
F&GP Meeting

18 September 2019, 16:00 to 19:00
FW (G1/3) and by VC (50625@uhi.ac.uk)

Agenda
1. Apologies

2. Declarations of interest

3. Minutes of the meeting of 17 June 2019
Decision

Hayley Lewis

   Minutes_F&GP Committee meeting_170619-1.pdf (4 pages)

4. Matters arising

4.1. National bargaining

5. Any Other Business

6. CONFIDENTIAL Management accounts for the period 
ending July 2019

Endorsement

Paula Lister

   F&GP_180919_14_ManAccounts.pdf (5 pages)

7. Early admissions report
Information

Sue Macfarlane

   F&GP_180919_6_Early Admissions Report.pdf (3 pages)

8. Draft capital expenditure plan
Endorsement

Paula Lister

   F&GP_180919_13_Capital Expenditure Plan.pdf (3 pages)

9. Institutional efficiency (annual return)
Information

Paula Lister



   F&GP_180919_5_Institutional Efficiency Return.pdf (7 pages)

10. CONFIDENTIAL Financial Forecast Return
Endorsement

Paula Lister

   F&GP_180919_15_FFR.pdf (6 pages)

11. Preparations for annual accounts 2018-19

Verbal update
Information

Paula Lister

12. Health & Safety annual report 2018-19
Endorsement

Lydia Rohmer

   F&GP_180919_3_Health and Safety annual report.pdf (22 pages)

13. Estates Update
Information

Paula Lister

   F&GP_180919_4_Estates Update.pdf (13 pages)

14. Senior staff adjustments

Verbal update
Information

Lydia Rohmer

15. Strategies

15.1. New strategies

15.1.1. STEM

Endorsement

Sue Macfarlane

   F&GP_180919_2_STEM Strategy.pdf (13 pages)

15.1.2. Business Development

Endorsement

Sue Macfarlane

   F&GP_180919_1_Bus Dev Strategy.pdf (10 pages)

16. Policies



16.1. Policies for review

16.1.1. Health & Safety

Endorsement
 

Lydia Rohmer

   F&GP_180919_09_H&S Policy.pdf (26 pages)

16.1.2. Value for money

Endorsement
 

Paula Lister

   F&GP_180919_7_Value for Money Policy.pdf (6 pages)

16.1.3. Fee instalment

Endorsement
 

Paula Lister

   F&GP_180919_8_Fee Instalment Policy.pdf (8 pages)

16.1.4. Policies to be delayed

Decision
 

Claire Wylie

   F&GP_180919_11_Policy for delay.pdf (2 pages)

16.2. New policies

16.2.1. Cross-UHI Equality, Diversity and Inclusivity

Endorsement
 

Sue Macfarlane

   F&GP_180919_10_Equality Diversity Inclusivity 
policy.pdf (12 pages)

16.2.2. Cross-UHI Promoting a Positive Learning Environment

Endorsement
 

Sue Macfarlane

   F&GP_180919_12_PPLE Policy.pdf (8 pages)

17. Date of next meeting

Wednesday 27 November 2019 (and joint meeting with Audit Committee)



F&GP Committee meeting
17 June 2019, 16:30 to 18:10
F35 in Fort William

Attendees
Board members
Hayley Lewis (Convenor), John Hutchison, Ross Lynn, Charles McCrimmon, Lydia Rohmer, Katie Wrigglesworth

Attending
Paula Lister (Director of Finance & Estates), Sue Macfarlane (Depute Principal)

Meeting minutes

1. Apologies
Apologies received from Lisa McAndrew

2. Minutes of the meeting of 18 March 2019
The minutes were approved subject to correction of the list of attenders.

3. Declarations of interest
There were no interests declared.

4. Homologation of decision to approve CRTR research bid
Members noted the extremely short timescale given to approve the bid and recommended that in future adequate
time for circulation and decision be built into the bid application process.

The decision was homologated. 

 FGP_170619_4_Homologation of CRTR bid.pdf

Decision
Hayley Lewis

5. Matters arising

5.1. National Bargaining

It was now expected that the College would be obliged to sign up to 
National Bargaining as a condition of grant by the end of July. The 
letters of comfort that the Committee had requested from SFC and UHI, giving reassurance regarding the funding of
the NB outcomes, had not yet  been received but it looked possible that they might be forthcoming.

1/4 1/148



5.2. CRTR Slow Adventure

A useful discussion had been held between the CRTR team and some members of the F&GP Committee regarding
what the CRTR team were proposing and what arrangements would best suit WHC.

It  looked likely that the most appropriate development would be that the College sets up an arms-length company as
a trading subsidiary to manage consultancy income associated with Slow Adventure and any other income-
generating College activities. The plan for a College Slow Adventure company to sell its services, and all the
development time and risk associated with that, was not supported. 

The CRTR team, as private individuals, may pursue the Slow Adventure company proposal themselves however.

The copyright for the Slow Adventure trademark rested with the College but there are queries over what use the
College can make of it, in view of the original funding which supported its development.

More detailed plans from CRTR were expected in due course.

6. Any Other Business

6.1. Audit Scotland: Scotland's colleges 2019

This report had recently been published and circulated to members. The report highlighted the current financial
sustainability difficulties of Scotland's colleges, including capital investment and the risk of under-investment. The
Principal asked members to note that colleges should include mitigating actions in their medium term financial plans,
and that these plans should be submitted to SFC along with the Financial Forecast Return (FFR). Details of the FFR
requirements and guidance were likely to be published sometime this month.

7. Estates Update
The report to the Estates Project Group, and the minutes from that meeting, were received by members. A few
updates were noted:
* the cost of the lease of space in the new Gairloch museum would be as originally negotiated
*  Paula had secured a meeting with Scott-Moncrieff to discuss the 
possibility of VAT zero rating of the build costs for the STEM Centre and Mallaig Learning Centre 
* the introduction of Brexit clauses (where unanticipated cost increases associated with Brexit could be passed on by
the contractor) was not thought to be as widespread as initially advised
* a first stage funding application had been made for the Mallaig Learning Centre and, separately, the College had
received an enquiry from a private donor.

 FGP_170619_7_Estates update.pdf

Discussion
Paula Lister

8. CONFIDENTIAL Management Accounts for period ending April 2019
The Accounts and a commentary from Paula were discussed. In view of the relatively promising year-end surplus, a
query was raised as to how it might best be used. Sue suggested that the College continues to invest in STEM in
order to build capacity, but there was no need to make any rushed decisions as any surplus would be added to
reserves and would be available beyond the end of the financial year.

Roddy was thanked again for keeping a robust grip on the Accounts whilst a new Finance Director was appointed.  

The Accounts were endorsed.

 FGP_170619_8_Management Accounts.pdf

Endorsement
Paula Lister

9. CONFIDENTIAL Draft Budget 2019-20
The proposed Budget was introduced by Paula and Committee members were satisfied with the outline presented.
Members concurred with the observation that, whilst cuts may be necessary, under-investment was also a danger,
and the positive student experience should not be undermined. 

It was noted that this Budget was still in draft form and there would likely be alterations to it prior to submission to the
Board.

The draft budget was endorsed.

 FGP_170619_9_ draft budget.pdf

Endorsement
Paula Lister
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10. Financial Forecast Return update
It was expected that the FFR instructions would be received this month, with a return date expected at the end of
September 2019.

Information
Paula Lister

11. UHI VAT Group
Henderson Loggie had led this event, set up by Fiona Larg (UHI). It appeared to be a useful vehicle for VAT recovery
(likely to be in the region of £300K for UHI). However it was of limited relevance to a non-incorporated college such as
WHC as all collaborating entities had to be under control of the same body.

Information
Paula Lister

12. Health & Safety Report third quarter
The Committee received the report which it found to be detailed and helpful. It was pleased to note that good H&S
practices were so embedded within the organisation. 

 FGP_170619_12_H&S.pdf

Information
Lydia Rohmer

13. F&GP Committee Evaluation
The draft version was received, and further comments invited within the next 24 hours.

The final version would be circulated to members within the next couple of days, and then considered approved.

 FGP_170619_13_committee evaluation.pdf

Decision
Christine Mackay

14. Policies for review

14.1. FE Essential Skills

The College had been fully involved in the development of this policy. Although not as innovative as it could be, it was
acceptable to the College team. 

The Policy was endorsed.

 FGP_170619_14.1_FE Essential Skills policy.pdf

Endorsement
Sue Macfarlane

14.2. Procurement

It was agreed that a review of this policy could be delayed until November 2019.

 FGP_170619_14.2_14.3_Policies for delay.pdf

Decision
Paula Lister

14.3. Fee instalment

It was agreed that this policy review could be delayed until September 2019.

Decision
Paula Lister

15. Date of next meeting
Wednesday 18 September 2019
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Cover-Paper_Management Accounts 12 months to Jul19.docxPage 1 of 2 FJG Ver2 171016

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

F&GP/180919/14 

Subject CONFIDENTIAL Management Accounts for 12 months ended 
31st Jul 2019 

Purpose of paper To show financial position for 2018-19 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☒

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☒

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes Financial sustainability at risk 
Date paper prepared 13/09/2019 
Date of meeting 18/09/2019 
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? 

Discussed with ELT 

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

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

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

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

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

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

Other (please give further details) ☐

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

2. A condition is required ☐

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

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

2/5 6/148

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


FGP cover - early enrolments.docx Page 1 of 3 FJG Ver2 171016

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

F&GP/180919/6 
Subject Early Admissions Report (Enrolments) 

Purpose of paper 

This paper provides the indicative enrolment position for the 
College for 2019/20. 

At this point in the year, the overall enrolment position looks very 
encouraging and there is a strong indication that: 

The College has met its full-time FE target and on track to meet 
school and part-time target numbers 

The College has slightly exceeded its full-time equivalent target 
for HNC/D and first year degree numbers 

We expect to meet our continuing degree student target number 
but are awaiting confirmation of this 

FE: 
Recruitment to full-time courses resulted in the 2 countryside 
courses in Broadford being withdrawn this year and a delayed 
start to the NC in Music in Fort William.  This has been off-set by 
healthy recruitment on other programmes. 

We have recruited well to school link courses with an increase in 
the number of pupils taking up Foundation Apprenticeships. 

HE: 
HNC enrolments are slightly below target (78.5 fte vs target of 
86.5), however, at the time of writing, we are continuing to receive 
HN applications.   This has been fully offset by strong recruitment 
of first year degree students. 

On the assumption that the College meets its part-time enrolment 
figure and does not experience a higher than usual early student 
withdrawal, there is a high confidence that the College will meet 
its recruitment and financial targets for 2019/20. 

There is planned FE curriculum contingency in place should this 
be required after assessment of the early retention in November. 

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 
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Risk implications Yes Financial and reputational risk should the College not achieve 
targets 

Date paper prepared 09/09/2019 
Date of meeting 18/09/2019 
Author Depute Principal 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

Which other committees have been consulted? 
How else have you consulted? 
 
College Management Group 
 
 
 

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

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

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

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

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

F&GP/180919/13 
Subject Capital & Maintenance Budget 

Purpose of paper 
To provide indicative spend priorities for the capital & 
maintenance funding. 

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

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☐

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes 

Yes  Investment in the facilities to meet student and staff 
needs 

Risk implications Yes Failure to invest will directly impact on student recruitment 
and retention 

Date paper prepared 12/09/2019 
Date of meeting 18/09/2019 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

Budget holders have submitted priorities 

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

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

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

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

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

FINANCE & GENERAL PURPOSES COMMITTEE 

18TH SEPTEMBER 2019 

 

Capital Expenditure Budget 2019/20 

Allocations for capital maintenance budgets have now been confirmed for both FE and HE.  The table 
below shows the allocation and gives a comparison against funds available in 2018/19.  

 2019/20 2018/19 Difference 
FE Capital £80,098 £133,594 (£53,496) 
HE Capital £30,379 £31,751 (£1,372) 
HE BIS (Research) £2,969 £3,143 (£174) 
TOTAL £113,446 £168,486 (55,040) 

 

There is a significant reduction in allocation for 19/20 which is reflective of the reduction to the 
region. 

Given this, discussions remain ongoing regarding prioritising the list of competing needs and 
requirements from across the College.  However, the table below shows an indicative allocation 
across a range of areas currently being considered. 

IT Equipment £16,000 14% 
Curriculum Equipment £29,000 26% 
Furniture & Fittings £5,000 5% 
Signage - External £15,000 13% 
FW Boilers (Priority) £15,000 13% 
Critical maintenance incl. 
soundproofing, renewal of 
intruder alarms, 
roof/guttering repairs et. 

£33,446 29% 

 £113,446 100% 
 

This shows an investment split of 60% for estate/premises (including sustainability initiatives) and 
40% for student facing activities. 

Board is asked to consider the split and approve this general direction recognising that within these 
categories prioritisation is still taking place.   

 

 

Paula Lister 

Director of Finance & Resources 

12/9/2019 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP/180919/5 
Subject Institutional Efficiency Return to SFC 
Purpose of paper For information showing details of the return made. 
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 17/09/2019 
Date of meeting 18/09/2019 
Author Paula Lister 
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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Annex B

Name of institution:  West Highland College UHI
Institutional Efficiency - Collection of information about savings for  2017-18

Workstream codes: BPI - business process improvements; C - collaboration; S - shared service; E - estates; i - income; P - procurement (non-APUC); and O - other.

2017-18    
£000 

Cash
First year of a recurring 

efficiency 0.7
One-off efficiency 0.0

Total cash efficiency 0.7
Time

First year of a recurring 
efficiency 0.8

One-off efficiency 0.0
Total time efficiency 0.8

Cash
First year of a recurring 

efficiency 25.4
One-off efficiency 0.0

Total cash efficiency 25.4
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Cash
First year of a recurring 

efficiency 22.4
One-off efficiency 0.0

Total cash efficiency 22.4
Time

First year of a recurring 
efficiency 0.0

Workstream 
code

Name and description of project/activity and 
how benefits have been delivered (each 
project/activity should be a separate entry) Brief description of calculations/comments

         
       

   

BPI Move from paper to online payslips

5 hours per month of payroll assistant time = 60 X 12.86 = £772          
Cost of SAGE stationary £550                                                                  
Cost of printing 200 payslips per month X 0.05p = £120

BPI
Introduced networked and virtual delivery 
for Foundation Apprenticeships

2 schools involved, 5 FA courses.  5 Hours per week per FA for 40 
weeks plus 3 hours per term for WB =  1060 hrs X £24.  Only one set 
of staff required so saving £25,440 per school.  Savings increase in 
18/19 as more schools come online
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Annex B

Name of institution:  West Highland College UHI
Institutional Efficiency - Collection of information about savings for  2017-18

Workstream codes: BPI - business process improvements; C - collaboration; S - shared service; E - estates; i - income; P - procurement (non-APUC); and O - other.

2017-18    
£000 

Workstream 
code

Name and description of project/activity and 
how benefits have been delivered (each 
project/activity should be a separate entry) Brief description of calculations/comments

One-off efficiency 0.0
Total time efficiency 0.0

Cash
First year of a recurring 

efficiency 3.5
One-off efficiency 0.0

Total cash efficiency 3.5
Time

First year of a recurring 
efficiency 0.9

One-off efficiency 0.0
Total time efficiency 0.9

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 0.0

Total cash efficiency 0.0
Time

First year of a recurring 
efficiency 2.8

One-off efficiency 0.0
Total time efficiency 2.8

Cash
First year of a recurring 

efficiency 5.0
One-off efficiency

Total cash efficiency 5.0
Time

BPI

Improved Regstry processes reducing the 
amount of paperwork requiring completion 
by lecturers Time saved 1 hr per lecturer = 23.34*120

BPI
Move from paper handbooks and induction 
packs for students to online

73 hours (10 mins per student) per year of staff time saved = 73 X 
11.93 = £871 Cost of 
printing 100 sheets per student (441) X 0.08p = £3,528

Actual saving from 16/17 to 17/18 as per management accountsBPI
Change from as and when rental of 
minibuses to lease agreement
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Annex B

Name of institution:  West Highland College UHI
Institutional Efficiency - Collection of information about savings for  2017-18

Workstream codes: BPI - business process improvements; C - collaboration; S - shared service; E - estates; i - income; P - procurement (non-APUC); and O - other.

2017-18    
£000 

Workstream 
code

Name and description of project/activity and 
how benefits have been delivered (each 
project/activity should be a separate entry) Brief description of calculations/comments

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Total annual cash efficiencies 57.0
Total annual time-releasing efficiencies 4.4

i Phone mast income, Auchertrye £1,250 per quarter

5/7 20/148



Annex C 
 
Institutional Efficiency return 2017-18 
 

1 
 

1. 
 

University/College name West Highland College UHI 

2. Institution’s Responsible Officer Lydia Rohmer 
3. Total cash efficiency achieved £57k 
4. Efficiency achieved as % of SFC 

total grant 
1.7% 

5.  Summary of efficiency activity e.g.  
• The main initiatives the 

institution has taken over 
the year to ensure a 
strategic approach to 
increased efficiency and 
productivity and the 
improvements achieved in 
these areas. 

• The main information the 
institution uses to assess 
productivity, service, 
quality and performance 
and how the scope, 
usefulness or reliability has 
been improved during the 
year. 

• Specific steps the 
institution has taken during 
the year to improve 
collaboration and joint 
working to deliver efficient 
and user-focused services 
and the improvements 
achieved. 

 

WHC UHI continue to develop our networked and 
virtual delivery right across the curriculum.  This 
enables a wide range of learning opportunities to be 
accessible right across our remote geographical 
locations which would otherwise be financially 
unsustainable.  This is in line with our College Strategy 
Cash savings have also been made through a review of 
printed material for both students and staff and by 
entering into a lease arrangement for minibuses.  This 
meets our Value for Money strategy and improves the 
student experience. 

6. How have savings been applied? Savings achieved allow the college to meet its strategic 
aims in the face of budget cuts and increased cost 
pressures. 

7. Breakdown of efficiency savings 
by procurement and shared 
services 
(Only where relevant – not all 
efficiencies will fall into these 

Procurement=0 
 
 
Shared services=0 
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Annex C 
 
Institutional Efficiency return 2017-18 
 

2 
 

 
I confirm that the efficiencies delivered during the year 2017-18 are detailed in the 
above table and I am satisfied that the efficiencies identified fall within the definition 
given in the SFC Call for Information. 
 

