 2018 and thus a new 
convenor will be in place from 2018-19. Christine Mackay will be the new convenor. 

The Principal of the College, and the Vice Principal Finance and Corporate Services 
attended every meeting. Gill Callaghan from the internal auditors TIAA attended in 
Sepember and June; Stuart Inglis from the external auditors Henderson Loggie attended in 
November and June. The head of UHI Audit received all papers and has an open invitation 
to attend any meeting. 

The Clerk to the Committee was Claire Wylie, Secretary to the Board. 
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Meetings 

A schedule of meetings, and attendance of members, is as follows: 

 6-Sep-17 29-Nov-17 8-Mar-18 11-Jun-18 
     
Gordon Bushnell Attended -  - Attended 
Duncan Ferguson Apologies Apologies - Apologies 
Carl Haberl Attended  Attended - - 
Robert Kelly Attended Attended - Attended 
Ann Lloyd Attended Attended - Attended 
Christine Mackay Attended Attended -  Attended 
Hilary Stubbs Attended Attended - Attended 

 

Duncan Ferguson’s attendance was prevented by health problems within the family.  

Lydia Rohmer, Principal and Chief Executive, and Matt Simpkinson, Vice Principal Finance 
and Corporate Services, are normally in attendance, and attended all meetings during this 
year. 

The meeting of the 8 March was cancelled. The chief agenda item was due to be 
consideration of the internal audit reports but the internal auditors had been unable to 
complete the fieldwork due to bad weather.  

Terms of Reference 

The ToR are attached; there were no changes made during the year. 

Significant risks faced by the College  

The Committee was provided with an updated risk register at each of its meetings. The 
College continues to use a two-part register, one for West Highland College UHI, and the 
other for common University of the Highlands & Islands’ risks. 

All the most significant risks faced by the College are financial. These risks come in many 
guises including, for example, the impact of Brexit, National Bargaining, not meeting student 
targets, funding reductions. These can be mitigated to an extent, bringing their RAG rating 
down from red to amber. However, uncertainties out of the hands of the College will remain, 
such as the future of Scottish Government funding for national bargaining and rurality. 

Two new risks were added over the course of the year. The first was introduced by the 
University of the Highlands and Islands covering loss of data due to malicious and illegal 
activities. The second new risk was for the Principal’s dual role as West Highland College 

UHI Principal and Chief Executive and Vice Principal Tertiary at the University of the 
Highlands and Islands; this had been under discussion since the external Board 
Effectiveness Review and had been part of the board development plan.  

The WHC Register was revised following the Risk Management workshop in June, and the 
revisions were endorsed and approved at the Audit and Board meetings of September and 
October 2018 and will be used going forward. The primary change was that risks previously 
categorised as ‘Brexit’ or ‘academic’ were considered ultimately to be ‘financial’.  
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Internal Audit 

1. TIAA undertook their first year of their contract as internal auditors for West Highland 
College UHI. The firm has been paid an annual fee. 

In some respects, members of the Audit Committee were disappointed in the 
performance of the new auditors. Whilst entirely satisfied with the thoroughness and 
judgement shown in their reports, there were issues around their timeliness and the 
process.  

In particular, only two of the six reports were received on time ie within ten days of 
the audit (none of the reports from the three audits in week commencing 26 March 
2018, and only two of the audits from week commencing30 April 2018).This had 
serious repercussions for staff and the Board in dealing with management responses 
and indeed the reports and responses were not circulated to the Board until July 
2018 and finally discussed at the Audit committee and Board meetings of September 
and October 2018. Both the Vice Principal Finance and the Audit committee 
convenor have been in touch with TIAA to express dissatisfaction and are assured 
that the situation will be closely monitored and improved over the current session.  

A second issue was that closure meetings were held for only two of the six reports 
and, again, the expectation is that from 2018-19 onwards they would be held at the 
conclusion of every audit. 

The company’s performance targets were presented in their annual report and, 

although generally satisfactory, the performance measure relating to the issuing of 
the draft reports reflects the discussion above. 

2. No review of the market for internal auditors is envisaged, as the current contract 
with TIAA continues until the end of the 2019-20 session.  
 

3. The auditors’ 2017-18 report was reviewed by the Audit Committee at its September 
2018 meeting. All the intended internal audit work had been carried out.  
 
