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F&GP Meeting
18 September 2019, 16:00 to 18:30
FW and by VC

Attendees
Board members

Present: Hayley Lewis (convenor), John Hutchison, Ross Lynn, Lisa McAndrew, Charles McCrimmon (teaching staff member), Lydia Rohmer (Principal),
Katie Wrigglesworth (student member) (until item (8)).
Attending: Fiona Grant (Assistant Principal), Paula Lister (Finance Director), Sue Macfarlane (Depute Principal), Jackie Wright (Client Manager) (until
item (14)), Claire Wylie (Secretary, Minutes)

Meeting minutes

1. Apologies
There were no apologies.

2. Declarations of interest
No declarations.

3. Minutes of the meeting of 17 June 2019
The minutes were approved.

 Minutes_F&GP Committee meeting_170619-1.pdf

Decision

4. Matters arising

4.1. National bargaining

Before signing up to National Bargaining (National Recognition and Procedure Agreement), the College and Board had
been waiting for letters from UHI and from the SFC which would give reassurance regarding the continuation of funding
for NB outcomes. Such a letter had now been received from Karen Watt, Chief Executive of the Scottish Funding
Council, but was still awaited from UHI. As previously notified, the College would sign the NRPA once in receipt of both
letters.

In the meantime, the College had been actively working towards implementation of NRPA arrangements. 

The provision of appropriate pension arrangements was proving tricky to finalise but options were being explored. The
reduction from 37.5 to 35 hour week for staff was in-hand, and staff briefed on the changes including to sick pay, notice
period, and union recognition. Revised staff contracts would be issued in due course. The College had approached the
relevant trade unions to ask how they wanted to be involved in future negotiations.

The additional work that management of this transition imposed on HR and senior staff was acknowledged by the
Committee.

5. Any Other Business
There were no items.

6. Management accounts for the period ending July 2019
The management accounts were presented by the Finance Director, who explained that there may be some changes to
the final outcome as the end of year accounts were finalised. 

Endorsement
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The surplus for the year was significantly in excess of what had been budgeted for, with both income and costs being
lower than budget. 

Income was reduced due to HE under-recruitment, and non-receipt of specific elements of national bargaining funding.
Also, 'stretching' targets for cafe and commercial kitchen had not been met; similarly, the Centre for Recreation and
Tourism Research also did not appear to have met its target, but this was largely due to the end of the accounting year
falling at an inopportune moment as it was in fact performing well.

Costs were reduced because the full impact of national bargaining implementation had not been realised  (not all staff
post filled, and lower than expected take up of the new teachers' pension). There were other reductions due to ELT
position being vacant for a period, and lower costs relating to the SDS FA funding.

The portion of the surplus attributable to SDS funding may need to be spent in a specific agreed way in order to avoid
audit problems.

Paula considered that the improved reserves, and the clearer picture emerging of the impact of national bargaining,
meant that the College would be in a position to consider investment priorities over the coming period. 

The Accounts were endorsed. Lydia and Hayley thanked Paula for getting to grips so quickly with the detail of the
College accounts.

 F&GP_180919_14_ManAccounts.pdf

7. Early admissions report
The report from the Depute Principal was positive. The College was expected to meet its full time FE target, and there
was also confidence that the school link target would be met. In contrast to recent years, there would thus be less
pressure on staff to find ways to make up the FE target as the year went on, which was very welcome. The HE first year
picture was also strong, and the indications were that the target had been met. Information on continuing and hosted
students was still being gathered.

This positive outcome was a result of hard work in a number of areas, including marketing, strong engagement with
schools, and the activities of curriculum staff themselves. Sue had established a coherent plan which was the foundation
to this success. The College would reflect further on what had gone well and the reasons for it, in order to build on the
success in the future.

 F&GP_180919_6_Early Admissions Report.pdf

Information

8. Draft capital and maintenance budget
The draft plan was indicative of the current thinking on how this budget would be spent over the coming year. The
Committee were pleased to hear that it was being consulted on, and was aligned with current digital and sustainability
priorities. The significant drop in funding from last year was noted with concern.

Lydia advised members that the College was currently discussing the future of its teaching and learning strategies and
this would, in time, have an impact on future capex budgets.

The budget was endorsed.

 F&GP_180919_13_Capital Expenditure Plan.pdf

Endorsement

9. Institutional efficiency (annual return)
The College had achieved 1.7% in cash efficiencies in the 2017-18 year, against the SFC target of 3%.

 F&GP_180919_5_Institutional Efficiency Return.pdf

Information

10. Financial Forecast Return
Members were reminded that the FFR was an exercise which arose out of the Audit Scotland report of 2016 which
suggested that the SFC ask its colleges to take a longer view of its financial position. It was an exercise, and not a
business plan, but it nonetheless needed to be treated seriously. The message was that SFC wanted college boards to
take a close look at finances so that they were in a position to take hard decisions when necessary, and it also found
FFRs useful supporting documentation when arguing for government funding and investment.

The aim of the exercise was to produced a balanced budget for each year up to 2023/24, using the assumptions given
by SFC. 

The Committee was content with the figures presented and with the further assumptions made regarding WHC's

Endorsement
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activities and funding throughout the years under consideration. 

In reviewing the options for mitigation, Committee members shared serious concern at the impact of the measures
proposed, such as staff redundancies, learning centre closures, course cancellations. The impact on College provision
would be devastating, and contrary to the aim of providing high quality learning in remote and rural areas. 

Although technically a series of balanced budgets may be achieved on paper, Committee members wished to see more
narrative and notes around what actual impact the measures would have, and greater clarity on what the figures mean
for WHC such as the percentage of staff, proportion of students and so on. 

Another message that might usefully be promoted through the FFR is the potential for regional working as an aid to
supporting small colleges such as WHC. For example, if the number of international students required to be increased
significantly in order to draw in more income, the resources of WHC would not be sufficient to achieve this by itself but, in
collaboration with UHI and other colleges, it might be manageable. 

The director of finance undertook to incorporate all of the proposed mitigations into the calculations, and support the
outcome with a clear description on the impact. Hayley, John and other members all agreed to comment on early drafts
of this work.

 F&GP_180919_15_FFR.pdf

11. Preparations for annual accounts 2018-19
Paula believed that work on the annual accounts was in hand, and would meet the expected deadlines. The convenor
would be happy to see an early draft.

Information

12. Health & Safety annual report 2018-19
Jane Ollerenshaw's full report was welcomed by the Committee, which was impressed by its clear depiction and
discussion of incidents and near misses. The report was endorsed.

 F&GP_180919_3_Health and Safety annual report.pdf

Endorsement

13. Estates Update
Jackie had provided a full report for the Committee, which she updated as follows:
* dilapidations in the recently vacated Learning Centre in the GALE Centre had been completed and the key returned;
* there was now a proposal that, in return for the College permitting the rights of servitude, the Portree LC, Lochalsh &
Skye Housing Association would clear and level land on the left hand side of the building so that existing containers can
be relocated further round and thus extending the existing car park by a few more spaces;
*  the College had been unsuccessful in the Regional Capital Grant Fund application for Mallaig and other funding
sources were now being explored.

With regard to the STEM Centre, plans were proceeding and recent activity had taken place on the detail of the Centre's
fit-out. The outcome of the application to the Advanced Manufacturing Challenge Fund for additional equipment would
be known before the end of the calendar year. 

The Principal noted that whilst funding for the build was sought, costs continued to increase.The risk register for the
STEM Project had been revised and included two new red risks (C05 and C06) which arose directly from a concern
about delay.

 F&GP_180919_4_Estates Update.pdf

Information
Jackie Wright

14. Senior staff reorganisation
As Committee members were aware, Sue Macfarlane, Depute Principal, had been appointed for two years as UHI's
Director of Transformation (FE), starting at the end of September. The Principal was both proud of Sue's achievement,
and at the College's ability to export talent to the region. She also thought that the College would benefit from Sue's
appointment at this level. She wished to thank Sue for her valuable work and her legacy.

Hayley, John and others voiced their congratulations to Sue, and thanked her warmly for her full and valuable
contributions to meetings whilst at WHC, and she was offered good wishes in her new role.

Lydia advised that Fiona Grant would be appointed as Acting Director of Academic Affairs. Sue's organisational
development remit would go to Vicky Ferguson who would be appointed as Head of HR and Organisational
Development, with Tracy Kerr becoming Head of Quality and Registry, taking on Fiona's QA and Enhancement and
Registry lead roles. Lydia also expected to finalise a new post of Head of Enterprise and Business Development. Overall,
she was confident of the College going forward without detriment.

Information
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It was further noted that the STEM Project Director was also due to take up a new post with UHI, and thus the College
would be recruiting a new Director as soon as possible.

15. Strategies

15.1. New strategies

15.1.1. STEM

Although labelled as a strategy from 2019 to 2022, the Depute Principal asked that it be considered for review within a
year as the new Project Director for STEM would have a view on the strategy going forward. There were other
developments which would have an impact on the WHC strategy such as the regional strategy currently under
development. Nonetheless, as it stood it indicated the direction of travel and was welcomed as an aspirational and
interesting document. It was endorsed.

 F&GP_180919_2_STEM Strategy.pdf

Endorsement

15.1.2. Business Development

Another strategy which was likely to need reviewing within a year or so, once the new Head of Business Development
was in post. Again, it was endorsed by the Committee, and Sue thanked for her work on both documents.

 F&GP_180919_1_Bus Dev Strategy.pdf

Endorsement

16. Policies

16.1. Policies for review

16.1.1. Health & Safety

This policy, revised annually, was endorsed and would go forward to the Board for approval.

 F&GP_180919_09_H&S Policy.pdf

Endorsement

16.1.2. Value for money

This policy, to which no amendments had been made, was approved by the Committee.

 F&GP_180919_7_Value for Money Policy.pdf

Decision

16.1.3. Fee instalment

Minor amendments had been made to this policy, and it was agreed that it could be approved at Committee level.

 F&GP_180919_8_Fee Instalment Policy.pdf

Decision

16.1.4. Policies to be delayed

The Committee were content to allow the review of the Tuition Fee Refund & Withdrawal policy, and the Performance
Management policy, to be delayed until the November/December round of meetings.

 F&GP_180919_11_Policy for delay.pdf

Decision

16.2. New policies

16.2.1. Cross-UHI Equality, Diversity and Inclusivity

The WHC HR Manager had been involved in the development of this policy and the Committee were content to endorse
it.

 F&GP_180919_10_Equality Diversity Inclusivity policy.pdf

Endorsement
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16.2.2. Cross-UHI Promoting a Positive Learning Environment

Committee members were advised that Katie was happy with this policy from a student perspective and again, the
Committee endorsed the policy to the Board.

 F&GP_180919_12_PPLE Policy.pdf

Endorsement

17. Date of next meeting
Wednesday 27 November 2019 (and joint meeting with Audit Committee)
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP_271119_13 

Subject CONFIDENTIAL Management Accounts for 3 months ended 31st 
Oct 2019 

Purpose of paper To show financial position as at Q1 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 25/11/2019 
Date of meeting 27/11/2019 
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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* If a paper should not be included within “open” business, please highlight below the reason. 
Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

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

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

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

FGP/271119/06 

Subject CONFIDENTIAL Centre for Recreation and Tourism Research – 
Slow Adventure Update Report  

Purpose of paper 

This report provides an update on the slow adventure spin off 
company. It also contains a request for the college to assign the 
slow adventure trademark to the new spin-off company.  

The committee is invited to review the report and consider the 
request with a view to make a recommendation to the Board. 

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

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☒

Describe the linkage: 
Click to enter text. 

Content sensitivity Confidential and not to be discussed outside this group 
Resource implications 
Give details if yes No  N/A 

Risk implications No 
Date paper prepared 21/11/2019 
Date of meeting 27/11/2019 
Author Dr Steve Taylor, Head of CRTR 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☒

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☒

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

Describe here 

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

No 

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

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

Its disclosure would substantially prejudice the effective conduct of public affairs ☐
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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. Until the matter of the assignment request

has been agreed and signed.

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

FGP/271119/02 
Subject Estates Update 

Purpose of paper To provide an update on the position of ongoing Estate issues 
and 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 Yes 
Date paper prepared 14/11/2019 
Date of meeting 27/11/2019 
Author Jackie Wright 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☒

For discussion   ☒

For endorsing   ☐

For decision  ☐

Consultation has been carried 
out with 
Staff ☐

Students ☐

UHI and Partners ☐

External ☐

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

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

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

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

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

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

Estates Client Manager report 
 
1. STEM centre 

 
Construction 
Construction costs were noted at £10.8m in August. The contractor 
contacted all suppliers for updates following the 3-month lapse.  Most 
suppliers advised that prices would remain but a few increased.  The current 
construction cost is £10.9m. 

 
PL and JW attended a meeting with Robertson on 1st October.  At this 
meeting Robertson indicated that, should funding for the STEM centre be 
available but from April 2020, they would be prepared to consider starting 
in January but not invoicing until April.   
 
The sale of Inverness College Longman site is expected to complete 
Dec/Jan.  If approval is given by Ministers for SFC to retain the receipt 
(estimate £1.5m-£2m) these monies will be directed to the STEM project.   
 
Having concluded stage 4, no further design team work will progress until 
funding becomes available.  

 
Meeting 20th Nov. 
The meeting with Kate Forbes and Richard Lockhead is diaried for Wed 20th 
at 11am.  A briefing was issued to civil servants on 12th Nov. 
 
AMCF 
We are through to the third and final stage of the AMCF process which 
culminates in an interview on 21st November which Alan Ogg and Lydia will 
attend.  This is a £1.9m application.  
 
FW2040: 
The event on 26 September was well attended and generated good 
publicity.  A meeting of the FW2040 Programme Board will take place on 
14th Nov in Inverness. PL and JW attending.  
 
There are no changes to either the risk register or decisions log.  
 

2. Mallaig 
 
We were unsuccessful with the RCGF application.   
JW has had a conference call with Crown Estates Scotland who are looking 
for capital investment opportunities. They have been briefed on our Mallaig 
project and they intend taking a proposal to their investment panel with a 
view to build the learning centre and lease to WHC.  
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3. Gairloch 

The flooring at Gairloch was completed during the October break.  
 
The lease remains in draft form.  We have made a few changes and it is 
now again with the landlord’s solicitor.  
 

4. Portree 
PL and JW met with LSHA estates staff on 11th November to discuss Portree 
road and works at the centre. There is no progress on roads consent from 
Highland Council to enable the right of servitude to be concluded.  
 

5. Broadford 
LSHA have confirmed that the Scottish Gov will not permit them to build and 
lease student accommodation through a third party.   
 
PL and JW met the Learning Centre Manager at Broadford on 11th 
November to review options on student accommodation.  
 

6. Fort William 
Our Fort William campus is under pressure for space. We are in discussion 
with Finlay Finlayson regarding the potential to lease office space at TUC 
building.  
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no:  

F&GP_271119/07 
Subject College Sector Brexit Planning and proposed Mitigation 

Purpose of paper 

In a meeting of college principals, Scottish Funding Council and 
Scottish Government at the start of November, current Brexit 
scenarios, potential impact and mitigations were discussed.  
 
The committee is invited to note the content of these sectoral 
papers.  
 
Regional discussion of Brexit impact focuses pre-dominantly and 
the large scale benefits UHI has derived from EU funding 
streams, currently driving sigificiant areas of workbased learning 
(the UHI workbased learning hub, and the development  and 
delivery of foundation apprenticeships is heavily subsidised by EU 
funding through SDS); FE ESFI programme for a skilled 
workforcel curriculum development (HE); sectoral employer 
engagement;(all funded through SFC’s EU funding stream for a 
skilled workforce); innovation; PHD studentships (funded through 
HIE’s EU funding stream).  
 
In addition, UHI’s research centres, including our own CRTR, are 
heavily dependent on access to EU research funding streams.  
 
Some or all of the current funding may become available post-
Brexit through a UK shared prosperity fund, but no details are 
available as yet. UKRI may provide comparable research funding 
opportunities, but again priorities are as yet not clear, and 
potential impact on some of the more niche research areas like 
CRTR.  
 
The uncertainty around Brexit means that direct impact on the 
college is difficult to anticipate, despite the availability of 
checklists. EU staff directly employed have reduced in the last 
three years from 8 to 2. Indirect impact on the college through 
loss of territorial EU funding on infrastructure and community at 
local authority level is anticipated, but difficult to quantify. 
Demographic changes as a result of Brexit on the Highlands and 
Islands area are available and forecast crisis in particular for 
skilled workforce supply, in particular for certain sectors. It is 
against this backdrop that the Scottish Government expects 
colleges to provide a pivotal function in re-and upskilling existing 
workforce. In the case of WHC, it is expected that the areas 
covered by the college’s planned STEM Centre, including health, 
care and digital, will increase in demand as a result of Brexit.  
 
The committee is invited to note the current sectoral discussions 
and potential impact on the college. 
 
 

Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 

Describe the linkage:  
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3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 
Content sensitivity Normal 
Resource implications 
Give details if yes No            N/A 

Risk implications Yes Risk is very difficult to quantify, although this paper attempts 
to highlight sectoral and government efforts for mitigation 

Date paper prepared 21/11/2019 
Date of meeting 27/11/2019 
Author Lydia Rohmer, Principal and Chief Executive 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

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

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

Describe 
1.  
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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Colleges Scotland   1 

 
 
College Sector Brexit Response 
 
Introduction 
 
Senior college representatives met with Richard Lochhead MSP, Minister for Further Education, 
Higher Education and Science, Scottish Government officials and representatives of the Scottish 
Funding Council (SFC) on Thursday 10 October 2019 to discuss the college sector’s proposed Brexit 
response (see Appendix 1 for attendees).   
 
This meeting with the Minister followed a Brexit workshop that Colleges Scotland held on Tuesday 
17 September 2019 for individual college representatives in order to discuss Brexit preparedness 
and to understand the interventions that could be sought by the sector, particularly in a no-deal 
scenario. 
 
This paper has been jointly produced between the SFC and Colleges Scotland. 
 
Background 
 
Discussion focused on the college response to meeting Scotland’s skills needs in the following 
scenario: 
 
• A disruptive no-deal Brexit 
• Economic shocks / recession 
• Businesses impacted and either re-focussing their activities or closing 
• Redundancies and job losses (predictions of up to 100,000 jobs affected) 
• Loss of EU national staff and students impacting on demographics 
 
It was noted that, at this stage, it is not possible to predict with accuracy which sectors, which age 
groups or which parts of the country might be most affected in the above scenario. However, colleges 
have a strong track record in responding quickly to meet local demands for retraining in the event of 
economic turbulence, for example in response to the 2008 recession. 
 
Potential Interventions Identified 
 
Colleges set out their views on the three key areas where we can prepare now so that colleges can 
respond quickly and flexibly to mitigate Brexit impacts, according to local and regional needs. These 
are set out below. It was noted that these would inform the preparations for the short-term Brexit 
response but, once the impacts are known, further targeted mitigating actions may be required. 
 
Suspension of some funding rules to enable an agile response 
 
Colleges will need to be prepared to respond quickly to local demands. Detailed regulation of their 
activities and tight conditions around funding can slow the response process. Therefore, a certain 
level of delegation of authority will be necessary to allow colleges to flex the provision they offer to 
meet the needs of their region.  
 
In practical terms this could mean: 
 
• A relaxation of Developing Scotland’s Young Workforce targets and activities. 
• Temporary flexibility around activity targets.  
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• Temporarily releasing colleges from the terms of their current Outcome Agreements. 
• Temporary flexibility around some elements of Outcome Agreements, for example operating out 

with normal regional boundaries where an institution has a particular specialism. 
• A restatement of the current ministerial guidance, emphasising that colleges should be flexible 

and highly responsive to the needs of industry and learners of all ages – rather than the 
previous prioritisation of young, full-time learners. 