Signed:………
…………………………………………………………………………………(Head of institution) 
 
Date:……………6 September 2019………………………………. 
 
 
 

categories, so the figures here 
may not match the overall total). 

8. Evidence: what performance 
measures and/or quality 
indicators are used to ensure that 
efficiencies were achieved without 
any detriment to services 

The college measures itself against a range of 
established performance assessments and KPI’s.  It 
also received feedback from periodic staff and student 
surveys  
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

F&GP_180919/15 
Subject CONFIDENTIAL FFR 2019 Submission 

Purpose of paper 

The draft FFR is attached. In accordance with guidance from SFC 
the final submission must show a balanced budget for all years 
with commentary as to the steps taken to reach this position.  
Therefore, the committee is asked to discuss and agree the 
options for getting to this balanced position. 

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: 
Significant implications on WHC onall options to achieve a 
balanced budget position.   

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

Risk implications Yes 
Date paper prepared 12/09/2019 
Date of meeting 18/09/2019 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☒

For endorsing   ☒

For decision  ☒

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

ELT 

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

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

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

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

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

Purpose 
Committee paper no:
F&GP 180919/3 

Subject Health and Safety Annual Report – 2018/19 

Purpose of paper 

As part of health and safety control processes of the College, 
an annual report is produced to report on health and safety 
performance, activity centred around health and safety 
undertaken during the year and identifies areas for 
development and improvement 

Strategic linkage 
Tick all that apply: 

Describe the linkage: 

Embed a culture of ownership and best practice in 
relation to Health and Safety management 

Health and Safety Strategy 
Assess and control risks in the workplace and comply with 
health and safety law 

1. WHC strategic plan ☒
2. Excellence for All ☐
3. Other strategies ☒
4. Risk management ☒
5. New opportunity/change
☐
Content sensitivity Normal 
Resource implications 
Give details if yes No Give details about resource implications 

Risk implications Yes Legal duty under the Health and Safety at Work Act 1974 
Date paper prepared 06/09/2019 
Date of meeting Click to enter a date. 
Author Jane Ollerenshaw 
Equality Impact Assessment 
(EIA) 

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

Action requested For discussion ☒
(tick those that apply) For endorsing ☒

For decision ☐
Consultation has been 
carried out with 

Which other committees have been consulted? 
Report is to be shared with the Health and Safety 
Committee How else have you consulted? 

Describe here 

Staff ☐
Students ☐
UHI and Partners ☐
External ☐
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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Executive Summary 

The 2018/2019 health and safety annual report summarises College performance and 
the programme of work carried out during the academic year, in order to work towards 
the highest standards of health and safety management. 

The report captures the diversity of activity relating to health and safety management that 
takes place in the College, whilst combining statistical information on incidents with 
explanatory information on management. 

Commitment 
West Highland College UHI is committed to providing and maintaining a safe and 
healthy working environment for all its employees, students, stakeholders and 
any other persons who may be affected by its activities. 
The overall responsibility for ensuring the implementation of the Health and Safety 
Policy lies with the College Board of Management and the Principal and Chief 
Executive. 

The College recognises that good health and safety management has positive 
benefits for the organisation and that commitment to a high level of health 
and safety management makes good business sense. 

It also recognises that health and safety management is an essential function 
and that it must therefore continually improve, update and adapt to changes. 

Successful health and safety management requires the full support and active co-
operation of all employees and students at the College. All matters of health and 
safety management are essential factors that must be integrated within 
corporate and management decisions and embedded within the Strategic and 
Operational Plans. 

Performance 

• Health and safety performance compares favourably against previous
academic years with the same number of RIDDOR reportable incidents
as last year. Our RIDDOR reportable incident figure is at its lowest since
2009.

• Due to our size we need to continue to be vigilent as very small numbers
of RIDDOR reportable incidents can greatly affect one of our key
performance indicators.

• Near-miss reporting has increased since last year but still work needs to be 
undertaken to ensure a consistent reporting approach across all our centres.
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• Near-miss reporting is vitally important in preventing serious incidents
that are less frequent but more harmful than near-misses. By reporting
near-miss incidents we promote proactive safety at West Highland
College UHI.

To achieve more proactive success, we need to:- 

• Encourage employee participation and increase understanding of everyone’s
role in the process of reporting

• Educate why near miss reporting is necessary.

• Communicate and positively reinforce the message to employees at all levels.

Data on accidents is displayed within the report plus commentary and causes observed. 

Positive action taken during the year 
There were a number of new developments and ongoing actions this year, 
including:- 

• A fire suppression system has been installed in our training kitchen in Fort William
following recommendations from our insurers.

• First aiders who have completed a 3 day first aid at work qualification now
receive an annual payment for providing this support service at our centres.

• Permit to work training has taken place for key staff who manage or are involved
with work that carries an enhanced risk.

• A programme of MiDAS training for minibus drivers is currently underway.
• The services of Clarity Safety Solutions have been retained for the provision of expert

health and safety advice. Appendix 1
• Work is currently underway to enhance the fire alarm system in Fort William. The

work will improve the classification of the system from L4 to L2 ensuring the system
can report more accurately and diagnose faults more readily in the event of an alarm
activation.

• Revision and amendment of a number of procedures that support the Health and
Safety Policy

• On-going health and safety training (IOSH and LearnUpon at induction)
• “Healthy, Happy You” – staff and student well-being events

Next steps for the new academic year 
A number of initiatives have been identified for action over the coming 12 months:- 

• Undertake fire risk assessments at our college premises
• Ensure improved levels of student representation on the Health and

Safety Committee and staff representation from our other centres.
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• As part of the UHI Single Policy Environment Project, work with UHI and
Academic Partners to develop a Health and Safety Strategy and Policy taking
the opportunity to advance more streamlined working.

• Evaluate SHE Assure Health and Safety Management software. Is this
providing the best solution for incident recording and risk assessment
management.

• Continue work on a comprehensive premises management handbook
detailing all statutory premises legislation, inspections and procedures.
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Summary of Activity Health and Safety Performance 

RIDDOR 

Table of RIDDOR Reports 

RIDDOR Reports 13/14 14/15 15/16 16/17 17/18 18/19 
Specified major 
injuries 1 0 0 0 0 0 

Over 7 days injuries 
(staff) 0 0 1 0 0 0 

Injuries to non 
workers (students) 4 3 2 2 2 2 

Occupational 
Diseases 1 0 0 0 0 0 

Dangerous 
Occurrences 1 0 0 0 0 0 

Total 7 3 3 2 2 2 

RIDDOR Incident Details – 2018/19 

Designation Category Incident Description Centre 
HE Adventure 
Student 

Hospital 
treatment 

Facial 
bruising 

Towards the latter part of the second 
morning of a 2 day mountain biking course 
the incident occurred during a descent. 
Descending an even grade trail the rider lost 
control of his bike leaving the trail and 
landing at the side of the track where his face 
came into contact with a tree stump. The 
incident was not seen by other participants or 
the course leader. The student was taken to 
A& E and medical treatment was 
administered. 

Fort 
William 

FE Crofting 
and 
Countryside 
Skills Student 

Hospital 
treatment 

Fracture Whilst undertaking dry stone walling at a site 
away from the College Centre a student 
trapped their finger under a stone resulting in 
a crush injury resulting in a fracture to the 
finger. Whilst a broken finger is not 
reportable under RIDDOR the student was 
taken to A & E thereby making the incident 
reportable. 

Broadford 
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The two RIDDOR injuries were for non-employees (students) one from the FE Adventure 
student population and one from Crofting and Countryside Skills.  
Both required hospital treatment as detailed below:- 

• Facial bruising
• Fractured finger

Investigations were undertaken into both incidents and risk assessments and method 
statements have been reviewed. Staff and supervisory levels were found to be appropriate. 
No improvement action was identified but it highlighted the increased risk that some of our 
outdoor curriculum poses. 

       RIDDOR Incident Rate per 1,000 of population 

13/14 14/15 15/16 16/17 17/18 18/19 

Total 1.6 0.86 0.86 0.8 0.8 0.8 

Overall, the RIDDOR Incident Rate per 1000 of population decreased slightly this year 
reflecting an ongoing continual improvement over the past 5 years.  

Curriculum managers need to ensure safe working procedures and risk assessments are 
revised where appropriate and briefed to both staff and students.  

The SHE Assure Health and Safety Management Software enables all college areas to 
manage risk assessments and safe working procedures with automated notification of 
review dates, actions and tasks. 
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Incidents by Designation 

13/14 14/15 15/16 16/17 17/18 18/19 

Staff Incidents 5 5 9 5 1 3 

Student Incidents 16 21 22 21 7 18 

Other Incidents inc 
those affecting both 
staff and students 

9 6 1 0 5 4 

Total 30 32 32 26 13 25 
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Incidents by Designation

Staff Student Other

Following last years dip in reported incidents, this year has seen an increase particularly 
concerning incidents amongst the student population. This increase is accounted for 
with the inclusion of first aid treatment cases which we have started to record. 

Tracking first aid treatment cases will allow us to allocate sufficient resource to provide 
the correct levels of first aid cover. 

Over the previous three years the frequency of student related incidents has remained 
constant whilst the number of incidents involving staff has reduced.  

Incidents categorised as ‘Other’ include visitors, contractors, near misses and incidents 
that affect both the staff and student population. 

Continued good management and monitoring of contractors whilst on College 
premises has again seen zero instances of incidents involving contractors. 
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If we discount first aid cases, we are still seeing overall fewer reported incidents and 
we need to continue to work to ascertain if this is as a result of a true fall in incidents or 
an indication of under reporting. 

Further encouragement of staff to undertake incident reporting using the SHE 
Assure Health and Safety Software Solution needs to incorporate and reinforce the 
following:- 

Reporting and recording of accidents and ill health at work is a legal requirement and:- 

• gathered information enables the identification of where and how risks arise
• allows effective investigation
• enables enforcing authorities to help and advise on preventative action
to reduce injury, ill health and accidental loss

Both staff and student engagement and involvement is crucial to enable us to 
develop and bring improvement to our safety culture. This is an area which will need 
continued attention over the coming year. 

Incidents by Type 

13/14 14/15 15/16 16/17 17/18 18/19 

Bruising 3 6 0 1 5 1 

Lacerations 8 4 1 3 0 0 

Sprains and strains 2 5 5 3 0 0 

Dislocation 0 0 0 1 1 0 

Fractures 2 1 2 1 1 0 

Trapped fingers 0 0 2 1 0 1 

Scald 1 0 1 1 0 0 

Burns 2 0 0 1 0 0 

Falls/trips 0 0 0 3 0 1 

Medical issue/First Aid 1 1 3 5 1 12 

Other 1 1 1 0 1 0 

Near Miss 10 14 17 6 4 10 

Total 30 32 32 26 13 25 
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Overall, reported incidents have increased this year but this increase 
comprises an increase in ‘Near Miss’ reports and records of first aid treatment cases. 
The number of incidents resulting in injury has significantly reduced. 

During the third quarter of 2018/19 a number of incidents occurred within our 
Supported Learning class in Gairloch. These incidents centred around two 
students who experience frequent seizures when levels of excitement and 
anticipation increase. These cases are carefully managed by experienced staff 
alongside student support workers to ensure no harm or injury befalls the 
students concerned. 

Personal Emergency Evacuation Plans (PEEPs) are in place for all our 
supported learning students in all locations. 

Significant progress in reducing incidents has been made across all curriculum 
areas, particularly in professional cookery, construction and adventure 
studies. 

An indication of the continued progress being made across related curriculum areas such 
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as professional cookery and construction with no reported incidents is to be noted. 

Near-Miss Reporting 

Date Near Miss Incident Detail and Recommendations Centre 
17/09/18 Aggressive behavior from supported learning student. 

Unclear what triggered this behavior and the situation was 
managed by staff and the student’s support worker. 

Fort 
William 

27/09/18 Trailer became detached from the minibus whilst being 
towed. Low speed and trailer came to a halt on the grass 
verge. No injuries but damage to trailer. Investigation 
undertaken and measures implemented to increase checks 
prior to departure. 

Fort 
William 

14/12/18 Clock with broken glass face had been left in the corridor 
outside the principal’s office. Potential for injury. Removed 
by Facilities and disposed of. 

Fort 
William 

28/01/19 Student displayed aggressive behavior towards support 
worker and raced out of the building colliding with 
automatic doors. No injury sustained but investigation 
was undertaken to ascertain best way to deal with any 
future outbursts from this student. 

Fort 
William 

14/02/19 Student was found wandering along corridors in the 
evening trying various office doors. Student spoken to 
with regard to areas of the college not to be accessed 
during evenings when there are very few staff in the 
building 

Fort 
William 

04/03/19 Hammer head became detached from shaft whilst 
being used by student and struck another student. No 
injury sustained but the student was startled. 
Investigation undertaken and equipment checks to be 
emphasized prior to use. 

Fort 
William 

01/04/19 Supported Learning student became aggressive 
towards support worker. Support worker removed the 
student from the class. Teaching staff felt intimidated 
by the students behavior but no injury. 

Fort 
William 

09/04/19 Member of staff stood on chair to adjust window blind 
and toppled onto desk. Instructions issued making it 
clear chairs should not be used for this purpose. 
Facilities staff adjusted blind so it could be operated 
from a more accessible location. 

Broadford 

07/05/19 Member of staff tripped, stumbling over loose cables. 
No injury sustained. Facilities secured cables so no 
longer a hazard. 

Fort 
William 

15/08/19 Member of the public came into the foyer and semi 
collapsed on settee. He seemed incoherent and did 

Fort 
William 
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not speak much English. We were concerned that he 
might be ill, possibility diabetic – so ambulance was 
called and they took him to the Belford hospital.  

13/14 14/15 15/16 16/17 17/18 18/19 

Total 10 14 17 6 4 10 

Near miss reporting has increased this year. However there appears to be very little 
‘Near Miss’ reporting from centres other than Fort William.  

Further work is required in this area to achieve more proactive success. 
“Proactive” means raising awareness of potential hazards and mitigation strategies 
BEFORE an injury occurs. 

Identifying and investigating near-misses is a key element to finding and 
controlling risks before persons are injured. The information gathered through 
near-miss reporting is evaluated to determine root causes and hazard mitigation 
strategies. 

The importance of near miss reporting should be discussed at internal meetings 
particularly those involving staff and student representatives. 
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Incidents Reported by Centre 

13/14 14/15 15/16 16/17 17/18 18/19 

Auchtertyre 0 1 2 0 1 0 

Broadford 1 1 4 2 2 2 

Fort William 23 25 16 18 10 19 

Gairloch 0 2 6 4 0 3 

Kilchoan 0 0 0 0 0 0 

Kinlochleven 0 0 0 0 0 0 

Mallaig 0 0 0 0 0 0 

Portree 6 3 4 2 0 1 

Strontian 0 0 0 0 0 0 

Ullapool 0 0 0 0 0 0 

Total 30 32 32 26 13 25 

Broadford
Portree

Gairloch

Fort William

Incidents Reported by Centre

Broadford Portree Gairloch Fort William
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Fort William (our busiest centre) has reported the most incidents over the year, a 
significant increase from last year. 

Portree, Gairloch and Broadford were the only other centres with any incidents 
reported. 

There were no incidents reported for our other remaining centres. This is surprising 
considering the level and type of activity undertaken. 

We need to ensure that ALL incidents are being recorded and as detailed earlier in 
this report work is to be undertaken to reinforce across staff in all locations the 
importance of ensuring ALL incidents are accurately reported and recorded. 

Incidents by Curriculum Area (only incidents related to curriculum activity) 

13/14 14/15 15/16 16/17 17/18 18/19 

Supported Learning 0 2 6 4 1 6 
HE Adventure 2 8 6 2 3 2 
FE Adventure 8 4 5 7 4 0 
Art 0 1 0 0 0 1 
Rural Studies 0 0 1 0 1 1 
Professional Cookery 9 0 3 1 0 0 
Business & Administration 1 1 0 0 0 0 
Construction 0 2 0 2 0 2 
Music 0 1 1 0 0 0 
Early Education & 
Childcare/Social Services 0 1 0 1 0 1 

Hairdressing 0 0 1 1 0 0 
Fashion and Textiles 0 0 1 0 0 0 
Access to FE 0 0 0 2 0 1 

Total 20 20 24 20 9 14 
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There has been a general reduction in reported incidents across most curriculum 
areas with the exception of Supported Learning; where a number of medical 
incidents have been reported, especially in Gairloch. This is most probably due to 
some of the student’s complex medical and behavioural conditions. 

Significant progress has been made within the School of Adventure Studies in 
reducing reported incidents. Other curriculum areas have also experienced a 
reduction in reported incidents. Hopefully this is a trend that will continue. 

Display Screen Equipment (DSE) 

A total of 14 DSE self-assessments were submitted by staff in 2018-19. 

7 assessments resulted in participation in the College Concessionary Glasses 
Scheme for Computer Use. 

9 assessments resulted in the provision of footrests, back supports and chairs 
offering a greater degree of adjustment and support. 

In addition, support and guidance on posture and measures to minimise the risk of 
musculoskeletal disorders has been given. 

No detailed workplace assessments have been required. 

Fire Safety Management 

The College continues to operate a robust and successful fire safety management 
system in order to meet legislative requirements and meet best practice. 

Supported Learning

HE Adventure

Art

Rural Studies

Construction

CHSC

Access to FE

Incidents Reported by Curriculum Area

Supported Learning HE Adventure Art Rural Studies Construction CHSC Access to FE
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The system is based on a schedule of premise fire risk assessments, risks 
assessments, inspections and audits in order to identify relevant actions 
needing to be addressed. 

Required improvements identified by our insurers have resulted in the 
installation of a fire suppression system in our training kitchen in Fort William 
and an upgrade to the fire alarm system to bring the whole system up to L2 
classification. 

Audit and Review 

Good progress has been made against areas identified by our insurers during risk 
management inspections. 

Areas of good practice have been identified and recommendations for development and 
enhancement have been made.  

The Adventure Activities Licensing Authority (AALA) went particularly well with no 
recommendations issued. Furthermore we have moved to a two year inspection regime 
indicating that they are assured of the robust standard of our health and safety standards 
in the School of Adventure Studies. 
Further internal inspections are to be scheduled during the next academic year 
covering other centres and curriculum areas of high risk such as construction, 
hairdressing, adventure studies and crofting and countryside skills. 