The overall opinion of the auditors was as follows: 
 

“TIAA is of the opinion that, for the areas reviewed during the year at West 

Highland College, there is reasonable assurance that effective risk management, 

control and governance processes are in place to manage the achievement of its 

objectives.” 

 

There was one area reviewed which revealed a control weakness. This was in 
relation to the implementation of the General Data Protection Regulations (GDPR), 
specifically the lack of an implementation plan to adopt and ensure ongoing 
compliance with the GDPR. This is accepted by the College, which is now working 
closely with the newly appointed UHI Data Protection Officer in order to complete 
such a plan by December 2018. 
 
The other important recommendations referred to are discussed under (5) below. 
 
Value for money issues were considered by the auditors as a matter of course during 
their work. They comment: 
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 “Overall there was evidence to support the College’s achievement of value for 

money with regard to economy, efficiency or effectiveness of the systems reviewed.” 

 
4. In all, the internal auditors carried out 21 days of audit work. This compares to 20 in 

the previous year by Wylie & Bissett, and an intended 20 by TIAA for 2018-19.  
 
There are no restrictions placed on the work of the auditors. 
 

5. The Audit Committee reviewed in detail the five reports received: 

EU General Data Protection Regulation The assurance assessment for this area was 
‘Limited’. The one high priority (‘Urgent’) item is noted above and there were eight 
‘Important’ recommendations. By the time of writing this report, five of these have 

already been addressed and resolved; plans are in hand to complete the remaining 
three within a tight timescale. 

Key Performance Indicators The overall assessment for KPIs was ‘Reasonable’ with 

two ‘Important’ recommendations both of which will be implemented by West 

Highland College UHI. 

Staff Learning and Development This area received a ‘Substantial’ rating, with no 

‘Important’ recommendations. 

Business Continuity Management This appraisal review offered the College a 
‘Reasonable’ assessment with one ‘Important’ recommendation. 

HR Change Management Another area where the assurance assessment was 
‘Substantial’ with no ‘Important’ recommendations. 

Follow-up Review There are a number of recommendations outstanding from 
previous years, one of which is regarded as high priority: the need for an updated 
Business Continuity Plan. There are a further 15 other recommendations of Medium 
or Low priority which still need to be addressed, some of which may need a revised 
target date. The Audit Committee is aware of these outstanding matters and at its 
September 2018 meeting it asked for a full update on progress towards resolving all 
issues. It remains of the view that very steady progress is being made by the College 
in addressing all the items, and it commended the Vice Principal Finance & 
Corporate Services in particular for his hard work and persistence in resolving all the 
issues. 

Audit Committee members were satisfied with reports, recommendations and the 
management response.  

6. There were no unplanned or special reports produced during the course of the year. 
 

7. There were no specific VFM studies in the course of the year although, as noted in 
(3) above, the College’s approach to value for money is integral to the assurance 

work carried out by the internal auditors. 
 

8.  The Audit Committee did not have an opportunity to meet separately with the 
internal auditors at its November 2018 meeting.  
 
 

 
Board 18 December 2018 Page 221



External audit 

1. Henderson Loggie has been appointed for three years from the 2016-17 and thus is 
currently engaged in its second audit of West Highland College UHI’s statutory 

accounts. The plan and timetable for the external audit for the 2017-18 session was 
clearly explained at the Audit committee meeting of June 2018. The firm charges an 
annual fee, about which the Audit Committee has been informed. 
 
Members of the Audit Committee and the VP Finance & Corporate Services 
evaluated the performance of the external auditors and submitted the outcome of 
this assessment to the Board in June 2018. In summary, the Audit Committee and 
the Vice Principal were entirely satisfied with the work carried out by the auditors. 
 

2. Other work was carried out this year by the College auditors’ Henderson Loggie. A 
training day on risk management had been recommended by our previous internal 
auditors and was one of the outstanding items still to be completed on the board 
development action plan. The College appointed David Archibald of Henderson 
Loggie to run a workshop for board members and senior staff. David Archibald has 
taken no part in any WHC audit. Henderson Loggie were chosen after consideration 
of three different options. A short account of the training day is given below. 
 

3. Stuart Inglis, on behalf of Henderson Loggie, presented the Audit Findings Report 
for 2017-18 to the meeting of the Audit and Finance & General Purposes 
Committees on 28 November 2018.  

 
The auditors had focussed on the following key areas, all of which were standard in 
this context: management override of controls, revenue recognition, whether the 
entity is a going concern, and approach to capital accounting. On completion of the 
annual accounts, it is expected that there will be no unresolved issues arising and 
there would be an unqualified audit opinion recorded.  
 
