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Finance & General Purposes 
Committee Minutes 

UNAPPROVED Minute of the meeting 
held on 6 March 2018 

in Fort William and by VC 

Present: Hayley Lewis (convenor), Gordon Bushnell, John Hutchison, Lydia Rohmer 
(Principal).  

Attending: Sue Macfarlane (Vice-Principal), Matt Simpkinson (Director of Finance and 
Estates), Claire Wylie (Secretary) (Minutes) 

1. Apologies

Lucy Petrovicova, Lewis Sturrock.

2. Declarations of interest

There were no declarations

3. Minutes of meetings of 29 November 2017

These were approved.

4. Matters arising

4.1 Collaboration within UHI partnership

The ‘West cluster’ (Lews Castle, Argyll, Sabhal Mòr Ostaig, SAMS and West 
Highland College had held a successful meeting last month to discuss closer 
collaboration. The main potential areas for ‘quick wins’ were identified as the 
curriculum and corporate services. Plans were in place for extensive 
collaboration for 2019-20. The Vice-Chancellor Clive Mulholland was 
supportive of the West cluster, and the Principal advised that she was 
exploring how to increase the visibility and resourcing of the cluster within the 
UHI. 

With regard to the potential integration of four colleges with UHI (the colleges 
being Lews Castle, Inverness, Moray and North Highland), an integration 
board was now established; it was noted that chairs of all colleges not just 
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those directly involved were invited to attend meetings of the integration board 
as observers. 

4.2 National bargaining (support staff) 

There had been no further developments or communications regarding UHI’s 
request that all aspects of the support staff pay settlement be implemented, 
whether or not it was funded. 

 4.3 Student accommodation 

The planning application for FW residences was being resubmitted and a 
decision was expected at the end of the month. Potential student 
accommodation was still being sought in the Broadford area, with possible 
leads being WHC students using SMO residences, or the use of pre-fab 
buildings and portacabins. The most desirable outcome was to gain access to 
SMO accommodation. 

4.4 Boardpad 

It had not proved possible to make use of Boardpad for paper management 
software. The UHI licence for its use was due to expire at the end of April 
2018, and steps were being taken by UHI to source an alternative. It was 
hoped that WHC would be able to opt-in to the new software should it wish to 
do so. 

5. Any other business

There were no items

6. CONFIDENTIAL Management Accounts to end of January 2018

These were endorsed by the Committee.

The Director of Finance explained that the main unknown was the HE income for the
current session, which could be £40K either way of the estimate used in the
Accounts. Full information was expected by the time of the Board meeting at the end
of the month. However, should this not be available at that point, the convenor
requested that the Board be made aware of the range of outcomes that might be
expected; there may be serious implications for the College’s financial strength and
the Board should be made aware of this.

Regarding accurate projections for student numbers into 2018-19, the Vice Principal
assured the committee that the team understood the market for new students; for
next session, even greater focus would be placed on the HNC market and on
retaining continuing students.

7. Strategic Dialogue Day: reflections

The Principal reported on a very positive day, which involved senior staff from SFC
and WHC, and Professor Mulholland, along with John and Gordon from the Board.
The SFC team recognised the challenges posed by National Bargaining, and how
essential rurality funding was to the College. They were impressed by the staff and
the students they met.
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As students had raised IT issues as an area of concern, this was discussed by the 
Committee. Matt and Sue took the view that although there were sometimes 
problems, for a number of different reasons, there was a process for working through 
these and that engagement with LIS (UHI Learning & Information Services) was 
strong. They advised that current work was being undertaken to understand what the 
future IT needs would be in the light of changes in learning and teaching, and 
technologies available to support this. 

8. Centre for Science and Technology

The SFC had given very positive feedback to the outline business case and had
encouraged the College to submit a full business case, to take the plans to RIBA
stage 3. A 25-week programme was in place for preparing this, and the necessary
funding (£425K) was being sought. HIE has committed £144K and UHI £75K with the
remainder being sought from SFC.

In the meantime, there was continuing activity around planning the workshop and
learning spaces so that they fitted the needs of students, employers and
stakeholders. The project manager was working with the Council and NHS regarding
shared spaces and facilities.

Newton Rooms (centres aimed at helping young people pursue careers in STEMD
subjects) were currently under discussion in Gairloch and elsewhere, and would link
in to the Centre in FW.

9. Estates Project Group (review)

There was currently no convenor for the Group, and the question was raised as to
whether the Group was needed or whether other means could be found to oversee
the governance of the two major projects currently getting underway. It was agreed to
examine the terms of reference for the Group, and give further consideration to the
matter prior to the next Board meeting.

10. Health and Safety report – quarter 2 2017-18

The report was received by the Committee.

The one RIDDOR injury was discussed in some detail by the Committee; members
were content with the assurances that the team had thoroughly examined the
circumstances and the accident was an isolated incident.

11. Progress on WHC Equality Outcomes 2017-18

The lengthy list of actions and progress towards their completion was welcomed by
the Committee. Although there was still a lot of work to do, the College had perhaps
been too demanding on itself in terms of the number of actions and the timescale in
which to complete them, especially considering the change in HR staffing.  It was
acknowledged that good progress had been made.

12. Union Recognition at WHC

The request from EIS to represent all teaching and academic staff at WHC had been
declined by the College, but negotiators were invited to attend a meeting at the
College where the request would be discussed further. The Principal was keen to see
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evidence from the union for the level of support that there was for their proposal 
amongst the staff.  

13. Policy for review: Lone Working

The revised policy was endorsed.

A discussion was held regarding the appropriateness of this policy to board members
and it was agreed that it would not apply. Generally speaking, most policies were for
staff and students and sometimes others with a significant time connection with the
College.

14. Date of next meeting

Wednesday 6 June 2018
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP/060618/6 
Subject Budget for 2018-19 

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

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

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

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

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

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

ELT 

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/060618/7 
Subject Management Accounts for 9 months ended 30th Apr 2018 
Purpose of paper To show financial position and forecast for 2017-18 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Confidential and not to be discussed outside this group 
Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications Yes Financial sustainability at risk 
Date paper prepared 29/05/2018 
Date of meeting 06/06/2018 
Author Matt Simpkinson – Director of Finance & Estates 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

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

. 

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: 

F&GP_060618_8 

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

Purpose of paper 

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

The Board is invited to discuss its current position statement. 

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

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 

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

Risk implications 

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

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

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☒

For endorsing   ☐

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

Which other committees have been consulted? ELT 
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 ☐
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Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐

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

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

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

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☒

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

2018 

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper 

no:F&GP060618/9 
Subject STEM Centre Project Update 

Purpose of paper To appraise the committee of the progress of the STEM Centre 
project and the next steps. 

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

2. Excellence for All ☐

3. Other strategies ☒

4. Risk management ☐

5. New opportunity/change ☒

Describe the linkage: 
Click to enter text. 