Health and Safety Consultation 

The College Health and Safety Committee, chaired by the Principal or the Director of 
Finance (depute chair), met on 7 occasions throughout 2018/19. Minutes were issued 
and action points tracked to ensure progress and improvement. 

Positive contributions were received from the student representative, however 
it would be desirable to increase student participation from across a number of 
curriculum areas and a number of College centres.  

UHI Health and Safety Practitioners Group 

The UHI Health and Safety Practitioners Group continues to meet quarterly and 
offers excellent opportunities for collaborative working and sharing of good practice 
and expertise. 

West Highland College UHI Health and Safety Checklist return to UHI is attached as 
Appendix 2 
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Estates Condition Surveys 

Marsh and Riddell have continued to provide estates condition surveys, identifying 
areas of risk and areas for repair and improvement. 

Working towards a 5 year investment plan the College will ensure the estate is 
managed and maintained in a safe manner.   

Training 

Demand for IOSH Working Safely training delivered through BEST continues to be strong, 
with seven courses running during the year. However, there have been no IOSH Managing 
Safely courses. 

Internal External 
IOSH Working Safely 2 69 
IOSH Managing Safely 0 0 
Total 2 69 

Internal candidates for IOSH Working Safely Courses has reduced; mainly due to 
most staff having already received training and further training will comprise 
‘refresher’ training. 

Health and Safety Inductions 

Health and safety inductions for new staff continued in 2018/19. Inductions for 
new staff are mostly face to face but a small number are completed by VC. 

Mandatory training Health and Safety training for all new staff is facilitated on 
line using LearnUpon. Training is to be completed within 6 weeks of commencing 
employment. 

During the year 25 new members of staff completed both parts 1 and parts 2. 
Departmental managers are tasked with ensuring all their staff have completed 
either:- 

• IOSH Managing Safely
• IOSH Working Safely or
• LearnUpon Online Parts 1 & 2
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Claire Rizos - Principal consultant has: 

• 20 years of health and safety experience

• an enforcement background, industry experience and 14 years of consultancy experience

• a degree in Environmental Science, NEBOSH Diploma, Chartered Member of IOSH, OSHCR
registered, FPA qualified fire risk assessor, qualified asbestos surveyor

• Experience in most sectors, e.g. - events industry, private healthcare, retail, leisure, airport,
construction, local government, third sector and service industries

• Excellent technical knowledge (published author of more than 1000 articles, as well as special
reports, training courses and examinations)

• Lively communicator and experienced trainer

• Researcher with a focus on thoroughness and accuracy

• Working mainly in the west coast and islands of Scotland.
The company also employs a specialist in legionella risk assessment.

Services offered 

• General and specific risk assessments

• Fire safety risk assessment

• Legionella risk assessment

• Audit

• Development of tailored policies and management procedures

• Training for managers and staff

• Incident investigation

• Provider of Competent Assistance to Employers as required by the Management of Health and Safety
at Work Regulations, the Regulatory Reform (Fire Safety) Order and Fire Safety (Scotland)
Regulations 2006

• Technical health and safety writing

Claire Rizos BSc(Hons) Dip2.OSH CMIOSH, Director 

Clarity Safety Solutions Ltd 

Tel: 01631 564954, 07891 543540 

Email: c.rizos@btinternet.com 

Web: http://claritysafety.co.uk 

Postal address: Avalon, Longsdale Road, Oban, Argyll, PA34 5JU 

Registered Company No: 6144503 

Registered Address: Naite Villa, Oldbury Naite, Oldbury On Severn, Bristol, BS35 1RU 
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Partnership Institution Details 
Name: West Hiqhland Colleqe UHi 
Address: Carmichael Way 
Fort William 
Post Code: PH33 6FF 
Tel: 01397 874000 e-mail: jane. ollerenshaw. whc@uhi.ac. u k 

Health & Safety Policy 
No of employees: 102 FTE Headcount: 188 
Is there a Safety Policy available which includes a Statement of Intent, Organisational Responsibilities 
and Arranqements? Yes 
Who is it signed by? Principal and Chair of Board of Management 
Is it regularly reviewed? Annual Review and Board Approval 
Who supplies competent health and safety advice? (Please state name and qualification) 

Fred Fudge   -   Until Dec 2018 - future arrangements to be decided
Safety and Personnel Services 
GradlOSH 

Who accepts overall responsibility for health and safety? Principal and Chair of Board of Management 

Are there arranqements in place for auditinq and monitorinq the Policy? Yes 

Health and Safety Committee 
Has a Health and Safety Committee been appointed? Yes 
How often does this Committee meet? 6 weekly 
Who Chairs the Committee? Director of Finance and Corporate Services 
Does the Committee have terms of reference? Yes 
Are Trades Unions represented on the Committee? No 
Are non Trades Union employees represented on the Committee? Yes 

Risk Assessment 
Are qeneric risk assessments compiled, aqreed and implemented? Yes 
Are Display Screen Equipment assessments carried out? Yes 
Are COSHH assessments carried out? Yes 
Are noise assessments carried out? Where applicable 
Are Manual Handling assessments carried out? Yes 
Are individual assessments carried out for new and expectant mothers? Yes 
Are Young Persons assessments carried out? Where apolicable 
Are the findings of risk assessments recorded and action taken where necessary? Yes 
Are those identified as being at risk involved in the assessment or the findings conveyed to them? 
Yes 
Please list other types of assessment compiled and recorded. 

Departmental Self Audits 
Internal Auditor Inspections 
Insurance Inspections 
Licensing Body Inspections - e.g. AALA 

UHi Partnership H&S questionnaire 
Sep 2018 Page 20 of 22

20/22 48/148



First Aid. Accident/Incident/Near Miss Reporting 
Do vou have an adequate number of qualified First Aiders available at any given time? Yes 
Do you have a suitable means of recording accidents/Incidents and Near Misses? Yes 
Are written arrangements in place to assist with the investigation and reporting of accidents? Yes 
Who is responsible for reporting under RIDDOR? Jane Ollerenshaw (Estates and Facilities Manager) 

Fire 
Has a fire risk assessment been carried out by a competent person on all buildings? Yes When? 
2015 
Have the assessment findings been recorded and actioned upon? Yes 
How often are the fire assessments subject to review? 5 years unless significant change 
Is a suitable fire action plan in place for each building? Yes 
Do vou use PEEPS (Personal Emergency Evacuation Plans)? Yes 
If necessary (more than ground floor and no fire lift), do you have evac chairs and staff trained in their 
use? Yes 
Are detection and alarm raising systems adequate? Yes 
Are alarms tested and evacuation drills carried out and recorded? Yes 
Do vou have a sufficient number of staff trained as fire wardens? Yes 
Are portable fire extinguishers available and checked by a competent person? Yes 
If necessary, do assessments make particular account of student residences? Not WHC responsibilitv 

Occupational Health 
Do you have written procedures to manage health and wellbeing of staff and students? Equality, 
Diversity and Wellbeing Steering Group 
Who is your Occupational Health provider? NHS Scotland 

Is sickness/absence management linked into health and safety processes? Individual procedures 
Manaaino Absence, Stress Management, Lone Working, Manual Handing etc 
Do vou carry out stress risk assessments/surveys? Yes 

Health Surveillance 
Do vou have written procedures to manage Health Surveillance? As required - case by case basis 
What areas are monitored through Health Surveillance? (Please indicate) 
Respiratory 
Audiometric 
Occupational Dermatitis 
Hand Arm Vibration Syndrome (HAVS) 
Other 

Trainin 
Do ou rovide induction trainin to all new members of staff? Yes 

Are a 

Student Placement/Work Experience 
Do you have a written procedure to check the competency/safety awareness of potential providers? 
Yes 
Who carries out these checks? Competent persons 
Has the person carrying out the checks received adequate training to do the task? Yes 
How are these checks carried out (Visit or letter)? Visit where possible - location can prevent an 
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actual visit 
What is checked (Please tick)? 
Insurances   
First Aid Arrangements   
Fire and Emergency Arrangements 
Accident reporting   
Welfare Arrangements 
Existence of risk assessments   
Student Induction to workplace   

Travel away from Premises 
Do you have robust procedures in place to deal with trips away from College eg Foreign travel, field 
trips? Yes 
Are all risks suitably assessed? Yes 
If staff members are driving students, are their driving competencies assessed before travel? Yes -
MiDAS assessments 
Are procedures in place relating to unforeseen circumstances arising? Yes - dynamic risk 
assessments, documented and trained procedures 

Please provide details as follows for the period covered in this questionnaire: 

Headcount FTE Total Accidents Total RIDDOR* 
Reportable 

STAFF 188 102 1 0 
STUDENTS 2670 738.2 7 2 

*Please supply details of any RIDDOR reportable accidents as an appendix to this questionnaire.

Declaration: 

"The information I have provided in this questionnaire is, to the best of my knowledge, true and 
accurate" 

Signed 

Print Jane Ollerenshaw 

UHi Partnership H&S questionnaire 
Sep 2018 

Position in organisation: Estates and Facilities 
Manager 

Date: 22/08/2019
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP/180919/4 
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 No 
Date paper prepared 17/09/2019 
Date of meeting 18/09/2019 
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 update 
September 2019 
 
1. STEM centre 

Project Board paper attached. 
 
2. Gairloch 
 

Lease:  Heads of terms have been agreed and a draft lease is expected. 
This lease will have to be agreed with Gairloch Heritage Centre funding 
partners so likely to take until October at the earliest to be signed. We 
agreed with GHC to continue on an informal basis from August 1st.   
 
Accommodation: the interior walls have been painted and flooring is being 
laid in the October break. The move from the Gale Centre took place 
Thursday 29th August.  Dilapidations at Gale Centre will be undertaken w/c 
2nd September.  The lease ends 10th September.  There has been a delay 
in the installation of the data network due to the lack of fibre-optic 
capability from the local exchange to the roadside cabinets in Gairloch.  
This is flagged as a high priority and we are working closely with the 
museum to utilise their internet and WiFi to enable students to connect for 
their studies. UHI LIS will be in Gairloch early September to enable to 
necessary connection to the museum WiFi. 

 
3. Portree 

 
Paula and I met on site with LSHA project manager and solicitor on 28th 
August.  Our architect from Wittets was also present. The current plan is 
attached for information.  We are advised that the changes required are 
being led by Highland Council roads department but that this plan has not 
yet been signed off by Highland Council.   

 
WHC UHI will not lose any land in this arrangement. Rather our land is 
being “burdened” by its use and adoption by the Local Authority. SLHA 
requires a right of servitude over this land from WHC UHI and our solicitor 
is dealing with this.  
 
In earlier meetings (prior to December 2018) there was an agreement 
reached verbally between WHC UHI and LSHA that, in exchange for 
allowing this right of servitude, LSHA would tar the WHC UHI rear car 
park.  Having reviewed the site, this is now not a good option.  Tarring the 
car park would require drainage to be installed and we know that there is a 
layer of rock running through the site which would need to be removed 
causing significant cost, time and noise disturbance.  We have agreed to 
consider other improvements which LSHA could make for us.  

 
In all previous legal correspondence we have made it clear that LSHA is 
responsible for all costs (capital and revenue) relating to the work.  
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Portree staff have confirmed that the memorial tree must not be moved.  
LSHA have agreed to protect it during work and to have it pruned as part 
of their maintenance plans.   
 

4. Mallaig 
 

4.1 RIBA stage 4 update 
 
Planning permission granted 2018.  There are no onerous pre-construction 
conditions. 

 
Building warrant applied for.  
 
4.2 Costs 

 
Item Cost £ Comment 

Construction  1,580,000 QS as at June 2019 
 
Final price agreed at tender 
stage.  

Fees   106,000  
Fitout     50,000 Budget figure 
Legal & other costs     20,000  
Sub total              1,756,000  
VAT    351,200  
Land acquisition      60,000 May be slightly less following 

negotiations with MHA. 
Total  2,167,200  

 
4.3 Funding 

 
A stage one application for £1.5m has been made to the Regional Capital 
Grant Fund.  If successful at this stage, a stage two application will be 
submitted for decision in January 2020. 
 
Lydia and I met with Rupert Soames (CEO Serco and local land owner) 
and his wife in Mallaig in August to discuss the project and the potential for 
bridging the funding gap.    
 

5. Broadford accommodation.  
 
We await LSHA outcome from negotiations with Scottish Government re 
permission to sub-let housing which could then be used for student 
accommodation. 
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WHC UHI STEM Centre 
Project Board meeting 
Friday 30th August 2019 

Updated for F&GP 18th September 2019  
 
 

1. RIBA stage 4 update 
 
1.1 Our project managers, Pick Everard (PE) and contractor, Robertson 
Construction (RC) have now concluded RIBA stage 4.  
 

• Planning permission has been granted. Planning permission includes a 
list of issues to be addressed prior to construction commencing.  We 
have a tracker on these issues which the design team is working 
through.   
 

• Building warrant  
- Stage 1 – Substructure, External Works and Below Ground Drainage 
Approved. 
 - Stage 2 – Fire Strategy - submitted, observations awaited. 
 - Stage 3 – Superstructure - Observations received and answered. 
 - Stage 4 – External Envelope - submitted, observations awaited. 

            - Stage 5 – Building Services and Fit Out - Yet to be submitted.  
• Construction costs have been fixed and a formal delivery schedule will 

be produced. 
 

Separately the WHC UHI team has been working on other elements of the 
project to firm up costs/budgets so that an overall cost can be arrived at.  We 
expect this work to be concluded by the end of September.  

 
1.2 Costs to RIBA stage 4. 

    
Costs 

P.E. 
budget vat Total 

Paid at 
30/6 

PM costs  572,359 114472 686,831 677,287 
Contractor costs 106,558 21312 127,870 180,000 
Planning 19,248 0 19,248 19,248 
Building warrant 28,656 0 28,656 28,656 

     Total  726,821 135,783 862,604 905,191 

     
Income Offers 1 +2 Offer 3 

 

Claim to 
date 

SFC 173,052 
 

173,052 173,052 
UHI/WHC 143,000 320,000 463,000 32,500 
HIE 212,000 100,000 312,000 214,123 

     Total 528,052 420,000 948,052 419,675 
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These figures demonstrate an underspend against budget of £85,448 which 
has arisen through some Tier 2 services not being undertaken at RIBA stage 
4 (acoustician, clerk of works, landscape architect, traffic advice) and savings 
on planning and building warrant fees. Budget for these services has been 
carried forward into stage 5.    
 
2. STEM centre RIBA stage 5 – 7 Costs 

 
2a  Construction costs 
 
RC’s construction costs were submitted at £11.3m (against a working budget 
figure of £10.6m).  During July and August we carried out a value engineering 
exercise to bring these costs down without materially changing either the 
fabric or finish of the building.   
 
The final fixed cost is £10.8m, supported by a priced Bill of Quantities, and 
remains valid for 3 months. 
 
Changes which achieved significant cost reduction in the value engineering 
exercise were: 
 
- removal of a raised access floor, replaced with screed 
- removal of some Caithness stone to the rear of the building 
- change of spec to the workshop floor 
- change to the spec of 3 planters 
- change to foundation materials. 
 
2b Fit-out costs 
 
Plant & Equipment for the workshops, based on current and future anticipated 
curriculum requirements, has been specified by WHC and costed by PE.  The 
indicative total cost of workshop fit-out has increased from £1 million to £1. 9 
million.  This reflects the inclusion of £645,000 of equipment costs associated 
with the Advanced Manufacturing Challenge Fund (AMCF) bid which, if not 
successful will not be purchased. This would reduce the cost required to 
deliver the planned curriculum to £1.3 million.  This increase reflects further 
detailed work undertaken by the Project Director of STEM based on his 
experience of a similar build and fit out and delivery of like-curriculum and 
ongoing engagement with industry stakeholders. This additional cost could be 
met by reducing cost elsewhere in the build (see value engineering) or 
through reducing/delaying the planned curriculum offering and associated 
equipment costs. 
 
While costed at today’s prices, equipment will not be ordered until the 
construction phase is almost at completion (with the exception of items with 
long lead times).  Also, dependent on when construction commences, there 
may be changes to items required or specified. 
 
IT equipment has not been specified as change happens at a faster rate.  We 
have set a budget for IT and furniture items. 
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Item Cost £ Comment 

Workshops P&E  1,900,000 • Costed at today’s prices 
• To be included in contract 
• Procurement through Scape 

framework. 
• Need to consider revision if AMF 

application not successful.  
Fitting by RC     200,000 • Budget to be confirmed by RC 
IT equipment     100,000 • Spec to be agreed when 

construction starts. 
• To be included in contract 
• Procurement through Scape 

framework. 
Furniture       50,000 • Procurement through APUC 
Total  2,250,000  

 
2c Other costs 

Item Cost Comment 
Fees:  
RIBA stage 5 core 
RIBA stages 6/7 core 
Tier 2 services 
RIBA stage 5 contractor 
RIBA stages 6/7 
contractor 
Utilities 
 

 
91,746 
10,546 
79,000 
146,022 
11,204 
 
50,000 

 
 
 
 
These are taken from the activity 
schedule (July 19) prepared by PE. 

Legal fees   10,000 Budget cost 
Other fees   40,000 Budget cost 
Total  438,518  

 
2d Total Costs 

Item Cost Comment 
Construction 10,800,000 Budget £10.6m 
Fit-out   2,250,000 Budget £1m 
Other      438,518 Budget £1.1m 
Sub total 13,488,518  
VAT   2,697,703  
Site acquisition      675,000  
Total  16,861,221  

 
3. Funding 

 
Source Amount Comment 

SFC 
From sale of Inverness 
Campus  
 
Capital funding 

 
 
 1,000,000 
 
13,361,221 

 
 
 
Includes £300K from HIE. 

HIE   1,600,000  
AMF      900,000 Includes additional £300k match from 

HIE. 
Total  16,861,221  
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4. Next steps.  
 
• The agreed figures will be noted on the project decisions log. 
• The Full Business Case will be updated with costs and funding, planning 

permission and building warrant details.  
• Funding applications to be made: 

- stage 2/3 of AMCF 
- HIE application 

• The Ministerial briefing will be updated and a meeting arranged via Kate 
Forbes.  

• Continue legal dialogue re site acquisition. 
 

9/13 59/148



West Highland College

STEM centre 

Risk Register: September 2018

Risk ID. Cause Consequence L I
Risk 

Category 
and Score

L I Residual 
Risk

Time 
Implication

Cost 
Implication

Cost 
Estimate                      

£
Owner

Escalate 
issue by 
(date)

Site/accommodation

S01 Heads of Terms not yet 
agreed.