In auditing the College’s overall control environment, the following issues emerged:  
BACS payments (two authorisations should be required, not the current single 
authorisation) 
Purchases (in theory, approval of BACS payment runs require the approval of 
Principal/alternate and VP Finance/Finance & Compliance manager but in practice 
this was not the case) 
Payroll (similar to Purchases above)  
The above were all rated as Significant issues, to be reviewed by managers, not 
Fundamental, requiring the consideration of directors. 
 
There was one further Payroll issue regarding consistent completion of leavers’ 

forms which the auditors ask be followed up within a reasonable timescale. 
 
Stuart reported to the joint meeting the progress made on the control 
recommendations made at the conclusion of the previous year. It was noted that 
little or no progress had been made to these (two Significant and one routine). 
However, there were explanations for this and committee members and the auditor 
were satisfied with these. 
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The draft letter of representation for 2017-18 was presented to the joint committees. 
Committee members have reviewed this letter and recommend to the Board that it 
be signed on behalf of the Board.  
 

4. Stuart met with members of the joint committees without the presence of any of the 
senior management team, following the practice of previous years. 

Other work done 

1. Audit Committee members examined the annual accounts and associated 
statements in detail alongside members of the Finance & General Purposes 
Committee at the November 2018 joint meeting. These accounts will be submitted 
to the Board of Management at its meeting of 18 December 2018. 

2. When reviewing management and auditors’ assurances, members of the 
Committee ensure they are comparable (they are painting broadly the same 
picture), sufficient and appropriate. 

3. There was no review of the institution’s risk management strategy. 

4. As part of its normal business, the Audit Committee has examined a number of 
other related matters over the course of the year. It routinely receives Complaints 
reports, and there has been nothing of any concern to the Committee with these. It 
is supplied with a routine report on Freedom of Information requests. It endorses all 
relevant new and revised policies which, in 2017-8, only amounted to the Risk 
Management policy. In June, the Committee considered a communication from 
OSCR on actions for safeguarding and notifiable events, and assured itself that the 
right policies and practices were in place. 

 The Convenor of the Committee is a member of the UHI Audit Chairs’ meetings and 

reported back to the Committee on the November 2017 meeting. 

The Audit Committee members evaluated the committee’s performance and 

submitted its assessment to the Board in June. Members felt that they were 
performing sufficiently well, understood their responsibilities and considered that the 
right arrangements were in place. There was a query around the sufficiency of the 
audit training available. Since then, the risk management workshop has been held 
and the College Development Network is now offering an audit committee training 
module. This issue will be reviewed in 2018-19. 

Risk Management Workshop 

David Archibald from Henderson Loggie facilitated a risk training workshop, for 
which a separate fee was paid. Nine Board members attended the day, including the 
Principal, Chair and staff members, plus two senior staff.  
 
The morning sessions reviewed the Board’s responsibilities in relation to the 

Financial Memorandum with the University of the Highlands and Islands (the 
Regional Strategic Body) and compliance with the Scottish Public Finance Manual. 
Members were then invited to review whether they were acting in accordance with 
the College’s Risk Management Policy, and to question whether the assurances 

they were receiving from the College were adequate and if there were alternatives to 
the risk register. In discussing these matters, members felt that they gained a 
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greater insight into roles and responsibilities than they had had before. It also 
resulted in a change to the College’s risk categories. 
 
In the afternoon, members discussed their risk appetite for each of the three risk 
categories, with the day culminating in the drafting of a risk appetite statement for 
the College. This statement was subsequently revised in a very minor way and 
approved by the Board at its next meeting at the end of June. 
 
Discussions were inclusive and collaborative and members found the presentation 
and content very useful. All respondents agreed that the day had ‘Very Good’ 

relevance to their role within West Highland College UHI.   

Other (issues not relevant to the current year) 

The Committee was advised that Data Breach reports would be introduced into the agendas 
for meetings from 2018-19.  

Opinion 

In the opinion of the Audit Committee, the College has adequate and effective institutional 
arrangements for: 

 risk management, control and governance (risk management element includes 
accuracy of statement of internal control included with annual statement of accounts) 

 economy, efficiency and effectiveness (value for money).  
 

