
F&GP Committee

15 June 2020, 16:30 to 19:00

Agenda

1. Apologies

2. Declara ons of interest

3. Minutes of the Mee ng of 27 November 2019, and Minutes of the
Joint Mee ng with Audit Commi ee on 27 November 2019 Decision

Ross Lynn

 Minutes_F&GP Committee_271119.pdf (4 pages)

 Minutes_Joint Audit and F&GP
Committees_271119.pdf

(1 pages)

4. Ma ers Arising

4.1. National Bargaining

4.2. CRTR Slow Adventure

5. Any Other Business
 Note of items for discussion

6. CONFIDENTIAL Estates Update
Discussion

Jackie Wright

 FGP_150620_11 Estates Update.pdf (5 pages)

7. CONFIDENTIAL SFC Revised Mid‐Year Review 2019‐20
Discussion

Paula Lister

 FGP_150620_12_Revised mid‐year FFR.pdf (4 pages)

8. CONFIDENTIAL Management Accounts to end April 2020
Endorsement

Paula Lister

 FGP_150620_15_Management Accounts.pdf (5 pages)

9. CONFIDENTIAL Dra  Budget 2020‐21
Endorsement

Paula Lister

 FGP_150620_16_Budget 20‐21.pdf (6 pages)

10. Insurance Award recommenda on
Endorsement

Paula Lister

 FGP_150620_13_Insurance Tender.pdf (3 pages)

11. Contract award le er from SDS
Information

Fiona Grant

 FGP_150620_01_Contract Award Letters from (4 pages)



SDS.pdf

12. Health & Safety Report third quarter
Information

Lydia Rohmer

 FGP_150620_14_H&S.pdf (8 pages)

13. Policies

13.1. Data Protection (revised WHC policy)
Endorsement or Decision

Paula Lister

 FGP_150620_04 Data Protection policy.pdf (10 pages)

13.2. Debt Management (revised WHC policy)
Endorsement or Decision

Paula Lister

 FGP_150620_05 Debt Management policy.pdf (5 pages)

13.3. Protection of Vulnerable Groups (two policies)
 PVG (staff) (revised WHC policy)
PVG (students) (new cross‐UHI policy)

Endorsement

Fiona GrantPaula Lister

 FGP_150620_06 PVG policies.pdf (16 pages)

13.4. Environmental and Sustainability (revised WHC policy)
Endorsement or Decision

Paula Lister

 FGP_150620_07 Environmental and Sustainability
policy.pdf

(9 pages)

13.5. Sickness Absence (revised WHC policy)
Endorsement or Decision

Lydia Rohmer

 FGP_150620_08 Sickness Absence policy.pdf (8 pages)

13.6. Treasury Management (revised WHC policy)
Endorsement or Decision

Paula Lister

 FGP_150620_09 Treasury Management policy.pdf (4 pages)

13.7. FE Guidance (new cross‐UHI policy)
Endorsement

Fiona Grant

 FGP_150620_10 FE Guidance policy.pdf (6 pages)

13.8. Work Placement policy
Information

Claire Wylie

 FGP_150620_02_Work Placement policy.pdf (2 pages)

13.9. Withdrawn policies
Information

Claire Wylie

 FGP_150620_03_Withdrawn policies.pdf (2 pages)

14. Any Other Business



 Discussion of items notified.

15. Date of Next Mee ng
 8 September 2020



F&GP Committee
27 November 2019, 18:00 to 20:00
Fort William and by VC

Attendees
Board members

Present: Ross Lynn (acting convenor), John Hutchison, Lisa McAndrew, Katie Wrigglesworth, Lydia Rohmer.
Attending: Fiona Grant, Paula Lister, Jackie Wright (for Estates item), Claire Wylie (minutes)

Meeting minutes

1. Apologies
Apologies were received from Charles McCrimmon and Katie Wrigglesworth

2. Declarations of Interest
There were no declarations.

3. Minutes of the Meeting of 18 September 2019
The minutes were approved as a correct record.

 Minutes_F&GP Meeting_180919.pdf

Decision

4. Matters arising

4.1. National Bargaining

The NRPA was not yet signed, although the College had fully implemented the Agreement in practice. The sticking point
was the requirement that support staff join the pension scheme provided to the local authority staff. Whilst the College
was entirely in agreement with this, those running the scheme were not. To resolve the issue, they had asked for SG
guarantee as a back-up, and an actuarial assessment. Agreement of all parties on these issues was currently being
sought.

The College was engaged in the job evaluation scheme for support staff, alongside all other colleges. Although due to
be completed next year, it may take much longer to fully agree the outcomes. Any consequential pay rises would be
backdated to September 2018. SFC was putting cash aside for this, although its adequacy was of course yet to be
confirmed.

Once the NRPA was signed, arrangements would be put in place for TU representation. 

5. Any Other Business

5.1. Late circulation of papers

It was acknowledged that most of the papers for this meeting were circulated late. At least some members did not have
the time to read the very late ones. Apologies were offered for the late distribution.
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6. CONFIDENTIAL Management Accounts for the period ending October 2019
The management accounts for the first quarter were presented by Paula. Spending was running a little behind budget
and Paula was intending to undertake a re-forecasting so the budget could be brought up-to-date and be in accordance
with the actual student numbers recruited. She considered that there might be a genuine surplus revealed by such an
exercise. 

The accounts were endorsed.

 F&GP Committee_271119_13_Management Accounts.pdf

Endorsement

7. CRTR Slow Adventure
The paper from the Centre for Recreation and Tourism Research was received and discussed. The discussion started
around the proposal that the Slow Adventure trademark be signed over from the College to a new private spin-off
company. Members felt that there were a number of further questions that needed to be asked before they were in a
position to endorse any such move to the Board. Lydia undertook to collate all the questions and follow up with Steve
Taylor of the CRTR. 

 F&GP Committee_271119_06_CRTR slow adventure.pdf

Endorsement

8. Estates Update
The Committee was brought up to date with all estate matters.

STEM Centre
Since Jackie's report, the meeting with Richard Lochhead (Minister for FE, HE and Science) had been held. At the
meeting were Mr Lochhead, Kate Forbes, Martin Fairbairn (SFC), Alistair Nicholson (HIE), a civil servant, Jackie and
Lydia. Lydia considered that clear support for the project was offered by Richard Lochhead, subject to funding. Alistair
Nicholson from HIE was challenged to contextualise the Centre and thus generate interest from a variety of potential
funders.
The application to the Advanced Manufacturing Challenge Fund for engineering equipment was successfully through to
the third stage. Lydia and the previous STEM curriculum manager Alan Ogg had presented their case, and the outcome
was awaited. 

Mallaig
The possibility of involvement of Crown Estates Scotland in  building the new Mallaig Centre, and leasing the Building
back to the College, was being explored and would be discussed more fully at the Board.
Members proposed that Crown Estates Scotland be considered as potential funders for the STEM Centre and/or student
accommodation and Jackie undertook to pusue this avenue at an appropriate time.

Fort William
Office space in the FW campus was currently very tight, and several options were being considered, including The
Underwater Centre, MOWI offices, and portacabins.

Newton Room
Science Skills Academy was looking for a new venue for another Newton Room, with Auchtertyre, Kyle of Lochalsh and
Portree all being considered. Further discussions were anticipated.

 F&GP Committee_271119_02_estates update.pdf

Discussion

9. College sector Brexit planning and proposed mitigation
Members received papers relating to the sector's Brexit planning. The most significant concern to FE was in relation to
the EU funding which had supported many initiatives, and the disappearance of such funds would be likely to have a
significant impact on UHI and WHC. Although a UK shared prosperity fund may bridge the gap, there was no detail
available on this.

 F&GP Committee_271119_07_Brexit planning.pdf

Discussion

10. Health and Safety Report, first quarter
This was received and the slight upward trend of incidents noted. The trend could be expected to be reversed in the
next quarter's report. 
The updates, such as to the FW fire alarm system and the MiDAS minibus assessments now underway, were noted.

 F&GP Committee_271119_08_Health & Safety.pdf

Information
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11. SFC Staffing Return
Noted by members.

 F&GP Committee_271119_01_staffing return.pdf

Information

12. Policies for review

12.1. Time Off in Lieu

It was noted that the existing TOIL policy had been marginally revised to take into account the new 35 hour week, and
CASCADE procedures improved.

The revised policy was approved on behalf of the Board.

 F&GP Committee_271119_03_TOIL policy.pdf

Decision Or
Endorsement

12.2. Performance Management

Improving the procedures associated with the performance management of staff was an urgent action arising from the
audit of the Staff Performance Management Framework. These procedures had now been fully revised; however, the
policy remained the same. 

The reviewed policy was approved on behalf of the Board.

 F&GP Committee_271119_10_Performance Management policy.pdf

Decision Or
Endorsement

12.3. Tuition Fee Refund & Withdrawal

Minor changes were proposed.

The reviewed policy was approved on behalf of the Board.

 F&GP Committee_271119_12_Tuition Fee Refund and Withdrawal policy.pdf

Decision Or
Endorsement

12.4. Delay to review of Procurement policy

Committee members were content to accept a delay to the review of this policy to the next round of meetings.

 F&GP Committee_271119_04_Policies delay.pdf

Decision

13. Marketing Strategy
The marketing strategy had been developed in order to link the College's marketing efforts with the strategic plan
including the College mission and vision. It was also thought to provide a useful way to illustrate to all staff that marketing
was an exercise in which everyone was involved. 

In response to an enquiry, Lydia explained that the UHI and its colleges were working towards developing cross-
partnership key messages, brand alignment and simplification, and other 'soft' developments, and there was no thought
of any wholesale replacement or renaming.

Members endorsed the strategy to the Board.

 F&GP Committee_271119_05_Marketing strategy.pdf

Endorsement
Lydia Rohmer

14. Financial Regulations
Paula took the Committee through the changes proposed in the Regulations in detail, and discussions were held
primarily around the approval levels for authorisation. Paula undertook to provide a table summarising these changes
for the sake of clarity when presenting the Regulations to the Board.

The Regulations were endorsed by the Committee.

 F&GP Committee_271119_11_Financial Regulations.pdf

Endorsement

15. SG Spending Review (sectoral submission)
Lydia presented this document as providing a good overview of the constraints under which the sector currently felt it
laboured, and considered that it showed what the sector needed in order to continue with its current level of activity, and
what it would need in order to grow into some of the areas on which the current SG was focussed, such as mental
health, re-skilling in the light of industry 4.0 and Brexit, and digital initiatives.

 F&GP Committee_271119_09_SG Spending Review sectoral submission.pdf

Discussion
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16. Date of next meeting
Monday 16th March 2020
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Joint Audit and F&GP Committees
27 November 2019, 17:00 to 18:00
Fort William and by VC

Attendees
Board members

Present: Alan Sears (Convenor), Duncan Ferguson, Robert Kelly, Deryck Nutley, Emma Lawson, Nigel Patterson, Lydia Rohmer, John Hutchison, Lisa
McAndrew, Ross Lynn, Katie Wrigglesworth.
Attending: Fiona Grant, Paula Lister, Claire Wylie (minutes)

Meeting minutes

1. Apologies
Apologies were received from Christine Mackay, Charles McCrimmon and Katie Wrigglesworth.

2. Declarations of Interest
There were no declarations.

3. CONFIDENTIAL Draft Statutory Accounts year ending 31 July 2019
Paula briefly introduced the annual accounts, explaining that it reflected the final movements of the year's management
accounts and showed a slightly bigger surplus than expected. She expressed her thanks to the team from Henderson
Loggie for the helpful and quick service.

For their part, Jamie Davidson from Henderson Loggie confirmed that his firm was likely to issue an unqualified audit
opinion to the December meeting. Their report concentrated in certain areas: management override of controls, income
recognition, fund accounting and going concern. In each one, standard tests were applied. One adjustment was
required within the income recognition audit area, but otherwise the auditors were content with the accuracy of the
transactions. With regard to the need to be a 'going concern' for the next twelve months, the auditors would return to
this once the first quarter management accounts had been received, but on current evidence no difficulties were
expected.

There were two areas where the auditors considered that internal controls should be strengthened: sales cut-off
/monthly reconciliation and independent bank reconciliations. These were both 'Significant' but not 'Fundamental' and
both were accepted by management going forward.

The auditors also looked at the internal control points noted in the previous year. Although there had been some
advances made by the College to the three 'Significant' points, further action was required.

Lydia discussed the College's Achievements and Performance section, explaining that she felt it brief but adequate. As
next year saw the ten-year anniversary of the establishment of the College, the intention was to produce a report
covering the achievements in full at that point. 

The annual accounts were endorsed by the joint committees.

 Joint committees Annual Accounts 1819.pdf

Endorsement

4. Reserves Policy
Paula presented a draft Reserves Policy, with the proposed three months cash being held in reserve being fairly
standard amongst other colleges.