Delay to acquisition may 
impact on construction 
commencement.

2 4 8 1 3 3 n/a n/a WHC Complete

S02

The Highland Council 
has not provided any 
long-term management 
proposal for the wider 
site.

A future strategy may impose 
onerous obligations and 
consequential management/ 
maintenance costs for 
landscaping and other 
common services.

3 3 9 1 3 3 WHC Complete

S03

Value of site may be 
less proportionately 
than paid for by 
Highland Council.

Funding may be at risk due to 
potential shortfall. 2 4 8 1 2 2 none WHC Complete

S04

Site investigation reports 
and site preparation 
undertaken five years 
ago.

Site record information needs to 
be tested. 3 4 12 1 2 2 PM/ Civil 

Engineer Complete

S05
Space requirements for 
engineering in particular 
are not clear.

Total space requirement 
cannot be determined leading 
to delay.

4 4 16 1 3 3 WHC/ 
Architect Complete

S08
Completion dates need 
to be tailored to the 
college intake dates.

Loss of income to college/ 
administration issues should 
project be completed after 
intake dates September / 
January

4 4 16 3 4 12 PM

D01

There may be a conflict 
between aspirations for 
an iconic design as 
against affordability.

Delay in design development 
due to an affordability cap. 4 4 16 3 4 12 Design 

Team

D02
Highland Council 
Planners may attempt 
to influence design. 

The operation and cost of the 
project may be negatively 
impacted as a consequence.

4 4 16 1 4 4 Architect Ongoing

Description Mitigation Measures

Site Valuation Use of DV for valuation. Site valued Dec 
2018 at £650K

Site conditions

Site investigations  planned to take 
place during September and October 
2018. SI undetaken and no issues 
recorded

Planning

Architect to engage with Planner 
responsible for Masterplan and not 
local Planners unless directed to the 
contrary. Planning pemrission granted 
April 2019.  Planning trakcer being used 
to ensure opmpliance with conditions.

Design Risks

Employer's requirements

Senior NHC staff  to assist in crystalising 
the space requirement and operation 
of the facility based on lessons learned 
frrom the Thurso developments.Space 
requirements agreed and plans frozen.

Design Aspirations

Design to cost. Ensure materials pallette 
costed in advance of discussions with 
the Planners. Use early Emplpyer 
engagement to mitigate.  EEE used but 
costs not yet known. Potential cost risk 
associated with Brexit.

Site Acquisition

Agree site plan with NHS and seek HC 
agreement re moving to H0T. HoTand 
site plan now agreed and solicitors in 
dialgue.

Development constraints and 
site/ estate management 
costs

Planning now in place and no onerous 
measures.

Completion

All programmes to be developed to 
optimise completion for student intake 
at Sept 2020. Completion date still 
uncertain due to funding.
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D03 Planning Conditions are 
overly onerous.

Additional cost as a 
consequence and potential 
delay.

3 4 12 1 4 4 Architect Ongoing

D04

Determination period 
extended beyond 12 
week period due to 
ongoing Masterplan 
application, including 
any objections.

Delay to programme and 
additional costs. 4 4 16 1 4 4 WHC/ PM Complete

D05

It is difficult to achieve 
collaborative working 
with the NHS on joint 
design matters including 
Energy Centre and 
parking as the NHS are 
stil at an early stage in 
determining their own 
requirements. 

Value may be impacted/ 
reduced due to NHS 
programme being several years 
behind WHC's. 

3 3 9 2 3 6 WHC/ PM

D06

Specifying materials/ 
elements with 
excessively long long 
lead times.

Delay to the construction 
programme. 3 4 12 3 4 12 Design 

Team

D07
Contractor is appointed 
late in the design 
process.

Opportunity for the Contractor 
to influence the design thereby 
promoting early value 
engineering is diminished.

3 3 9 1 3 3 WHC/

D08

Capacity of Local 
Authority Building 
Control to process the 
application is not 
known.

Delay to the programme due to 
Building Control capacity/ 
resource issues.

4 4 16 2 4 8 Architect

D09

There may be a 
divergence of views 
amongst the 
stakeholders over 
priorities and design 
matters.

Delays in design development 
as a consequence. 4 4 16 2 4 8 WHC/ PM

D10

NHS Highland design for 
new hospital is likely to 
incorporate an Energy 
Centre, which could be 
available for 
connection into by the 
STEM building offering 
lower energy tarrifs.

A network connection will still 
be required together with a 
heat source (gas/ oil/ biomass 
boiler/ ASHP, etc.) as hospital 
design has not commenced 
and there is no guarantee that 
a connection to the NHS Energy 
Centre can be negotiated or 
when it will be available; 
reputational risk.

3 4 12 2 3 6 Design 
Team

D11

Mains gas not currently 
available although it is 
suggested that Liberty 
may require a mains 
supply for production.

If a gas fired energy solution is 
agreed then this may need to 
be based on an LPG supply 
with local storage.

2 3 6 2 3 6 Design 
Team

D12

SUDS requirements may 
cause delay should the 
wider site strategy not 
be agreed in principle 
as part of the 
Masterplan application. 

Delay in design and therefore 
delay in delivery. 3 4 12 2 3 6 Civil 

Engineer

D13 Insufficient mains 
pressure.

Storage tank in roof may be 
required or alternative solution 
resulting in additional costs.

3 4 12 2 3 6 Civil 
Engineer

Utilities - Scottish Water Engage with Scottish Water and 
identify design available options.

Building Warrant/ Building 
Control

Endeavour to engage  early with 
Building Control and agree a staged 
Warrant application. Currently 
engaging with Building control. Stage 
one warrant approved 26 August 2019.

Stakeholder Perceptions/ 
Expectations

Manage stakeholder expectations by 
involving them in value management 
workshops from RIBA Stage 2 and by 
ensuring they understand why design 
decisions have been taken.

Energy

Prepare an energy options report 
covering all options, constraints and risk 
around existing energy infrastructure 
and opportunities in relation to any 
new proposals.  Energy options report 
provided.

Utilities - Gas
Remain in close contact with Scotia 
Networks to ascertain position on a 
mains supply.

Utilities - Scottish Water

Engage with Masterplan team 
(Goodson Associates, Engineers to 
identify proposals and options. 
Agreement to use SUDS pond but it will 
have to be increased.

Collaborative working with 
NHS

Continue to engage closely with NHS 
Highland Estates Team. No 
development here.  NHS does not have 
accomm schedule or timescale for new 
Belford.

Procurement of 
Materials/availability 

When developing design consider 
availability of lead in time for all 
materials to optimise end product and 
programme. Potential brexit issue.

Value Engineering

Appoint the Contractor for pre-
construction services from 
commencement of RIBA Stage 2. 
Contractor appointed to end of Stage 4.

Planning - Conditions

Architect to engage with Planner 
responsible for Masterplan and not 
local Planners unless directed to the 
contrary.No onerous planning conditions 
identified.  Planning trakcer being used 
to ensure opmpliance with conditions.

Planning - Determination 
Period

Manage the wider stakeholder group; 
Stakeholder comms plan being 
implemented from 3/9/18. Planning 
pemrission granted April 2019. 
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D14

Foul water strategy not 
clear for wider site in 
light of proposed 
residential 
developments. May 
cause delay should the 
wider site strategy not 
be agreed in principle 
as part of the 
Masterplan application

Delay in design and therefore 
delay in delivery. 3 4 12 2 3 6 Civil 

Engineer

D15

Quotation received but 
actual requirements not 
known as full range of 
likely plant and 
equipment not known.

Potential requirement for 
upgarded supply if available 
capacity not sufficient.

3 3 9 3 2 6 M&E 
Consultant

D16
Responsibility for 
managing telecoms is 
not clear.

Confusion and potential delay. 4 4 16 2 4 8 M&E 
Consultant

C01

Contamination from 
dumping and/ or cross-
contamination from 
adjacent land 
ownerships.

Cost in removal and 
programme delays; SEPA 
approvals.

2 4 8 1 4 4 Contractor

C02

Pre-existing 
contamination or 
contamination from 
illegal dumping.

Cost in removal and 
programme delays; SEPA 
approvals.

2 4 8 1 4 4 Contractor

C03

Site investigation proves 
deficient and risk is not 
accepted by 
Contractor.

Additional cost; potential delay 
due to substructure re-design. 2 4 8 2 2 4 Contractor

C04

Congestion due to 
seasonal tourist traffic 
and potential 
construction works on 
adjacent sites 
impacting on workforce 
and deliveries access.

Delay and additional cost. 4 4 16 2 3 6 Contractor/  
All

C05

Other large projects/ 
programmes of work 
over the same period in 
the local area may 
restrict choice over 
resource/ supply chain; 
accommodation 
pressure for imported 
resource as a 
consequence of other 
projects and the tourist 
trade.

Price inflation and potential 
delay. 4 3 12 4 4 16 Contractor/  

All

C06
Poor design 
specification and cost 
estimate

Inability to dleiver project. 3 4 12 3 4 12 PM

C07

Stakeholders instruct or 
influence change to the 
brief either during 
Technical Design at 
RIBA Stage 4 or of more 
consequence during 
construction.

Cost and potential programme 
impacts. Generaally, the later 
the change occurs in the 
process the more severe are 
the cost and programme 
impacts.

4 4 16 2 4 8 WHC/ PM

General  Risks

Design Changes/ Scope 
Creep

Contamination
Seek warranties from vendor;  engage 
specilaist consultant as part of 
geoenvironmental site investigation.

Site Investigation Validation

Appoint Contractor for pre-construction 
services at RIBA Stage 2, with 
responsibility for procuring the site 
investigation. SI undertaken.

Logistics

Contractor to be appointed from RIBA 
Stage 2 to develop logistics strategy; 
engage with wider stakeholder group 
and adjacent developers, including 
Highland Council to determine whether 
a wider, more collaborative 
development and logistics strategy is 
required, thereby mitigating safety risks 

Procurement does not 
produce tender against 
budget.

Early contractor engagement to check 
design, materials and supply chain. 
Market testing underway.  RIBAstage 4 
outcome £10.8m v £10.6m.  Risk of 
increase in cost with delay.

Utilities - Telecoms/ ICT

Confirm with client who will lead and 
receive confirmation of who the 
appropriate contact at WHC/ UHI ICT 
Team. Met with UHI to inform design. HIE 
engaged re role out of further fibre 
network Sept 2019.

Construction Risks

Resource and 
accommmodation

Contractor to be appointed from RIBA 
Stage 2 to procure key supply chain 
members early and b etter plan 
resource and temporary 
accommodation provision. Risk that 
WHC inability to continue from RIBA 
stage 4 means contrator will be 
deployed elsewhere and delay will 
ensue.

Utilities - Scottish Water
Engage with Masterplan team 
(Goodson Associates, Engineers to 
identify proposals and options.

Utilities - Electricity Re-assess emerging requirements on a 
regular basis. Site agreed for transformer.

Invasive species
Seek warranties from vendor;  engage 
specilaist consultant as part of 
geoenvironmental site investigation.
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G01

Failure to assemble the 
required financial 
package to deliver the 
project

Inability to deliver curriculum 
and increase student numbers. 4 4 16 4 4 16 WHC

G02
Failure to attract 
required credit funding 
to deliver curriculum

Inability to deliver curriculum 
and increase student numbers. 3 4 12 3 4 12 WHC

G03 Lack of uptake of 
curriculum offered

Sustainability of centre 
jeopardised. 3 4 12 2 3 6 Impact on 

revenues WHC

G04
Business/Public secotr 
partners do not see 
benefit

Sustainability of centre 
jeopardised and reputational 
cost.

3 4 12 2 3 6 Impact on 
revenues WHC

G05
Lack of affordable 
student 
accommoddtion

Sustainability of centre 
jeopardised and reputational 
cost.

3 4 12 3 4 12 UHI/C'heart

Funding

Additional employer (Liberty) 
strengthens buisness case.Ensure good 
income from course delivery, and 
sound cost control. Revenue funding 
to be agreed. 

Benefit

Ensure detailed dialogue and 
consultation with employers’ group

Match curriculum to need/opportunity 
through research, consultation, 
effective marketing etc

Student accommodation
Implementation of second residences 
project. Second residences may not 
happen.  Considering alternatives. 

Benefit Ensure effective consultation from 
design through to implementation

Funding

Robust business case strengthened with 
a new major employer (Liberty) 
Cost benefit analysis being undertaken
Pursue all avenues for funding, develop 
strong applications. Meet with key 
stakeholders (SFC/HIE/UHI) Meeting with 
Minister Sept/Oct.
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CONTEXT 
 
The purpose of this strategy is to provide a clear understanding of West Highland 
College UHI’s vision and ambition for how we will develop and deliver our STEM 
curriculum and services across the West Highland region to support our learners, 
employers and wider community.  
 
The strategy has been developed in response, and is aligned to, Government 
national ambitions and initiatives and STEM Education and Training Strategy for 
Scotland 2017.  It also takes close account of the University of the Highlands and 
Islands’ (UHI) STEM strategy and plans and regional context for STEM 
development.    
 
The strategy is aligned to the College Strategic Plan and is also closely linked with a 
number of other College key strategies and plans2 all of which underpin the College 
ethos of ‘Excellence for All’. 
 
 
 
OUR AMBITION FOR STEM 
 
Our ambition is to deliver a STEM provision which is: 
 

• Excellent       
• Equitable 
• Inspirational      
• Connected 

 
 
We aim to: 
 

• Deliver high quality curriculum and services, aligned to industry needs 
• Deliver a multi-disciplinary curriculum which reflects how people work 
• Deliver curriculum which embeds employability and related transferrable skills 

for the workplace 
• Continually improve and innovate in line with future technology and work 

practices 
• Continually engage with industry and stakeholders  

 
 
The strategy will ensure that all students studying STEM and related subjects at 
West Highland College UHI, regardless of their background or geographical location, 
will have access to consistent, high quality, tertiary STEM curriculum aligned with 
current and future job roles and employer requirements.  
 
 
It will strengthen and create capacity to ensure employers have access to a skilled, 
occupationally competent, work ready, innovative and enterprising workforce through 
increasing the number of STEM learners and graduates, specifically those engaged 
in work-based learning through the SDS apprenticeship family. 
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It will assist employers in ‘boosting productivity leading to inclusive growth, 
investment and innovation’3 whilst meeting their wider business objectives and the 
region’s economic priorities. 
  
It will ensure that STEM skills will be key to the regions success and will be central to 
‘the regions ability to capitalise on growth opportunities and the associated economic 
and community benefits’4. 
 
 
We will achieve this by: 
 

• Working in partnership – building on existing partnership working and 
collaborations with UHI, schools, employers and other stakeholders and 
developing ambitious new relationships. 
 

• Enabling individuals to continuously develop their STEM skills by becoming 
enquiring, productive and innovative in order to grow STEM literacy in Society 
and drive inclusive economic growth, as outlined in the Scottish Government 
STEM Education and Training Strategy for Scotland 2017. 

 
 
 
The measure of success of the West Highland College UHI STEM strategy will be 
the achievement of ‘STEM Assured’ status through the STEM foundation. 
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STRATEGIC OBJECTIVES  
 
The following 4 key objectives underpin this strategy: 
 
 
Key Objective 1  
To provide a range and depth of STEM provision.  
 
To do this we will: 
 

1. Develop and implement a stakeholder engagement plan  
 

2. Undertake a stakeholder focused review, based on business requirement 
analysis technique (to identify business need and market intelligence to 
ensure STEM provision is connected to the dynamic labour market demand) 

 
3. Develop relevant work-based learning pathways in all STEM sectors, 

supported by the college, to ensure it meets the needs of students, industry 
stakeholders and national priorities. 
 

4. Provide clear articulation and progression pathways in STEM subject areas 
developing a tertiary STEM skills pipeline  
 

5. In collaboration with industry, invest in facilities and equipment 
 

6. Be flexible, continuously adapting as employers needs change 
 
 
 
 
Key Objective 2   
To foster innovative and inspirational high-quality transdisciplinary STEM learning.                                                        
 
To do this we will:  
 

1. Embed innovation, enterprise and entrepreneurship and skills for the future 
(meta-skills) in all programmes 

 
2. Enhance staff professional practice, learning, knowledge, behaviors, qualities 

and capabilities to enable the design, development and continuous 
improvement of STEM programmes 

 
3. Work in partnership with staff, students and stakeholders including employers, 

to design and create innovative learning and teaching activities and 
environments 

 
4. Engage with technology and digital literacies to enhance opportunities for 

collaborative practice and adopt creative approaches to enhance learning, 
teaching and assessment. 
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5. Provide a physical environment that facilitates collaboration between staff, 
students and stakeholders including employers  

 
 
 
Key Objective 3  
To address inequality and encourage diversity in STEM learning and careers, 
inspire, widen participation and remove real and perceived barriers. 
 
To do this we will: 
 

1. Increase the gender balance in in all STEM sectors supported by the college, 
specifically subject areas identified for improvement and action in the 
college’s gender action plan 

 
2. Support and encourage students to contribute to shaping the college’s 

approach to achieving greater diversity in students studying STEM subjects  
 

3. Work with stakeholders to address the specific issue of career gender 
stereotypes 

 
4. Continue to have an informed approach based on data analysis, current 

research and good practice 
  

5. Design, market and promote programmes to ensure equality of opportunity 
 

6. To actively promote opportunities and benefits of STEM learning and careers 
utilising positive STEM role models to enthuse and mentor our students 

 
 
 
 
Key Objective 4 
To forge new and further strengthen innovative and sustainable partnerships with 
local authority, employers, and key internal and external stakeholders.   
 
