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16. Date of next meeting:  

Wednesday 12 June 2019 
  

    
 
 
 



 
 

Finance & General Purposes 
Committee Minutes 

 
UNAPPROVED Minute of the meeting 

held on 28 November 2018 
in Fort William and by VC 

 
 
Present: Hayley Lewis (convenor), Marina Finlayson (teaching staff member), John 
Hutchison, Lisa McAndrew, Lucy Petrovicova (Student representative member), Lydia 
Rohmer (Principal).  
 
Attending: Sue Macfarlane( Depute Principal), Matt Simpkinson (VP Finance and Corporate 
Services), Claire Wylie (Secretary) (Minutes) 
 
 
1. Apologies 
 
 There were no apologies 
 
2. Declarations of interest 
 
 There were no declarations 
 
3. Minute of meeting of 18 September 2018 
 

This was approved. 
 
4. Matters arising 
 
 4.1 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.  

 
5. Any other business 
 
 5.1  Appointment of new Vice Principal Finance & Corporate Services 
 
 The committee endorsed the proposal that Sue Macfarlane, Depute Principal, be 

approved as the interim company secretary pending appointment of a new VP 
Finance. The appointment process was on-going at the current time.  
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 5.2 STEM Centre  
 
 The SFC had approved the full business case in principle, subject to funding.  
 
 5.3 Chief Executive at Scottish Funding Council 
 
 It had been announced that Karen Watt would be installed as the new chief executive 

in January 2019, with the acting CE John Kemp continuing as a member of the senior 
team. Lydia advised that she would endeavour to keep in close touch with the new 
team at SFC in order that the momentum building up around the STEM Centre is not 
lost.  

 
 5.4 UHI Principal and Vice Chancellor 
 
 At a UHI Court meeting earlier in the day, Professor Clive Mulholland had announced 

his retirement, to take effect from the end of the current academic session. 
 
6. National Bargaining 
 
 The Principal’s paper on updated NB outcomes was received 
 
 The greater uplift of teaching staff pay compared to that of support and executive staff 

was leading to an imbalance and could, quite possibly, attract future equal pay 
claims. A matter of immediate concern was the situation of a manager on the support 
staff scale who was responsible for the management of teaching staff on similar or 
greater salaries. This may be addressed in the longer term as the job 
evaluation/harmonisation exercise proceeded but was likely to take a number of 
years. The committee members were asked for their view as to whether this process 
should be allowed to take its course, or whether the College should seek to establish 
an interim solution. Members took the view that, in the interests of staff morale, it 
would be prudent to seek to find a transition funding solution. 

 
 VP Finance advised that consideration be given to how this was presented in order to 

retain visibility of the problem and it was agreed that the advice of HR be sought as to 
the mechanics of this. 

 
7. Management Accounts for twelve months to end of October 2018 
 
 These were presented by the VP Finance, who highlighted the fact that the level of 

funding for National Bargaining was currently unknown and may lead to adjustments 
later in the year. The executive team will continue to review budgets in order to 
mitigate the shortfall of income linked to the under recruitment of HE. 

 
 The committee endorsed the accounts. 
 
8. Estates Project Group 
 
 8.1 Report 
 
 Received. 
 
 8.2 Mallaig project proposal  
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 It was agreed that the committee would recommend to the Board that the College use 
£42K from its Reserves in order to fund the Mallaig Learning Centre project to pre-
construction phase.  

 
 8.3 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.   
 

9. Staffing return  
 
 Received and noted. 
 
10. Health and Safety first quarter 2018-19 
 
 The helpful report was welcomed. 
 
 Some concern was expressed by the committee regarding the incident involving the 

detachment of a box trailer from a minibus. Matt advised that it appeared to have 
been caused by human error and training was being reviewed. A question was asked 
whether MiDAS training covered the use of tow bars and this would be checked. 

 
11. Policies for review: 
 
 11.1 Procurement 
 
 The committee supported the proposal that a review of this policy, due at this cycle of 

meetings, could be deferred until June 2019.  
 
 11.2 Intellectual Property 
 
 The Principal advised that a WHC appendix would be developed and attached to this 

cross-UHI policy. The committee recommended the policy to the Board. 
  
12. Date of next meeting 
 
 Tuesday 12 March 2019, subsequently changed to Monday 18 March 2019. 
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Board of Management 
Unapproved Minute of the Joint Meeting of the  

Finance & General Purposes Committee and the Audit Committee 
28 November 2018  

 
Present:  
F&GP – Hayley Lewis (Convenor), Marina Finlayson (teaching staff representative 
member), John Hutchison, Lisa McAndrew, Lucy Petrovicova (student representative 
member) Lydia Rohmer (Principal) 
Audit – Ann Lloyd (convenor), Gordon Bushnell, Robert Kelly, Deryck Nutley, Nigel 
Patterson (support staff representative member). 
 
Attending: 
Stuart Inglis (Henderson Loggie), Sue Macfarlane (Depute Principal), Matt Simpkinson 
(Vice Principal Finance & Corporate Services), Claire Wylie (Secretary) (Minutes) 
 
 
1. Apologies 
 

Apologies were received from Christine Mackay (Audit) and Duncan Ferguson 
(Audit). 

 
2. Declarations of interest 
 

There were no declarations. 
 
3. Draft statutory accounts year ending 31 July 2018 
 
 The Principal explained that the statutory accounts now being presented were a 

much revised and slimmed down version from previous years, especially the 
strategic report narrative. Arising from this was a question about whether an annual 
report might provide a vehicle for much of the material now taken out of the statutory 
accounts document and this would be considered further. 

 
 The committee was reminded by the Vice Principal Finance that this was the first 

year that the accounts had been prepared in-house prior to submission to the 
auditors. Changes had been made to the process (such as how management 
accounts were converted into statutory accounts) and this work should enable the 
drafting of the accounts to be easier in future years. There were still a couple of 
tweaks to be made and one outstanding adjustment to be resolved with the external 
auditors. Final checking of typos and formatting had yet to be completed. A slight 
increase in the final surplus could be expected. 

 
 Committee members expressed their appreciation of the fresh narrative and the work 

that had gone into preparing the accounts. The VP Finance was particularly thanked 
for his work on this. There were a small number of queries raised by members, which 
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would be addressed prior to completing the final version for the Board meeting.  
 
 The committee were content to endorse the accounts. 
 

Stuart Inglis from Henderson Loggie then took the committee through his report of 
the Audit Findings. 
 
Although there was still the odd point under discussion, the expectation was that he 
would issue an unqualified audit opinion subject to post-balance sheet events and up 
to the signing of the documents. 
 
The range of audit and accounting issues on which he reported were entirely 
standard. Under Revenue Recognition, there was one item still to be discussed with 
the VP Finance in connection with the treatment of three overlapping Skills 
Development Scotland contracts being accounted for as one project. With regard to 
the Going Concern statement, he confirmed that the College was indeed a going 
concern for the immediate future but between 2019/20 and 2022/23 there would be a 
build-up of deficits. It was to be hoped that additional funding would be made 
available to the sector to help avoid this becoming a reality. 
 
Stuart advised on the four items in the Systems and Controls section of the Report. 
None of these were of ‘fundamental’ concern. Three of them were ‘significant’ and 
required the attention of management to resolve. In explaining the recommendations, 
Stuart was mindful of the small College team that was responsible for the internal 
control measures. 
 
Appendix A, the Letter of Representation was standard, and Appendix B, the 
Adjusted Misstatements fairly minor. Appendix C, the follow-up of previous control 
recommendations, reported that there had not been much progress made on the 
three items listed. 
 
The convenor expressed the view that the report was very useful from a board 
member’s perspective. Stuart was warmly thanked by committee members and the 
Principal for his support and constructive comment.  
 
Senior staff then left the meeting in order that members of the committees could take 
the opportunity for a private discussion with the external auditor. 
 
There was a discussion regarding Appendix C, ie the lack of progress on last year’s 
recommendations. It was agreed that this was due to the limited capacity in the small 
finance team in the College, a situation which was not likely to improve in the longer 
term. However it was further noted that one of the items, about PECOS, had moved 
on in that it had been ascertained that it was never going to be an appropriate system 
for WHC and another way forward would be found. 
 
Stuart reiterated his appreciated of the helpful responses he always received from 
the VP Finance. The convenor observed that the pulling together of the statutory 
accounts was an example of good partnership working. 

  

 
F&GP 18Mar2019 Page 7



 
F&GP 18Mar2019 Page 8



 

West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no:  

FGP_180319_6 
Subject CONFIDENTIAL National Bargaining Update  

Purpose of paper 
The paper provides an update on national bargaining, and 
discussion with SFC on their plans to make the college a 
signatory to the NRPA as a condition of grant. 

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

Governance responsibility for college’s financial sustainability; 
people strategy 

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

Risk implications 

Yes . The college has agreed to shadow NB subject to funding 
availability. Loss of funding would significiantly risk the college’s 
financial sustainability. Risk of financial sustainability also from the 
cost of unfunded salary increases for a vastly increased staff cost 
base caused by shadowing the NRPA outcomes . 

Date paper prepared 12/02/2019 
Date of meeting 18/03/2019 
Author Lydia Rohmer, Principal and Chief Executive Officer 
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 
 

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 ☐ 

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 
 
 
 
 
 
 
 
 

http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP_180319_7 
Subject CONFIDENTIAL Estates Update  

Purpose of paper 

This paper provides an update on the following Estates projects; 
STEM Centre 
Mallaig Learning Centre 
Gairloch Learning Centre 
Broadford – Student Accommodation (Community Company) 
 
The committee’s attention is especially drawn to current risks to 
funding of the STEM Centre. 

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

Describe the linkage: 
Estates Strategy and curriculum strategy 

Action requested 
(tick those that apply) 

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

Resource implications 
Give details if yes 

Yes  - Requirement to secure 420k to take STEM Centre to RIBA 
Stage 4 (Building warrant stage) and to secure 15M funding to 
realise the full project 

Risk implications 

Yes  - there is a risk the STEM centre funding required, 420k and 
15M for whole project, cannot be sourced at present, leading 
potentially to risk of significant project delay or, worst case,  
abortion of project 

Date paper prepared 07/03/2019 
Date of meeting 18/03/2019 
Author Jackie Wright, Estates Client Manager 
Equality Impact Assessment No  If no, why or state date of impact assessment.N/A     
Status Confidential 
Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☒ 
External ☐ 

Which other committees have been consulted? 
ELT and STEM Project Board, plus UHI, HIE and SFC 
Describe how was this achieved? 
Describe here 

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

No 
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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.  
2. Until planning consent has been obtained 

for the STEM Centre in Fort William; and 
until Gairloch tenancy exit and entry 
arrangements have been agreed and 
finalised. 

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 Finance and General Purpose Committee paper no: 

F&GP 180319_8 
Subject CONFIDENTIAL Management Accounts to end of Jan 2019 
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 11/03/2019 
Date of meeting 18/03/2019 
Author Roddy MacPhee – Finance & Compliance Manager 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

Status 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 Finance and General Purpose Committee paper no: 
FGP_180319_9  

Subject 2019-20 Budget Process  

Purpose of paper 

 
The Scottish Government’s Draft Budget for 2019/20 was 
confirmed by parliament in February 2019. Subsequently, the 
Scottish Funding Council issued its Indicative Funding allocations 
for the College Sector (and University Sector). SFC’s Indicative 
Allocation to the college sector for 2019-20 has been attached, as 
it demonstrates what SFC expect in return for the negotiated 
outcome agreement funding. The allocation also contains 
reference to key strategic priorities expected to be delivered by 
the college sector. Other than extra funding for national 
bargaining, and more student support funding for care-
experienced learners, revenue budgets have stayed flat from 18-
19, and therefore are reduced in real terms. Capital expenditure 
funding has been significantly reduced, with no capital funding 
available with exception for Forth Valley College.  
 
FGP should note that the expectation that non-incorporated 
colleges would formally sign up to national bargaining has also 
been referenced in the section on national bargaining. Failing to 
sign up could result in non-continuation of funding for national 
bargaining. 
 
In terms of budgeting process for 19-20, the college will enter into 
a budget discussion process with UHI (via Partnership Council 
and FERB) to secure its FE funding allocation for 2019-20. FGP 
should note that the HE budget allocations for the universities are 
reduced by 1.79% for 19/20, with UHI receiving a similar sized 
reduction, which may follow through in our HE funding to the 
college.  
 
We are currently building our draft budget based on our 
Curriculum Plan for 2019-20 and all other cost assumptions, and 
will reconcile this against college funding once final allocations are 
known in April/May.  
 

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

College funding and financial sustainability 

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

Risk implications 
Yes . Not securing sufficient levels of funding will affect the 
college’s ability to deliver its strategic plan and may affect the 
college’s organisation and sustainability. 

Date paper prepared 12/02/2019 
Date of meeting 18/03/2019 
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Author Lydia Rohmer, Principal and Chief Executive Officer 
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 
 

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 
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Outcome agreement funding for colleges – indicative allocations for 2019-20 

Issue date:  
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FAO: 
 

28 February 2019 
 
SFC/AN/05/2019 
 
Announcement of indicative college outcome agreement funding allocations for 
Academic Year 2019-20. 
 
Principals / Directors and Board Secretaries of Scotland’s colleges. 

Further 
information: 
 

Contact: Lorna MacDonald 
Job title: Director of Finance 
Department: Finance 
Tel: 0131 313 6690 
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Outcome agreement funding for colleges – indicative allocations for  
AY 2019-20 

1. I am writing to provide you with initial Scottish Funding Council (SFC) decisions 
on indicative outcome agreement funding for colleges in Academic Year (AY) 
2019-20.  

2. The purpose of providing these indicative allocations is to help colleges plan 
their provision and for SFC to move towards finalised outcome agreements for 
AY 2019-20. 

3. The indicative allocations set out in this announcement are based on the 
progress colleges have made towards meeting the targets outlined in their 
previous outcome agreements. Final funding allocations will reflect, in 
particular, the extent to which the targets and commitments in draft outcome 
agreements for AY 2019-20 meet SFC’s national aspirations, as identified in our 
outcome agreement guidance. Should SFC conclude that an outcome 
agreement is unsatisfactory, we will make the appropriate adjustments to final 
funding allocations. 

4. This approach supports the delivery of SFC’s Strategic Plan and is in line with 
our outcome agreement guidance. It is also consistent with the Minister for 
Further Education, Higher Education and Science’s Outcome Agreement 
Guidance Letter of 14 November 2018 and the additional Joint Strategic 
Guidance provided to enterprise and skills agencies on 11 January 2019. 

5. The indicative funding decisions set out in this announcement are based on the 
Scottish Government’s draft Scottish Budget 2019-2020, announced in 
December 2018, which was approved by the Scottish Parliament on  
21 February 2019. 

Key points 

6. The key points in this indicative funding announcement for AY 2019-20 are: 

• Teaching funding has been increased to meet the identified national 
bargaining harmonisation / job evaluation costs – an increase of c.£10 
million. 

• Student activity (credit) targets are unchanged from AY 2018-19.  
• Student support funding has increased by c.£7 million to allow colleges to 

further implement the recommendations of the Review of Student Support. 
• Strategic funding has decreased by c.£6 million. 
• Capital funding has decreased by c.£29 million, partly due to the phasing of 

the investment in Forth Valley College’s new Falkirk campus (which is due for 
completion in 2019-20).  
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Scottish Budget 

7. The Cabinet Secretary for Finance and the Constitution announced the draft 
(now approved) ‘Scottish Budget 2019-2020’ on 12 December 2018 which 
“invests £600 million in colleges…to develop our future talent and innovation”. 

8. In 2019-20, the Scottish Government will: 

• “Guarantee that higher education will remain free of tuition fees for all 
eligible Scottish or EU-domiciled undergraduate students studying in Scotland. 

• Ensure every eligible care-experienced student receives a full £8,100  
non-repayable bursary to finance their studies. 

• Ensure that the poorest HE students receive increased bursary support and 
increased access to bursaries through improvements to the HE bursary 
threshold.” 

 
9. The Scottish Budget in 2019-20 will: 

• Provide “continued investment in further and higher education, with a focus 
on enabling equal access to learning and skills opportunities. 

• Continue to take forward actions through our Science, Technology, 
Engineering and Mathematics (STEM) education and training strategy to 
improve the supply of STEM and strengthen partnerships between schools, 
colleges, universities, science centres and employees. 

• Invest in additional capacity in relevant courses in Scotland’s colleges and 
universities and in apprenticeship programmes to expand the (Early Learning 
and Childcare) workforce. 

• Support the internationalisation of our universities and colleges including 
access for Scottish students to take part in international exchanges and to 
attract talented students to study in Scotland. 

• Continue to work with the public, private, and university and college sectors 
to drive forward our Innovation Action Plan – taking action to support 
innovation across businesses, sectors and places, using public sector spend to 
catalyse innovation, and make best use of the research, knowledge and talent 
of our universities and colleges to drive innovation and growth. (continued) 
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• Improve mental health services for young people and provide support in 
schools, colleges, universities. 

• Provide access to free sanitary products in schools, colleges and universities 
and extend access to those on a low income who require them.” 

 
10. The SFC budget “invests in Scotland’s colleges and universities, to develop  

well-educated, highly skilled people and drive inclusive economic growth 
through skills, research and innovation. In 2019-20 the Scottish Government 
will work with SFC to: 

• Play a leading role in improving Scotland’s skills base by aligning our 
investment and activities with public sector partners and ensuring that 
provision in colleges and universities supports employability and productivity 
in line with the vision set out in the Enterprise and Skills Strategic Plan and our 
Economic Action Plan. 

