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Agenda 
 
 
1. Apologies   
    
2. Declarations of interest   
    
3. Minutes of meeting of 18 September 2018 Convenor  
    
4. Matters Arising 

 
4.1 Budget (student recruitment) 
 

  

    
5. Any Other Business   
    
6. National Bargaining Principal For information 

To follow 
    
7. CONFIDENTIAL Management accounts for 

period ending October 2018 
VP Finance For endorsing 

Page 7 
    
8. Estates Project Group meeting of 22 

November 2018: 
 
8.1 Report 
 
8.2 Mallaig project proposal 
 
8.3 Broadford student accommodation 
 

  
 
 
For information 
Page 11 
For endorsing 
Page 13 
For discussion 
Page 31 

    
9. SFC staffing return  For information 

Page 39 
    
10. Health & Safety report first quarter VP Finance/ 

Facilities  Manager 
For discussion 
To follow 

    
11. Policies for review:  

11.1 Procurement (deferral to June 2019) 

Cross-UHI policies: 

11.2 Intellectual Property 

 

VP Finance 

 

Principal 

 
For endorsing 
Page 47 
 
For endorsing 
Page 49 

    

mailto:50625@uhi.ac.uk


12. Date of next meeting:  
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Finance & General Purposes 
Committee Minutes 

 
UNAPPROVED Minute of the meeting 

held on 18 September 2018 
in Fort William and by VC 

 
 
Present: Hayley Lewis (convenor), John Hutchison (convenor from item 5), Lisa McAndrew, 
Bill Mitchell, Lucy Petrovicova (Student representative member), Lydia Rohmer (Principal).  
 
Attending: Sue Macfarlane( VP Academic Affairs), Matt Simpkinson (VP Finance and 
Corporate Services), Jackie Wright (Estates Client Manager, for item 9), Claire Wylie 
(Secretary) (Minutes) 
 
 
1. Apologies 
 
 Marina Finlayson (pending Teaching staff representative member) 
 
2. Declarations of interest 
 
 There were no declarations 
 
3. Minute of meetings of 6 June 2018 
 

These were approved. 
 
4. Matters arising 
 
 4.1 Student accommodation 
  

It was noted that the proposed UHI/Cityheart Phase 3 of the student residences 
project was due to be considered at Court the following day. The Principal had only 
become aware of this fact a few hours earlier, which was a matter of great concern to 
the Committee members, raising as it did serious issues of process and engagement. 
The lack of consultation in particular was disappointing, and members did not feel 
assured that the Court would be aware of the importance of these residences to the 
future of the FW campus, with or without a STEM Centre.  
 
It was agreed that the Chair would write to the Chair of Court and highlight the matter 
to certain Court members prior to the meeting.  Further discussion and action on this 
would follow the Court meeting. 
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4.2 Budget (student recruitment) 
 
 Sue, VP Academic Affairs, brought members up to date with the latest recruitment 
figures. FE numbers were good: buoyant part-time numbers with the possibility of 
further growth in the year, on-track school numbers and only slightly down on full time 
students. HE numbers were more mixed with continuing students and hosted 
students on target, HNC numbers very positive, with the only disappointing area 
being recruitment in to the first year of the Adventure courses and the Broadford 
outdoor course. It was not clear, yet, what the reasons for this were but likely to 
involve the difficulty of finding accommodation in Broadford for courses based there, 
and possible competition from other Scottish colleges for the Adventure courses. 
There were still a number of students who may enrol yet and so the final numbers 
were not yet known. 

 
5. Any other business 
 
 5.1  Appointment of new Vice Principal Finance & Corporate Services 
 
 The two Vice Principals left the meeting for this item.  
 
 Members were disappointed to hear of the resignation of the current Vice Principal, to 

take effect in December 2018.  Lydia outlined the three possible ways forward (i) 
replacing like-for-like (ii) unpicking the two main roles into two jobs (iii) seeking to 
collaborate with other nearby colleges and share staffing. The Principal advised that 
the second option would likely double the risk and cost, and the Chair advised that he 
had discussed the possibility of collaboration with Argyll College and SMO but neither 
were in a position to engage with this through post sharing at the present time. 

 
 In recommending like-for-like replacement therefore, the Principal advised that she 

would appoint Aspen People (a recruitment agency who were specialists for the 
public sector). It was agreed that Hayley, as convenor of the Performance Review & 
Remuneration Committee, would circulate a note to that Committee outlining what 
was being done to recruit a new VP, for their information. 

 
6. Management Accounts for twelve months to end of July 2018 
 
 As members were aware, a £54K deficit had been forecast, largely on account of the 

under recruitment in HE for 2017-18. However, this had been turned round in the last 
quarter to a £95K surplus. The reasons for this were a change in the payment of FE 
income which led to an unexpected boost of £60K; a capital underspend allowing an 
increased release of the capital and maintenance grant to maintenance; and the final 
quarter movements all being positive, an outcome which highlights the good work of 
the budget holders in conjunction with the recently appointed Finance & Compliance 
Manager. 

 
 Matt advised that there may be some movement between these accounts as 

presented and the final accounts prepared for December 2018 as the audit process is 
completed and as some assumptions had been made for the cost of living increases 
which are yet to be confirmed.  

 
7. National Bargaining 
 
 As advised by the Principal, teaching staff were currently being balloted nationally on 

the cost of living offer from the Employers Association. The EIS union had 
recommended to members that they reject the offer made. The support staff 
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settlement was still being discussed between the Employers Association and 
Principals.  

 
8. Financial Forecast Return 
 
 Matt introduced the new style FFR, a forecast for six years ahead. This had been 

prepared following stronger guidance from the SFC in order that the forecasts from 
colleges were more consistent, and which led to less flexibility in interpretation for the 
colleges.  

 
 The highlight was an expected drop of £1.3 million in SFC recurrent grant funding to 

the region between 2019/20 and 2022/23, and the assumption that colleges would 
have to fund the cost of living increases from its own resources. As such a high 
proportion of WHC income was spent on meeting salaries, there was not very much 
spare from which to fund these increases. This leads to a poor financial outcome in 
the later years. 

 
 The second version of the FFR which incorporated the STEM Centre portrayed a 

marginally better picture. 
 
 The fact that these were forecasts rather than a budget was something which the 

Committee emphasised in its discussions, and the uncertainties ahead were 
significant.  

 
 It was agreed that the narrative should explain how and why the STEM Centre was 

part of WHC plans (despite the apparent non-viability of the College) and thus provide 
a link between the FFR and the business case for the STEM Centre. Matt also agreed 
to incorporate the FERB Option 2 for rurality into the paper. 

 
 It was agreed that the FFR which incorporated the STEM Centre would be the version 

that would go through as the WHC submission, although SFC would have the non-
STEM version for its information. 

 
 The revised paper would be circulated to Hayley, Lydia and John prior to submission 

to the SFC by the end of September, and to the Board for final ratification at its next 
meeting just afterwards. 

 
 ACTION: 
 Minor additions to FFR (VP Finance) 
  

 
9. STEM Centre update  
 
 The comprehensive and clear business case was welcomed by the Committee.  
 
 Progress towards the STEM Centre was now at decision point (2), the budget. This 

will go forward to UHI next month, and to SFC in October for its meeting on 20 
November 2018. All being well, it would then feed into the SG annual spending 
review. There were a number of intertwined activities on-going at the same time, 
including receipt of a report commissioned by the College (with the support of HIE) on 
the wider financial impact of the Centre, which would feed into the final business 
case.  
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 The best outcome for the College would be grant funding for the Centre through SFC. 
An alternative would be a low cost loan, also through SFC. A meeting next week with 
interested parties (SFC, HIE and UHI) would discuss the matter further. 

 
 More information was sought from the members on Scape Procure, and it was agreed 

that a greater explanation on this English based consortium, which was similar to 
APUC, would be included in the paper. In the meantime members were assured that 
it was already successfully working with several Scottish universities and colleges. 
APUC itself had approved the College’s route of procurement (for both the design and 
the potential build) as compliant. 

 
 It was confirmed that the College would ensure that it had its own insurance in place 

to cover itself thoroughly (meeting scheduled with Marsh Insurance for October). 
 

With these amendments the Committee approved the STEM Centre Business Case.  
 