To do this we will: 
 

1. Identify where there are current gaps in partnerships and develop an 
engagement plan with clear actions and objectives 

 
2. Improve the support available in early years, primary, secondary schools and 

community learning locally by providing a college devised, employer endorsed 
structured STEM curriculum 

 
3. Facilitate and engage with the development of regional curriculum planning 

between school, UHI and its academic partners   
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4. Work with the UHI STEM hub network to strengthen national and regional-
level collaboration between partners, including schools, universities, science 
centers, Newton Room and employers 
 

5. Create STEM clubs and build on STEM outreach already underway 
(computing for example) 
 

6. Support partners in STEM engagement and participate in awareness raising 
with parents and the wider community 
 

7. Engage with the STEM Ambassadors scheme, encouraging staff and 
students to become ambassadors 

 
 
 
STEM CROSS CURRICULUM THEMES  
 
Many of the objectives within STEM have a synergy in other areas of the curricuum. 
This STEM strategy should be used in cross curricular strategic and operational 
planning. Themes to be considered are:  
 

• Meta Skills and Skills ‘4.0’  
• Enterprise, innovation and entrepreneurship  
• Employability, transition and Progression  
• Digital literacy and Skills 
• Applied Mathematics  
• Contextualised embedded core skills  
• Trans-disciplinary project-based learning  
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Appendix 1:   Definition of STEM 
 
From STEM Education and Training Strategy for Scotland 2017 

What is STEM? 

In the STEM strategy, we take a broad view of what STEM is: 

STEM stands for Science, Technology, Engineering and Mathematics. We include 
numeracy and digital skills within our definition of STEM. Both of these are vital to 
enable everyone to participate successfully in society as well as across all jobs, 
careers and occupations. STEM education and training seeks not only to develop 
expertise and capability in each individual field but also to develop the ability and 
skills to work across disciplines through interdisciplinary learning. 

STEM education and training helps us develop the following skills and capabilities: 

• Growing our understanding and appreciation of the natural and physical world and 
the broader universe around us 

• Interpreting and analysing data and information 

• Research and critical enquiry – to develop and test ideas 

• Problem solving and risk assessment 

• Experimentation, exploration and discovery of new knowledge, ideas and products 

• Collaboration and working across fields and disciplines 

• Creativity and innovation – to develop new products and approaches 

All of these are increasingly important to success in a changing and technologically-
driven world. 

They are also important for helping us to develop as active citizens, making informed 
decisions for ourselves and for society. We recognise, in particular, the importance 
of creativity and innovation for economic growth and the strong synergies that exist 
between STEM and creativity. 

 

The separate disciplines of Science, Technology, Engineering and Mathematics can 
be defined as follows: 

• Science enables us to develop our interest in, and understanding of, the living, 
material and physical world and develop the skills of collaboration, research, critical 
enquiry, experimentation, exploration and discovery. 

• Engineering is the method of applying scientific and mathematical knowledge to 
human activity and Technology is what is produced through the application of 
scientific knowledge to human activity. Together these cover a wide range of fields 
including business, computing science, chemicals, food, textiles, craft, design, 
engineering, graphics and applied technologies including those relating to 
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construction, transport, the built environment, biomedical, microbiological and food 
technology. 

• All of STEM is underpinned by Mathematics, which includes numeracy, and equips 
us with the skills and approaches we need to interpret and analyse information, 
simplify and solve problems, assess risk and make informed decisions. Mathematics 
and numeracy develops essential skills and capabilities for life, participation in 
society and in all jobs, careers and occupations. As well as providing the foundations 
for STEM, the study and application of mathematics is a vast and critical discipline in 
itself with far-reaching implications and value.  

• Digital skills also play a huge and growing role in society and the economy as well 
as enabling the other STEM disciplines. Like mathematics, digital skills and digital 
literacy in particular are essential for participation in society and across the labour 
market. Digital skills embrace a spectrum of skills in the use and creation of digital 
material, from basic digital literacy, through data handling and quantitative reasoning, 
problem solving and computational thinking to the application of more specialist 
computing science knowledge and skills that are needed in data science, cyber 
security and coding. Within digital skills, as noted above, computing science is a 
separate discipline and subject 

 
 
Definition of STEM Sectors Relating to West Highland College UHI 

• Engineering  
• Advanced Manufacture  
• Built Environment   
• Land Based 
• Computing 
• Maritime 
• Aquaculture 
• Applied Science 
• Health  
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Appendix 2: Related strategies and plans 
 

• STEM Education and Training Strategy for Scotland 2017 
• STEM Education and Training Strategy for Scotland. First Annual report Feb. 

2019 
• Highlands and Islands Regional Tertiary Outcome Agreement 2018-19 
• Highlands and Island’s Regional Skills Investment Plan 
• DYW:  Scotland’s Youth Employment Strategy 
• Skills for Scotland:  Accelerating the Recovering and Increasing Sustainable 

Economic Growth 
• Curriculum for Excellence 
• 15-24 Learner Journey 
• Education Scotland:  Career Management Standards and Work Placement 

Standards 
• WHC UHI Strategic Plan 2016-21 
• WHC UHI College plans and strategies: 

o Curriculum Strategy and Plan  
o College 3 year plan 
o STEM Curriculum Plan 
o Estates Strategy 
o Excellence for All 
o Learner Engagement Strategy 
o Access and Inclusion Strategy 
o Gender Action plan 
o Equalities plan 
o Essential skills 

• UHI Strategic Plan 2015-20 
• UHI Curriculum Strategies and plans 

o Computing  
o Engineering  
o UHI School of Health strategy and plans 

• Highlands and Island’s Regional Skills Investment Plan 
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Appendix 3: Key Stakeholders 
 

• West Highland DYW Group  
• Highland Council 
• School Partners 
• Employers (as defined in engagement plan) 
• ESP 
• UHI  
• UHI Academic Partners 
• Highland Science Skills Academy  
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Appendix 3: Key Stakeholders 
 

• West Highland DYW Group  
• Highland Council 
• School Partners 
• Employers (as defined in engagement plan) 
• ESP 
• UHI  
• UHI Academic Partners 
• Highland Science Skills Academy  
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CONTEXT 
 
West Highland College UHI operates within an increasingly challenging and changing 
environment, which includes capped or reducing SFC funding for both its FE and HE course 
provision, declining school rolls and a shift in demand from full-time to part-time study.    
 
It is also operating within an economic environment which offers a range of opportunities 
linked to the Lochaber growth plan (Fort William 2040), related to the Liberty alloy wheel 
plant development, new hospital builds and harbor developments. 
 
The College operates within a regional context, working with a range of partners and 
stakeholders across the Highlands and Islands.  As an academic partner of the University of 
the Highlands and Islands (UHI), it contributes to regional initiatives to build and secure 
opportunities for the benefit of all partners of the University and reduce duplication and 
internal competition.   This includes working with the UHI Work-based Hub to plan, develop 
and deliver the suite of apprenticeship qualifications and planning and delivery of training 
under the Flexible Workforce Development Fund.   
 
At local level, the College also works with partners and stakeholders across the West 
Highlands to ensure it responds to the opportunities for both itself and the community in 
which it operates.   The College works closely with local employers and the community to 
ensure it aligns its curriculum and services to their needs. 
 
 
The purpose of this strategy is to outline how the College intends to develop its business 
development activity in order to help meet the challenges and opportunities.   The strategy 
aligns closely to the College Curriculum Strategy and Marketing and Communication 
Strategy, underpinned by College curriculum and business development plans. 
 
The key aim of the strategy is to increase the College’s non-SFC funded income and surplus 
through planning and prioritising activity and resource, proactive engagement with 
customers, responding to demand in an agile manner and delivering excellent customer 
service. 
 
The 4 key objectives of the strategy are: 
 

1. To diversify and increase non-SFC funded net income  
 

2. To support the economic growth and sustainability of the region 
 
3. To build the College’s brand and reputation in the area 
 
4. To support achievement of the College’s credit funding target 

 
The strategy is underpinned by the College’s ethos of ‘Excellence for All’ and commitment to 
a high- quality customer service and experience.   It recognises the role that West Highland 
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College UHI will play in the future economic growth of the area and its part in encouraging 
innovation and improving the health and wellbeing of the West Highlands.  
 
In order to achieve the objectives laid out in this strategy, we will: 
 
1 Develop and implement an annual business development and stakeholder 

engagement plan 
 
The business development and stakeholder engagement plan will lay out the focus of 
activity for new commercial business generation and growth and contribution to the 
College’s credit funding target on a sector and cross-sector products and services basis.  
This will be based on robust market intelligence and stakeholder engagement and 
ensure our activity is focused on those areas of greatest opportunity and return for the 
College.   
 
The plan will concentrate on new business growth and funding, increased business with 
existing key stakeholders and development of partnership working to deliver new 
products. 
 
Areas of initial sector focus will be the Hospitality, Adventure Tourism, Care, Business 
Administration, Maritime, Construction, Digital and Acquaculture.    
 

2 Develop a partnership approach 
 

We will seek out meaningful partnerships for the development and delivery of our 
activity, building on existing partnerships and establishing new ones where there is real 
value in a collaborative approach.   This includes partner colleges within UHI and 
external partnerships such as the Lochaber Chamber of Commerce. 
  

3 Align planning of all College products and services 
 

This will involve developing a sectoral approach to planning to ensure full alignment of 
commercial, work based and academic and vocational programme offering. 
 

4 Develop our portfolio of commercial products and services  
 

This will involve maximising the potential of existing College programmes, services and 
resources for meaningful income generation and creating new products and services 
appropriate to our customers and new market opportunities. 
 
The scope of programmes includes accredited FE and HE programmes, industry and 
professional body programmes, tailored College devised training and CPD packages, 
leisure courses and community-related programmes.   
 
The scope of services will include the Café and property/facility services. 
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The focus for products and services will include customer service, digital and IT skills 
(including cyber security) and workbased qualifications - MAs and SVQs. 
 
 

5 Establish a planned approach to community and leisure course offer 
 

This will involve a planned approach to our community/leisure offering across our 
College centres, based on one or more of the following criteria: 
 

• Meets local demand 
• Is commercially viable 
• Is linked to the College’s curriculum  
• Is likely to result in future business 
• Supports community engagement and promotion of the College 

 
 

6 Establish a ‘value proposition’ 
 

This will involve creation of ‘packaged’ offerings to customers through a planned use of 
College services/facilities to add value and improve the attraction of our programmes.  
 
A planned approach will also be taken to the use of incentives to encourage uptake of 
business as well as repeat business.  For example – 1 free training place for every 10 paid 
place etc. 
 

7 Develop our approach for setting income and surplus targets 
 
This will involve establishing a College-wide target in addition to team targets, based on 
financial needs and which are realistic and achievable.  These targets will both influence 
plans and be set in line with plans. 
 

8 Develop our pricing and costing model to improve margins 
 

This will involve establishing a pricing model which is flexible and appropriate to our 
markets.  In addition, we will seek to improve processes and models of delivery to 
control costs. 
 

9 Establish a clear branding, marketing and promotion strategy 
 

This will be developed in line with the College Marketing and Communication Strategy. 
 

10 Develop the College CRM system  
 

This will involve further development of our existing CRM system or adopting a new 
system.   Work will be undertaken to embed use of the system beyond the Commercial 
Training Team to ensure it becomes a College-wide tool. 
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11 Implement an opportunity assessment approach and pipeline reporting 
 

An opportunity assessment approach will be implemented to ensure we capture and 
respond to new opportunities or opportunities which require shift of team resource.   In 
addition, a pipeline reporting tool will be implemented to record, track and monitor 
business development activity and ensure opportunities are resourced and realised.   An 
excel-based report will be used initially with the intent to develop this functionality 
within the CRM system. 

 
 

The roles and responsibilities involved in delivering the Business Development strategy and 
plans are outlined in the Business Development Process document. 
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BUSINESS PLAN                               
 
Analysis of the market for West Highland College 
 
The College’s business development plan sets out the key customer engagement and 
commercial activity for the period, set against the key economic priority areas outlined in 
the SDS Regional Skills Inverness Plan and Assessment and NOMIS Sector Skills Reports.   
The plan also reflects key government priorities and feedback from regional and local 
stakeholder engagement. 
 
1. The Market for West Highland College UHI 
 
The market for West Highland College UHI is largely made up of small-medium enterprises 
and a small number of medium-sized organisations.   
 
The Lochaber area is currently experiencing a period of economic growth.   The Lochaber 
2040 plan outlines plans for a number of large-scale housing and transport projects in 
response to economic growth plans of a number of organisations in the area ranging from 
the Liberty aluminium wheel plant, the new Belford hospital and the Corpach Harbour 
development.   On Skye, growth plans include continuing developments by Mowi, a planned 
new hospital in Broadford and the Skye Connect initiative for the food and drink sector. 
 
The growth sectors in the area are: 
 

• Health and social care 
• Adventure tourism  
• Hospitality 
• Construction 
• Engineering 
• Maritime (including acquaculture) 
• Transport and logistics 
• Food and drink production and management 
• Retail 

 
The key employers in the area are: 
 

• Liberty 
• BSW 
• Mowi 
• Corpach Harbour Trust 
• Mallaig Harbor Authority 
• Ullapool Harbour Trust 
• Robertsons 
• Fergusons 
• Highland Council 
• NHS Highland 
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• Calmac 
• TSL 
• Nevis Range 
• Outward Bound 

 
In addition, there are a range of smaller organisations in the care, tourism and hospitality 
areas, which are key customers of the College. 
 
The main competitors for the College include: 
 

• Commercial training providers such as On-Track, Ipowerboat, GTG and STS and VLE 
• Other colleges in the region 
• Other universities 
• Online training providers 
• Professional qualification bodies 

 
2. Business Engagement 
 
Our approach will be to: 
 

a) take a sectoral approach to employer/stakeholder engagement and meet needs on a 
sector by sector basis 

 
b) take a cross-sector approach to determining the need for qualifications, training and 

services and curriculum development and delivery 
 
3. Business Plan 
 
Based on our analysis of the market for the College, the focus of our engagement and 
development activity will be as follows: 
 

3.1. Sector Engagement 
 
Over the first 12-18 months, we will focus on the following 5 sectors: 

 
• Health and social care 
• tourism and hospitality 
• construction 
• maritime (including acquaculture) 
• Engineering 

 
The second set of priority sectors will include transport and logistics, food and drink 
and other sectors informed by ongoing market research and employer engagement. 

 
3.2. Products and Services 

 
We will develop and deliver the following cross-sector key products and services: 
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• Digital and IT, including cyber security 
• Customer service 
• Health and safety, working safely 
• Leadership and management 
• Budgeting/finance 

 
3.3. Qualifications 

 
We will develop and deliver the following cross-sector qualifications: 

 
• Apprenticeships 
• Vocational Qualifications (S/NVQs) 
• College accredited short course training 
• Awarding/Industry Body qualifications  

 
 
This plan will be implemented via an annual business and stakeholder engagement plan, 
underpinned by pipeline reporting against plan and targets. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

10/10 86/148



Cover-Paper_H&S.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/180919/09 
Subject Health & Safety policy 2019-20 
Purpose of paper To present annual revision of H&S policy 
Strategic linkage  
Tick all that apply: 
1. WHC strategic plan ☐

2. Excellence for All ☐

3. Other strategies ☐

4. Risk management ☐

5. New opportunity/change ☒

Describe the linkage: 
To ensure changes in both internal and external environment are 
properly captured and reflected in WHC policies. 

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

Risk implications No 
Date paper prepared 17/09/2019 
Date of meeting 18/09/2019 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

For information ☐

For discussion   ☐

For endorsing   ☒

For decision  ☐

Consultation has been carried 
out with 
Staff ☒

Students ☐

UHI and Partners ☐

External ☐

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

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

Yes 

1/26 87/148



Cover-Paper_H&S.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 

2/26 88/148

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


Health & Safety 
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 Page 1 of 24   
Health and Safety Policy 2019-20.docx  Version 031018 [JO/LR/PL] 

 
 
 
 
 
 
 

HEALTH & SAFETY 2019-20 
 
 
 
 

ELT manager Director of Finance 

Responsible officer Estates and Facilities Manager 

Date first approved by BoM Annual Review 

First Review Date  Annual Review 

Date review approved by BoM TBC 

Next Review Date September 2020 

Equality impact assessment Completed 

Further information (where 
relevant)  

 
 
 Reviewer  Date  Review Action/Impact  BoM 
Estates and 
Facilities Manager 01/11/2016 Reflecting changes following recent staff 

re-structure 
 
 

Estates and 
Facilities Manager 15/05/2017 Reflecting introduction of SHE H & S 

Management System  

Estates and 
Facilities Manager 07/09/2018 Updated Driving at Work statement to 

include Minibus training and assessment   

Estates and 
Facilities Manager 31/08/2019 

Retained Health and Safety Advisor 
information update 
Additional SWR representative added to 
committee membership 

 

 
 
 

3/26 89/148



Health & Safety 
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 Page 2 of 24    
Health and Safety Policy 2019-20.docx  Version  310819 [JO/LR/PL] 
 

Contents 
 
GENERAL STATEMENT OF POLICY  .............................................................................. 4 

HEALTH & SAFETY STRATEGY  .............................................................................. 5 

THE ORGANISATION OF HEALTH & SAFETY  .............................................................................. 6 

GENERAL ARRANGEMENTS FOR HEALTH & SAFETY  .............................................................................. 8 

1. Emergency Procedures................................................................................................................ 8 

2. Accident and Incident Procedure ................................................................................................ 9 

3. Risk Assessment Procedure ......................................................................................................... 9 

4. Audit & Review Procedure ........................................................................................................ 10 

5. Housekeeping and Recycling ..................................................................................................... 10 

6. Health & Safety Committee ...................................................................................................... 10 

7. Health & Safety Induction ......................................................................................................... 11 

8. General Duty of Care ................................................................................................................. 11 

9. Vehicle Parking .......................................................................................................................... 11 

10. Autumn and Winter Conditions ............................................................................................ 12 

11. Manual Handling ................................................................................................................... 12 

12. Work Equipment ................................................................................................................... 12 

13. First Aid ................................................................................................................................. 12 

14. Hygiene Guidelines ................................................................................................................ 13 

15. Working or Course Activity at Height .................................................................................... 13 

16. Substances Hazardous to Health (COSHH) ............................................................................ 13 

17. Driving at Work ..................................................................................................................... 14 

18. Appointment of Contractors ................................................................................................. 14 

19. Smoking ................................................................................................................................. 15 

20. Alcohol and Drugs ................................................................................................................. 15 

21. Personal Protective Equipment (PPE) ................................................................................... 15 

22. Display Screen Equipment .................................................................................................... 15 

23. Lone Working ........................................................................................................................ 16 

24. Bulk LPG Storage ................................................................................................................... 16 

25. Outdoor Activity Guidelines .................................................................................................. 16 

26. Maritime Training Guidelines ................................................................................................ 16 

27. Food Hygiene Guidelines ....................................................................................................... 16 

28. Environmental Guidelines ..................................................................................................... 17 

29. Information, Instruction and Training ................................................................................... 17 

30. Statutory Inspections ............................................................................................................ 17 

31. Student Work Placements ..................................................................................................... 17 

4/26 90/148



Health & Safety 
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 Page 3 of 24    
Health and Safety Policy 2019-20.docx  Version  310819 [JO/LR/PL] 
 

32. Health & Safety Information ................................................................................................. 18 

33. Policy Review ......................................................................................................................... 18 

THE ORGANISATION OF HEALTH & SAFETY APPENDIX 1 ......................................................... 19 

FIRE EVACUATION PROCEDURE APPENDIX 2 ......................................................... 20 

FIRE DRILL PROCEDURE  APPENDIX 3 ......................................................... 21 

(as appropriate to each centre)  

INCIDENT REPORTING PROCEDURE APPENDIX 4 ......................................................... 22 

HEALTH & SAFETY COMMITTEE APPENDIX 5 ......................................................... 23 

HEALTH & SAFETY INDUCTION CHECKLIST  APPENDIX 6 ......................................................... 24 

 
  

5/26 91/148



Health & Safety 
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 Page 4 of 24    
Health and Safety Policy 2019-20.docx  Version  310819 [JO/LR/PL] 
 

 
GENERAL STATEMENT OF POLICY 
 
 
West Highland College UHI will comply with all statutory health and safety 
requirements as a minimum standard and will ensure, so far as is reasonably 
practicable, the health and safety of all staff, students or other persons affected by the 
activities of West Highland College UHI. 
 