Use existing structures 
 
The view of colleges is that Scotland has existing networks, structures and – in some cases – funding 
streams already in place which can be used as part of the Brexit response. It was predicted that 
colleges’ have a key role to play in meeting the skills and training needs of Small Medium Sized 
Enterprises (SMEs) and supporting vulnerable students. The college view was that, in many cases, 
interventions providing targeted training over a short timescale could be sufficient to provide the level 
of re-skilling required. 
 
The existing structures which could be used as part of the Brexit response could include: 
 
• The Flexible Workforce Development Fund gives employers the incentive to train their workforce 

to meet their skills needs. The funding allocated through this model could be increased and the 
scope of the scheme broadened to include SMEs, including non-levy payers, and targeted 
industries, employment sectors or locations, for example rural businesses. 

• The Transition Training Fund was put in place to support individuals impacted by the contraction 
of the oil and gas sector to retrain following the 2008 recession. This model could be used to 
offer targeted support for specific regions or employment sectors. 

• Partnership Action for Continuing Employment (PACE) provides support for those organisations 
and individuals that are facing redundancy and would be likely to be triggered in the event of a 
disruptive no-deal Brexit, although the current level of resource to support PACE would need to 
be reviewed. 

• Individual Training Accounts (ITAs) if the impacts of Brexit focus on individuals – this also relates 
to the section on student support below.  There would be a need to ensure sufficient funding is 
provided to allow maximum utilisation of ITAs, if the impacts of Brexit focus on individuals. 

• Colleges have good links with local employers and businesses in their regions and would 
continue to use the intelligence they provide to meet their regional training needs. Colleges 
should be given the authority to base decisions on the activity they offer on their local-level 
networks, as often the collection of national level data and evidence can include time delays and 
are less responsive to local sensitivities. 

• Community Planning Partnerships provide a link with other public and third sector bodies which 
colleges can use to identify groups of individuals with training and re-skilling needs. 

 
If additional resource is available as a result of Barnett consequentials or other Brexit related funds 
this could be used by colleges as follows: 
 
• Colleges anticipate that any Brexit-related economic impact will have an increased demand for 

their courses, and additional resource would allow colleges to deal with a sudden increase in 
demand and /or to offer the required appropriate courses. 

• Provision of resource to develop new, focussed courses – including online training material – to 
support education and training needs arising from Brexit. 

• A fund to support additional flexible activity, which could be delivered through existing funding 
mechanisms or through a separate Brexit initiative-type fund. 
 

Student funding 
 
Student funding arrangements and the interplay of student funding with the benefits system can act 
as a deterrent for some individuals who would benefit from a training or retraining intervention. 
Details of the problems that can be encountered by potential students are set out at Appendix 2 but, 
in summary, the key issues are: 
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• The lack of integration of the benefits system with someone looking to better themselves or take 

an opportunity provided by undertaking a course at a college, resulting in financial disincentives 
for the individual.   

• Where students take a short break from the benefits system to attend a short full-time course, 
then have to re-apply for benefits afterwards and experience long waits with no funding to cover 
Department of Work and Pensions (DWP) processing times. 

 
The interventions being sought include: 
  
• The policy around the allocation of most benefits is reserved to the UK Government. The key 

action that Scottish Government could take to remedy these issues would be to seek some 
flexibility from the UK Government around relaxing the rules which would allow DWP rules to be 
adapted to allow benefit claimants to undertake study, particularly those students on short, full-
time courses. If students were able to remain on benefits whilst undertaking short, full-time 
courses there would be limited disruption to the student’s household income. This would make 
study and upskilling a more attractive prospect, leading to increased employability and less 
likelihood of long-term reliance on benefits. 

• It should be noted that one option open to DWP is to allocate Rapid Response funding to people 
who have been made redundant and wish to do a short course in a relevant area. Rapid 
Response support is currently assessed on a case by case basis by DWP. DWP contacts have 
advised colleges that, to date, they have had no guidance on mechanisms to support individuals 
in the case of economic disruption as a result of a no-deal Brexit. This is an area where colleges 
feel it would be helpful to brief and train DWP staff now, so that they can be prepared to put 
appropriate supports in place at short notice. 

• If the discussions with DWP do not provide the required flexibility, Scottish Government may wish 
to consider whether there is any scope for this support to be offered through its own devolved 
powers on benefits, although it was acknowledged that the devolved powers are limited in scope. 

• If neither of the above options is feasible, then the view of colleges is that they should be allocated 
additional Discretionary funding for student support and given the associated authority to use 
this funding in a flexible manner. This funding could then be used to support students who would 
otherwise be deterred from taking up a college place because of issues relating to their transition 
between the bursary and benefits systems. 
 

Summary 
 
Given the changing and unknown situation with regard Brexit and its impacts, we need to ensure 
that actions are taken that create and support a college sector environment and approach that 
empowers the colleges in a way that enables them to be agile and flexible with whatever Brexit may 
bring. 
  
 
Colleges Scotland 
October 2019 
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Appendix 1 
 
Attendees at Ministerial Meeting on Thursday 10 October 2019 
 

 
 
 
  

Richard Lochhead Minister for Further Education, Higher Education & Science 
College representatives  
David Alexander Vice Principal, West College Scotland 
Joyce Clark Business & Resource Manager, Newbattle Abbey College 
Mike Jeffrey Vice Principal, Edinburgh College 
Sheila Lodge Depute Principal, City of Glasgow College 
Shona Pettigrew Assistant Principal, New College Lanarkshire 
Hannah Ritchie Vice Principal, Dumfries and Galloway College 
Derek Smeall Principal and Chief Executive, Glasgow Kelvin College 
Ken Thomson Principal and Chief Executive, Forth Valley College 
Shona Struthers Chief Executive, Colleges Scotland 
Andy Witty Director of Sector Policy, Colleges Scotland 
SFC/Scottish Government  
Martin Fairbairn Chief Operating Officer, Scottish Funding Council 
Sarah Kirkpatrick Assistant Director, EU Exit, Scottish Funding Council 
Linda Pooley Deputy Director, Colleges, SFC sponsorship and DYW 
Susan Gallacher Head of College Policy, Scottish Government 
Catherine Brown Head of FE Student Support & Ministerial Delivery, Scottish 

Government 
Stevie Boal (Secretariat) Senior Policy Adviser, Scottish Government  

6/17 32/143



 
 

Colleges Scotland   5 

Appendix 2 
 

Benefits for Students – Information Supplied by the Scottish 
Funding Council 
 
The interplay between student support and social security benefits can be complex and is set out in 
full in the Child Poverty Action Group’s Benefits for Students Handbook. Background information on 
the key issues is set out below. 
 
Summary of the current system 
 
The benefits system treats students differently, depending on the type of course they are 
undertaking. 
 
• Most full-time students on Higher Education (including HN level courses at college) courses 

cannot claim benefits, because their entitlement to a student loan makes them ineligible. 
• Full-time students on Further Education courses at college can, in some circumstances, claim 

benefits whilst they study. 
• Part-time students at college can claim benefits and study if they have no other means of 

support. 
 
There are also slight differences in the benefits rules depending on whether students are: 
 
• New claimants receive Universal Credit (UC). Students who are eligible to receive UC whilst 

they study are those who have children, are disabled, are estranged from their parents, or are 
living with a partner who is claiming UC. Students who are eligible to receive UC whilst they study 
may receive a weekly £28 bursary from SFC in addition to their benefits – incentivising study for 
this group.  

• Existing claimants receive legacy benefits which pre-date UC. Some students, particularly if 
they received housing benefit, are better off remaining on benefits whilst they study. However, 
benefits rules for students on legacy benefits prevent them from receiving any top-up bursary 
support, so they don’t receive the weekly £28 rate that UC students do. 

 
If young students on full-time further education courses are living with their parents, there is usually 
no interaction with the benefits system and these students can apply for a bursary. Students who 
have families and homes of their own and those who are disabled are more likely to be receiving 
benefits whilst they study, and these tend to be mature students. In many instances, particularly if 
students receive help with their housing costs through the benefits system, the amount they can 
receive through the benefits system is higher than the amount they would receive in bursary. 
 
Key issue: Transitioning between bursary and benefits 
 
The main problem that arises for students is when they transition from benefits to bursary and/or 
from bursary to benefits. 
 
If the student has been on benefits and applies for a college bursary, they have to evidence that their 
benefit claim has been closed before they can access student support. Colleges can process 
applications quickly and there should not be a gap in individuals receiving support. However, delays 
can be caused if:  
 
• students are not able to evidence that they have closed that benefit claim; or  
• the college has a sudden influx of new applications without the staff capacity to process these 

applications. 
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When students finish their courses, they may have to re-apply for benefits, if they are not moving to 
employment immediately. There is currently a 5-week processing time for new applications for 
benefits and there have been cases where students have waited up to 7 weeks. During this period 
they have no means of support. 
 
Brexit impact 
 
During previous phases of economic disruption, colleges have seen demand rise for short, full-time, 
focussed learning programmes, so that people who have lost their jobs can upskill. They have also 
experienced increased demand from mature learners and students with families. Colleges anticipate 
that any Brexit-related economic impact will have a similar result on demand for their courses. 
 
An individual suddenly made redundant may be able to sign up for a course and access a bursary 
more quickly than accessing benefits, but colleges may need additional resource to deal with a 
sudden increase in demand and /or to offer additional courses. If college Student Support teams had 
access to individuals prior to them being made redundant it would help ensure that students are 
offered the right course for them and create a smoother funding transition for the student. This is 
where some of the interventions discussed in the paper can help. 
 
Short, full-time courses 
 
If an individual loses their job and initiates a benefits claim, this can take 5+ weeks to process. If the 
individual then applies for a full-time course at college, they would have to close their benefits claim 
and claim bursary instead. On completion of the student’s training, unless they accessed immediate 
employment, they would then have to make a new benefits application, again with a waiting time of 
5+ weeks. If the student has undertaken a short, full-time course of just a few weeks or months 
duration, they could suffer significant disruption to their finances within a short timeframe and see 
this as a negative impact for having accessed college. Someone who had been made redundant 
and then waited 5+ weeks for financial support may be reluctant to close their claim for a short 
college programme, knowing that on completion they would have another lengthy wait for further 
benefits support if they didn’t progress directly into employment. 
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EU Exit: College skills response
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Wednesday 6 November(expected) : Parliament dissolved

Friday 13 December: Election result known

Timelines

Majority pro-Brexit party Likely to leave 31 Jan 2020 with deal. Small chance 
will pass w/b 16 Dec and leave before year end.

Hung parliament Possible to leave with deal on 31 January 2020. 
Also chance of further delays or no deal exit.

Majority anti-Brexit party Likely to be a significant re-think. Second 
referendum and/or long term delay.
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• NO DEAL – EU funding stops. UK Gov underwrite key areas of 
EU funding. Some transitions in place. Strong likelihood of 
economic disruption / recession.

• DEAL – agreed transition to end of 2020 and option to have 
further talks about extending transitional arrangements beyond 
this. Still potential for economic disruption, but less severe.

• EXTENSION – we continue with current arrangements – beyond 
2020?

Brexit – December onwards
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OCEA modelling predicts that the following areas will be most 
negatively impacted by Brexit:

• Sectors: Agriculture & Fishing, Construction, Manufacturing

• Regions: Orkney & Shetland, Moray, Angus, Aberdeenshire, 
Falkirk

• Demographic: White, male, aged 25-49

Predicted impact of Brexit
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• Economic impacts likely to be felt 3-6 months from exit date –
potentially from start of AY 2020-21

• Precise details of impact unknown

• Will need agile and quick response

• Local demands – may vary by region

• Colleges have strong track record – e.g. 2008/9

• Minister requested 3 key proposals from colleges

Skills response

13/17 39/143



• Restatement of policy of moving from young, FT students

• Relaxation of Developing Scotland’s Young Workforce targets

• Temporary flexibility around Outcome Agreements

• Temporary flexibility around activity targets

All are possible - depends on where we see Brexit impacts. 

Credit target - will be ministerial decision and need strong 
defence.

College proposal 1: Suspension of funding rules
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Flexible Workforce Development Fund/ Transition Training Fund / 
Partnership Action for Continuing Employment / Individual 
Training Accounts /Community Planning Partnerships

Consistent with SFC/SDS/SG thinking on this issue.

Additional funding? Likely to be considered as part of Spending 
Review.

College proposal 2: Use existing structures
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• Seek increased flexibility from DWP

• Awareness of potential for increased demand from students

For SG to consider and factor into spending review

College proposal 3: student funding
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• Outcome Agreement Managers – first contact

• Skills team – alignment with overall skills responses

• Funding  - College Funding Group to consider issues relating to 
Funding rules

• Brexit team – co-ordination of Brexit policy response

Skills response key contacts in SFC
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP_271119/08 
Subject Health and Safety Report – Qtr 1 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 
 
Summary of Recorded Incidents Since Last Meeting: 
 
Appendix 1 
 
Nine incidents have been reported since the start of the academic 
including a RIDDOR reportable incident.  
Other incidents were classified as:- 
 
4 x Near Miss 
3 x Non RIDDOR Reportable Incidents including 2 x first aid 
administered incidents 
1 x Road Traffic Accident 
 
 
The single RIDDOR incident involved a student falling from a 
mountain bike after losing concentration as he approached the 
end of a cycle trail at Nevis Range.  
This is not the first instance of a mountain bike accident occurring 
due to lack of concentration.  
Levels of briefing and guidance given by instructors is entirely 
appropriate, equipment is checked and fit for purpose.  
Whilst we have no real concerns regarding this incident we must 
ensure instructors continue to press home to students the need to 
retain focus for the entire activity. 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
 
Appendix 2 
The RIDDOR incident graph shows a slight upward trend due to 
the third RIDDOR reportable incident falling in a 12 month period.  
With continued vigilance this trend should reverse for the next 
reporting period as both previous RIDDOR incidents will fall 
outwith the 12 month period. 
  
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 
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Updates 
 
Upgraded Fire Alarm System in Fort William: 
The works to the fire alarm system in Fort William are drawing to 
a conclusion. A number of factors have impeded progress but 
works are now scheduled to be completed and the system fully 
commissioned by the end of November. 
 
Health and Safety Strategy: 
UHI has commenced work within the Single Policy Environment 
Framework to bring all academic partners under a single Health 
and Safety Policy. Work is at a very early stage and progress will 
be reported in the health and Safety Committee meetings. 
 
Workplace Driving 
MiDAS minibus assessments are underway for all staff who are 
required to drive our minibuses. All staff should be trained during 
this academic year. 
 
Expert Health and Safety Advice 
Claire Rizos of Clarity Safety Solutions is assisting the College to 
re-visit it’s management of risk assessments. A decision will be 
made regarding the continued use of the SHE Assure reporting 
system which is an expensive solution and maybe a better more 
effective process can be arrived at to suit our particular 
organisation rather than a standard solution.  
 
Claire will also be carrying out a review and update of the Fire 
Risk assessments for our premises. Any actions arising will be 
reported to the Health and Safety Committee for follow-up. 
  
 

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 12/11/2019 
Date of meeting 27/11/2019 
Author Jane Ollerenshaw 
Equality Impact Assessment No  If no, explain why, if yes give details of impact assessment.     

Action requested 
(tick those that apply) 

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

Consultation has been carried 
out with 

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

 
Health and Safety Committee 

• Scheduled 6 weekly meeting 
College Management Group 

• Paper to be noted 
 

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

Yes 

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

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

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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Incident Reports End of Qtr 1 – 2019/20 
Ref: Date Designation Learning 

Centre 
Course Description and any action taken Classification HSE/UHI 

Notified 
1139 15/08/19 Member of 

Public 
Fort William Foyer Member of public came into foyer seemingly unresponsive. 

Not sure if drink was the cause. As a precaution ambulance 
called as concern over possibility of diabetic. 

Near Miss No 

1316 11/9/19 Student Portree SFW 
Construction 

Slipped in car park sustaining grazes to knee. First aid 
administered 

First Aid No 

1206 24/09/19 Student Fort William FE Outdoor Student fell from mountain bike whilst descending trails at 
Nevis Range. Taken to A & E at Belford Hospital. Suspected 
fracture 

Accident Yes 

1207 19/09/19 Student Fort William HE Outdoor Student fell off mountain bike due to lack of concentration. 
Sustained abrasions. No first aid sought 

Accident No 

1318 02/10/19 Student Gairloch SLP Whilst using disabled toilet in new centre the light went out 
whilst still occupied. Caused anxiety for student. Light timing 
to be adjusted 

Near Miss No 

1317 02/10/19 Student Gairloch SLP Whilst using disabled toilet in new centre the light went out 
whilst still occupied. Caused anxiety for student. Light timing 
to be adjusted 

Near Miss No 

1319 30/10/19 Student Gairloch SLP Whilst using disabled toilet in new centre the light went out 
whilst still occupied. Caused anxiety for student. Light timing 
to be adjusted 

Near Miss No 

1320 05/11/19 Staff and 
Students 

Fort William HE Outdoor Minibus was in a collision with a car whilst entering a car park 
in Glencoe. Third party entirely at fault. No injuries to staff or 
students but damage to hired minibus 

RTA No 

1321 20/11/19 Student Fort William SFW Fashion Student has injured hand previously was having dexterity 
difficulty in class. Sprained fingers were bandaged by first 
aider 

First Aid No 

 

Appendix 1 
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Staff Summary (Employment Status - FTE)

Teaching Non-teaching 
(support)

Total

43.4 67.3 110.7

17.0 28.0 45.0

20.4 30.9 51.3

37.4 58.9 96.3

1.0 4.0 5.0

5.0 4.4 9.4

6.0 8.4 14.4

18.0 32.0 50.0

25.4 35.3 60.7

43.4 67.3 110.7Total

Permanent
Full-time

Part-time 
Total

Temporary
Full-time

Staff Status
Number of staff (FTE)

All Staff

Part-time
Total

Permanent and Temporary
Full-time
Part-time
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Staff Summary (Age Range - Male/Female)

Male 4 3 0 3 10
Female 3 2 0 15 20
Male 5 4 1 11 21
Female 20 4 0 23 47
Male 7 1 0 7 15
Female 10 2 2 27 41
Male 3 1 0 2 6
Female 3 0 0 9 12
Male 19 9 1 23 52
Female 36 8 2 74 120

36 to 50

51 to 60

greater than 60

Teaching
Senior 

management Other TotalPermanent Temporary

Up to 35

Age range (years of age) Gender

Employment category

Total
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Staff Summary (Salary Teaching/Non-Teaching)
Less That £15,000 Teaching 0 Less That £15,000 Non-Teaching 0

£15,001 to £20,000 Teaching 0 £15,001 to £20,000 Non-Teaching 28

£20,001 to £30,000 Teaching 0 £20,001 to £30,000 Non-Teaching 51

£30,001 to £50,000 Teaching 72 £30,001 to £50,000 Non-Teaching 17

£50,001 to £75,000 Teaching 0 £50,001 to £75,000 Non-Teaching 3

£75,001 to £100,000 Teaching 0 £75,001 to £100,000 Non-Teaching 1

Greater than £100,000 Teaching 0 Greater than £100,000 Non-Teaching 0
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Staff Summary (Disability)

£15,000 
or less

£15,001 
to 

£20,000

£20,001 
to 

£30,000

£30,001 
to 

£50,000

£50,001 
to 

£75,000

£75,001 
to 

£100,00
0

greater 
than 

£100,00
0

Male 0 0 0 0 0 0 0
Female 0 0 0 1 0 0 0
Male 0 0 0 0 0 0 0
Female 0 0 0 0 0 0 0

Male 0 0 0 0 0 0 0
Female 0 1 0 0 0 0 0
Male 0 0 0 0 0 0 0
Female 0 0 1 0 0 0 0

Teaching Total
Permanent

Temporary

Terms of 
employment Gender

Salary

Temporary
Non -Teaching Total

Permanent

Staff with disability
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Staff Summary (Teaching Qualifications)

Teaching Grade Permanent Temporary

Full-Time
Part-
Time Total Full-Time Part-Time Total

TQFE, TQ Secondary, TQ Primary, PGDE (adult literacies) or equivalent 9 13 22 0 1 1

Other TQ not equivalent to TQFE/Secondary/Primary/PGDE (adult literacies) 8 16 24 0 8 8

Formal qualification but not teacher trained 0 3 3 0 1 1

No formal qualification 0 6 6 1 6 7

8/8 56/143



TOIL Policy UHI Cover Paper.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 271119_03 
Subject TOIL Policy & Procedure 

Purpose of paper Updated HR policy to deal equitably with how additional time 
worked is recouped by staff based on new 35 hour working week. 