• Enable learners to move through education into fair work through continuous 
improvement in learner outcomes; and progressing the ambitions of our 
Developing the Young Workforce and Learner Journey programmes. 

• Deliver key commitments in the STEM Education and Training Strategy to 
ensure further and higher education provision meets the needs of employers 
in Scotland. 

• Work with colleges to develop initiatives that will work towards reducing child 
poverty rates. 

• Maximise the impact of our investment in research, innovation and 
internationalisation to support a thriving, outward-looking Scotland. 

• Champion diversity at all levels, from course choices to the make-up of senior 
staff and boards. 

• Support all learners to achieve their full potential in education by continuing 
to make progress towards equal access to higher education by 2030; fund 
improvements to further education bursary support; support the sector to 
tackle gender-based violence through Equally Safe; and support students’ 
mental health and wellbeing, including providing additional counsellors across 
the sector. (continued) 
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• Provide up to £22.7 million to complete the construction of Forth Valley 
College’s new campus in Falkirk. 

• Continue funding to support the college sector in maintaining the college 
estate. 

• Maintain at least 116,000 full-time equivalent college places.” 

 
11. The Budget paper contains a note on the potential impact on the budget of 

Brexit outcomes – “If Brexit can be avoided, those resources currently invested 
in contingency planning and mitigation can be reinvested into our public 
services and economy. However, if we face a no deal or cliff-edge Brexit I will 
have to return to Parliament to reassess our spending priorities”. 

Overall funds available for college sector 

12. The Further Education (FE) Resource budget for FY 2019-20 was announced as 
£606.5 million; an £18.3 million (3.1%) increase from FY 2018-19. 

13. The College Capital budget was announced as £47.6 million; a £29.1 million 
decrease. This budget includes a funding commitment of £22.7 million to 
complete Forth Valley College’s new estate project. 

14. In setting SFC’s indicative Academic Year (AY) revenue budget for 2019-20, we 
span two Financial Years (FYs) 2019-20 and 2020-21. We do not have any 
information on the Scottish Government’s plans for FY 2020-21 and beyond, 
and as such have planned on the basis of flat cash. On that basis, SFC has set a 
College revenue budget for AY 2019-20 of £609.6 million as shown in Table 1, 
which represents an increase of c.£10 million (1.7%) compared with  
AY 2018-19. (This is the FY budget converted to an AY budget, taking account of 
the proportion of the FY 2019-20 budget that is already committed to  
AY 2018-19.) 

Teaching funding  

15. As set out in Table 2, for AY 2019-20 SFC has increased its core Teaching 
funding grant by £10.1 million, from £454.0 million to £464.1 million; an overall 
increase of 2.2%.  

National Bargaining costs  

16. The costs of the harmonisation / job evaluation related to National Bargaining, 
down to individual institution level, are taken from information collated and 
provided by Colleges Scotland.  
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17. In AY 2019-20 we are providing an uplift to all college / region teaching 
allocations (excluding SRUC) to ensure that there are sufficient funds to meet 
the cost of national bargaining harmonisation / job evaluation requirements. 
This means that not all colleges / regions need or have received the same 
increase. Over time, SFC intends to return to a simplified ‘price x volume’ 
model.  

18. Our funding for national bargaining for AY 2019-20 is in addition to funds 
allocated for AY 2018-19, taking into account the latest information on staff 
full-time equivalent numbers and salaries. AY 2018-19 in-year changes were 
detailed in SFC/AN/03/2019. Table 2 shows £10.1 million will be allocated for 
national bargaining in AY 2019-20 as part of colleges’ core teaching funding 
allocations.  

19. Table 2A shows that within the overall funding available for national bargaining, 
around £12.3 million has been identified as the costs associated with support 
staff and middle management job evaluation in AY 2018-19 and AY 2019-20. 
This is currently an estimated cost as the process of job evaluation is not 
complete. This element of funding will be held back until there is greater clarity 
on how these funds should be allocated across the sector. 

20. It remains a condition of this additional funding that incorporated colleges are 
implementing national bargaining. We are currently undertaking consultation 
with non-incorporated colleges (which are currently shadowing the national 
bargaining arrangements) as it is our intention that these colleges formally sign 
up to the National Recognition and Procedures Agreement in order to continue 
to receive the harmonisation / job evaluation funding in AY 2019-20. As this 
funding is intended to support the costs of implementing the agreement, 
funding will be withheld if a college does not observe the terms of the 
agreement.  

AY 2019-20 student activity targets 

21. The Scottish Government has reaffirmed its commitment to maintain c.116,000 
Full-Time Equivalent (FTE) student places. The core teaching grant allocated for 
AY 2019-20 should enable the sector to once again meet this student activity 
commitment by delivering c.1.7 million core credits. 

22. SFC uses its demographic model to inform the decision of the allocation of 
places to colleges / regions and we have updated that model to take account of 
the increased priority for older learners and part-time study. Our demographic 
model always works in partnership with other indicators such as historic 
performance against activity targets. 

 
F&GP 18Mar2019 Page 28

http://www.sfc.ac.uk/publications-statistics/announcements/2019/SFCAN032019.aspx
http://www.sfc.ac.uk/nmsruntime/saveasdialog.aspx?lID=19279&sID=11700
http://www.sfc.ac.uk/nmsruntime/saveasdialog.aspx?lID=19280&sID=11700


23. We have had a consultative process with the sector on revising our 
demographic model, which provides an evidence base for setting college / 
region activity targets. Based on the feedback from the sector, we intend to 
revise the current model and have further discussion over the coming months. 
We said that we did not intend to change the college / region credit targets for  
AY 2019-20, as the new model is not yet finalised. We have therefore rolled 
forward the credit targets from AY 2018-19.  

24. We also consulted on a method of managing the recovery of funds which would 
incentivise ‘early warning’, if a college / region was at risk of falling short of its 
activity targets. We have informed colleges of our revised process which 
involves getting formal sign-off from colleges / regions in-year on their 
expected final credit activity value. Where a college / region cannot confirm 
that it expects to meet its credit target, we will use this information to transfer 
credits to other colleges / regions that would be able to deliver additional 
activity. 

25. To encourage colleges to transfer credits where this is appropriate, we will 
agree with colleges the terms on which transfers will happen including the level 
of funding that could be retained by the college / region giving up this activity. 
To make this cost-neutral, the college / region agreeing to take on additional 
activity will be asked to do so at a reduced credit price. We are currently 
implementing this in-year re-allocation process for AY 2018-19. As a result 
there will be some transfers of credits between colleges, however these do not 
impact on AY 2019-20 credit targets.  

26. Individual college / region core activity targets for AY 2019-20 are therefore 
unchanged at the moment and set out in Table 3.  

27. Looking ahead (beyond 2019-20), SFC intends to continue the work on a revised 
demographic model, as detailed above, and we are reviewing the college 
funding model in order to address the effects of national bargaining.  

Early Learning and Childcare workforce 

28. The Scottish Government budget “also supports the landmark increase in early 
learning childcare provision”. Colleges have been delivering additional activity 
to train childcare professionals over the last two years. 

29. We have been working with colleagues in the Scottish Government’s Early 
Years Education division and in order to meet their target output for trained 
childcare professionals, we still require a substantial amount of activity in  
AY 2019-20. Our current estimate is that the college sector will be expected to 
deliver c.50,000 credits in AY 2019-20 (the same as in AY 2018-19 as shown in 
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Table 3A), but this is still to be confirmed. Colleges will be expected to fund this 
activity as a priority from their core teaching funds. 

European Social Funding 

30. We continue, as in previous years, our commitment to provide on-going match 
funding for our European Social Fund (ESF) programme. We have therefore set 
aside c.£8 million as SFC’s match-funding commitment for colleges in  
AY 2019-20, the same amount as last year. 

31. SFC will allocate total funding of c.£13 million to colleges for the delivery of 
additional ESF activity in AY 2019-20, which includes an assumed ESF 
contribution from the European Commission of c.£5 million, subject to the 
submission of successful claims to the Scottish Government. This excludes  
UHI-partner colleges in the Highlands & Islands transitional region (that are 
funded separately through HE match-funding via UHI). ESF funding is shown in 
Table 2 and the associated activity (credit) targets in Table 3.  

Flexible Workforce Development Fund 

32. Under the ‘Providing Jobs and Skills for the Future’ section of the budget 
document, there is a commitment to “continuing to deliver the £10 million 
Flexible Workforce Development Fund” (FWDF).  

33. This will be the third year of the FWDF which was set-up as a pilot programme 
in AY 2017-18. Its purpose is to provide employers with training opportunities 
to support inclusive growth through up-skilling / re-skilling employees. This was 
in response to feedback from the Scottish Government’s consultation on the 
introduction of the UK Government Apprenticeship Levy. 

34. At this point we are budgeting for the continuation of the current FWDF 
programme and we have set aside £6 million from our core budget and we 
expect an additional £4 million of additional funds will be transferred in-year to 
maintain a total budget of £10 million in AY 2019-20.  

35. We continue to monitor this programme and liaise with colleagues in the 
Scottish Government to refine and improve the efficiency and effectiveness of 
the programme to meet the Government’s objectives.  

College / university articulation places 

36. Streamlining the learner journey by encouraging articulation between colleges 
and universities remains a priority for SFC. This was further emphasised in a 
letter to the Chair of SFC in October 2017 which set out the Minister’s 
expectations that “SFC, alongside universities and colleges, closely monitors the 
expansion of articulation to ensure it continues to support disadvantaged 
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learners to progress to degree level study. Where this is not achieved my 
expectation is, in line with the recommendation, that a proportion of 
articulation places will be prioritised for disadvantaged learners”. 

37. To support this priority area, SFC reviewed the additional articulation places 
(associate students) scheme in AY 2017-18. The scheme proved successful in 
increasing the number of articulating students and – with some minor 
exceptions – the additional places have been filled. We are, therefore, 
proposing no change to the additional articulation places scheme for  
AY 2019-20, subject to satisfactory outcome agreement targets with the 
universities that receive these places. Colleges (and universities) should 
continue with current arrangements to meet the priorities set out by the 
Minister to expand articulation and ensure it continues to support 
disadvantaged learners to progress to degree level study. 

38. As discussed and emphasised in previous SFC guidance, we expect 75% of 
additional articulation (Associate students) funding for those years in which 
activity is delivered in colleges to be transferred from universities to colleges. 
SFC will continue to monitor the transfer and impact of this funding. 

Student support 

39. In AY 2018-19 SFC’s initial budget for student support was £111.0 million, with 
an additional £4.8 million to be allocated for the implementation of the 
independent review of student support funding, a total of £115.8 million. This 
has been increased to £122.8 million for AY 2019-20 (Table 4); an increase of  
c.£7 million (6%). This should allow colleges to further implement the 
recommendations of the Independent Review of Student Support. 

40. We expect some demographic changes in the college student population, for 
example some shift from full-time to part-time provision, which does have 
implications for student support. We expect that this level of funding, given the 
demographic changes, will be sufficient to address the review 
recommendations, in particular: 

• Make bursary level funding available to 18-19 year old students, rather than 
the lower Education Maintenance Allowance. 

• Increase the maximum annual FE bursary to £4,500pa (£104.65pw when 
divided by 43 weeks). This is an increase of £5.86 (5.9%) on the 2018-19 
weekly maximum of £98.79. 

• Continue to provide Care Experienced students with a bursary of £8,100.  
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Strategic funds 

41. A portion of SFC’s annual funding for colleges is earmarked for strategic 
investments. Strategic funds are used for:  

• Services which are best procured on a sector-wide basis, such as Advanced 
Procurement for Universities and Colleges (APUC), Joint Information Systems 
Committee (JISC), Education Scotland and College Development Network. 

• Leveraging in other funds to support SFC’s strategic objectives and Scottish 
Government priorities. 

• Driving change or to kick-start new activity. 
• Financial sustainability requirements. 

 
42. The budget for Strategic projects / grants in AY 2018-19 totalled 

£14.9 million. To ensure that SFC sets a balanced budget for AY 2019-20, the 
indicative budget for Strategic funds has been reduced by £6.2 million to 
£8.7 million. 

Mental health 

43. The Scottish Government’s Programme for Government outlines a radical 
reform of the way we respond to mental ill-health. As part of that, the 
Government has committed to “providing more than 80 additional counsellors 
in Further and Higher Education over the next four years.”  We expect 
additional ring-fenced funds to be transferred to SFC from the Scottish 
Government for this purpose and will be working with the college sector on 
setting a baseline for monitoring this activity and a method of allocating this 
funding. We anticipate being able to finalise details by the time we announce 
final outcome agreement funding decisions. 

Free sanitary provision 

44. SFC anticipates that a further year’s funding for the provision of free sanitary 
products in colleges will be announced in due course. We are currently working 
with the Scottish Government to confirm funding for FY 2019-20. 
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Capital 

45. The total indicative Capital funding budget for colleges in FY 2019-20 is 
£47.6 million. Taking into account estate project funding commitments, 
including £22.7 million for Forth Valley College’s new campus project, there is 
£21.0 million available for backlog and lifecycle maintenance.  

Capital budgets £ million 
Forth Valley College new campus 22.7 
College backlog and lifecycle maintenance plans 21.0 
Support for business cases 
for the highest priority campuses 

1.5 

Fife College ‘very high’ priority maintenance 1.4 
New College Lanarkshire (loan repayment) 1.0 
Total Capital funding for colleges 47.6 

 

46. The sector’s backlog and lifecycle maintenance needs far exceed the level of 
funding available. Therefore the overall aim for SFC’s allocation methodology is 
to ensure we provide a contribution towards these two elements of capital 
need. Both are important because:  

• Backlog maintenance needs to be addressed to ensure historic poor 
condition is addressed. 

• At the same time colleges need to have some capacity to address their 
lifecycle maintenance requirements, otherwise future backlog maintenance 
requirements will escalate. 
 

47. SFC has set out in Table 5 an allocation method which will allow us to make a 
contribution to both the sector’s backlog and lifecycle needs. This represents 
the most transparent and best value methodology for allocating the available 
capital funds. 

48. The model allocates some funding based on the amount of backlog 
maintenance costs and some on lifecycle maintenance costs based on the 
volume of credits at a college. It uses the following ‘high costs’:‘credits’ ratio 
which mirrors annual costs to the sector: 

• c.60% based on ‘high’ backlog maintenance costs (identified in the 2017 
estate condition report). 

• c.40% based on lifecycle maintenance costs (based on recent work with two 
colleges to estimate sector-wide lifecycle maintenance costs). 
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49. Therefore we have allocated the £21.0 million in these proportions, resulting in 
a total of £12.4 million based on high priority backlog maintenance and 
£8.6 million based on share of the sector’s volume of activity (credit) target.  

Tables 

50. We have attached the following tables for AY 2019-20: 

• Table 1 – College sector – overall indicative budget for AY 2019-20. 
• Table 2 – Indicative teaching funding allocations for AY 2019-20. 
• Table 2A – Indicative national bargaining harmonisation / job evaluation 

allocations for AY 2019-20. 
• Table 3 – Indicative student activity (credit) targets for AY 2019-20. 
• Table 3A – Indicative childcare activity (credit) targets for AY 2019-20. 
• Table 4 – Indicative student support funding allocations for AY 2019-20. 
• Table 5 – Indicative capital funding for FY 2019-20. 

 
Further information 

51. SFC will confirm final AY 2019-20 funding allocations and provide further 
information in our Final Outcome Agreement Funding announcement in 
May 2019. 

52. For further information, please contact Lorna MacDonald, Director of Finance, 
tel: 0131 313 6690, email: lornamacdonald@sfc.ac.uk or Martin Smith, Chief 
Funding & Information Officer, tel: 0131 313 6528, email: msmith@sfc.ac.uk. 