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

Risk implications No Further explain risk implications 
Date paper prepared 04/06/2018 
Date of meeting 06/06/2018 
Author Matt Simpkinson – Director of Finance & Estates 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☒

For discussion   ☒

For endorsing   ☐

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

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

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

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

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

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

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

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

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☐

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

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College: STEM centre, Stage 2. 

1. Background

1.1 We have now finalised the feasibility stage 1 of the STEM project.  The 
outcome of this is an agreed accommodation schedule, floor plan and site 
plan. Some initial work has also been done on external finish options.  This 
work was procured through the SCAPE Framework. 

1.2 Agreement has been reached with NHS Highland on the site size required 
for the STEM Centre.  (NHS Highland is Highland Council’s prime partner 
on the “Tesco” site.) This has enabled Highland Council (HC) to provide 
WHC with a letter of comfort regarding our future acquisition of the site.  

1.3 We have assembled funds to enable us to move into stage 2, which 
includes completing site investigations, detailed internal and external 
designs, planning application and costings.   We expect this work to take 
20-25 weeks.  This work will also be procured through the SCAPE 
Framework. 

1.4 Our work on the STEM centre now coincides with HC’s Masterplan for the 
remainder of the East side of the Blar Mor which they now own.   HC intends 
to build c300 houses/flats on the site in 2 phases.  Their Masterplan is 
currently going through a pre-app stage of planning.  Their aim to start 
removing peat from the site in the autumn of 2018, and commence building 
the first 90 houses/flats before April 2019.  

1.5 The STEM project will hopefully benefit from the Masterplan work in terms 
of investigations and assessments which the planners will wish to see 
undertaken for the HC project, eg traffic impact and environmental 
assessments, Scottish Water and SSE etc.   

1.6 The Masterplan has however demonstrated that the road as built into the 
site is not as specified on the original Miller Development drawings but 
actually bites some 3m into the site.  We will therefore have to revert to NHS 
on our recently agreed land requirement. 

2 STEM Stage 2 

2.1 Work on Stage 2 will commence w/c 4th June and workshops are planned 
with staff prior to the end of June to inform the design team work on detailed 
requirements.  

2.2 We also plan to have drawings and elevations on display in the foyer and 
through our website during June for initial input from staff and students.  



2.3 Our requirement is to have the STEM centre open by September 2020.  We 
anticipate a 60 week contract period ideally ending in July 2020 to enable 
fit out to take place.  

2.4 Our headline timetable and key decision points at this time to achieve this 
are: 

Activity Timescale Decision makers 
Complete initial workshops and 
meetings of key WHC/UHI staff to 
inform design. 

End June 2018 WHC staff/project 
board (PB) 

Planning application submitted Aug 2018 PB 
Meet with HC to take forward Heads 
of Terms on the site 

End June 2018 PB 

Meet with SFC/HIE/UHI to review 
progress of Full Business Case 
(FBC) 

June/Aug/Oct 2018 SRO/CM/PM 

Consider procurement options and 
decide on preferred option for main 
contract 

Aug 2018 WHC Estates, 
F&GP/Board 

Consider and agree risk register for 
STEM centre 

June/Sept 2018 WHC PB/Estates, 
Audit/Board 

Submit FBC to WHC Board, UHI and 
SFC 

Oct 2018 WHC Board 

Award of funds Dec/Jan 2018 SFC 
Tender/Award of contract Mar 2019 WHC Board 
Practical completion June/July 2020 
Fit out July/Aug 2020 
Opening Sept 2020 

2.5 The current risk register for the STEM centre is: 

Ref Category Description Impact LxI Mitigation 
STEM 1 Finance Failure to assemble the 

required financial package 
to deliver the project 

3 x 5 
=15 

Potential to split the 
funding between UHI 
(ESIF) and SFC. 

Addition of new 
major employer 
needs strengthens 
business case 

Pursue all avenues 
for funding, develop 
strong applications 

STEM 2 Finance Failure to attract the 
required credit value to 
deliver the additional STEM 
curriculum 

3 x 5 = 
15 

Addition of new 
major employer 
needs strengthens 
business case. 

Ensure good income 
from course delivery, 



and sound cost 
control 

STEM 3 Finance Tender exercise does not 
deliver tender within 
financial envelope 

 2 x 4 = 8 Match user spec to 
design, ensure 
design fit for 
purpose, manage 
procurement process 
effectively 
 
Early contractor 
engagement as part 
of stage 2.  
 
Provide accurate Bill 
of Quantities 

STEM 4 Finance Costs increase against 
agreed contract value  

 3 x 5 = 
15 

WHC will ensure 
accommodation 
schedule and design 
are not changed post 
tender.   

STEM 5 Construction Unexpected issues arise 
during construction 

 2 x 4 = 8 Detailed site 
information has been 
received from 
Highland Council. 
Further site 
investigations will 
take place 
 
A contingency of 5% 
will be included in the 
contract. 

STEM 6  Construction Completion delayed  2 x 4 = 8 Tight contractual 
arrangements and 
monitoring, control of 
‘extras’ 

STEM 7 Benefit Lack of uptake of 
curriculum offered 

 2 x 4 = 8 Ensure detailed 
dialogue and 
consultation with 
employers’ group 
 
Match curriculum to 
need/opportunity 
through research, 
consultation, 
effective marketing 
etc 
 

STEM 8 Benefit Low or limited benefits to 
partners 

  2 x 4 = 
8 

Ensure effective 
consultation from 
design through to 
implementation 

STEM 9 Benefit Overall lack of focus on 
outcomes/impacts 

 2 x 4 = 8 Regular focus at high 
level, with remedial 
action when required 

 
 

 
 
 



 



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

FGP/060618/10 
Subject Health and Safety Report – Qtr 3 2017/18 
Purpose of paper The report covers the various issues around health & safety 

including: 
• A summary of the recorded incidents since the last Board 

meeting 
• The RIDDOR Incident Rate graph per 12 month rolling 

period for work or course related injuries  
• Illustrations of work/course related incidents split by 

location, course activity and staff/student designation. 
• Updates on progress of Health and Safety initiatives being 

undertaken by the College 
 
Summary of Recorded Incidents Since Last Meeting: 
 
Appendix 1 
 
One incident centred around the transporting through the café hot 
liquids for hospitality servicing in meetings. The commercial café 
manager looked at a number of solutions and with the exception 
of flasks of tea and coffee all meeting catering requirements for 
hot soup will be served at a reserved table in the café area. 
 
Another incident was recorded which involved a student who for 
behavioural reasons is not able to respond in the required manner 
in the event of a fire evacuation. It is essential as managers of the 
premises that we are able to evacuate the building fully. Following 
meetings with the students’ parents and support workers it has 
been decided that in the interim student will not attend College 
until a mutually agreeable solution is found. 
  
The last incident involved the trigger of the fire alarm at our Fort 
William premises, which turned out to be false alarms. 
 