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: 
Policy to deal equitably with how additional time worked is 
recouped by staff 

Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications Yes Policy to deal equitably with how additional time worked is 
recouped by staff 

Date paper prepared 01/10/2019 
Date of meeting 27/11/2019 
Author Vicky Ferguson 
Equality Impact Assessment Yes  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? 
Staff Consultation & Information Group 
Describe here 
Staff have been consulted regarding change from 37 to 35 
hour working week. 
College Management Group  
 

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

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

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

Describe 
1.  
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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1. Purpose  

West Highland College UHI recognises that a flexible approach to the arrangement of 
working hours supports operational efficiency whilst ensuring personal circumstances of 
employees are taken in to account. However, the College also acknowledges its duty to 
protect the health and safety of its staff by ensuring that they do not work excessive hours 
and that any additional hours are agreed in advance and monitored carefully.   
 
This policy outlines the provisions available under this scheme and conditions of their use.  

 
2. Scope  

 
This policy applies to all West Highland College UHI employees irrespective of length of 
service except where the contract of employment requires otherwise e.g. Senior 
Managers.   

 
3. Policy  

The aims of the policy are to:  
• Support employees and managers to achieve a balance between work life and 

service delivery; 
• Set out the obligations on managers and employees; 

 
4. Key definitions 

 
Contractual hours  
These are the weekly hours that are specified in an employee’s contract and which must 
be worked prior to any TOIL being accumulated.  

 
A day’s annual leave  
For calculation purposes, a full day's annual leave for full-time staff will count as one fifth 
of the 35 hour working week. For part time staff a day will be calculated on a pro-rata 
basis or according to their actual normal daily working hours as appropriate. 
 
TOIL 
This is time off in lieu for preapproved work undertaken in excess of the normal 
contractual working hours.  It does not apply to lunch periods. Managers must ensure that 
staff have an appropriate lunch break each day. If lunchtime meetings are necessary then 
staff should be allowed to take a break either before or after the meeting, to ensure 
compliance with Working Time Regulations. 
 

5. Contractual Hours 
 
Standard full time working hours are 35 hours per week for salary calculation purposes. 
Part time staff are paid at a pro rata rate to 35 hours per week. The over-riding 
consideration in determining the arrangement for working additional hours is the need to 
provide effective, responsive and flexible services which meet our customer needs.  
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6.  Scheme rules 
 
• TOIL may be accrued for additional hours worked between 7am and 10pm, seven 

days a week.  
 
• Working hours are normally between 9am and 5pm which allows for up to an hour for 

lunch. Any working hours differing from this, including hours for part time staff, should 
be agreed with the employee’s line manager.  
 

• Time off accumulated through TOIL arrangements must be equal to time actually 
worked 

 
• TOIL may only be accrued after contractual hours have been worked and should be 

taken as soon as practicably possible after it has been accrued. If this is not possible 
it must be taken within 6 months of accrual.   

 
• TOIL must be accumulated within a plan agreed with the line manager. Any additional 

hours worked must be agreed in advance. If this agreement is not in place, then the 
additional hours will not qualify for the accrual of TOIL and will be lost. 

 
• When an employee identifies additional hours which might justify TOIL, they should 

raise this with their Line Manager.   
 

• A maximum of 35 hours of TOIL per leave year may be taken (based on standard full-
time working – pro rata for part time staff). Therefore, employees should not normally 
be more than 35 hours ‘in credit’ at any time, unless exceptional circumstances apply 
and prior agreement to exceed this figure has been obtained from their manager.  

 
• When an employee wishes to take approved TOIL this has to be agreed with the 

relevant manager at least one week in advance wherever practicable. 
 

• Additional hours worked cannot be carried over in to the next annual leave year.  
 

• Employees are required to enter accurate records of additional hours worked onto 
Cascade.  Managers are responsible for maintaining suitable monitoring 
arrangements. 

 
• Managers must review TOIL hours on a monthly basis to ensure that the limits 

outlined above are not exceeded.  
 
• Accrual of TOIL must not result in an employee working more than an average of 

48hrs per week over a 17 week period 
 

7.   Additional Hours which may qualify for TOIL 
 

Below is a list of examples of additional hours worked which may qualify for TOIL. 
Please note that this list is not exhaustive. 
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• College Open Days & Evenings 
• Graduation Events 
• BEST events 
 
Please note that additional hours worked as part of an employee’s normal day to day 
duties do not qualify for TOIL unless previously agreed by the Line Manager. It is 
expected that staff raise with their manager if they are unable to undertake all 
elements of their role in their regular working hours.  
 
Managers are expected to support employees to manage down excessive additional 
hours worked. If necessary this may be undertaken as part of the performance 
management process.  
 

8. Exceptions  
 
The TOIL policy and its operation depend on mutual trust. Any employee who abuses the 
scheme will be required to work fixed hours. Disciplinary action may also be taken in line 
with the College’s Disciplinary Policy and Procedure.  

 

9. Linked Policies 
 

• Equal Opportunities Policy  
• Flexible Working Policy    
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP_271119_10 
Subject Performance Management Policy 

Purpose of paper 

West Highland College’s Performance Management Review 
scheme provides a formal framework which enables managers 
and staff to take an overall view of the work of the employee to 
assess performance, provide a framework for improvement, and 
support career aspirations within the context of the College’s 
strategic priorities. 

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: 

A formal framework which enables managers and staff to take an 
overall view of the work of the employee to assess performance, 
provide a framework for improvement, and support career 
aspirations within the context of the College’s strategic priorities. 

 
Content sensitivity Normal 
Resource implications 
Give details if yes No             

Risk implications 
Yes Without this framework there would be a lack of  clarity and 
understanding of how each individual contributes to the vision and 
direction of their department and the College; 

Date paper prepared 01/11/2019 
Date of meeting 27/11/2019 
Author Vicky Ferguson 
Equality Impact Assessment Yes  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? 
College Management Group 
Staff Consultation & Information Group 
Describe here 
 

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

Yes 
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Its disclosure would substantially prejudice a programme of research ☐ 
Its disclosure would substantially prejudice the commercial interests of any person or 
organisation ☐ 

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

Describe 
1.  
2.  

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
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1.0 Purpose 
 
West Highland College’s Performance Management Review scheme provides a formal framework 
which enables managers (or those appointed by managers) and staff to take an overall view of the 
work of the employee to assess performance, provide a framework for improvement, and support 
career aspirations within the context of the College’s strategic priorities. 
 
The purpose of the Performance Management Review is to: 
 
1. Review and recognise past performance against objectives set taking into consideration 

individual circumstances;  
 
2. Reflect on personal performance, conduct and responsibilities; 
 
3. Review learning and development activities undertaken and consider career aspirations; 
 
4. Reflection on teaching/assessor responsibilities or centre, study area, department or team 

performance where relevant; 
 
5. Conduct a role review to agree activities to stop, start, and continue to encourage a 

continuous improvement approach to all roles within the College; 
 
6. Agree SMART performance objectives which demonstrate a direct link to supporting the 

College to deliver its strategic objectives (examples in procedure); 
 
7. Agree a Personal Development Plan which sets out learning and development needs for 

mandatory training, role development, and / or career development. 
 

2.0 Scope 
 
This policy applies to all West Highland College (UHI) staff who have passed their probation period 
(typically those with over 6 months service). Staff who are on probation (i.e. typically those with 
less than 6 months service) are covered by the College’s Probation process. 

 
 
3.0 The Principles of Performance Management 
What is performance management? 
West Highland College UHI manages performance through a number of approaches starting with 
the probation process. The College’s Performance Management Review is an annual process 
which provides the opportunity for all staff and their manager/course or programme leaders to 
reflect on both performance and development over the last year and to agree objectives and 
development plans for the forthcoming year.  

 
Managing performance is a continuous process. It involves making sure that the work and 
performance of staff contributes to the goals of teams and the College as a whole to enable the 
College to achieve its strategic aims and to realise its vision, mission and values. The aim is to 
continuously improve the performance of individuals and so improve the performance of the 
College. 
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All staff have a central role to play in performance appraisal.  Staff and teams need to: 

 
• know and understand what is expected of them; 
• have the skills and ability to deliver on the expectations; 
• be supported by the College in developing the capacity to meet these expectations; 
• be given feedback on their performance; 
• take responsibility for their own performance, behaviours and contributions to individual and 

team objectives.   
 
 
The College objectives are regularly revisited and reviewed, they set the basis of how we will 
achieve our vision and mission.  These are underpinned by our core values as shown in the 
diagram below.  The values determine how things are done within the College, how we treat our 
customers, how we work with our external partners, and how as individuals we work together 
(supporting our one College – one team ethos) to achieve our shared objectives.   Personal 
Attributes Framework  

 

 
 

In the delivery of our 
mission, we will be:
Inclusive 
Individualised  
Innovative  
Intercultural  
Inspirational  

Values

West Highland College 
UHI will act as a positive 
force for change in the 
development and 
prospects of this region, 
its people and its 
communities.

Mission

West Highland College 
UHI will be the 
education provider of 
choice, delivering 
leadership and 
excellence in learning, 
training and support for
all students, businesses 
and rural communities.

Vision
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The Personal Attributes Framework sets out the individual characteristics expected of College staff 
that can measure effective performance in the categories of Leadership, Performance and Team 
Working/Communication (Appendix A). 
 
 
Professional Standards for Lecturers in Scotland’s Colleges (Appendix A) 
 
The Standards are designed to support and encourage lecturers to develop a clear understanding 
of their role and how they contribute to wider student outcomes. Underpinning the Standards is the 
expectation that individual lecturers are expected to commit to and be responsible for their own 
continuous professional development, ensuring the quality of the student experience. 
 

 

Inclusive
•Respect individual values and proactively promote equality and diversity.

Individualise
d

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

Innovative

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

Intercultural

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

Inspirational
•Lead by example in growing ambition and realising potential for all.
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What are the benefits of Performance Management? 
Performance Management can provide the following benefits (which are in no particular order): 
For staff: 

• Provides clarity and understanding of how everyone contributes to the 
vision and direction of their department and the College; 

• Improves communication and working relationships between managers (or 
those appointed by managers) and staff. Managers (or those appointed by 
managers) can facilitate and empower rather than control and restrict their 
staff, showing appreciation, respect and commitment to developing and 
rewarding capabilities; 

• Increases job satisfaction by clarifying roles, targets and acknowledging 
achievements; 

• Offers opportunity for learning and development. 
 
For our learners and stakeholders: 

• Provides a system which allows us to continually improve our service; 
• Provides a positive environment and service which meets their needs; 
• Makes the College and staff accountable for the service that it provides; 
• Provides a basis for effective communication. 

 
For the College: 

• Identifies College priorities and ensures everyone is working together and 
focusing on achieving them; 

• Develops an understanding of the development needs of staff; 
• Ensures work is achieved on time to agreed standards and with the 

resources and skills needed; 
• Provides evidence of continuous improvement; 
• Improves decision making; 
• Encourages behaviour which is consistent with College values leading to 

trust and integrity; 
• Improves morale. 

 
 
Job Descriptions 
 
It is best practice for Job Descriptions to be reviewed on an annual basis to ensure that they 
are up to date. It should be noted that job descriptions give a broad indication of the variety of 
tasks the post holder may be asked to undertake and are not an exhaustive list of activities. 
Staff may be asked to carry out other duties commensurate with the level of the post.  The job 
description may also be amended to take account of changed circumstances, and staff will be 
consulted when this is necessary. 
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Timeline 
 
 

June to September 
To be complete by the end 
of September for each 
academic year. 

Managers (or those appointed by managers) have meeting with 
staff to review performance and set objectives.  Any staff learning 
and development needs which require budget approval need to 
be fed back to the Staff Learning and Development Team.    

 
4.0 Responsibilities 
 

The Board 
The board of management are responsible for approving this policy. 
   
Human Resources Department 
The HR department will support line managers in an advisory capacity in the application of the policy 
to ensure that it is fairly and consistently applied. HR are also available to provide coaching and 
support to ensure managers (or those appointed by managers) have the knowledge and skills to 
effectively manage performance and similarly can provide procedural advice, support and guidance to 
staff.  HR will have responsibility for monitoring the process. 
   
Managers (or those appointed by managers)  
Will support a high-performance culture by taking proactive steps to communicate realistic and achievable 
expected standards of performance and will feedback on performance progress. This includes one-to-one or 
team meetings. Managers (or those appointed by managers) are accountable for the effective application of 
the Policy.  They are expected to approach discussions around performance concerns sensitively and 
confidentially and will consider any other factors which may be affecting employee performance and 
consider any requirements for reasonable adjustments or support to be provided. They may seek advice 
from Human Resources at any stage but must seek advice before progressing to the formal stages. 
 
Staff 
Staff are expected to perform their duties to the best of their ability. 
 
Staff will engage with and contribute to objective setting processes to ensure that expectations are clear 
between both managers (or those appointed by managers) and staff. 

Staff should raise any concerns about matters which may impact on their performance with their managers 
(or those appointed by managers) as early as possible to ensure that support mechanisms or adjustments 
can be considered at the earliest opportunity. This may include raising a lack of clarity over 
expectations/objectives or notifying a manager of an underlying medical condition which is affecting (or may 
affect) performance. 

Where underperformance is identified, staff are expected to take part in constructive discussions around 
performance improvement and to work towards any identified improvements by complying with agreed 
actions and/or Performance Improvement Plans. 

5.0 Linked policies 
 
5.1          This Framework is operated in conjunction with other West Highland     
               College UHI key policies and procedures: 

• Staff Induction Procedure  
• Probation Procedure  
• Disciplinary Policy and Procedure 
• Managing Absence Policy and Procedure  
• Communications Strategy  
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• Staff Learning and Development Strategy and Policy  
• Equality & Diversity Policy  
• Professional Standards for Lecturers 

 
      6.0 Review 
 

This policy will be reviewed every 3 years or whenever circumstances change any part of it. 
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Appendix 1 
 
 
Culture – Personal Attributes Framework 
The Personal Attributes Framework sets out the individual characteristics expected of College staff that can 
measure effective performance in the categories of Leadership, Performance and Team 
Working/Communication. It is an inclusive framework that works on the premise that aligned to the strategic 
plan there is an expectation on all staff, to demonstrate a positive approach to their own work, to work well 
with others and to reflect on performance and self- development. 

 
The framework further develops from this starting point to define three further levels building on ‘all staff’ to 
demonstrate additional/more role specific expectations as individual’s progress through the college in to first 
line management and then into strategic management positions. This doesn’t detract or replace the more 
specific job specific or technical knowledge requirements but should be considered alongside these to provide 
a common language and framework for recruitment assessment, performance feedback, staff development 
and career management in light of these behaviours. 

 
 
 
 

Personal Attributes Framework 
 

Leadership Performance 

Team Working 
& 

Communication 
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Performance Management 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

 

 

(A) (B) (C) 

(A) 
All Staff 

 
Demonstrates a positive approach and 

attitude to own work and provides 
leadership to others. 

(A+B) 
First Line Managers/Cross-college 

Managers/Course/Programme 
Leaders/Supervisors 

Leads a team and/or a specialist 
function 

(A+B+C) 
Senior Managers 

 
Provides leadership across a 

number of teams, provides vision 
and direction 

• Acts with confidence guiding the activities of 
colleagues, students and/or visitors 

• Demonstrates a positive attitude to new ways 
of working and when faced with difficult 
situations 

• Understands importance of having a strong 
sense of purpose and common goal 

• Understands how own role contributes 
towards meeting organisational goals 

• Takes responsibility and is accountable for 
own actions 

• Is able to objectively assess own strengths 
and limitations 

• Delivers a friendly and professional service to 
learners, customers and staff 

• Reflects positively on feedback and responds 
proactively 

• Ensures colleagues and line managers are 
kept informed of activities 

• Listens effectively and shows empathy to 
others’ needs and feelings 

• Provides a sense of direction for the team, 
helping them to understand their role and 
value to the college and UHI. 

• Understands what motivates others and 
adapts own style as appropriate. 

• Provides support and guidance when 
required. 

• Guides the performance and development 
of others through empowerment and 
delegation. 

• Mentors, and coaches staff. 
• Delegates tasks that challenge or enhance 

personal awareness in others. 
• Motivates others to achieve and overcome 

obstacles 

• Confidently manages varied and 
complex issues, ensuring that a 
clear sense of direction is 
maintained 

• Demonstrates personal 
commitment by ensuring 
involvement in difficult situations 

• Understands and demonstrates a 
range of leadership and 
management styles that help 
create a high performing culture. 

• Leads the development of a vision 
for the future, enabling strategies 
and plans to achieve it. 

• Coaches managers to identify and 
create opportunities for individuals 
to learn and develop. 

 

LEADERSHIP 

Providing direction, inspiration and encouragement to others 
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(A) (B) (C) 

 
 

(A) 
 

All Staff 
 

Proactively works well with others. 

 

(A+B) 
 

First Line Managers/Cross-college 
Managers/Course/Programme 

Leaders/Supervisors 

Leads the team/different teams to work 
together 

 

(A+B+C) 

Senior Managers 

Ensures teams work together to 
meet strategic goals. 

• Gives guidance and support to colleagues 
when it is needed. 

• Asks for and accepts help when needed. 
• Readily shares information, knowledge and 

expertise within own teams and across teams. 
• Establishes effective working relationships 

inside and outside the college. 
• Is polite, tolerant and patient, treating all with 

dignity and respect. 
• Helps others to learn through encouragement 

and feedback. 
• Works collaboratively with team and other 

functions to achieve a successful outcome. 
• Listens to and respects others’ views and 

opinions. 

• Gives constructive feedback to others 
• Holds regular team meetings to discuss 

progress against objectives and overall 
performance. 

• Seeks and promotes opportunities for 
collaborative working 

• Ensures that staff are fully aware of their 
responsibilities and have the relevant training 
and knowledge to enable them to carry out 
their work effectively. 

• Clearly articulates the vision and keeps the 
focus on change and inspires others to 
deliver service improvements. 

• Gains commitment from others by consulting 
and involving them 

• Is open to discuss/explore change. 

• Delivers complex information in an 
effective way using a range of 
methods. 

• Demonstrates a commitment to 
creating and maintaining an open 
environment, built on trust. 

• Leads change with commitment 
and tenacity, encouraging a culture 
of continuous improvement and 
contribution from all staff. 