These opinions are based on the information presented to the committee. 
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Finance & General Purposes 
Committee Report 

 
 
 

Note of meeting of 28 November 2018 for the Board of Directors 
 
Items raised at the F&GP Committee meeting not found elsewhere on the Board’s 
agenda include: 
 
 
 
Budget (student recruitment) 
  
VP Academic Affairs advised that there had been no significant change to the numbers 
of HE student recruited and thus there would be an impact on budget, and work was 
currently being undertaken to mitigate this.  

 
STEM Centre 
 
The SFC had approved the full business case in principle, subject to funding. 
 
Broadford student accommodation 
 
The proposal from Broadford and Strath Community Company for cabins to 
accommodate students during the academic year and visitors in the summer season 
was received and welcomed. Only at the initial stages, the executive team were invited 
to continue work on this proposal.  
 
In the shorter term, it was noted that the Head of Student Services was in touch with 
Hostelling Scotland regarding the provision of student accommodation in the 
refurbished Broadford hostel. This could come to fruition in time for the 2019/20 
session.   
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Estate Project Group 
 

Report of the meeting held on 22 November 2018 
in Fort William and by VC 

 
 STEM Centre Update 

 
The meeting was informed that the SFC had approved in principle the full business case 
for the Centre, subject to funding. 
 
The Chair and Principal had met with Kate Forbes (local MSP and Minister for Public 
Finance and Digital Economy) and Richard Lochhead (Minister for Further Education, 
Higher Education and Science), who were both supportive of the Centre. The Principal 
would update them shortly regarding the SFC decision, and would also communicate with 
others, such as John Swinney, as appropriate. 
 
It was now to be hoped that the SFC would take a leading role on sourcing funding from 
such as the Scottish Government and HIE. Up to half of the funding to take the project to 
RIBA stage 4 was in place; £350K + VAT was needed for completion of stage 4 at the 
end of April. The timetable for the project, if the Centre is to be opened in September 
2020, was very tight, and even a month’s delay at any point would have a deleterious 
impact.  
 
The ideal position would be for the required £15 million to be included in the forthcoming 
December budget of the Scottish Government. This would enable the Centre to start 
drawing down on this at the end of April. Alternative options were for the capital sum to be 
made available over two budget years, or a financial transaction loan over 15/20 years 
together with additional College funding to enable servicing of this. 
 
Planning permission to be sought by the end of this month. 
 
A Heads of Terms, to enable Highland Council to sell the Blàr Mòr land to the College, 
was being negotiated. Ministers’ attention had been drawn to the anomaly whereby the 
cost of the land, which was loaned by the Scottish Government to Highland Council, takes 
an unnecessarily circuitous route through certain public bodies and back again. 
 
Jackie, Matt and the team were thanked for successfully bringing the project to this point. 

 
 

  
Underwater Centre 
 
A question was raised regarding whether the College was in touch with the Underwater 
Centre, in view of its current difficulties, given its financial and operational links with WHC. 
The College was in touch with the administrators, and the future of the Underwater Centre 
was likely to be clarified at the end of this week. 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_181218_26 
Subject Funding Mallaig Project 

Purpose of paper To approve funding of £42k to develop the Mallaig Learning 
Centre project to the building warrant stage 
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West Highland College: Mallaig Learning Centre Development 
 
1. Background 
 
The WHC learning centre in Mallaig has grown significantly in recent years.  We 
currently have 30 full time students and 20 school link students along with 4 hosted 
students.  Our learning centre operates from three, separate leased locations with a 
total of 200m2, with shared or poor facilities - none of which offer our students a 
particularly good environment and there is no room for expansion to meet future 
demands. 
 
The Board of West Highland College (WHC) approved funding in 2017 to enable the 
learning centre project in Mallaig to be progressed to RIBA stage 2. This was led by 
Keppie design and floor plans and elevations (attached at Appendix I) were agreed.  
Planning permission was granted in Feb 2018. 
 
We now wish to take this project to pre-construction stage.  This will give us detailed 
design of the building and a greater certainty on budget costs.  
 
2. Costs 

 
Architect (Keppie Design)          13,200.00 
Eng.       ( Fairhurst)                   14,100.00 
Q S        (McLeod & Aitken)            920.00 
M & E     (CDMM UK)                   5,700.00 
S I          (Per Fairhurst)              16,300.00 
P M        (Canonbury Estates)      4,355.00 
                                                  _________ 
                                                   54, 575.00     
  
Submit BW fee                              5,500.00 
            
Sub Total              60,075.00 
Vat                        12,015.00 
Total                     72,090.00 
 
All fees were tendered at the start of the project.  
HIE has approved £31,000 towards this part of the project. 
 