The Fire Service were unable to reset the alarm during the 
evening which meant the identified zone had to be left with no 
protection overnight. ADT engineers were on site the following 
morning and they too were unable to identify any defective  
parts.  
 
Due to the age of the fire alarm system it is recommended that  
the system be upgraded to a fully addressable system which will 
enable us to improve diagnostics and improve any fire protection 
associated risk management.  
 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
 
Appendix 2 
The RIDDOR incident graph shows no significant upward or 
downward trend. Continued vigilance is required to ensure 
improved performance 
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Illustrations of work/course related incidents: 
 
Appendix 3 
The graphs give clear detail with no worrying trends of increased 
levels of incidents across any location or course activity 
 
SHE Assure Software Solution: 
 
Work is progressing with SHE Assure Software. Incident 
Reporting and Hazard Reporting has been rolled out for general 
use. Training guides have been customised for the College and 
good feedback has been reported from users. The next stage of 
development will be around Risk Assessments, COSHH 
Assessments, Fire Risk Assessments and DSE (display screen) 
Assessments. 
 
The College is keen to improve our Near Miss Reporting process 
and it is hoped that especially with the Report a Hazard ability in 
SHE Assure the level of reporting can be increased. 
 
Audits and Inspections 
 
Our annual process of audit and inspection across all our centres 
and courses is underway with a target completion date before the 
arrival of the new student intake. Any actions will be discussed 
and recorded at the Health and Safety Committee. 
 
Workplace Driving 
 
The College will be undertaking specific training for those who will 
drive minibuses for work purposes. The College will engage 
Roger Denman of Advanced Training Services who:- 

• is an Approved Driving Instructor holding class 1 PCV and 
LGV driving licences (D+E / C+E) 

• holds Certificates of Professional Competence in Road 
Passenger and Road Freight Operations - National and 
International  

• and is a Member of the Chartered Institute of Transport 
(now merged with the Institute of Logistics and Transport) 
and a member of the Institute of Advanced Motorists.   

 
On a ‘Train the Trainer’ basis the course will be specifically 
tailored to our requirements. 
 
Expert Health and Safety Advice 
 
The College will be looking to build resilience with our procured 
Expert Health and Safety advice currently provided by Fred 
Fudge. This may take the form of either external consultancy, 
internally through training or via collaboration with UHI academic 
partners. 
Discussion will take place at ELT and College Management  
Group prior to presentation at the Health and Safety Committee. 

Strategic linkage  
Tick all that apply: 

Describe the linkage: 
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1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

College duty under the Health and Safety at Work Act 1974 
(HASAWA) to protect the health, safety and welfare of their 
employees and other people who might be affected by their 
business.  

Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications Yes       
Date paper prepared 28/05/2018 
Date of meeting 27/06/2018 
Author Jane Ollerenshaw 
Equality Impact Assessment No  If no, explain why, if yes give details of impact assessment.     

Action requested 
(tick those that apply) 

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

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

Which other committees have been consulted? 
How else have you consulted? 
 
Health and Safety Committee 

• Scheduled 6 weekly meeting 
College Management Group 

• Paper to be noted 
 

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

Yes 

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

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

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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                                Appendix 1 
 

 

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

Centre 
Course  Description and any action taken  Classification  HSE/UHI 

Notified 
499  12/03/2018  N/A  Fort William  Café Area  A concern was raised regarding the delivery of hot soup in an 

urn across the busy café area for hospitality provision in a 
classroom. A number of solutions have been discussed as part 
of the investigation and for the most positive risk reduction it 
will be proposed that any hospitality requests requiring the 
provision of soup are within the café area 

Near Miss  No 

501  12/03/2018  N/A  Fort William  SLP  Whilst undertaking a routine fire drill a student member of 
the SLP class with disabilities was not able to be evacuated 
from the classroom. This has severe implications for risk 
management both for the student and the College. Following 
investigation and report to H & S committee a decision will 
need to be taken regarding the attendance of this student at 
the College or a management plan developed to manage this 
specific risk 

Near Miss  No 

502  12/03/2018  N/A  Fort William  Centre  At just after 6pm the fire alarm was triggered across the 
building. The premises were evacuated and the Fire Service 
attended. They were unable to trace the source of the trigger 
or reset the alarm. The zone was isolated and an engineer call 
was booked for the following day.  No fault was found and the 
alarm reset successfully. Investigate an improved fire alarm 
system with automatic fault location diagnostics.  

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

Board F&GP060618/11 
Subject Estates Project Group (review) 

Purpose of paper 

Committee members are asked to note the minutes of the recent 
Estates Project Group meeting and endorse the way forward. An 
update on progress will be given to the meeting. 
 

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

Describe the linkage: 
The significant capital projects which may get underway shortly 
require board oversight. 

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

Risk implications No Further explain risk implications 
Date paper prepared 30/05/2018 
Date of meeting 06/06/2018 
Author Convenor, Secretary 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 
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* 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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Estate Project Group 
Minutes 

 
UNAPPROVED Minute of the meeting of the Estates Project Group  

held on 21 May 2018 
in Fort William and by VC 

 
 
Present: Hayley Lewis (Convenor), John Hutchison, Christine Mackay, Lydia Rohmer, 
Hilary Stubbs. 
 
Attending: Matt Simpkinson, Director of Finance and Estates, Jackie Wright, Estate Client 
Manager, Claire Wylie, College Secretary (Minutes). 
         
 
 
The Group met to discuss how best to manage the Board’s oversight of significant capital projects 
which were expected to be developed over the next few years. This was serious work, which 
needed some concentrated attention from Board members. However, since Iain Turnbull’s 
resignation, no-one had presented themselves as convenor for the Group and a re-think was 
required on how to move forward. 
 
A discussion was held regarding whether a Group was needed at-all. Everyone present agreed 
that it was. There were several reasons for this, including the fact that bringing all the estates items 
to Finance & General Purposes would dilute its own agenda and not offer the agility needed to 
meet and make decisions outwith the committee cycle. It was also thought that, because of the 
potentially serious reputational damage which would occur should anything go wrong with any of 
the projects, a dedicated group could provide the necessary good governance. It should also have 
the time to examine the detail and this too would be critical to the success of the endeavours.  
 
It was further discussed whether the Group could be split into several different groups, one for 
each of the projects. This was seen to be difficult to manage and not regarded favourably. 
 
The possibility of seeking external expertise to support the Group was welcomed. 
 
The final decision was that further effort would be put into finding a convenor (for a Group or 
Committee). It would be emphasised that expert advice was on-hand and it was not necessary for 
the convenor to be conversant with estates’ matters, but only to offer strategic direction, problem 
solving, decision-making and an understanding of risk. 
 