• Takes the lead in integrating and 
mainstreaming diversity 
considerations into all activities. 

• Supports and encourages first line 
managers 

 

TEAM WORKING/COMMUNICATION 
 

Working with others in a constructive and supportive way to achieve goals and manage change. 
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PERFORMANCE 

 
(A) (B) (C) 

(A) 
 

All Staff 
 

Reflecting on performance and self- 
development. 

(A+B) 
 

First Line Managers/Cross-college 
Managers/Course/Programme 

Leaders/Supervisors 

Managing/Enabling performance of 
team/coaching team to succeed. 

(A+B+C) 
 

Senior Managers 
 

Managing performance of teams 
across the college and creating 

development opportunities. 

• Seeks ways to improve own learning and 
self-development 

• Takes responsibility for managing own time 
and area of work. 

• Seeks clarity when uncertain about 
information/instruction. 

• Prioritises workload and is able to deal with 
changing requirements. 

• Takes personal responsibility to ensure 
continuous professional development of 
skills and knowledge. 

• Seeks and analyses feedback and takes 
positive action. 

• Keeps customers updated on progress 
• Aims to deliver agreed targets to timescale 
• Manages customer expectations 

diplomatically and tactfully 
• Pursues service excellence in line with 

college vision, commitments and standards 
• Takes responsibility for following through 

on customer enquiries 
• Supports and promotes a customer 

focused culture. 

• Provides ongoing constructive performance 
feedback. 

• Encourages team members to review their 
strengths and development needs in line with 
their role and the personal skills. 

• Constructively challenges unacceptable 
behaviour 

• Objectively assesses job knowledge and 
challenges areas of under-performance 

• Agrees performance objectives and service 
priorities. 

• Scopes, plans and manages projects/ 
resources to deliver to time, quality and cost. 

• Sets self and others stretching goals, standards 
and targets where these will help to improve 
service. 

• Acknowledges, recognises and rewards 
excellent service. 

• Establishes a positive learning environment for 
staff and students. 

• Leading on team self-evaluation and planning 
for continuous improvement and enhancement. 

• Accepts a high level of 
accountability, ensures action is 
taken to manage issues. 

• Reviews college performance on a 
regular basis taking action where 
necessary. 

• Fosters a culture of excellence 
where high standards and 
performance are valued and 
respected. 

• Keeps connected to internal and 
external environment to ensure 
college is positioned to succeed. 

• Understand the wider organisational 
issues (environment, context, 
challenges) faced by 
customers/stakeholders. 

• Create a climate where 
customer/stakeholder feedback is 
viewed as an essential source of 
data that influences quality 
improvement, innovation and 
different ways of thinking. 

 
 
 

Commitment to deliver excellence and take responsibility to improve through learning and development 
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Professional Standards for Lecturers in Scotland’s Colleges 
 

1. PROFESSIONAL VALUES  
1.1 Students at 

the centre 
   Understands student needs, the context in which they are living and studying, 

and the impact of these on learning. 

   Values the contribution students as learning partners can make individually 
and through systems of representation to the delivery and enhancement of 
the learning experience. 

   Develops learning relationships based on mutual respect and integrity. 

   Commits to equality and diversity, and promotes inclusiveness, trust and fairness. 

   Commits to the safety and wellbeing of all students. 

1.2 Leadership 
of learning 

   Promotes collaborative and collective leadership of learning. 

   Creates innovative learning opportunities for students through active enquiry. 

   Promotes, enables and empowers students to engage and achieve in learning 
in order to maximise their potential. 

   Supports and encourages students to take personal responsibility for leading 
their own learning. 

   Embraces and embeds sustainability in learning and teaching. 

1.3 Continuous 
professional 
improvement 

   Reflects critically on, and evaluates professional values, practice and contribution 
to student success. 

   Collaborates with students, colleagues and external partners, including 
employers, to deliver excellence in learning. 

   Participates actively in continuous career long development of professional 
knowledge, understanding and practice. 

   Embraces change and emerging practices and developments. 

    Promotes and supports a culture of quality improvement. 
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2. PROFESSIONAL KNOWLEDGE AND 
UNDERSTANDING 
2.1 Political, 

social and 
economic drivers 

   Understands the breadth of political, social and economic 
drivers influencing educational policy and strategy. 

   Understands the political, social and economic profile of 
their communities and the potential impact of these on 
education and employment. 

   Understands regional, community and college 
strategic priorities and operational plans and can 
link these to college context. 

   Adheres to all current and applicable legislation and statutory 
duties. 

2.2 Learning, 
teaching and 
assessment theory and 
approaches 

   Engages with current theories of learning, teaching and 
assessment and how these are applied to specific subject or 
curricular areas for student learning. 

   Understands the rationale for, and how to design, plan, 
develop, deliver the curriculum effectively and efficiently 
as an individual and in collaboration with others. 

   Understands the rationale for and how to design, plan, develop 
and deliver appropriate assessment and feedback approaches. 

   Understands the nature of student engagement strategies and 
how these contribute to the development of effective and 
positive learning relationships. 

   Understands how to encourage students to work in partnership 
and collaborate in their own learning and the 
enhancement/development of learning. 

   Understands how to meet the diverse needs of students. 

   Understands the strategies required to support learning in a 
range of learning environments. 

   Understands how to evaluate critically the breadth of resources 
in the delivery and assessment of the curriculum to meet 
student needs. 

   Understands how to embed a range of digital technologies to 
enhance learning and teaching and assessment. 

   Understands how to interpret and share data to inform learning, 
teaching and assessment. 

   Continuously evaluates the curriculum with others, to ensure it 
meets the needs of students, industry stakeholders and 
national priorities. 

   Understands how to collaborate effectively with internal and 
external partners to enhance inclusive learning, support 
student choice, positive health and wellbeing and essential 
skills. 
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2.3 Technologies and 
resources for learning, 
teaching and work 

   Understands and evaluates critically the use of technologies in 
optimising students’ ability to learn and their relevance to the 
world of work. 

   Understands how to keep up to date with emerging 
industry / subject technological advances. 

   Understands how to embed appropriate digital technology. 

   Understands the safe use of technology and the necessity for 
cyber resilience and security. 

   Understands the nature and agenda for sustainability, and 
works in partnership to ensure the most effective, efficient 
and inclusive development and use of learning resources. 

2.4 Student 
pathways and 
transitions within the 
wider education 
community 

   Understands the ethos and aims of the Scottish Credit 
and Qualifications Framework (SCQF), the range of 
Scottish and other qualifications and how the different 
types of qualifications relate to each other. 

   Understands how to support a student to take the next steps in 
their learning journey. 

   Understands how and when to signpost students at key points 
in learning to appropriate and impartial advice, support, and 
guidance. 

2.5 The principles, 
processes and purposes of 
quality assurance and 
improvement 

   Understands the purpose and impact of self-evaluation as part 
of quality processes. 

   Understands applicable internal and external quality assurance 
and quality improvement systems along with processes and 
how these apply to different contexts. 

   Understands how to reflect critically on their own learning, 
and the application of this knowledge to student learning and 
experiences. 

   Understands their responsibility for the quality of learning, 
teaching, assessment, and attainment within a local and 
national context. 

   Understands how to analyse and engage with qualitative and 
quantitative information and data to support professional 
dialogue and improvements to learning, teaching, assessment 
and support. 

   Understands and recognises the importance of students as 
partners in the continuous improvement process. 

   Understands and recognises the contribution of partners, 
including employers, in the continuous improvement 
process. 
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3. PROFESSIONAL PRACTICE 
3.1 Ongoing 

professional learning 
   Uses the Professional Standards to inform practice and ongoing 

professional learning and development. 

   Reflects critically on own practice and engages in 
professional dialogue with others. 

   Continuously and actively engages with up to date research and 
developments in learning, teaching and assessment to inform 
practice. 

   Engages in collaborative professional enquiry to develop 
knowledge and practice to enhance the student experience and 
outcomes. 

   Engages with technology and digital literacies to enhance 
opportunities for collaborative practice and professional 
learning. 

3.2 Effective 
and inclusive practice and 
engagement with students 
and partners 

   Purposefully builds constructive and respectful learning 
relationships with students and partners. 

   Plans, develops and uses a range of learning, teaching and 
assessment strategies to meet the different needs and learning 
preferences of students. 

   Applies a range of inclusive practices to promote and support 
engagement with students and partners. 

    Actively nurtures, encourages and responds to the student’s 
views and opinions individually and through systems of 
representation. 

    Applies a critical understanding of the nature, purposes, 
principles and stages of guidance. 

    Collaborates and works in partnership with others to ensure 
that all guidance, advice and support sustains learning and 
maintains the positive health and wellbeing and safety of all 
students. 

3.3 Creates 
innovative curriculum 
design and learning and 
teaching 

   Designs, delivers and evaluates a demand led curriculum 
which prepares the students for a dynamic labour market. 

   Works in partnership with colleagues, students and partners 
including employers, to design and create innovative learning 
and teaching activities and environments. 

   Collaborates with and empowers students to co-design their learning. 
    Creatively engages students and motivates them to gain 

and continue to develop the essential skills required for 
learning, life and work. 

    Adopts creative approaches to the embedding of appropriate 
digital technologies for effective planning, delivery and assessment 
of learning. 
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3.4 Effective 
application of digital 
technologies to learning, life 
and work 

   Promotes and supports the safe and respectful use of 
digital technologies and the impact on others. 

   Engages with, and evaluates critically, the use of technologies and 
their impact on meeting student needs, and supporting learning, 
teaching and assessment. 

   Promotes and facilitates wider access to learning and teaching 
and assessment through the effective application of digital 
technologies. 

3.5 Critical 
reflective and collaborative 
practice in learning and 
teaching 

   Uses critical reflection to manage self, relationships and work 
demands to promote personal, emotional and physical wellbeing. 

   Develops the skills and attributes of critical reflection and 
collaborative practice and uses them to enhance the quality of 
the learning experience. 

   Proactively engages in professional dialogue with 
colleagues and peers to share learning and innovative 
practice. 

   Facilitates and engages in the use of local and global digital 
learning communities to enhance opportunities for collaborative 
practice. 
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Tuition Fees - Refund and Withdrawal Policy 
 
1 Purpose 

 
1.1 To provide a refund policy to be adhered to by Finance staff that are 

involved in processing refunds of course fees or in calculating the fees 
due when a student withdraws from a course. 

 

2 Policy 
 

2.1 West Highland College UHI will ensure that the Refund and Withdrawal 
policy is adhered to by all appropriate staff. This policy is in line with 
the UHI refund & withdrawal policy for Higher Education courses. 

 
 
3 Scope 

3.1 The college must ensure that the policy for refunds and withdrawals 
represents fair and reasonable consideration towards students whilst 
simultaneously protecting the College from financial loss. 

 
3.2 Refunds of course fees are granted only where either the College 

cancels the course or where the student withdraws from the course in 
exceptional circumstances.  In a case where a student withdraws prior 
to making payment, the amount due should be calculated so that it will 
equal the non-refunded element of the fee had a refund been due. 

 
3.3 Refunds are not granted where a student remains on a course but 

claims a refund on the basis of a change of circumstances. 
 

3.4 This policy does not apply to fees paid by the Student Awards Agency 
Scotland as these refunds are covered under specific terms and 
conditions. This policy covers fees paid from the College’s Bursary 
Fund. 

 
3.5 This policy does not apply to BEST courses 

 
3.6 This policy should be read in conjunction with the College Equality, 

Diversity and Inclusion Policy and its separate Disability, Race and 
Gender Equality Schemes. 

 

4 Responsibility 
 

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

 
4.2 Appropriate members of Finance staff are responsible for the effective 

operation of the Policy and Procedures. 

5/8 86/143



Tuition Fees – Refund and Withdrawal Policy and Procedures 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website 

Charity Number: SC024193 
Tuition Fees-refund and withdrawal 
Version 3.1 Nov19 PL 

Page 4 

 

 

 
 
 
 
 

5 Refund policy 
 

Tuition fees are not refundable unless a written request is received for 
exceptional circumstances 

 
Circumstances Refund 

Course Cancelled by College Full Refund 

Withdraws at least 4 weeks before 
course starts 

Full refund less administration fee of 
£100 and less any non-refundable 
costs (e.g. SQA Assessment fees) 

 
 
 

5.1 Withdrawals 
 

In exceptional circumstances i.e. ill health, employer relocates student 
or course not as described in prospectus a written request must be 
submitted by student. 

 
Date of 
commencement 

Termination of study date Refund available 

Courses 
commencing in 
August/September 

Before 01 November 100% refund on full year’s fees (or 
pro-rata equivalent) less 
administrative charge of £100 

 Between 01 November and 
01 February 

50% refund on full year’s fees (or 
pro-rata equivalent) less 
administrative charge of £100 

 After 01 February No refunds available 

Course 
commencing at 
other dates 

Within eight (8) weeks of the 
date of commencement of the 
course (excluding non- 
teaching weeks) 

100% refund on full year’s fees (or 
pro-rata equivalent) less 
administrative charge of £100 

 Between eight (8) and twelve 
(12) weeks of the date of 
commencement of the course 
(excluding non- 
teaching weeks) 

50% refund on full year’s fees (or 
pro-rata equivalent) less 
administrative charge of £100 

 After twelve (12) weeks of the 
date of commencement of the 
course (excluding non- 
teaching weeks) 

No refunds available 
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Amount of course elapsed Refund available 
Up to 25% of course/module or unit load 100% refund on fees due 

less administrative charge of £100 

Up to 50% of course/module or unit load 50% refund on fees due 
less administrative charge of £100 

More than 50% of course/module or unit load No refunds available 
 
 

Termination of study date Refund available 
Within eight (8) weeks of the date of 
commencement of the course/module 

100% refund on full year’s fees (or pro-rata 
equivalent) less administrative charge of 
£100 

Between eight (8) and twelve (12) weeks of 
the date of commencement of the 
course/module 

50% refund on full year’s fees (or pro-rata 
equivalent) less administrative charge of 
£100 

After twelve (12) weeks of the date of 
commencement of the course/module 

No refunds available 

 
 

Where a student withdraws from a course prior to paying the fees due, an invoice 
will be issued. 

 
Where a student has paid the course fees and does not turn up, fees are non- 
refundable. 

 
The percentage of the course which has been attended will be determined based 
upon the last day of attendance per college registration system or date of letter 
from student (whichever is the later) against the total number of full weeks on the 
course. 

 
 
 

5.2 Refunds 
 

Refunds are not granted where a student remains on a course but 
claims refund on the basis of changed circumstances (i.e. student 
becomes potentially eligible for a fee waiver). However, students in 
such circumstances may utilise the appeal process (section 5.5) and 
if successful would be awarded a refund in accordance with the 
above table. 
 

5.3 Application for refunds 
 

Students who wish to apply for a refund should do so, in writing, to the 
Finance Office where the application will be assessed. The outcome 
of the application will be provided in writing and if successful a refund 
will be made within 14 working days of the decision. 
   

7/8 88/143



Tuition Fees – Refund and Withdrawal Policy and Procedures 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website 

Charity Number: SC024193 
Tuition Fees-refund and withdrawal 
Version 3.1 Nov19 PL 

Page 6 

 

 

 

5.4 Discretionary Funds 
 

In exceptional circumstances the refund policy can be over – ridden at 
the discretion of the Principal or Chairman of the Finance & General 
Purposes Committee. 

 

5.5 Appeals 
 

If a student wishes to appeal against a refund policy decision, he/she 
should do so, in writing to the Director of Finance & Resources. A 
committee, comprising of the Director of Finance & Resources and 
Head of Curriculum, will hear all appeals. The Director of Finance & 
Resources will formally notify the student of their decision within five 
working days of the appeal being heard. 

 
If the student is still not satisfied, then he/she can appeal directly to the 
Principal whose decision will be final. 

 

6 Review of Policy 
 

6.1 The policy will be reviewed whenever changes affect it or after 3 
years, whichever is earliest. 
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Context 

West Highland College UHI (WHC), is a partner of the University of the Highlands and Islands (UHI) 
operating in a multi college regional structure through a single outcome agreement.  The college, created 
in 2010, is one of the smaller colleges in Scotland, operating through ten college centres in a 
geographically and economically challenging environment. 

The area of Lochaber, Skye and Wester Ross (population circa 40,000) is almost half the size of Wales 
and includes significant areas of extreme remoteness and dispersed populations.  Highlands and Islands 
Enterprise (HIE) classifies this area as ‘economically fragile’.  Infrastructure is fragmented; there are poor 
public transport links, broadband is patchy and bandwidth is insufficient in many locations.  A lower 
percentage of the population in the area go into full time further and higher education, compared to the 
rest of Scotland. The area can be classified as one of rural poverty, where there is underemployment 
largely in seasonal tourism and hospitality work, high fuel prices, migration of young people out with the 
area and an increasing incoming older population.   

In this context, the college’s vision, mission and 
strategic aims set out to achieve a transformational 
and positive impact on the local prospects of the area.  
The college developed and implemented a flexible 
operating model to deliver relevant curriculum and to 
provide access to education through ten distributed 
and distinct college centres, which are firmly rooted 
in their communities.  The college delivers a fully 
tertiary curriculum (SCQF 1 through to SCQF 12), 
aligned with the economic skills needs of the region 
and local employer needs.    

The college already specialises in adventure and 
tourism in response to local need and significant 

sector growth in Scotland. We have also worked with UHI to build capacity in order to achieve our 
ambitions for STEM and, in particular, to implement a new engineering and ‘industry 4.0’ curriculum in 
line with a planned new Centre for Science and Technology. 

 

Branding and Positioning within the University of the Highlands and Islands 

In consultation with other Academic Partners of the University of the Highlands and Islands,   
considerable opportunities and challenges regionally, nationally and internationally have been identified 
for the partnership going forward.   It was agreed that a holistic review leading to a revitalisation and re-
positioning of the brand and reputation would bring added value to all of the partners individually as 
well as to the organisation as a whole.   
A process has now begun to investigate the different layers of brand, experience and culture across the 
partnership and to combine them to build our desired reputation. This is about developing a culture-led 
brand. 
 
The first phase in 2018-19 was an internal values-led campaign inviting staff and students to contribute 
opinions and also to conduct surveys of various stakeholder groups. Following this exercise, a pilot 
clearing campaign was conducted for August 2019 and the learnings from this will inform a project to 
create an overall strategy plan including positioning, messaging, implications for brand architecture, 
visual/verbal identity and external communication planning.  
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The Marketing Strategy 2019-21 links to the College’s Vision: 

“To be the education provider of choice delivering leadership and excellence in 
learning, training and support for all students, businesses and rural communities”  

The purpose of the marketing strategy is to outline how the College will engage with and promote itself 
to its external customers and stakeholders to ensure its role and services are visible, well understood 
and meaningful to them.   It is closely linked to the Communications Strategy for the college and is 
designed to enable the college to meet its student recruitment targets, its future growth strategy and to 
support organisational development through enhanced awareness of its activities and operations 
locally, regionally, nationally and internationally.  

The Strategy has 3 key objectives: 

1. To promote awareness of West Highland College UHI in all of its geographies and to all of 
its stakeholder communities   
 
• Develop and enhance the West Highland College UHI brand in line with the overall branding of 

the University of the Highlands and Islands and to ensure it is reflected in all of our 
communications and campaigns. 

 
• Build awareness of college centre locations and supporting Centre Managers in community 

engagement and local marketing activity. 
 

• Create a planned approach to identifying, sharing and supporting appropriate events and 
celebrations to raise awareness of the college. 
 

• Fully implement the Gaelic Language Plan for the college. 