The policy was endorsed.

 Joint F&GPAudit_27Nov19_reserves policy.pdf

Endorsement
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Cover-Paper_Estates.docx Page 1 of 2 FJG Ver2 171016 

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

FGP_150620_11 
Subject CONFIDENTIAL Estates update 

Purpose of paper To inform F&GP members of the current situation regarding the 
College’s estate projects 

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 09/06/2019 
Date of meeting 15/06/2019 
Author Lesley Hawkins 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 
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Cover-Paper_Estates.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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Cover-Paper_FFR 2019.docx Page 1 of 2 FJG Ver2 171016 

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

F&GP 150620 12 
Subject CONFIDENTIAL Revised FFR Mid Year 2020 
Purpose of paper The Revised Mid Year 2020 FFR is attached for information 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☐ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes       
Date paper prepared 10/06/2020 
Date of meeting 15/06/2020 
Author Paula Lister, Director of Finance and Resources 
Equality Impact Assessment 
(EIA) 

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

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?* 

No 
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Cover-Paper_FFR 2019.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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Cover-Paper_Management Accounts_.docx Page 1 of 2 FJG Ver2 171016 

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

FGP_150620_15 

Subject CONFIDENTIAL Management Accounts for 9 months ended 30th 
April 2020 

Purpose of paper To show financial position as at Q3 for 2019-20 
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 10/06/2020 
Date of meeting 15/06/2020 
Author Paula Lister – Director of Finance & Resources 
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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Cover-Paper_Management Accounts_.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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Cover-Paper_202021 Budget FGP.docx Page 1 of 2 FJG Ver2 171016 

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

F&GP_150620_16 
Subject CONFIDENTIAL Draft Budget for 2020-21 

Purpose of paper 

To present the current draft revenue and capital budgets for 2020-
21 
 
 

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: 
Budget incorporates elements of strategic pland and opportunities 
for expanding activities, however it does contain some element of 
risk. 

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

Risk implications Yes Maintaining financial sustainability 
Date paper prepared 12/06/2020 
Date of meeting 15/06/2020 
Author Paula Lister – Director of Finance & Resources 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Choose an item. 
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Cover-Paper_202021 Budget FGP.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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WHC Cover Paper - Insurance Tender June20.docx Page 1 of 1 FJG Ver1 230816 

West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose 
Subject Insurance Tender 2020   F&GP 150620 13 

Action requested 
(tick those that apply) 

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

Brief summary of paper 
After a collaborative tender process, approval is now sought for 
the cost of Insurance Services for the 3 year contract. 
 

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

Risk implications Yes Mitigation of risks faced by college 
Date paper prepared 10/06/2020 
Date of meeting 15/06/2020 
Author Paula Lister, Director of Finance & Resources 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

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

Equality Impact Assessment No  If no, why or state date of impact assessment.N/A     
Status Non-confidential 
Consultation has been carried 
out with 
Staff ☒ 
Students ☐ 
UHI and Partners ☐ 
External ☐ 

Which other committees have been consulted? 
Click or tap here to enter text. 
Describe how was this achieved? 
Click or tap here to enter text. 

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

Yes 

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

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

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

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

FINANCE & GENERAL PURPOSES COMMITTEE 

JUNE 2020 

Background 

The college insurance services contract with Marsh comes to an end at the end of July 2020 and they 
have indicated that they will not provide cover after that point.  The College has been involved in a 
collaborative tender exercise with several other UHI institutions (Executive Office, Inverness, SMO, 
Argyll, NHC, Moray, HTC, Lews Castle).    

This collaborative exercise has been conducted through the UHI Procurement Shared Service from 
APUC which ensures that the College meets its regulatory obligations by facilitating local, Regulated 
and OJEU value tendering activity on behalf of the College and provides guidance and support on all 
procurement related activities.   
 
The tender exercise was conducted using the suppliers on the National Insurance Services Framework.  
National Frameworks set up by APUC are tendered at European level to ensure compliance with the 
Regulations.  Part of this process requires due diligence checks such as those relating to blacklisting, 
fraud, criminal convictions and financial stability and are carried out as standard on a pass or fail basis 
utilising a European Single Procurement Document (ESPD) as set out by Scottish Government.  For the 
National Insurance Services Framework APUC confirm all due diligence checks were undertaken in line 
with this and only those suppliers who passed the ESPD were progressed through the evaluation 
process and on to appointment to the Framework. 
 
Tender Results  

Although the framework contained 3 suppliers only one returned a tender response.  This was from 
FE Protect Limited T/A as Education Protect Scotland Limited.  FE Protect have sat on an English 
National Framework for the past 2 years where they have demonstrated great success for the 
education sector having secured contracts from over 70 institutions for the provision of non-life 
insurance services. 
 

The submission was evaluated and scored individually by the different Academic Partners and all 
agreed that it was a strong submission.  The tender was based on current levels of cover on all items 
to enable cost comparisons to be made but the cost was not released by APUC until the technical 
questions of the tender had been scored.   

The timescales around such tender exercises is dictated by Public Procurement regulations and 
therefore in this case the date by which that the College had to agree to the appointment of 
Education Protect was the end of May 2020.   

On this basis the College has agreed to be part of this collaborative Insurance Service to ensure 
continuity of cover.  It is also worth noting that despite the tender exercise being based on current 
cover, Education Protect will be conducting individual meetings prior to the end of June to review all 
aspects of cover to ensure risk mitigation.  
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The cost of the cover from Education Protect is shown in the table below along with the current 
provider costs. 

 

 

Recommendation 

In accordance with the College’s Financial Rules and Regulations, purchases of goods and services 
above £20k must be approved by the Finance & General Purposes Committee. 

Therefore, members are asked to endorse the cost of this vital service. 

 

 

Paula Lister 

Director of Finance & Resources 

10 June 2020 

 

Individual Institutional Savings

2019-20 Current Costs: WHC
Total Cost Premium, IPT and Fees: £29,269.54

3 Year Cost: £87,808.62

Re-tender Costs:
Total Cost Premium, IPT and Fees: £20,635.41

3 Year Cost: £61,906.24

Savings:
3 Year Direct Price Saving: £25,902.38

Annual Broker Fee reduction if all meetings held virtually: £500.00
3 Year Saving: £1,500.00

Up to 10%  profit share & low claims rebate p/a (max): £1,000.00
3 Year Saving: £3,000.00

Total 3 Year Institutional Saving: £30,402.38
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no:  

F&GP_150620_01 
Subject Contract award letter from SDS 

Purpose of paper 

Contract Employability Fund (EF) 2020-21 – Provider Contract 
(Ref P19-088) award letter. This is to inform the Board of the 
award of SDS funding for young people “new start” places on the 
employability programme. This is for April 2020 to April 2021. 
 

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

Describe the linkage: 
The funding of this work links to our strategic plan aims of Right 
learning right place and To contribute to economically and socially 
sustainable communities by developing the skills of the area's 
workforce.  Unfortunately the number of new starts are lower than 
the WHC team anticipated.  From discussion it would seem that 
this has been consistent in other Rural areas.  Concerns about 
lower starts have been raised.  The WHC Employment and 
Development team will work with partners and continue to ensure 
there are solid referrals and evidence in place that there is 
demand. Once the job market starts to move again, we will have a 
firmer picture of what is required and we can look to create a case 
for additional places.  

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            Give details about resource implications 

Risk implications No       
Date paper prepared 20/05/2020 
Date of meeting 15/06/2020 
Author Director of Academic Affairs 
Equality Impact Assessment 
(EIA) 

No  If no, explain why, if yes attach the EIA. 
Not required     

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? 
 
With the Employment and Development team and via 
Academic Affairs 
 
 

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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31 March 2020

Mairi Penny
West Highland College UHI
Carmichael Way

Fort William
PH33 6FF

Dear Addressee

Award Offer

Accepting this Offer

Yours sincerely,

(i) print, sign and scan a copy of this Award Offer and email to ntpcontracts@sds.co.uk. Please note that all scanned copies must be fully and clearly legible and contain 
the full Award Offer.  You should retain the original signed document for your records.

(ii) by your authorised signatory sending an email to ntpcontracts@sds.co.uk containing the following wording and completed information:-

I refer to the offer of contract from The Skills Development Scotland Co. Limited (“SDS”) dated 31 March 2020 for the provision by [ENTER REGISTERED 
ORGANISATION HERE] (“the Provider”) of services relating to Employability Fund 2020-21.  By sending this email to ntpcontracts@sds.co.uk, I, on behalf of and as an 

authorised signatory of, the Provider, confirm the Provider’s acceptance of the said offer in full. The contract entered into between SDS and the Provider by virtue of my 

submission of this email to SDS, shall accordingly be binding on the parties from the date and time of my submission of this email.

Details of authorised signatory sending this email

Full name of authorised signatory:   

Position:   

By undertaking the above, you agree to enter into the contract with SDS under the terms of this offer. The EF Provider Contract shall have no effect until the relevant 
process has been completed.

Andrew Livingstone, Director of Finance and Corporate Governance

Contract: Employability Fund (EF) 2020-21 - Provider Contract (Ref P19-088)

On behalf of The Skills Development Scotland Co. Limited (SDS), incorporated under the Companies Acts (company number SC202659), having its registered office at 
Floor 1, Monteith House, 11 George Square, Glasgow G2 1DY, we are pleased to this Contract for the above requirement to:-

• The  award offer set out in this letter, 

• The Contract Schedule as set out within this letter

• Employability Fund Rules 2020-21

• Clarifications received and clarified on Public Contracts Scotland

• Your submission in response to the Invitation to Tender dated 2 December 2019

* The Invitation to Tender dated 30 October 2019

The EF Provider Contract will commence on 1 April 2020 and expire on 31 March 2021, subject to earlier termination in accordance with the terms of the contract. Plus the 
optional two plus 1 year extensions, to be agreed each year.

West Highland College UHI , incorporated under the Companies Acts, registration number SC153921
, and having its registered office at Carmichael Way, Fort William, PH33 6FF

The documents listed below shall be deemed to form and to be read and to be construed as part of the Employability Fund (EF) Provider Contract:

In the current circumstances, you have the following options for formally accepting the offer:-
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Effective Date

Training Provider Name West Highland College UHI

Starts value - in line with 
volumes allocated per LEP

£4,750

LEP Area
Highland

16-17 16-17

£26,302
Starts cannot be moved between LEP areas

Total Value of Contract

New Starts
Stage 2

New Starts
Stage 3

£825

Employability Fund Contract Schedule 2020-21

to 31 March 2021

New Starts
Stage 4

Young Persons 
Allowance value

VALUE - across all LEP areas in Contract

5
18+

01 April 2020

£4,627 £16,100

18+ 16-17

 Outputs - value for delivery of 
SCQF level 3, 4, Employer 
endorsed and for stage 4 
qualifications A, B  and C

Outcomes - value for delivery of progressions from 
Stage 2 to 3, or 3 to 4; Job/Self employment and 

sustained job/self employment; MA and more advanced 
forms of learning

18+

I acknowledge receipt of the Award Offer contained in the above letter from SDS and acknowledge that the EF Provider Contract (including for 
the avoidance of doubt, Contract Schedule as set out within the offer letter) has been entered into as set out in the letter:

Authorised to sign on behalf of West Highland College UHI

PositionSignature

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

F&GP_150620_14 
Subject Health and Safety Report – Qtr 3 2019/20 
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 and the College response to 
Covid-19. 

 
Summary of Recorded Incidents Since Last Meeting: 
Appendix 1 
 
The majority of the incidents reported are cases where first aid 
has been administered or near misses. 
  
Two incidents have been reported during the third quarter of the 
academic year. The first incident involved students whose 
behaviour resulted in a student requiring first aid. These actions 
were dealt with through the Positive Behaviour Procedures. The 
second was a medical incident where a student experienced a 
seizure. This student suffers seizures frequently and the staff are 
experienced in managing this kind of incident. 
 
A very positive picture with a low level of incident occurrence 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
Appendix 2 
The RIDDOR incident graph shows a continued downward trend 
with only one RIDDOR reportable incident during the academic 
year. 
Certainly, we are seeing the benefit of robust systems and 
procedures however, due to Covid-19 lockdown and suspension 
of practical activities this picture reflects the unusual current 
circumstances.  
 
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 
 
Covid-19 Reporting 
Appendix 4 
The table details the instances of reporting due to Covid-19 and 
illustrates the number of instances of self-isolation. No positive 
cases of Covid-19 have been reported amongst the College 
community. 
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Updates 
 
College Response to Covid-19: 
West Highland College remains open and we are responding to 
the Covid-19 pandemic and planning for the months ahead with 
the health and wellbeing of our colleagues, students and local 
community as our priority. 
 
We hope to welcome our main cohort of students back in 
September and we are planning for this. We are also working 
hard to ensure that we have high-quality online education offers 
ready for the 2020-21 academic year, should further or continued 
government restrictions necessitate this. 
 