West Highland College UHI will actively promote a positive safety culture with all 
persons affected by the activities of West Highland College UHI. Foreseeable hazards 
will be identified and risks systematically eliminated, reduced or controlled by workplace 
precautions, so far as is reasonably practicable, to minimise the likelihood of accidents 
occurring. 
 
This policy explains West Highland College UHI safety management systems including 
how responsibilities and accountabilities for controlling health and safety risks are 
allocated. 
 
This policy will be reviewed at a minimum of annual intervals. 

 
 
 
SIGNED: DATE: 2019 
 
 
NAME: John Hutchison 
 
 Chair of the Board of Management 
 
 West Highland College UHI 
 
 
 
 
SIGNED: DATE: 2019 
 
 
NAME: Lydia Rohmer 
 
 Principal & CEO 
 
 West Highland College UHI 
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HEALTH & SAFETY STRATEGY 
 
To encourage and develop a vibrant health and safety culture by: 

 
• Communicating to all staff, the commitment to the General Statement of Policy. 

 
 

• Gaining the commitment of all staff to the objectives and to ensure their full 
involvement in implementing those objectives. 

 
• Developing effective systems and procedures to ensure that information on 

legislation and codes of practice are communicated and complied with as a 
minimum standard. 

 
• To commit sufficient resources to ensure that health and safety objectives can be 

met. 
 
 

• Maintaining a regular system of monitoring and inspection, designed to identify 
situations and areas of concern which require improvement. 

 
• Maintaining adequate first aid and welfare facilities in all areas of West 

Highland College UHI activity. 
 

• Ensuring all staff are aware of their personal responsibilities and accountability  
and are given formal accredited training to enable them to contribute fully in the 
achievement of the objectives. 

 
• Maintaining plant, equipment and systems of work that eliminate, as far as is 

reasonably practicable, any risks to the health and safety of staff and others who 
may be affected by College activities. 

 
• Preventing and controlling pollution and by reducing waste through elimination, 

reduction and recycling measures. 
 

• Maintaining adequate records to monitor and analyse safety performance, 
including the need to identify root causes through causal analysis and to 
communicate the outcomes to staff. 

 
• Actively promoting staff and student representation on the health & safety 

committee and any other course committees where appropriate to the provision of 

a safe working and learning environment. 
 

• Maintain a safety organisation capable of supporting this strategy. 
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THE ORGANISATION OF HEALTH & SAFETY  
 
See Appendix 1 

 
Board of Management 

 
The Board of Management of West Highland College UHI will set the direction for 
health, safety and welfare and have overall responsibility for ensuring the health, safety 
and welfare of all staff, students, visitors or other persons affected by the organisations 
activities, so far as is reasonably practicable. The Chairman and Board members will 
ensure that health & safety management systems and standards are monitored 
regularly to ensure their effectiveness. 
 
Promoting a strong signal of the strategic importance of health and safety, the College has 
a nominated Board member acting in the role of health and safety champion; helping to 
ensure that robust risk management processes support the board of management who 
have both collective and individual responsibility for health and safety. 

Principal & Chief Executive Officer 
 
The Principal & Chief Executive Officer has the day-to-day responsibility for ensuring the 
health, safety and welfare of all staff, students, visitors or any other persons affected by 
the organisations activities, so far as is reasonably practicable, at each of the College’s 
Centres or where any College activities take place. 

 
The Principal & Chief Executive Officer will ensure that a Health & Safety policy is 
established which will be an integral part of the organisation’s culture, values and 
performance standards The Principal & CEO will ensure that sufficient resources are 
available to support the health & safety strategy and that effective health and safety 
management systems and procedures are implemented throughout the organisation. 

 
Executive Leadership Team (ELT) 

 
Reporting to the Principal and CEO, members of the Executive Leadership Team will 
have the day-to-day responsibility for ensuring that health and safety systems and 
procedures are suitably implemented in all areas of College activity. Members of the 
Executive Leadership team are responsible for the implementation of the College Health 
& Safety Policy and they will ensure, so far as is reasonably practicable, full compliance 
with all statutory requirements within their respective areas of responsibility. 

 
Executive Leadership Team Members will: 

• Be familiar with the College Health & Safety Policy 
• Take a direct interest in its implementation 
• Ensure implementation and enforcement of all safe systems; and 
• Support those charged with carrying out the Policy 

 
Curriculum Area Leads 

 
Reporting to the Head of Curriculum, Curriculum Area Leads will ensure, so far as is 
reasonably practicable, that staff under their control are aware of the College Health & 
Safety Policy and that the Policy is fully implemented in each area of defined 
responsibility.  
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Curriculum Area Leads will: 

• Ensure that staff under their control understand and implement the College Health & 
Safety Policy 

• Ensure that health & safety responsibilities are understood and that safe systems 
are complied with 

• Ensure that risk assessments are carried out and where any significant risks are 
identified, the risks are assessed and either eliminated, reduced or precautions 
are put in place to minimise the risk, so far as is reasonably practicable. 
 

Support Managers 
 
Reporting to a Line Manager, Support Managers will ensure, so far as is reasonably 
practicable, that all staff under their control are aware of the College Health & Safety 
Policy and that the Policy is fully implemented in each area of defined responsibility. 

 
Support Managers will: 

• Ensure that staff under their control understand and implement the College Health & 
Safety Policy 

• Ensure that health & safety responsibilities are understood and that safe systems 
are complied with 

• Ensure that risk assessments are carried out and where any significant risks are 
identified, the risks are assessed and either eliminated, reduced or precautions 
are put in place to minimise the risk, so far as is reasonably practicable. 

 
Health & Safety Advisor 

 
The College has retained the services of Clarity Safety Solutions to provide competent 
assistance and general health & safety advice to the College as required by the 
Management of Health and Safety at Work Regulations, the Regulatory Reform (Fire 
Safety) Order and Fire Safety (Scotland) Regulations 2006. 
  
The Estates & Facilities Manager is the ‘nominated person’ for RIDDOR reporting on 
behalf of West Highland College UHI and will monitor health & safety systems and their 
implementation across all of the College Centres. 

 
In the absence of the ‘nominated person’, the deputy in the first instance for RIDDOR 
reporting will be the Finance Director and secondly, the College Principal & CEO. If 
required, the H&S Advisor will assist with the reporting process to ensure appropriate 
compliance with The Reporting of Injuries, Diseases & Dangerous Occurrence 
Regulations 2013 (RIDDOR). 

 
All staff at West Highland College UHI 

 
In accordance with the ‘general duty of care’ placed on every employee by Section 7 of the 
Health & Safety at Work etc. Act 1974, all staff will: 

• Take reasonable care for their own health and safety 
• Take reasonable care for the safety of anyone who may be affected by their acts or 

omissions 
• Co-operate with management to enable the College to fulfil its statutory obligations 
• Report any defects to premises and/or work equipment 
• Report any accidents and near misses; and 
• Report any health and safety concerns 
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GENERAL ARRANGEMENTS FOR HEALTH & SAFETY 
 

1. Emergency Procedures 
 

1.1 Fire & Evacuation Procedure See Appendix 2 
 

The procedure for the action to be taken in the event of a FIRE can be found in: 
 

• This Health & Safety Policy 
• On display at each Centre (this includes emergency evacuation routes and the 

identification of a designated fire assembly point) 
 
The procedure for the action to be taken during FIRE DRILLS can be found in 
Appendix 3 
 

• This Health & Safety Policy 
• In all teaching, meeting rooms and communal areas at each Centre 

 
A minimum of TWO fire drills per year will be practised, assessed and recorded at 
EACH Centre. 

 
Emergency procedures will be identified at induction for all new staff and 
students. 

 
Fire alarm systems will be tested WEEKLY and a record kept at EACH Centre. 

 
All fire-fighting equipment, alarms and emergency lighting will receive planned testing 
and maintenance at appropriate intervals Emergency exits, stairways, safe refuges, 
fire doors and walkways will be monitored regularly to ensure they are kept free 
from obstructions. Fire prevention at each location will include the appropriate 
storage of any flammable materials. On closure each evening and at weekends, 
building checks at each location will be carried out by a nominated person, which will 
include all emergency exists, windows, fire doors, heating, lighting and security 
arrangements. 

 
For all meetings or courses at each location, fire instructions must be advised to 
delegates at the outset. 

 
1.2 Major Incident Policy 

 
West Highland College UHI recognises the importance of proactive crisis 
management including the procedure required for effective communication and 
public relations in the event of a major incident occurring at a College location or 
where an outdoor College activity/event is taking place. 
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2. Accident and Incident Procedure  
 
See Appendix 4 

 
Staff, students or any other person affected by the activities of West Highland College 
UHI must report all accidents, near misses and/or acts of violence which have occurred 
on premises controlled by West Highland College UHI or during any activities/events 
under the control of the College. Near miss reporting will be encouraged and all 
incidents, accidents and near misses must be recorded using the SHE Health and Safety 
Management System. Where appropriate, accidents/incidents will be investigated to 
identify root causes as well as immediate and underlying causes. Through a risk control 
hierarchy, foreseeable risks will be eliminated, reduced or controlled through precautions 
to minimise the likelihood of incidents occurring. Accident statistics will be reviewed to 
identify trends and a monthly RIDDOR Incident Rate will be calculated. 

 
The ‘nominated person’ will be responsible for reporting work/course related RIDDOR 
incidents to HSE and UHI, should they occur at any College Centre or any other 
location where courses activities take place. 
 

3. Risk Assessment Procedure 
 
In accordance with Regulation 3 of the MHSW Regulations 1999 (as amended), the 
College will make a ‘suitable and sufficient’ assessment of risks to employees and others 
who may be affected by the activities of the College including students, contractors and 
members of the public. 

 
Risk control measures, including the elimination, reduction and the implementation of 
precautions, will be applied through a process of hazard identification and risk evaluation. 
All risk assessments will be undertaken using the SHE Health and Safety 
Management System by a competent person in the task or activity being assessed and 
any significant risks will be recorded. College Managers will be responsible for ensuring 
that foreseeable risks within their area are assessed, controlled and recorded where 
appropriate. 
 
Review periods will be set and automated notifications will be sent to identified 
responsible College staff. 

 
Generic risk assessments and dynamic risk assessments will also be used where 
appropriate to the task, activity or the environment. 

 
Examples of risk assessment will include the following:- 

• Fire risk assessment (conducted by competent external assessors) 
• DSE workstation assessments 
• Moving and handling assessments 
• Control of Substances Hazardous to Health (COSHH) assessments 
• Personal Emergency Evacuation Plans (PEEPs) 
• Lone Working assessments 
• Assessments for new/expectant mothers, young persons and people with special 

needs. 
• Work Placement assessments 
• Any other areas of foreseeable significant risk  
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Factors considered when undertaking risk assessments will be:- 

• Identification of foreseeable hazards 
• Assessment of the level of residual risk 
• The identification of any people at risk, including employees, internal partners, 

sub-contractors, visitors, students and members of the general public 
• Special needs and vulnerabilities of disabled persons, young persons, new or 

expectant mothers, inexperienced persons and persons with learning difficulties. 
• All risks should be eliminated, reduced or controlled so far as is reasonably 

practicable. 
 
Risk assessments will be reviewed at intervals in accordance with the perceived degree 
of risk and further assessments will be carried out as and when required. The degree of 
sophistication of a risk assessment will be determined by the activity concerned. 
Predictive risk assessments will be prepared by competent persons beforehand and 
dynamic risk assessment will be determined by competent persons at the time and 
used to enable staff and students to operate safely in any unpredictable environment 
that may arise. Appropriate Information, instruction and guidance on the principles of risk 
assessment will be given to staff as required. 

 
4. Audit & Review Procedure 

 
To comply with health and safety law, Health & Safety Regulations, Codes of Practice and 
the College Health & Safety Policy, an annual programme of internal auditing will be 
undertaken jointly across all Centres and course activities by the College manager 
responsible for health and safety and the retained competent health & safety advisor. 
The audits will feedback the effectiveness of the College Health & Safety Policy and 
health & safety management system. External auditors will periodically check the 
ongoing effectiveness of the College Health & Safety Policy and health & safety 
management systems and procedures. 

 
5. Housekeeping and Recycling 

 
Provision will be made by Estates for regular cleaning of office and communal areas and 
for the emptying of waste litter bins at each Centre. Recycling facilities will be made 
available and waste and pollution will be controlled and minimised. 

 
6. Health & Safety Committee 

 
See Appendix 5 

 
A Health and Safety Committee will meet on a minimum of 6 occasions throughout each 
Academic Year as a forum for consultation between staff and student representatives on 
health and safety matters. 

 
Meeting arrangements and minutes will be prepared and distributed by the nominated 
person for health & safety. Membership of the Health & Safety Committee will include a 
staff representative and FE/HE student representatives. 

 
Staff will be encouraged to raise any health and safety concerns with their Line 
Manager in the first instance and students will be encouraged to raise any concerns 
with their Lecturer. If a health and safety matter can’t be resolved, it can be raised either 
with the staff or student health & safety representatives, the nominated person for health  
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& safety, any other member of staff or with the College Principal & CEO. 
 

7. Health & Safety Induction 
 
See Appendix 6 

 
• At each West Highland College UHI Centre, staff, students, visitors and 

contractors will receive an induction, which includes health and safety. 
 

• Staff health & safety inductions will be recorded and will include the identification of 
any significant hazards, the control measures required and the appropriate safe 
systems and policies in place. 

 
• Further training, instruction and supervision will be provided until a sufficient and 

consistent degree of competence is demonstrated. 
 

• An induction checklist and tracker to record health and safety inductions will be 
used. 

 
• Additional information can be found in the Student and Staff Handbook. 

 
8. General Duty of Care 

 
In accordance with the Health & Safety at Work etc. Act 1974, West Highland College 
UHI will provide, so far as is reasonably practicable: 

 
1. Safe plant and systems of work 

 
2. Safe use, storage, handling and transport of articles and substances 

 
3. Provision of information, instruction, training and supervision 

 
4. Safe means of access and egress, with a safe place of work 

 
5. A safe working environment. 

 
9. Vehicle Parking 

 
Vehicles should be parked in marked bays at each West Highland College UHI 
location. Parking out-with marked bays can cause a hazard for other drivers and for 
pedestrians. At each location: 

• Disabled parking spaces should only be used by registered disabled drivers. 
• Drop-off zones must not be used for parking, even for short periods of time. 
• Vehicles longer than a standard car must not overhang pavements when parked. 
• Reverse parking of vehicles in car parking bays is recommended. 

 
For more detailed information please refer to the Traffic and Parking Regulations Policy. 
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10. Autumn and Winter Conditions 

 
The likelihood of slip and trip accidents increases during the autumn and winter periods 
when there is less daylight, leaves fall onto paths and ice and snow may be on the 
ground. To minimise the risk of slips and trips, provision will be made at each Centre to 
spread grit/sand over walkways and car parks during adverse autumn and/or winter 
conditions to facilitate safe access and egress. 
 

11. Manual Handling 
 
In Accordance with the Manual Handling Operations Regulations 1992 (as amended), 
Manual handling assessments will be carried out if there is a foreseeable risk of injury 
and the relevant people will be informed of the results of the assessments with 
suitable the control measures identified. Appropriate information, instruction and training 
and will be provided as and when required. 

 
12. Work Equipment 

 
Work equipment will be appropriate for the task and suitably maintained in accordance 
with The Provision and Use of Workplace Equipment Regulations 1998 – PUWER. 
Training, information and instruction will be available for all staff, trainees and students. 
Inspection records will be completed and updated where appropriate by suitably 
competent persons. 

 
All electrical equipment will be visually inspected by users to determine suitability 
before use and any electrical repairs required will only be undertaken by a competent 
person. Portable electrical appliances used within offices/rooms and communal areas 
will receive planned, recorded maintenance by a competent person in accordance with 
The Electricity at Work Regulations 1989. Laptops or other portable electrical equipment 
which can be plugged into a mains supply will be tested beforehand. 

 
13. First Aid 

 
The Health and Safety (First-Aid) Regulations 1981 (as amended) require that we 
provide adequate and appropriate equipment, facilities and personnel to ensure all staff 
can receive immediate attention if they are injured or taken ill at work. 

 
An assessment of needs will be undertaken by a competent person to determine the 
degree of first aid provision required at each Centre or course location. Adequate and 
appropriate provision will then be provided following the initial assessment. Within the 
assessment of needs, provision will also be made for non-employees such as students 
and members of the public. A first aider is defined as ‘someone who has undergone a 3-
day HSE approved first aid training course and an appointed person is someone who 
has been appointed to call an ambulance, look after the first aid box and keep a record of 
any treatments. 