Our priorities to achieve this objective over the next two years will be shared with the college 
management group and key enabling teams within the college to: 

 Main 
Enabling 
Teams 

 

• Create a culture which captures and disseminates good news stories of student 
success and college performance to gain local and regional and national 
coverage where possible in order to positively impact on stakeholders and 
influencers. 
 

Curriculum, 
College 
Centres, 
BDO & 
Commercial 
CRTR 

• Ensure the effective targeting of engagement events and marketing activity Curriculum, 
BDO & 
Commercial 
CRTR 
 

• Prioritise our main vehicles for engagement: our website, our prospectus, our 
social media platforms and print advertising and ensure that they are evaluated 
positively by our target audiences. 
 

All Teams 

• Finalise and implement directional road and building signage at all centres, 
particularly Portree. 
 

E&F, 
College 
Centres 

• Establish a plan of ongoing annual events and a method of sharing with all 
college teams. 

Curriculum, 
Centre Staff, 
BDO & 
Commercial 
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CRTR 
• Develop capacity of college centre managers to build local promotions with 

access to effective promotional materials and provide clear branding and signage 
to for all centres. 
 

College 
Centres, 
SLD 
E&F 

• Develop schedule of Gaelic social media posts and utilise Gaelic titles and 
language in main publications where possible. 

Gaelic 
Officer, 
Centre Staff 

 

2. Deliver sustainable student applications and enrolments to meet recruitment targets 
 
• Create messaging which is in line with the college’s overall strategic plan, delivering messages 

of local and regional opportunities, excellence of student support, accessibility and flexibility of 
learning styles for all levels of study including school college partnership courses, 
apprenticeships, Further and Higher education.  
 

• Ensure engagement with the student body to ensure that students from our key demographics 
can identify themselves with our college experience.  
 

• Develop and implement targeted campaigns based on the Curriculum Strategy and utilising 
market intelligence from curriculum teams 
 

• Encourage applications from under-represented groups through targeted campaigns, events 
and partnership activities.  
 

• Contribute to UHI planning to attract greater numbers of RUK and International applicants 

Our priorities to achieve this objective over the next two years will be shared with the 
college management group and key enabling teams within the college to: 

 Main 
Enabling 
Teams 

 

• Establish student recruitment campaigns utilising agreed messages eg “study can 
look like this”, “courses that lead to careers”, “study anytime, anywhere”, “your 
future”. 
 

ELT, 
Curriculum, 
UHI 
Marketing 

 

• Focus on building recruitment in areas identified for growth by the Curriculum 
Strategy ie STEM, Tourism & Hospitality, Adventure related study 

 

Curriculum, 
Centre Staff, 

UHI 
Marketing 

• Actively engage with and capture student input through the use of profiles, 
imagery and celebrations of success to ensure a recognisable but aspirational 
image for potential students. 
 

Curriculum, 
College 
Centres, 
 

• Commission research and resource to increase recruitment to the School of 
Adventure Studies via both direct entry and articulation routes. 

 

SOAS 
UHI 
Marketing 

• Provide web and print materials, social media campaigns and support for events 
to drive recruitment to the college’s High School curriculum plan 

 

Curriculum 
Manager 
College 
Centres 

• Develop appropriate themes for local, national and international recruitment 
campaigns. 

Curriculum, 
UHI 
Marketing 
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3. Increase commercial and non-Scottish Funding Council income for the college by 
 
• Establish a defined sub-branding for the Business Development and commercial teams. 

 
• Define a sectoral approach to business opportunities and support engagement/marketing 

activity by all teams and by business sector, so that income targets can be met. 
 
Support the creation of a schedule of leisure classes and holiday activities to create further 
engagement and recruitment opportunities 
 

Our priorities to achieve this objective over the next two years will be shared with the college 
management group and key enabling teams within the college to: 
 

 Main 
Enabling 
Teams 

 

• Create materials and campaigns which will attract a range of businesses and 
employers to appropriate training and development opportunities 

 

BEST 
BDO 

Curriculum 

• Strengthen the Business section of www.whc.uhi.ac.uk  
 

BEST 

• Contribute to the development of a stakeholder engagement plan 
 

BDO 
BEST  

Curriculum 
CRTR 

• Create materials available to all college centres to promote greater 
awareness of leisure and holiday activities. 

 

BEST 
Curriculum 

Centre 
Managers 

 
Key Reference Documents 

• WHC UHI Communications Strategy 2019-21  
• Marketing Operational Plan & Calendars 
• Marketing Activity Reporting (CMG) 
• Curriculum Plan  
• Curriculum Plan – Schools 
• Stakeholder engagement plan 

8/8 99/143

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


Cover-Paper_Financial Regs Review.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 271119_11 
Subject Financial Regulations Review 
Purpose of paper To endorse changes to the Financial Regulations 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐ 
2. Excellence for All ☐ 
3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

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

Risk implications No       
Date paper prepared 24/11/2019 
Date of meeting 27/11/2019 
Author Paula Lister – Director of Finance & Resources 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

  

1/28 100/143



Cover-Paper_Financial Regs Review.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 

2/28 101/143

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


Financial Regulations Review – November 2019 
 
 

 

 

 

 

Financial Regulations 
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AA 5 Mar 12 Appendix 1; 5.2 – Curriculum Managers added 

AA 12 Mar 13 6.2 and Appendix 1; 4.4 – Delegated amounts increased; with mechanism for 
controlling delegated authorities 

11.1 – reference to salary scales added11.4 and Appendix 1;  

11.4 – Reference to expenses guidelines included; amounts and categories 
amended in line with expenses guidelines. 

AA October 2015 2 & others -  Reference to the Regional Strategic Body – University of 

Lead Officer (Post):  
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Date approved by 
BoM:  
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Highlands & Islands 

4.2 Budget preparation reduced from 3 to 2 years. 

4.7 Provision of monthly cost reports to budget holders. 

4.8 Management accounts produced three monthly rather than monthly. 

Appendix 2 – 5.3 changes to tier values 

PJL November 
2019 

Throughout – Titles updated, e.g. Director of Finance & Resources 

3 Removal of the sentence stating that the appointment of external auditors 
must be approved by Audit Scotland.   

4.2 Reworded to incorporate preparation of FFR. 

4.3 Incorporate budget holder requirements. 

5 Minor amendments to reflect current procurement practice 

10.2 Administration of claims undertaken by the Facilities Manager not DoFR 

11.1 Wording changed to incorporate the role of National Bargaining in 
determining remuneration. 

Appendix 2 – Changes to some tier values and changes in titles. 
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FINANCIAL REGULATIONS 
 
 
1 General 
 
1.1 Introduction 

The College’s Board of Management has approved these regulations on the 
recommendation of the Finance & General Purposes Committee.  These 
regulations shall apply to the College and to any subsidiary companies 
wholly owned or controlled by the College.  All members of staff employed by 
the College, including staff of employment agencies, are required to comply 
with the financial regulations. 
  
The College Financial Regulations provide a framework within which a 
reliable system of internal financial control may operate.  They seek to make 
certain that the responsibilities of the members of the College can be met 
through the establishment of a system of management control designed to 
ensure that the College conducts its activities in an effective and efficient 
manner. 

 
 
1.2 The requirement for these regulations is derived from the Scottish Funding 

Council (SFC) Memorandum. 
 

A member of staff who fails to comply with the financial regulations may be 
subject to disciplinary action.  Any breach of the financial regulations will be 
notified to the Chief Executive and/or the Director of Finance & Resources 
who shall determine what action, if any, is to be taken, and if necessary, 
inform the Board of Management. 

 

It is the responsibility of Senior Managers and Managers to ensure that their 
staff are made aware of the existence and content of the College’s financial 
regulations and that an adequate number of copies are available for 
reference within their Department/Curriculum area. 

 

The Finance & General Purposes Committee is responsible for maintaining a 
regular review of the financial regulations and advising the Board of 
Management of any additions or alterations that are necessary. 

 
 
 
2 Financial Responsibilities 

 
The Board of Management is responsible for: 

 
− the effective and efficient use of resources; 
− the solvency of the College; 

5/28 104/143



Financial Regulations Review – November 2019 
 
 

− safeguarding the College assets; 
− approving annual estimates of income and expenditure and to approve 

the annual financial statements; 
− ensuring that the funds provided by the Scottish Funding Council are 

used in accordance with the terms and conditions of the Financial 
Memorandum agreed between the Regional Strategic Body – The 
University of the Highland & Islands and West Highland College UHI. 

− Board Members, as individuals, are not permitted, other than items 
identified in 11.6, to authorise any other expenditure. 
 

 
The Principal as Chief Executive is responsible to the Board of 
Management for: 

 
− the organisation, direction and management of the College and the 
− leadership of its staff; 
− preparing annual estimates of income and expenditure; 
− the management of the College within the approved budget. 

 
 

The Director of Finance & Resources is responsible to the Chief Executive 
for: 

 
− advising on the financial aspects of the College’s policy and on the 

financial administration of the College; 
− ensuring that the College has satisfactory systems of financial control 

and management; 
− preparing annual capital and revenue budgets and financial plans; 
− preparing the College’s annual accounts and financial forecasts for 

approval by the Board of Management prior to submission to the 
Scottish Funding Council, via the Regional Strategic Body - The 
University of the Highlands & Islands. 

− ensuring that the financial forecasts are consistent with the College’s 
approved strategic plan; 

− monitoring and control of income and expenditure. 
 
 

The Senior Managers are responsible to the Chief Executive for: 
 

− the efficient and effective use of resources at their disposal; 
− the management of the college within the approved budget; 
− maintaining clear lines of financial responsibility within the college; 
− ensuring compliance with the Financial Regulations; 

 
Budget Managers are responsible for: 

 
− the control and monitoring of resources within agreed targets; 
− financial management of their own areas; 
− maintaining clear lines of financial responsibility in their own areas; 
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− day to day operation of financial procedures in their own areas; 
− ensuring that the action they take is in accordance with the Financial 

Regulations; 
− reviewing the performance of their department/curriculum area against 

agreed budgets and targets; 
− ensuring any potential conflicts of interest, which may exist in financial 

relationships with third parties, are disclosed to the College Secretary 
 
 
3 Audit 

 
The appointment of both the internal and external auditors is the 
responsibility of the Board of Management.   
 

3.1 Audit Approach 
 
External [including funding auditors] and internal auditors shall have the 
authority to: 

− access the College premises at reasonable times; 
− access all assets, records, documents and correspondence relating to 

any financial and other transactions of the College; 
− require and receive such explanations as are necessary concerning any 

matter under examination; 
− require any employee of the College to account for cash, stores or any 

other College property under his/her control; 
− access records belonging to third parties, such as contractors, when 

required. 
 

3.2 External Audit 
 

The primary role of external audit is to report on the College’s annual 
financial statements and to carry out such examination of the statements and 
underlying records and control systems as are necessary to reach their 
opinion on the statements and to report on the appropriate use of funds. 
 

3.3 Internal Audit 
 

The main responsibility of internal audit is to provide the Board of 
Management, the Chief Executive and Senior Managers with assurances on 
the adequacy of the internal control system.  The internal audit service 
remains independent in its planning and operation and has direct access to 
the Board of Management, Chief Executive and Chair of the Audit 
Committee.  
  

3.4 Fraud and other irregularities 

The College policy on fraud and other financial irregularities is set out in 
Appendix 1. 
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3.5 Other Auditors 
 

The institution may, from time to time, be subject to audit or investigation by 
external bodies. They have the same rights of access as external and 
internal auditors. 

 
 
4 Financial management and control 
 
4.1 Financial objectives 

 
As part of the strategic planning process, the Board of Management will, 
each year, determine a series of financial objectives for the College.  These, 
and other College objectives, will inform the budget setting and financial 
planning processes. 

 
4.2 Budget preparation 
 

The Director of Finance & Resources is responsible for preparing, annually, 
a detailed revenue budget, a medium-term financial forecast return (FFR) 
and a capital plan.  The revenue budget and capital plan should be prepared 
in line with a timescale approved by the Finance & General Purposes 
Committee.  The FFR should be prepared in line with timescales given by 
the Scottish Funding Council (SFC).  The budget and financial forecast 
return are to be approved by the Board of Management, on the 
recommendation of the Finance & General Purposes Committee and 
submitted to SFC via the Regional Strategic Body – the University of the 
Highlands & Islands. 

 
4.3 Resource allocation 
 

The Senior Managers will consider and determine the basis on which income 
and expenditure will be allocated to college centres and cross-college 
support services.  In doing so, they will give due consideration to College 
self-assessment, strategic and operational plans and priorities, College 
policies and procedures and budget holders requirements. 

 

4.4 Capital programme 

The Chief Executive will each year agree the basis for the allocation of the 
capital funds approved by the Board of Management.  The Director of 
Finance & Resources will establish procedures for proposing, considering 
and approving capital expenditure requests. 

Major building projects will require the preparation of a detailed business 
case and investment appraisal, for consideration by the Finance & General 
Purposes Committee, and approval by the Board of Management. 
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Progress reports on major capital projects shall be submitted to the Finance 
& General Purposes Committee, at a frequency determined by the 
Committee. 

4.5 Projects and business developments 

Any new project or activity which will require an investment in buildings 
resources or staff time, must be authorised in accordance with the financial 
limits set out in section 8.2 of Appendix 2. 

All major developments should have business plans in format determined by 
the Board of Management. 
 

4.6 Budget virements 
 
Budget virements are designed to allow budget managers some freedom in 
the deployment of resources to respond to unplanned needs or opportunities 
which arise after the budget has been approved.  The general rules are that: 
 
− funds may be vired within non-pay revenue budgets; 
− funds may be vired from a non-pay revenue budget to a capital budget, 

but not vice versa; 
− funds may be vired from pay budgets to non-pay budgets but not vice 

versa. 
− All virements must be approved in accordance with the limits set out in 

Appendix 2. 
 

The Director of Finance & Resources will be responsible for recording and 
control of virements. 

 
4.7 Budget monitoring and reporting 

 
The Director of Finance & Resources will provide reports to monitor income 
and expenditure against a profiled budget for all budget holders within 21 
working days of the closedown of each accounting period.  Summary level 
reports will be produced for the Senior Managers at the same time. 
 
College level management accounts will be produced in a format and to a 
timescale determined by the Finance & General Purposes Committee, for 
presentation to the Committee, the Board of Management and the Senior 
Managers. 
 
Each Senior Manager shall be responsible for ensuring that their area 
achieves the overall financial targets. 
The Director of Finance & Resources is responsible for providing monthly 
cost reports to all budget holders.  
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4.8 Changes to the approved budget 

Changes to the approved College budget will be authorised by the Finance & 
General Purposes Committee, by consideration of the revised forecasts 
submitted as part of the management accounts. 

4.9 Treatment to year end balances 

Where a Budget Manager fails to achieve the agreed budget targets, the 
Chief Executive may require such deficit to be carried forward and set 
against the budget provision for the following year.  The carrying forward of 
any budget surplus across accounting years will be considered by the Chief 
Executive during the budget allocation cycle, in the light of the College's 
overall financial position. 

 
 
5 Expenditure and Orders for Goods and Services 
 
5.1 General 

 
The authority to approve purchase orders, negotiate contract terms, prepare 
tender documents and invite and oversee the opening of tenders in 
accordance with these regulations, is vested in the appropriate Senior 
Manager.   
 

5.2 Scheme of delegation 

Authority to raise requisitions may be delegated to named individuals.  In 
exercising this delegated authority, budget holders are required to comply 
with these regulations, purchasing policies and financial procedures. 

The Director of Finance & Resources will maintain a register of authorised 
signatories, together with specimen signatures. This will be updated annually 
as part of the budget setting process. Budget holders must ensure that funds 
are available within their budget before authorising a requisition. 

The Director of Finance & Resources is responsible for ensuring that all 
purchase requisitions have been completed in line with the College’s 
purchasing procedures and authorised as specified in Appendix 2. 
 

5.3 Choice of supplier 
 

In determining the supplier with whom the purchase order is to be placed, 
the appropriate Senior Manager is responsible for ensuring that if a college 
contract exists, orders are placed in accordance with the terms and 
conditions of that contract. In addition, the Director of Finance & Resources 
is responsible for ensuring that the College complies with EU procurement 
legislation and the Scottish Reform Act. 
Apart from items covered by college contracts, decisions on suppliers will be 
made in accordance with the limits set out in Appendix 2. 
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If, in the opinion of the appropriate Senior Manager, there would be no 
advantage to the College in inviting tenders for a particular contract, he or 
she may apply to the Director of Finance & Resources for written approval to 
waive the requirements, provided that this does not infringe statutory 
[including European] requirements or regulations. 

 
5.4 Post tender negotiations 
 

Post tender negotiations, in order to improve price, delivery or other terms 
and conditions, can be entered into by the Director of Finance & Resources, 
provided: 
 
− it would not put other tenderers at a disadvantage; 
− it would not affect their confidence and trust in the College’s tendering 

process. 

In each case, a statement of justification should be approved by the Director 
of Finance & Resources prior to the negotiations.  The Director of Finance & 
Resources shall keep detailed records of post tender negotiations. 

 
5.5 Building works 
 

The Facilities Manager is responsible for ensuring compliance with the 
requirements of financial regulations when placing orders / tenders / 
contracts for building works.  Orders for other goods and services will be 
dealt with as for other departments / functions. 

 
5.6 Contract signatories 

 
Contracts for expenditure must be authorised as specified in Appendix 2 

 
5.7 Purchase orders 
 

Prior to signing and forwarding the official purchase order on behalf of the 
College, the appropriate Senior Manager is responsible for ensuring that all 
orders have been completed in line with the College’s purchasing 
procedures, and that College standard terms and conditions are brought to 
the attention of the suppliers. 

 
5.8 Goods received notification 

College Budget Holders are responsible for ensuring that the quantity and 
quality of goods received are checked, and for ensuring that the appropriate 
notifications of goods received are forwarded to the purchasing section on a 
timely basis. 

The Director of Finance & Resources is responsible for ensuring that 
notification of satisfactory delivery has been received by the purchasing 
section before payment is released. 
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5.9 Purchase invoices and payments 

The Director of Finance & Resources is responsible for ensuring that 
purchase invoices submitted to the College for payment correspond to the 
details of the purchase order to which they relate, and that payments to 
suppliers are generated in accordance with contract terms. 

 
5.10 Payments mechanisms 

 
The Director of Finance & Resources is responsible for deciding the most 
appropriate method of payment of invoices. 
 
Purchase ledger BACS payments schedules and cheque listings must be 
authorised in accordance with the College’s bank mandate. 

The College Credit Card will be used only in accordance with detailed 
College procedures maintained by the Director of Finance & Resources. 

 
 
6 Asset Management 
 
6.1 General 
 

The Board of Management is responsible for safeguarding the assets of the 
College.  The purchase, long term lease and disposal of land and buildings 
can only be undertaken with the authority of the Board of Management and 
with SFC consent where required. 
 

6.2 Capital expenditure 

The College's definition of Capital Expenditure is contained within the 
College's accounting procedures, which govern the capitalisation of all 
tangible assets including land, buildings and property enhancements and 
equipment. 

Additional authorisation controls apply to the acquisition of capital items with 
a value greater than £20,000 in order to ensure that: 

− the proposal has been considered in any appropriate wider context 
[e.g. computer equipment proposals within the IT strategy framework]; 

− the financing of the proposal has been agreed and any related 
borrowing arrangements are in accordance with the College’s 
financial memorandum with the SFC via the Regional Strategic Body 
– the University of the Highland & Islands.; 

− the acquisition is affordable, in the context of the College’s financial 
plans; 

− the acquisition represents value for money for the College. 
However, if the funding for the capital purchase is to be drawn from College 
cash reserves, the delegated authority will be removed if cash reserves have 
fallen below £150,000. 
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6.3 Fixed assets register 
 

The Director of Finance & Resources is responsible for maintaining a fixed 
assets register providing a record of College capital assets for accounting 
and control purposes.  Budget holders will provide the Director of Finance & 
Resources with any information needed to maintain the register. 
 