We have faced lots of new challenges in recent weeks, and there 
will be more to come, but colleagues across the College continue 
to work tremendously hard to support ongoing operations and our 
response to Covid-19. 
 
The College Business Continuity and Emergency Planning team 
continues to meet on a weekly basis and responds to the most up 
to date advice and information.  
 
Detailed risk assessments are being prepared prior to any re-
commencement of activity specifically addressing:- 

• Premises modifications 
• Sanitisation 
• Social distancing 
• Home working 
• Academic activity 
• Practical operations 
• Mental health awareness 
 

(the above bullet points are by no means exhaustive) 
 

The impacts of Covid-19 are far-reaching and varied but we are 
confident we can remain strong as a College if we face them 
together as a community. 
 
Health and Safety Strategy: 
Work is continuing on the development of a Single Health and 
Safety Policy for UHI Academic Partners, however, responding to 
Covid-19 has impacted on development. 
Progress is being reported in the Health and Safety Committee 
meetings. 
 
Workplace Driving 
No further MiDAS minibus assessments have been undertaken 
during the third quarter of the academic year.  
Due to social distancing requirements, future assessments will be 
problematic. Once restrictions are lifted a detailed risk 
assessment will be undertaken prior to the re-commencement of 
driver assessment. 
  
Those staff who have been assessed and have not met the 
required standard will need to complete additional training prior to 
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re-assessment once restrictions have been lifted and risk 
assessments completed. 
 
Health and Safety Audit Programme 
The programme of health and safety audits across our centres 
and curriculum areas has been curtailed due to Covid-19 
lockdown. 
A single centre audit and fire risk assessment was undertaken at 
the Broadford Centre. 
 
A revised programme of audits will be developed to include Covid-
19 response and addressing new operating systems and 
procedures. 
 
 
 

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

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

Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications Yes       
Date paper prepared 24/05/2020 
Date of meeting 15/06/2020 
Author Jane Ollerenshaw 
Equality Impact Assessment No  If no, explain why, if yes give details of impact assessment.     

Action requested 
(tick those that apply) 

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

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

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

• Scheduled 6 weekly meeting 
College Management Group 

• Paper to be noted 
 

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

Yes 

 
* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 
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Its disclosure would substantially prejudice the effective conduct of public affairs ☐ 
Its disclosure would constitute a breach of the Data Protection Act ☐ 
Its disclosure would constitute a breach of confidence actionable in court ☐ 
Other (please give further details) ☐ 
For how long should a paper be withheld? 
1. Length of time needed  ☐ 
2. A condition is required ☐ 

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Incident Reports Quarter 3   Academic Year 2019-20 
Ref: Date Designation Learning 

Centre 
Course Description and any action taken Classification HSE/UHI 

Notified 
1536 11/03/2020 Student Portree Construction Student suffered a bloody nose following a scuffle in the car 

park with another student. The lecturer dealt with the 
incident in line with the College Positive Behaviour Procedure 

First Aid No 

1539 11/03/2020 Student Gairloch SLP On arriving at college the student experienced a seizure of 7 
minutes.  He was seated in the car and had a volunteer driver 
with him.  The volunteer driver is a trained nurse so she was 
confident to care for him for the duration of the seizure.  After 
the seizure the student felt weak and tired and decided that 
he would not attend college for the day and was taken home.   
No injuries were sustained. 

Medical No 

 

 

Appendix 1 
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Appendix 2

6/8 38/102



Incident Graphs - as at 30th April 2020 - Academic Year 2019/20                        Appendix 3

0

1

2

3

4

5

6

7

8

9

10

11

Portree Fort William Gairloch

N
o 

of
 R

ep
or

te
d 

In
ci

de
nt

s

Incident Reports for Academic Year 2019/20 - by Centre - at 30/04/2020

Medical
First Aid
RTA
Near Miss
RIDDOR
Non RIDDOR

0

1

2

3

4

5

6

7

8

SLP HE OutdoorArt & DesignConstruction CHSC FE Outdoor Fashion Prof Cookery

N
o 

of
 R

ep
or

te
d 

In
ci

de
nt

s

Incident Reports for Academic Year 2019/20 - by Course - at 30/04/2020

Medical

First Aid

RTA

Near Miss

RIDDOR

Non RIDDOR

0
1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16
17
18

Centre Student Staff & Students Staff

N
o 

of
 R

ep
or

te
d 

In
ci

de
nt

s

Incident Reports for Academic Year 2019/20 - by Designation at 30/04/2020           

Medical

First Aid

RTA

Near Miss

RIDDOR

Non RIDDOR

7/8 39/102



Coronavirus Reporting Overview Appendix 4

Date SHE Assure Ref Designation Usual Place of Work/Study
07.03.2020 100 Student Fort William Self Isolation
11.03.2020 103 Staff Fort William Self Isolation
12.03.2020 101 Student Fort William Self Isolation
13.03.2020 105 &106 Student Fort William Self Isolation
13.03.2021 104 Student Fort William Self Isolation
15.03.2020 113 Staff Fort William Self Isolation
15.03.2020 107 Staff Broadford/Portree Self Isolation
16.03.2020 108 Staff Auchtertyre Self Isolation
16.03.2020 109 Staff Fort William Self Isolation
16.03.2020 110 Staff Fort William Self Isolation
16.03.2020 111 Staff Fort William Self Isolation
16.03.2020 112 Student Fort William Self Isolation
16.03.2020 112 Student Fort William Self Isolation
16.03.2020 115 Staff Strontian Self Isolation
16.03.2020 114 Staff Fort William Self Isolation
16.03.2020 116 Student Fort William Self Isolation
17.03.2020 117 Student Fort William Self Isolation
17.03.2020 118 & 122 Staff Ullapool Self Isolation
16.03.2020 119 Staff Gairloch Self Isolation
17.03.2020 120 Staff Ullapool Self Isolation
13.03.2020 121 Staff Portree Self Isolation
17.03.2020 123 Staff Fort William Self Isolation
17.03.2020 124 Staff Auchtertyre Self Isolation
18.03.2020 125 Staff x 2 Fort William Self Isolation
17.03.2020 126 Student Broadford Self Isolation
19.03.2020 127 Staff Fort William Self Isolation
19.03.2020 128 & 132 Staff Fort William Self Isolation
24.03.2020 129 Staff Fort William Self Isolation
24.03.2020 130 Staff Fort William Self Isolation
23.03.2020 131 Staff Fort William Self Isolation
06.04.2020 133 Staff Fort William Self Isolation
12.05.2020 134 Staff Auchtertyre Self Isolation
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no:  

FGP_150620_04 
Subject Data Protection: revised WHC policy 
Purpose of paper To approve the revised policy 
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 05/06/2019 
Date of meeting 15/06/2019 
Author Jane Ollerenshaw 
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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Data Protection Policy 
 
 
 

ELT manager Director of Finance & Resources 

Responsible officer Director of Finance & Resources 

Date first approved by BoM March 2013 

Review date April 2020 

Date review approved by BoM  

Next Review Date April 2023 or sooner if required through 
legislation 

Equality impact assessment May 2020 

Further information (where 
relevant) 

This policy is in line with legislation and any legislative 
changes will result in policy review out with the 
scheduled dates. 

 
 

Reviewer Date Review Action/Impact BoM 
DoFR April 2020 Introduction expanded to include types of 

information the College collects and makes 
reference to the 7 principles under GDPR. 
Key principles have been separated out from 
Scope, which has been expanded to include 
link to ICO website and our registration 
number. Policy rewritten for GDPR. 
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1.0 Introduction 

1.1 West Highland College UHI recognises that information systems, both 
electronic and manual, their associated processing tools and services 
and the information they contain are an integral part of teaching, 
learning and administration and are of vital importance to ensure that 
the organisation functions efficiently. 
 

1.2 The college collects and uses information (data) about its staff, students and 
other individuals and bodies that it has contact with and follows the 7 
principles outlined within the EU General Data Protection Regulations 
(GDPR).  
 

1.3 The College is committed to ensuring that the processing of personal data 
is only undertaken in the legitimate operation of the College’s business and 
will ensure that the 7 key principles lie at the heart of the College’s 
approach to processing personal data. 

 
1.4 The College is committed to ensuring that this policy and any associated 

procedures are updated to reflect any future legislative changes and updates 
in a timely manner. 

 
 

2.0 Scope 
 

2.0 This policy covers all data coming under the provisions of the GDPR 
and all persons in the college recording, accessing or using that data 
in any way. 

 
2.1 The college is registered as a data controller with the Information 

Commissioner’s Office and endeavours at all times to maintain data in 
secure conditions.  See https://ico.org.uk/ registrations number 
Z8275428 

 
2.2 All staff are required to undertake mandatory Data Protection Training 

as part of their induction and as required updates/refresher training. 
 

2.3 Any deliberate breach of the data protection policy may lead to 
disciplinary action being taken or access to College facilities being 
withdrawn or even a criminal prosecution. Any questions or concerns 
about the interpretation or operation of this policy should be addressed 
to the Data Protection Officer.   

 
  

3.0  Policy 
 

3.1 Key Principles 

 Embedded within the EU General Data Protection Regulations are 
seven key principles which act as a guide for the college in all aspects of 
data processing. These are: 

Principle 1 
Personal data shall be processed fairly, lawfully and in a transparent manner 
in relation to individuals.  
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Principle 2 
Personal data shall only be collected for specified, explicit and legitimate 
purposes and not further processed in a manner that is incompatible with 
those purposes. 

 
Principle 3 
Personal data shall be adequate, relevant and limited to what is necessary in 
relation to the purpose for which they are processed. 

 
Principle 4 
Personal data shall be accurate and, where necessary kept up to date; every 
reasonable step must be taken to ensure that personal data that are inaccurate, 
having regard to the purposes for which they are processed, are erased or 
rectified without delay. 
 
Principle 5 
Personal data shall be kept in a form which permits identification of data 
subjects for no longer than is necessary for the purposes for which the 
personal data are processed; personal data may be stored for longer 
periods insofar as the personal data will be processed solely for archiving 
purposes in the public interest, scientific or historical research purposes or 
statistical purposes, subject to implementation of the appropriate technical 
and organisational measures required by the GDPR in order to safeguards 
the rights and freedoms of individuals. 

 
Principle 6 
Personal data shall be processed in a manner that ensures appropriate 
security of the personal data, including protection against unauthorised 
or unlawful processing and against accidental loss, destruction or 
damage using appropriate technical or organisational measures. 

 
Principle 7 
The data controller shall be responsible for and be able to demonstrate 
compliance with these principles. 

 

3.2 Personal Information  

‘Personal Data’ includes information relating to natural persons who can 
be identified or who are identifiable  either directly from the information 
by reference to an identifier (e.g. names, location data or an online 
identifier such as IP address) or indirectly from that information in 
combination with other information. 

Personal data may also include special categories of personal data e.g. 
biometric data, genetic data, health details, racial or ethnic origin) or 
criminal conviction and offences data.  These are considered to be more 
sensitive and may only be processed in more limited circumstances 
under Articles 9 and 10 of the GDPR. 

 

3.3 Data Processing and the Lawful Basis 

 The definition of ‘processing data’ includes obtaining/collecting, 
recording, holding, storing, organising, adapting, aligning, copying, 
transferring, combining, blocking, erasing and destroying the information 
or data. It also includes carrying out any operation or set of operations 
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on the information or data, including retrieval, consultation, use and 
disclosure.  

 In order to process personal data, the college must have a valid lawful 
basis on which to do so. The lawful bases are as follows:  

a) Consent – the individual has given clear consent for the 
processing of their personal data for a specific purpose. 

b) Contract – the processing is necessary for a contract 
with the individual. 

c) Legal Obligation – the processing is necessary to 
comply with the law. 

d) Vital Interests – the processing is necessary to protect 
someone’s life. 

e) Public Task – the processing is necessary to perform a 
task in the public interest or for official functions and the 
task/function has a clear basis in law.  

f) Legitimate Interest – the processing is necessary for 
the legitimate interests of the College or a third party 
unless there is good reason to protect an individual’s 
personal data which overrides those legitimate interests. 

 

3.4 Individual Rights 

The college is aware of the following rights of individuals 
regarding the personal data held and is committed to 
upholding these rights:  

  
 Right to be informed 

All individuals are entitled to know: 

• What information the College holds and processes about them and why. 
• How long it will be kept for. 
• Who else it will be shared with. 

 
This information should be provided in a privacy statement at the point the data 
is collected. 
 
Right to access  
All individuals have a right to obtain a copy of the personal information the 
College holds about them either in electronic or manual form. This is commonly 
referred to as subject access.  The college has one month to respond and 
cannot charge a fee in most circumstances. 
 
Right to rectification 
Individuals have a right to have inaccurate personal data rectified or completed 
if it is incomplete.  The request can be made either verbally or in writing and 
the college has one calendar month to respond to the request. 
 