 ACTION: 
 Footnote in paper to introduce Scape Procure (JW and VP Finance) 
 
10. Health and Safety annual report 2017-18 
 
 This was received and noted. 
 
 ACTION: 
 VP Finance Sort out slight discrepancy in injuries reported. 
 
11. Policies for review: 
 
 11.1 Health & Safety 2017-18 
 
 The only addition was to include a statement about MiDAS-trained staff training and 

assessing any members of staff who were responsible for transporting students. 
 
 11.2 Tertiary Learning Support 
 
 VP (Academic) advised that her team was fully informed in developing this cross-UHI 

policy and that it reflected WHC policies and practices. 
 
 11.3 FE Fee waiver 
 
 VP (Finance) had found the development of the UHI policy to be useful work. 
 
 All the above three policies were endorsed by the Committee. 
 
12. Date of next meeting 
 
 Wednesday 28 November 2018 (joint meeting with Audit Committee at 5pm, F&GP 

meeting at 6pm). 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP281118_6 
Subject Update on National Bargaining - Confidential 

Purpose of paper 

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

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

2. Excellence for All ☐

3. Other strategies ☒

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
People Strategy 
Financial sustainability 
Risk Management 

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

Risk implications 

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

Date paper prepared 26/11/2018 
Date of meeting 28/11/2018 
Author Lydia Rohmer 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☒

For endorsing   ☐

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

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

Describe here 

Teaching and Support staff consulted through Staff Consultation 
and Information Committee; no specific consultation as yet with 
management and executive support staff 

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

No 

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

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



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 

http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp
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&GP281118?7 
Subject CONFIDENTIAL Management Accounts to end of Oct 2018 
Purpose of paper Update the committee on the financial position for the period 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes Financial sustainability at risk 
Date paper prepared 23/11/2018 
Date of meeting 28/11/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For 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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Estate Project Group 
 

Report of the meeting held on 22 November 2018 
in Fort William and by VC 

 
 
 STEM Centre Update 

 
The meeting was informed that the SFC had approved in principle the full business case 
for the Centre, subject to funding. 
 
The Chair and Principal had met with Kate Forbes (local MSP and Minister for Public 
Finance and Digital Economy) and Richard Lochhead (Minister for Further Education, 
Higher Education and Science), who were both supportive of the Centre. The Principal 
would update them shortly regarding the SFC decision, and would also communicate with 
others, such as John Swinney, as appropriate. 
 
It was now to be hoped that the SFC would take a leading role on sourcing funding from 
such as the Scottish Government and HIE. Up to half of the funding to take the project to 
RIBA stage 4 was in place; £350K + VAT was needed for completion of stage 4 at the 
end of April. The timetable for the project, if the Centre is to be opened in September 
2020, was very tight, and even a month’s delay at any point would have a deleterious 
impact.  
 
The ideal position would be for the required £15 million to be included in the forthcoming 
December budget of the Scottish Government. This would enable the Centre to start 
drawing down on this at the end of April. Alternative options were for the capital sum to be 
made available over two budget years, or a financial transaction loan over 15/20 years 
together with additional College funding to enable servicing of this. 
 
Planning permission to be sought by the end of this month. 
 
A Heads of Terms, to enable Highland Council to sell the Blàr Mòr land to the College, 
was being negotiated. Ministers’ attention had been drawn to the anomaly whereby the 
cost of the land, which was loaned by the Scottish Government to Highland Council, takes 
an unnecessarily circuitous route through certain public bodies and back again. 
 
Jackie, Matt and the team were thanked for successfully bringing the project to this point. 

 
 

  
Underwater Centre 
 
A question was raised regarding whether the College was in touch with the Underwater 
Centre, in view of its current difficulties, given its financial and operational links with WHC. 
The College was in touch with the administrators, and the future of the Underwater Centre 
was likely to be clarified at the end of this week. 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP281118_8.2 
Subject Funding Mallaig Project 

Purpose of paper To approve funding of £42k to develop the Mallaig Learning 
Centre project to the building warrant stage 

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

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            Committing £42k from college reserves 

Risk implications Yes       
Date paper prepared 14/11/2018 
Date of meeting 22/11/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For 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? 
 
Estates Project Group 22 Nov 2018 
 
 

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

Choose an item. 
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Cover-Paper_Mallaig Project.docx Page 2 of 2 FJG Ver2 171016 

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

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

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

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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West Highland College: Mallaig Learning Centre Development 
 
1. Background 
 
The WHC learning centre in Mallaig has grown significantly in recent years.  We 
currently have 30 full time students and 20 school link students along with 4 hosted 
students.  Our learning centre operates from three, separate leased locations with a 
total of 200m2, with shared or poor facilities - none of which offer our students a 
particularly good environment and there is no room for expansion to meet future 
demands. 
 
The Board of West Highland College (WHC) approved funding in 2017 to enable the 
learning centre project in Mallaig to be progressed to RIBA stage 2. This was led by 
Keppie design and floor plans and elevations (attached at Appendix I) were agreed.  
Planning permission was granted in Feb 2018. 
 
We now wish to take this project to pre-construction stage.  This will give us detailed 
design of the building and a greater certainty on budget costs.  
 
2. Costs 

 
Architect (Keppie Design)          13,200.00 
Eng.       ( Fairhurst)                   14,100.00 
Q S        (McLeod & Aitken)            920.00 
M & E     (CDMM UK)                   5,700.00 
S I          (Per Fairhurst)              16,300.00 
P M        (Canonbury Estates)      4,355.00 
                                                  _________ 
                                                   54, 575.00     
  
Submit BW fee                              5,500.00 
            
Sub Total              60,075.00 
Vat                        12,015.00 
Total                     72,090.00 
 
All fees were tendered at the start of the project.  
HIE has approved £31,000 towards this part of the project. 
 
3. Timescale 
With a presumed start in December 2018, it is estimated that this work will be 
completed by March 2019. 
 
4. Total costs 

 
The total project costs at this stage are budgeted at 
Construction             939,090 
Prelims                     170,000 
Location factor           75,000 
Contingency               50,000 
Provisional sums      194,500 
                               ________ 
                              1,428,590 
Design fees etc        195,200 
Fit out                       150,000 
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                              _________ 
                              1,773,790 
Vat                           354,758 
                             __________ 
Sub total               2,128,548 
Land purchase           65,000 
& Legal costs  
Total                      2,193,548 
 
5. Recommendation 
The Estates committee is asked to approve funding of £41,090 to enable the next 
stage of the Mallaig Learning Centre Project to be realised.  
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MALLAIG HARBOUR LEARNING CENTRE 

 

D e s i g n  S t a t e m e n t  
 
 
November 2017  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Introduction 
 
 
This project forms part of the first phase within the proposed 
masterplan for the redevelopment of Mallaig Harbour. 
 
Comprising education facilities primarily for Shipping 
Operations, Maritime Skills and RYA / MCA courses, this 
development will replace existing outdated and suboptimal 
accommodation. The current projection is to cater for 
approximately 30 full time students, with provision for potential 
expansion / extension should the requirement arise. 
 
Additionally, being part of the University of the Highlands and 
Islands, there will be provision for distance learning and 
potential for ‘out of hours’ Community use of the facilities. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Project Team 
 
 
Client (Applicant): West Highland College UHI 
 
Project Manager: Canonbury Estates Ltd. 
 
Architect:  Keppie Design Ltd. 
 
Quantity Surveyor: McLeod & Aitken 
 
Structural & Civils: W A Fairhurst 
 
Services:  CDMM (UK) Ltd. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
F&GP 28Nov18 Page 19



MALLAIG HARBOUR LEARNING CENTRE 

 

Proposed Site 
 
 
Located centrally within the semi-industrial area adjacent to the 
harbour, the proposed site is a focal point on the primary access 
routes into Mallaig from both the A830, or by ferry from the 
Isles of Skye, Rum and Eigg. 
 
Located adjacent to a roundabout and opposite the railway 
terminus, the site is bounded to the sides and rear by access 
roads to industrial units, primarily associated with fishing 
industry, although there is a fuel station to the west and some 
small retail units to the south. The Fishermen’s Mission building 
to the south of the site has some residential units at the upper 
floor. 
 
All adjacent buildings are 1 – 2 ½ storey’s in scale. 
 