Capitalised items must be labelled for security, identity and maintenance 
purposes.  The Facilities Manager is responsible for ensuring that capitalised 
computer equipment is properly labelled. Senior Managers have similar 
responsibilities in respect of capital items under their control. 
 
The Director of Finance & Resources is responsible for the provision of 
regular fixed asset reports to the Senior Managers in order to ensure that 
fixed asset system records are up-to-date and accurate.  Senior Managers 
are required to ensure such reports are checked and returned within a 
timescale determined by the Director of Finance & Resources. 
 
Depreciation rates applicable to College assets will be determined by the 
Finance & General Purposes Committee on the recommendation of the 
Director of Finance & Resources. 

 
6.4 Inventories 

 
Senior Managers are responsible for maintaining inventories of all portable 
plant and equipment that does not meet the criteria of capital expenditure.  
The Facilities Manager is solely responsible for maintaining an inventory of 
all ICT equipment within the College.  All items recorded on the inventory 
must be labelled for security and identity purposes. 
 
Senior Managers shall ensure that inventories in their area are checked at 
least annually. 

6.5  Asset disposals 

All sales of land and buildings must be approved by the Board of 
Management with the consent of the SFC. 

All other asset disposals must be authorised by the relevant budget holder 
and if necessary, within the conditions specified in Appendix 2. 

The Director of Finance & Resources is responsible for ensuring disposal is 
in accordance with College procedures. 

6.6 College properties 

The College Facilities Manager is responsible for maintaining a 
comprehensive database of properties used by the College within which 
details of freehold and leasehold properties including leasing terms will be 
recorded.  Details of the terms upon which the College is permitted use of 
other premises that it does not own must also be recorded within the system.  
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The information held will be sufficiently detailed to allow the verification [and 
authorisation] of rates payments, utility charges and miscellaneous charges 
for use. 

6.7 Assets held under leasing agreements 

The Director of Finance & Resources is responsible for ensuring that 
changes to details of equipment leased by the College are forwarded 
promptly to lessors in order that leasing and payment schedules may be 
amended accordingly. 

6.8 Stocks and stores 

Senior Managers are responsible for establishing arrangements for the 
custody and control of stocks and stores within their areas of responsibility.  
Senior Managers must ensure that regular inspections and stock checks are 
carried out, and that stock is valued in accordance with guidelines issued by 
the Director of Finance & Resources. 

 
 
7 Cash, Banking and Treasury Management 
 
7.1 Banking arrangements  
 

Banking arrangements for the College will be reviewed periodically by the 
Finance & General Purposes Committee. 
 
The College's bank mandate, and any amendments thereto, must be 
approved by the Finance & General Purposes Committee.  The Director of 
Finance & Resources is responsible for ensuring that authorisation powers 
within the bank mandate are always appropriate to the College's 
circumstances. 

 
No college, curriculum area / team, support unit or member of staff is 
permitted to operate a College bank account except with the express 
authority of the Finance & General Purposes Committee. 
 
The investment of surplus cash balances should be undertaken in 
accordance with the College’s Treasury Management policy, approved by 
the Finance & General Purposes Committee. 

 
7.2 Petty cash imprests 

The value of cash floats and imprests permissible at each cash collection 
point will be determined by the Director of Finance & Resources. 
 
Petty cash disbursements are intended for use in emergencies or in cases of 
urgent hardship and should not be authorised to circumvent the College’s 
purchasing procedures or normal payment mechanisms 
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The disbursement of petty cash payments must be authorised as specified in 
Appendix 2. 

 

Learning Centre Managers are empowered to authorise imprest 
reimbursements at their local Centre, following evidenced verification that 
bona fide receipts have been obtained for all disbursements. 

 
8 Income and Credit Control 
  
8.1 General 
 

All College staff are responsible for ensuring that College income is 
maximised through the efficient application of agreed procedures for the 
identification, collection and banking of income.  This requires the prompt 
notification to the Director of Finance& Resources of sums due to the 
College. 
 

8.2 Funding agreements, contracts and grants 

The College's proposed annual funding agreement with the SFC, via the 
Regional Strategic Body – the University of the Highlands & Islands, will be 
determined each year by the Chief Executive.  The funding agreement will 
be consistent with the College's approved strategic plan and must be signed 
by the Chief Executive. 

Other funding agreements and contracts may be authorised within the 
conditions specified in Appendix 2. The terms of such agreements, and fees 
and prices embodied therein, will be determined by the Board of 
Management. 

Proposals to enter into such agreements should be made in accordance with 
the College’s detailed project management procedures. 

Copies of all contracts for income should be logged within the Finance 
Department. 

 
8.3 Trading activities 
 

Prices and terms relating to the goods and services supplied by the College 
in the course of its non-teaching activities, will be determined by the relevant 
Senior Manager, having regard for guidance issued from time to time by the 
Director of Finance & Resources. 

 
8.4 Tuition fees and student support 

 
The level and structure of College tuition fees and charges, together with all 
discretionary fee waivers and refund policies must be approved by the Board 
of Management following detailed consideration by Finance & General 
Purposes Committee. 
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8.5 Credit control 
 
Prior to entering into any new income-generating contract or agreement, the 
Director of Finance & Resources is responsible for establishing the 
creditworthiness of parties contracting with the College utilising, where this is 
considered to be appropriate, credit referencing agencies to assist in the 
evaluation. 
 
The Director of Finance & Resources is responsible for formulating debt 
write-off procedures for the College. In the context of the procedures, debt 
write-offs must be authorised within the conditions specified in Appendix 2. 

8.6 Receipt of cash, cheques and other payment methods 

All monies received within the College, from whatever source, must be 
recorded immediately on receipt, via a till, enrolment form, receipt book or 
other appropriate method.  All monies received must be paid promptly to the 
relevant local college finance office.  The custody and transit of all monies 
received must comply with the requirements of the College’s insurers. 

All sums received must be paid in and accounted for in full and must not be 
retained for local expenditure or reimbursement of petty cash.  Personal or 
other cheques must not be cashed out of money received by the College. 

 
 
9 Gifts and hospitality 
  

It is an offence, for members of staff to accept corruptly any gift or 
consideration as an inducement or reward for doing, or refraining from doing, 
anything in an official capacity or showing favour or disfavour to any person 
in an official capacity.  The guiding principles to be followed by all members 
of staff must be: 

− the conduct of individuals should not create suspicion of any conflict 
between their official duty and their private interest; 

− the action of individuals acting in an official capacity should not give 
the impression [to any member of the public, to any organisation 
with whom they deal or to their colleagues] that they have been [or 
may have been] influenced by a benefit to show favour or disfavour 
to any person or organisation. 

Thus, no member of the College staff should accept gifts or hospitality from 
suppliers or any other individual or organisation where acceptance might be 
construed as instrumental in the furtherance of business with the College, i.e. 
for ‘commercial or academic gain’ or which are valued in excess of the value 
specified in Appendix 2 in any one financial year.  No gifts or hospitality should 
be accepted from potential suppliers in the period leading up to the awarding 
of a contract. 

Hospitality may be accepted by College staff where clearly provided in 
conjunction with events relevant to the furtherance of the College’s business 
[e.g. conferences, seminars, training events].  In all cases the approval of the 
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appropriate Senior Manager must be obtained in advance of attendance at the 
event. 

All gifts and hospitality should be recorded in a register maintained by the 
College Secretary in respect of Board Members, the Chief Executive and 
Director of Finance and Resources and by the Chief Executive for all other 
members of staff. 

 
 
10 Insurances 
 
10.1 Insurance cover 
 

The Director of Finance & Resources is responsible for ensuring that 
adequate insurance arrangements for the College are in place. 
 
The arrangements will be reported annually to the Finance & General 
Purposes Committee. 

 
Insurance [and brokerage services, if applicable] will be subject to periodic 
market testing, including a full tender exercise at least every 5 years. 

 
Senior Managers must give prompt notification, to the Director of Finance & 
Resources, of any potential new risks, activities, property, equipment or 
contracts that may affect the insurance arrangements and cover. 

 
The Facilities Manager is responsible for keeping suitable records of plant 
which is subject to inspection by an insurance company and for ensuring that 
inspections are carried out in the period prescribed. 
 
All staff using their own vehicles on behalf of the College shall maintain 
appropriate insurance cover for business use. 
 

10.2 Insurance claims 
 

The Facilities Manager is responsible for the administration of claims and 
logging of related details.  Details of all incidents, accidents, losses and 
damage to College property and complaints which may lead to a claim, must 
be recorded and reported to the Facilities Manager.  

 
The settlement of claims may be authorised as specified in Appendix 2. 
 
 

11 Pay expenditure 
 
11.1 Remuneration policy 
 

The overall remuneration policy of the College is the responsibility of the 
Board of Management in line with National Bargaining.  All staff [with the 
exception of senior postholders] shall be appointed to a salary which has 
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been deemed appropriate by the Chief Executive and is in line with the 
colleges appropriate pay-scales. 

The remuneration and terms and conditions of employment of senior 
postholders shall be determined by the Board of Management on the advice 
of the Remuneration Committee. 

 
11.2 Appointment of staff 

 
The Chief Executive may authorise recruitment to any vacant post [apart 
from senior postholder and Director posts], provided that the post is already 
approved by the Senior Managers. 
 
Managers shall ensure that the Chief Executive and the Director of Finance 
& Resources are provided promptly with all information they may require in 
connection with the appointment, resignation or dismissal of employees. 

Appointment of staff without appropriate authority is a disciplinary matter. 
 
11.3 Payroll and pensions administration 
 

The Director of Finance & Resources is responsible for ensuring that proper 
arrangements are in place for the timely and accurate payment of all 
salaries, wages, severance payments, pension enhancements, fees, other 
emoluments and expenses to College employees and external lecturers. 
 
The Director of Finance & Resources is also responsible for the timely 
disbursement of statutory and voluntary deductions from pay, together with 
employer national insurance and pension contributions, to appropriate third 
parties, and for maintaining appropriate records. 
 
The Head of HR will be responsible for keeping the Director of Finance & 
Resources informed of all personnel matters that impact upon payroll, 
including details of: 

− appointments, resignations, dismissals, secondments and 
transfers; 

− absence from work for sickness and other reasons, apart from 
approved paid leave; 

− changes in remuneration, other than normal increments and pay 
awards; and 

− information necessary to maintain records of service for 
superannuation, income tax and national insurance. 

Such information shall be processed only if recorded on the relevant College 
documentation and if correctly authorised by a member of the HR function. 

11.4 Travel, subsistence and other expenses 

All claims for payments of travel, subsistence and other expenses shall be 
completed on the approved form and must be in line with the College’s 
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expenses guidelines.  Terms and rates of payment will be determined, from 
time to time, by the Board of Management on the recommendation of the 
Chief Executive. 

Claims by members of staff must be authorised in accordance with Appendix 
2.  In submitting a claim, the claimant is confirming that the 
journeys/expenses were properly and necessarily undertaken/incurred in 
order to fulfil the claimant’s role.  Authorisation of claim forms shall be taken 
to mean that: 

− the journeys were authorised; 
− the expenses were properly and necessarily incurred; 
− the expenses are properly payable by the College. 

Staff should give consideration to value for money in choosing the mode of 
transport.  Expenditure on pre-booked travel and accommodation should be 
incurred through the normal purchasing procedures. 
 

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

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

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

11.6 Overseas travel (excluding student visits) 

Overseas travel by staff must be authorised in advance by a Senior 
Manager.  Overseas travel by a Senior Manager, or any Board Member, 
must be authorised in advance by the Chair of the Board of Management 
and reported to the Board of Management.  Overseas travel by the Chair of 
the Board of Management must be authorised in advance by the Chair of 
Audit Committee and reported to the Board of Management. 

 
12 Company and joint ventures 
 

Companies or joint ventures can only be established by the College with the 
prior consent of the Board of Management.  It is the responsibility of the 
Board of Management to establish the shareholding arrangements and 
appoint directors of companies wholly or partly owned by the College.  These 
and other arrangements will be set out in a memorandum of understanding. 
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13 Risk Management 
 

The Board of Management acknowledges the risks inherent in the College’s 
activities and is committed to managing those risks that pose a significant 
threat to the achievement of its business objectives and financial health.  The 
Board of Management has overall responsibility for ensuring there is a 
common approach to the management of those risks which pose a 
significant threat to the achievement of its business objectives and financial 
health.  This will be achieved through the development and implementation 
of a structured risk management process. 

 
The Audit Committee shall be responsible for the regular review of the 
adequacy of risk management arrangements. 
 
 

14 Taxation 
 

The Director of Finance & Resources is responsible for ensuring that all 
direct and indirect tax payable by the College is properly accounted for and 
transferred to the appropriate authority by the due date. 

 
 
15 Register of Interests 
 

In addition to members of the Board of Management, Senior Managers are 
required to complete a register of interests and to update this at least 
annually. All register of interest forms are retained by the College Secretary 
and are available for public inspection. 
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College Fraud Policy Statement      APPENDIX 1  
 
 
1 What is a fraud / financial irregularity?  
 

Fraud is a generic term for a number of types of activity that result in the theft or 
attempted theft of property or money.  Fraud involves intentional deceit and is 
very different to, and does not include, negligence and accidental error.  

 
2 Identification of a potential financial irregularity  

 
The Whistle-blowing Procedure is intended to encourage staff to inform 
management of their genuine and legitimate concerns about serious malpractice, 
fraud or corruption in order that management can investigate.  
 
Any member of staff identifying a potential financial irregularity should inform a 
Senior Manager or the Chief Executive.  If it is a Senior Manager who is informed 
he/she should then inform the Chief Executive at the earliest opportunity.  
 
An exception to this rule is where either a Senior Manager or the Chief Executive 
may potentially be involved.  A rule of thumb must be if a Senior Manager or the 
Chief Executive is potentially implicated notification should be either direct to the 
Chief Executive or to the Chair of the Audit Committee as appropriate [through 
the College Secretary].  
 

3 Decisions relating to required action  
 
Except where the Chief Executive may have a potential involvement, the 
decision on the preliminary investigation must be taken by the Chief Executive, 
normally in consultation with the Director of Finance & Resources. 
.  
If the Chief Executive has a potential involvement, the Chair of Board of the Audit 
Committee should determine the necessary action, normally in consultation with 
the Chair of Board of Management or exceptionally, internal audit.  
 

4 Potential Actions by the Chief Executive  
 
Upon receiving notification of a potential financial irregularity, there are three 
potential courses of action:  
 

No further action    Where the Chief Executive  
          considers that there are no grounds 

for further investigation or action, 
this course should be substantiated 
in writing, filed with the College 
Secretary and notified to the 
member of staff raising the concern. 

 
 Instigate a preliminary investigation  Commence an investigation to 
 and, where necessary   explore the concerns raised. 
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Contact police, and/or   Direct invitation to the police to 
carry out a review – where prima 
facia fraud or theft has occurred. 

 
Inform SFC via the Regional Strategic Body – the University of the Highlands 
& Islands     The Audit Code of Practice requires  

certain frauds to be reported to the 
SFC. 

 
5 Conducting a preliminary investigation 
 

If the Chief Executive considers that a preliminary investigation is necessary they 
must determine the nature and extent of the investigation and the team required 
to perform it.  The decisions will be determined by the nature of the initial 
evidence.  

6 Investigation team 

 The Investigation Team compositions options include:  

• Director of Finance & Resources and a relevant manager; 
• a Senior Manager or a manager and an HR Officer;  
• Internal Audit or External Audit. 

 
The choice of team will be dependent on the issue under investigation.    

 
7 Components of Investigation 

 
The Chief Executive should agree the terms of reference of the investigation that 
will include:  
 

• scope of the investigation;  
• provisional timescale;  
• working arrangement;  
• reporting lines and requirements.  

 
8 Investigations 

 
Each investigation will be determined by specific requirements but is likely to 
include:  

• reference to College Disciplinary Procedure, where College staff are thought 
to be involved;  

• understanding of the relevant systems;  
• collection of all relevant documentary evidence;  
• understanding of the requirements of financial regulations and, where 

appropriate other procedures; 
• initial interviews with key staff; following the Disciplinary Procedure 

Guidelines;  
• where applicable, initial interviews with those making allegations; following 

the Disciplinary Procedure Guidelines;  
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• preparation of a draft report to the Chief Executive incorporating 
recommendations for action, which may include:  
  

− no further work required;  
− further work necessary in certain areas;  
− move to investigation under College Disciplinary Procedures;  
−  invite police involvement;  
−  proposals to improve systems / procedures / security, as 

 appropriate  
• decision by Chief Executive. 

 

9 Interviews 

 The interviews need to be carried out in a formal way following the guidance in 
the College Disciplinary Procedure with the knowledge that, potentially, evidence 
could later become court evidence or used in a disciplinary investigation.  

The following minimum requirements must be followed:  

• The employee under investigation must be advised that the investigation is 
being carried out under the Fraud Policy and potentially may result in a 
recommendation for disciplinary action under the College Disciplinary 
Procedure.  

• All interviews should be carried out in the presence of two independent 
people;  

• Notes should be taken of each interview, at the time of the interview, and be 
signed by the interviewer.  The interviewee must be invited to sign the 
notes and if they decline, that refusal should also be recorded;  

• Statements may be helpful in certain investigations.  Statements should be 
signed and dated by the individual.  

10 Reporting   

A report should be prepared for the Chief Executive.  Again the exact nature 
should be determined by the specifics of the situation but the following headings 
may be appropriate:  

• Introduction  
• Terms of reference  
• Executive summary  
• Action recommendations  
• Investigation process  
• Detailed findings  
• Appendices providing evidence, copies of documentation etc. 

These reports will, taken together, form a register of fraud incidents.  This 
register will be maintained by the Chief Executive.  
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11 Disciplinary Action and Suspension  

If, during or following the preliminary investigation, there are allegations of 
misconduct concerning an employee, the Disciplinary Procedure will be 
followed.    

If the disciplinary procedures are enacted or if the police are contacted at any 
time, the Chair of Board of Management and Chair of Audit Committee must be 
notified.  
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APPENDIX 2 – Approval Levels 
 

Reference Item Authorisation 
Value Position 

4.4 Capital programme Purchases and 
contracts up to 
£20,000* 

Chief Executive 
 
* 6.2 above applies 
 
 

Purchases and 
contracts from 
£20,001 to £50,000* 

Finance & General Purposes Committee  
 
* 6.2 above applies 
 Purchases and 

contracts from 
£50,001 and above 

Board of Management on recommendation of Finance & 
General Purposes Committee 

4.6 Virement (except salary) Up to £1,000 
 

Any Senior Manager 
 

£1,001 - £10,000 
 

Chief Executive 
 

Over £10,000 Finance & General Purposes Committee 
 

5.2 Purchase requisitions# 

 

#NOTE:  A post holder may only 
approve purchase requisitions charged 
to their budget or a budget for which 
they have management responsibility 

Up to £1,000 

 

 

Budget holder, who shall take appropriate steps to ensure 
value for money. 

Up to £2,500 

 

College Management Group and Curriculum Managers 

 Up to £10,000 

 

Any  member of ELT 

–Up to £20,000 

 

Principal 

£20,001 upwards 

 

• Finance & General Purposes Committee for detailed review  
and recommendation 

  
• Board of Management for summary review and approval 
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Reference Item 
Authorisation 

Value Position 
5.3 Choice of supplier <£1,000 Telephone or written quote. 