The Chair agreed to communicate this with members of the Board, and ask for nominees by Friday 
1st June. 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

Board F&GP060618/13 
Subject Review of F&GP committee effectiveness 

Purpose of paper 

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

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

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

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

Risk implications No Further explain risk implications 
Date paper prepared 24/05/2018 
Date of meeting 06/06/2018 
Author       
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

  

 
F&GP 06June2018 

Page 47



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

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

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

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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From: Claire Wylie  
Sent: 08 May 2018 14:22 
To: John Hutchison <jch@abrach.com>; Lydia Rohmer <lydia.rohmer.whc@uhi.ac.uk>; Lucia 
Petrovicova <hisa.whc@uhi.ac.uk>; Lewis Sturrock <lewis.sturrock.whc@uhi.ac.uk>; Bill 
Mitchell <bill.mitchell@optimum-org.co.uk>; Lisa McAndrew 
<lisa.mcandrew@computershare.com.au> 
Cc: Hayley Lewis <lewish998@gmail.com> 
Subject: F&GP committee evaluation 
 
Dear F&GP members 
 
You might recollect that committee evaluations were going to be completed this year, and that 
the forms for this purpose were approved by the Board in December 2017. 
 
I attach the form for the F&GP committee. I’ve put in a very few draft responses (which Hayley 
has seen) but it can only be completed by yourselves. (UPDATED WITH HAYLEY’S INPUT). 
 
The plan is to complete the form at the next meeting of F&GP, but the purpose of this email is to 
give you some extra time to think through what your responses would be to the questions. If you 
would like to make any preliminary observations or have any questions, please do not hesitate to 
share these either with all members of F&GP, or Hayley, or me, as you wish. 
 
I will also send the form to Matt and Sue for their comments on the effectiveness of the 
committee.  
 
Thanks for your help with this. 
 
Regards, 
Claire 
 
 
 
Claire Wylie 
College Secretary to the Board 
West Highland College UHI / Colaiste na Gàidhealtachd an Iar UHI 
Please note I work part-time hours but will generally check my emails throughout the working week. 

Direct Dial: 01397 874525 | www.whc.uhi.ac.uk | Please think before you print  
Taigh Darach, Lochalsh Business Park, Auchtertyre, Kyle of Lochalsh, IV40 8EG 
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Finance and General Purposes Committee Evaluation – to be completed by the 
Committee collectively 
 
Date:  
 
                                                                                                                                         

Yes              
 
No 

 
Action 

Does the F&GP committee have written 
terms of reference (TOR)? 
 

 
Yes 

  

Do the F&GP committee members 
 clearly understand their roles and 
responsibilities?  Do they understand the 
part they play individually ? 
 

Yes  Training provided during 
induction of new members.  
TOR available for reference.  
Further training to be 
developed during 2018 
 

Do the F&GP committee members have 
the right skills and expertise to enable 
them to challenge effectively ? 
 

Yes 
 

 The Board is currently 
seeking additional financial  
and HR expertise to add to 
the skills it already has in this 
area.  

Do members understand the financial 
regime in which the institution operates ? 
 

Yes  CDN training and reference 
materials available to assist 
with this, as well as general 
induction training.  Need to 
consider the requirement for 
refresher training on a cyclical 
basis. 

Are the F&GP committee members 
familiar with, and do they understand, the 
financial memorandum? 
 

Yes   

Do committee members have an 
understanding of the key challenges and 
risks facing the institution over the 
medium to long term and the institution’s 
environment and strategy? 
 

 
Yes 

  

Are F&GP committee members 
independent of the management team 
and other committees ?  
 

 
Yes 

  

Do the committee members ask ‘tough 
questions’ ? 
 

Yes  Members are encouraged to 
add robust challenge to 
decision making 

Are there appropriate training and 
induction procedures for the F&GP 
committee members ?  
 

 
Yes 

 Training and induction are 
areas still under development/ 
for improvement. 

Do the clerking arrangements for the 
F&GP committee ensure that the 
members’ time is used effectively ? eg : 

Yes 
 
 

 
 
 

Agenda planning meetings 
are held.  Secretariat support 
is proactive and 
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• is there a good reason for each 

item being on the  agenda ?  
• Are all papers circulated 

sufficiently in advance ( and none 
tabled ?) and distributed in 
sufficient time for members to give 
them due consideration?  

• Do the reports prepared for the 
audit committee members make it 
clear what they are being asked to 
do/agree ? 

 

 
Yes 
 
 
 
 
 
 
Yes 

 
 
 
Not 
always 

professionally provided.  
Members are encouraged to 
ensure adequate preparation 
undertaken in advance of 
meetings 
 
Occasional late papers are 
permitted for operational 
reasons, but this is exception 
rather than norm 

Do the F&GP committee members receive 
reports that are comprehensive but 
concise and tailored to their needs ? Is the 
information they receive robust and 
objective ? 
 

 
Yes 

 Work is ongoing to reduce the 
volume of papers and ensure 
they are concise but 
comprehensive.  Further work 
is required to report trends 
and KPI’s 

Do the F&GP committee members have 
the opportunity to review and challenge 
the budget? 
 

 
Yes 

  

Is the F&GP committee aware of the 
responsibilities of the governing body in 
relation to value for money and how it 
impacts upon the decisions made by the 
committee? 
 

   

Is the committee aware of the audit 
committee’s views on the institution’s 
arrangements for securing value for 
money? 
 

  
No, I 
should 
imagine! 

 

Is the committee aware of risk 
management in relation to its TOR 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP060618/14.1 
Subject Records Management Policy Update 

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

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

Describe the linkage: 
Click to enter text. 

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

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

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

Action requested 
(tick those that apply) 

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

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

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

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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Records Management - Policy and Procedure 

 
1.0 Purpose 

 
1.1 The purpose of this policy is to provide a framework to ensure that a records 

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

 
2.0 Policy 

 
2.1 West Highland College UHI recognises that recorded information is a key 

resource to effective operation and accountability, providing valuable evidence 
of the College’s activities and transactions. 

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

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

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

occupied and the human resources needed to look after them. 
 

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

 
3.0 Scope 

 
3.1 This policy applies to all recorded data which is created, collated, processed, 

used and retained in the course of College business. This can include paper, 
electronic, digital, and multimedia records. 

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

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

 
3.3 Departmental retention schedules detail staff responsible for retention and 

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

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

 
4.0 Responsibilities 

 
4.1 The member of staff designated as The Freedom of Information Officer is 

responsible for the design, implementation and maintenance of this policy. 
The Freedom of Information Officer will also be responsible for staff 
awareness of records management issues to ensure that they are aware of 
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their obligations in this area. 
 

4.2 All Directors and Managers are responsible for monitoring the creation, 
security and disposal of records retained in their department. 

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

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

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

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

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

 
5.0 Definitions 

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

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

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

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

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

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

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

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

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

 
6.0 Key Principles 

 
Each area of the College must have in place adequate arrangements for 
documenting its activities, with due regard to any relevant legal and regulatory 
instruments which may apply. Arrangements will reflect the following aspects:- 

 
6.1 Record Creation 
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• Appropriate records, arranged and indexed for rapid retrieval. 
• Procedures for keeping the system updated. 
• Appropriate staff training for those who use the system(s). 
• Retention periods (see departmental retention schedules). 
• The process for creating and maintaining a robust records system is 

outlined in Appendix 1. 
 