3. Timescale 
With a presumed start in December 2018, it is estimated that this work will be 
completed by March 2019. 
 
4. Total costs 

 
The total project costs at this stage are budgeted at 
Construction             939,090 
Prelims                     170,000 
Location factor           75,000 
Contingency               50,000 
Provisional sums      194,500 
                               ________ 
                              1,428,590 
Design fees etc        195,200 
Fit out                       150,000 
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                              _________ 
                              1,773,790 
Vat                           354,758 
                             __________ 
Sub total               2,128,548 
Land purchase           65,000 
& Legal costs  
Total                      2,193,548 
 
5. Recommendation 
The Estates committee is asked to approve funding of £41,090 to enable the next 
stage of the Mallaig Learning Centre Project to be realised.  
 

 
Board 18 December 2018 Page 231



MALLAIG HARBOUR LEARNING CENTRE 

 

D e s i g n  S t a t e m e n t  
 
 
November 2017  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Introduction 
 
 
This project forms part of the first phase within the proposed 
masterplan for the redevelopment of Mallaig Harbour. 
 
Comprising education facilities primarily for Shipping 
Operations, Maritime Skills and RYA / MCA courses, this 
development will replace existing outdated and suboptimal 
accommodation. The current projection is to cater for 
approximately 30 full time students, with provision for potential 
expansion / extension should the requirement arise. 
 
Additionally, being part of the University of the Highlands and 
Islands, there will be provision for distance learning and 
potential for ‘out of hours’ Community use of the facilities. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Project Team 
 
 
Client (Applicant): West Highland College UHI 
 
Project Manager: Canonbury Estates Ltd. 
 
Architect:  Keppie Design Ltd. 
 
Quantity Surveyor: McLeod & Aitken 
 
Structural & Civils: W A Fairhurst 
 
Services:  CDMM (UK) Ltd. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Proposed Site 
 
 
Located centrally within the semi-industrial area adjacent to the 
harbour, the proposed site is a focal point on the primary access 
routes into Mallaig from both the A830, or by ferry from the 
Isles of Skye, Rum and Eigg. 
 
Located adjacent to a roundabout and opposite the railway 
terminus, the site is bounded to the sides and rear by access 
roads to industrial units, primarily associated with fishing 
industry, although there is a fuel station to the west and some 
small retail units to the south. The Fishermen’s Mission building 
to the south of the site has some residential units at the upper 
floor. 
 
All adjacent buildings are 1 – 2 ½ storey’s in scale. 
 
Currently, the site is partially occupied by a redundant industrial 
shed unit which it is proposed to demolish and an electrical sub-
station which will be incorporated within the proposed 
development. A portion of the site contains a concrete yard area 
on which the former Marine World building was located. 
 
The westerly half of the site is raised by approximately 1.0 - 
1.5m above the adjacent pavement level, however, level access 
available from the eastern edge of the site adjacent to the 
harbour. 
 
The site is currently in the ownership of the Mallaig Harbour 
Authority, however, this will be transferred to the West 
Highland College prior to the proposed development 
commencing. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Site Analysis  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Briefed Accommodation 
 
 
Schedule of primary accommodation: 
 

- 4no. Classrooms 
 

- 3no. Video Conferencing Spaces 
 

- Student Support / Library 
 

- Student Breakout Space 
 

- Tutor Room 
 

- Reception & Managers Office 
 

- Ancillary spaces:  - Drying Room, Toilets & Showers 
- Equipment Storage 
- Plant & IT 

  

Precedent Images 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Development of a Design Solution 
 
 
In developing a response to the site and brief, we formulated a 
number of key criteria and principles against which to test our 
design proposals: 
 

- The proposed building must satisfactorily address the 
prominence of its position as a focal point on the primary 
routes into Mallaig. 
 

- The proposed building must be of an aesthetic and scale 
that is both sympathetic to its context and resistant to 
the potentially harsh climatic conditions found in Mallaig. 
 

- The proposed building must utilise the site topography 
to its advantage without extensive remodelling. 
 

- The arrangement of the accommodation / spaces within 
the proposed building must be efficient whilst taking 
cognisance of the requirement for both educational 
spatial interactions and optimum climatic conditions. 
 