Budget Holder 
£1,001 - £2,500 Minimum 3 written quotes 

£2,501 - £10,000 Minimum 3 written quotes 
Any member of ELT 

£2,501 - £12,500 Minimum 3 written quotes sought 
Principal 

£12,501 - £181,302 3 competitive quotes via Public Contracts Scotland Portal 
Principal and Finance & General Purposes Committee for 
detailed review  and recommendation 
Board of Management for summary review and approval 
  >£181,302 EU regulations 
Board of Management 

6.5 Asset disposals [excluding land and 
buildings] 

Up to £1,000 
(estimated value) 

Any member of ELT 

£1,001 - £5,000 Chief Executive 

Over £5,000 Board of Management 

    

  

7.2 Petty cash Up to £75 Learning Centre Manager 
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Over £75 Any Senior Manager 

Reference Item Authorisation 
  Value Position 
8.2 Funding Agreements/Contracts Up to £5,000 Anymember of ELT 

£5,001 - £20,000 Chief Executive 

Over £20,000 Board of Management on recommendation of Finance & 
General Purposes Committee 

8.5 Write-off of debts Up to £5,000 Director of Finance 

£5,001 - £7,500 Chief Executive 

Over £7,500 Board of Management on recommendation of Finance & 
General Purposes Committee 
 

9 Gifts and hospitality Up to £50 Any Senior Manager 
 
Chief Executive [for Directors] 
 
Board of Management [for Chief executive] 

Over £50 Not to be accepted 

10.2 Settlement of Insurance claim Up to £20,000 Chief Executive 

Over £20,000 Board of Management on recommendation of Finance & 
General Purposes Committee 
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Reference Item Authorisation 
Value Position 

11.4 Travel expenses 

• Principal [UK] All Chair of Board of Management 

• Principal [Overseas] All Chair of Board of Management on recommendation of 
Finance & General Purposes Committee 

• Board Members & College 
Secretary  

Up to £150 Chair of Finance & General Purposes Committee 

• Board Members & College 
Secretary  

Over £150 Chair of Board of Management 

• Board Members [Overseas] All Chair of Board of Management 

• Chair of Board of 
Management 

Up to £250 Chair of Finance & General Purposes Committee 

• Chair of Board of 
Management 

Over £250 Chair of Audit Committee 

• Members of ELT All Principal 

• All other staff Up to £250 Budget holder 

• All other staff Over £250 Senior Manager 
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Colleges Scotland 1 

1. Summary 
 
This is the submission from Colleges Scotland, the representative organisation and Employers’ 
Association for the college sector, to the Scottish Government’s Spending Review process for 
2020/21 – 2022/23. 
 
This submission proposes a level of revenue and capital investment in the college sector for the 
three years 2020/21, 2021/22 and 2022/23, alongside the appropriate evidence base, in order to 
ensure the delivery of its core functions in support of learners, and to continue to develop a 
transformational agenda providing innovative solutions in our tertiary education landscape, including 
an appropriate response to challenges such as emerging technologies, digitisation and automation.  
This submission also delivers on the Scottish Government’s Programme for Government – 
Protecting Scotland’s Future, and the recently published Future Skills Action Plan.  
 
In autumn 2019, Colleges Scotland will be publishing a report on the community and societal impact 
and benefits delivered by the college sector in Scotland, to demonstrate what is being achieved.  
This report will not only consider the educational outputs, but cover the positive impacts that colleges 
make to improving National Performance Framework outcomes and other policy areas through 
greater collaboration across portfolios and public bodies, e.g. reduction of child poverty, 
improvements in wellbeing and the beneficial impact on areas such as justice, social security and 
public health. 
 
Additionally, in autumn 2020, in time for the 2021/22 Draft Budget, Colleges Scotland will be 
producing a more detailed piece of work demonstrating the value add from colleges to Scotland’s 
economic and social wellbeing. 
 
Derek MacKay MSP, Cabinet Secretary for Finance, Economy and Fair Work, has also 
commissioned a report on the economic impact of colleges from key individuals within the college 
sector, due to be completed in autumn 2019. 
 
The level of funding requested in this submission will enable Scotland’s colleges to help deliver the 
core purpose set out in the Ministerial Letters of Guidance and the National Performance Framework 
around creating a more successful country with opportunities for all, and in particular the vital 
contribution colleges make to retraining and upskilling the workforce. Specifically, the funding will 
allow the colleges sector to: 
 
● Support a successful Scottish economy today and in the future, through the vital contribution 

that colleges make to sustainable and inclusive economic growth. 
● Be at the heart of Scotland’s communities, enabling the development of places which are 

inclusive, resilient, and with a sense of community wellbeing. 
● Through increased agility in upskilling and re-training, deliver and support innovative 

businesses by contributing to a fair and equitable working society, assisting the tackling of 
poverty by sharing opportunities and success more equally, and addressing climate change, 
through maximising the impact of the Climate Emergency Skills Action Plan and the 
partnerships around innovating for Net Zero. 

● Deliver for people: students, staff and partners, to enable all to realise their full potential by 
providing the opportunity for all citizens, wherever they are in Scotland, to contribute positively 
to society, to improve the life chances of those in poverty of all ages, and by increasing 
wellbeing amongst the nearly quarter of a million learners in colleges.  For example, in 
2017/18, 31% (24,013) of college learners were from Scotland’s lowest socio-economic 
background, with 40% of learners from this socio-economic background progressing to 
university through college.  Colleges will also fully contribute to the work of the Adult Learning 
Strategic Forum for Scotland and continue to increase the delivery of high level skills and 
opportunities for work based learning. 
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Scotland’s colleges are key to delivering the Programme for Government’s ambition to shape the 
kind of Scotland we all seek – an inclusive, fair, prosperous, innovative country, ready and willing to 
embrace the future.  The right investment in the college sector is vital to achieving this shared vision, 
especially at this time currently in which the college sector is facing a tight financial environment and 
certain colleges have particular financial challenges, as outlined in the Auditor General for Scotland’s 
report1 Scotland’s Colleges 2019.  The Auditor General also highlighted the growing gap between 
colleges’ income and expenditure and that the increase in Scottish Government funding for 2019/20 
which, whilst welcome, only covered the additional costs of harmonising pay and conditions across 
the sector.  The report also sets out that the current Scottish Government capital funding falls short 
of the estimated costs of maintaining the college estate. 
 
The college sector will continue to engage constructively with Scottish Government and the SFC to 
work towards ensuring sustainability for college funding.  Whilst colleges are delivering efficiencies, 
Colleges Scotland has an expectation that the appropriate Barnett Consequential from increased 
spending on the colleges in England by the UK Government, will be focussed towards the college 
sector in Scotland, and be used to contribute to the move towards a financially sustainable sector.  
 
The current uncertainties surrounding the UK’s exit from the European Union (EU), and the scale of 
any economic shock as a result, make this a particular challenging time for financial planning.  The 
college sector is ready to continue to work with the Scottish Government and the Scottish Funding 
Council (SFC), and to be adaptive to assist in dealing with the economic shock and the mitigating 
actions required.   
 
All of the uncertainties set out above, including the tight fiscal environment that currently faces 
Scotland’s public sector, leads Colleges Scotland to conclude there is a need for a fundamental 
review of the current funding model and measurement of activity for colleges.  This review is required 
to ensure that the resource for the college sector is positioned and structured to support deliver of 
the policy priorities of the Scottish Government.  Colleges Scotland would be pleased to engage in 
preparatory discussions, including appropriate remit and timescales, at this stage around such a 
review. 
 
The table below sets out our request for additional revenue funding over and above the baseline for 
the college sector.  It should be noted that this table assumes the baselining of previously received 
funding, for example, for National Bargaining / harmonisation (including all elements for backdating 
Job Evaluation to September 2018).  The request around Flexible Workforce Development Fund is 
based on the assumption that the level of funding of £20m for 2020/21, as set out the Future Skills 
Action Plan, continues to be delivered solely through the college sector. 
 
Investment Requirements for Academic Year  2020/21 

£m 
2021/22 
£m 

2022/23 
£m 

Revenue Funding    
Additional funding to maintain revenue in real terms 
(adjusting for inflation – see Note 1) 

11.2 12.0 12.3 

Flexible Workforce Development Fund (FWDF) – see Note 2 0.0 10.0 20.0 
Scottish Teachers’ Pension Scheme (STPS) 11.0 11.0 11.0 
Sanitary Products 1.7 1.7 1.7 
Change Fund 5.5 5.5 5.5 
Total Additional Revenue Request 29.4 40.2 50.5 

Note 1: Inflation adjustment based on GDP quarterly deflator data produced by HM Treasury (March 2019) published 2 April 2019. 
Note 2: The figures in the table for FWDF represent the additional amount over and above the funding level of £20m per year, as set out 
in the Future Skills Action Plan. 
 
  

                                                
1 Audit Scotland, Scotland’s Colleges 2019 https://www.audit-scotland.gov.uk/report/scotlands-colleges-2019 
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The table below sets out our total request for capital funding for the college sector (except for NPD 
payments or capital funding related to Forth Valley College).  
 
Capital Investment Requirements for Financial Year (FY) 2020/21 

£m 
2021/22 
£m 

2022/23 
£m 

Estates Funding    
Backlog capital maintenance – see Note 3 46.0 106.0 106.0 
Lifecycle maintenance 22.0 22.0 22.0 
Digital Funding    
Lifecycle replacement 25.0 25.0 25.0 
Total Capital Request 93.0 153.0 153.0 

Note 3: There would be a reduction in the level of this ask if the funding for the capital projects set out in this Spending Review submission 
is provided. 
 
In addition, resources need to be identified for the following: 
 
• Five major campus refurbishment / replacement projects, with typical values of between £70m 

and £100m each. 
• Major capital projects required in the college sector as a result of strategic issues and curriculum 

change. 
• Investment in developing and extending ICT and digital technologies in the sector. 
 

2. Background 
 
Scotland’s colleges now operate within a national network that enables regional influence and 
capacity.  This allows the college sector to significantly contribute to the delivery of sustainable, 
high quality vocational, technical and professional education, benefitting learners, impacting on 
communities, and supporting economic growth.  
 

Vision – College Sector 
 
A dynamic, collaborative, and innovative sector delivering high-quality lifelong learning, widening 
access to education, and promoting social inclusion that enables people to thrive in life, in their 
communities, and in work. 

 
This Spending Review comes at a challenging time for the college sector and its partners as we 
face significant reduction in public sector resources, coupled with ongoing uncertainty about the 
United Kingdom’s departure from the EU and the consequences for colleges. Through the 
European Social Fund programmes, between 2016/17 and 2018/19, it is estimated that Scotland 
benefited in investment of approximately £66m (including match funding).   
 
Reduction in EU funding will cause a reduction in teaching activity within the college sector and 
adversely impact on funding for learners, including some of the most vulnerable students and those 
furthest from the workforce which will affect progress on widening access.  In addition, currently the 
Foundation Apprenticeship and Graduate Apprenticeship programmes are funded from EU 
schemes.  As discussions are held with regard post Brexit funding for all these areas, Colleges 
Scotland ask is to ensure there is resource to support the learners’ funding and to provide this 
directly through the college sector budget.  Colleges also deliver significant levels of higher 
education and a continuation of payment of tuition fees also needs to be addressed.  
 
At the same time as the challenges around Brexit and the underlying demographic trends, a 
continuing move towards greater automation in a range of lower skilled areas of the economy, pose 
significant challenges for the college sector in Scotland.  
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Colleges Scotland is mindful of the starting point for funding the different sectors within the 
educational landscape.  The teaching allocation per college learner is approximately half of that 
received by universities, and the lowest across the whole of education provision (pre-school, 
primary, secondary and universities).2  This demonstrates the high level of efficiency colleges have 
already achieved but which is difficult to sustain as confirmed by Audit Scotland. 
 
Despite these challenges we know the college sector will deliver high-quality lifelong learning and 
skills training that enables people to thrive in life, in their communities, and in work. Continuous 
learning lies at the heart of a successful economy in the context of the Fourth Industrial Revolution.  
A recent report by Fraser of Allander Institute highlighted the critical supporting role that colleges 
will play in providing an appropriately skilled workforce, to allow Scotland to fulfil its global potential 
by 20503.  Colleges support people of all ages to obtain technical, professional and vocational 
education and skills to reach their potential and progress into further study, training or employment.    
 
Colleges are located across Scotland, engaging with all local communities. They contribute hugely 
to Scotland as a nation and are delivering equality of access to the skills and knowledge which are 
vital for successful careers, whilst also supporting a positive culture within our communities. They 
are ideally placed to train and develop the current and future workforce and essential to help move 
away from a reliance on recruiting people from the rest of the EU. 
 
3. Economic and Social Impact of Scotland’s Colleges 
 
Scotland’s colleges create economic value in many ways.  They put learners on the path to success 
and help them to increase their individual potential and employability, leading to the offsetting of 
other public-sector spending, e.g. justice, social security, and public health.  Equally important, 
colleges provide employers with the skilled workforce necessary to make their businesses more 
productive. 
 
The college sector spend along with that of its staff and students, supports the economy and 
contributes to increased tax receipts and decreased public sector costs. 
 

The Scottish economy (as measured by GDP) will be better off by over £20 billion in present 
value term (i.e. with future benefits discounted) over the long-term. 
 
This corresponds to around an additional £55k boost to productivity for the Scottish economy per 
college graduate. 
 
The investment is estimated to support nearly 14,000 Full Time Equivalent (FTE) jobs in present 
value terms. 

Source: Ross, A., Murray, A., Roy, G., Black, J., McGregor, P., & Malloy, E. (2017). The Value of College Graduates to the Scottish 
Economy. 
 
4. Delivery by the College Sector 
 
Scotland’s colleges will, with the investment and innovative changes set out in this submission, be 
able to achieve the ambitious vision to deliver an education system that ensures all learners reach 
their potential and contribute to the economy, by producing a highly skilled workforce through 
retraining and upskilling to ensure inclusive economic growth.  
 
Scotland’s colleges provide a national network with a regional focus which has demonstrated its 
ability to respond quickly and effectively to Scottish Government policy direction as identified in the 

                                                
2 Parliamentary answer by John Swinney MSP to question S5W-22664 (1 May 2019)  
3 Fraser of Allander, Scotland in 2050: Realising our Global Potential – Final Report, March 2019 
https://250.shepwedd.com/scotland-2050  
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government policy paper Scotland’s Colleges: Delivering for All.  No other sector has the ability to 
reach the businesses, communities, and individuals who are at the heart of the Scottish 
Government’s change agenda.  The investment requests identified by the sector are essential to 
ensuring the delivery of the strategic aims of the Scottish Government. 
 
This Spending Review submission has been developed on the assumption of delivering the Scottish 
Government target of 116k FTEs, however in light of the aspirations of Scottish Government to see 
an increase in part-time learners and to support training and upskilling of those in-work, the current 
methodology to measure and fund activity in colleges is not appropriate.  Colleges Scotland and 
the college sector is keen to work with the Scottish Government and the SFC to identify a 
methodology that is more likely to achieve the aspirations.  
 
5. Sustainable and Evidence Based Investment 
 
Even with the current funding levels for colleges outlined above, and the funding challenges faced 
by colleges as highlighted by Audit Scotland in the Scotland’s Colleges 2019 report4, colleges have 
continued to deliver efficiencies.  These efficiencies have included the absorption of pay awards, 
additional pension costs and the introduction of the Apprenticeship Levy.  In light of all of these, 
Colleges Scotland is of the view that the revenue and capital funding requests, as set out in this 
submission, are both reasonable and required. 
 
Revenue Funding  
 
Protection of Core Functions 
 
Provision of a sustainable level of revenue funding is required to protect the core functions of the 
college sector, essential to delivering the Scottish Government’s priorities including the Programme 
for Government and the National Performance Framework.  In particular:  
 
• Progress the Scottish Government’s policy objectives and deliver the quality and volume of 

activity targets. 
• Ensure colleges contribute to inclusive economic growth – at both a regional and national level 

– leading to increased prosperity with greater equality, the creation of opportunities for all, and 
the fair distribution of benefits from increased prosperity. 

• Retraining and upskilling of the workforce to deliver increased productivity will require a greater 
focus on part-time learning.  This will require more flexible approaches, models of delivery such 
as modularisation and curriculum choices, as well as carrying a need for greater resources in 
order to achieve the delivery targets set by the Scottish Government and the Enterprise and 
Skills Strategic Board.  

• Participate fully in the Adult Learning Strategic Forum for Scotland. 
• A key role for the college sector, in the communities they serve, is to support the development 

of the skilled workforce, required by employers, in order to allow them to contribute to 
sustainable economic growth. 

• Take action to deal with the Climate Emergency, through contributing to the development and 
delivery of the Climate Emergency Skills Action Plan and the new partnerships with colleges 
through innovating for Net Zero. 

• Delivery of learners to pursue a career in cyber security. 
• Take action to contribute to an acceleration of the implementation of the Learner Journey 

Review. 
• Delivery of the skills alignment agenda of the Enterprise and Skills Strategic Board. 
• Take action on gender equality, both on college boards and on courses. 
• Improved retention and attainment rate of learners. 
• Delivery of training for Early Years and Childcare professionals in support of key Scottish 

Government policy driver. 
                                                
4 Audit Scotland, Scotland’s Colleges 2019 https://www.audit-scotland.gov.uk/report/scotlands-colleges-2019 
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• Provider of retraining and upskilling to allow all learners to contribute to inclusive economic 
growth. 

• Ensure continued delivery of Foundation Apprenticeships and Graduate Apprenticeships in the 
post-Brexit landscape. 

• Provide the necessary pastoral support to students, including preventative mental health 
services and in-college student support services, which are fundamental to improved retention 
and attainment rates as colleges continue to deliver on widening access. 

• Provide the appropriate support for young and adult carers. 
• Recognition and positive support of veteran’s education. 
 
Funding for National Bargaining  
 
The college sector will continue to support the significant changes to pay and conditions resulting 
from the fulfilment of the Scottish Government’s policy to implement National Bargaining in the 
college sector.   
 
The conclusion of pay harmonisation for lecturers and job evaluation for support staff has increased 
the sector base salary position and this recurring cost is now required in each year, which has been 
verified by the SFC as £48.9m for 2020/21.  It is clear that funding will require to be maintained year 
on year to cover the cost of implementing this Scottish Government policy.  The college sector is 
now at a critical point, as highlighted by the Auditor General for Scotland’s report Scotland’s Colleges 
2019, and further additional cost pressures, such as National Bargaining, makes it clear that without 
provision of this resource year on year, the ongoing costs are not affordable for the sector.     
 
Our assumptions are that: 
 
• The resource of £48.9m will be baselined into the budget for the college sector going forward. 
• The resource awaiting distribution on conclusion of pay outcomes of Job Evaluation is still 

available to the college sector.  
 
The £48.9m includes an estimated 6% increase to support staff salary costs as a result of 
implementing the outcomes of job evaluation (which will be backdated to September 2018). It must 
be emphasised that the total cost to the sector following this exercise is still not known at this 
time.  Support staff trade unions appear to be pursuing a request for upwards harmonisation, similar 
to that negotiated for lecturers. It is important to note that the funding provision requested does not 
meet this aspiration.  As an indicator, a similar increase to support staff pay levels aligned to 
Lecturing pay outcomes has been estimated to cost (based on prudent assumptions) an 
approximately additional £6m per annum over and above the £48.9m per annum figure. 
 