Currently, the site is partially occupied by a redundant industrial 
shed unit which it is proposed to demolish and an electrical sub-
station which will be incorporated within the proposed 
development. A portion of the site contains a concrete yard area 
on which the former Marine World building was located. 
 
The westerly half of the site is raised by approximately 1.0 - 
1.5m above the adjacent pavement level, however, level access 
available from the eastern edge of the site adjacent to the 
harbour. 
 
The site is currently in the ownership of the Mallaig Harbour 
Authority, however, this will be transferred to the West 
Highland College prior to the proposed development 
commencing. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Site Analysis  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Briefed Accommodation 
 
 
Schedule of primary accommodation: 
 

- 4no. Classrooms 
 

- 3no. Video Conferencing Spaces 
 

- Student Support / Library 
 

- Student Breakout Space 
 

- Tutor Room 
 

- Reception & Managers Office 
 

- Ancillary spaces:  - Drying Room, Toilets & Showers 
- Equipment Storage 
- Plant & IT 

  

Precedent Images 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Development of a Design Solution 
 
 
In developing a response to the site and brief, we formulated a 
number of key criteria and principles against which to test our 
design proposals: 
 

- The proposed building must satisfactorily address the 
prominence of its position as a focal point on the primary 
routes into Mallaig. 
 

- The proposed building must be of an aesthetic and scale 
that is both sympathetic to its context and resistant to 
the potentially harsh climatic conditions found in Mallaig. 
 

- The proposed building must utilise the site topography 
to its advantage without extensive remodelling. 
 

- The arrangement of the accommodation / spaces within 
the proposed building must be efficient whilst taking 
cognisance of the requirement for both educational 
spatial interactions and optimum climatic conditions. 
 

- The proposed building must offer the potential for a 
small future expansion / extension and allow parking 
within the curtilage of the site. 
 

- The orientation of the proposed building must respond 
to the contextual ‘grain’ of the site. 
 

- Natural ventilation and daylighting must be optimised. 
 

- The site must be viewed holistically with regard to the 
proposed building position and surrounding landscaping. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Development of a Design Solution  
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MALLAIG HARBOUR LEARNING CENTRE 

 

Design Solution 
 
 
In developing our design solution, we tested a wide range of 
potential options, these varied in orientation, classroom cluster 
arrangement, access point, number of storeys and position on 
the site. However, in assessing the proposals against the key 
criteria, it was established that a two storey option, location on 
the ‘upper’ / ‘higher’ portion of the site represented the 
optimum solution, thus allowing: 
 

- Presence from the primary aspect of the site. 
 

- Minimal groundworks / topography remodelling. 
 

- Reduced footprint and substructure. 
 

- Increased external spaces available for outside learning, 
parking and potential expansion / extension. 
 

Additionally, the chosen option incorporates the following very 
conscious design decisions: 
 

- Classroom spaces all north facing for consistency of 
natural daylight, reduced glare and reduced solar gain. 
 

- Primary pedestrian access from ‘front’ of building. 
 

- Car parking and servicing kept to ‘rear’ of building, 
where levels permit direct access onto site from road. 
 

- Arrangement of spaces simplify movement and 
orientation within the building, extending potential for 
interaction and group working. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Design Solution            … continued … 
 
 
- Utilisation of double height volumes to create varying 

spatial relationships, ease of orientation and increase 
penetration of natural daylighting into heart of building. 
 

- Classrooms have been sized to allow natural ventilation. 
 

- The building has been modelled and orientated to align 
with the bounding roads, follow the ‘grain’ of the site, 
whilst addressing the principle approach to the site. 
 

- Fenestration to the ‘front’ of the building has been 
minimised to limit potential overlooking of Fishermen’s 
Mission opposite. 
 

- The form of the building is a contemporary interpretation 
of a traditional, robust, marine shelter with nautical 
features; somewhat reminiscent of the upturned hull of 
a seagoing vessel. 
 

- Materials have been selected to withstand the marine 
environment and limit ongoing routine maintenance. 
 

- The form of the building lends itself to a rational 
structural frame, which has been designed to limit the 
need for extensive and complex transportation 
requirements to this relatively isolated site. 
 

- Mallaig being reliant on fossil fuels for space heating and 
hot water, for the Learning Centre, it proposed to 
harness air-source heat pumps as a ‘green’ alternative. 
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MALLAIG HARBOUR LEARNING CENTRE 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Accessibility 
 
 
The Harbour Learning Centre has been positioned to take 
advantage of the existing topography and establish a building 
that is fitting to the prominence of the site as a gateway into 
Mallaig.  
 
Access to, and within the building has been designed in 
accordance with the relevant Technical Standards and BS 8300. 
 
An accessible route from the parking area to the principle 
entrance of the building has been designed to have level access 
and be barrier free. 
 
Within the building access has been designed with sufficient 
widths for their use type, level of occupancy and compliance 
with relevant legislation regarding accessibility, including lift 
access to the upper floor. The floor level in each storey is level 
throughout and all external exit doors have level access. 
 
The plant room is located at ground floor, accessed externally, 
and there shall be no roof mounted plant equipment. Access 
around plant equipment for maintenance will be designed in 
accordance with the Services Engineer’s requirements. 
 
Appropriate voids will be provided for the routing of services, 
primarily above ceiling level, with appropriate removable panels 
for maintenance access. 
 
External finish materials will be specified to require minimal or 
no routine maintenance and appropriate hard-standings will be 
provided around the perimeter of the building for cleaning of 
glazing and outboard gutters. 
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MALLAIG HARBOUR LEARNING CENTRE 

 

Summary 
 
 
In developing this proposal for the Mallaig Harbour Learning 
Centre, we believe that we have not only produced a pragmatic 
and rational solution, but also created a building that students 
of the West Highland College will be excited to attend.  
 
This building will be a gateway into Mallaig and the masterplan 
redevelopment of the Harbour area; we are hopeful this can be 
a landmark that the local Community can be proud of at the 
entrance to their town. 
 
 
Keppie Design Ltd.  
November 2017 
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MALLAIG HARBOUR LEARNING CENTRE 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Dochfour Business Centre 
Dochgarroch 

Inverness 
IV3 8GY 

 
01463 246 850 

 
inverness@keppiedesign.co.uk 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP281118_8.3 
Subject Broadford Student Accommodation 

Purpose of paper 

To discuss a proposal brough forward by the Broadford and Strath 
Community Company to develop accommodation units for student 
and tourist use. 
The view of the committee is sought with regards level of desire to 
progress the project, we should consider the ongoing use of 
Broadford including appetite to relocate curriculum from the centre 
versus investment in this type of facility. 

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

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            Committing time to help progress the project 

Risk implications Yes Accommodation is a know barrier to recruitment 
Date paper prepared 14/11/2018 
Date of meeting 28/11/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For 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? 
 
Broadford based curriculum staff and centre manager 
Estates Project Group 22Nov18 
 
 

Status Non-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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mh@qei.co.uk
m. 07769 841214
t. 01478 640362
malcolmhenry.com

From: Malcolm Henry
To: Matt Simpkinson
Cc: BSCC mail
Subject: Student accommodation, Broadford
Date: 10 October 2018 16:54:30
Attachments: student-accom-proposal.pdf

student-accom-site1.pdf

Matt,

We have done some work on the practicalities of BSCC developing student accommodation at Broadford, which we have
summarised in the attached proposal and indicative site plan.
These are a starting point for discussions with yourself and other interested parties, not our fixed view of how we think the
project should proceed. We look forward to hearing your own thoughts, and those of the relevant WHC committee, in due
course.

If you need any clarification on anything in the proposal please give me a call.

Best wishes,

Malcolm

-- 
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Student Accommodation & Classroom Proposal 


 


Problem 


West Highland College (WHC) has perennial difficulty finding suitable accommodation in 
Broadford for its students. 


The level of rent that students can afford to pay is too low to be attractive to most commercial 
accommodation providers. 


Students have developed a reputation for being undesirable tenants as a result of 
carelessness and anti-social behaviour, which are the result of unsupervised groups of young 
people living away from home for the first time. 


The residual accommodation that is available to students is expensive and/or of low quality. 
This has a negative impact on students’ health and well-being, reducing their ability to make 
the best of their time at WHC. 


The accommodation problem threatens the viability of WHC’s courses in Broadford. 