- The proposed building must offer the potential for a 
small future expansion / extension and allow parking 
within the curtilage of the site. 
 

- The orientation of the proposed building must respond 
to the contextual ‘grain’ of the site. 
 

- Natural ventilation and daylighting must be optimised. 
 

- The site must be viewed holistically with regard to the 
proposed building position and surrounding landscaping. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Development of a Design Solution  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Design Solution 
 
 
In developing our design solution, we tested a wide range of 
potential options, these varied in orientation, classroom cluster 
arrangement, access point, number of storeys and position on 
the site. However, in assessing the proposals against the key 
criteria, it was established that a two storey option, location on 
the ‘upper’ / ‘higher’ portion of the site represented the 
optimum solution, thus allowing: 
 

- Presence from the primary aspect of the site. 
 

- Minimal groundworks / topography remodelling. 
 

- Reduced footprint and substructure. 
 

- Increased external spaces available for outside learning, 
parking and potential expansion / extension. 
 

Additionally, the chosen option incorporates the following very 
conscious design decisions: 
 

- Classroom spaces all north facing for consistency of 
natural daylight, reduced glare and reduced solar gain. 
 

- Primary pedestrian access from ‘front’ of building. 
 

- Car parking and servicing kept to ‘rear’ of building, 
where levels permit direct access onto site from road. 
 

- Arrangement of spaces simplify movement and 
orientation within the building, extending potential for 
interaction and group working. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Design Solution            … continued … 
 
 
- Utilisation of double height volumes to create varying 

spatial relationships, ease of orientation and increase 
penetration of natural daylighting into heart of building. 
 

- Classrooms have been sized to allow natural ventilation. 
 

- The building has been modelled and orientated to align 
with the bounding roads, follow the ‘grain’ of the site, 
whilst addressing the principle approach to the site. 
 

- Fenestration to the ‘front’ of the building has been 
minimised to limit potential overlooking of Fishermen’s 
Mission opposite. 
 

- The form of the building is a contemporary interpretation 
of a traditional, robust, marine shelter with nautical 
features; somewhat reminiscent of the upturned hull of 
a seagoing vessel. 
 

- Materials have been selected to withstand the marine 
environment and limit ongoing routine maintenance. 
 

- The form of the building lends itself to a rational 
structural frame, which has been designed to limit the 
need for extensive and complex transportation 
requirements to this relatively isolated site. 
 

- Mallaig being reliant on fossil fuels for space heating and 
hot water, for the Learning Centre, it proposed to 
harness air-source heat pumps as a ‘green’ alternative. 
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MALLAIG HARBOUR LEARNING CENTRE 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Accessibility 
 
 
The Harbour Learning Centre has been positioned to take 
advantage of the existing topography and establish a building 
that is fitting to the prominence of the site as a gateway into 
Mallaig.  
 
Access to, and within the building has been designed in 
accordance with the relevant Technical Standards and BS 8300. 
 
An accessible route from the parking area to the principle 
entrance of the building has been designed to have level access 
and be barrier free. 
 
Within the building access has been designed with sufficient 
widths for their use type, level of occupancy and compliance 
with relevant legislation regarding accessibility, including lift 
access to the upper floor. The floor level in each storey is level 
throughout and all external exit doors have level access. 
 
The plant room is located at ground floor, accessed externally, 
and there shall be no roof mounted plant equipment. Access 
around plant equipment for maintenance will be designed in 
accordance with the Services Engineer’s requirements. 
 
Appropriate voids will be provided for the routing of services, 
primarily above ceiling level, with appropriate removable panels 
for maintenance access. 
 
External finish materials will be specified to require minimal or 
no routine maintenance and appropriate hard-standings will be 
provided around the perimeter of the building for cleaning of 
glazing and outboard gutters. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Summary 
 
 
In developing this proposal for the Mallaig Harbour Learning 
Centre, we believe that we have not only produced a pragmatic 
and rational solution, but also created a building that students 
of the West Highland College will be excited to attend.  
 
This building will be a gateway into Mallaig and the masterplan 
redevelopment of the Harbour area; we are hopeful this can be 
a landmark that the local Community can be proud of at the 
entrance to their town. 
 