 
At each Centre or course location where the need for trained first aiders is identified, they 
will be appointed in accordance with the assessment of needs. Where a trained first 
Aider is not required, an appointed person will be nominated to look after first aid 
equipment, first aid facilities and for contacting the emergency services should this be 
necessary. 
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The minimum first aid provision at each Centre or where course activities take place will 
be: 

• a suitably stocked first aid container 
• an appointed person to take charge of first aid arrangements 
• Information for staff and students regarding first aid arrangements 

 
First aid treatments will be recorded and reports will be sent to the nominated person 
where they will be recorded in an Accident Book and kept securely to comply with the 
Data Protection Act 1998. 

 
14. Hygiene Guidelines 

 
All persons using West Highland College UHI premises will be encouraged to take 
responsibility for maintaining a high standard of hygiene.  Hand- sanitisers and antiseptic 
wipes will be provided where required following a risk assessment by a competent 
person. 

 
15. Working or Course Activity at Height 

 
In accordance with The Work at Height Regulations 2005, no member of staff, trainee, 
student, internal partner or contractor will undertake any work/course activity at height on 
the premises of West Highland College UHI or during any external activity/course without 
a suitable and sufficient risk assessment being completed beforehand by a competent 
person. 

 
16. Substances Hazardous to Health (COSHH) 

 
In accordance with The Control of Substances Hazardous to Health Regulations 2002, at 
all Centres, cleaning chemicals will be securely stored in locked cupboards. Where these 
chemicals are brought on site by sub-contracting cleaning companies, they will ensure 
that the chemicals are suitably risk assessed and stored safely. Sub-contracted cleaning 
companies are required to ensure the safety of their own employees and other persons 
affected by their company’s activities including College staff, trainees, students, internal 
partners, visitors and contractors. 

 
ASBESTOS: - Diseases associated with asbestos arise when asbestos fibres are 
inhaled and then penetrate deep into the lung. Any work involving asbestos or where 
asbestos is suspected, will be carried out in accordance with The Control of Asbestos 
Regulations 2012 and Approved Code of Practice and any asbestos removal required will 
be done in accordance the Asbestos Licensing Regulations. The use of any new 
asbestos containing materials (ACMs) is prohibited. 

 
In accordance with The Control of Asbestos Regulations 2012, and where the College is 
recognised as the duty holder i.e. where the College is clearly responsible for the 
maintenance and repair of the building, the College will take all reasonable steps to 
establish if there are materials containing asbestos in the Centre and if so, the amount, 
where it is and what condition it is in. If there is any doubt, materials will always be 
presumed to contain asbestos and the duty to manage under the regulations will apply. 

 
For each Centre, Estates will prepare and keep up-to-date, a record of the location and 
condition of the asbestos containing materials, or any materials which are presumed to 
contain asbestos. 
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17. Driving at Work 

 
Pool Cars: The College provides pool cars for staff travelling for business purposes only, 
and the use of pool cars should be the first option, and staff should refer to the WHC Pool 
Vehicle Procedure for further details. To minimise risk as low as reasonably practicable 
by reducing the need to drive between Centres, managers should encourage staff to 
use video conferencing or other methods of communication whenever possible. Where 
staff can’t use a pool car for a valid reason and are authorised to use their own vehicle 
for business travel they are advised to inform their insurance company to ensure they 
have the appropriate comprehensive business insurance cover in place.  
 
Minibuses: The College undertakes to ensure that those staff who have the 
responsibility of transporting students undergo assessment and training of their 
driving ability. 
This is provided by identif ied members of staff who have undertaken approved 
MiDAS Driver Awareness Training (DAT) who then train and assess individual 
minibus drivers within the College. 
 
Using Own Vehicles: Staff who use their own vehicle for business travel, will be 
required to provide evidence of an up-to-date MOT (where applicable), appropriate 
business car insurance and a valid driving licence. 
 
 
General Advice: 

• When driving on company business, staff are responsible for the safety of 
themselves and for others and for compliance with the Highway Code.  

• Mobile phones should not be used while driving and staff are encouraged to 
plan their journey. 

• Staff should not drive when tired 
• Staff should not rush to get to their destination 
• Staff should consider weather and road conditions if planning winter journeys 
• Staff should make arrangements to ensure it will be noticed if they do not arrive 

at their destination or their home at or near the expected arrival time (see Lone 
Working Policy & Procedure and the Adverse Weather Procedure. 

 
18. Appointment of Contractors 

 
In accordance with HSE Guidance, contractors under the control of West Highland 
College UHI will be provided with a current copy of the College Health and Safety 
Policy and be advised of any foreseeable significant risk(s) identified and of the existing 
control measures already in place. Construction projects will be undertaken in accordance 
with the Construction, Design & Management Regulations (where appropriate). 
Selection of contractors will be from an approved list held by the Estates & Facilities 
Manager and contractors must operate to at least the minimum legal standard and 
use accepted industry good practice. 

 
Such contractors include organisations or individuals contracted to supply cleaning, 
maintenance, statutory inspections, outdoor instruction etc. Contractors will be asked to 
provide a copy of their health and safety policy, examples of risk assessments/method 
statements, safe systems of work and accident performance including any enforcement 
action or prosecutions. 
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Contractors are prohibited to work at West Highland College UHI, without the 
appropriate authorisation from the Estates & Facilities Manager, a Centre Manager or 
other nominated senior person. Permits to Work (PTW) are required for any high risk 
activities and contractors must keep a copy of the permit at their place of work and the 
permit issuer must keep a copy for inspection and control. The level of supervision 
required will depend on the degree of risk and will be determined by the permit issuer. No 
equipment will be used or activities take place until a permit to work has been signed off 
and the area declared safe by the permit issuer. 

 
19. Smoking 

 
West Highland College UHI operates a NO SMOKING RULE within all enclosed or 
substantially enclosed work places in line with current legislation to provide smoke free 
areas in public areas and work places. Designated external areas for smoking will be 
identified at each Centre and no smoking signs will be displayed in all appropriate 
areas. 
To further comply with the general duty of care to all students and staff, smoking is also 
prohibited close to where any students/staff are present as part of any external West 
Highland College course or activity. 

 
20. Alcohol and Drugs 

 
The consumption of alcohol is STRICTLY FORBIDDEN at all West Highland College UHI 
premises and during any external WHC activities/courses. The consumption of alcohol is 
only permitted on special occasions if authorised directly by the College Principal. In the 
absence of the College Principal, a nominated deputy Principal from the ELT can 
authorise. 

 
The use/abuse of non-prescribed drugs or substances such as solvents is STRICTLY 
FORBIDDEN at all West Highland College UHI premises and during external College 
activities/courses. Anyone found in possession of these substances will be reported to 
the police. It is advised that any individual who is on prescribed medication or has a 
medical condition should carry details with them at all times to enable a First Aider to 
deal with a situation that may arise, as effectively as possible. 

 
In accordance with internal procedures, West Highland College UHI staff will be provided 
with information on how to deal with situations involving alcohol, drugs or potentially violent 
situations. 

 
21. Personal Protective Equipment (PPE) 

 
In accordance with the Personal Protective Equipment Regulations 2002, at each Centre 
or course location, an assessment of risk will be done by a competent person 
beforehand to determine if PPE is required for any task or activity organised by West 
Highland College UHI. If as a result of the risk assessment PPE is deemed necessary 
to meet statutory obligations, suitable and appropriate PPE will be provided free of 
charge unless the risk can be controlled adequately by other means. The use pf PPE will 
always be considered as a last resort and other control measures will be considered in the 
first instance. 
 

22. Display Screen Equipment 
 
In accordance with the Health & Safety (Display Screen Equipment) Regulations 1992, 
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staff that use display screen equipment in excess of 1-hour continuously every working 
day, will be designated as either ‘definite users’ or ‘possible users’. Staff will complete a 
DSE self-assessment checklist as a first step to assessing the suitability of their 
workstation and if staff indicate possible problems, workstations will be reassessed by a 
trained workstation assessor and where/if required, further controls will be identified to 
reduce risks as low as reasonably practicable. 

 
Staff will be made aware of the provision of eye and eyesight testing including the 
provision of special spectacles if they are needed following confirmation from a 
qualified optician and the submission of a prescription as per the College procedure. 
 

23. Lone Working 
 
Health & Safety law requires employers to deal with health and safety risks before 
people are allowed to work alone. In accordance with The HASAW etc. Act 1974 and the 
Management of Health & Safety at Work Regulations 1999, Lone working at West 
Highland College UHI will be subject to risk assessment for any predictable hazards and 
dynamic risk assessment for any unpredictable hazards that may arise. 

 
To ensure the health, safety and welfare of lone workers including those driving for 
business reasons, the College will ensure that there are suitable and sufficient systems 
in place to minimise risk as low as is reasonably practicable. Staff should refer to the 
Lone Working Policy & Procedure for further details. 

 
24. Bulk LPG Storage 

 
Where there is a bulk LPG storage tank at a College Centre, the tank will be owned by 
the supplier of the LPG and they will look after the maintenance of the tank and its 
fittings. The College will ensure that the tank is sited safely, there is suitable ventilation 
and safe conditions around the tank, there is safe access for the tanker to offload, there is 
adequate security, there is impact protection from vehicle movements and suitable 
emergency arrangements have been considered and are in place. 

 
25. Outdoor Activity Guidelines 

 
Standard Operating Procedures and the Adventure Activities Licensing Authority (AALA) 
licences for outdoor activities are held by the Department of Adventure. Safety standards 
and licencing requirements are in accordance with the Guidance from the Licencing 
Authority, the Adventure Activities Licencing Regulations 2004 and The Activity Centres 
(Young Persons’ Safety) Act 1995. Detailed operating procedures for outdoor activities 
can be found in the West Highland College UHI Department of Adventure Studies. 

 
26. Maritime Training Guidelines 

 
West Highland College UHI Learning & Marine Training Centre based in Mallaig, delivers 
a range of marine training courses. All trainers are approved and have a wide range 
of practical maritime experience in seamanship skills. Detailed operating procedures 
can be found at the West Highland College UHI Learning and Marine Training Centre, 
Mallaig. 

 
27. Food Hygiene Guidelines 

 
West Highland College UHI training and commercial kitchens will be registered with 

18/26 104/148



Health & Safety 
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 Page 17 of 24    
Health and Safety Policy 2019-20.docx  Version  310819 [JO/LR/PL] 
 

the Local Environmental Health Authority for the preparation and selling of food and 
current licences will be displayed in accordance with the Food Safety Act 1990 and the 
Food Hygiene (Scotland) Regulations 2006. To minimise risk, procedures in accordance 
with the Hazard Analysis and Critical Control Point (HACCP) principles will be available 
in both Training Kitchens. 

 
28. Environmental Guidelines 

 
West Highland College UHI is committed to ensuring that procedures are in place to 
recycle and correctly dispose of waste materials to ensure that no pollutants are 
released into the surrounding environment at any of the West Highland College UHI 
locations. Preventative measures will be put in place to responsibly reduce waste and 
prevent pollution at all locations. If waste is produced, it will be stored safely and 
securely before being disposed of in the correct manner and in accordance with legislation. 

 
29. Information, Instruction and Training 

 
The Institute of Occupational Safety and Health (IOSH) Managing Safely and Working 
Safely accredited health and safety training courses will be delivered to staff at an 
appropriate level to raise awareness and provide evidence of formal training and 
competency. Training programmes will ensure that all staff are aware of their 
responsibilities and accountabilities under health and safety legislation including the need 
to be aware of and comply with all West Highland College UHI health & safety policies and 
procedures. 

 
30. Statutory Inspections 

 
All relevant equipment will receive planned maintenance and inspection at each 
College Centre by a competent person at intervals in accordance with appropriate 
statutory regulations and insurance requirements. Statutory inspections under health & 
safety legislation will include equipment such as boilers, pressure systems, lifting 
equipment, passenger lifts and any other safety critical equipment. A register of all 
statutory inspections at each Centre will be kept and maintained by Estates & Facilities. 
 

31. Student Work Placements 
 
Students on work placement experience are given the same protection as any other 
member of a workforce. The work experience provider (the employer) is best placed to 
assess any workplace risks and put relevant control measures in place. There is no 
requirement for the work placement organiser to duplicate this process only to check 
that suitable and sufficient control measures are in place. Employers who provide West 
Highland College UHI students with work placement experience, will do so in accordance 
with the West Highland College UHI Work Placement Policy and relevant statutory 
provisions. 

 
Before a work placement commences, checks will be carried out by the College Work 
Placement Organiser to ensure that any workplace risks are appropriately identified 
and controlled by the work experience provider. Additional health & safety advice is 
available to the Work Placement Organisers from the College Health & Safety Advisor. 
Current work placement assessments by an approved external work placement 
organiser can also be used to minimise duplication. 
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32. Health & Safety Information 
 
Internal health and safety information is available from the Estates & Facilities Manager, 
Health & Safety Advisor, Staff H&S Representative and/or the Student H&S 
Representative. 

 
H&S information can be found on the HSE Law Poster which is located at each College 
Centre. The current Employers Liability Insurance Certificate is displayed at each College 
Centre. 
External health and safety information is available from the Health & Safety Executive 
(HSE) website. 
 

33. Policy Review 
 
This policy will be reviewed annually or sooner if there is a significant change required to 
the policy. 
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THE ORGANISATION OF HEALTH & SAFETY APPENDIX 1 
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FIRE EVACUATION PROCEDURE APPENDIX 2 
 
 
 
 
 
ON DISCOVERING A FIRE: 

 
• Sound the fire alarm by breaking a fire alarm glass. 

 
ON HEARING THE FIRE ALARM: 

 
• When the fire alarm sounds, all persons must immediately evacuate via the nearest 

fire exit. 
 
• Close all doors as you leave and under no circumstances stop to collect personal 

belongings or carry out any task which would delay you leaving. 
 
• All persons must assemble at the Designated Assembly Point (under no 

circumstances should any person enter a vehicle in the car park). 
 
• Under no circumstances should a lift be used in the event of a fire occurring. 

 
• People who require assistance to evacuate buildings, should act in accordance 

with their Personal Emergency Evacuation Plan (PEEP). The person accompanying 
them should assist in accordance with the PEEP and if further assistance is required, 
wait for a fire warden. If further assistance to evacuate is required, the fire warden 
should contact the fire coordinator via a mobile phone on the number displayed in 
each refuge point, to request further assistance. Where evacuation is from a floor 
above ground level, a suitable number of staff will be trained in the safe use of an 
evacuation chair. On no account should any person be left unattended at a fire refuge 
point. 

 
• If a fire alarm sounds, fire Wardens must report to the fire coordinator to check that 

all areas will be suitably covered and then when checks of the building are complete, 
fire wardens should report again to the fire coordinator at a Designated Assembly 
Point to ensure that all persons are accounted for. 

 
• Course trainers’ or representatives from courses or meetings being held on the 

premises must report to the fire coordinator at the Designated Assembly Point to 
confirm that all persons are accounted for. 

 
• Only when the alarm has stopped sounding and the all clear has been given by an 

Authorised Person, should any person re-enter a building: 
 

 At a fire drill the ‘all clear’ will be given by the fire coordinator 
 

 At all other times, the ‘all clear’ will be given by the Officer-in-Charge of the 
emergency services after the building has been checked and declared safe 

 
No person will re-enter a building until the alarm has stopped sounding and 

the ‘all clear’ has been given by an Authorised Person. 

A DESIGNATED FIRE ASSEMBLY POINT WILL BE IDENTIFIED AT EACH CENTRE 
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FIRE DRILL PROCEDURE         APPENDIX 3 
(as appropriate to each centre)  
 

 
NOTES: 
 

1) Fire drill should ALWAYS be treated as if a real fire had occurred. 
2) If an automatic fire warning system is disabled for repair or maintenance, 

interim arrangements must be put in place to warn people should an evacuation be 
required. 

 

Nominated Person Role/responsibility 
Campus Steward or other 
nominated person 

• Contacts the Fire Alarm Call Centre to take the fire alarms 
temporarily off-line for a fire drill (where appropriate). 

• Activates an alarm and records the fire drill. 
• Resets and silences the alarm on completion. 

Fire Co-ordinator or Deputy • Confirms that fire wardens are available, relocates to the 
Designated Assembly Point wearing a fluorescent jacket for 
identification, and takes a charged mobile phone and the 
visitor book. 

• Is responsible for roll call and accounting of personnel. 
• At a fire drill, declares the ‘all clear’ when all persons are 

accounted for and declares when buildings can be re- entered. 

Fire Wardens • Report to the Fire Coordinator when  an  alarm sounds, 
ensures evacuation of all personnel by checking every room  
is  clear  without  endangering  themselves,  reports back to the 
Fire Coordinator or other nominated person at the Designated 
Assembly Point. 

• Where appropriate, checks fire refuges are clear at each end 
of upper floor levels and assists with evacuation if required. 

• Assists with the safe use of an evacuation chair where 
required and trained to do so. 

• Wears a designated fire warden badge/vest. 
• Carries a charged mobile phone to contact the Fire 

Coordinator or other nominated person if required. 

Evacuated personnel • Personnel will immediately evacuate to the Designated 
Assembly Point and comply with instructions given by the Fire 
Coordinator or any other Authorised Person. 

• Where applicable, assistance will be provided for persons to 
evacuate the buildings in accordance with their PEEP 

• Evacuated personnel will remain at the Designated 
Assembly Point, until instructed otherwise by the Fire 
Coordinator or the Emergency Services 
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INCIDENT REPORTING PROCEDURE APPENDIX 4 
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HEALTH & SAFETY COMMITTEE APPENDIX 5 
 

Role: Designation: 

Chair and ELT Representative Director of Finance 

Secretary to the Committee Estates and Facilities Manager 

Curriculum Representative Head of Curriculum 

Department Representative Estates & Facilities Manager 

Department Representative HR Manager 

Department Representative Hospitality Course Leader 

Department Representative Outdoor Activities Coordinator 

SWR Representative Campus Steward (Portree) 
Centre Manager (Auchtertyre & Broadford) 

WHC Staff Representatives Course Lecturer 

Health & Safety Advisor External Representative 

HE Student Representative Vacant 

FE Student Representative Vacant 

Observer Board of Management Member 

 
Frequency of Meetings: 

 
Meetings to take place every 6 weeks unless there is a need for an extraordinary meeting. 

 
Meeting Arrangements: 

 
Meeting arrangements, minutes of meetings and meeting papers will be co-ordinated by 
Estates & Facilities Manager. 

 
Committee Membership: 

 
As above. 
 