 

6.2 Records Maintenance 
 

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

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

 
6.3 Records Closure 

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

 
6.4 Retention Periods 

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

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

partners or community. 
 

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

 
Consideration should be given to the following factors: 

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

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

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

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

 
7.1 Linked Policies/Related Documents 

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

 
8.1 Relevant Legislation 

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

Inventory 

• Identify record classes. 
 

• Do copies exist? Ascertain master copy. 
 

• Establish location and ownership. 
 

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

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

 
• Storage arrangements should allow for easy retrieval. 

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

information. 
 

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

 
Appraisal and Disposal 

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

mark for further retention, archival or disposal as appropriate. 
 

• Record activity using form available at Appendix 2. 
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Records Retention/Disposal Schedule 
 

College Department - 

Reference Description Retention Period Archive Date Disposal Date Disposal 
Signature Comments 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

FGP/060618/14.2 
Subject Staff Redundancy Policy 

Purpose of paper 

To provide a framework to ensure that unavoidable redundancy 
issues are dealt with in a fair and equitable manner. In adopting 
this policy in relation to redundancy issues it is intended that the 
necessity for redundancies is reduced and that unavoidable 
redundancies are handled in a professional and positive manner.  
  
 

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

Describe the linkage: 
Click to enter text. 

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

Risk implications No Further explain risk implications 
Date paper prepared 29/05/2018 
Date of meeting 06/06/2018 
Author HR Manager 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

Which other committees have been consulted? 
How else have you consulted? 
 
Staff Consultation Meeting on 15th May 2018 
 
 
 

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

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

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

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

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Redundancy Policy  
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

Redundancy Policy

ELT manager 
Principal & Chief Executive 

Responsible officer 
HR Manager 

Date first approved by 
BoM 12 March 2013 
First Review Date February 2014 

Under Review: Board agrees that this policy will come 
to the Board meeting in June 2018. 

Date review approved 
by BoM 

Next Review Date 
June 2021 

Equality impact 
assessment Yes 

Further information 
(where relevant) 

Reviewer Date Review Action/Impact BoM 

V Ferguson May 2018 3 & 4 Additional Clauses 
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HUMAN RESOURCES POLICY AND PROCEDURES FRAMEWORK 

Redundancy Policy 

1 Purpose 

The policy outlined in this document, and the related procedures and appendices, are 
intended to ensure that unavoidable redundancy issues are dealt with in a fair and 
equitable manner. In adopting this policy in relation to redundancy issues it is intended 
that the necessity for redundancies is reduced and that unavoidable redundancies are 
handled in a professional and positive manner.  

The consideration and adoption of this policy does not signal that redundancies are 
either imminent or inevitable. It is recognised that the adoption of a redundancy policy 
and procedure is an appropriate step in reducing the possibility of redundancies arising 
and in positively considering and managing staffing issues.  

West Highland College values its members of staff and is committed to the provision 
of job security and continuity of employment. This stance is central to an environment 
that encourages research, teaching and professional, administrative and technical 
support that is so vital to our work.    However, as a result of changes in external 
funding, technological development, changes in organisational requirements, reduced 
student demand, or other reasons, it is recognised that a redundancy situation may 
arise as staffing requirements change.  When such situations arise, the College will 
endeavour to manage these challenges fairly, equitably and in the best interests of the 
College in the effective operation of its services.  

The College will seek to avoid compulsory redundancy and take steps to mitigate the 
impact of redundancy where practicable.  

2 Scope 

This policy document defines the framework within which redundancy issues will 
be handled in respect of all staff employed by WHC UHI  

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

2.1.3 Details of the statutory provisions in force in respect of redundancy issues 
    are available from the HR Office. 

 3  Policy 

 Where it becomes necessary for the College to consider possible redundancies, 
decisions in respect of individual members of staff will be taken in line with the College 
redundancy procedures.  

It is recognised that there may be changes in competitive conditions, organisational 
requirements, technological developments, funding environment or other changes 
which affect staffing levels.  

If redundancies are proposed, the College will consult recognised trade unions at the 
earliest opportunity with a view to reaching an agreement, and with employees who are 
to be made redundant, irrespective of whether or not they are members of a recognised 
trade union.  

In consultation with the recognised trade unions, the College will seek to avoid or 
minimise the effect of redundancies by considering available options.  

Where compulsory redundancy is inevitable, the College will handle the redundancy in 
a fair, consistent, objective and non-discriminatory manner.  

Where practicable, the College will provide appropriate support to assist employees to 
cope with redundancy and find alternative employment.  

4  Responsibilities 

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

The CMT and the Head of HR are responsible for the implementation of this 
policy.  

All staff are responsible for ensuring compliance with this policy. 
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5  Linked Policies 

Staff Redundancy Procedures and Appendices. 

Statutory and legal provision governing redundancy and dismissal issues. 

Information and advice regarding statutory and legal redundancy and dismissal 
requirements applicable to employment matters a may be sought by contacting the 
Director of Quality and Human Resources.  

Equal Opportunities Policy and Procedures. 

ACAS Code of Practice guidelines on Staff Redundancy. 

Review 

This policy will be reviewed every 3 years or whenever statutory regulations change. 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

F&GP/060618/14.3 
Subject Dignity at Work Policy 

Purpose of paper 

Approved by BoM on 12th December 2017 

Sexual Harassment clause added due to publication of EHRC 
report. 

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

2. Excellence for All ☐

3. Other strategies ☒

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

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

Risk implications No Further explain risk implications 
Date paper prepared 29/05/2018 
Date of meeting 06/06/2018 
Author HR Manager 
Equality Impact Assessment 
(EIA) 

Yes  If no, explain why, if yes attach the EIA. 
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(tick those that apply) 
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For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

Staff Consultation Meeting on 15th May 2018 

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

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

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

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

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

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

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☐

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

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

ELT manager Principal & Chief Executive 

Responsible officer HR Manager 

Date first approved by BoM 12 December 2017 

Next Review Date November 2020 

Equality impact assessment 

Further information (where 
relevant)  

This policy replaces (Prevention of ) Bullying and 
Harassment Policy  

 Reviewer  Date  Review Action/Impact  BoM 
 V Ferguson  May 2018 Sexual Harassment Clause added due to 

publication of EHRC report 
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1 Context  
  
West Highland College aims to sustain a culture which promotes equality, diversity and 
inclusion for all and to ensure a positive working environment of well-being, reward and 
recognition, dignity and respect.    
  
Underpinning these strategic aims is the College’s People Strategy which sets out our 
ambition to ensure that West Highland College is a great place to work by creating a 
positive, collaborative, safe and healthy working environment and to foster a culture of 
dignity and respect.   
  