 
Keppie Design Ltd.  
November 2017 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_181218_27
Subject CONFIDENTIAL Management Accounts to end of Oct 2018 
Purpose of paper Update the committee on the financial position for the period 
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 No            Give details about resource implications 

Risk implications Yes Financial sustainability at risk 
Date paper prepared 23/11/2018 
Date of meeting 18/12/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
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 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 28Nov2018

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 ☐

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 181218_28 
Subject Health and Safety Report – Qtr 1 2018/19 
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 

Four incidents have been reported since the previous report, one 
of which was reportable under RIDDOR. 

In our supported learning class in Fort William a student became 
aggressive towards her support worker. The situation was well 
managed by the staff and support workers in the room and no 
further action was required. 

An incident was recorded which involved one of our leased 
minibuses towing a box trailer containing canoes. The break-away 
cable came adrift and the trailer became detached from the 
minibus. Fortunately the only damage was to the trailer which was 
recovered for repair. Additional training and checks have been 
introduced to prevent any re-occurrence. 

A student taking part in an art class fainted due to dehydration. 
The class tutor administered first aid and no further treatment was 
required. 

The RIDDOR reportable incident involved a student who suffered 
a facial injury and damage to a tooth following a fall from his 
mountain bike. The injury sustained was minor but as a 
precaution the student was taken to accident and emergency but 
was referred to the dental practice who managed to re-attach his 
tooth. 

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 

Updates 

Fire Protection: 
A fire suppression system has been installed in our training 
kitchen in Fort William following recommendations from the 
College insurers. 

Permit to Work: 
Training is due to take place at the end of November for key staff 
either managing or involved in work which carries an enhanced 
risk. Training is being provided by Fred Fudge and being 
delivered in Fort William initially and during December in Portree. 

Workplace Driving 
The College has now has 4 qualified MiDAS Driver Assessors 
who will cascade training to members of staff who transport 
students in the College leased and externally hired minibuses. 
The bulk of the training will be carried out in January to capitalise 
on minibus availability. 

Expert Health and Safety Advice 
Our procured expert Health and Safety advice currently provided 
by Fred Fudge will cease at the end of December 2018.  
Discussions have taken place with Claire Rizos of Clarity Safety 
Solutions who currently provides a similar service for Argyll 
College UHI. Initially cover will be for a day per month covering 
Health and Safety Committee meetings, safety audits and 
specialist advice. 

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: 
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            Give details about resource implications 

Risk implications Yes       
Date paper prepared 21/11/2018 
Date of meeting 28/11/2018 
Author Jane Ollerenshaw 

Equality Impact Assessment No  If no, explain why, if yes give details of impact 
assessment.Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion    ☒

For endorsing    ☐
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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

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. 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 

F&GP 28Nov18
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Incident Reports Since Last H & S Committee Meeting 
Ref:  Date  Designation  Learning 

Centre 
Course  Description and any action taken  Classification  HSE/UHI 

Notified 
728  17/09/2018  Student  Fort William  SLP  Student grabbed her one‐to‐one support worker by the upper 

arm and shouted in her face. The other students in the class 
became distressed, one student was upset and cried. There 
did not appear to be any particular trigger to the incident. 
Prior to the incident the student had been taking part in the 
class activity with no indicator that she was distressed. 

Near Miss  No 

735  27/09/2018  Staff and 
Students 

Fort William  HE Outdoor  Trailer detached from minibus. Breakaway cable didn't work. 
Trailer travelled across road, then back to North carriageway 
where it came to rest at the minibus. 

Near Miss/RTA  No 

756  26/10/2018  Student  Fort William  HE Outdoor  Following 1 days mountain bike coaching, incident occurred 
during the latter part of the morning session of the 2nd day. 
The incident took place during a descent after 1/2km of 
descending on similar grade trail throughout. The rider injured 
lost control of his bike leaving the trail and fell off his bike 
landing with his face on a tree stump. The rider was following 
directly behind the leader. The incident was not seen by other 
participants or leaders.   

Accident  Yes 

808  19/11/2018  Student  Portree  Art & Design  Actual location Taigh Chearsabhagh, North Uist 
Student taking part in a life drawing class fainted and fell 
forwards to the floor. On falling she knocked over the easel 
with the drawing board which fell to the ground after her and 
knocked her arm. Student came round straight away and 
could talk, was made comfortable. Student felt she was 
dehydrated.  
This was the first time the student has been away from home 
and perhaps the new surroundings and situation was 
overwhelming for her. No further treatment required 

Medical  No 

Appendix 1 
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Incident Graphs ‐ as at 20th Nov 2018 ‐ Academic Year 2018/19 Appendix 3
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