WHC also has a periodic shortage of classroom space which restricts its operations. 


 


Solution 


A model that is used elsewhere is that the college rents a block of accommodation units from 
a third party during term time and sublets these to individual students.  


The accommodation becomes part of the college for the duration of the academic year which 
engenders a sense of ownership and respect among the students. The college provides 
supervision of the units via a warden and/or regular inspections. 


The units are returned to the third party out-with term time for short-term letting, the income 
from which subsidises the term-time lets. 


There is unmet demand for good quality, affordable short-term accommodation from: 


 operators of activity holidays, who also need classroom space for small groups of 
clients.  


 charitable organisations who provide holidays for disadvantaged groups (e.g. for 
young carers). 


 public and private sector workers on short-term postings to Skye. 


These markets appear to provide an adequate customer base for the commercial short-term 
letting periods without encroaching into the tourist market. 


 


Proposal 


It is proposed that Broadford & Strath Community Company (BSCC) builds accommodation 
units that are suitable for both WHC students and commercial short-term letting, along with a 
multi-purpose class/meeting/activity building. 


WHC will rent the accommodation units from BSCC during term time on a full repairing and 
management lease, sub-letting them to individual students. 


BSCC’s commercial subsidiary, Strath Leisure Ltd. (SLL), will market and operate the units as 
commercial lets during the periods when they are not occupied by students. The operation of 
the units during these periods will be managed by Camping Skye. 


Camping Skye will manage the letting of the multi-purpose building throughout the year. WHC 
will be able to book this as required. 
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Configuration: Accommodation Units 


WHC advises that accommodation for 12 students is required. 


A desktop cost/benefit analysis has been undertaken to identify the optimum configuration of 
the accommodation units. 


A baseline is provided by a single unit with 12 en-suite bedrooms and shared living/kitchen.  


Note that this configuration is not ideal for the commercial letting market and is included in the 
analysis for comparison purposes only.  


This baseline unit is assigned a capital cost value of 1. 


Three configurations of accommodation units were considered. 


Each configuration was evaluated in terms of holding student tenants accountable for damage 
and anti-social behaviour. It is assumed that accountability becomes more difficult with 
increasing numbers of students sharing a unit. 


Each configuration was evaluated in terms of viability for commercial letting across all 
potential markets. 


 


Option A: 


 3no. 4-bed units; all en-suite; shared kitchen/living area 


 total floor area = 282m² 


 capital cost value = 1.19 


 student accountability = difficult 


 commercial letting viability = medium 


 


Option B: 


 6no. 2-bed units; shared shower-room; shared kitchen/living area 


 total floor area = 270m² 


 capital cost value = 1.13 


 student accountability = moderate 


 commercial letting viability = high 


 


Option C: 


 12no. 1-bed units 


 total floor area = 456m² 


 capital cost value = 1.87 


 student accountability = easy 


 commercial letting viability = high 


 


The analysis suggests that Option B is the most attractive, combining the lowest capital cost 
with high commercial letting viability. The accountability of two students sharing a unit is 
thought to be manageable, and may be the optimum in terms of social well-being. 
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Configuration: Multi-purpose Building 


This will be a detached building on the same site as the accommodation units, comprising: 


 multi-purpose class/meeting/activity room 


 unisex accessible WC 


 kitchenette 


 lockable storage rooms/cupboards 


Floor area c.100m² 


 


Site 


The proposed site for the development lies between the campsite and the industrial estate. 
The western portion of the site is land that is already owned by BSCC. The eastern portion of 
the site is land that is owned by Highlands & Islands Enterprise (HIE), which is described as 
“Broadford West”, and is the subject of an asset transfer enquiry by BSCC. 


 


Planning Permission 


An enquiry to Highland Council has confirmed that the proposed development can be 
accommodated within the existing planning constraints associated with the site, assuming 
that a buffer of trees is maintained between the development and the industrial estate. 


 


Site Plan 


An outline plan has been produced to demonstrate that the site can comfortably 
accommodate the six accommodation units, the multi-purpose building, and associated 
parking spaces. 


 


Capital Cost 


Site works, construction and furnishing of the six accommodation units and the classroom 
building is likely to be within the range of £500k to £800k, depending on the design of the 
buildings. 


 


Profitability 


Projected income from letting the six accommodation units is £75k/year, with operating costs 
of £52k/year (including £24k for repairs and renewals) leaving a profit of £23k/year. 


Revenue from letting the multi-purpose building is unlikely to exceed the operating costs. 


 


Capital Funding 


The modest profitability of the business model makes the development project unattractive to 
commercial investors. It is proposed that capital funding is sought from a combination of 
public and charitable organisations who recognise the value of the project to the proposed 
tenants and the wider community. 
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STUDENT ACCOMMODATION UNITSSTUDENT ACCOMMODATION UNITS
& MULTI-PURPOSE CLASSROOM BUILDING& MULTI-PURPOSE CLASSROOM BUILDING


PROPOSED SITE PLAN - OPTION 1PROPOSED SITE PLAN - OPTION 1


v.04/09/2018v.04/09/2018


6no. 2-bed cabins of c.50m² floor area, each with 1no. parking space.6no. 2-bed cabins of c.50m² floor area, each with 1no. parking space.


1 no. multipurpose classroom building of c.100m² with 9no. parking1 no. multipurpose classroom building of c.100m² with 9no. parking
spaces (includes 1no. disabled).spaces (includes 1no. disabled).


2-bed cabin2-bed cabin


multi-purposemulti-purpose
classroom buildingclassroom building


existing hammerheadexisting hammerhead


proposed access roadproposed access road


proposed parkingproposed parking
for classroom buildingfor classroom building


approximate lineapproximate line
of HIE boundaryof HIE boundary


approximate line ofapproximate line of
Growers' Hub boundaryGrowers' Hub boundary


proposed line of newproposed line of new
campsite boundary fencecampsite boundary fence
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Student Accommodation & Classroom Proposal 

 

Problem 

West Highland College (WHC) has perennial difficulty finding suitable accommodation in 
Broadford for its students. 

The level of rent that students can afford to pay is too low to be attractive to most commercial 
accommodation providers. 

Students have developed a reputation for being undesirable tenants as a result of 
carelessness and anti-social behaviour, which are the result of unsupervised groups of young 
people living away from home for the first time. 

The residual accommodation that is available to students is expensive and/or of low quality. 
This has a negative impact on students’ health and well-being, reducing their ability to make 
the best of their time at WHC. 

The accommodation problem threatens the viability of WHC’s courses in Broadford. 

WHC also has a periodic shortage of classroom space which restricts its operations. 

 

Solution 

A model that is used elsewhere is that the college rents a block of accommodation units from 
a third party during term time and sublets these to individual students.  

The accommodation becomes part of the college for the duration of the academic year which 
engenders a sense of ownership and respect among the students. The college provides 
supervision of the units via a warden and/or regular inspections. 

The units are returned to the third party out-with term time for short-term letting, the income 
from which subsidises the term-time lets. 

There is unmet demand for good quality, affordable short-term accommodation from: 

 operators of activity holidays, who also need classroom space for small groups of 
clients.  

 charitable organisations who provide holidays for disadvantaged groups (e.g. for 
young carers). 

 public and private sector workers on short-term postings to Skye. 

These markets appear to provide an adequate customer base for the commercial short-term 
letting periods without encroaching into the tourist market. 

 

Proposal 

It is proposed that Broadford & Strath Community Company (BSCC) builds accommodation 
units that are suitable for both WHC students and commercial short-term letting, along with a 
multi-purpose class/meeting/activity building. 

WHC will rent the accommodation units from BSCC during term time on a full repairing and 
management lease, sub-letting them to individual students. 

BSCC’s commercial subsidiary, Strath Leisure Ltd. (SLL), will market and operate the units as 
commercial lets during the periods when they are not occupied by students. The operation of 
the units during these periods will be managed by Camping Skye. 

Camping Skye will manage the letting of the multi-purpose building throughout the year. WHC 
will be able to book this as required. 
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Configuration: Accommodation Units 

WHC advises that accommodation for 12 students is required. 

A desktop cost/benefit analysis has been undertaken to identify the optimum configuration of 
the accommodation units. 

A baseline is provided by a single unit with 12 en-suite bedrooms and shared living/kitchen.  