 

 

 
Lorna MacDonald  
Director of Finance 
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Table 1:  College sector - overall indicative budget for AY 2019-20 

Revenue funding
AY 2019-20

£000

Core Teaching & Fee Waiver funding 1 2 453,990
National Bargaining costs 10,122
Total Teaching 464,112

Core Student Support 111,041
Additional Student Support (Review) 11,739
Total Student Support 122,780

SFC contribution to ESF programme 8,000

Flexible Workforce Development Fund 10,000

Strategic funds 8,735

Total Revenue funding
(includes ring-fenced amounts shown below) 613,627

SG ring-fenced funds

Flexible Workforce Development Fund - to be confirmed 4,000

Total SFC excluding ring-fenced funds 609,627

ESF programme 5,221

Capital funding 
FY 2019-20

£000

Backlog and Lifecycle Maintenance 21,029

Support for business cases for the highest priority campuses 1,500

Project funding
Forth Valley College: new Falkirk Campus 22,700
New College Lanarkshire: loan repayment
(former Coatbridge Campus) 994
Fife College 'very high' priority backlog 1,377

Total Capital funding 47,600

College NPD expenditure 29,300

(SFC/AN/09/2018)

SFC/AN/03/2019

1 There was an increase to the Highlands & Islands teaching allocation of £184,269
following the Final Outcome Agreement Funding Allocations published in May 2018

2 The Core Teaching and Fee Waiver grant takes account of the adjustments to 
National Bargaining announced in
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Table 2:  Indicative teaching funding allocations for AY 2019-20

College/Region

Final core teaching
funding allocation

AY 2018-19
(including national

bargaining adjustments
Feb 2019)4

Total national
bargaining costs 

AY 2019-20 

Indicative
core teaching

funding allocation 
for AY 2019-20

Funding
percentage change

(from final
core teaching

funding allocation
for AY 2018-19)

 ESF
teaching funding

2018-19

 ESF
teaching funding

2019-20

Total
teaching funding

including ESF 
2018-19

Total
teaching funding

including  ESF
2019-20

£ £ £ % £ £ £ £
Ayrshire College 34,953,450 512,645 35,466,096 1.5% 223,293 224,755 35,209,969 35,690,851
Borders College 8,544,856 210,887 8,755,743 2.5% 134,524 135,405 8,729,765 8,891,148

Dumfries & Galloway College 9,820,471 209,215 10,029,686 2.1% 0 0 9,733,992 10,029,686
Dundee & Angus College 27,156,862 631,921 27,788,783 2.3% 1,154,055 1,161,614 28,194,299 28,950,397
Edinburgh College 44,701,211 966,910 45,668,121 2.2% 348,082 350,362 45,052,974 46,018,483

Fife College 34,423,212 874,440 35,297,652 2.5% 628,510 632,627 35,004,583 35,930,279
Forth Valley College 21,909,163 534,916 22,444,078 2.4% 478,510 481,644 22,512,801 22,925,722
Glasgow Region 88,412,499 2,258,798 90,671,297 2.6% 4,566,278 4,596,187 93,592,094 95,267,483

Highlands & Islands Region1,2,5 44,477,138 2,375,162 46,852,301 5.3% 0 0 43,931,793 46,852,301
Lanarkshire Region 45,035,131 579,808 45,614,938 1.3% 3,155,524 3,176,193 48,670,964 48,791,131
Newbattle Abbey College5 847,889 30,865 878,754 3.6% 0 0 856,559 878,754

North East Scotland College 32,009,077 249,195 32,258,272 0.8% 624,285 628,374 32,597,000 32,886,646
Sabhal Mòr Ostaig5 1,622,474 63,427 1,685,901 3.9% 0 0 1,785,461 1,685,901
SRUC3 9,041,679 0 9,041,679 0.0% 0 0 9,041,679 9,041,679

West College Scotland 39,948,690 359,652 40,308,342 0.9% 1,626,517 1,637,171 41,824,487 41,945,513
West Lothian College 11,086,593 264,276 11,350,869 2.4% 195,279 196,558 11,253,883 11,547,428

Scotland 453,990,396 10,122,117 464,112,513 2.2% 13,134,857 13,220,890 467,992,301 477,333,402

1  -  The Highlands & Islands Region revised funding allocation is related to a change in credit target agreed after May publication and resultant increase in teaching grant of £184,269.
2  -  Colleges in the Highlands & Islands transitional region will be allocated ESF through a separate HE grant to the University of the Highlands & Islands.
3 -  SRUC will be allocated ESF through HE funding. 
4 -  This relates to columns 2, 6 and 7 from Table 1: Revised Teaching Funding Allocations for AY 2018-19, published in February 2019.
5 -  We are still in discussions with non-incorporated colleges. 
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Table 2A: Indicative National Bargaining costs for AY 2019-20 (showing Support Staff & Middle Management Job Evaluation estimates)
           

AY 2018-19 
Announcement
Support staff &

middle management
job evaluation 

estimate

AY 2018-19
Adjustment

Support staff &
middle management

job evaluation 
estimate

AY 2018-19
Revised

Support staff &
middle management

job evaluation 
estimate

AY 2019-20
Support staff &

middle management
job evaluation 

estimate

AY 2018-19
Announcement

Other
national bargaining
harmonisation costs

AY 2018-19
Adjustment

Other
national bargaining
harmonisation costs

AY 2018-19
Revised
Other

national bargaining
harmonisation costs

AY 2019-20
Other

national bargaining
harmonisation costs

£ £ £ £ £ £ £ £
Ayrshire College 766,562 20,020 786,582 71,507 1,211,440 -53,246 1,158,194 441,138
Borders College 209,469 4,375 213,843 19,440 445,827 -54,759 391,068 191,447
Dumfries & Galloway College 207,687 11,941 219,628 19,966 452,788 74,538 527,326 189,249
Dundee & Angus College 628,160 -8,202 619,959 56,360 1,379,202 124,820 1,504,023 575,561
Edinburgh College 1,089,032 -56,293 1,032,739 93,885 1,497,131 52,613 1,549,744 873,024
Fife College 848,143 38,766 886,909 80,628 1,763,886 8,373 1,772,258 793,812
Forth Valley College 503,979 16,174 520,152 47,287 665,452 -141,302 524,150 487,629
Glasgow Region 1,793,322 28,330 1,821,653 165,605 4,646,490 -641,647 4,004,843 2,093,193
Highlands & Islands Region 1,838,769 280,160 2,118,929 202,953 5,239,227 265,185 5,504,412 2,172,210
Lanarkshire Region 918,302 -65,482 852,820 77,529 2,547,626 -414,827 2,132,799 502,279
Newbattle Abbey College 100,062 2,661 102,723 9,338 61,194 -11,331 49,863 21,527
North East Scotland College 543,384 47,934 591,318 53,756 1,110,408 -11,572 1,098,836 195,439
Sabhal Mòr Ostaig 406,843 -14,788 392,055 43,178 720,489 -148,198 572,291 20,249
SRUC 0 0 0 0 0 0 0 0
West College Scotland 813,445 43,445 856,890 77,899 802,330 -292,724 509,606 281,753
West Lothian College 276,258 4,276 280,534 25,503 671,293 23,713 695,006 238,773
Scotland 10,943,416 353,317 11,296,733 1,044,835 23,214,783 -1,220,366 21,994,417 9,077,282
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Table 3: Indicative student activity (credit) targets for AY 2019-20

College/Region

Final core
activity target

2018-19

Final  ESF
activity target

2018-19

Final total
activity target       

 2018-19 

Indicative core
activity target

2019-20

Indicative ESF
activity target

2019-20

Total
activity target       

2019-20
Credits Credits Credits Credits Credits Credits

Ayrshire College 124,086 871 124,958 124,086 860 124,946
Borders College 25,176 478 25,654 25,176 472 25,648
Dumfries & Galloway College 30,176 0 30,176 30,176 0 30,176
Dundee & Angus College 103,314 4,494 107,807 103,314 4,433 107,747
Edinburgh College 186,612 1,357 187,968 186,612 1,338 187,950
Fife College 130,234 2,451 132,685 130,234 2,418 132,652
Forth Valley College 84,201 1,816 86,018 84,201 1,792 85,993
Glasgow Region 368,592 17,554 386,145 368,592 17,317 385,909
Highlands & Islands Region1,2 110,382 0 110,382 110,382 0 110,382
Lanarkshire Region 172,545 12,169 184,715 172,545 12,005 184,551
Newbattle Abbey College 921 0 921 921 0 921
North East Scotland College 133,070 2,460 135,529 133,070 2,427 135,496
Sabhal Mòr Ostaig 799 0 799 799 0 799
SRUC3 22,747 0 22,747 22,747 0 22,747
West College Scotland 157,855 6,368 164,223 157,855 6,282 164,137
West Lothian College 43,646 786 44,431 43,646 775 44,421
Scotland 1,694,354 50,804 1,745,158 1,694,354 50,119 1,744,473

1  - Colleges in the Highlands & Islands transitional region will be allocated ESF activity through a separate HE grant to the University of the Highlands & Islands (UHI).
2  - The Highlands and Islands Region received a revised credit target which was agreed after the May publication. This resulted in an increase of 552 credits.
3  - SRUC will be allocated ESF activity through HE funding. 
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Table 5: Indicative capital funding for FY 2019-20 

College/Region

FY 2019-20
indicative capital
based on gross

high priority
backlog maintenance

FY 2019-20
indicative capital for

lifecycle maintenance
based on share

of volume target

Total indicative
capital funding

based on high priority
backlog & lifecycle

maintenance
(college estate survey) 

for FY 2019-20
£ £ £

Ayrshire College 124,000 645,000 769,000
Borders College 138,000 131,000 269,000
Dumfries & Galloway College 27,000 157,000 184,000
Dundee & Angus College 1,109,000 537,000 1,646,000
Edinburgh College 1,455,000 969,000 2,424,000
Fife College 964,000 676,000 1,640,000
Forth Valley College 0 437,000 437,000
Glasgow Region 1,623,000 1,915,000 3,538,000
Highlands & Islands Region 958,000 573,000 1,531,000
Lanarkshire Region 1,165,000 896,000 2,061,000
Newbattle Abbey College1   762,000 0 762,000
North East Scotland College 1,617,000 691,000 2,308,000
Sabhal Mòr Ostaig1   216,000 0 216,000
SRUC 492,000 118,000 610,000
West College Scotland 1,710,000 820,000 2,530,000
West Lothian College2   35,000 69,000 104,000
Scotland 12,395,000 8,634,000 21,029,000

1  -  Newbattle Abbey College and Sabhal Mòr Ostaig do not receive capital funding for lifecycle maintenance.
2  - West Lothian College's capital funding is adjusted to reflect a loan repayment.
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP_180319_10 
Subject CONFIDENTIAL Slow Adventure – Commercialisation Proposal  

Purpose of paper 

This paper provides context for and overview of a developing 
proposal to exploit a commercial international opportunity for Slow 
Adventure by forming a new start-up company.  
 
The paper seeks to bring the committee up-to-date with 
developments and seeks to establish need for information and 
approval by the Board in the pursuit of potential start-up 
formation.  

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

Describe the linkage:  

Action requested 
(tick those that apply) 

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

Resource implications 
Give details if yes 

Yes Requirement to dedicate staff time to the development of 
proposal and business case 

Risk implications Yes Risks listed in paper 
Date paper prepared 12/03/2019 
Date of meeting 18/03/2019 
Author Dr Steve Taylor, Head of Centre, CRTR 
Equality Impact Assessment No  If no, why or state date of impact assessment.     
Status Confidential 
Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
ELT 
Describe how was this achieved? 
Describe here 

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

No 
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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.  
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 Finance and General Purpose Committee paper no 

F&GP/180319/11 
Subject Equalities Monitoring Action Plan – Update on Progress 

Purpose of paper 

This paper provides an update on the progress against the 
College Equalities Monitoring Acton Plan. 
 
This is a 3-year plan, which monitors combined actions from our 
Equalities Action Plan and equality-related actions contained in 
the College Access and Inclusion Strategy and Gender Action 
Plan. 
 
The rag rating indicates where actions have been started against 
the target start date and whether they have been completed or 
are on track to complete within the 3 year period. 
 
There is one action currently sitting at Red-Amber: 
 
Action number 59 relating to setting up of a male student support 
group to help address male-specific issues and improve 
recruitment/retention.    This was not implemented by the action 
start date as we were unable to get sufficient volunteers.  We are 
currently looking to recruit volunteers for this year. 
 
All other actions are progressing and are on track to be in place or 
complete by the end of the 3 year 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 Normal 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No       
Date paper prepared 11/03/2019 
Date of meeting 18/03/2019 
Author Depute Principal 

Equality Impact Assessment 
(EIA) 

Yes  If no, explain why, if yes attach the EIA. 
All the strategies and plans relating to this have completed an 
EIA.     

Action requested 
(tick those that apply) 

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

Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 

Which other committees have been consulted? 
How else have you consulted? 
 
College Management Group 
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UHI and Partners ☐ 
External ☐ 

 

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

Yes 
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Introduction to the Plan

This Action Plan contains all the Equalities and Wellbeing actions from college documents, for example 
Access and Inclusion, Equality Mainstreaming Report and the Gender Action Plan.  The EW Action Plan 
is monitored by the Equalities and Wellbeing Steering Group and reported to CMG.

The EW Owner column identifies the person from the Equalities and Wellbeing Steering Group, who is 
responsible for monitoring progress and reporting back to this plan.  The Lead column is where the 
responsibility lies (usually with a manager or group of managers).

the RAG column shows if the progress of the action.   This can be filtered.
G = complete
GA = almost complete
A = ongoing and progress being made
R = not started, no progress

Blanks in this column mean that the progress is not currently known.
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Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

Equ Out EO1

Board diversity succession planning - (encourage applications 
from under-represented protected characteristics – particularly 
female candidates). FG CW

Keep 
monitoring 50/50 achieved G

Equ Out EO1
All Board members to complete Equality & Diversity training.

FG CW Jun-18
in hand with CW and SLD.  
Check mandatory? GA

Equ Out EO1

Embed equality actions into all team Operational Plans and 
evaluate progress through the team-evaluation process

FG CMG Jun-18 EDI in SED/ACE G

Equ Out EO1
Equalities Steering Group to produce a plan of activities as 
outlined in the steering group remit FG Dec-17 Completed G

Equ Out EO1

Equalities Steering Group to put in place consultation 
arrangements with appropriate representative groups for 
protected characteristics.  This will form part of our Equality 
Steering Group action plan FG

CMG 
as 
requir
ed Dec-18

Consultation for BSL action 
plan ongoing with UHI 
group. GA

Equ Out EO1

All senior staff and those with responsibility for writing policies 
to complete the new UHI Equality Impact Assessment on-line 
training module FG CMG Jun-18 90% completed GA

Equ Out EO1

Ensure staff have appropriate training and information on 
equality and diversity in relation to their roles

FG SLD O Jun-18

Improved process for new 
staff to undertake 
mandatory training. 
Promotion of CPD events G

Equ Out EO1
Promote updated Equality and Diversity Policy

FG Jun-18

Included in induction and 
signposted from mandatory 
training. G

Equ Out EO2
Review and update of recruitment policy and procedure

HR HR Completed Completed G

Equ Out EO2
Consider how and what we advertise (in relation to equalitities)

HR HR Ongoing
Strap line created for 
recruitment. G

Equ Out EO2
Take positive action where there are under-represented groups

HR HR Ongoing Targeted approach in place. G

Equ Out EO2

Review the application process and form, including pre 
interview information and process

HR HR Ongoing

Amended with assistance 
from Discolsure Scotland in 
relation to recruiting ex-
offenders GA

Equ Out EO2
Provision of training for recruiting managers including 
unconscious bias HR/FG HR Ongoing

Online training sourced and 
due to be rolled out GA

Equ Out EO2

Review interview process including composition of interview 
panels

HR HR Ongoing

Updated recruitment and 
selection policy states 
'Where possible there 
should be a gender balance 
on the panel'.    GA

Equ Out EO2
Analyse absence statistics which will highlight any areas of 
concern which can then be addressed HR CMG Ongoing

Reporting framework for  
CMG to be agreed A

Equ Out EO2
Review, update and raise awareness of the Bullying and 
Harassment Policy HR HR Apr-18 Completed G

Equ Out EO2

Ensure probation, induction and performance management 
processes are firmly embedded into our operations by reviewing 
completion rates

HR HR Ongoing

Further work required in 
relation to performance 
management process.  
Induction and probation 
processes working well due 
to closer monitoring by HR 
department GA

Equ Out EO2

Analyse turnover to ensure that it reflects the composition of 
the workforce, identify and address any issues that arise HR HR Ongoing

Plan in place to make better 
use of Cascade. A

Equ Out EO2
Monitor and take positive action to address pay gap

HR HR Ongoing
Pay gap objectives largely on 
track A

 
F&GP 18Mar2019 Page 68



Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

Equ Out EO2

Ensure that the Diversity in the Workplace training module is 
completed within the probation period.  The college monitors 
progress and the completion of training is signed off at the end 
of probation FG/HR Jun-18

New system in place for new 
starts, increase in % 
completed. G

Equ Out EO2

Staff retention - exit interview process reviewed, embedded, 
and analysis of turnover data produced.  Identify and address 
any issues that arise

HR HR Ongoing

Exit interview process 
currently under review.  
New process to include 
online form through Cascade 
to ensure accurate data 
reporting GA

Equ Out EO3
Additional training of frontline staff in relation to referral and 
identification of need FG Jun-18 Currently scoping need. A

Equ Out EO3
Review and improve the student interview checklist

MMc Jun-18
Completed for 2017 will 
review again for 2018 G

Equ Out EO3
Review of application forms

MMc Mar-18

Completed and cross UHI on-
line application introduced 
for 19/20 G

Equ Out EO3 Review of the data collected on enrolment forms TM Jun-18 Underway / region A

Equ Out EO3
Continue to improve disclosure opportunities

MMc Apr-18
Improved wording on SS 
leaflets and web pages G

Equ Out EO3

Gender focussed marketing for agreed courses e.g. male/female 
balance

MMc/C
M Jun-19

All marketing materials are 
balanced. Continual review G

Equ Out EO3
Participate in the UHI on line admissions process

MMc Jun-18
Ongoing - membership of 
UHI admissions group G

Equ Out EO3

Work with HISA on the development of support for LGBT 
students

MMc Jun-30

New local HISA engagement 
officer appointed and 
actions were agreed for 
LGBT History week in Feb 
19. This will be onging. GA

Equ Out EO3

Implement events across the college campuses to support the 
equalities calendar

MMc Jun-19

Working with HISA on 
various projects e.g. NUS 
GAP project, Mental Health 
Market Place G

Equ Out EO4

Review our Recruitment Policy, practices and data collection 
methods to ensure we are gathering the necessary/appropriate 
equalities information (eg. we are currently not collecting data 
on sexual orientation) HR HR Completed Completed G

Equ Out EO4

 Customise HR system to collect equalities information to 
enable better data analysis (eg. include a “prefer not to say” 
option).   HR HR Completed Completed G

Equ Out EO4
Put in place a system for collecting and analysis recruitment 
data in relation to equalities HR HR Completed Completed G

Equ Out EO4
Take steps to encourage staff and student disclosures

MMc/H
R Apr-18 In place, monthly reporting G

Equ Out EO4

Collect and analyse data from team evaluation process

FG
At review 

points

Each year as part of quality 
enhancement. Specific 
questions used in group 
discussions about equalities. G

Equ Out EO4

Put a plan in place in relation to data analysis and train staff as 
appropriate

FG Jun-18

Training on existing reports 
undertaken, however no 
movement on new reports A

Equ Out EO5

Commission an audit of each centre with regards to physical 
access and consider adaptations such as automatic doors and 
accessibility MMc/JO Jun-19

Audit of access at Portree 
being carried out. No other 
issue identified. GA
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Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

Equ Out EO5

Ensure all new developments are designed to consider and 
mitigate any inequalities of access

MMc/M
S Jun-20

EIA Tool available for use. 
Onging monitoring required GA

Equ Out EO5

Undertake a feasibility study to upgrade the existing accessible 
toilet facility in the Portree Learning Centre to meet the 
Changing Places standard. MMc/JO Jun-18 Requires capital investment. A

AIS E3

The college aspiration to is to achieve the targets set for 16/17 
which reflects an ambition to exceed the national average in 
Early Retention, Retention, and Success by a minimum of 1% 
based on the higher figure in the reported range for the groups.