Right to erasure 
This is also known as ‘the right to be forgotten’ and gives individuals the right 
to have personal data erased in certain circumstances.  The request can be 
made either verbally or in writing and the college has one calendar month to 
respond to the request. 
 
Right to restrict processing  
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Individuals have the right to request the restriction or suppression of their data 
in certain circumstances.  If processing is restricted the college may store the 
data but not use it.  The request can be made either verbally or in writing and 
the college has one calendar month to respond to the request. 
 
Right to data portability 
This allows individuals to obtain and reuse their personal data for their own 
purposes across different services.  It only applies to information provided by 
the individual to the college. 
 
Right to object 
Individuals have the right to object to the processing of their personal data in 
certain circumstances.  However, they have an absolute right to stop their data 
being used for direct marketing.  Individuals must be made aware of their right 
to object.  The request can be made either verbally or in writing and the college 
has one calendar month to respond to the request. 
 
Rights related to automated decision-making including profiling 
The right relates to automated decisions or profiling that could result in 
significant affects to an individual. Profiling is the processing of data to 
evaluate, analyse or predict behaviour or any feature of their behaviour, 
preferences or identity. Individuals have the right not to be subject to decisions 
based solely on automated processing. When profiling is used, measures must 
be put in place to ensure security and reliability of services. Automated 
decision-taking based on sensitive data can only be done with explicit consent.  

 
3.5 Privacy Notices 

The college is required to provide individuals with a ‘privacy notice’ to inform 
them of how their personal data is used. The main privacy notices can be 
viewed here https://www.whc.uhi.ac.uk/about-us/data-protection/privacy-
statements/ 

 
3.6 Data Retention         

 Personal data must only be kept for the length of time necessary to perform 
the processing for which it was collected. Once information is no longer 
needed it will be disposed of securely. Paper records will be shredded or 
disposed of in confidential waste and electronic records will be permanently 
deleted.  

 The College will keep some forms of information for longer than others. In 
general electronic information about students will be kept for a period to 
comply with legal, funding and awarding body requirements and for general 
enquiries from past students about the education history. 

The College may need to keep information about staff for longer periods of 
time. This will include information necessary in respect of pensions, taxation, 
potential or current disputes or litigation regarding the employment, and 
information required for job references. 

In certain circumstances, for example to comply with European 
funding requirements, the College may be required to keep data for 
longer periods than noted above. 
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3.7 Records of Processing Activities    

 The college is required to keep a record of its data processing 
activities as a summary of the processing and sharing of personal 
information and the retention and security measures that are in place. 
Amongst other things this record contains details of why the personal 
data is being processed, the types of individuals about which 
information is held, who the personal information is shared with and 
when personal information is transferred to countries outside the EU. 
These records can be found under Departmental Data Registers within 
the College Management Group information. 

 
3.8 Data Sharing 

 Certain conditions would need to be met before personal data can be 
shared with a third party or before an external data processor is used 
to process data on behalf of the college. As a general rule personal 
data will not be passed on to third parties, particularly if it involves 
special categories of personal data but there are certain 
circumstances when it is permissible. Any transfers of personal data 
will meet the data processing principles as detailed in section 3.1, in 
particular it must be lawful and fair to the data subjects concerned. It 
will meet one of the lawful bases of processing as detailed in section 
3.3. Legitimate reasons for transferring data would include:   

• That is was a legal requirement  
• It is necessary to provide services to its members  

  If no other conditions are met, then consent must be obtained from the 
individuals concerned and appropriate privacy notices provided.  

   The college must be satisfied that the third party will meet all the 
requirements of GDPR particularly in terms of holding the information 
securely. Where a third party is processing personal data on behalf of 
the college, a written contract will be put in place.  

  
3.9 Transfers of Personal Data Outside the EU  

 Personal data can only be transferred out of the European Union 
under certain circumstances. The GDPR lists the factors that would be 
considered to ensure an adequate level of protection for the data and 
some exemptions under which the data can be exported. The college 
do not currently transfer data outside the EU. 

  
3.10  Data Protection Impact Assessments and Data Protection 

by Design  

 It is particularly important to consider privacy issues when considering 
new processing activities or setting up new procedures or systems that 
involve personal data. Under GDPR, the college must undertake a 
Data Protection Impact Assessment for any processing that is likely to 
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result in a high risk to individuals.   

 GDPR imposes a specific ‘data protection by design’ legal requirement 
which means that data protection is integrated throughout processing 
activities and business practices from the design stages of a process 
and throughout the lifecycle.  Therefore, the college will ensure that it 
has appropriate technical and organisational measures in place. 

 

3.11 Security and Personal Data Breaches 

 The college is responsible for ensuring appropriate and proportionate 
security for the personal data that it holds. This includes protecting the 
data against unauthorised or unlawful processing and against 
accidental loss, destruction or damage of the data. The college will 
make every effort to avoid personal data breaches, however, in the 
event that there is a suspected data breach, in the first instance, this 
should be reported to the Data Protection Officer. The breach may 
need to be reported to the Information Commissioner’s Office no later 
than 72 hours after the breach is discovered, if appropriate. Examples 
of personal data breaches can include:   

• Access by an unauthorised third party 
• Deliberate or accidental action (or inaction) 
• Sending personal data to the incorrect recipient 
• Computing devices containing personal data being lost or stolen 
• Alteration of personal data without permission; and 
• Loss of availability of personal data 
 

 If a breach is likely to result in a high risk of adversely affecting 
individuals’ rights and freedoms, the college will inform those 
individuals as soon as possible.   

 The college will keep a record of all personal data breaches, 
regardless of whether it is required to notify the Information 
Commissioner’s Office.  This record also records ‘near misses’ and is 
reported to each Audit Committee meeting. 

 
4.0 Responsibilities 

4.1 The College Board of Management is responsible for ensuring the 
legal compliance of this policy. 

 
4.2 The Director of Finance & Resources has been designated as the Data 

Protection Officer and is also responsible for ensuring compliance. 
 

4.3 The Data Protection Officer is responsible for the implementation of this 
policy and to ensure that all staff, students and contractors comply with 
this policy and any related procedures. 

 
4.4 Departmental Heads/Managers and Curriculum Area Leads 

are responsible for the application of the policy in all aspects of 
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their teaching, and delivery 
 

4.5 All staff members are responsible for complying with the principles of 
the Policy. 

 

5.0 Related Documents 
5.1 Data Protection Act (2018) 
https://www.legislation.gov.uk/ukpga/2018/12/contents/enacted 

 
5.2 UHI Data Protection Policy and Procedures 
https://www.uhi.ac.uk/en/about-uhi/governance/policies-and-regulations/data-
protection/ 

 
5.3 Staff Disciplinary Policy and Procedure 
http://staff.whc.uhi.ac.uk/Downloads/All-Policies/HR-Policies/Staff-Discipline-
Policy.pdf 

 
5.4 The UK Information Commissioner’s Office provides a 

comprehensive guide to the data protection act on its website at 
https://ico.org.uk/ 

 

6.0 Review 
6.1 This policy will be reviewed every 3 years or more regularly where 

dictated by legislative changes. 
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1 Purpose 
 

The purpose of this document is to communicate to staff, student and company debtors the 
College strategy for the avoidance of bad debts arising, in meeting the College’s financial 
obligations.  This policy sets out the framework within which debt management will be 
administered within the College. 

 
 
2 Policy 

 
West Highland College UHI is committed to reducing the probability of bad debts arising. 
The College will ensure that a robust debt management procedure is adhered to by all 
relevant staff and is applied to all company and student sales transactions. 

 
 
3 Scope 

 
3.1 This policy applies to all staff with any involvement in the sales process.  The 

College operates a policy whereby companies are required to pay for a service in 
advance of the service commencing, or at an agreed interval if authorised by the 
Director of Finance & Resources. 

 
3.2 Students are required to pay their course fees or confirm application for funding at 

the time of registration, unless agreed otherwise by the Director of Finance & 
Resources or the Principal. 

 
3.3 The College operates an Instalment Plan, which can be applied to students if they, 

at the time of registration, have difficulty meeting the full cost of fees or whenever a 
student falls into arrears with their payment (refer to the Fee Instalment Policy for 
guidance). 

 
3.4 The Instalment Plan is not intended to be applied to companies, however in 

exceptional circumstances, this can be considered and approval sought from the 
Director of Finance & Resources. 

 
3.5 HE students applying for registration with SAAS should do so preferably prior to 

College induction, but no later than 31st December each year. 

3.6 This policy also incorporates the procedure for recovery of Bursary 
overpayments. 

 
3.7 This policy should be read in conjunction with the College Equality, Diversity & 

Inclusion Policy. 
 

4 Responsibility 
 

4.1 The Director of Finance & Resources is responsible for managing this policy. 
 

4.2 The Directorate is responsible for ensuring that College management and staff 
adhere to this policy. 

 
4.3 Appropriate members of Finance staff and relevant College staff are responsible 

for the effective operation of the Policy and Procedures. 
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5 Review of Policy 
 

This policy will be reviewed every 3 years or whenever changes affect it, whichever is 
earlier. 
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1.0 Policy Statement 

 
West Highland College UHI (WHC UHI) is committed to providing a safe and protected 
environment for its staff and students at all times. 

 
West Highland College UHI recognises and complies with the legal and statutory obligations 
that arise from legislation including the Protection of Children (Scotland) Act 2003, Adult 
Support and Protection (Scotland) Act 2007, Protection of Vulnerable Groups (Scotland) Act 
2007, Children and Young People (Scotland) Act 2014 and other relevant guidance and 
regulations.  
The Code of Practice (“the Code”) is published by Scottish Ministers under section 122 of 
Part V of The Police Act 1997 (“the 1997 Act”). The Code sets out obligations for registered 
bodies, counter signatories and other recipients of disclosure information issued under the 
1997 Act and the Protection of Vulnerable Groups (Scotland) Act 2007 (“the 2007 Act”). 

 
2.0 Scope & Purpose 

 
The PVG Scheme allows WHC UHI as a registered body to request and obtain assurance 
on whether there is any known reason why an individual is unsuitable to undertake regulated 
work with children or protected adults where applicable. In particular, the Scheme will inform 
the College of information relevant to the engagement of the applicant. 

 
This document sets out the College’s policy in relation to its legislative duties related to 
the Protection of Vulnerable Groups (Scotland) Act 2007, the PVG Scheme application 
process, its use of PVG Scheme information to inform decisions, and its storage and period 
of retention of PVG Scheme information. 

 
This policy is based on the following criteria: 

 
•  WHC UHI will carry out checks only where they are necessary and required by law.  

 
• Information will be processed and handled sensitively and confidentially, ensuring 

full compliance of Data Protection Legislation. 
 

• Where our staff and students interact with members of vulnerable groups, we fully 
comply with the law and uphold the standards expected in the education sector.  

• Having a criminal record will not necessarily prevent employment at WHC UHI. 
This will depend on the nature of the position, together with the circumstances, 
timescales since the offence(s) committed and the nature of the offence(s). 

 
• WHC UHI complies with the Code and the 1997 and 2007 Acts regarding the handling, 

holding, storage, destruction, and retention of disclosure information provided by 
Disclosure Scotland. We comply with the Data Protection Act 1998 Data Protection 
Policy (“the 1998 Act”). WHC UHI will provide a copy of this policy to anyone who 
requests to see it. 

 
 
3.0   Background Information 
 

The Protection of Vulnerable Groups (Scotland) Act 2007 came into effect on 28th February 
2011. It created a membership scheme to replace the previous Disclosure Scotland 
checking system for individuals who work with children and/or protected adults. The 
legislation makes it an offence for an organisation to employ a person who is barred from 
working with children and/or protected adults and for individuals to put themselves forward 
for regulated work whilst barred. 
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The following definitions apply within the Act: 

 
• Protecting Vulnerable Groups (PVG) Scheme: The Protecting Vulnerable Groups 

(PVG) Scheme helps make sure people whose behaviour makes them unsuitable to 
work with children and/or protected adults and cannot do 'regulated work' with these 
vulnerable groups. 

• Disclosure Scotland: An executive agency of the Scottish Government that provides 
disclosure services and the PVG membership scheme for employers and voluntary 
organisations. 

• Regulated work: There are two types of regulated work – work with children and work 
with protected adults. Regulated work is usually jobs including caring responsibilities, 
teaching, providing personal services and working directly with children and/or 
protected adults. 

• Listed status: Disclosure Scotland keeps a list of people unsuitable to do regulated 
work with children and a list of people unsuitable to work with protected adults. The 
lists are separate, although people can be on both lists. If Disclosure Scotland adds 
someone to one or both of these lists, it is known as being 'listed'. 

• Children: Any individual under the age of eighteen years old. 