Note that this configuration is not ideal for the commercial letting market and is included in the 
analysis for comparison purposes only.  

This baseline unit is assigned a capital cost value of 1. 

Three configurations of accommodation units were considered. 

Each configuration was evaluated in terms of holding student tenants accountable for damage 
and anti-social behaviour. It is assumed that accountability becomes more difficult with 
increasing numbers of students sharing a unit. 

Each configuration was evaluated in terms of viability for commercial letting across all 
potential markets. 

 

Option A: 

 3no. 4-bed units; all en-suite; shared kitchen/living area 

 total floor area = 282m² 

 capital cost value = 1.19 

 student accountability = difficult 

 commercial letting viability = medium 

 

Option B: 

 6no. 2-bed units; shared shower-room; shared kitchen/living area 

 total floor area = 270m² 

 capital cost value = 1.13 

 student accountability = moderate 

 commercial letting viability = high 

 

Option C: 

 12no. 1-bed units 

 total floor area = 456m² 

 capital cost value = 1.87 

 student accountability = easy 

 commercial letting viability = high 

 

The analysis suggests that Option B is the most attractive, combining the lowest capital cost 
with high commercial letting viability. The accountability of two students sharing a unit is 
thought to be manageable, and may be the optimum in terms of social well-being. 
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Configuration: Multi-purpose Building 

This will be a detached building on the same site as the accommodation units, comprising: 

 multi-purpose class/meeting/activity room 

 unisex accessible WC 

 kitchenette 

 lockable storage rooms/cupboards 

Floor area c.100m² 

 

Site 

The proposed site for the development lies between the campsite and the industrial estate. 
The western portion of the site is land that is already owned by BSCC. The eastern portion of 
the site is land that is owned by Highlands & Islands Enterprise (HIE), which is described as 
“Broadford West”, and is the subject of an asset transfer enquiry by BSCC. 

 

Planning Permission 

An enquiry to Highland Council has confirmed that the proposed development can be 
accommodated within the existing planning constraints associated with the site, assuming 
that a buffer of trees is maintained between the development and the industrial estate. 

 

Site Plan 

An outline plan has been produced to demonstrate that the site can comfortably 
accommodate the six accommodation units, the multi-purpose building, and associated 
parking spaces. 

 

Capital Cost 

Site works, construction and furnishing of the six accommodation units and the classroom 
building is likely to be within the range of £500k to £800k, depending on the design of the 
buildings. 

 

Profitability 

Projected income from letting the six accommodation units is £75k/year, with operating costs 
of £52k/year (including £24k for repairs and renewals) leaving a profit of £23k/year. 

Revenue from letting the multi-purpose building is unlikely to exceed the operating costs. 

 

Capital Funding 

The modest profitability of the business model makes the development project unattractive to 
commercial investors. It is proposed that capital funding is sought from a combination of 
public and charitable organisations who recognise the value of the project to the proposed 
tenants and the wider community. 
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STUDENT ACCOMMODATION UNITSSTUDENT ACCOMMODATION UNITS
& MULTI-PURPOSE CLASSROOM BUILDING& MULTI-PURPOSE CLASSROOM BUILDING

PROPOSED SITE PLAN - OPTION 1PROPOSED SITE PLAN - OPTION 1

v.04/09/2018v.04/09/2018

6no. 2-bed cabins of c.50m² floor area, each with 1no. parking space.6no. 2-bed cabins of c.50m² floor area, each with 1no. parking space.

1 no. multipurpose classroom building of c.100m² with 9no. parking1 no. multipurpose classroom building of c.100m² with 9no. parking
spaces (includes 1no. disabled).spaces (includes 1no. disabled).

2-bed cabin2-bed cabin

multi-purposemulti-purpose
classroom buildingclassroom building

existing hammerheadexisting hammerhead

proposed access roadproposed access road

proposed parkingproposed parking
for classroom buildingfor classroom building

approximate lineapproximate line
of HIE boundaryof HIE boundary

approximate line ofapproximate line of
Growers' Hub boundaryGrowers' Hub boundary

proposed line of newproposed line of new
campsite boundary fencecampsite boundary fence
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West Highland College UHI Cover Paper 

Committee/Group Name Finance and General Purpose Committee paper 
no: FGP281118/09

Subject 2017-18 SFC staffing return

Purpose of paper 

The annual SFC staffing return is attached for your review. 

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

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes No None at this stage 

Risk implications Yes Statutory filing 
Date paper prepared 20/11/2018
Date of meeting 28/11/2018
Author Principal
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? 

None 

Status Non-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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Table 5 

 

  

  

British 161 

Non-Teaching (support) 90 

Senior Management 3 

Teaching 68 

Permanent 48 

Temporary 20 

Dutch 1 

Teaching 1 

Permanent 1 

Irish 1 

Teaching 1 

Permanent 1 

Scotland 3 

Teaching 3 

Permanent 1 

Temporary 2 

USA 1 

Non-Teaching (support) 1 

Grand Total 167 
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27
FE COLLEGE STAFFING FIGURES (FTES) 2017-18

     College Name

     College Code 3004325
STAFF WORKING LESS THAN 10% FTE SHOULD BE EXCLUDED
To be returned to SFC by 12 October 2018

Teaching Non-teaching 
(support) Total

37.777 62.391 100.168

16.1 25.13 41.23
15.72 30.452 46.172

31.82 55.582 87.402

1 3.43 4.43

4.957 3.379 8.336
5.957 6.809 12.766
17.1 28.56 45.66

20.677 33.831 54.508

37.777 62.391 100.168

ERROR 
REPORT

Total

There are currently 2 Errors

Table 2: Number of all Staff (FTE)

Permanent

Full-time

Error 1
Table 1: Non-teaching FTE must not be 
greater than headcount in Headcount table 
2.  Check G10 and Headcount E47 to F47

Part-time 

Total

Temporary Full-time

Table 1:Type of Contract Staff Status

Number of staff (FTE)

All Staff

Error 2
Table 1: Teaching FTE must not be greater 
than headcount in Headcount table 2.  
Check F10 and Headcount C47 to D47Part-time

Total

Permanent and Temporary

Full-time

Part-time
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: F&GP 281118/10: 
Subject Health and Safety Report – Qtr 1 2018/19 
Purpose of paper The report covers the various issues around health & safety 

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

meeting 
• The RIDDOR Incident Rate graph per 12 month rolling

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

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

undertaken by the College 

Summary of Recorded Incidents Since Last Meeting: 

Appendix 1 

Four incidents have been reported since the previous report, one 
of which was reportable under RIDDOR. 

In our supported learning class in Fort William a student became 
aggressive towards her support worker. The situation was well 
managed by the staff and support workers in the room and no 
further action was required. 

An incident was recorded which involved one of our leased 
minibuses towing a box trailer containing canoes. The break-away 
cable came adrift and the trailer became detached from the 
minibus. Fortunately the only damage was to the trailer which was 
recovered for repair. Additional training and checks have been 
introduced to prevent any re-occurrence. 

A student taking part in an art class fainted due to dehydration. 
The class tutor administered first aid and no further treatment was 
required. 

The RIDDOR reportable incident involved a student who suffered 
a facial injury and damage to a tooth following a fall from his 
mountain bike. The injury sustained was minor but as a 
precaution the student was taken to accident and emergency but 
was referred to the dental practice who managed to re-attach his 
tooth. 

RIDDOR 12 Month Rolling Period Incident Graph: 

Appendix 2 
The RIDDOR incident graph shows no significant upward or 
downward trend. Continued vigilance is required to ensure 
improved performance 
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Illustrations of work/course related incidents: 

Appendix 3 
The graphs give clear detail with no worrying trends of increased 
levels of incidents across any location or course activity 

Updates 

Fire Protection: 
A fire suppression system has been installed in our training 
kitchen in Fort William following recommendations from the 
College insurers. 

Permit to Work: 
Training is due to take place at the end of November for key staff 
either managing or involved in work which carries an enhanced 
risk. Training is being provided by Fred Fudge and being 
delivered in Fort William initially and during December in Portree. 

Workplace Driving 
The College has now has 4 qualified MiDAS Driver Assessors 
who will cascade training to members of staff who transport 
students in the College leased and externally hired minibuses. 
The bulk of the training will be carried out in January to capitalise 
on minibus availability. 