MMc Jun-19

Early intervention adoption 
across curriculum and 
support.  Pilot underway.

G

AIS E4

Develop a suite of standard reports to reflect Outcome 
Agreement Priorities and monitor through KPI reports and self-
evaluation. FG Jun-18

Progress being made 
through QF and SDRG A

AIS E4

To monitor recruitment numbers by gender. To agree a targeted 
marketing campaign to encourage application to non-traditional 
gender subjects. 

MMc/C
M

Marke
ting Jun-19 Will be an annual exercise G

AIS E4

To implement the corporate parenting action plan and maintain 
the standard of support required to meet the parameters of the 
ButtleUK Quality Mark MMc Jun-18

Corporate Parenting training 
developed and to be rolled 
out. G

AIS E4

17/18 To deliver 5 Foundation Apprenticeship Frameworks 
across the following areas – Children &Young People; Health 
and Social Services; Computing Science Software Development: 
Business Skills

FG AR

Providing access to young 
people across rural and 
remote schools.  None of 
these programmes would 
run if they were not 
networked.  Children & 
young people all female. A

AIS E4

To further develop the student support services across all 
WHCUHI centres by setting up a Student Support Department 
with a focus on the student experience. MMc Dec-16

Completed - team now in 
place. Work ongoing to 
imrove services. G

AIS E4

To revise the current application form to allow for improved 
equalities monitoring and set benchmark for 17/18 onwards. MMc Dec-17

FE application reviewed in 
line with UHI Aps G

GAP

Infras
tructu
re

Development of annual reporting in relation to gender as part of 
Equalities mainstreaming by producing  set of annual reports 
that highlight progress against targets in relation to GAP

FG

Annually 
from 2017 - 

2020

Continue using High level 
gender report and by course.  
Automated reports being 
looked at by SDRG A

GAP

Infras
tructu
re

Review wording of all adverts to actively encourage application 
across the gender divide to increases numbers of male and 
female applicants to non-traditional roles

HR

Completed Completed G

GAP

Infras
tructu
re

Ensure adverts are placed in media outlets that support this 
ambition to increase number of applicants

HR
Ongoing Ongoing A

GAP

Infras
tructu
re

Arrange specific training on equalities and in particular gender 
for recruiting managers to improve gender balance stats within 
staff group

HR
2018

Unconscious Bias online 
training sourced and due to 
be rolled out A

GAP

Infras
tructu
re

Agree the creation of gender neutral toilet facilities at FW 
campus to support the college equalities mainstreaming 
actionplan in relation to eliminating gender bias.   The provision 
of gender neutral toilets MMc JO 2019 Action complete G

GAP

Infras
tructu
re

Continue to work with our sector agency partners to raise 
awareness of our actions to address the gender imbalances in 
highlighted curriculum areas.  An increased understanding 
between partners and joint working to improve awareness.

MMc/A
R

Discussion ongoing through 
our schools college 
partnership work to give out 
more information on the 
opportunites for both 
genders in relation to all our 
courses. GA
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Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

GAP

Infras
tructu
re

Share our data on recruitment gender imbalance in certain 
subject areas to highlight the requirement for co-operative 
working to improve life chances. MMc Jun-18

Cross college AAOP group 
set up to monitor all 
recruitment information. 

G

GAP

Influe
ncing     
the 
Influe
ncers

The college is working with the Energy Skills Partnership (ESP) to 
run a series of Big Bang Events with schools over the next 3 
years to promote study and careers in STEM. The first one is 
running at Lochaber High School on the 27th April 2017 for 2nd 
and 3rd year pupils. We are already planning two such events for 
next academic year one for Plockton, Portree, Gairloch & 
Ullapool High Schools and the other for Lochaber, 
Ardnamurchan, Mallaig, Kinlochleven High schools and 
Kilchuimen Academy.   Increased number of applications from 
both genders for STEM related courses.   Strengthened 
partnerships in our local area to raise awareness and highlight 
STEM opportunities. AR 2017 - 2019

Being monitored via CCM 
and good progress.  
Stimulating an interest by 
different groups at taster 
days and events.  

G

GAP

Influe
ncing     
the 
Influe
ncers

Appointment of a dedicated Schools Liaison officer to build 
partnerships and promote opportunities in college to increase 
number of applications for courses split by gender.

AR
2017 - 
onwards Complete G

GAP

Influe
ncing     
the 
Influe
ncers

Ensure equal access to student extra-curricular activities.  
Increased participation and awareness within the student 
population.

MMC
2017 
onwards

Work has begun with the 
HISA clubs and societies 
officer to promote access 
across all students. Regualr 
meetings now taking place 
and information being 
passed on at course rep 
meetings. In addition the 
college hosts a multi agency 
group on promoting local 
clubs and activities the 
Lochaber Sports and 
Activities Working Group G

GAP

Influe
ncing     
the 
Influe
ncers

Work with HISA (Student Association) on campaigns on gender 
awareness and consent. Build this in to induction and freshers 
events

MMC
2017 
onwards

HHY campaign and other 
initiatives support gender 
awareness.  Social media 
being used to raise profile of 
#thisgirlcan G

GAP

Influe
ncing     
the 
Influe
ncers

Set up male student support group to look at addressing male 
specific issues and barrier to learning and to challenge attitudes 
around stereotypes.

MMc Sep-18
Group to be set up in 
partnership with HISA 
Academic Session 19/20 as 
no interest in 18/19 RA
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Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

GAP

Influe
ncing     
the 
Influe
ncers

Promote awareness of national and international themed 
events e.g. International Women’s Day

MMc
2017 
onwards

The college has participated 
in various equalities events 
in AY 17/18 and 18/19. E.g. 
LGBT History month, 
International Womens Day, 
Mental Health Awareness 
Day and continues to work 
with local partners to 
promote the college as an 
inclusive organisation G

GAP

Influe
ncing     
the 
Influe
ncers

Work with SPARQs to analyse gender data with West Highland 
College class rep groups and arrange to build awareness training 
in to class rep training    Workshop delivered, networked and 
evaluated

MMc Jun-18 Awareness built in.  
Workshop feedback largely 
Positive G

GAP

Influe
ncing     
the 
Influe
ncers

Work in partnership with UHI Employability and Careers service 
to deliver targeted workshops on career progression to female 
students on HE courses.

MMc

Jun-18

Good progress has been 
made with links to the UHI 
Careers Service. Promotion 
is ongoing through the LRC 
and sessions are planned 
with students for May and 
June 2019 GA

GAP

Raisin
g 
Awar
eness 
and 
Aspira
tions

Agree a statement for our website and publications in relation 
to respect.   Creation of a culture of inclusion

FG/CM

2017 
onwards

Statement included in prospectus on 
Page 4 and on our website 
https://www.whc.uhi.ac.uk/about-
us/equality-and-diversity G

GAP

Raisin
g 
Awar
eness 
and 
Aspira
tions

Review all our on line and outward facing publicity FG/CM

2017 Ongoing G

GAP

Raisin
g 
Awar
eness 
and 
Aspira
tions

Organise unconscious bias training for staff across the teaching 
and support teams to facilitate a review of teaching materials to 
eliminate bias     The development of non-biased teaching 
materials across the curriculum

FG

Dec-18 Investigating training A

GAP

Raisin
g 
Awar
eness 
and 
Aspira
tions

Engage with UHI Student Support Group in the implementation 
of their Changing Culture documentation.

MMc

Jun-18 Completed G

GAP

Encou
raging 
Applic
ations

Participate in UHI on line admissions project.    Non biased 
admissions processes.

MMc
2017          
onwards Complete G
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Original 
Plan Ref

Action / Activity EW 
Owner

Lead / 
Enablers

Target Start 
Date Monitoring Comments RAG

GAP

Encou
raging 
Applic
ations

Review criteria for interview to develop a guaranteed interview 
scheme by gender for under-represented courses.

MMc
2017          
onwards

Overtaken by development 
of Admissions policy and 
procedures G

GAP

Encou
raging 
Applic
ations

Engage with the UHI Athena Swan charter mark and implement 
actions from that as appropriate.

FG

CMG
2017          
onwards Looking at charter mark A

GAP

Encou
raging 
Applic
ations

Ensure all marketing materials have a 50% gender balance 
representation. Use positive role models of male/female 
participation in targeted areas to meet targets.  Marketing 
materials that demonstrate the college commitment to gender 
equality.

MMc
Marke
ting

Jun-18

Review is ongoing each 
academic session

G

GAP

Encou
raging 
Applic
ations

Publish student case studies as part of our marketing approach 
to demonstrate achievement.

MMc
Marke
ting

Dec-17

Good progress made

G

GAP

Encou
raging 
Applic
ations

Review marketing materials and student support materials for 
biased language.

MMc

Jun-18

Completed

G

GAP

Encou
raging 
Applic
ations

Courses to establish a foundation for the development of our 
STEM curriculum will be offered in 2017/18.    Delivery of level 4 
skills for work engineering with a cohort of male and female 
students.  These will include school link level 4/5 in engineering 
working in partnership with our local schools.  Progression to a 
level 5 skills for work engineering.

MMc/AR Jun-19

Steady progress in 
developing progress, except 
for engineering.  Instead an 
engineering after school club 
to raise. And next year a 
course, for School pupils. A

GAP

Suppo
rting 
Succe
ss

Add information to the student handbook and the course guides 
that sets out expectations of behaviour and language from all 
our students.  Improved student handbook.

MMc
CAL 
CLs 
PLs

Jun-18

Statement included in 
surveys about politeness 
and respect. 

G

GAP

Suppo
rting 
Succe
ss

Monitor complaints in relation to gender related activity.     
Improved data to inform future actions

FG TM Jun-18 Monitoring underway.  Not 
many complaints.  Red 
buttons also monitored A

GAP

Suppo
rting 
Succe
ss

Raising awareness across the college of our refreshed equalities 
documentation and the emphasis on gender actions.  Well 
informed staff group.

EWSG Sep-17
Communcated via SICG and 
via web. G

GAP

Suppo
rting 
Succe
ss

Build on our current programme of CPD in relation to the 
development of Learning and Teaching Materials to support 
Equalities and genderisation.  A developed programme of 
training opportunities to support the action.

FG Jun-19

Training opportunities 
promoted. Monitor Diversity 
training.  Provid a couple of 
places on new PDA in 
Equalities. G

GAP

Suppo
rting 
Succe
ss

Review of learning and teaching materials using QELTM 
framework in relation to gender representation.  Improved 
standard of teaching materials.

FG AR Jun-19
Raising awareness of QELTM 
through CCM. A
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

F&GP 180319/12 
Subject Progress against College Operational Plan 

Purpose of paper 

This paper provides an update on progress against the activity in 
the College 3 year plan and highlights any risk to activity which is 
not progressing to plan.  This includes activity that has been 
planned to either begin or complete within the current academic 
year. 
 
Organisational Review:  The planned organisational review is 
unlikely to commence until next academic year once recruitment 
to the post of Director of Finance post has been completed. 
 
Student Residence – Broadford:  There is a risk that the work 
relating to the student residence options for Broadford will not 
result in a timely positive output to improve recruitment of 
students for next year. 
 
CEST:   There is a risk of a delay to planned timelines for the 
development of the centre owing to delays in securing finance to 
take to building warrant stage. 
 

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

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes Risk to student recruitment and retention 
Date paper prepared 28/02/2019 
Date of meeting 18/03/2019 
Author Depute Principal 
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? 
 
College Management Group 
 
 

Status Non-confidential 
Freedom of Information Yes 
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Theme Key Objective Measures/Indicators Associated Key Activities/Projects Yr 1 Yr 2 Yr 3 ELT CMG

Improved consistency of performance of all programmes 1 FE student guidance model SM MM
Achievement of regional targets and measures - learners 2 HISA partnership working/agreement SM MM
Increased student achievement 3 Celebration of success and external awards SM CM

STUDENT SUCCESS Increase Attainment for Improved positive destinations 4 Curriculum Review SM AR
SS All Students Maintained high levels of student satisfaction

External recognition and shortlisted awards
Achievement of targets - equalities/access and inclusion

Audit compliance and reputational standing 1 Organisational Review ELT
Level of value-added regional engagement 2 Small Partner collaborative programme ELT SM
Improved data reporting 3 Internal customer partnership model (inc data and reporting) SM CMG

Improve organisational Improved staff capacity and productivity 4 Research and Knowledge Transfer strategy (IPR policy) SM ST
efficiency Achievement of minimum  CPD requirements 5 Document management and storage CMG FG/JO/AMD

OESE Increased uptake and completion of  CPD opportunities 6 Regional working groups and projects ELT CMG
Reduced cost base 7 Transition to new Learning Environment (BrightSpace) SM FG

ORGANISATIONAL 8 National bargaining engagement - support staff job eval LR VF/RMcP
EFFECTIVENESS AND 

SUSTAINABILITY

Achieve a consistent Increased non-SFC income 1 Marketing strategy and Branding LR CM
 annual budget surplus Achievement of FE/HE targets 2 Business Development strategy and plan SM NP

OESB 3 Opportunity assessment process SM NP

1 Student Residence - Broadford JW JO/MM
2 Curriculum Review SM AR

Deliver a planned Improved accuracy/achievement  of curriculum plans 3 Strategic development of Adventure area SM AR
MEETING SECTOR curriculum which fully Consistent achievement of curriculum plans 4 CEST LR JW/SM

PRIORITIES reflects local, regional Increased employer engagement in curriculum planning and design 5 Mallaig new build JW CMG
MSP and national priorities Achievement of estates plans - CEST, Mallaig, Gairloch 6 Gairloch relocation JW JO/LCM

7 Regional School strategy/engagement SM AR
8 STEM curriculum development SM AO

Timeline Sponsor

WEST HIGHLAND COLLEGE UHI - 3 YEAR PLAN 2018-2021

The West Highland College 3-year plan is based on a number of drivers, which include the College's Strategic Plan, the UHI Strategic Plan, the Regional Outcome Agreement and the Scottish Funding Council's letter of guidance for 2018/19.   These have 
been mapped against the themes of Student Success, Organisational Effectiveness, Financial Sustainability and Meeting Sector Priorities.

Against the 3 themes are the measures that will drive  activity and performance across the College and against which departmental operational plans and individual staff objectives will be set.   The key activities and projects highlight the key pieces of 
work that will be carried out across the College over the next 3 years. This is intended to be a dynamic plan, which will be reviewed and updated annually to reflect the changing internal and external environment and associated changes to College 
priorities and related activities and projects.

Associated strategies and plans:   Curriculum strategy and plans, Learning and teaching strategy, Learner Engagement strategy, Access and Inclusion Strategy, Gender Action Plan, BSL plan, Equaliities Action Plan, People Strategy,  Estates Strategy
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

FGP_180319_13 

Subject Update on progress against College strategic plan KPIs/measures 
for 2017/18 

Purpose of paper 

This paper provides an update on College strategic plan KPIs and 
measures for 2017/18. 
 
The range of targets and measures currently in place reflect the 
College strategic plan, the Regional Outcome Agreement and UHI 
strategic plan and, overall, the College continues to perform well 
against these. 
 
F&GP is asked to endorse this update for approval by the Board.    
 
Following the recent refresh of the College Strategic Plan, it is 
proposed that the Board considers the current range of measures 
and advises any required changes/additions.  The Board is also 
asked to advise on whether it would prefer a different format and 
presentation. 
 

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

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes Risk that the Board is not kept informed of key progress 
Date paper prepared 12/03/2019 
Date of meeting 18/03/2019 
Author Depute Principal 
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? 
 
      
 
 

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 

 
F&GP 18Mar2019 Page 78

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


 
Measuring Performance 
 
Achievement of the strategic aims and objectives will be underpinned by operational plans monitored by West 
Highland College UHI Board of Management.  The college will use key performance indicators (KPIs) to 
measure performance and progress during this five year strategy.  The Scottish Funding Council (SFC) 
publishes a set of KPIs each year which provide national figures which can be used for comparison of 
performance.  Appropriate targets will be established according to  national priorities and against the 
measures in the Regional Outcome Agreement Progress table.   
 
 
Measures and Performance Targets 
 
The college will agree targets for the following measures each year.  Progress will be reviewed on an ongoing 
basis throughout the year and reported through appropriate committees.  Targets will be reviewed annually 
and in line with regional targets.  More detailed measures and targets linked to regional outcome agreement 
measures will be used and reviewed each year and.  These will be outlined in an appendix which will be used 
as a working document to monitor performance throughout the year. 
 
The following measures have been agreed by the college 
 

• Volume of credits delivered each year and the percentage above or below target number of credits 
 

• Student retention and student success for FE and HE, full time and part time (FE is reported each year 
to SFC and published in the public domain) 

 
• Student progression and destination for FE and HE leavers (reported to Scottish Funding Council 

(SFC) and Higher Education Statistics Agency (HESA) each year) 
 

• Student satisfaction in National Student Survey UK higher education and the SFC Student Satisfaction 
and Engagement Survey FE 
 

• Percentage of full time permanent teaching staff with a teaching qualification 
 

• Operating surplus as a percentage of total turnover 
 
 
The appendix to the strategic plan is attached and will be used as a working document. 
 