• Protected Adults: An individual aged 16 or over who is provided with (and thus 
receives) a type of care, support, or welfare service. 
Criminal convictions: If you have been found guilty of committing a crime this 
conviction may be disclosed as part of the PVG Scheme application.  

 
The three categories of convictions that will be disclosed are: All unspent convictions; spent 
convictions for offences that are disclosed according to rules; and spent convictions for 
offences that must be disclosed. Further information is available on the Disclosure Scotland 
website. 
 
The PVG Act defines regulated work by reference to the activities that a person does; the 
establishments in which a person works; the position that they hold; or the people for whom 
they have day-to-day supervision or management responsibility. 
 
 

4.0     The PVG Scheme 
 

Individuals who work on a regular basis with children and/or protected adults will join the 
PVG Scheme and from then on, Disclosure Scotland update their membership records; 
employer(s) are notified if new information is received e.g. if they become under 
consideration for being included on the list of individuals who are barred from working with 
regulated groups. 

 
There are two types of checks available: 

 
4.1 Scheme Record: 

 
A PVG Scheme Record check can be requested by an employer who is employing an 
individual to do regulated work when the individual is joining the PVG Scheme for the first 
time. 

 
The Scheme Record certificate is a document containing impartial and confidential 
information held by the police and government departments which can be used by employers 
to make safer recruitment decisions (‘vetting information’). It also includes: 
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• Confirmation that the individual is not barred from (or is under consideration for being 
barred from) regulated work with children and/or Protected Adults, as appropriate 

• Spent and unspent convictions held on central records 
• Certain non-conviction information which a Chief Constable may choose to disclose 

should s/he deem it to be relevant to the position sought 
• A PVG Scheme member's paper certificate shows the information available on the 

day it was created. Membership of the scheme lasts forever though, and scheme 
members are continuously checked, unless they decide to leave the scheme. 

 
4.2 Scheme Record Update: 

 
A PVG Scheme Record Update can be requested by an employer who is recruiting an existing 
PVG Scheme member for the first time. The purpose of the update is to enable employers to 
check that a potential employee is a PVG Scheme member and is not barred from working 
with vulnerable groups. This certificate will highlight the existence (but not full details) of any 
previous vetting information or new information, which has become available since the 
individual joined the Scheme. 

 
WHC UHI will use disclosure information only for the purpose for which it was requested and 
provided. Disclosure information will not be used or disclosed in a manner incompatible with 
that purpose. We will not share disclosure information with a third party. 
 

 
5.0     Recruitment 

 
The criteria for posts, which require the post-holder to undertake duties, which fall within the 
scope of the Act, will state that any offer of appointment will be conditional on confirmation 
of a satisfactory PVG Scheme record check. The offer of appointment will be made subject 
to such confirmation being received. 
 

 
6.0     Handling 

 
In accordance with Section 124 of the Police Act 1997 and Sections 66 and 67 The 
Protection of Vulnerable Groups (Scotland) Act 2007, criminal conviction and disclosure 
information is only passed to those who are authorised to receive it in the course of their 
duties. The College maintains a record of all those to whom criminal conviction and 
disclosure information has been revealed and recognise that it is a criminal offence to pass 
this information to anyone who is not entitled to receive it.The College will process and 
manage any personal data collected in accordance with its Data Protection Policy. 

 
 

7.0     Access and Storage 
 
The College will only collect the information required to submit an application to Disclosure 
Scotland for the PVG Scheme, PVG Scheme Update or Criminal Record Check. This is the 
information required by the application form. 
 
Explicit consent from the individual to collect this information is given when the individual 
signs the application form. The College will retain PVG Scheme Records for as long as is 
necessary. 
 
The Director of Human Resources will be the College’s main contact and will be responsible 
for the security and destruction of disclosed information for staff and students.  
 
All documents are stored in a secured location either in the Human Resources Department. 
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Access is strictly controlled and limited to those personnel who are entitled to see it as part 
of their duties. 
 

 
8.0     Retention 

 
To comply with the 1998 Act, WHC UHI not keep disclosure information for longer than 
necessary. For the 1997 Act, this will be the date the relevant decision has been taken, 
allowing for the resolution of any disputes or complaints. For the 2007 Act, this will be the 
date an individual ceases to do regulated work for this organisation. We will not retain any 
paper or electronic image of the disclosure information. WHC UHI, will however, record the 
date of issue, the individual’s name, the disclosure type and the purpose for which it was 
requested, the unique reference number of the disclosure and details of our decision. The 
same conditions relating to secure storage and access apply irrespective of the period of 
retention. 

 

9.0     Disposal 
 
WHC UHI will ensure that disclosure information is destroyed in a secure manner i.e. by 
disposing of certificates by shredding.  

 
 

10.0   Responsibilities 
 
       The College’s Board of Management - has ultimate responsibility for approving the policy and 

ensuring that the college complies with its statutory obligations in terms of meeting the 
requirements of the Prevention of Vulnerable Groups Scheme (PVG). 

 
The Executive Leadership Team and College Management Group - is responsible for 
approving and leading the implementation of this policy. 

 
All Managers and Team Leaders and recruiting managers - have a duty to ensure that this 
policy is implemented within their sphere of activities and responsibility. 

  
The HR Manager – is responsible for developing and reviewing the policy and ensuring there 
are accompanying procedures and disseminating and communicating the new policy and 
procedures. 

 
All Staff – Are responsible for the effective operation, implementation and compliance with 
this policy. 

 
 

11.0    Supporting Policies  
 

• Dignity at Work Policy 
• Grievance Policy and Procedure 
• Disciplinary Policy and Procedure 
• Complaints Handling Procedure 
• Recruitment and Selection Policy  
• Equality, Diversity & Inclusivity Policy 
• Data Protection 

 
12.0    Review 

 
This policy will be reviewed every 3 years, or sooner if necessary. 
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Procedure 
 
WHC UHI will require all new employees, or those who are transferring within WHC UHI to a 
new role, which involves undertaking duties, which fall within the scope of the Act, to 
undertake a satisfactory PVG Scheme Record check as follows: 

 
13.0     Individuals who are already Scheme members: 
 

In some cases, individuals may already be members of the PVG Scheme if it has been 
required of them by another employer or for voluntary work which they undertake. In such 
circumstances, a PVG Scheme Record Update will be requested in the first instance if the 
employee matches e.g. they are a member of the children’s workforce, and the work at WHC 
UHI will also be with children. An Existing PVG Scheme Member Application will be made 
when the employee type differs e.g. they are a member of the children’s workforce, and the 
work at WHC UHI will be with Protected Adults. 

 
13.1 Individuals who are not already Scheme members: 

 
WHC UHI will require them to join and will assist the individual during the application process. 
 

 
14.0     Obtaining PVG Scheme Membership: 
 

Only Registered Bodies can access Scheme Records and Scheme Record Updates. WHC 
UHI holds Registered Body status. WHC UHI is permitted one designated Lead Signatory, 
and a number of Counter-signatories within Human Resources who will initiate and complete 
the process of obtaining the Scheme membership confirmation. 

 
When the successful candidate for the post has been identified, the oral and written offer of 
employment will be made subject to receipt of a satisfactory PVG Scheme Record check. 
The formal offer will include the appropriate PVG Scheme application form and guidance on 
completion. 

 
The completed PVG Scheme application form and associated documentation will be returned 
to the Counter-signatory, who will verify the identity, check the details, countersign the form 
and forward it to Disclosure Scotland. 

 
Disclosure Scotland will then carry out the necessary checks and return the PVG Scheme 
Record check to the Human Resources Office. An applicant copy of the certificate will also 
be sent to the individual concerned by Disclosure Scotland. 

 
14.1     Commencing Employment: 

 
Individuals are able to undertake employment for WHC UHI whilst waiting for their 
appropriate PVG check. This period of employment is full supervised by an employee who 
has been PVG checked. 

 
The Human Resources Department will ensure that line managers and individuals are kept 
fully informed off the progress of the individual’s application and of any potential delays. 

 
14.2     Casual Appointments: 

 
WHC UHI are responsible for ensuring that appropriate PVG Scheme checks have been 
undertaken where required for all those who are employed on a casual basis. 
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Similar arrangements are also in place for self-employed/freelance individuals through the 
provision of a countersigned scheme membership statement. 

 
 

14.3    Short-Term Teaching on Leisure Engagements: 
 

For very short-term teaching on leisure engagements a risk assessment will be carried out 
to determine whether a PVG is required. 

 
 
15.0 Changes to Individual Circumstances 
 

WHC UHI will notify Disclosure Scotland when any member of staff who has been employed 
in regulated work leaves the college e.g. as the result of resignation, retirement etc. It is the 
responsibility of the Human Resources department to ensure that this notification is sent as 
part of the standard leaver’s process. 
 

 
16.0 Referrals to Disclosure Scotland 
 

The PVG Act aims to provide a robust system by which unsuitable people are prevented from 
undertaking regulated work with children or Protected Adults and by which people who 
become unsuitable are identified. The process of providing such information to Disclosure 
Scotland is called “making a referral”. The PVG Act places a legal duty upon WHC UHI to 
make a referral in the following circumstances: 

 
• Where an individual doing regulated work has done something to harm a child or 

protected adult and; 
• Where the impact is so serious that WHC UHI has (or would) permanently remove 

the individual from regulated work. 
 

If, as a result of any of the referral grounds being met, WHC UHI dismisses an individual who 
was doing regulated work – or if the individual leaves before the disciplinary process has 
concluded and the conclusion would have been that WHC UHI would have dismissed the 
individual. The HR Manager will make a referral to Disclosure Scotland on behalf of WHC 
UHI. It is an offence for WHC UHI not to make a referral within 3 months of the criteria for 
referral being met. 

 
Further information on making a referral can be found by clicking on the following link 
https://www.mygov.scot/pvg-referrals 

 
 

17.0 Exploring the Relevance of Disclosure Information 
 

The Human Resources Department will make an initial assessment of the content of the PVG 
Scheme Record or PVG Scheme Record Update. Where no evidence of convictions or any 
other related information is provided the following data is recorded and stored in a secured 
location either in the Human Resources Department. Access is strictly controlled and limited 
to those personnel who are entitled to see it as part of their duties 

 
If the certificate confirms that the individual holds a conviction or any other related 
information, the Human Resources Department will make an initial assessment of whether 
the information provided has any potential relevance to the post offered. In such 
circumstances, each case will be given individual consideration and further exploration may 
be required to determine whether or not the applicant can still be appointed to the position.  
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The Human Resources Department will discuss the certificate with the applicant and the 
recruiting manager. The aim will be to achieve a structured, open and honest discussion 
between all parties. 

 
 

The suitability for employment of a person with a criminal record or who has other relevant 
information revealed in their check will vary. It will depend upon the nature of the job and the 
details and circumstances of any conviction or relevant information. The discussion should 
cover these matters, in order that the applicant’s criminal record or other relevant information 
and circumstances can be assessed in relation to the tasks he or she will be required to 
perform, and the circumstances in which the work is to be carried out. It should be 
remembered that no two offences are exactly alike and should not be treated so. 

 
The following factors are likely to be relevant in considering the certificate: 
 

• The nature of the conviction or relevant information and its relevance to the safety 
of other employees, students, the public etc. 

• The seriousness of any offence revealed 
• The length of time since this occurred- is it many years since the conviction took 

place or is it recent? 
• The number of convictions, do the convictions show a pattern of criminal behaviour 

or offending? 
• Any relevant information offered by the applicant about the circumstances? 
• The degree of remorse, or otherwise expressed by the applicant and their 

motivation to change 
• Are the applicant’s references satisfactory? 

 
Having considered all these matters carefully and thoroughly, a decision would then be made 
regarding the individual’s suitability for employment at WHC UHI. 

 
If the certificate confirms that the individual is barred from working with children and/or 
Protected Adults, the offer of employment will be withdrawn. 

 
See no. 20 for further information on WHC UHI policy on the recruitment of ex-offenders. 

 
 
18.0     Right of Appeal – Offer of Employment Withdrawn 

 
In circumstances where an offer of employment is withdrawn as a result of information 
contained within a PVG Scheme Record certificate being received, the individual concerned 
will have the right of appeal against this decision. 

 
The letter of appeal should be addressed, in writing, to the HR Manager within 5 working 
days of receiving the decision. 

 
The appeal will be considered by an ELT member, who will sit together with the HR Manager 
and another appointed senior manager; this will normally happen within 20 working days of 
the written appeal being received. 

 
The decision will shall be confirmed in writing within 5 working days of the outcome of the 
appeal. 
 

 

19.0     Data Protection and Confidentiality 
 

Disclosure Scotland is committed to compliance with the Data Protection Act and any 
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information submitted will be protected. WHC UHI complies fully with the Disclosure Scotland 
Code of Practice on the secure handling, use, storage and retention of Scheme membership 
information. 
Further details on the secure handling, use, storage, retention and destruction of disclosure 
information are attached see Appendix A. 