Expert Health and Safety Advice 
Our procured expert Health and Safety advice currently provided 
by Fred Fudge will cease at the end of December 2018.  
Discussions have taken place with Claire Rizos of Clarity Safety 
Solutions who currently provides a similar service for Argyll 
College UHI. Initially cover will be for a day per month covering 
Health and Safety Committee meetings, safety audits and 
specialist advice. 

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

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

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

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

Risk implications Yes       
Date paper prepared 21/11/2018 
Date of meeting 28/11/2018 
Author Jane Ollerenshaw 

Equality Impact Assessment No  If no, explain why, if yes give details of impact 
assessment.Click or tap here to enter text.     

Action requested 
(tick those that apply) 

For information ☐

For discussion    ☒

For endorsing    ☐



West Highland College UHI Cover Paper H & S Qtr 1 2018-19.docx            Page 3 of 3 FJG Ver2 171016

For decision ☐

Consultation has been carried 
out with 
Staff ☒

Students ☒

UHI and Partners ☐

External ☐

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

Health and Safety Committee 
 Scheduled 6 weekly meeting

College Management Group 
 Paper to be noted

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

Yes 

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

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

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

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

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

Other (please give further details) ☐

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

2. A condition is required ☐

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

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



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

Centre 
Course  Description and any action taken  Classification  HSE/UHI 

Notified 
728  17/09/2018  Student  Fort William  SLP  Student grabbed her one‐to‐one support worker by the upper 

arm and shouted in her face. The other students in the class 
became distressed, one student was upset and cried. There 
did not appear to be any particular trigger to the incident. 
Prior to the incident the student had been taking part in the 
class activity with no indicator that she was distressed. 

Near Miss  No 

735  27/09/2018  Staff and 
Students 

Fort William  HE Outdoor  Trailer detached from minibus. Breakaway cable didn't work. 
Trailer travelled across road, then back to North carriageway 
where it came to rest at the minibus. 

Near Miss/RTA  No 

756  26/10/2018  Student  Fort William  HE Outdoor  Following 1 days mountain bike coaching, incident occurred 
during the latter part of the morning session of the 2nd day. 
The incident took place during a descent after 1/2km of 
descending on similar grade trail throughout. The rider injured 
lost control of his bike leaving the trail and fell off his bike 
landing with his face on a tree stump. The rider was following 
directly behind the leader. The incident was not seen by other 
participants or leaders.   

Accident  Yes 

808  19/11/2018  Student  Portree  Art & Design  Actual location Taigh Chearsabhagh, North Uist 
Student taking part in a life drawing class fainted and fell 
forwards to the floor. On falling she knocked over the easel 
with the drawing board which fell to the ground after her and 
knocked her arm. Student came round straight away and 
could talk, was made comfortable. Student felt she was 
dehydrated.  
This was the first time the student has been away from home 
and perhaps the new surroundings and situation was 
overwhelming for her. No further treatment required 

Medical  No 

Appendix 1 



Sep‐17 Oct‐17 Nov‐17 Dec‐17 Jan‐18 Feb‐18 Mar‐18 Apr‐18 May‐18 Jun‐18 Jul‐18 Aug‐18 Sep‐18 Oct‐18
0.4 0.4 0.4 0.4 0.4 0.8 0.8 0.8 0.4 0.4 0.4 0.4 0.4 0.8

0

0.2

0.4

0.6

0.8

1

1.2

Sep‐17 Oct‐17 Nov‐17 Dec‐17 Jan‐18 Feb‐18 Mar‐18 Apr‐18 May‐18 Jun‐18 Jul‐18 Aug‐18 Sep‐18 Oct‐18

RIDDOR Incident Rate per 1,000 of Population ‐ at 31/10/2018 
Appendix 2



Incident Graphs ‐ as at 20th Nov 2018 ‐ Academic Year 2018/19 Appendix 3
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP 281118/11.1 
Subject Review of Procurement Policy 

Purpose of paper This policy is now due for review, but the Committee is asked to 
allow it to be reviewed in time for the Board meeting in June 2019. 

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

Describe the linkage: 
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 20/11/2018 
Date of meeting 28/11/2018 
Author Matt Simpkinson – Vice Principal Finance & Corporate Services 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

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

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

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

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

F&GP 281118_11.2 
Subject Cross UHI Intellectual Property policy 

Purpose of paper 

This policy is one of a suite of policies being adopted across the 
UHI partnership.  The College Manangement Group recommend 
to the Board, that the college adopts this policy.  CMG will 
consider an appendix to explain local context and to develop local 
procedures if appropriate. 

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: 
This also links to the UHI Strategic Plan. 

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 21/11/2018 
Date of meeting 28/11/2018 
Author Fiona Grant/Matt Simpkinson 
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? 
 
College Management Group 
 
 
 

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

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

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

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

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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UHI INTELLECTUAL PROPERTY POLICY 
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EUREKA MOMENTS AND VEILED SECRETS 
 

DOs and DON’Ts for busy scientists and academics … 
 
DISCOVERIES 
 
 If you stumble on a new idea, invention, process or programme: 

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

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

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

meetings etc.   
6 DO NOT PUBLISH &  
7 DO remember that Institutional IP Policy recognises the IP contribution of staff 
 
CO-OPERATING, COLLABORATING, CONSORTING, CONTRACTING ETC. 
 
If you are about to start dealings with an outside organisation that may involve confidential 
information, or existing or future IP:  
8 Arrange a meeting with your designated IP Manager to discuss any potential for 

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

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

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

Contracts Office or an appropriate senior management  
 

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

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

to Legal Secretary or Grants and Contracts 
 
14 Where appropriate mark documents etc. ‘CONFIDENTIAL’ 

15 Remind colleagues to do likewise 
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1.  INTRODUCTION 
 
UHI and its Academic Partners are committed to a research strategy that includes the 
delivery of real world solutions to end users.  In so doing, recognise that researchers and 
academics are often best placed to develop their outputs into new products or 
applications; but their intellectual work is built upon a supportive infrastructure of facilities 
and Professional Services, without which innovation could not thrive. 
 
This document outlines the policies and procedures for the ownership, protection, 
distribution and commercial development of the ‘intellectual property’ of the employees of 
UHI and its Academic Partners. 
Please note that the term Intellectual Property (IP) includes, but is not limited to, all IP, 
designs, information, specifications, formulae, improvements, discoveries, know-how, 
data, processes, methods, techniques and the intellectual property rights therein, 
including but not limited to, patents, copyrights, database rights, design rights (registered 
and unregistered), trademarks, trade names and service marks and the right to apply for 
any of the above as recognised in any country in the world. 
 
This document is not intended to be an exhaustive statement of policy applicable to every 
situation.  Instead, it is intended as a guide to general policy in relation to the handling of 
project IP.  If any dispute in interpretation cannot be resolved by the parties directly 
involved, then it will be escalated to the Directorate appointed by the relevant UHI 
Academic Partner for decision. If the dispute is between UHI Academic Partners then the 
UHI Partnership Council will undertake the final decision. 
 
Teaching materials have been excluded from this framework, as they are covered 
by the policies of respective registering institutions. 
 
 

2.  SCOPE AND PURPOSE 
 

UHI and its Academic Partner staff produce intellectual property (IP) in the course of their 
research and scholarship. Some of this IP makes a valuable contribution to the body of 
knowledge relating to a wide range of disciplines, but has little commercial value. 
 
Other IP has significant potential for commercial exploitation, which can be of financial 
benefit to UHI and its Academic Partners and the employee concerned.  
 
The purpose of this policy document is to provide guidance and sources of advice 
in order to encourage the early identification of such IP and successful exploitation 
for the mutual benefit of all parties. 
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3. DEFINITIONS 
 

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

 
Intellectual Property (IP)  Inventions, computer software, data, databases, technical 

know-how and trade secrets. Large banks of new data collected 
in the course of research and scholarship are also covered here 
only if they may reasonably be considered to have potential for 
exploitation.  