2 Purpose  
  
The aim of the Dignity at Work Policy is to support and sustain a positive working 
environment for all staff, free from any form of unacceptable behaviour.  WHC is committed 
to providing a safe environment for all its employees free from discrimination on any ground 
and from harassment at work including sexual harassment. It highlights options available to 
staff if they believe they are subject to bullying, harassment or other unacceptable behaviour 
and sets out the responsibilities for managing and supporting staff when concerns are raised 
under the Dignity at Work Policy.   
 
West Highland College will operate a zero tolerance policy for any form of harassment in the 
workplace, treat all incidents seriously and promptly investigate all allegations of harassment. 
Any person found to have harassed another will face disciplinary action, up to and including 
dismissal from employment. All complaints of harassment will be taken seriously and treated 
with respect and in confidence. No one will be victimised for making such a complaint. 
   
The Dignity at Work Policy does not form part of and is not intended to vary the contract of 
employment or worker’s contract.  It may be amended from time to time, as necessary.    
 
  
3 Policy  
  
The College is committed to protecting the dignity of staff, students and visitors and all 
members of the College community in their work and their interactions with others.    
  
This policy details this commitment and explains what actions can be taken if its principles 
are not observed.  The College encourages individuals and managers to make every effort to 
resolve dignity at work problems informally in the first instance as this is often the most 
effective method of dealing with inappropriate behaviour, including bullying and harassment.    
  
In addition, the College expects all members of staff and the college community to treat each 
other with respect, courtesy and consideration at all times.  We are all expected to behave 
professionally and have the right to expect professional behaviour from others.  
  
4 Scope  
  
The principles of this policy apply to all staff, and visitors to the College (including those 
attending public events, customers, contractors and suppliers).    
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This policy will apply when issues of inappropriate behaviour, bullying or harassment arise.  
The staff Grievance procedure should be used to deal with other employment concerns.    

Dignity at Work may involve equalities issues and UK discrimination law provides specific 
protection against discrimination, harassment and victimisation on a variety of grounds.  The 
College takes its responsibilities in these areas very seriously.  The Equality and Diversity 
Policy provides more detailed information on these aspects of the law.     

In situations where a complaint relates to several issues the College reserves the right to 
decide how it should be best dealt with under the procedures available. Prior to making a 
final decision however, the HR Manager will liaise with the complainant to explore the 
options and explain the rationale for the proposed way of dealing with the situation.  

Members of College staff who have a complaint against a student should raise the matter 
with their line manager and the Head of Student Support.  

When a criminal offence may have been committed, the Dignity at Work Procedure may not 
be appropriate. These cases include, but are not limited to, serious assault or threat of 
serious assault. Staff members may wish to seek advice from the HR Department and/or 
approach the Police directly.   

5 Definitions 

Bullying and harassment are defined by the Advisory, Conciliation and Arbitration Service 
(ACAS) as the following:    

Bullying may be characterised as: 

• Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power
through means that undermine, humiliate, denigrate or injure the recipient.

Harassment as defined in the Equality Act 2010 is:   

• Unwanted conduct related to a relevant protected characteristic, which has the
purpose or effect of violating an individual’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for that individual.

Definition of sexual harassment 

Sexual harassment is unwelcome conduct of a sexual nature which makes a person feel 
offended, humiliated and/or intimidated. It includes situations where a person is asked to 
engage in sexual activity as a condition of that person’s employment, as well as situations 
which create an environment which is hostile, intimidating or humiliating for the recipient.  

Bullying/harassment may be verbal, psychological, or physical, in person or via a virtual 
platform, or through other methods of contact.   

However, behaviour that is considered bullying by one person may be considered firm 
management by another.  Therefore the test of reasonableness must also be applied, i.e. a 
reasonable person in possession of the same information would regard it as bullying or 
harassment.   
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Examples of what may constitute harassment and bullying are provided in Appendix A.  This 
is not an exhaustive list.  

6 Responsibilities 

The College’s Board of Management - has ultimate responsibility for ensuring that the 
college complies with its statutory obligations in terms of meeting the requirements of 
the Equality Act 2010.  

The Executive Leadership Team - is responsible for ensuring that the Dignity at Work Policy 
is fully implemented throughout the College.  

The College Management Team, all Managers and Team Leaders - have a duty to ensure 
that the College's policies including the Dignity at Work Policy are implemented within their 
sphere of activities and responsibility.   

HR Manager – It is the responsibility of the HR Manager to review and update this policy. 

Managers - It is the responsibility of every manager to ensure that all his/her employees are 
aware of the policy as part of their induction.  

All Staff - are responsible for: 

• treating each other people with respect;
• bringing to the attention of their line manager or Human Resources Department any

suspected breaches of this policy;
• working together to promote a harmonious work environment and to eliminate

discrimination and harassment.

7 Review  

This policy will be reviewed by November 2020 or when circumstances change any part of it. 

8 Related Policies/References 

• Equality & Diversity Policy
• Staff Discipline Policy and Procedure
• Staff Grievance Policy and Procedure
• ACAS Guidance on Bullying & Harassment

http://www.acas.org.uk/index.aspx?articleid=1864
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APPENDIX A 

Examples of bullying or harassment may include (although this is neither an 
exhaustive or exclusive list but is indicative of the types of behaviour):-  

• persistent, excessive, unfair or unjustified criticism;
• public humiliation and/or insults;
• persistent undervaluing of a person’s effort;
• constant ignoring of opinions;
• withholding information without justification so as to cause difficulty or embarrassment to

an individual;
• unjustified, excessive monitoring and /or supervision;
• setting someone up to fail – for example setting an objective that cannot be achieved;
• aggressive communications;
• intimidating or threatening behavior
• shouting or swearing at an individual;
• any physical contact which is unwanted;
• unwelcome sexual advances
• coercion, isolation or ‘freezing-out’;
• display of offensive material, e.g. ‘pin-ups’; offensive jokes;
• unwelcome remarks about a person’s dress, appearance, disability, race or marital status

(or other protected characteristic;
• personal insults;
• persistent criticism;
• unwelcome remarks about a person’s dress, appearance, disability, race or marital

status;
• personal insults;
• persistent criticism;
• setting impossible deadlines.