 
 
20.0     The Recruitment of Ex-offenders 

 
The Code of Practice (“the Code”) is published by Scottish Ministers under section 122 of 
Part V of The Police Act 1997 (“the 1997 Act”). The Code identifies obligations which 
registered bodies, counter-signatories and other recipients of disclosure information issued 
under the 1997 Act and the Protection of Vulnerable Groups (Scotland) Act 2007 (“the 2007 
Act”). 

 
We comply with the Code, the 1997 and 2007 Acts regarding the treatment of individuals 
who are subject to Disclosure Scotland checks. We undertake not to discriminate unfairly 
against the subject of a disclosure on the basis of conviction or other information revealed. 
Having a criminal record will not necessarily prevent an individual from working at WHC 
UHI. This will depend on the nature of the position and the circumstances and background 
of the offence(s). 

 
We are committed to equality of opportunity, and to following practices, which are free from 
unfair and unlawful discrimination. We ensure that no applicant or member of staff is subject 
to less favorable treatment on the grounds of an offending background. We welcome 
applications from a wide range of candidates, including those with criminal records and the 
selection of candidates for interview will be based on skills, qualifications and experience. 

 
Individuals will be made aware that the position or work will be subject to a Disclosure 
Scotland check and that the nature of the position or work entitles us to ask about spent and 
unspent convictions. 

 
As an employer WHC UHI will ask about unspent convictions and spent convictions which 
are disclosed to us by Disclosure Scotland. 

 
Where an applicant fails to reveal information that is directly relevant to the position sought, 
this may lead to withdrawal of an offer of employment. Action may also be taken under the 
appropriate procedures against an existing member of staff, where it is discovered that s/he 
has failed to reveal information directly relevant to the position held. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 10 of 10 

11/16 66/102



West Highland College, University of the Highlands & Islands 
 Policy on Protecting Vulnerable Groups (PVG) Scheme membership for students 

 

0
1 

Policy on Protecting Vulnerable Groups (PVG) Scheme membership for students  
www.uhi.ac.uk  Page 1 of (5)  

 

 

 

 

 

Policy on Protecting Vulnerable Groups 
(PVG) Scheme membership for students 

 

 

POL 
 

Lead Officer (Post): Head of HR and Organisational Development 

Responsible Committee: West Highland College UHI Board of Management 

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

Date policy last reviewed and updated: N/A 

Date policy due for review: 01/03/2023 

Date of Equality Impact Assessment: 20/03/2020 

Date of Privacy Impact Assessment: N/A 

 

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

  

12/16 67/102

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


West Highland College, University of the Highlands & Islands 
 Policy on Protecting Vulnerable Groups (PVG) Scheme membership for students 

 

0
2 

Policy on Protecting Vulnerable Groups (PVG) Scheme membership for students  
www.uhi.ac.uk  Page 2 of (5)  

 

Policy Summary 

Overview 

This policy is required to set out the position of the University of the 
Highlands and Islands and all academic partners (“the University 
partnership”) with regard to administration of the Protecting Vulnerable 
Groups (PVG) membership scheme for students. 

Purpose 
The policy will support a consistent approach to PVG scheme membership 
across the partnership and parity of student experience.  

Scope 
The policy applies to all students, applicants and prospective applicants for 
all University partnership courses regardless of mode or level of study. 

Consultation 

The policy has been developed by a group of practitioners from the 
University partnership to ensure that best practice is reflected in the policy 
and accompanying procedures. 

The policy will be briefed to all relevant members of staff and made 
available to students and applicants via websites and as part of the 
application process. 

Implementation and 
Monitoring 

The University and academic partners are individually responsible for 
ensuring that the policy and procedures are followed in their own 
institution.  

Risk Implications 

This policy will reduce risks associated with legislative obligations, 
reputational damage and relationships with placement providers for the 
University partnership by ensuring that best practice from across the 
partnership is being shared and followed. This policy will reduce the risk for 
applicants and students by guiding them to an appropriate course for their 
personal circumstances and maximising opportunities.  

Link with Strategy 

This policy supports the University partnership’s commitment to provide a 
safe and supportive learning environment for all, aligned with the Strategic 
Theme of “Our Students”, responding to the diversity of our student 
population by enhancing inclusive practice, and widening access and 
participation. It also aims to ensure the partnership discharges its duty of 
care for vulnerable groups we interact with as part of the programmes we 
deliver. 

Impact Assessment 
Equality Impact Assessment: Completed March 2020 – no further action. 

Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1 This policy supports our commitment to provide information to applicants and students about 

PVG Scheme membership requirements for specified programmes and to fair, transparent and 
consistent administration of student applications to the PVG Scheme. 

1.2 West Highland College UHI recognises and complies with the legal and statutory obligations that 
arise from legislation including the Protection of Children (Scotland) Act 2003, Adult Support 
and Protection (Scotland) Act 2007, Protection of Vulnerable Groups (Scotland) Act 2007, 
Children and Young People (Scotland) Act 2014 and other relevant guidance and regulations.  

2. Definitions 
2.1 Protecting Vulnerable Groups (PVG) Scheme: The Protecting Vulnerable Groups (PVG) Scheme 

helps make sure people whose behaviour makes them unsuitable to work with children and/or 
protected adults and cannot do 'regulated work' with these vulnerable groups. 

2.2 Disclosure Scotland: An executive agency of the Scottish Government that provides disclosure 
services and the PVG membership scheme for employers and voluntary organisations. 

2.3 Regulated work: There are two types of regulated work – work with children and work with 
protected adults. Regulated work is usually jobs including: caring responsibilities, teaching, 
providing personal services and working directly with children and/or protected adults. 

2.4 Listed status: Disclosure Scotland keeps a list of people unsuitable to do regulated work with 
children and a list of people unsuitable to work with protected adults. The lists are separate, 
although people can be on both lists. If Disclosure Scotland adds someone to one or both of 
these lists, it is known as being 'listed'. 

2.5 Children: Any individual under the age of eighteen years old. 

2.6 Protected Adults: An individual aged 16 or over who is provided with (and thus receives) a type 
of care, support or welfare service. 

2.7 Criminal convictions: If you have been found guilty of committing a crime this conviction may 
be disclosed as part of the PVG Scheme application.  

The three categories of convictions that will be disclosed are: All unspent convictions; spent 
convictions for offences that are disclosed according to rules; and spent convictions for offences 
that must be disclosed. Further information is available on the Disclosure Scotland website. 

3. Purpose 
3.1. This policy sets out how the University partnership complies with our legislative duties related 

to the Protection of Vulnerable Groups (Scotland) Act 2007 in relation to education provision.  

3.2. Where our staff and students interact with members of vulnerable groups, we fully comply with 
the law and uphold the standards expected in the education sector.  

3.3. This policy is guided by the following principles: 
3.3.1 We will require students to apply for PVG Scheme membership only where it is 

necessary and required by the relevant legislation.  
3.3.2 Information will be processed and handled sensitively and confidentially, ensuring full 

compliance with Data Protection legislation. 
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3.3.3 Having a criminal record will not necessarily prevent participation in a course. Please 
see 3.5 for further information.  

3.4 The University partnership has two categories of course subject to PVG Scheme membership: 

3.4.1 Category 1: Courses where PVG Scheme membership is required to successfully 
achieve target qualification, where there is guaranteed contact with vulnerable 
groups in key elements of the course. If the applicant is listed (i.e. not not allowed to 
work with one or both of the vulnerable groups) the applicant/student will be 
unable to achieve target qualification and may be unable to enrol or required to 
leave the course. 

3.4.2 Category 2: Courses where PVG Scheme membership is required for specific optional 
modules/units, where there is guaranteed contact with vulnerable groups in 
optional module/unit(s), but an alternative pathway exists to achieve target 
qualification. If the applicant/student is listed (i.e. not allowed to work with one or 
both of the vulnerable groups) applicant/student will not be able to enrol on specific 
optional modules/units. 

3.5 Where an applicant is not listed but has criminal convictions that are disclosed as part of the 
PVG Scheme membership process, a risk assessment will be carried out that will ascertain the 
applicant’s suitability for the course and a future career in the relevant area.  

Access to a full range of placement opportunities is subject to the outcome of the PVG Scheme 
application, which may disclose previous criminal convictions.  

4 Scope 
4.1 This policy applies to the University and all academic partners.  

4.2 This policy applies to all applicants and students regardless of level or mode of study.  

5 Exceptions 
5.1 This policy does not apply to staff and recruitment to vacancies. Information on staff PVG 

processes can be obtained from the relevant Human Resources department. 

6 Notification 
6.1 The policy and related information will be published on our website and course pages where 

Category 1 or Category 2 PVG Scheme membership conditions apply.  

6.2 Staff will be made aware of this policy and any associated guidance through team meetings 
and information being cascaded from senior management teams. 

7 Roles and Responsibilities 
7.1 West Highland College UHI’s Board of Management is responsible for approving the policy and 

ensuring its legal compliance. 

7.2 Principals and Senior Management Teams are responsible for overseeing operational 
compliance with the policy, and cascading information to appropriate teams. 

7.3 Line managers are responsible for supporting relevant staff to follow the policy in their day-to-
day role. 
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7.4  Relevant staff are responsible for following the policy in their day-to-day role and highlighting 
any operational challenges that arise. 

7.5 The Policy Ownership Group are responsible for developing the policy, accommodating any 
legislative changes and submitting the policy to Partnership Council for endorsement. 

7.6  Students are required to inform staff if they become subject to any criminal investigation or 
are subject to consideration for listing. Withholding this information may result in the student 
being unable to obtain the award for which they enrolled. 

8 Legislative Framework 
- Adults with Incapacity (Scotland) Act 2000 
- Adult Support and Protection (Scotland) Act 2007 
- Children and Young People (Scotland) Act 2014 
- Data Protection Act 2018 
- Equalities Act 2010 
- General Data Protection Regulation (GDPR) 2018 
- Protection of Children (Scotland) Act 2003 
- Protection of Children and Prevention of Sexual Offences (Scotland) Act 2005 
- Protection of Vulnerable Groups (Scotland) Act 2007 
- Rehabilitation of Offenders Act 1974 
- Sexual Offences Act 2003 
- Sexual Offences (Scotland) Act 2009 

9 Related Policies, Procedures, Guidelines and Other 
Resources 

The University and academic partners have their own versions of policies. The links below refer to 
West Highland College and UHI policies. For other policies please refer to the relevant academic 
partner websites. 

- Complaints Handling Procedures 
- Criminal Convictions Policy 
- E-Safety Policy 
- Fitness to Study Guidelines 
- IT Acceptable Use Policy 
- Out of College Activities and Residential Policy 
- Promoting a Positive Learning Environment Policy  
- Safeguarding Policy 
- Student Code of Conduct  
- Work Placement Policy 

10 Version Control and Change History 

 

Version Date Approved by Amendment(s) Author 
0     
1     
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1.0 Purpose 

 
 This policy sets out West Highland College UHI’s approach to sustainability and 

identifies the key principles which the College will apply to ensure both compliance 
with regulatory frameworks and the promotion of an ethos of sustainability. 

 
2.0 Policy 

 
 West Highland College UHI recognises the impact that it’s activities have upon the 

environment at local, regional and national level and acknowledges a responsibility 
for the protection of the environment and the health of its members and the 
community. 

 
To manage and reduce this impact, the College commits to developing a 
comprehensive Carbon Management Plan in collaboration with partner 
UIHI Colleges with targets and timetables for substantially reducing carbon 
emissions and improving the environmental consequences on the 
environment of its activities, products and services. 

 
3.0 Scope 

 
The College will comply with all applicable legislative requirements with regard to 
sustainability and the environment. Further, the College will seek to apply best 
practice over and above any statutory minima. 

 
This commitment applies to all aspects of the organisation and should be seen as an 
integral part of the College’s undertakings, including procurement, construction and 
estates management, teaching and learning, and delivery of support services. 

 
4.0 Key Principles 

 
The key principles that the College will use in embedding sustainability in its activities 
are as follows: - 

 
4.1 Sustainability in Procurement 

 
While the overarching principle employed in the College’s Finance and 
Procurement Strategy and Procurement Policy is value for money, there are 
also considerations with regard to sustainability which must be considered: - 

 
a) Environmental Impact 
The College recognises that procurement of goods and services has an 
environmental impact in addition to the direct contribution of the actual goods 
and services themselves. This may include the impact of transportation or 
manufacturing of those goods and services. It will therefore consider such 
impacts when appraising procurement options. 

 
Particularly in large projects or procurement exercises, the College will 
consider the sustainability of solutions, taking into account the source of 
materials, use of natural resources, and stability of economic growth. 
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b) Corporate Social Responsibility 
The College recognises its position in the community as a partner to 
businesses and voluntary organisations throughout the West Highlands and 
further afield. Its relationships are not simply as an education and training 
provider, but also as a supplier and consumer of goods and services. 