 
Invention  A novel or useful idea relating to processes, machines, 

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

 
Inventor    An employee who makes an Invention or creates IP 
 
UHI & its Academic Partners: 

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

 
4.   PRINCIPLES 

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

 
 

5.  INTELLECTUAL PROPERTY COORDINATION 
 
A “Designated IP Manager”, will be identified in each employer institution (see Annex 1 
systems and processes). The designated IP Manager will receive information about IP 
from the ‘originator(s)’ and work closely with them and project teams that wish to protect 

 
F&GP 28Nov18 Page 54



 
 
 

5 
 

IP and investigate commercial opportunities. The designated IP Manager will be the first 
point of contact for any questions of guidance related to ownership, protection, 
distribution and commercialisation of IP.  It is important to establish this dialogue early so 
expectations are clear and because various actions can have a detrimental effect on the 
ability to have certain kinds of future impact for example any publication could risk losing 
protection of IP, patent protection may not be possible after publishing a paper or making 
a presentation containing information about an ‘IP’. 
 

6.  OWNERSHIP POLICY STATEMENT  
 
The general policy is that IP created through your normal work at your employer is owned 
by your employer. That is the general law as between employer and employee. For most 
research projects, the IP stays with the employer ,but the employer may, as part of  a 
programme of contracted or collaborative research enter into a separate agreement that 
provides otherwise. 
 
There are two main alternatives: 
 
A. Where a UHI Academic Partner develops IP jointly with external collaborators, then 
ownership should be agreed to reflect the background IP and contribution of each partner 
to any new (foreground) IP. 
B. Where a UHI/Academic Partner (or more likely its trading company such as UHIRE. 
(UHI Research and Enterprise Ltd)), develops IP jointly with external commercial 
companies, negotiations may be needed about ownership and exploitation of foreground 
IP. 
 
In either event, the ownership may need to be decided on a case-by-case basis in a 
negotiation process led by the designated IP manager, Company Secretary or equivalent 
as assigned by each employer institution, and formalised in an IP Ownership Agreement 
(see Annex 2).or Consortium Agreement. This must be signed by the Company Secretary 
(or equivalent) and an authorised signatory for the external collaborators concerned 
 
An IP Ownership Agreement may include the designation of a lead person/post to 
manage the development of joint IP.  It should also include details of how any 
development costs will be shared, as well as any specific revenue sharing arrangements 
between the parties involved. 
 
As the owner of IP created through the work, the employer retains all patent and 
disposition rights including the right to decide how or whether the IP is 
exploited/commercialised. For IP jointly developed with external collaborators, the IP 
Ownership/Consortium Agreement will govern how or whether the IP is 
exploited/commercialised. 
 
This policy does not apply if the creator can demonstrate that the IP already existed e.g. 
in a protected agreement, or was created: 

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

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

 
7.  STUDENTS 

 
The general guideline is that undergraduates and taught postgraduates own the IP that 
they generate, unless covered by a specific IP Agreement; as would be appropriate if 
external sponsorship had been provided for a specific piece of work. 
Where IP is generated by postgraduate research students (PGRs) who are formally 
employed, the employer owns any IP generated (assuming that IP is related to their 
employed role). This must be explained to the student and formalised in a Declaration of 
Assignment of Intellectual Property (DoAoIP) by post-graduate students.  An example of 
this declaration is laid out in Annex 3. In most cases, this is contained in the employment 
contract between UHI or its Academic Partner and the student.  
 
In cases where a postgraduate student is on a stipend, the ownership of IP is dictated by 
where they are registered (e.g. for UHI ownership lies with the employer of the lead 
supervisor).  Should that registration be at a different Institution (e.g. University of 
Edinburgh), then the student may need to sign a DoAoIP, reallocating the IP ownership to 
the relevant UHI or Academic Partner Institution. This would be decided on a case-by-
case basis depending on the relative contribution of each partner and any conditions 
applied by the funder. 

 
8.  CAPTURING NEW INTELLECTUAL PROPERTY 

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

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

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

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

9.  PROTECTING INTELLECTUAL PROPERTY 
 
The rights governing ownership and use of many types of IP are known as ‘intellectual 
property rights’, which are derived primarily from legislation granting patent, copyright, 
design and trademark protection.  Mechanisms also exist for protecting confidential 
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information, trade secrets, know-how and other intellectual or tangible research property 
(e.g. physical prototypes). 
 
9.1 Patents 
A patent protects new IP and covers how things work, what they do, how they do it, what 
they are made of and how they are made.  It gives the owner the right to prevent others 
from making, using, importing or selling the IP without permission within a specific 
territory for a designated period.  Typically, the IP is a technical innovation of some kind 
with a commercial application. 
 
To the extent that it considers appropriate, the relevant UHI institution/ Academic Partner 
may seek patent protection on IP where they may intend to pursue or facilitate 
commercial licensing or to comply with the terms of various agreements.  This may 
include a ‘literature search of prior art’ being carried out by an appropriate specialist, with 
input from one or more of the originators. 
 
If the relevant UHI/AP institution decides not to patent a particular piece of IP they may 
consider assigning ownership to the originator(s). 
While patents are granted by many different countries, procedures for filing, regulations 
for patentability and term of patent grant vary from country to country. In the UK, a patent 
affords its owner exclusivity but it must be renewed every year after the 5th year for up to 
20 years protection.  To be patentable the IP must be new, useful and non-obvious. 
Detailed up to date information on the costs and procedures required to file and maintain 
a patent can be found at the Intellectual Property Office web site: 
(http://www.ipo.gov.uk/types/patent/p-applying/p-cost.htm).  
 
 Good record keeping is essential for preserving intellectual property rights and in 
determining the date on which an invention is made, since the United States, in particular, 
awards patents based on first to invent rather than first to file, as in most countries. The 
US is a substantial market for many inventions and research notebooks, for example, 
may be required to be presented as legal evidence. , It is therefore recommended that: 
(i) All electronic record keeping should conform to sector norms and advice as well 

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

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

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

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

Well-documented notebooks should demonstrate the progress of research and are an 
important record in the event of a dispute. They should be stored safely. The employing 
institution will retain these documents when the individual leaves.  
Storage of all data should follow security and fire protection good practice guides.  
If you have any queries regarding this activity consult your designated IP Manager.  
 
You should disclose any possible invention to the designated IP Manager as early 
as possible.  This will facilitate a patent application, if deemed appropriate. 
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In most instances, it will be necessary to engage the services of a patent lawyer to help 
file the patent application.  This may lead to expense. There will also costs associated 
with keeping a patent in force. 
 
Applying for a patent in the United Kingdom (UK) does not protect IP elsewhere. UHI and 
its Academic Partners can protect IP in many international countries using the Patent Co-
operation Treaty (PCT) through the World Intellectual Property Organisation (WIPO) 
through the European Patent Office (EPO) or WIPO 
(http://www.ipo.gov.uk/types/patent/p-manage/p-abroad/p-worldwide.htm). 

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

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

9.3 Copyright 
Copyright subsists in original work of authorship, whether or not published, which has 
been recorded in writing or otherwise (including electronic form).  Copyright laws protect 
literary works (including academic papers), films, sound recordings and original 
databases among other things.  Computer programs are protected as literary works. 
 
A copyright owner has the exclusive right (among other things) to reproduce the work, 
prepare derivative works, distribute by sale or otherwise, and display or perform the work 
publicly.  Copyright protection of a work generally extends for either 70 years after the 
death of the originator or 70 years after the date on which the work is first lawfully made 
available to the public. Precise duration of protection depends on the nature of the work. 
 
Copyright protection is important in order for UHI and its Academic Partners to license 
copyrightable material.  
 
Copyright law does not always require a ‘notice of copyright’ to be affixed to the material 
however; such a notice is strongly advised. The following notice should be applied on 
Academic Partner owned works to protect the copyright: 
 

“Copyright © insert Academic Partner name [Year(s)] - All Rights Reserved” 
 
The date in the notice should be the year or years in which the work is created. No notice 
other than the foregoing is to be used for UHI or its Academic Partner owned works. 
 
In the UK, copyright is not registered and it may be important to be able to prove the date 
of first production of the work. This can be achieved by lodging the work and recording 
the date of conception with a third party (e.g., a solicitor, bank manager or patent agent). 
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For added copyright protection in jurisdictions that provide for registration (e.g., USA) 
certain works, as deemed appropriate, may be registered with the appropriate regulatory 
body (e.g., the United States Copyright Office). 
 