Examples of conduct or behaviour which constitute sexual harassment include, but are not 
limited to:  

Physical conduct 
• Unwelcome physical contact including patting, pinching, stroking, kissing, hugging,
• fondling, or inappropriate touching
• Physical violence, including sexual assault
• Physical contact, e.g. touching, pinching
• The use of job-related threats or rewards to solicit sexual favours

Verbal conduct 
• Comments on a worker’s appearance, age, private life, etc.
• Sexual comments, stories and jokes
• Sexual advances
• Repeated and unwanted social invitations for dates or physical intimacy
• Insults based on the sex of the worker

• Condescending or paternalistic remarks
• Sending sexually explicit messages (by phone or by email)
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Non-verbal conduct 
• Display of sexually explicit or suggestive material
• Sexually-suggestive gestures
• Whistling
• Leering
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no 

F&GP 060618/14.4 
Subject Staff Grievance Policy 

Purpose of paper 

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

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

2. Excellence for All ☐

3. Other strategies ☒

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

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

Risk implications No Further explain risk implications 
Date paper prepared 29/05/2018 
Date of meeting 06/06/2018 
Author HR Manager 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

Staff Consultation Meeting on 15th May 2018 

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

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

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

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

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

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

Other (please give further details) ☐

For how long should a paper be withheld? 
1. Length of time needed ☐

2. A condition is required ☐

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

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Staff Grievance Policy  
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

Staff Grievance Policy 

ELT manager 
Principal & Chief Executive 

Responsible officer 
HR Manager 

Date first approved by 
BoM 11 June 2012 
First Review Date March 2014. The Board agrees that this policy will come 

to the Board meeting in June 2018 
Date review approved 
by BoM 

Next Review Date 
June 2021 

Equality impact 
assessment Yes 

Further information 
(where relevant) 

Reviewer Date Review Action/Impact BoM 

V Ferguson May 2018 Additional information added to clauses 3 & 4 
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  HUMAN RESOURCES POLICY AND PROCEDURES FRAMEWORK  
 
Staff Grievance Policy  

  
 1  Purpose  
  

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

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

• ensure that grievances are resolved promptly, fairly and consistently;  
• identify staff responsible for contributing to the resolution of grievance issues; 

and  

• ensure that the possibility of damage to sound professional relationships within 
the College is minimised.  

  

 2  Scope  
  

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

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

  

 3  Policy 
  
 3.1  Grievance Issues  
  

A grievance issue may arise where a member of staff has a problem or concern about 
their work, working conditions, or relationship with a colleague or manager.   The 
following list gives an indication of the kind of issues which can give rise to a grievance, 
but is not exhaustive: 
 
Terms and conditions of employment; 
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Health and safety; 
Work relations; 
Working practices; 
Working environment: 
Organisational change: 
Discrimination. 

  
Issues resulting from a complaint regarding the behaviour, conduct, or work 
performance of a member of staff are not usually considered to be grievance issues 
and would normally be considered under the terms of the Staff Discipline Policy.  
 
Where, after investigation, a grievance is found to be vexatious or malicious, or where 
there is a continued pattern of unfounded complaints by the same employee, the 
complainant may be subject to investigation under the College’s Disciplinary Policy and 
Procedure and subject to disciplinary action. 

  
 3.2  Informal Consideration  
  

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

  
                              3.3     Mediation 
 

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

 
 3.4 Formal Consideration  
  

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

 3.5  Grievances Raised by Former Staff  
  

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

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

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

  
 4.3  Right of Appeal  
  

There will be a right of appeal against the outcome of a formal grievance hearing.  
 
4.4  Confidentiality 
 
At all stages of a grievance, those involved in the investigation must bear in mind the 
need for confidentiality in order to preserve the integrity of the process and out of 
respect for those involved.  

  

 5  Linked Discipline and Grievance Issues  
  

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

  

 6       Responsibilities 
   

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

      
                               The HR Manager is responsible for the implementation of this policy   

 
              All staff are responsible for ensuring compliance with this policy  
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 7       Linked Policies 
  

Staff Grievance Procedure and Appendices.  
  

Statutory and legal provision governing staff grievance issues.  
  

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

  
Equality and Diversity Policy and Procedures.  

Compliments Comments and Complaints Procedure  

ACAS Code of Practice on Discipline and Grievance Procedures  
 
 

Review 
 
This policy will be reviewed every 3 years or whenever circumstances change any part of it. 
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West Highland College UHI Paper: F & G P   06 0 6 1 8 / 1 4 . 6

Committee Finance & General Purposes 
Subject Regional Admissions Policy 

Action requested 
Decision 
Endorsing 
Discussion 
Noting 

Brief summary of the paper 
(key points for meeting) 

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

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

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

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

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

The Board is asked to give its approval to the policy in 
order for West Highland College UHI to adopt the policy 
for 2019/20. 
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Resource implications 
(eg finance, training and 
development, communication & 
PR - If yes, please provide 
detail) 

Risk implications 
(If yes, please provide detail) 

Date paper prepared 21/5/18 

Date of meeting 6/6/18 

Author Sue Macfarlane 

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

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

opportunity) – please provide
further information.

Excellence for All 
Access and Inclusion Strategy 

Equality and diversity 
Status (eg confidential) No 

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

Yes 

Consultation 
How has consultation been 
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Policy Summary 

Overview 

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

Purpose 

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

Scope 

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

Consultation 

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

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

Implementation and 
Monitoring 

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

Risk Implications 

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

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

Link with Strategy 

Impact Assessment 
Equality Impact Assessment: 

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

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

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

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

do not hesitate to contact the Admissions Office. 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

3.4 Fee Status 
3.4.1 Every student who enrols of a course incurs a fee.  The vast majority of full-time further 

education students have their fees paid by the Scottish Funding Council, through the fee 
waiver system.  Part-time students may also be eligible for fee waiver. 

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

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

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

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

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

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

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

title’. 
3.6 Monitoring 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Version Date Approved by Amendment(s) Author 
0 
1 
2 
3 
4 
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  HUMAN RESOURCES POLICY AND PROCEDURES FRAMEWORK  
 
Recruitment, Selection and Retention Policy  

  
1 Purpose  

 
West Highland College UHI is committed to attracting and retaining staff of the highest 
calibre and a strategic professional approach to recruitment is essential to do this. 

  
Our Vision is:  
 
West Highland College UHI will be the education provider of choice, delivering 
leadership and excellence in learning, training and support for all students, 
businesses and rural communities. We are committed to providing a learning and 
working environment which advances equality, diversity and inclusion and where 
everyone is respected, valued and supported. 

 
This ethos is supported by our values which apply to everyone who comes to the 
College to learn or work.  

   
Values  

  
 Inclusive    
Respect individual values and proactively promote equality and diversity.  

   Individualised    
Recognise and take account of personal need, aspiration, skill and ability.  

   Innovative    
Continually improve the way we design and deliver our programmes; develop best 
practice through creative approaches to learning and teaching and effective use of 
technology.  

   Intercultural      
Embrace and celebrate diversity through integration and interaction.  Recognise all 
forms of difference and actively engage and learn from each other.  

  
It is becoming increasingly important, as the College evolves and changes, that new 
recruits demonstrate behaviours that fit with our values, show a willingness to learn, 
are adaptable and have the ability to work as part of a team.  People are the 
College’s most important resource, therefore it is vital that the recruitment and 
selection process, whilst being fair, efficient and cost effective, also ensures that the 
most suitable candidates are being employed in order to maintain a motivated 
workforce delivering high quality tertiary education.  
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 2  Scope  
  

 This policy applies to all employees and job applicants and should be read in 
conjunction with the College Equality and Diversity Policy and People Strategy. The 
policy and procedure covers all activities that form part of the recruitment, selection 
and retention process. 
 