 
To develop and maintain such relationships, the College will also consider the 
local economy when appraising procurement options. 

 
4.2 Sustainability in Construction and Estates Management 

 
Taking cognisance of the Scottish Funding Council’s (SFC), 
“Sustainable Development Guide for Estate Management”, the College will 
manage its current estates in such a manner so as to minimise environmental 
impact. Similarly, it will seek to assess and minimise the environmental 
impacts of any future construction projects. It will support these principles in a 
range of ways: - 

 
a) Energy Management 
The College will set annual targets for energy use and actively monitor these 
throughout the year. It will seek to reduce energy usage and educate staff and 
students in best practice in reducing energy consumption. 

 
The College will ensure it has Energy Performance Certificates (EPCs) in 
place for all necessary buildings. It will consider all recommendations 
from those certificates and implement them wherever practicable. 
 
The College will undertake a five yearly energy audit of its premises to 
ensure most efficient operational systems are in place and best practice 
is being followed. 

 
The College procures its energy through national framework agreements and, 
in so doing, takes advantage of energy from sustainable sources in those 
contracts. 

 
b) Waste Management 
The College will set annual targets for waste and actively monitor these 
throughout the year. It will seek to reduce waste materials and educate staff 
and students in best practice in reducing wastage. 

 
The College will segregate waste materials to maximise recycling 
opportunities and, wherever possible, a cost benefit to the College. 

 
Controlled or hazardous waste will be monitored and minimised. All such 
waste will be disposed of in accordance with applicable legislation. 

 
Waste disposal will be managed in such a way so as to minimise the number 
of collections through compacting and utilising appropriate sized containers. 

 
c) Water Management 
West Highland College UHI is committed to reducing the use natural 
resources and the emissions of carbon dioxide (CO2) relating to College 
activities including the use of water. The main used of water within the 
Colleges have been identified as kitchen and domestic use and rest rooms. 
The College will review opportunities and implement measures to reduce the 
use of water. 
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d) Construction 
In accordance with SFC requirements, the College will ensure that all 
major capital works will achieve a “BREEAM Very Good” rating for 
refurbishments and “BREEAM Excellent” rating for new buildings in 
respect of design and procurement and post construction. 

 
For all major works, the College will also engage in Post Occupancy 
Evaluations (POE) to assess the effectiveness of project delivery, as well as a 
review of the operational, functional and strategic performance of the building 
during operation. 

 
e) Maintenance and Lifecycle Costs 
For all new build and refurbishment projects, the College will assess the full 
lifecycle costs of the project and ensure that it is affordable and that 
future budgets are created and maintained to ensure funding is in place to 
meet these costs. 

 
In addition, full planned and preventative maintenance programmes will be 
implemented and funded. 

 
To support the development, management and funding of maintenance 
programmes, condition surveys will be commissioned. 

 
4.3 Sustainability in Teaching and Learning 

 
The College will ensure that teaching staff members and students are aware 
of the issues involved in sustainability and that they understand how the 
College approaches these and also how they, as individuals, can have a 
positive impact. It will do this in a number of ways: - 

 
a) Sustainability Group 
Through the Sustainability Group, staff and student members will be able to 
represent views and give feedback to their peers. They will have the 
opportunity to broaden their own understanding and to share their knowledge 
with others. 

 
b) Curriculum Development 
The College will develop curriculum streams specifically aimed at sustainable 
development, such as renewables and environmental conservation. 

 
c) Citizenship 
Through its curriculum programme, the College will raise awareness of 
sustainability issues with students and encourage participation in activities 
which support this. 

 
4.4 Sustainability in the delivery of Support Services 

 
In addition to key services such as Facilities/Estates, the College 
acknowledges that all support services must all contribute to the 
sustainability agenda. It will support this in the following ways: - 

 
a) Sustainability Group 
Through the Sustainability Group, staff members will be able to represent 
views and give feedback to their peers. They will have the opportunity to 
broaden their own understanding and to share their knowledge with others. 
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b) Communications 
Through a programme of regular communications, all staff and students will 
be made aware of how they can personally take responsibility for their own 
environmental impact and how they can contribute to the College’s plans. 

 
c) Training 
Through organisations such as the Environmental Association of Universities 
and Colleges (eauc), the College will source, promote and support training 
opportunities for staff from across the College. 

 
d) Departmental Initiatives 
The College will, wherever possible, support departmental initiatives which 
promote positive outcomes in sustainability and the environment. This may 
include initiatives specific to one department or those which have cross- 
College benefits such as the installation of “power-down” software by the 
Estates and Facilities department. 

 
e) External Commitments 
The College will, wherever possible, support external initiatives which 
promote positive outcomes in sustainability and the environment. This will 
include commitments to national initiatives to reduce negative environmental 
impact and also local initiatives such as the hosting and promotion of events. 

 
4.5 Biodiversity Management 

 
a) The College will actively implement appropriate practical initiatives aiming 
to enhance biodiversity across the estate. 

 
b) Identify the potential direct and indirect impacts of our activities on 
biodiversity, assess the risks and take measures to minimise negative 
impacts and promote positive actions. 

 
4.6 Sustainable Travel Management 

 
a) Health and Wellbeing 
The College will encourage the use of, and promote the health and wellbeing 
benefits of utilising more sustainable means of transport such as walking and 
cycling. 

 
b) Car Sharing 
Through active implementation of journey planning and car sharing the 
College will ensure staff mileage is minimised. 

 
c) Increased use of Technology 
The College will reduce the impact of travel and make more efficient use of 
staff time by actively promoting the increased use of video conference 
technology instead of travelling to events and meetings. 

 
d) Pool Vehicles 
The College commit to lease self charging hybrid vehicles as the current lease periods 
for our existing pool vehicles expire. 
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5.0 Responsibilities 

 
The Finance and General Purposes Committee is responsible for agreeing the Policy 
and overseeing compliance with its principles. 

 
The Director of Finance is responsible for the implementation of this Policy and for 
ensuring appropriate procedures are in place to facilitate this. 

 
The Sustainability Group is responsible for agreeing an annual action plan and the 
monitoring of progress toward meeting the targets within that Plan. 

 
All College staff members are responsible for understanding and adhering to this 
policy. 

 
 
6.0 Related Documents 

 
 Strategic Plan 2016-2021 

 
 Finance and Procurement Strategy 

 
 Procurement Policy 

 
 Estates Strategy 

 
 SFC “Sustainable Development Guidance for Estate Management” 

 
 
7.0 Review 

  
 This policy will be reviewed three yearly or earlier if required. 
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8.0 Appendices 

 
8.1 Organisation Sustainability Structure 

 
Appendix 1 

 
West Highland College UHI Sustainability Structure 

 
 
 

 
 

 

Board of 
Management 

Finance & General 
Purposes Committee 

College 
Management Group 

Team Green Sustainability 
Group 

Representatives 
from Curriculum 

Representatives 
from Support 

Student 
Representation 

 
 
 

All Staff, Students, Visitors and Contractors 
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1. Purpose 
West Highland College UHI (the College) is committed to supporting the health and wellbeing of 
staff and promoting attendance at work. The Policy aims to maximise attendance while 
recognising that there are occasions when staff may not be able to attend work due to their ill 
health. 

 
The purpose of this policy and associated procedures and guidance is to provide a clear 
framework for reporting and recording sickness absence and outlines the fair and consistent 
management of short and long-term sickness absence across the College. It also ensures 
that staff have the support they need from their managers, as well as access to support 
services. 

   
 There are two types of sickness absence as follows:  
 
 Short-term absence defined as absences lasting less than 21 calendar days 
 
 Long-term absence lasting 21 calendar days or more 
 
This policy should be read in conjunction with the Sickness Absence Guidance document that 
accompanies this policy. 

 
2. Scope 
 
This policy applies to all West Highland College UHI staff. The principles of this policy will apply to 
staff on probation, however, absence concerns will be raised and considered as part of the probation 
process and not the formal Attendance Review Meeting process as outlined in the Sickness Absence 
Guidance document.   

Other authorised absences (e.g. special leave, annual leave, maternity, maternity support or 
parental leave) are covered by other appropriate WHC UHI policies and procedures. 

 
3. Policy Aims 
The aims of the policy are to: 

 
• Provide staff and managers with a standard process and consistent approach for 

managing, recording and reporting sickness absence; 
• Promote a positive culture of attendance; 
• Minimise sickness absence levels and help facilitate return to work as soon as possible; 
• Offer support and assistance to staff experiencing ill-health; 
• Ensure the College acts in a fair, reasonable and consistent manner when dealing with 

sickness absence issues; and 
• Establish the roles and responsibilities of all parties involved, including staff, managers, 

Human Resources and Occupational Health in relation to sickness absence. 
 
Staff who are unable to attend work due to ill-health are required to notify their manager of their 
absence by following the sickness absence reporting procedure, as set out in the Sickness 
Absence Procedure. 
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Managers should be supportive of staff when managing sickness absence and ensure that it is 
addressed in a caring and sensitive manner and with a fair and consistent approach, balancing 
the needs of individual staff with those of the College. 

 
The College will adopt a case-by-case approach when working with staff who are absent from 
work due to ill-health, and, where advised, modify the approach to the specific health 
circumstances of each individual. 

 
Guidance and advice should be sought from the HR Department for any specific concerns 
regarding the application of the policy. Further advice on managing sickness absence is provided 
in the Sickness Absence Guidance document. 

The policy seeks to ensure that sickness absence matters are dealt with sensitively and with due 
respect for the privacy of the individuals concerned. 

 
Every effort will be made to assist an employee who does not meet acceptable levels of 
attendance; however, it may be necessary to take formal action under The College’s Disciplinary 
Procedure where this is not resolved.  
 
Abuse of the Sickness Absence Policy may result in disciplinary action being taken, including 
dismissal.  
 
All actions being considered or implemented will take into account the provisions of the Disability 
Discrimination Act (1998).  
 

      Employees with Disabilities  
The College wishes to assist employees with a disability to realise their full potential and provide 
them with the same career prospects and promotional opportunities that are available to all 
employees. In addition, the College is committed to assisting with the retraining and 
rehabilitation of those who become disabled during the course of their working life.  
 
The College will make all reasonable adjustments that may be necessary in order to facilitate a 
return to work for employees with disabilities, and to make appropriate adjustments where these 
are identified during the course of their employment. 

 
Entitlement to Sick Pay 

Service at Commencement of 
Absence from Duty 

Full Allowance for a 
period of 

Half Allowance for a 
period of 

Less than 1 year 5 weeks 5 weeks 
1 year but less than 2 years 9 weeks 9 weeks 
2 years but less than 3 years 18 weeks 18 weeks 
3 years but less than 5 years 22 weeks 22 weeks 
5 years or more 26 weeks 26 weeks 

 
Sickness during annual leave and office closure periods  
If an employee falls sick during a period of authorised annual leave or an office closure period, they 
may be entitled to reclaim the leave entitlement. If such a circumstance occurs, they should notify 
their manager on the first day of sickness. On their first day back at work, they must submit a 
certificate signed by a registered medical practitioner confirming the details and dates of their 
illness. The certificate should be dated from the first day of their illness, as retrospectively dated 
certificates will not normally be accepted for the purposes of reclaiming annual leave, other than in 
exceptional circumstances. 
 
Medical appointments  
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Arrangements covering medical and dentist appointments should not be recorded as sickness 
absence unless the appointment requires a whole day's absence.  
 
Accumulation of annual leave whilst on sick leave  
Employees who are on sick leave continue to accumulate annual leave but do not accrue sick leave 
entitlement.  
 
Under the Working Time Regulations, an employee cannot take sickness absence and a period of 
annual leave simultaneously but can take advantage of whichever is the more favourable. 
Therefore, an employee on long-term sick leave can request that they be regarded as taking a 
period of annual leave rather than a period of sick leave. This may result in an employee receiving 
normal holiday pay in place of sick pay, where this is more favourable.  
 
Employees away from work owing to sickness can give notice that they wish to take a period of 
annual leave even though they know it is likely that they will continue to be sick during that period.  
 
Annual leave carry over  
Where an employee has been on long term sick leave, and has been unable to use their annual 
leave by the end of the annual leave year, only outstanding statutory leave will be carried over to 
the next year.  
 
Absence for medical and dental appointments  
With the exception of emergency situations, employees are expected to make arrangements to see 
a doctor or dentist for non-elective procedures outside normal working hours, or where this is not 
possible, at times that will cause the least disruption.  
 
Where it is necessary for such appointments to take place during working time, the employee must 
notify their line manager at least 24 hours in advance of the appointment and where possible should 
show the Line Manager the appointment card.  
 
Special consideration will be given for paid special leave if the employee is disabled and requires 
additional or extended leave for appointments relating to the disability. 
 