Despite the statutory provision whereby the copyright in any work produced by an 
employee in the course of employment belongs to the employer, UHI or its Academic 
Partner may grant the author(s) a ‘free licence to the copyright’ with regard to work 
published in a recognised academic, scientific, technical, professional or management 
journal or book. 
 
Higher Education Institutes generally do not grant such a licence to materials created by 
employees during the course of and related to their employment, comprising:  
• Course or training materials; 
• Software programs; 
• Any design specification or other work which may be necessary to protect rights in 

commercially exploitable intellectual property 
 
These guidelines do not supersede existing agreements with respect to course and 
teaching materials.  Teaching materials have been excluded from this framework as 
they are covered by other universities’ policies. 
 
9.4 Design Rights 
 
Protection for designs exists for the appearance of a product or part of it. It may arise 
from the features of a product, in particular, the lines, colour, shape, texture or materials 
of the products itself or its ornamentation.  A design is not protected to the extent it is 
solely functional. 
 
A design can be registered to provide protection in various countries, whether in the UK 
alone, throughout the EU or otherwise and protection can be obtained for a period of 5 
years, renewable on payment of fees for further periods of 5 years up to a maximum of  
25 years. Registered design is intended to protect the appearance of an object where 
aesthetic appeal of the object is of prime importance. 
 
There is an unregistered design right, which applies throughout the European Union.  
Like copyright, it is not necessary to register this right but in order for the right to exist, it 
must have been ‘recorded’: i.e. a drawing must have been done or an article made. This 
right exists for 15 years from conception of the design and for not more than 10 years 
from the date of first sale.  For the first five years, you can stop anyone from copying the 
design.  For the rest of the time the design is subject to a ‘license of right’.  This means 
that anyone is entitled to a licence to make and sell products copying the design. 
 
UHI or its Academic Partners may seek to obtain registered design rights, in particular, for 
those designs that will be used to commercially exploit products.  As with patents, a 
design must be new.  There must be no other design identical to it.  In addition, the 
design must have individual character: i.e. it must be different in the eyes of an ‘informal 
user’ from all other designs available before application to register the design. 
 

9.5 Trademarks 
A trademark is a word, name, symbol or device (or any combination of these) adopted by 
an organisation to identify its goods and services and distinguish them from the goods 
and services of others. Trademark protection may be obtained by registration of the 
trademark in each of the countries where the goods/services are to be sold. Unregistered 
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trademarks may sometimes be protected by law, usually where there has been long-
standing and substantial use. 
 
A trademark may be used to protect those names and symbols associated with certain 
UHI or its Academic Partner’s activities, products or events. Prior to registration for 
trademark protection, the designation “TM” after a trademark will give notice of a claim of 
ownership. The term ‘registered’ or some other description indicating that the mark is 
registered must not be used unless the mark has actually been registered. The 
designation ‘®’ is reserved for such use. 
 
The use of trademarks to protect UHI/AP owned properties, or to designate UHI/AP as 
the origin of a product, event, activity, service or the like, may be instituted only through 
the Company Secretary or designated IP Manager. 
 

9.6 Confidential Information and Design Rights 
In the process of working, researchers and academics may generate new information and 
know-how relating to work in progress that must be kept confidential in order to maintain 
competitive advantage. Since such information and know-how will be captured in written 
or otherwise reproducible form from time to time, a mechanism is required to ensure it is 
not misused or released publicly.  
 
Such proprietary information and know-how, whether captured in an archival medium or 
not, are typically referred to as “trade secrets”.  Unlike copyright, there is no trade secret 
statute. Protection of trade secrets derives from various legal concepts, including breach 
of contractual obligations not to misuse or disclose information, breach of trust and 
breach of confidence.  UHI and its Academic Partner’s employment contracts and other 
relevant project agreements include such clauses. 
 
The most important aspect of this type of protection is secrecy.  The protection will remain 
legally valid only as long as the trade secret is maintained as such.  In order to maintain 
protection while a trade secret is being used, it is necessary to bind staff having access to 
any UHI/AP-derived secret, through a contractual agreement not to disclose it.  Such 
agreements are commonly called confidentiality or non-disclosure agreements (NDAs).  
These agreements can be accessed through the Company Secretary/designated IP 
Manager. 
 
In addition, some of external partners may be subject to freedom of information queries, 
which would require the release of certain company information. However, information 
may not have to be released if it is commercially sensitive or would otherwise damage the 
competitiveness of UHI Academic Partners. 
 

9.7 Non-Commercial Dissemination 
Intellectual Property owned by UHI and its Academic Partners may be distributed for 
research and other non-commercial purposes to other educational, scientific and 
research institutions, etc. particularly if the research underpinning the IP is publicly 
funded.  
 
Such distribution is usually subject to the condition that any commercial development or 
commercial use or further transfer of the IP in question will not be pursued with regard to 
IP created and owned by UHI and its Academic Partners. This condition should be 
specifically included in a formal agreement or must be contained in a ‘Non-Commercial 
Dissemination Agreement’ (NCDA), signed by the recipient of the IP. 
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In addition, UHI Academic Partners may wish to control subsequent use, for example, by 
requiring recipients to follow a specific research protocol. 
 
Distribution may be possible in advance of securing protections (such as patents or 
design rights) by using some form of contractual agreement. 
 
IP may have potential commercial value as well as scientific value.  Advice should be 
sought from the Company Secretary/designated IP Manager about how to make IP 
available for scientific use in a manner that does not diminish its value or inhibit its 
commercial development. 
 

10.  Commercial Development 
 
Where appropriate, UHI and its Academic Partners will pursue the commercial 
exploitation of IP.  The decision as to what is to be commercially exploited will be made 
by the UHI or Academic Partner Directorate.  If there are external collaborators with 
ownership rights, they will be involved in decision-making.  
 
Any decision to invest in the commercial exploitation of IP opportunities that emerge will 
be taken by the designated UHI/AP IP commercialisation Committee, as appropriate. 
Where there is shared ownership of IP, either between UHI AP’s and/or with external 
collaborators, then a group will be set up to develop and recommend a commercial 
exploitation plan.  This group will be drawn from the IP-owning institutions, with a 
nominated chair.  
 
Commercial exploitation may include without limitation: 
• researching the market for the IP; 
• commercialisation through a trading subsidiary; 
• entering into discussions with potential licensees; 
• negotiating appropriate licenses or other agreements; 
• considering spin-outs or company formation 

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

 
The main contact for all of the activities mentioned above is the designated IP Manager, 
who will involve the originators as closely as possible in any commercial activities as this 
is a proven approach to maximise the chances of success. 
 
In some instances, distribution and commercialisation of IP may be accomplished by the 
transfer or licensing of intellectual property rights such as patent or copyright.  In other 
instances distribution and commercialisation of IP may be aided by or depend upon 
access to the physical or tangible embodiment of the IP as is the case with computer 
software, physical prototypes or products. 
 

11.  Receipt and Distribution of Revenues 
 
Revenue as the result of commercialisation of UHI/AP IP (e.g. royalties, license fees, sale 
proceeds, realised equity considerations, etc.) will be calculated on a case by case basis 
and distributed to all relevant collaborators at the close of the relevant financial year as 
follows: 
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1. Deduct costs that are directly attributable to a specific case (e.g. cost of filing/maintaining 

a patent application, prosecution and maintenance of such, materials and manufacturing 
costs, specific staff costs, marketing costs and so on).  Only staff specifically hired to 
carry out the revenue generating activity are included in these deductions.  

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

 
3. Of the UHI/AP share, the rewards from commercialisation are to be split between the 

named originator(s), as stated on the IP Disclosure Form, and the employer of the 
originator(s).  For IP that generates only small gross commercial incomes (or for early 
revenues from a large project), the originator(s) receive a greater proportion: 
 

Net Income Band 
(cumulative) 

Originator(s) Employer Institution 

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

 
Revenue-sharing distributions may be considered taxable income and it is the 
responsibility of the recipient to properly report and pay tax on this income to any relevant 
authorities. 
 
It may be necessary to distribute revenues to former staff several years after they have 
departed.  It is the responsibility of each member of staff to keep their contacts details up 
to date with UHI/AP after departing.  If the former staff member cannot be contacted 
using the details on file six months following the date of distribution, their revenue share 
will be retained by the employer institution, to be invested in future activities. 
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