         3        Policy 
 
   Equality of Opportunity in Employment   
   

The College is committed to providing a learning and working environment which 
advances equality, diversity and inclusion, where everyone is respected valued and 
supported. To meet this commitment the College’s Recruitment, Selection and 
Retention Policy and Procedure will:  
 
•  Be fair and consistent;   
•  Be non-discriminatory;   
•         Conform to all statutory regulations and agreed best practice.    
  
To ensure that this is achieved, a process for recruitment and selection monitoring will 
be incorporated into the Recruitment, Selection and Retention Procedure. This will 
provide a positive framework within which applicants are given every opportunity to 
demonstrate their abilities regardless of any protected characteristics. 
 
The College welcomes applications from all under-represented groups, including 
black and ethnic minorities and disabled people, in its quest that its staff profile 
reflects the wider community and is inclusive for all.  
 
The College will carry out statistical monitoring of the recruitment and selection 
exercise and amend the process if appropriate in an attempt ensure that the staff 
profile reflects the wider community and the College’s aim of social inclusion.  
  
The College wishes to promote Equality of Opportunity and, in particular, to introduce 
clear guidance about how applicants/candidates with disabilities must be treated in 
relation to reasonable adjustments. 

  
   Authorisation  
  

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

 
  For appointments at Senior Management level see Appendix 1  
 
Advertising 

    
Internally 
All College vacancies will be advertised internally and an all staff email will be sent out 
from HR containing the details of each vacant position. 
 
An internal advert inviting applications from existing employees benefits the College by:  
 
• Developing the Team - Traditionally, employees have gained experience by moving    
   upwards within the College. However, it is worth bearing in mind that lateral   
   moves can also broaden experience and offer development opportunities.  
• Succession Planning – Preparing employees through mentoring and training to  
   develop through the business.  
 
Externally 
Advertising a job externally can attract a larger pool of applicants, thereby increasing 
the likelihood of finding the right person for the job. Where it is deemed appropriate by 
Executive Leadership Team vacancies will be advertised externally as well as internally 
to ensure a pool of applicants. All external posts will also be made available for internal 
applicants. 
 
For certain job markets it might also be appropriate and better value for money, to go 
directly to a specialist recruitment or headhunting agency – this will rarely be the case 
and the Principal’s authority will be required, upon the advice of the HR Manager.  

  
Where posts are advertised externally, the College will, through positive engagement, 
seek to promote these amongst community based organisations which seek to assist 
traditionally disadvantaged groups seeking employment i.e. disability groups, ethnic 
minority organisations, etc. The College also commits to maximising ICT based 
recruitment media.  

  
   Shortlisting 
 

Applications will be treated confidentially and circulated only to those staff directly 
involved in the recruitment and selection process.  

  
 Shortlisting decisions will be based upon the person specification and objective job 

based criteria.  
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 Staff involved in the recruitment process must disclose to HR if they are related to a 
prospective candidate or are a personal friend.  

  

 Documentary evidence of a fair process will be maintained should a candidate raise a 
case of unlawful discrimination against the College and to enable honest and accurate 
feedback to be provided to unsuccessful candidates if required.  

  
Where an applicant identifies themselves as being disabled (under the terms of the 
Equality Act 2010) the HR Team will discuss whether any reasonable adjustments will 
be required if a candidate is selected for interview.  The equality information will not 
be revealed to any selection panel for any other purpose than the provision of 
reasonable adjustments at interview  

 
                       Interviews 
 

Interview panels will be composed of appropriately trained staff, and include a member 
of the HR team unless agreed by the Principal and HR Manager that this is not 
necessary.  

  
 In the case of permanent teaching staff and management grade staff the appointing 

officer will be a member of the College Management Team.  
  

 All questions will be relevant, job related and within the scope of current legislation. All 
candidates will be asked the same questions and scored using an agreed assessment 
template.  

  
 Additional methods of selection may be useful in assessing a candidate’s suitability for 

a post, i.e. typing tests, short written questions, scenario based written or verbal 
exercises, etc.  

  
  

Offer of Employment  
  

 A recommendation for a permanent appointment must be presented to the Principal 
and agreed.  

  
All offers of employment will be subject to two satisfactory references, evidence of  
eligibility to work in the UK, and confirmation of educational qualifications.  

   
All offers of employment will be subject to the successful completion of an enhanced 
criminal records disclosure from Disclosure Scotland.  
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Notification of Outcome  
  

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

  
  

Induction  
  

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

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

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

  
•  Participation in benchmarking exercises to give early warning of imbalances in the 

College’s remuneration packages vis a vis the Sector and for Industry.   
• Ensure all staff are valued and those staff showing potential for promotion are 

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

College.   
• Record, monitor and analyse exit interview data on a regular basis. 
• Enforce yearly in depth and honest appraisals.  
• Support staff in the balance between home and work commitments.  
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Retention of Documentation (Data Protection Act 1998)  
  

In line with legislative requirements, recruitment documentation will be held securely 
by the Human Resources department for six months, after which time it will be 
destroyed confidentially.  

  
4     Responsibilities 

   
The Executive Leadership Team   - is responsible for ensuring that this policy is fully  
implemented throughout the College. 

 
The College Management Team, all Managers and Team Leaders - have a duty to 
ensure that the College's policies including this policy are implemented within their 
sphere of activities and responsibility.   

 
HR Manager – It is the responsibility of the HR Manager to review and update this 
policy.   
 
All Staff - are responsible for adhering to this policy 
  

 
 
5                  Linked Policies 
  

West Highland College UHI Strategic Plan 
Equality & Diversity Policy 
Probation/Appointment Support Procedure and Process  
Staff Learning & Development Strategy and Policy 
People Strategy 
Staff Induction Procedure and Guidance.  
Performance Management Policy and Procedure 

 
Review  

  
This policy will be reviewed by June 2021 or when circumstances change any part of 
it.  
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Appendix 1 : Recruitment of Senior Management Staff or Principal  
  
When a vacancy occurs at Senior Management level the Search and Nominations Committee of 
the Board will consider and agree the job specification, remuneration package and the 
recruitment process that will apply.  

  
The Principal, in liaison withHuman Resources, is responsible for providing information on the 
remuneration packages of senior staff, to enable these to be benchmarked internally (and against 
the sector) if appropriate.  

  
 The process will be managed by the Principal.  
KEY POSTS are identified as  

Depute Principal/Vice Principal Academic Affairs 
Vice Principal Finance and Corporate Services 
Assistant Principal – Quality Learning and Teaching  

 
  
Special arrangements will be put in place for the recruitment of a new Principal and these 
arrangements will be drawn up by the Search and Nominations Committee for approval by the 
Board. .  

  
In this instance best practice calls for the inclusion of an independent view through the use of 
consultants or independent members of selection panels.  
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