4. Roles and responsibilities 
The roles and responsibilities of staff, managers, Human Resources and Occupational Health 
are explained below: 

 
The Manager: 

 
• Ensures staff are aware of the Sickness Absence Policy and Procedure, and what is 

expected of them via the induction process and day-to-day management 
• Monitors and records sickness absence on Cascade in a timely manner 
• Conducts and records return to work discussions following a period of absence due to 

sickness and ensures that staff provide the appropriate documentation 
• Addresses sickness absence concerns when they become known and seeks to resolve 

these at the earliest opportunity in a prompt, confidential and sensitive manner and 
ensuring consistency and fairness 

• Leads and directs informal discussions and formal Stage 1 and 2 Absence Review 
Meetings 

• Ensures that any reasonable adjustments that are recommended by either the doctor or 
Occupational Health are given due consideration and implemented (where appropriate) 
in a timely manner 
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• Liaises with the HR Department to refer staff to Occupational Health as appropriate 
• Ensures appropriate levels of communication with absent staff are mutually agreed and 

maintained 
• Seeks guidance from the HR Department for cases other than routine sickness absence 

management 
• Ensures that in dealing with sickness absence cases compliance with the Equality Act 

2010 (which incorporates the key provisions of the Disability Discrimination Act, as 
amended in 2005) and the College’s associated policies such at the Equality & Diversity 
Policy are adhered to 

• Ensures all incidents/accidents at work are accurately recorded in line with the accident 
reporting procedures 

•  
 

Staff: 
 

• Looks after their own health and minimising their absence from work 
• Keeps their manager informed about health issues that might affect their ability to work 

and/or attendance 
• Follows the sickness reporting procedures by informing their manager when they are 

unable to attend work due to sickness or if they are taken ill or are injured while at work 
• Provides relevant and timely self-certification and/or Statement of Fitness for Work (‘Fit 

Note’) 
• Co-operates with their manager during the absence management procedures and 

answers concerns raised 
• Attends Occupational Health or other appropriate medical specialist if reasonably 

requested to do so 
• Maintains regular contact with their manager throughout any period of sickness 

absence, especially if the absence is long-term 
• Makes every effort to attend medical and/or dental appointments outside their normal 

working hours if possible. Where this is not possible, makes every effort for such 
appointments to be scheduled for the beginning/end of their working day or lunch time 

• Understands that not complying with the relevant statutory rules relating to sickness 
absence may affect eligibility for sick pay and that, following investigation and 
dependent on circumstances, disciplinary procedures may be instigated 

• Attends return to work discussions and formal Absence Review Meetings as 
appropriate 

• Works with their manager to support the implementation of reasonable adjustments to 
working arrangements practices and procedures to deal with the challenges created by 
disability, ill-health or injury 

 
Human Resources: 

 
• Provides sickness absence reports to managers 
• Provides advice and guidance on health and sickness matters to managers and staff 
• Advises and supports managers on all aspects of the operation of the Sickness 

Absence Policy and Procedure, helping to maintain consistency in its application 
• Attends formal meetings and provides procedural advice 
• Works with Occupational Health and other support services on case management 
• Provides information and support to managers and staff where an individual is or 

becomes disabled 
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Occupational Health: 

 
• Provides advice and guidance on health and sickness matters to managers, staff and 

HR 
• Following a management referral, meets with the staff member and provides a 

confidential assessment of their fitness for work and, with their consent, prepares a 
written report to the manager/HR Department 

• Provides advice and recommendations on steps and/or adjustments that might assist 
rehabilitating a staff member back to work following a period of sickness absence 

• Provides advice on whether a staff member’s health problems may be related to work or 
the working environment and any actions that may prevent further problems 

• Provides advice in relation to any long-term concerns about a staff member’s fitness to 
work, which may need further action to be considered such as permanent readjustments 
to the role, redeployment support or ill-health retirement 

• With the staff member’s consent and where indicated, obtains additional information 
from the staff member’s doctor, medical consultant or other treating specialist 

• Provides a confidential support service to staff 
 
5. Related Policies 
 
Equality, Diversity & Inclusivity Policy 
Stress Management Policy 

 
6. Review 
This policy will be reviewed every 3 years, or sooner if necessary. 
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1.0 Treasury management policy 

 
The West Highland College UHI must comply with the Scottish Funding Council 
rules regarding approval for any secured or unsecured loans that go beyond the 
general consent levels set out in the financial memorandum. The Finance and 
General Purposes (F&GP) committee has a responsibility to ensure 
implementation, monitoring and review of such arrangements. 

All executive decisions concerning borrowing, investment, or financing (within 
policy parameters) shall be delegated to the Director of Finance and Resources 
and an appropriate reporting system set up. All borrowing shall be undertaken in 
the name of the West Highland College UHI and shall conform to any relevant 
funding council requirements. The Director of Finance and Resources will report to 
the F&GP committee in each financial year on the activities of the treasury 
management operation and on the exercise of treasury management powers 
delegated to him or her. 

 
 
2.0 Appointment of bankers and other professional advisers 

 
The Board of Management is responsible for the appointment of the West 
Highland College UHI’s bankers and other professional financial advisers (such as 
investment managers) on the recommendation of the F&GP committee. The 
appointment shall be for a specified period after which consideration shall be 
given by the F&GP committee to competitively tendering the service. 

 
 
3.0 Banking arrangements 

 
The Director of Finance and Resources is responsible, on behalf of the F&GP 
committee, for liaising with the West Highland College UHI’s bankers in relation 
to the West Highland College UHI’s bank accounts and the issue of cheques. All 
cheques shall be ordered on the authority of the Director of Finance and 
Resources, who will ensure proper arrangements for their safe custody. 

 
Only the Director of Finance and Resources may open or close a bank account 
for dealing with the West Highland College UHI’s funds. All bank accounts shall 
be in the name of the West Highland College UHI. 

 
All cheques drawn on behalf of the West Highland College UHI must be signed in 
the form approved by the F&GP committee. All cheques require two signatures. 
Details of authorised persons shall be provided for in the West Highland College 
UHI Bank Mandate. 

 
All automated transfers on behalf of the West Highland College UHI, such as BACS 
or CHAPS, must be authorised in the appropriate manner and on the basis 
approved by the F&GP committee. Details of authorised persons shall be provided 
for in the West Highland College UHI Bank Mandate. 

 
The Director of Finance and Resources is responsible for ensuring that all bank 
accounts are subject to regular reconciliation and that large or unusual items are 
investigated as appropriate. 
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Policy Summary 

Overview 
The policy is required to assist further education students and staff 
understand student entitlement to guidance during courses. 

Purpose 

The policy explains the terminology around guidance, the key areas 
addressed in the guidance entitlement and the roles and responsibilities of 
students and staff with regards to guidance. 

Scope 
The policy applies to all further education students (see Sections 4 and 5 
for further details). 

Consultation 
The policy has been developed by a policy ownership group made of 
practitioners from academic partners delivering further education.  

Implementation and 
Monitoring 

West Highland College UHI’s College Management Group are responsible 
for supporting staff responsible for delivering guidance and their managers 
to implement this policy. Monitoring will be carried out at a local level by 
West Highland College and at a regional level by the Single Policy 
Environment Project and Quality staff. 

Risk Implications 
This policy reduces risk for students, staff and academic partners by 
clarifying the guidance entitlement which students can expect. 

Link with Strategy 
This policy is linked to individual Access and Inclusion strategies and the 
Regional Outcome Agreement.  

Impact Assessment 
Equality Impact Assessment: Completed February 2020, no further action. 

Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1. This policy, together with the associated Guidance Entitlement, represents a guidance 

framework for further education students.  

1.2  Our aim is to provide a learning experience that allows students to gain insight into their 
abilities, interests and preferred learning styles through the provision of effective and 
appropriate academic and pastoral guidance. 

2. Definitions 
2.1  Guidance: West Highland College UHI’s Guidance provision focusses on four key areas - 

personal development, academic feedback, progression (including careers advice) and 
pastoral care. 

2.2 Guidance Entitlement: This document sets out the standard of guidance that students can 
expect from West Highland College UHI from pre-entry to completing their course of study.  

2.3 Pre-entry: The time before a student enrols on a course, including preparing for an interview 
for access to the course. 

2.4 Start of programme: The period of time when a student begins their course, including 
activities such as enrolment and induction. 

2.5  During programme: The period of time during the academic session. 

2.6  Pre-exit: Activities relevant to the preparation of students to progress on from their current 
course of study. 

3. Purpose 
3.1 West Highland College UHI is committed to supporting all our students in achieving their 

educational and personal goals by providing a comprehensive guidance service. 

3.2 We will provide holistic support to students by taking a joined-up approach to how a student 
is supported, utilising where necessary the full range of guidance options with information 
that is clear, accurate, relevant and up-to-date.  

3.3 All students have an individual and personal starting point in their development. In order to 
help students progress from this starting point we will work in partnership with them. The 
policy and Guidance Entitlement are intended to empower students and enable them to be 
active participants in the guidance process.  

3.4 Our guidance provision focuses on four key areas: 

3.4.1 Personal development: Developing the self-confidence and interpersonal skills of 
our students and enable them to make decisions and choices within a lifelong 
learning process 

3.4.2  Academic feedback: Motivating our students towards completion and success, 
developing their learning skills and essentials skills for progression 

3.4.3  Progression (including careers advice): Providing information to our students to help 
them progress onto a new course of study or into employment. 
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3.4.4  Pastoral care: Supporting the wellbeing of our students. This includes signposting 
and referring to relevant specialist services. 

3.5 Distance learning students will be able to access guidance and support via telephone, email, 
videoconference and online, including websites and virtual learning environments.  

3.6 We will work in partnership with external agencies. This includes organising sessions aimed at 
students, securing training for our staff from appropriate providers, and referring students to 
expert and specialist help where appropriate. 

3.7 We will use feedback from students and staff to develop our guidance provision and carry out 
regular reviews to ensure we continue to improve our service. 

4. Scope 
4.1  This policy applies to students enrolled on courses normally up to and including SCQF Level 6 

(see Section 4.2 for variations to this criteria). 

4.2  There are a small number of Scottish Vocational Qualification (SVQ) courses at SCQF Level 7 
that are considered as Further Education courses for the purposes of the university 
partnership. This policy applies to these students. 

5. Exceptions 
5.1  This policy does not apply to Higher Education students, e.g. normally those students studying 

courses at SCQF Level 7 and above (see Section 4.2 for variations to this). Higher Education 
students should refer to their local student support service. 

6. Notification 
6.1 Students should be made aware of this policy and the Guidance Entitlement during their 

induction. The policy and Guidance Entitlement will be made available online. 

6.2 Staff responsible for providing guidance should be familiar with the policy and Guidance 
Entitlement, and will be made aware of changes by their line managers. 

6.3 Line managers of staff responsible for providing guidance should be familiar with the policy 
and Guidance Entitlement, and will be informed of changes by their senior management team.  

6.4 Senior management teams should be aware of the policy and Guidance Entitlement, and will 
be informed of changes in senior management team meetings. 

7. Roles and Responsibilities 
7.1 Students should be prepared to engage fully with staff in order to maximise the benefit of 

their guidance entitlement. 

7.2 Staff delivering guidance (Student Services) – promoting guidance entitlement to students, 
delivering guidance entitlement, identifying issues with delivery and escalating, and referring 
to specialist services. 

7.3 Managers are responsible for implementing the policy operationally, supporting staff 
delivering guidance, responding to escalated concerns, reporting successes and challenges to 
West Highland College UHI’s College Management Group. 

7.4 West Highland College UHI’s College Management Group are responsible for supporting 
managers to implement the policy, operational oversight of the policy and reporting to the 
Board of Management on the policy.  
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7.5 West Highland College UHI’s Board of Management are responsible for approving the policy 
and strategic oversight of it. 

7.6  The Further Education Guidance Policy Ownership Group are responsible for reviewing the 
policy and Guidance Entitlement.  

8. Legislative Framework 
Adult Support and Protection (Scotland) Act 2007 

Scotland's Career Strategy 2020 

Children and Young People (Scotland) Act 2014 

Data Protection Act 2018 

Education (Scotland) Act 2016 

Equality Act 2010 

General Data Protection Regulation 2018 

Human Rights Act 1998 

Mental Health (Scotland) Act 2015 

Protection of Children (Scotland) Act 2003  

Protection of Vulnerable Groups (Scotland) Act 2007 

9. Related Policies, Procedures, Guidelines and Other Resources 
Admissions Policy 

Equality, Diversity and Inclusivity Policy 

Fitness to Study Procedure 

Learner Support Policy 

Mental Health Strategy 

Promoting a Positive Learning Environment Policy 

Safeguarding Policy 

Student Carer Policy 

Student Disciplinary Procedure 

10. Version Control and Change History 
 

 

Version Date Approved by Amendment(s) Author 
0   New policy FE Guidance Policy Ownership Group 
1     
2     
3     
4     
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