Changes to Funding 
 
In addition to the above challenges, the current plan to absorb National Bargaining funding into the 
existing funding methodology by reallocating the quantum of funding away from specific point of 
need to a set percentage across the college sector, presents real risks of further destabilising 
colleges who would not receive enough resource to cover the additional costs, especially if the 
financial environment continues to be so tight as highlighted by the Auditor General for Scotland.  
Recent projections from SFC show that some colleges could lose up to 4% of their core funding.   
There could also be regional circumstances which increase the challenge of the change to the 
funding, for example, Distant Islands Allowance. 
 
Flexible Workforce Development Fund (FWDF) 
 
Colleges welcome the opportunity to progress the implementation of the FWDF which has provided 
a resource up until now of £10m to the sector to help increase Scotland’s productivity through up-
skilling the existing workforce.  The college sector has demonstrated successful delivery of the fund 
since its launch, meeting employers training needs and establishing relationships with many new 
businesses.   
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Employer feedback has demonstrated that the work colleges have undertaken with levy-paying 
organisations has positively contributed towards the achievement of significant economic impact and 
increased productivity as a result of training to support public, private and third sector organisations, 
supported through the FWDF. 
 
Colleges Scotland is committed to maximising the benefit of the FWDF, with the current model shown 
to deliver on this government priority.  The request around FWDF is based on the assumption that 
the level of funding of £20m for 2020/21, as set out the Future Skills Action Plan, continues to be 
delivered solely through the college sector, and that the FWDF will continue to be available in 
2021/22 and beyond.  Our request is for the provision of the £20m resource in 2020/21, increasing 
to £30m in 2021/22 and £40m in 2022/23 (i.e. an additional £10m in 2021/22 and £20m in 2022/23 
over the baselined amount).   
 

Flexible Workforce Development Fund (FWDF) – Case Studies 
 
Borders College 
 
Staff at the Scottish Public Pensions Agency (SPPS) in Tweedbank recently completed 
WorldHost (the principles of customer service) training delivered by Borders College through the 
FWDF.  This has given their staff the skills and knowledge necessary to deliver excellent 
customer service at the agency. 
 
Forth Valley College 
 
The FWDF has enabled Tillicoultry Quarries to train more than 100 of their staff. The family owned 
firm which has 11 sites across Central Scotland specialising in hard rock and sand quarries, 
recycling and asphalt and concrete plants, is building a strong relationship with Forth Valley 
College, which is delivering training at their sites in IOSH – Managing Safely and Manual 
Handling. 
 

 
Scottish Teachers’ Pension Scheme (STPS) 
 
The Scottish Public Pensions Agency (SPPS) previously advised that there will be a significant 
increase in employer contribution rates from September 2019. This was as a result of:  
 
• HM Treasury seeking to reduce the Discount Rate further from 2.8% to 2.4% from April 2019. 
• Following a Court of Appeal decision on Thursday 20 December 2018, an amount equivalent to 

the corrective measures that would have been implemented as a result of a breach of the cost 
cap floor, following the 2016 valuation of the STPS. 

 
The combined impact of these scenarios is an increase in the employer contribution rate to 23% of 
pensionable pay from September 2019. For 2020/21, this is an increase in employer costs to the 
college sector in Scotland of approximately £11m per annum.  For the purposes of this Spending 
Review submission we have maintained the ask at this level over the three-year period. 
 
Colleges Scotland was pleased to see the announcement of the provision of additional funding for 
the period up to end March 2020, and this ask relates to the continuation of this additional funding 
for the Spending Review period.  
 
 
 
 

10/16 137/143



 

 
 

Colleges Scotland 8 

Sanitary Products 
 
Colleges Scotland is pleased that the Scottish Government has confirmed that funding of £1.7m to 
support the provision of free sanitary products will be in place for 2019/20, which is allocated on a 
financial year basis.   
 
This ask is based on the assumption that the Scottish Government will continue to support this policy 
area and therefore will provide the required ongoing resource.  Colleges Scotland’s request therefore 
relates to the continuation of this additional funding for the Spending Review period, whilst 
acknowledging the requirement to provide resource to cover the costs for the remainder of the 
Academic Year 2019/20.  
 
Change Fund 
 
The Auditor General for Scotland has made it clear in the Scotland’s College 2019 report that the 
college sector is now operating with extremely tight margins, which combined with the sector’s 
inablility to hold reserves or borrow, leaves a reliance on public funding.   
 
In order to provide the capacity and support the innovation necessary to ensure that the college 
sector is strongly placed to take forward key areas such as upskilling and re-training, adapting to the 
changes in demography with a focus on adult learners, ensuring an even stronger employer 
engagement, achieve the ambitions of the Enterprise and Skills Strategic Board, and contribute to 
inclusive economic growth and increased productivity, Colleges Scotland is making a request for a 
Change Fund. 
 
The purpose of the Change Fund is two-fold: 
 
• To take forward existing initiatives.  
• To development new diversification initiatives and to broaden our sources of income, including 

exploring potential options through pilot studies. 
 
In line with the college sector’s strategic vision, high-level strategic goals will be developed in 
partnership with relevant stakeholders, which the Change Fund can resource.  This approach will 
ensure delivery of improvement projects at a college level that are responsive to regional needs, but 
which will also contribute to national goals. 
 
Take Forward Existing Initiatives 
 
Innovation  
 
The College Innovation Fund in 2018/19 was used to support projects which demonstrated effective 
college and business collaboration in support of Scottish Government strategy.  For example, the 
FUTUREquipped project was a collaborative, cross sectoral, college and Innovation Centres pilot 
that involved Construction Scotland Innovation Centre, Digital Health Institute, Innovation Centre for 
Sensor and Imagining Systems, and The Data Lab.  Several colleges also utilised the opportunities 
through use of Innovation Vouchers, whilst each college received resource from the College 
Innovation Accelerator Fund. 
 
The college sector has also been named as partners in regard to Innovation Centres during the 
review of the relevant Outcome Agreements by the SFC. 
 
Colleges are in a strong position to assist businesses to drive up productivity and their contribution 
to the Scottish economy through process and design innovation, and through enabling leadership 
and management practice improvements. The college sector has significant reach into the Small 
and Medium Enterprises that are the backbone of the Scottish economy and have traditionally been 
harder to engage in such activity.   
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The college sector is also a critical player in provision of the skills required in de-carbonising the 
economy and assisting in the mitigation of the challenge presented by climate change. 
  
Colleges Scotland is anticipating that funding will continue at the current level, and that going forward 
adequate funding is available to develop innovative work of the college sector.   
 
Regional Science, Technology, Engineering and Mathematics (STEM) Partnerships  
 
The college sector is fully engaged and looking forward to progressing the role of leading the 
development of regional STEM partnerships.  As the Developing Young Workforce (DYW) reaches 
the final stages of its seven-year programme, colleges are well placed to take forward what has been 
embedded in the educational system.  STEM will be a key element of moving this forward, and 
colleges are uniquely positioned to deliver this aspect of the Scottish Government’s agenda.  
 
In order to facilitate colleges leading this agenda and ensuring the momentum of what has been 
achieved through the DYW programme, a need for adequate additional resource has been identified.  
These resources include staffing to both ensure that the regional activities in relation to STEM can 
be effectively delivered and underpin strong co-ordination across all partners within the region to 
allow existing resources to be fully utilised, as well as a national support mechanism.   
 
Colleges have a proven record of supporting both co-development of curriculum and delivery, and 
City Region and Growth Deals rely on having a sustainable, high quality vocational, technical and 
professional skilled workforce to support economic growth, as well as partnership working with 
business and industry. This provides a real opportunity for colleges to integrate within Scotland’s 
City Region Deals on the development of skills to support the aims of city and growth deals. 
 
WorldSkills 
 
Participation in WorldSkills International, EuroSkills, and WorldSkills UK has seen colleges from 
Scotland ranked regularly in the top 10, achieving the highest international standards in vocational 
and technical skills competitions.  Such success sends a strong message to those international 
companies considering investment in Scotland.  In addition, participation allows for utilisation of the 
knowledge and learning gained from competition to raise standards in Scotland.  There is also the 
opportunity to leverage the value from the competitions and potential public investment from across 
different policy areas. 
 
Job Evaluation Process 
 
In order to implement and maintain the process and delivery of a National Job Evaluation exercise 
for support staff, current calculations suggest that this will result in additional costs not previously 
identified for 2020/21 that relate to identified staffing, support and software costs to ensure adequate 
support for the overall project. 
 
There will then be continuing costs in 2021/22 and 2022/23 related to the support of the ongoing 
process and administration of Job Evaluation. 
 
New Diversification Initiatives  
 
Colleges are looking to capitalise on their regional scale, recognising the importance of the growth 
in regional economies for the delivery of inclusive economic growth and for dealing with the impact 
of climate change for Scotland.  Colleges can add value not only in the delivery of vocational, 
technical and professional education and skills, but in the wider range of developments that are 
required. 
 
The college sector is looking to respond to the challenge to diversify its income streams, as recently 
discussed with the Minister for Further Education, Higher Education and Science.  In order to do this, 
it has been acknowledged that some investment is required upfront.  There are further commercial 
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opportunities that colleges could utilise and grow, but as a consequence of the increasing tight 
margins that colleges operate in, as highlighted by the Auditor General for Scotland in the Scotland’s 
Colleges 2019 report, there is no headroom for colleges to develop many of the opportunities that 
could be available to the sector.  The ability to diversify has been acknowledged as requiring 
additional investment. 
 
Colleges Scotland is requesting an element of the Change Fund to be used by colleges to access 
resource to stimulate activity within the college sector that will increase commercial activity and 
generate additional income to the sector. 
 
A Change Fund would enable colleges to invest in long term skills training programmes which would 
be of benefit to the wider regional deals, as well as assist in further engagement of international 
work, whilst having the wider human impact of up-skilling and re-training the workforce and the 
subsequent economic benefits this would bring. The provision of a Change Fund would enable the 
college sector to continue to achieve the Scottish Government’s ambitions. 
 
Summary of the Change Fund 
 
The Change Fund will allow both the continuation of successful existing initiatives and for colleges 
to develop new diversification initiatives, that will strengthen the delivery of the skilled workforce in 
line with Scottish Government priorities, against the backdrop of the tight finances within the college 
sector. 
 
The total amount of the ask for the Change Fund is £5.5m each year of the Spending Review period. 
 
Mental Health 
 
Colleges Scotland is pleased to see the Programme for Government’s commitment to provide 
funding to for 80 additional mental health counsellors across the tertiary education sector.  Colleges 
Scotland welcomes the opportunity to utilise this resource to reduce the variation in provision across 
the college and university sectors and to allow Scotland to move towards equity of access for 
learners, no matter where they study, as well as acknowledging the greater differentiation of support 
required by those studying at colleges. 
 
Building on this commitment, the college sector is seeking to begin to address mental health 
prevention and to build resilience across the whole community, through a range of provisions that 
will address learners’ needs, beyond the provision of counsellors.  This will be achieved through a 
collaborative approach at a regional level, by a co-ordinated plan to ensure there are sufficient 
arrangements, strategies and resourced services made available through appropriate partnerships.   
Colleges Scotland will work with other key stakeholders to identify the additional resources required 
to continue to strengthen the provision of mental health services over the period of the Spending 
Review, which will provide preventative measures to complement the additional counsellors.  This 
would include, but is not limited to, the use of, and funding levels related to, the Access and Inclusion 
Fund. 
 
Student Support 
 
Following the recent independent review and the response of the Scottish Government, Colleges 
Scotland is pleased with the additional resource focused on specific recommendations from the 
report.  Colleges Scotland looks forward to further engagement with Scottish Government and the 
SFC to discuss the resourcing implications of other recommendations from the review that the 
Scottish Government is minded to support. 
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Widening Access 
 
The contribution of colleges to the Scottish Government’s aspirations around widening access is 
significant, as highlighted by the Sutton Trust report5 that identified that 90% of those learners from 
the most social deprived background that went to university did so through colleges.  Colleges 
Scotland is keen to explore how more activity can be delivered through the college sector in support 
of this key policy area. 
 
Infrastructure Investment 
 
The future of college infrastructure must be considered in the context of: 
 
• The current level of capital funding was outlined as ‘insufficient to address colleges’ 

maintenance requirements’ in the Auditor General for Scotland’s report Scotland’s Colleges 
2019. 

• The National Infrastructure Mission, set out in the Scottish Government’s Programme for 
Government 2018, to enable maximum benefit to Scotland to be gained from the investment 
and to ensure that the construction and other skilled workers required to deliver the projects 
are skilled up and in sufficient numbers through a robust and responsive college sector. 

• The Infrastructure Commission for Scotland, by investment in college infrastructure that 
delivers not only inclusive economic growth but maximises the opportunities for innovation and 
entrepreneurship in Scotland’s businesses, as well as skilling up the workforce required to 
increase industrial competitiveness and underpin wellbeing in society.  

• The Scottish Government’s Medium-Term Financial Strategy. 
• The college sector’s and the nation’s digital ambitions.  
 
Our Digital Ambition 
 
New forms of service delivery and new and agile forms of learning enabled by digital integration of 
learning experiences and the creation of new and diverse skills, must be considered alongside the 
use of digital technologies as part of the planning of the future estate and to support the development 
of the college of the future.  Future strategies for learning and communities should be incorporated 
into planned investment. Investment in information and digital technologies will be key to achieving 
the transformational change to teaching and learning needed in the 21st Century.  
 
There are a number of drivers for colleges in relation to developing their digital ambition, and 
Colleges Scotland will work with the SFC and other key stakeholders in order to ascertain the ICT 
requirements of the sector and the related resources in order to inform future capital requests.  
The level of investment in digital technologies required to respond to Industry 4.0 and to provide 
unbundled flexible work-based learning to those in employment as envisaged by the Enterprise and 
Skills Strategic Board is currently beyond the technology across the college sector. 
 
There is a need to consider the future role of the sector and link investment appropriately with the 
flexibility to prioritise needs at a regional level. 
 
Capital Funding  
 
Major Capital Projects 
 
The condition of the college estate is variable, and whilst there has been significant capital 
investment in the college sector over the last few years, some college campuses are in a very poor 
state of repair and require urgent attention. Continued investment in the college estate and 
Information and Communications Technology (ICT) capital is vital in order to ensure learners have 
the best possible learning experience; to make sure they are being taught in appropriate and safe 
                                                
5 https://www.suttontrust.com/research-paper/access-in-scotland-university-participation/ 
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facilities; to bring equity to the learner experience; and to allow colleges to fully contribute to Scottish 
Government priorities.  This investment also supports innovation, new markets and 
entrepreneurship through investing in college assets to provide state-of-the-art facilities in order to 
equip learners with the professional and technical skills to be work-ready. 
 
Colleges Scotland and the SFC are preparing detailed inputs to the work of the Infrastructure 
Commission for Scotland, which will include analysis of the known priority projects requiring capital 
investment as a result of poor estate conditions. 
 
At this stage it is possible to provide estimates of the broad amounts of such investments required 
for the five projects of highest current priority and the typical capital value of these major campus 
redevelopments / replacements is in the range £70m - £100m each. 
  
Colleges Scotland is also aware that there are major capital projects required in the college sector 
as a result of strategic issues and curriculum change, and the ask is that these are recognised in 
addition to the capital need for dealing with the poor estate condition.    
 
Colleges Scotland is working with Scottish Government and the SFC to identify the appropriate 
funding route, for example, through the proposed Mutual Investment Model, as outlined in the 
Scottish Government’s Medium-Term Financial Strategy. 
 
Backlog Maintenance  
 
The SFC published its Estate Conditions Survey in December 2017, which provided evidence for 
the level of backlog maintenance costs required by the college sector. Colleges Scotland is 
requesting sufficient funding to meet the college sector’s backlog maintenance requirements. 
 
The survey demonstrated that the cost to bring college buildings to Level B conditions (backlog 
maintenance) would be £360 million over a five-year period.  The survey highlighted items from very 
high to low priority items.  The very high priorities were addressed through funding that was received 
in 2018/19.  The survey identified approximately £77 million of high priority items, which should be 
addressed within the two years 2019/20 and 2020/21.  Taking into account the resources provided 
to date, the balance of the resource required to deal with the high priority items in 2020/21 is around 
£46m. 
 
For 2021/22 and 2022/23, the remaining costs identified in the SFC’s Estate Conditions Survey need 
to be resourced in order to complete the identified work within the five-year timespan covered by the 
survey.  The costs, taking into account those backlog maintenance costs offset by actual new capital 
investment, are approximately £212m.  Spread evenly over 2021/22 and 2022/23, this equates to 
£106m each year. 
 
These figures will reduce if there is new investment to replace or completely refurbish buildings which 
are in the poorest condition.  The impact of such reduction will depend on the level of investment 
and its timing. 
 
Lifecycle Maintenance 
 
Lifecycle costs are required across the college sector estate in order to ensure that assets are 
adequately maintained and therefore continue to provide a good learning environment and protect 
the investment made.   
 
The college sector is seeking an adequate and sustainable level of funding for life cycle costs.  The 
SFC undertook work to provide a more robust evidence base for such costs. This work 
demonstrated that the annual lifecycle resource required was £22m for the college sector.   
 
This estimate is to try and ensure that there is no deterioration in the teaching and learning 
environment in the meantime, and avoid increasing the level of backlog maintenance required.  
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Digital Resource 
 
Previous capital submissions to the Spending Review have not included the costs associated with 
ICT required to cover the costs of achieving the digital ambition of the sector.  An estimate of the 
costs of maintaining existing provision can be made from the annual ICT equipment purchase 
through the APUC call off contract.  For the last full year available (2014/15) this amounted to 
approximately £25m, which would represent a recurring annual cost of equipment replacement.  
This does not recognise the significant additional cost required to meet changing demand on the 
sector.  Through the College Strategic Liaison Group, it has been agreed that during 2020/21 the 
sector will develop an ICT and Digital Strategy which will be used to inform a comprehensive 
resource and implementation plan, which will inform the Spending Review submission for 2021/22. 
 
The various elements of infrastructure investment are outlined in the following table: 
 
Financial 
Year 

Backlog 
Maintenance/£m 

Lifecycle 
Maintenance/£m 

Digital/£m Total (excluding 
major 

projects)/£m 
2020/21 46.0 22.0 25.0 93.0 
2021/22 106.0 22.0 25.0 153.0 
2022/23 106.0 22.0 25.0 153.0 

 
In addition, resources need to be identified for the following: 
 
• Around five major campus refurbishment / replacement projects, with typical values of between 

£70m and £100m each 
• Major capital projects required in the college sector as a result of strategic issues and curriculum 

change 
• Investment in developing and extending ICT and digital technologies in the sector. 
 
6. Summary 
 
The vision of both the college sector and Colleges Scotland supports the Scottish Government’s 
policy intentions in relation to: 
 
• achieving the Scottish Government’s target of 116,000 FTEs 
• providing a positive learner experience 
• seamless learning and skills journeys 
• improving attainment 
• Developing the Young Workforce 
• widening access  
• tackling inequalities 
• expanding opportunities across all socio-economic groups 
• providing equality in education  
• enhancing the skills of those in the workforce 
• strengthening the economy through improving productivity and innovation 
• delivering the STEM agenda 
• retraining and upskilling of adult learners.  
 
It is evident from this submission that an investment in the college sector brings positive benefits to 
inclusive sustainable economic growth, communities and people (students, staff and partners), and 
allows Scotland’s colleges to contribute to Scottish Government strategies and policy direction.   
 
 
Colleges Scotland 
October 2019  
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