Measures will be agreed and updated in the measures and targets table each year as an appendix. 
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Measures:  National, regional and internal measures are used each year to standardise our approach in managing performance.  This will provide the 
college with trend data and the ability to benchmark ourselves against the sector.  Measures are reviewed each year.  New measures may be 
introduced and measures which are deemed redundant will be phased out.  Examples of measures include: number of students, volume of credits, 
number of achievements, number of satisfied students.  Most measures will also be expressed as a proportion of a total and in percentage format. 
 
Performance targets:  Each year the executive leadership team and managers usually through the College Management Group (CMG) will agree 
outcome targets. All student focussed KPIs are discussed first by Academic Affairs. Targets will reflect college plans and take into account local, 
regional and national initiatives.  The table below reports performance from the previous academic year and indicates the current academic year 
target.  Measure achievement is highlight in green or amber. If there is significant over or under achievement, a short explanation is included. 
 

Ref Description of the Measure and Measure to WHC strategic plan, SFC Regional Outcome agreement, UHI strategic plan and other 
key strategies 

 17/18 Performance  18/19 Target 
   

1.  Volume of credits delivered and the proportion of credits delivered to full time, part time and school students.   Volume of RAM delivered. 
WHC Strategic link: To have the right learning in the right place   SFC ROA measure 2, UHI KPI/CPI 1 

 

 
FE:  6864 core credits (achieved in full) 233 ESIF credits (110 
achieved) 
 
HE:  282 fte – achieved 232 
 

FE – target core 6828 credits.   ESIF – 234 
 
HE:  target – 272 fte 

   

2.  Number of senior phase pupils, volume and proportion of credits delivered to senior phase pupils. 
WHC Strategic link: To have the right learning in the right place   SFC ROA measure 16 and 17, UHI KPI/CPI 2,  DYW 

 
61 enrolments (2.18%) 251 credits (4%) 
 
All school enrolments 452 (21.7%)  1597 credits (23%) 

 

   

3.  Volume of credits delivered to learners with profound and complex needs and proportion of credits delivered to senior phase pupils  
WHC To have the right learning in the right place   SFC ROA measure 7,  

 
WHC Total 580.3 credits  8.32% of total credits (0.3% increase) 
Senior phase only – 54.7 credits 0.7% of total credits 
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4.  
Number and proportion of full time students with substantial “work experience” as part of their programme of study, by FE and HE. 
WHC To contribute to economically and socially sustainable communities by developing the skills of the area's workforce.  SFC ROA 
measure 15, UHI Students and theme Enterprise, DYW 

 

Most FE full time courses include some work experience or 
simulated work experience. All other programmes develop self-
employment and enterprise skills. 
All four degrees include work experience 
All HNCs include substantial placement or appropriate develop 
student self-employment and enterprise skills. 

Increase the percentage of work experience opportunities where 
possible and appropriate self-employment and enterprise skills. 

   

5.  
Volume and proportion of credits delivered to learners in deprived postcode areas  
WHC To contribute to economically and socially sustainable communities by developing the skills of the area's workforce. 
SFC ROA measure 15, UHI Students  UHI KPI/CPI 8. 

 

44 credits 1% of credits (there are no 10% most deprived areas in 
WHC area) 
The college is committed to continuing outreach on a weekly basis 
to known deprived communities. 

Continue to provide outreach into deprived communities. 

   

6.  
Proportion of students achieving a recognised qualification.  FE: Early withdrawal (EW), Withdrawal (W), Student Success (SS)  HE: Withdrawal 
as above, non-continuation, Awards 
WHC To deliver excellent and sustainable learning for all  SFC ROA measure 11, UHI Students KPI/CPI 5 

 

Aspiration 17/18 
FE full time EW – 7% 
FE full time W – 13% 
FE full time SS – 74% 

Achieved 17/18 
FT Early Withdrawals: 5% 
FT Further Withdrawals: 18% 
FT Student Success: 69.8% 

Aspiration 18/19 
FE full time EW – 7%  (93% early retention) 
FE full time W – 13%  (87% retention) 
FE full time SS – 74% 

 
WHC SOAS HE degree full time non-continuation rate 5.0%. 
WHC HE overall full time non-continuation rate 15.9% 
UHI HE overall full time non-continuation rate 19.9% 
(this internal non-continuation rate, does not use the same parameters as the HESA return.) 

The college aims to maintain the SOAS non-continuation rate and 
improve the rate against WHC HNC and HND programmes. 
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7.  

Student progression and destination: the number and proportion college qualifiers in work, training and/or education 3-6 months after 
qualifying from college.  FE and HE.   Please Note destination figures are for 16/17 students. 
WHC Strategic Aim 1: 1.3, 1.5; Strategic Aim 2: 2.4, 2.5, 2.6; To contribute to economically and socially sustainable communities by 
developing the skills of the area's workforce.  SFC ROA measure 13.  Reported to SFC and HESA UHI KPI/CPI 4 

 16/17 FE FT 88% students into positive destination (4% increase) 
16/17 HE FT 93% students into positive destination (5% increase) Target 85%  - review target each year. 

   

8.  Number and proportion of students articulating into HE level courses.  The ROA measure is specifically degree. 
WHC Strategic Aim 1: 1.3; Strategic Aim 2: 2.4, 2.5, 2.6;  SFC ROA measure 13. KPI/CPI 5 

 53% of 16/17 FE full time students progressed to HE study, 36% of 
these students are studying at UHI. Overall aim is to increase positive destinations from previous year. 

   

9.  
Level of student satisfaction.  Number and proportion of students taking part in student satisfaction surveys - National HE Student.  
Survey (NSS) UK and SFC Student Satisfaction and Engagement Survey (SSES).  Number and proportion of satisfied students. 
WHC 2.3 provide the best possible student experience and support irrespective of mode/location/method of study. UHI Students KPI/CPI 3 

 

NSS 100% response rate 
NSS overall satisfaction rate fell to 70% (16% drop) 
Superseded SFC SSES response rate of 60% 
Overall satisfaction rate 97.2% (all student responses) 
Overall satisfaction rate 100% (all full time student responses) 

NSS achieve 80% response rate 
SFC SSES response rate > 60% 
Overall combined WHC student satisfaction >91% 

   

10.  Level of stakeholder engagement  
WHC 3.7 ensure engagement with potential students, parents, guardians, employers and alumni  UHI KPI/CPI 7 

 

Regular employer engagement at internal college committees and 
at programme level.  Business Development Manager in post. 
All full time students are given the opportunity to have a class rep. 
Most full time course students appointed class reps. Successful 
appointment HISA Depute. 

Create a strategic Employer Stakeholder Engagement Plan, to 
implement in 2019/20. 
Staff and HISA are working on a WHC bespoke class representation to 
better represent small class size, part time, networked courses and the 
multi-centre context. 
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11.  Number and proportion of permanent staff who are retained as employees 
WHC People - ensure a positive working environment of well-being, reward and recognition, dignity and respect UHI KPI/CPI 11 

 12.65% staff turnover of all staff based on 118.5 permanent staff. Less than 20%.  
   

12.  
Number of teaching staff with a teaching qualification (based on SFC calculation) 
WHC People - support all staff in professional development so they can effectively contribute to college goals and the delivery of excellent 
learning & research.  SFC staffing return.  UHI KPI/CPI 11 

 Based on SFC caluclation and return for 17/18, 100% teaching 
staff hold teaching qualifications. 

Recruit staff with TQs where possible and continue to programme of 
TQs.  Target 80% 

   

13.  Level of staff satisfaction  
WHC People – ensure a positive working environment of well-being, reward and recognition, dignity and respect  UHI KPI/CPI 11 

 
The Staff Information and Consultation Group (SICG), meets every 
6 weeks and publishes meeting notes and actions.  Investors in 
People (IIP) survey conducted in May 2018. Achieved IIP standard.  

Aim to achieve silver before September 2021 (accreditation expires). 

   

14.  Operating surplus as a percentage of total turnover 
WHC Financial Sustainability.  SFC financial return.  UHI KPI/CPI 10 

 Normally, overall aim is 2%. 17/18 budget: £32k  
Surplus percentage figure for 17/18 was £ £98k  

   

15.  Gross carbon footprint (3 year period) 
WHC Estates and Infrastructure 

 Baseline has now changed as different criteria and calculations are 
now being applied.   Baseline now 199.  Actual 182 – 7% decrease 

Reduction of 5% (timeline specified in the carbon management 
programme) 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP 180319/14 
Subject Health and Safety Report – Qtr 2 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 
 
Five incidents have been reported since the previous report, all of 
which have been at the Fort William campus and all minor in 
severity or classifies as near-misses. 
 
In our supported learning class in Fort William a student became 
aggressive towards her support worker. The student raced from 
the building making contact with the front entrance doors to the 
building, knocking them off their tracks and then proceeded to 
bang the windows in the Student Support office. No injuries were 
sustained 
  
Two first aid cases were recorded by one of our designated first 
aiders. Both involved students and both were minor in nature. 
 
Two near-misses have been recorded, one where a clock with 
broken glass was left unattended in a corridor space, it was 
removed and the glass disposed of correctly. The second 
reported case involved a student wandering around the building in 
the evening and appeared to be trying to access locked staff 
offices. The student has been spoken to regarding accessing 
parts of the building that have been closed down for the evening. 
 
No RIDDOR incidents have been recorded. 
 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
 
Appendix 2 
The RIDDOR incident graph shows a continued 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 
 
Upgraded Fire Alarm System in Fort William: 
A tendering exercise has been undertaken for the enhancement 
of the fire alarm system in Fort William. The work will improve the 
classification of the system from L4 to L2 ensuring the system can 
report more accurately and diagnose faults more readily in the 
event of an alarm activation. 
 
Health and Safety Strategy: 
The Health and Safety Committee will be looking at the existing 
strategy to ascertain suitability for the ever developing 
organisation. The revised strategy and objectives will, in the first 
instance be presented to College Management Group 
 
Workplace Driving 
Training of minibus drivers has commenced and will continue to 
progress throughout the rest of the academic year. 
 
Expert Health and Safety Advice 
Claire Rizos of Clarity Safety Solutions has been retained by West 
Highland College to provide expert health and safety support and 
advice. She will be attending her first College Health and Safety 
meeting on 11th March 2019.  
 

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             

Risk implications Yes       
Date paper prepared 08/03/2019 
Date of meeting 18/03/2019 
Author Jane Ollerenshaw 
Equality Impact Assessment No  If no, explain why, if yes give details of impact assessment.     

Action requested 
(tick those that apply) 

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

Consultation has been carried 
out with 
Staff ☒ 

Which other committees have been consulted? 
How else have you consulted? 
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Students ☒ 
UHI and Partners ☐ 
External ☐ 

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.  
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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Incident Reports Since Last H & S Committee Meeting 
Ref: Date Designation Learning 

Centre 
Course Description and any action taken Classification HSE/UHI 

Notified 
889 14/12/2018 N/A Fort William O/S 

Principals 
Office 

Broken clock left unattended on table outside of the 
Principal's office. There was loose broken glass resting on the 
top. This could have caused an injury so the item was 
removed and placed with reception team for safe disposal. 

Near Miss No 

958 28/01/2019 Student Fort William SLP Student displayed aggressive behaviour towards support 
worker and raced out of the building clattering against the 
front doors and then banging on the windows in the Student 
Support office 

Near Miss No 

955 05/02/2019 Student Fort William Construction Student cut finger on masonry, cut cleaned and plaster 
applied 

First Aid No 

933 14/02/2019 Student Fort William Access to FE Student appeared to be trying to access locked offices in the 
evening. Student has been spoken to about wandering into 
unoccupied areas of the college building in the evening 

Near Miss No 

954 04/03/2019 Student Fort William CHSC Student had cut finger, unsure how it had happened, cut 
cleaned and plaster applied 

First Aid No 

 

Appendix 1 
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Incident Graphs - as at 8th March 2019 - Academic Year 2018/19                        Appendix 3
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

FGP_180319_15.1 
Subject Regional Policy – Student Support Funds 

Purpose of paper 

Under the UHI Regional Single Policy Environment work, a new 
policy covering Student Support Funds has been developed for 
use by by all UHI partners. 
 
The College had representation on the group which developed the 
policy and the policy has been endorsed by the College 
Management Group as fit for purpose and appropriate for use by 
the College. 
 
The recommendation to F&GP is to approve the policy for 
adoption by the College. 
 

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  
Date paper prepared 11/02/2019 
Date of meeting 18/03/2019 
Author Depute Principal 
Equality Impact Assessment 
(EIA) 

Yes  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? 
 
College Management Group 
 
 

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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[Partner Logo] 

 

 

 

[Partner Name], University of the Highlands and Islands 

Student Support Funds Policy 
 

 

POL 
 

Lead Officer (Post): Click or tap here to enter text. 

Responsible Office/ Department: Click or tap here to enter text. 

Responsible Committee: Click or tap here to enter text. 

Review Officer (Post): Click or tap here to enter text. 

Date policy approved: Click or tap to enter a date. 

Date policy last reviewed and updated: Click or tap to enter a date. 

Date policy due for review: Click or tap to enter a date. 

Date of Equality Impact Assessment: Click or tap to enter a date. 

Date of Privacy Impact Assessment: Click or tap to enter a date. 

 

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

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

 

Accessible versions of this policy are available upon request.  
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Policy Summary 

Overview 

This policy is required to set out a regional approach to distribution of 

student support funds for (College Name) and all academic partners in the 

University of the Highlands and Islands. 

Purpose 
The policy will provide a framework for a consistent and coherent 

methodology for the awarding of student support funds. 

Scope This policy applies to all academic partners. 

Consultation 

This policy was formulated by a Policy Ownership Group, made up of 

practitioners from across the University of the Highlands and Islands 

network. Endorsement was received from Partnership Council (TBC), 

before the policy went through local consultation and approval by College 

Boards of Management (TBC) and Finance and General Purpose Committee 

(TBC). 

Implementation and 

Monitoring 

Academic partners will be responsible for implementing and monitoring 

the policy.  Analysis will be carried out of the policy’s impact by staff from 

the Vice-Principal for Further Education’s office. 

Risk Implications 

The policy reduces risk for the University and academic partners by 

creating a streamlined process and reinforcing the existing staff community 

of practice. 

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

Link with Strategy 
This policy is linked to individual Access and Inclusion strategies and the 

Regional Outcome Agreement. 

Impact Assessment 

Equality Impact Assessment: (Forthcoming) 

Privacy Impact Assessment:  
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1. Policy Statement 
1.1 The purpose of this policy is to outline the principles underpinning the College’s process of 

assessing and distributing Student Support Funds. The overarching aim of this policy is to ensure that 

as many eligible students as possible have access to funds within allocated budgets. 

1.2 Funds are distributed in compliance with the funding regulations as determined by the 

Scottish Funding Council and Student Awards Agency Scotland. Where discretion is given to the 

College to determine eligibility, this policy specifies the rationale applied. 

2. Definitions 
2.1 Scottish Funding Council (“SFC”) - SFC is the national, strategic body that is responsible for 

funding teaching and learning provision, research and other activities in Scotland's colleges and 

universities. SFC gives funding to colleges and universities with guidance on how the funds should be 

distributed to students. 

2.2 Student Awards Agency Scotland (“SAAS”) – SAAS is an agency of the Scottish Government 

giving financial support to eligible students doing a course of higher education in the UK. SAAS 

provides the University of the Highlands and Islands with funds and guidance for distribution of the 

Higher Education Discretionary Fund. 

2.3 For the purposes of this policy, the following terms will be used: 

2.3.1     The Further Education Bursary will be referred to as the “Bursary Fund”. 

2.3.2     The Educational Maintenance Allowance will be referred to as the “EMA”.  

2.3.3     The College and University Childcare Funds will be referred to the “Childcare Funds”.  

2.3.4     The Further Education Discretionary Fund will be referred to as the “FE Discretionary 

Fund”. 

2.3.5     The Higher Education Discretionary Fund will be referred to the “HE Discretionary Fund”. 

2.4 Further Education courses are normally up to and including Level 6 on the SCQF Framework. 

Higher Education courses are normally Level 7 and above. 

3. Purpose 
3.1  The College will utilise the current guidance to ensure fair distribution of the Student 

Support Funds. 

3.2 The College aims to distribute Student Support Funds within the conditions of the respective 

national policies in a fair and consistent manner to assist students who demonstrate financial need. 

The College undertakes to maximise the use of available funds to ensure as many students as 

possible benefit through the qualifying criteria. 

3.3     Bursary Fund 

3.3.1     As defined in the current SFC guidelines, available here, the Bursary Fund may be offered 

where the student and their course meets eligibility criteria. There is no automatic entitlement to 

the Bursary Fund, even where eligibility is established. 

3.3.2     The Bursary Fund constitutes the following: 

- Maintenance Allowance 

- Dependant Allowance 

- Study Expense Allowance 

- Travel Expense Allowance 

- Additional Support Needs for Learning Allowance  
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3.3.3     Maintenance Allowance: the College follows the SFC guidance for this element. 

3.3.4     Dependant Allowance: the College follows the SFC guidance for this element. 

3.3.5     Study Expense Allowance: the College follows the SFC guidance for this element. 

3.3.6     Travel Expense Allowance 

-  The College will determine the most appropriate and cost-effective route or mode of 

transport for Travel Expense Allowance. 

- Travel expenses will only be paid for students residing X miles or more from the college. 

3.3.7      Additional Support Needs for Learning Allowance: the College follows the SFC guidance 

for this element. 

3.3.8     The attendance criteria for the Bursary Fund is based on the current SFC guidance. Where 

the guidance calls for institutional discretion to be applied, the process to be followed is agreed 

regionally and is available in the Attendance Appendix. 

 

3.4 EMA 

As defined in the current SFC guidelines, available here, the EMA provides a weekly term time 

allowance for students normally aged 16-19 years old inclusive from low income households who 

are studying non-advanced courses.  

3.4.1     The College follows the current SFC guidance. 

3.4.2      The attendance criteria for EMA is based on the current SFC guidance. Where the 

guidance calls for institutional discretion to be applied, the process to be followed is agreed 

regionally and is available in the Attendance Appendix. 

 

3.5     Childcare Funds (Further and Higher Education) 

As defined in the current national policy and guidelines, available here, Childcare Funds consist of 

two elements to help pay for formal or registered childcare expenses: the Lone Parents Childcare 

Grant and the Discretionary Childcare Funds.  

3.5.1     The College follows the current national policy and guidelines for Childcare Funds. 

3.5.2     The College may identify certain groups as priority for allocation of the Discretionary 

Childcare Funds element, based on assessment of need. 

 

3.6     FE Discretionary Fund 

As defined in the current SFC guidelines, the FE Discretionary Fund is “primarily for emergency use 

and instances of financial hardship”. 

3.6.1     The College follows the current guidance, available above. 

3.6.2     The College distributes FE Discretionary Funds within allocated budgets in response to 

student need and circumstances. 

3.6.3     The FE Discretionary Fund has priority areas for including, but not limited to:  

- Housing and accommodation costs 

- Emergency aid for unforeseen and unmanageable circumstances 

- Students at risk of financial hardship due to substantially higher-than-average utility costs 

3.7     HE Discretionary Fund 

As defined in the current SAAS guidelines, the HE Discretionary Fund is intended to “provide non-

repayable assistance for students in financial difficulties in order for them to access and/or continue 

in Higher Education”. 

3.7.1     (Partner Name) follows the current guidance, available above. 
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3.7.2     The college distributes HE Discretionary Funds within allocated budgets in response to 

student need and circumstances. 

3.7.3     The HE Discretionary Fund has priority areas for including, but not limited to:  

- Housing and accommodation costs 

- Students experiencing excessive travel costs, e.g. where the journey is greater than a 

reasonable commute 

- Childcare costs for part-time HE courses 

- Emergency aid for unforeseen and unmanageable circumstances 

- Students at risk of financial hardship due to substantially higher-than-average utility costs 

 

3.8 Supporting Evidence 

3.8.1     Students applying for financial support are required to produce documentary evidence in 

support of their application before an award can be considered. 

3.8.2     Exception may be made for care experienced students who may encounter difficulty in 

providing documentation in support of their application, which could create or exacerbate 

financial hardship. In this case, confirmation of the student’s circumstances from a third party 

agency such as the local authority Social Work department will be accepted in place of the 

normal supporting documentation. 

 

3.9 Eligibility 

3.9.1     Eligibility criteria are in line with the relevant guidance/policy for each fund. 

3.9.2     In addition, all applicants for student financial support will be checked for any 

outstanding debt to the college. Students with outstanding debt will be required to enter into a 

repayment agreement before additional funds will be released. 

3.9.3     Where a student’s experiences an unforeseeable or unavoidable change to their 

circumstances during an academic year, the college may re-assess the student as appropriate.  

 

3.10 Appeals and Grievances 

3.10.1     Students are entitled to raise grievances related to the application of this policy and 

awarding of student support funds. 

3.10.2     In the first instance, students should raise their grievance with college staff responsible 

for student support funds administration. 

3.10.3     Should this not resolve the grievance, the student will be able to escalate the issue by 

means of an impartial review. 

3.10.4     Further information is available in the accompanying Student Support Funds Procedures. 

 

4. Scope 
4.1 Financial support may only be offered if both the student and their course are eligible for 

support. 

5. Exceptions 
5.1 The policy identifies areas of discretion for colleges, and sets out priority areas for support. 

Ultimate authority for awarding of discretionary funds rests with the college, and decisions will be 

made in line with the policy and/or guidelines issued by SFC or SAAS. 

 
F&GP 18Mar2019 Page 97

http://www.uhi.ac.uk/


5.2 As per the Education (Access Funds) (Scotland) Determination there are different 

arrangements for students living in the local authority areas of Orkney Islands and Shetland Islands. 

These students should contact the college at which they intend to study for further information. 

6. Notification 
6.1 Staff members engaging with Student Support Funds should be familiar with this policy and 

all relevant SFC/SAAS policies. 

6.2 Annual changes to SFC/SAAS policies will be cascaded to staff by line managers and 

hyperlinks in the policy updated to reflect the most recent guidance. 

6.3 Any changes in SFC/SAAS policy or national legislation will be reflected in this policy. 

6.4 The policy will be publicly available on the College’s website, along with other current 

policies. 

7.   Roles and Responsibilities 
7.1 The College’s [role name] has overall responsibility for the implementation of this policy and 

the management of Student Support Funds 

7.2 The College’s [role name] is responsible for the approval of FE Discretionary Funds and HE 

Discretionary Funds. 

7.3 The staff administering Student Support Funds are responsible for ensuring up-to-date local 

policies and SFC/SAAS guidance is followed. 

7.4 [Role name(s)] are responsible for ensuring that all enrolled students receiving EMA support 

have a signed Learning Agreement.  

7.5 [Role Name(s)] are responsible for ensuring that student attendance information is passed 

to the SITS office for recording on the College SITS system to satisfy the conditions of the Bursary or 

EMA award.  

7.6 Students are responsible for informing the College of changes to their circumstances, 

including voluntary withdrawal from a course.  

8. Related Policies, Procedures, Guidelines and Other Resources 
8.1 This policy should be read in conjunction with SFC and SAAS policies and guidance. Links are 

provided above in Section 3. 

8.2 University of the Highlands and Islands Student Support Funds Procedures (forthcoming). 

8.3 University of the Highlands and Islands Further Education Fee Waiver Policy (forthcoming). 

8.4 Scottish Funding Council (SFC) website 

8.5 Student Awards Agency Scotland (SAAS) website 
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9. Version Control and Change History 

 

Version Date Approved by Amendment(s) Author 

0     

1     

2     

3     

4     
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West Highland College UHI Cover Paper 

Committee/Group Name Finance and General Purpose Committee paper no: 
F&GP_180319_15.2 

Subject Social Media Policy  

Purpose of paper 

At this moment the Social Media Policy will not be reviewed. 
 
It is recommended that the stand alone Social Media Policy be 
withdrawn and a revised College Communications Policy will 
incorporate guidelines and good practice which apply to the use of 
social media by staff and students of West Highland College UHI 
 

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

Describe the linkage:  

Action requested 
(tick those that apply) 

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

Resource implications 
Give details if yes No  

Risk implications No Further explain risk implications 
Date paper prepared 04/03/2019 
Date of meeting 18/03/2019 
Author Estates and Facilities Manager 
Equality Impact Assessment Yes  If no, why or state date of impact assessment.     
Status Non-confidential 
Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
College Management Group 
Describe how was this achieved? 
Describe here 

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

Yes 

  

 
F&GP 18Mar2019 Page 101



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

 
The purpose of this policy is as follows: 

 To encourage good practice. 
 To protect West Highland College UHI, its staff and students. 
 To clarify where and how existing policies and guidelines apply to social 

media. 
 

The growth in social media, particularly social networking sites, has created 
increased opportunity for media communications that have an impact upon 
educational practice and the College. 
 
The term 'social media' is used to describe dynamic and socially-interactive, 
networked information and communication technologies, for example Web 2.0 
sites, YouTube, Flickr and social networking sites such as Facebook and Twitter.  

 
2.0 Scope 
 

 All staff and students that use social media tools to communicate internally or 
externally for learning and teaching, research or any other College business. 

 
The use of social media by all staff and students is subject to College policy 
governing employee and student conduct. These policies are listed at Section 6. 

 
3.0 Definitions 
  
 3.1 Corporate and Authorised Users 

Any member of staff, or department, who is authorised to communicate with 
third parties, the public, or students via social media tools. Authorisation is 
normally by the manager of the relevant service. 
 

 3.2 Institutional Tools 
Organisational tools which can often perform the same function as social 
media tools, but are within local control, usually that of University of the 
Highlands and Islands. For further details, see Appendix 1. 
 
For the purposes of this policy, social media is a type of interactive online 
media that allows parties to communicate instantly with each other or to 
share data in a public forum. This includes online social forums such as 
Twitter, Facebook and LinkedIn. Social media also covers blogs and video, 
and image-sharing websites such as YouTube and Flickr. 
 
Employees should be aware that there are many more examples of social 
media than can be listed here and this is a constantly changing area. 
Employees should follow these guidelines in relation to any social media 
that they use. 
 

3.3 Web 2.0 
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Online tools which allow for a more interactive experience, in the form of 
blogs, wikis, forums, etc.  

 
4.0 Key Principles: Use of Social Media 
 

4.1 The College recognises that employees may occasionally wish to use 
social media for personal activities at work. The College authorises such 
occasional use during breaks so long as it does not interfere with 
employment responsibilities or productivity. For some employees use of 
social media is a requirement in support of their responsibilities and duties. 
 

4.2 The organisation reserves the right to monitor employees' internet usage, 
but will endeavour to inform an affected employee when this is to happen 
and the reasons for it. The organisation considers that valid reasons for 
checking an employee's internet usage include suspicions that the 
employee has: 
 

 Been spending an excessive amount of time using social media 
websites for non-work-related activity; 

 Acted in a way that is in breach of the rules set out in this policy or 
other college policies and procedures. 

 
4.3 There should be no systematic or routine checking of employees' online 

social media activities 
 
4.4 Staff should be encouraged to review privacy settings to control who can, 

and cannot, view personal information and content. Tight privacy settings 
may limit dissemination of personal information directly, but those with 
legitimate access can still share with a wider audience. 

 
4.5 Staff should be made aware that information, images and video available 

on social media sites may influence professional reputation with current and 
potential future employers. 

 
4.6  Any inappropriate activity brought to the College's attention which, is 

deemed to be unprofessional or to bring the College into disrepute, will be 
dealt with under the relevant College procedures. 

 
4.7  Staff should be aware of protecting not only their own privacy, but also the 

privacy of others when sharing information or images on social media sites. 
 

4.8  In all situations staff should take advance steps to ensure that material 
posted to authorised social media accounts at the College does not contain 
material that reflects negatively on the College or members of the College 
community. 

  
4.9  The College may refer to social networking sites when investigating 

breaches of college rules, eg cheating, harassment, anti-social behaviour. 
Further information on student and staff disciplinary procedures can be 
found on the College website. 
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4.10  Employees are allowed to make reasonable and appropriate use of social 

media websites from the organisation's computers or devices, provided that 
this does not interfere with their duties. 

 
4.11  Employees are allowed to access social media websites from the 

organisation's or their own computers or devices at certain times. 
Employees must limit their use of social media to their official rest breaks 
such as their lunch break/times as agreed by their manager. 

 
4.12  The organisation has specifically blocked use of ask.fm. Access to other 

social media websites may be withdrawn in any case of misuse. 
 

4.13  The organisation encourages employees to make reasonable and 
appropriate use of social media websites as part of their work. It is an 
important part of how the organisation communicates with its stakeholders, 
promotes its services, and the learning and teaching process. Staff should 
refer to the E Safety Policy, section 4.4 with regard to communication with 
students online, and how the process should be managed in a professional 
manner . 

 
4.14  Approved employees may contribute to the organisation's social media 

activities, for example by writing for our blogs, managing a Facebook 
account, running an official Twitter account for an organisational 
department. 
 

4.15  A social media notification form is to be completed before using social 
media tools for organisational or learning and teaching purposes. The form 
is available at Appendix 2. 

 
4.16  Employees should be rightly proud of working for the College, which 

recognises that 
social media. However, the employee's online profile name must not 
contain the organisation's name. 

 
4.17  If employees do discuss their work on social media (for example, giving 

opinions on their specialism or the sector in which the organisation 
operates), they must include on their profile a statement along the following 
lines: "The views I express here are mine alone and do not necessarily 
reflect the views of my employer." 

 
4.18  Any communications that employees make in a personal capacity through 

social media must not: 
 

 Bring the organisation into disrepute, for example by: 
 Criticising or arguing with customers, colleagues or rivals; 
 Making defamatory comments about individuals, the college or 

other organisations or groups; 
 Posting images that are inappropriate or links to inappropriate 

content. 
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 Breach confidentiality, for example by: 

 Revealing trade secrets or information owned by the organisation; 
 Giving away confidential information about an individual 

(such as a colleague or customer contact) or organization (such as a 
rival business); 

 Discussing the organisation's internal workings (such as deals that it 
is doing with a customer/or client, or its future business plans that 
have not been communicated to the public). 
 

 Breach copyright, for example by: 
 Using someone else's images or written content without 

permission; 
 Failing to give acknowledgement where permission has been 

given to reproduce something. 
 

 Do anything that could be considered discriminatory against, or bullying or 
harassment of, any individual, for example by: 

 Making offensive or derogatory comments relating to sex, 
gender reassignment, race (including nationality), disability, 
sexual orientation, religion or belief or age; 

 Using social media to bully another individual (such as an 
employee of the organisation); 

 Posting images that are discriminatory or offensive (or links to 
such content). 
 

4.19 Staff who use social media as part of their job must adhere to the following 
rules: 

 Employees should use the same safeguards as they would with any 
other form of communication about the organisation in the public 
sphere.  

 Be aware of the e-safety policy, and the rules regarding 'friending' 
students on social network sites. 

 ocial Media Guidelines 
  

5.0 Responsibilities 
 
5.1 The Estates and Facilities Manager will have overall responsibility for:- 
 

 the Policy and its implementation. 
 managing the ICT infrastructure of the College and the security of 

the data and user information held within College systems as 
detailed in the ICT Security Policy. 

 monitoring the impact of the policy and for co-ordinating responses 
to any e-safety incidents or concerns 

 quality approval checking of the policy and arranging for the policy to 
be posted on the web 
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5.2  The Safeguarding Officer is responsible for managing the Safeguarding 
arrangements within the College, including the Policy and Procedure.  

 
5.3 The Marketing Manager is responsible for ensuring that the use of Social 

Media as a promotional tool for the college is effectively managed. 
 
5.4  All staff members are responsible for ensuring that their professional 

practice within their role at the College is compliant with the content of this 
and other linked policies. 

 
5.5  Students are responsible for ensuring that their use of College systems is 

compliant with the content of this and other linked policies. 
 
 

6.0  Linked Policies/Related Documents 
 

6.1  West Highland College UHI ICT Acceptable Use Policy 
 

6.2  West Highland College UHI ICT Security Policy 
 
6.3  West Highland College UHI Safeguarding Policy and Procedure 
 
6.4  West Highland College UHI Data Protection Policy and Guidelines 
 
6.5  West Highland College UHI Staff Disciplinary Procedure 
 
6.6  West Highland College UHI Student Disciplinary Procedure 
 
6.7 West Highland College UHI Social Media Guidelines 

 
7.0  Relevant Legislation 
 

7.1  Protection of Children (Scotland) Act (2003) 
 
7.2  Adult Support and Protection (Scotland) Act (2007) 
 
7.3  The Data Protection Act (1998) 
 
7.4  Copyright, Designs and Patents Act (1988) 
 
7.5  Computer Misuse Act (1990) 
 
7.6  Regulation of Investigatory Powers Act (2000) 
 
7.7  Freedom of Information Act (2000) 
 
7.8  Human Rights Act (1998)  
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Appendix 1: Institutional Tools

The College recommends the use of institutional tools where these have been 
designed to allow for materials delivery, file sharing, communication and assessment.  
 
Blackboard VLE  
The institutional VLE provides an online tool to support learning and teaching. 
Blackboard offers a range of course and communication features, including content 
management, and tools such as; discussion boards, chat forums, blogs, wikis, 
journals, mashups, etc. Blackboard is an ideal tool for administering online 
coursework submission, which is secure, private and designed to make administration 
of submitted materials as efficient as possible.  
 
Access the VLE: https://www.blackboard.uhi.ac.uk  
 
myUHI  
The myUHI Citrix service provides a virtual UHI desktop on any internet connected 
computer. You can log into the service and access your files from any computer and 
you can also access a range of software applications that run across the internet  
this means that you don't have to have these applications on your computer but you 
can still use them from any computer connected to the internet. myUHI requires you 
to log into the service using your UHI user name and password.  
 
https://my.uhi.ac.uk/http/m2-wisg2.uhi.ad.local/Citrix/XenApp/auth/login.aspx  
 
Office 365  
The institutional email client is Microsoft Office 365 (using Outlook client).  
 
Login: http://outlook.com/uhi.ac.uk  
 
Contact the IT department to setup a local Outlook client for your PC.  
 
UHI Dropbox  
UHI Dropbox allows you to share files larger than 25Mb (the Outlook file size limit).  
 
Access the dropbox: http://dropbox.uhi.ac.uk/index.php?action=login 
 
UHI Mahara  
UHI Mahara is a fully featured electronic portfolio system with social networking 
features to create online learning communities.  
 
Login: http://uhi-mahara.co.uk/  
 
Training and familiarisation tools are available when you login, using your normal 
institutional ID and password.  
 
UHI Toolkit  
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An online service to facilitate the sharing of resources by staff across the University of 
the Highlands and Islands. Use your institutional ID and password to login, search 
and browse.  
 
http://www.toolkit.uhi.ac.uk/?locale=en 

Appendix 2 : Social Media Notification Form 
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Subject E-Safety Policy  

Purpose of paper 

The purpose of this policy is to detail the approach that the 
College will take to implement appropriate arrangements in order 
to identify and manage risks, safeguard and support staff and 
students, and to promote the safe use of technology 
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http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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E-Safety Policy 
 
1.0 Purpose 

 
1.1 West Highland College UHI recognises the benefits and opportunities 

which new technologies offer to teaching and learning and wishes to 
encourage the use of technology in order to enhance skills and promote 
achievement. However, the accessible and global nature of the internet 
and other available technologies requires that we are also aware of 
potential risks and challenges associated with such use and that the 
College takes steps to appropriately address these. The purpose of this 
policy is to detail the approach that the College will take to implement 
appropriate arrangements in order to identify and manage risks, 
safeguard and support staff and students, and to promote the safe use 
of technology 

  
2.0 Scope 
 

 2.1 The policy applies to all students and staff, members of the Board of 
Management, and all other users of the College's premises or systems 
who have access to the Information Communications Technology (ICT) 
systems, both within College buildings and remotely. 
 
The policy applies to all use of the internet and electronic 
communication tools such as, but not confined to, email, mobile 
phones, games consoles and social networking sites 

 
3.0 Definitions 
  
 3.1 E-Safety encompasses all Internet technologies and electronic 

communications such as mobile phones as well as collaboration tools 
and personal publishing. It highlights the need to educate users about 
the benefits and risks of using technology and provides safeguards and 
awareness to enable them to control their online experience. 
 

 3.2 ICT (Information Communications Technology) consists of all technical 
means used to handle digital information and aid communication, 
including computer and network hardware, software and data and 
information management. In other words, ICT consists of IT as well as 
telephony, broadcast media, and all types of audio and video 
processing and transmission. 

 
3.3 Social Networking sites are web-based services that allow individuals 

to: construct a public or semi-public profile within a bounded system; 
articulate a list of other users with whom they share a connection; and 
view and traverse their list of connections and those made by others 
within the system. 

 
3.4 Personal Data is data which relate to a living individual, and which 

could allow the individual to be identified from the data. 
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4.0 Key Principles 
 

 4.1 ICT Security 
The College takes steps to ensure that its networks are safe and 
secure in order to protect both users and the institution. Security 
software is kept up to date and a range of security measures are in 
place within the College to prevent accidental or malicious access of 
systems and information. These measures include firewalls, anti-virus 
software and password management. 
 
Digital communications, including email and internet postings, over the 
College network, are monitored in line with the ICT Security and 
Acceptable Use Policies. 

 
 4.2 Risk Assessment 

In order for the College to appropriately promote and make available a 
range of technologies and online platforms, it is necessary for potential 
risk levels to be considered while such technologies are being planned. 
The assessment of risk allows both level and nature of risk to both 
users of the ICT systems and the College to be determined and for 
corresponding risk management measures to be implemented. Risk is 
assessed and considered before any new or emerging technology is 
made available to staff or students on the College's systems. 

 
 4.3 Acceptable Use 

The College requires all users of its ICT systems and networks to 
adhere to the standard of behaviour as set out in the UHI Acceptable 
Use Policy and for staff to work within the Code of Conduct detailed 
within the Safeguarding Policy. 
 
Unacceptable conduct will be treated seriously and in line with student 
and staff disciplinary codes and procedures, or other college protocols 
as appropriate. 
 
Where conduct is found to be unacceptable, the College will normally 
deal with the matter internally, however where conduct is considered to 
be illegal, the College will report the matter to the police. 
 

 4.4 Communications and Social Networking 
i) The College recognises the role that social networking and other 

communication technologies holds within modern student life 
and learning and teaching practice. As such, these technologies 
are used within the College and made appropriately available to 
staff and students within the institutional ICT systems and 
networks. 
 
In using these technologies, including email, mobile phones, 
social networking sites, games consoles, chatrooms, video 
conferencing and web cameras, the College requires all users to 
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adhere to the practice detailed within the UHI Acceptable Use 
Policy. 
All staff members using social networking sites as tools through 
which to communicate with students must only do so on a 
professional basis. 
Therefore, any groups that are set up under the West Highland 
College UHI name must only be done so using a college e-mail 
account, and in line with the staff Code of Conduct detailed 
within the Safeguarding Policy. As such, staff must not become 
friends with students within social networking or other virtual 
environments, and must not share personal information with 
students. All communications should be made in such a way that 
the professional position of the staff member(s) is not 
compromised and the relationship with the student(s) remains 
appropriate in terms of professional boundaries. 
 

ii) Where a staff member chooses to join a group set up within a 
social networking site by a student, the staff member must only 
do so using their designated college e-mail account and having 
established that the nature and purpose of the group are 
appropriate in terms of the professional relationship. 
 

iii) Since social networking technologies are not College systems, 
and the use of these technologies is optional, it is essential that 
where such systems are used by staff for the purposes of 
communication or discussion with students, that appropriate 
steps are taken to ensure that any student who chooses not to 
register with or use the technologies is not disadvantaged in their 
learning or overall student experience. 

 
4.5 Uses of Images and Video 

The use of images or photographs within the College's learning and 
teaching and other activities is acceptable where there is no breach of 
copyright or other rights of another person. This includes images 
downloaded from the internet and images belonging to staff or 
students. 
 
Images and film of activities and people involved in College–related 
activities are recorded and stored in line with the General Data 
Protection Regulation.  The consent of individuals is sought prior to any 
publication or college use. 
 
The potential risks of sharing personal images and photographs within 
social networking sites, and other areas of the internet for example are 
particularly relevant to e-safety. As such the College provides 
information, advice and training to students and staff on these risks and 
steps that can be taken to protect personal images and photographs as 
well as other personal information. 
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4.6 Personal Data 
West Highland College UHI collects and stores personal data such as 
names, dates of birth, email addresses, images of students and staff 
regularly in line with operational requirements. The College has in place 
arrangements to ensure the secure and confidential storage of personal 
information, and that information is only shared appropriately and in line 
with Data Protection and GDPR legislation and guidance. 
 
All staff are required to gather, store and use students' personal 
information appropriately. 

 
4.7 Education and Training 

While this Policy aims to ensure that ICT systems and resources are 
used appropriately and safely within the College, it is impossible to 
eliminate all risks. However, the College considers it to be an essential 
part of its approach to e-safety, for staff and students to be equipped 
with the knowledge and skills to operate safely within the range of 
technologies that is available. Through training and education, the 
College will provide staff and students with information and skills to 
enable them to identify risks independently and take steps to manage 
them effectively. 
 

 4.8 Incident Monitoring and Management 
West Highland College UHI will monitor the impact and effectiveness of 
this policy and will respond to any reported e-safety incident swiftly, and 
in line with other relevant policies and procedures such as the UHI 
Acceptable Use Policy and the Safeguarding Policy and Procedure. 
The College will act immediately to prevent or minimise, as far as 
reasonably possible, any harm or further harm from occurring. 
 
Students will be made aware that should they wish to report an 
incident, they can do so to their Personal Academic Tutor or Head of 
Curriculum. Where a member of staff wishes to report an incident, they 
will be able to do so through their line manager. 
 
Following any incident, the College will take steps to address the matter 
thoroughly and appropriately and action may include the involvement of 
external agencies as necessary. 
 
In order to ensure a fully appropriate and comprehensive response, 
serious incidents will be dealt with by or in conjunction with the Senior 
Management Team. 
 

5.0 Responsibilities 
 
5.1 The Estates and Facilities Manager will have overall responsibility for:-  
 

• the Policy and its implementation. 
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• managing the ICT infrastructure of the College and the security 
of the data held within College systems as detailed in the ICT 
Security Policy. 

• monitoring the impact of the policy and for co-ordinating 
responses to any e-safety incidents or concerns. 

• quality approval checking of the policy and arranging for the 
policy to be posted on the web 

 
5.2  The Safeguarding Officer is responsible for managing the Safeguarding 

arrangements within the College, including the Policy and Procedure.  
 
5.3  All staff members are responsible for ensuring that their professional 

practice within their role at the College is compliant with the content of 
this and other linked policies. 

 
5.4  Students are responsible for ensuring that their use of College systems 

is compliant with the content of this and other linked policies. 
 

6.0  Linked Policies/Related Documents 
 

6.1  West Highland College UHI Safeguarding Policy and Procedure 
6.2  West Highland College UHI Data Protection Policy and Guidelines 
6.3  West Highland College UHI Staff Disciplinary Procedure 
6.4  West Highland College UHI Student Disciplinary Procedure 
6.5 UHI Partnership IT Security Framework Policies 

 
7.0  Relevant Legislation 
 

7.1  Protection of Children (Scotland) Act (2003) 
7.2  Adult Support and Protection (Scotland) Act (2007) 
7.3  Data Protection Act (DPA) 2018 
7.4 General Data Protection Regulation (EU) 2016/679 (GDPR) 
7.5  Copyright, Designs and Patents Act (1988) 
7.6  Computer Misuse Act (1990) 
7.7  Regulation of Investigatory Powers Act (2000) 
7.8  Freedom of Information Act (2000) 
7.9  Human Rights Act (1998)  
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Travel and Expenses Policy 
  
1.0 Purpose  
 

The purpose of this policy is to set out the procedures that must be followed when making 
business travel arrangements and claiming for expenses that have been incurred in 
connection with College business. 
 
The key objectives of this policy are: 
 

• To set out the College’s policy relating to business travel and expenses and 
clearly state the types of expenditure that can and cannot be reimbursed, 

 
• To ensure reasonable standards of service, comfort, convenience and safety for 

those who need to travel on College business whilst achieving best value for 
money, 

 
• To ensure that the College complies with the requirements of the HMRC rules 
and requirements for tax dispensation, 

 
• To define the process for claiming necessary expenses. 

 
Provided that the procedures set out within this policy are followed, no additional tax or 
National Insurance Contribution liability will arise and staff need not report details of 
expenses reimbursed within their tax returns. 

 
 
2.0 Policy Statement 
 

It is accepted that staff travel is an essential part of College business, however, the 
College is also committed to reducing the impact we have on the environment through 
the CO2  emissions we produce. The College’s Environment and Sustainability Policy 
outlines our commitment to encouraging alternative methods of transport to single-
occupancy car journeys. 
 
The following diagram provides a visual representation of the sustainable travel 
framework with regards to the carbon impact of different travel modes from zero 
emissions options to high carbon air travel: 
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3.0  Scope  
 
 This policy is intended for:- 
  

3.1 All employees of the College 
 
3.2 Students of the College where the travel is for academic (learning and/or research) 

purposes and where travel is organised by the student in pursuance of a study 
programme; 

 
3.3 Other representatives of the College (eg visitors, contractors or visiting academics) 

where the travel is directly related to academic (learning and/or research) 
purposes and authorised by the College 

 
 
4.0 Definitions  
  

4.1  This policy uses the term ‘travellers’ to cover those covered by the policy, as 
defined in the sections on ‘Scope’ and ‘Definitions’. 

 
4.2 For the purposes of this Policy, business travel is a journey necessarily 

undertaken by an employee to carry out his/her duties for the College, or to attend 
training courses or conferences necessary for the performance of those duties. 

 
4.3 Business travel includes travel for the purposes of Institutional Consultancy but 

does not include travel for the purposes of Independent Consultancy or any other 
private work for which the employee is directly remunerated by their client, 
including attending other institutions as an external examiner or visiting lecturer. 

 
4.4 Travel between the permanent workplace and a temporary workplace or travel 

between home and a temporary workplace are considered business journeys. 
 
4.5 Business travel does not include a personal holiday which is linked to a business 

journey. Employees should consult with their line manager about such journeys in 
good time before commencing the journey. Private insurance will be required to 
cover the private part of the journey. 

 
4.6  Travel by students that falls under the scope of this policy includes: 
 

• Travel in connection with research activities being undertaken on behalf of 
the College or, in connection with a taught or research degree programmes 
in association with the College. 
 

• Fieldtrips in connection with taught programmes or research degree 
programmes. 

 
• International study abroad programme. 

 
• International work placements. 

 
• Where students are representing the College in an official capacity or as 

part of a recognised event such as a fund-raising or sporting activity. 
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Exception to item 4.6 is where a student is undertaking travel which is not connected with 
any College activity – for example, as part of a leisure activity not organised by the 
College or to undertake work experience not linked to a taught programme such as work 
undertaken during vacations).a vehicle and covers all journeys other than from home to 
their normal place of work and the return journey.  

  
 
5.0 Key Principles  
  

5.1 Travel and subsistence payments are governed by the College’s Financial 
Regulations 

5.2 It is mandatory that travellers must notify the College about overseas travel by 
completing the Overseas Travel Authorisation Form prior to their travel date 

5.3 Staff should explore sustainable travel arrangements prior to undertaking journeys 
in order to minimise carbon emissions  

5.4 Apart from instances when air travel is the most cost effective or operationally 
advantageous means of travel; if not using public or shared transport the preferred 
method of travel is use of a College Pool Car.  

5.5 All claims for business expenses MUST be made using the College Expenses 
Claim Form supported by vat receipts 

   
 
6.0 Responsibilities  

The primary responsibility for compliance with this Policy rests with the individuals 
requesting reimbursement of the business expense and those who are approving these 
expenses. 

 6.1 The expense claimant:- 

• must be familiar with this policy in order to ensure compliance and prudent  
spending of College funds. 

• is responsible for obtaining all proper documentation for each expense. 
Typically, this documentation will be a receipt that identifies the expense and 
reflects proof of payment.  

• is responsible for adequately documenting the business purpose for each 
expense 

• when signing the claim form, declares that:-  
o To the best of their knowledge, the expense is compliant with this 

Policy.  
o Expenditure has actually been incurred.  
o Expenditure has not previously been claimed from the College or any 

other organisation.  
o Expenditure has been incurred wholly, exclusively and necessarily in 

the performance of their duties of employment. 
o No part of the claim relates to personal expenses or private business 

activities  

6.2 The expense authoriser:- 

• must only do so if they are fully satisfied that:- 
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o The expenses claimed represent a valid business expense in line with 
this Policy and appropriate use of College funds. To the best of their 
knowledge, the expense is compliant with this policy.  

o An adequate description of the expense is provided 
(what/when/why/where) 

o An appropriate budget code is present for each expense item being 
claimed 

o Receipts are provided for all expenditure claimed, adequately 
identifying the expense and providing proof of payment 

6.3 The Director of Finance is responsible for:- 

o the reimbursement of expenses and for monitoring claims to support 
compliance with this Policy. 

o interpretation of the meaning of any of the content of this policy 
o clarification of insurance arrangements for overseas travel 

 

   
7.0  Linked Policies/Related Documents/Useful Links 
 

• Driving at Work Policy 
• UK Foreign Office  

http://www.fco.gov.uk 
• European Health Card  

http://www.gov.scot/Topics/Health/Services/Europe 
• HMRC website for information on tax  

http://www.hmrc.gov.uk 
• Home Office – Identity and Passport Service 

http://www.ips.gov.uk 
• The Health and Safety Executive (HSE) 

http://www.hse.gov.uk 
• National Rail 

http://www.thetrainline.com 
www.gov.scot/Topics/Health/Services/Europe 

• Route Planning 
http://theaa.com 

 
8.0  Relevant Legislation  
 

Corporate Manslaughter and Corporate Homicide Act 2007 
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Travel and Expenses Procedures 
 
Accommodation 

• When employees are necessarily away from home on College business they are 
entitled to hotel or other suitable accommodation.  

• Basic standards include cleanliness, privacy, personal security and the availability 
of breakfast. 

• Staff should book and pay for their own accommodation unless the College has an 
account with the accommodation provider or prior arrangements have been made 

• Staff are reminded of the need to demonstrate value for money and 
reasonableness of expenditure when selecting accommodation. 

• If staff wish to stay with friends or relatives instead of hotel accommodation. 
 
Accommodation Rates 
 

  Bed and Breakfast   - up to £75 
  Dinner     - up to £25 

Staying with friends/relatives  - gift up to £15 (vat receipts to   
                                                                       be provided) 

 
• Claims in excess of these limits must be justified in writing 
• Where the cost of the hotel room has been paid in advance by the College, the 

employee is responsible for settling the cost of any additional items before leaving 
the hotel. Allowable expenses can be reimbursed. 
 

Air Travel 
• Where it is the most cost effective method of travel or operational requirements 

dictate, staff may opt to travel by aeroplane. 
• All UK domestic flights will be economy class 

 
Alcoholic Beverages 

• No claims for alcoholic drinks purchased for personal use are to be accepted 
• Claims for alcohol are only permitted for entertaining/hospitality where there is a 

genuine reason for the meeting. 
 
Authorisation of Expenses 

• Expense forms cannot be self-authorised.  
• Expenses claims should be authorised by a more senior member of staff – this is 

usually the claimant’s line manager. In the absence of the line manager this should 
be a member of the Executive Leadership Team. 

 
The authorisation confirms that:- 

 
• Any journey taken was authorised 
• Expenses were properly and necessarily incurred on College business 

 
Business Entertainment 

• Appropriate entertainment by a member of College staff of people from an external 
organisation for a clear and necessary business purpose may be claimed. 

• Expenditure claimed should be reasonable and not excessive 
• There should be a clear justifiable purpose for each employee’s attendance 
• Claims must be supported by receipts and the names of staff attending must be 

stated on the Expenses Claim Form 
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Car Hire 
• For long journeys in excess of 125 miles when a pool car is not available, car hire 

should considered. This option may not be available for staff located at centres 
other than Fort William. 

• The College has an account with Easy Drive, North Road, Fort William. Contact 
details 01397 701616 

 
Car Parking 

• The College will reimburse all expenses for car parking costs incurred whilst 
travelling on College business away from the normal place of work. Claims must 
be made on the College Expenses form and supported by receipts. 

• In the unlikely event that a parking meter was used and no receipt is available a 
comment should be made on the submitted expense claim form. 

 
Claim Deadlines 

• Expense claims must be submitted within 3 months of the expense being incurred. 
Any claims submitted after this deadline may not be reimbursed and have to be 
additionally authorised by the Director of Finance. 

• Every effort should be made to submit an expenses within the financial year that 
the expense was incurred. Therefore particular attention needs to be paid to 
claims incurred during the months of June and July 

 
Cycle to Work Scheme 

• Cycle Scheme enables employees to get a bike tax-free, saving on average half 
the cost. It’s free to join and easy to work online. More information can be found at 
www.cyclescheme.co.uk 

 
Display Screen Equipment 

• If working with a computer is part of your job, the College will contribute up to £75 
of the cost of corrective lenses, if it is deemed necessary for working with display 
screens.  

• All staff are eligible to apply. 
• Details and claim forms are available from Human Resources 

 
Excess Parking Charges and Fines 

• Claims for excess charges, speeding fines, wheel clamp unlocking etc will not be 
met by the College under any circumstances 

 
Holidays 

• Although it is acceptable to tag a holiday onto a trip primarily undertaken for 
College business, the College will not bear any cost for this portion of the trip. 

• Staff must seek approval and book their annual leave using Cascade and have 
this holiday approved by their line manager before making arrangements for any 
trip which includes personal time where a holiday is being taken. 

• If any costs pre-paid by the College are affected by the extra time for the holiday, 
the member of staff is required to reimburse the College for the difference. 
Calculated by using the costs of the trip without the holiday and the actual cost. 

• If there is an additional cost for taking a holiday during a business trip and the 
member of staff fails to reimburse the College accordingly, the total value of the 
trip becomes a taxable benefit and will be reported to HMRC at the financial year 
end. 
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Hospitality and Gifts 
• Whilst modest hospitality is an accepted courtesy of a business relationship, the 

College should avoid a situation whereby giving/accepting the hospitality may be 
deemed to have influenced a business decision or lead to an allegation of a 
conflict of interest. 

• Small gifts to staff in limited circumstances may be appropriate. Any such gifts 
require the authorisation of a member of the Executive Leadership team. 

• The Director of Finance will keep a register of hospitality/gifts received by staff 
members, except for items such as diaries and calendars. 

 
Local Public Transport Expenses 

• Local bus or train fares for business journeys may be claimed using the College 
Expenses form, supported by receipts. 

 
Lost or Mislaid Receipts 

• For lost or mislaid receipts/tickets staff must produce duplicates or alternative 
acceptable proof of payment such as itemised credit card statements. 

• In the absence of any proof of payment reimbursement cannot be made. 
 
Mileage 

• Personal mileage will only be paid when a College Pool vehicle is not available 
and the authorised College Expenses Form must state that a pool vehicle has not 
been available for the journey 

• Where a private motor vehicle or motorcycle is used by an employee to travel on 
official business a mileage allowance may be claimed 

• To qualify for the mileage reimbursement staff should ensure their personal car is 
appropriately insured for business use and has an MOT if applicable.  
           
Mileage Rates 

   
  Car   - any distance   - 45p per mile 
  Motorcycle - any distance   - 24p per mile 
   
 
Overseas Travel 
 

Authorisation 
• No travel overseas by any member of staff can take place without the approval of 

an ELT member 
• An Overseas Travel request Approval Form must be completed  
 
Class of Travel 
• When travelling by air staff should use the most economical means possible 
• Requests for travel by premium economy or business class should be approved 

by the Principal prior to booking. 
 
‘Contact Buddy’ 
• In order to assured of the safety of all staff travelling overseas it is important that 

an arrangement is made with another member of staff within the college to make 
regular contact whilst overseas. 

• If such contact is not made the ‘Contact Buddy’ must discuss the incidence with a 
member of ELT. 
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Insurance 
• When travelling outside the UK staff will be covered by the College’s insurance

policy
• To ensure insurance cover the Overseas Travel Authorisation form should be

completed identifying and risks associated with the destination of travel
• For clarification of insurance status, contact the Director of Finance

Medical Expenses 
• All staff travelling to Europe must obtain a European Health Insurance Card

(EHIC). This will entitle UK residents access to necessary medical treatment
during a temporary visit to the European Economic Area and Switzerland

• Each individual traveller requires their own European Health Insurance Card

Passports 
• Employees are responsible for ensuring that they have valid passports for

overseas business travel
• It is recommended that staff have a photocopy of their passport in case of loss or

theft
• For any journey, the expiry date of the passport must be at least 6 months after

the date of returning to the United Kingdom
• It is generally expected that employees have passports for their own personal use

and the initial cost of a passport is not an allowable expense.
• If a replacement passport or a 48 page business passport is required due to

extensive business travel, this additional cost may be reimbursed at the discretion
of a member of the Executive Leadership Team

Pre-existing Medical Conditions 
• If you have a pre-existing medical condition for which you take prescribed

medication you need to check whether the medication is legal in the country you
are travelling to. The Embassy or High Commission of the country you are visiting
can advise.

• If you have a pre-existing medical condition you should contact Director of Finance
with regard to insurance cover. If you do not disclose a pre-existing medical
condition which subsequently found to invalidate the College travel insurance you
may not be covered by the College or any of its insurance policies.

Risk Assessment 
• A risk assessment should be completed prior to any overseas travel

Vaccinations and Visas 
• Employees must seek advice on the need for visas and vaccinations for overseas

business travel.
• The cost of visas may be claimed using the College Expenses form supported by

receipts
• Any charge made by doctors or health centres may be claimed using the College

Expenses Form

Rail Travel 
• Standard class rail travel should be booked if possible in advance of the business 

trip to obtain the best value for money and to ensure the availability of a seat.
• First class rail travel is not permitted, however in the exceptional circumstances 

where it is cheaper than standard class or the difference is negligible when 
considering space, comfort and WiFi availability, the first class cost can be claimed
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where proof of both costs is provided for comparison. Line manager authorisation 
is required prior to commencement of the journey 

• If first class travel is the personal preference the difference between standard 
class and first class must be paid by the individual staff member. 

• Use of rail cards – where significant rail travel is envisaged the purchase of a rail 
card may prove cost effective. Claims for reimbursement should be made using 
the College Expenses form supported by receipts. 

• Staff who travel by train are expected to take advantage of special deals where 
possible. 

• All claims for rail travel should be made using the College Expenses form 
supported by receipts/tickets 

 
Relocation Expenses 

• Relocation expenses will be determined on a case by case basis  
The allowance may include some or all of the following and be payable against 
receipts to cover:  removal costs;  

legal fees;  
survey fees;  
estate agent fees;  
soft furnishings;  
weekend family visits to view properties.  

• Should the post become vacant [for whatever reason] within 24 months, the 
staff member would be required to repay the allowance calculated on a 
monthly incremental basis. 
 

Spouses and Partners 
• Expenses incurred by or on behalf of spouses and partners are not reimbursable 
• An exception to this can only be made when there is an essential and exceptional 

business case and this must be authorised in advance by the Principal. 
 
Subscriptions to Professional Bodies  

• The College will not normally bear the cost of personal subscriptions to 
professional bodies.  

• Where an individual‘s membership of a professional body can be demonstrated to 
result in wider benefit to the College, the Principal may agree to meet the cost of 
the individual’s subscription from College funds.  

 
Subsistence Rates 

• When travelling away from West Highland College UHI staff are entitled to claim 
the cost of main meals and other incidental expenses. 

 
Day Subsistence Rates – within the UK 

 
  Lunch     - up to £15 
  Dinner     - up to £25 
 
  Meals Outside the UK 
  

While meals will be reimbursed on actual receipts, staff are asked where possible 
to adhere to UK limits as above. 
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Taxis 
• Taxi fares are only admissible for journeys for which there is no other suitable 

method of transport, e.g. where heavy luggage has to be transported or where the 
saving of official time is of paramount importance. 

• When a taxi all expenses must be claimed using the College Expenses Form and 
supported by receipts. 

 
Unused Tickets 

• All unused tickets must be submitted to the Finance Office immediately upon the 
employees return to enable an application for refund to be made. 
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Committee/Group Name Finance and General Purpose Committee paper no: 
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To ensure that employees, representatives of the college and 
Board of Management members who drive in connection with 
their work, do so in a safe and legal way and a safe and legal 
vehicle, and by doing so reduce the risk of death, serious injury or 
prosecution to themselves and other road users. 
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2. Excellence for All ☐ 
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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. 
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(tick those that apply) 
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For discussion    ☐ 
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Resource implications 
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Risk implications No Further explain risk implications 
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Date of meeting 18/03/2019 
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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) ☐ 
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http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Driving at Work Policy  
  
1.0  Purpose  
  

The College recognises its general duty to do all that is reasonably practicable to ensure 
that employees, representatives of the college and Board of Management members who 
drive in connection with their work, do so in a safe and legal way and a safe and legal 
vehicle, and by doing so reduce the risk of death, serious injury or prosecution to 
themselves and other road users.  

  
The purpose of this policy is to:  

  
• Ensure that the College complies with current Health and Safety Legislation, as it 

applies to work activities on the roads just as it does to all other work activities.  
Therefore any vehicle in which employees/representatives and Board of Management 
members carry out business on behalf of the College is regarded as a place of work 
and as such is subject to said legislation;  

 
• Promote safe and healthy business travel on behalf of the College – this may include 

attending conferences and seminars, work placements and travelling between College 
sites etc;  

  
• Avoid and/or reduce driving-related incidents;  

 
• Reduce the risks to the safety of other road users and members of the public by those 

driving whilst at work or on College business.  
 

This document will outline responsibilities and how the risks from driving at work will be 
managed.  

  
2.0  Scope  
  

2.1 This policy applies to all employees and the use of College owned, leased or hired 
vehicles and private vehicles when used for work purposes irrespective of the 
frequency of the journeys made or the type of vehicle.  

  
It covers work-related driving on and off campus, including driving between 
College premises e.g. to Learning Centres.  

  
Note:  It does not apply to commuting from home to the normal place of work and vice 
versa (but would include travel from home to a location which is not the usual place of 
work).  

  
It is also irrespective of whether or not the driver claims reimbursement for mileage 
undertaken.  

  
2.2  This policy will also apply to students, college representatives, volunteers and 

members of the Board of Management if they are asked to drive on College 
business.  
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3.0  Definitions  
  

3.1  Driving at Work  
 
Refers to any work carried out on College business that involves the 
employee/college representative or Board of Management member driving a 
vehicle and covers all journeys other than from home to their normal place of work 
and the return journey.  

  
3.2  College Vehicle  

 
Any vehicle owned, leased or hired by the College.  

  
3.3  Private Vehicle  

 
Any vehicle used by a person driving on College business which is not owned, 
leased or hired by the College.  

  
4.0  Key Principles  
   

The College will:  
  

4.1   Make arrangements to ensure that all drivers are appropriately qualified, licensed, 
insured and trained.  

  
4.2  Ensure that risk assessments for driving activities are undertaken and ensuring 

drivers have adequate resources to complete these e.g. training, time etc.  
  

4.3  Ensure that procedures are in place to report, record and where appropriate, 
investigate driving related incidents including vehicle breakdowns.  

  
4.4  Ensure the safe and efficient use of College leased and hired motor vehicles by 

having adequate arrangements/procedures in place.  
 

5.0  Responsibilities  

The organisational structure for the implementation and management of the College's 
statutory health and safety duties is described in detail in the Health and Safety Policy.  

  
General duties for Driving at Work remain the same, but additional or specific duties 
relating to this policy are detailed below.  

  
5.1  Managers 

 
.  It is the responsibility of all managers to:  

 
• Bring this policy to the attention of staff who they line manage.  

 
• Ensure that there are risk assessments in place for driving activities and that these 

risk assessments include inclement weather.  
 

• Ensure that there are procedures in place in the event of inclement weather.  
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• Give prior approval for business related travel and to authorise vehicle travel 

expenses for approved drivers.  
 

• Seek Health & Safety advice on driver training requirements  
 

 
5.2  Estates and Facilities  

 
The Estates and Facilities Manager will ensure:  

 
• There is a mechanism and checks in place to ensure that drivers are qualified to 

drive College leased vehicles, (Annual licence checks), this includes D1 
entitlement for drivers of mini buses and personal car insurance policies cover the 
driver for business use 

 
• There is a system in place to ensure that any College leased vehicle is maintained 

in a roadworthy condition and complies with legal requirements.  
 

• That any College leased vehicles are fit for purpose.  This includes a documented 
service history, valid Ministry of Transport (MOT) certificate (where applicable), 
current 'road tax' and insurance.  

 
• That any reported road traffic related accidents are investigated accordingly.  

 
• That the College insurers are notified of any accident involving College vehicles.  

 
• Inform Executive Leadership Team of reported road traffic related accidents 

accordingly.  
 

• That drivers of College vehicles are aware of vehicle breakdown and accident 
procedures (including punctures) as part of the pool vehicle induction.  

 
• Review and update this policy and ensure an EIA is carried out on this policy 

 
• Quality approval check of the policy is the responsibility of the Estates and 

Facilities Manager who will arrange for the policy to be posted on the web 
 

 5.3  Human Resources  
 

Human Resources will:  
 

• Advise and support managers on related HR procedures when required.  
 

• Refer staff to the College Occupational Health Provider when necessary.  
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  5.4  Occupational Health Provider  
 

The College Occupational Health Provider will:  
 

• Carry out a fitness to drive assessment of drivers who are referred by HR.  
 

• Assess all drivers who are referred by HR in accordance with the DVLA medical 
rules for driving.  

  
 

5.5  Health and Safety Officer  
 

The Health and Safety Officer will:  
 

• Investigate reported road traffic related accidents accordingly in conjunction with 
the Estates Department as appropriate.  

 
• Advise as necessary on driving at work risk assessments.  

 
• Advise on specialist training when required eg MiDAS 

 
 
5.6  Staff Development Officer  
 

• Arrange specialist training when required eg MiDAS 
 

  
5.7  All Drivers  

  
It is the responsibility of all drivers to ensure that they:  
 

• Comply with UK Driving Legislation; The Highway Code and understand their legal 
obligations. 

  
• Hold the appropriate driving licence entitlement.  

 
• Hold a current MiDAS certificate when driving a minibus on behalf of the college.  

 
• Do not use the passenger lifts on minibuses unless they have had the appropriate 

training i.e. MiDAS Accessible.  
 

• Are medically fit to drive.  
 

• Complete the Motor Vehicle Insurance Declaration Form prior to driving on 
College business.  

 
• Comply with this policy.  In cases of staff drivers breaching this policy, then 

College disciplinary procedures may be followed.  
 

• Inform their line manager and the Estates Department if there is a medical reason 
why they should not drive e.g. prescription drugs/medicines.  
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• Comply with the College's Smoking policy.  
 

• Do not use a hand-held mobile phone to make or receive calls whilst driving on 
College business.  

 
• Comply with legislation with regard to the wearing of seatbelts whilst driving and 

make every effort to enforce the wearing of seatbelts for adult passengers in their 
vehicles.  

 
• Comply with the legal requirements for seat belts and child restraints when 

carrying persons under 14 years of age.  
 

• Are satisfied that prior to any journey on College business that the vehicle they are 
driving is fit for its purpose and roadworthy.  

 
• Are responsible for all repairs associated with their own private vehicle  

 
• Inform Estates Department if they become aware of any faults on College owned, 

leased or hired vehicles.  
 

• Have current 'business use' insurance when using their own private vehicle for 
College business.  

 
• Claim for expenses as per current College Staff Travel and Expenses Policy.  

 
• Report any accidents whilst driving on College business using the online SHE 

Assure Incident Reporting System.  
 

• Operate vehicles in a safe and legal manner and minimise risks to other 
employees and others affected by College activities.  

 
• Are aware of risk assessments for driving activities they carry out on behalf of the 

College.  
 

• Inform Estates Department of any changes to their licence eg revoked driving 
licence, additional penalty points.  

 
• Check weather conditions prior to onset of journey and make alternative 

arrangements when necessary.  
 

• Do not carry unauthorised passengers in vehicles.  
 
Whether using your own, College owned/leased or hired vehicle, the driver is responsible for any 
fines or penalties for any road traffic offences including:  
  

• Illegal parking.  
 

• Improper use of mobile phones.  
 

• Speeding.  
 

• Administration costs.  
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Drivers Shall Not: 
  

Travel alone with a student in a vehicle, however short the journey.  Where circumstances 
require the transportation of a student in a vehicle, another member of staff or a volunteer 
should also travel in the vehicle.  In an emergency situation, eg  a medical emergency, 
where it is essential that a driver transports a student on their own, it is vital that the 
appropriate Curriculum Lead Manager, or the Safeguarding Coordinator or a member of 
the College Executive Leadership Team and the parents/guardians are notified 
immediately (Linked policy - Safeguarding Policy and Procedure).  

   
 
 
 
6.0  Linked Policies/Related Documents  
  

Health and Safety Policy  
Staff Travel and Expenses Policy 
Staff Disciplinary Procedure  
Safeguarding Policy and Procedure  
Driver Declaration Form 
 

7.0  Relevant Legislation  
 

Health and Safety at Work etc Act 1974  
Management of Health and Safety at Work Regulations 1999  
The Highway Code  
The Prohibition of Smoking in Certain Premises (Scotland) Regulations 2006  
Road Traffic Acts and Associated Regulations  
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