Board of Management – Health and Safety Champion/Observer 

 
Ad-hoc meeting attendance to maintain contact with health and safety committee 
membership. 
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HEALTH & SAFETY INDUCTION CHECKLIST             APPENDIX 6 
 

 
I confirm I have received an induction in health & safety: 
 

Name: Date: 
 

Signature:  
 

Job Title: 
 

Induction by: 

ITEM Complete 
Health and Safety Policy  
Issue Policy Document    

  
Emergency Procedures:  
Fire exits    
Assembly Point    
Action to take on discovering a fire    
Action to take on hearing the fire alarm    
Weekly testing    
Alarm Points (break-glasses)    
Fire extinguishers    

  
Health and Safety Concerns:  
Person(s) to contact    

  
Policies, Procedures, Risk Assessments, Templates:  
S:\Health & Safety/    
http://staff.whc.uhi.ac.uk/    

  
Environment:  
Housekeeping    
Recycling    
Waste disposal    

  
Display Screen Equipment (DSE) Checklist:  
Self-assessment checklist and eye/eye sight testing procedures    

  
Accident and Incident Reporting:  
Demonstration and training on SHE Assure H & S Management System    
Accident and incident reporting procedures    
RIDDOR reporting (Nominated Person)    

  
First Aid Arrangements:  
First Aiders    
First Aid Boxes    
Data Protection requirements    
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VALUE FOR MONEY STRATEGY 

 

1. Introduction 
 

West Highland College UHI recognises its responsibility to achieve value for 
money from all its activities, however they may be funded. 

 
West Highland College UHI is committed to the pursuit of economy, efficiency 
and effectiveness as part of its corporate and academic strategy. The 
institution will seek to adopt good practice and incorporate VFM principles in 
all its activities. 

 
2. Objectives 

 
To achieve good VFM, West Highland College UHI has set itself these 
objectives: 
• to integrate VFM principles within existing management, planning and review 

processes 
• to adopt recognised good practice where this makes sense 
• to undertake VFM studies on areas of activity identified as worthy of review 
• to benchmark the institution’s activities against other similar activities and 

organisations where this is considered useful 
• to respond to opportunities to enhance the economy, efficiency and 
effectiveness of activities 
• to promote a culture of continuous improvement 
• to demonstrate actively to both internal and external observers that the 

achievement of VFM is sought in all activities undertaken 
• to ensure that all staff recognise their continuing obligation to seek VFM for 
the institution as part of their routine activities. 

 
3. Responsibility 

 
The responsibility for VFM is spread across all members, staff and students of 
the West Highland College UHI and is not restricted to those with resource or 
financial responsibilities. 

 
The Audit Committee is required to satisfy itself that VFM is being sought and 
achieved from the use of all funds. The Audit Committee has determined that 
this institution should extend this principle to all its funds. 

 
The Audit Committee is required to satisfy itself that satisfactory arrangements 
are in place to promote economy, efficiency and effectiveness. The committee 
is required to relay its view on the arrangements to the Board in its annual 
report. 
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The Senior Management Team has the executive responsibility to put in place 
arrangements that will ensure VFM is being sought. The Senior Management 
Team has a responsibility to report to the Chief Executive and, where 
appropriate the Audit Committee. 

 
Managers have the executive responsibility to maintain an awareness of good 
practices in their own area of operation and to ensure that these are followed 
appropriately. 

 
All staff should endeavour to seek and achieve VFM in all activities and to 
bring to management’s attention any opportunities for improvement. 
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Fee Instalment Policy 

1 Purpose 
 

To provide an instalment policy to be applied to students studying all but 
Higher Education Courses and adhered to by all members of staff who are 
involved in processing the payment of appropriate course fees.  

 

2 Policy 
 

West Highland College UHI will provide an instalment policy to be applied to 
students studying all but Higher Education Courses and adhered to by all 
appropriate staff. 

 

3 Scope 
 

3.1 The College operates a policy whereby students are required to pay 
their course fees at the time of registration.  Under specific 
circumstances however, the student may pay by instalments. 

 
3.2 The College will only accept payments by instalment where the student 

completes a statement acknowledging the debt and detailing when 
repayments are to be made. See appendix (i) 

 
3.3 The option to pay by instalments is open only to students who are 

paying their own fees.  It does not apply where an employer is paying 
the fees. 

 
3.4 This policy applies to students studying all but Higher Education 

Courses.  Higher Education Students are covered by the UHI Fees 
Policy.  

 
3.5 This policy should be read in conjunction with the College Equality 

Diversity & 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 Student Services and Finance staff are 

responsible for the effective operation of the Policy and Procedures. 
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Fee Instalment Procedures 

5 Procedures 
 
 5.1 General 
 

The option to pay by instalments is only available where all of the 
following criteria are met: 
 

• The course fees due for the current year are greater than £250.  
This includes the situation when a student enrolls for more than 
one course and the total course fees are greater than £250 (and 
at least one of the courses lasts more than one term). 

 
• The student completes a direct debit mandate and 

acknowledgement of debt form (appendix i). 
 

• The student arranges payment terms within 2 weeks of the 
course commencement. 

 
• Where these conditions are met, the course fees can be paid as 

follows: 
 

Total Course Fees Due Number of 
Instalments 

Between £250 - £750 3 
Between £751 - £1250 4 
Above £1251  5 

 
• The instalments will be paid each month on a date determined 

by the College and notified to the student when completing the 
direct debit mandate (normally the 1st or 15th of each month). 

 
5.2 Evening Class Payment by Instalments 
 

Evening class courses costing £125 or more can be paid by monthly 
instalments, but not for courses running less than 12 weeks in duration.  
An initial 30% deposit should be paid and instalments will only be 
accepted by direct debit arrangements. 
 
  
Total Course Fee Due Duration (weeks) No. of 

Instalments 
£125 - £250 12 2 
£251 - £750 12 3 
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 5.3 Change of Instalment Arrangements 
 

Once a student has made instalment arrangements, the college will not 
normally consider changes to these details unless there are 
exceptional circumstances.  These changes will be dealt with through 
the appeals procedure.  Any change to the College Instalment Policy 
would be considered exceptional for these purposes. 

 
 5.4 Failure to Adhere to Instalment Arrangements 
 

If a student makes arrangements to pay by instalments and then fails 
to do so, the College will require the student to immediately pay the full 
amount outstanding.  Once any initial instalment arrangement has 
been breached, the student will not be permitted to re-arrange further 
instalments. 

 
 5.5 Discretionary Arrangements 
 

In exceptional circumstances, normally on the advice of the Head of 
Student Support, the instalment policy can be overridden at the 
discretion of the Principal. 

  

6 Appeals 
 

6.1 Students have the right of appeal in accordance with the Student 
Appeals Policy and Procedures. 

  

7 Review of Policy  
  
7.1 This policy will be reviewed every three years or as changes affecting it 

occur, whichever is earliest.  
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Appendix (i) 
 
 
I,                                             , hereby acknowledge that I have an outstanding 
debt of £                   relating to course fees for year                  . 
 
I agree to pay this outstanding debt over the next             months at £                                                 
per month commencing                          . 
 
Signed 
 
 
Approved  
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Policy Summary 

Overview 
This policy shows our commitment to equality for our students, staff, 
visitors, contractors and others who engage with us through any activity. 

Purpose 

To specify the Equality, Diversity and Inclusivity Policy of West Highland 
College UHI, identify protected characteristics under the Equality Act 
(2010); outline the principles, responsibilities and commitments of the 
institution in realising the statutory obligations of the Equality Act (2010).  

Scope 

This policy applies to all current and prospective students and employees. 
This includes temporary staff, agency staff, consultants, Board Members, 
volunteers and collaborators at the University of the Highlands and Islands 
and all Academic Partners. 

Consultation 

The Policy Ownership Group includes representation from all Academic 
Partners and HISA. The policy received endorsement from Partnership 
Council prior to approval being sought from the College Management 
Group and Board of Directors.  

Implementation and 
Monitoring 

The policy will be implemented by all Academic Partners and the University 
of the Highlands and Islands. The policy will be monitored by relevant local 
staff on an operational basis and on a strategic basis by the Policy 
Ownership Group. 

Risk Implications 
Failure to comply with policy may result in a breach of the Equality Act 
(2010). 

Link with Strategy Policy relates to statutory compliance and governance arrangements. 

Impact Assessment 
Equality Impact Assessment: Complete – No further action required. 

Data Protection Impact Assessment: n/a 
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1. Policy Statement 
1.1 West Highland College UHI, the University of the Highlands and Islands and all Academic 

Partners are committed to equality of opportunity and non-discrimination in all aspects of 
work and study. We recognise that individually we all have differences of some sort, from 
which we can share and learn. The broader a range of people we employ, the wider a 
perspective we can adopt; a diverse workforce not only ensures that we are legally compliant, 
but makes good business sense. 

1.2 As a provider of education and employment, West Highland College UHI values diversity and is 
committed to encouraging everyone to realise their full potential. To this end, West Highland 
College UHI continues to work with students, staff, external agencies and the wider community 
to develop a positive and enabling culture of work and study. 

1.3 In particular, West Highland College UHI, the University and all Academic Partners strive to 
ensure that all people engaging with us have the opportunity to: 
- Study  
- Take up employment 
- Be actively involved in their community without discrimination 
- Be treated in a courteous, caring and sensitive way in all engagement with us 

We also expect that contractors, businesses and others who engage with us aspire to the 
same values.  

1.4 Achievement of the above goals requires the promotion of practices to overcome any existing 
structural barriers (systems or processes that make entry to education or employment more 
difficult for a person/group), geographical isolation, and the provision of opportunities which 
reflect the linguistic and cultural diversity of the region.  It also involves continuing to attract 
new and diverse people to the Highlands and Islands, to add to the culture and economy, and 
help the University and all Academic Partners reach our full potential. 

1.5  The Equality, Diversity and Inclusivity Guidelines should be referred to for practical 
information to support the policy. 

2. Definitions 
2.1 Protected Characteristics: the Equality Act (2010) (“the Act”) prohibits unfavourable 

treatment on the basis of the following nine protected characteristics. The University of the 
Highlands and Islands and all Academic Partners recognise that identity can be complex and 
fluid and strive to keep up with best practice in supporting individuals and groups. 

Age: This refers to a person belonging to a particular age group, which can mean people of the 
same age (e.g. 32 year olds) or range of ages (e.g. 18-30 year olds, or people over 50). 

Disability: A person has a disability if they have physical or mental needs which have a 
substantial and long-term adverse effect on that person's ability to carry out normal day-to-
day activities.  Some disabilities may require reasonable adjustments to be made to remove 
or minimise barriers to participation (see 2.7: Reasonable Adjustments for Disabled 
Persons). 

Sex: Refers to whether a person is a man or a woman. 

Gender Reassignment: Gender reassignment is when a person is proposing to undergo, is 
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undergoing or has undergone a process (or part of a process) for the purpose of reassigning 
the person’s sex by changing physiological or other attributes of sex.  

Race: Refers to a group of people defined by their race, colour, nationality (including 
citizenship), ethnic or national origins. 

Religion or Belief:  Religion has the meaning usually given to it but belief is defined as religious 
and philosophical beliefs, including lack of belief (e.g. atheism). Generally, a belief should 
affect your life choices, or the way you live, for it to be included in the definition. 

Sexual Orientation: A person’s attraction towards their own sex/gender, another sex/gender, 
all sexes/genders or none. 

Marriage and Civil Partnership: In Scotland, marriage is no longer restricted to a union 
between a man and a woman, but also includes same-sex couples. 

Same-sex couples can also have their relationships legally recognised as ‘civil partnerships’. 
Civil partners must be treated the same as married couples. In society, civil partnership is 
generally recognised simply as ‘marriage’. 

Marriage and civil partnership is listed in the Act as a protected characteristic. The Act 
provides protection against discrimination only in respect of the need to eliminate unlawful 
discrimination in employment. 

Pregnancy and Maternity: Pregnancy is the condition of being pregnant or expecting a baby. 
Maternity refers to the period after the birth, and is linked to maternity leave in the 
employment context. In the non-work context, protection against maternity discrimination 
is for 26 weeks after giving birth, and this includes treating a woman unfavourably because 
she is breastfeeding. 

2.2 Gender Identity and Gender Expression: The Equality Act recognises sex as a binary 
characteristic (i.e. Male/ Female), and protects those who undergo or intend to undergo 
gender reassignment (i.e. from one gender to another).  UHI/West Highland College UHI 
recognises that gender identity and gender expression are not necessarily fixed or binary; we 
will treat bullying and harassment on these grounds as seriously as if they relate to any 
protected characteristic as defined in the Act. 

2.3 British Sign Language (BSL): UHI/West Highland College UHI recognises that BSL is a language 
in its own right (with its own vocabulary and syntax), and does not necessarily relate to 
disability as defined by the Equality Act. We are required to meet the requirements of the 
Scottish Governments BSL National Plan, to raise awareness of BSL and improve support for 
BSL users over 2018-30. 

2.4 Gaelic Language: The Gaelic language is indigenous to the Highlands and Islands, among other 
areas. As such it is not covered under the definition of race/nationality as defined by the 
Equality Act 2010. UHI/West Highland College recognises responsibilities under the Gaelic 
Language Scotland Act (2005) to ensure that discrimination is not incurred by Gaelic speaking 
individuals and communities. 

2.5 Short term disability: Students may be eligible for Disabled Students Allowance support due 
to short term disability that may not fulfil the criteria of the Disability protected characteristic 
(see 2.1). Students who feel they are affected by a short-term disability should discuss this with 
the local student support staff. 
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Students with a short term disability are not entitled to use the legal powers of the Act in the 
same way as someone who has a disability as defined by the Act, e.g. in relation to 
discrimination, harassment and victimisation. 

Short term disability example: A student suffers a spinal injury and is 
expected to make a full recovery, however they will need to use a 
wheelchair and other assistive measures for 6 months. This may include 
assistive technology, equipment to study from home and classes scheduled 
on the ground floor where lifts are unavailable. 

2.6 Discrimination occurs when prejudices, stereotypes and assumptions prompt actions that 
result in less favourable treatment of individuals or groups. The Act prohibits discrimination on 
the grounds of protected characteristics, with types of discrimination listed and described 
below. There are two different categories of discrimination under the Act, with further sub-
categories: 

2.6.1 Direct Discrimination occurs when someone is treated less favourably than another on 
grounds of their perceived or actual protected characteristic.  
a. Associative discrimination is direct discrimination against someone because they are 

associated with another person who possesses a particular protected characteristic. 
b. Direct discrimination by perception means treating one person less favourably than 

someone else because you incorrectly think they have a particular protected 
characteristic. 

There are specific criteria for direct discrimination arising from disability, gender 
reassignment and pregnancy/maternity, which are available in sections 15-18 here. 

Direct discrimination example for students: Assuming that a student may not 
be able to reach a certain level of work because they have a disability, or 
rejecting a male applicant’s application to a childcare course as they do not 
think it is appropriate for a male to be working with children. In these cases 
the act itself is unlawful, whether or not someone intended to discriminate. 

Direct discrimination example for staff: Deciding not to employ someone, 
dismissing them, refusing to promote them, denying them training, giving 
them adverse working conditions or denying them benefits based their 
perceived or actual protected characteristic. 

2.6.2 Indirect discrimination occurs when an organisation has rules or policies, conditions or 
requirements that are applied to everyone but leave a person with a particular 
protected characteristic at a disadvantage.  

Indirect discrimination example for students: A college will only allow 
students to go on placement if they have more than 95 per cent attendance. 
A student with a disability has missed a lot of classes for health reasons and 
are told they cannot go. 

Indirect discrimination example for staff: A contract clause which applies to 
all employees saying that they could be required to work late or travel away 
from home for work at short notice. Although this applies to everyone in the 
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same way, this could potentially put parents or those with care 
responsibilities at a disadvantage, as they would need to make childcare 
arrangements at unreasonable notice. 

2.7 Reasonable Adjustments for Disabled Persons: When a person requires additional support to 
participate in an activity due to a disability, public bodies have a duty to make reasonable 
adjustments to enable participation: this may be to work, study or use facilities.   

There is no set definition of ‘reasonable’: this is relative to an organisation’s resources and 
organisational demands:  a large company may be expected to spend extensively, where a 
smaller company may not.  The extent to which an adjustment is reasonable cannot be 
formally defined outside of a tribunal.  

Initial requests for reasonable adjustments should be discussed with your line manager (for 
staff) or supervisory staff member e.g. Personal Academic Tutor (for students), and formally 
made through Occupational Health or Student Services. Relevant medical evidence may be 
requested in support of the request for reasonable adjustments. 

Reasonable adjustment examples: Provision of a large screen for a partially 
sighted staff member; relocation of a class to the ground floor to enable a 
wheelchair-user to participate; or additional time in assessments for a 
dyslexic student.   

2.8 Positive Action: Anyone recruiting staff, students or volunteers can legally justify ‘positive 
action’ if a particular group is underrepresented, to help ensure that a body is informed by the 
widest set of circumstances, experiences and identities.  This involves taking action to increase 
the likelihood of underrepresented groups participating.   

Positive Action examples: A rural institution may have disproportionately 
low numbers of Black, Asian and Minority Ethnic staff.  In the event of a tied 
interview result, the interviewer could legally justify recruiting a black 
candidate over a white candidate, so that the body can make decisions that 
are less likely to disadvantage or marginalise subsequent black staff.  

A college with disproportionately low numbers of female engineering 
students may target marketing at a certain group, or make amendments to 
wording to encourage certain applicants e.g. advertising engineering courses 
at all-female schools, or changing entry requirements to include subjects that 
are over-represented by female secondary school pupils. 

2.9 Prohibited Behaviours: As well as the above types of discrimination, the Act prohibits other 
forms of behaviour: 
2.9.1 Harassment denotes unwanted conduct that violates a person's dignity or creates an 

intimidating, hostile, degrading, humiliating or offensive environment for them.  
Harassment can take many forms, including but not limited to: physical contact, 
offensive language, gossip, slander, graffiti, obscene gestures, exclusion. Harassment 
can involve persistent conduct or behaviour that continues after the individual states 
they want it to stop. A single incident can also constitute harassment if it is sufficiently 
serious. 
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2.9.2 Victimisation is treating someone less favourably because of something they have 
done under, or in connection with, equalities legislation. 

Victimisation examples for students: A member of staff shouts at a student 
because he thinks she intends to support another student’s sexual 
harassment claim.  

A student alleges that they have encountered racism from a member of staff, 
and as a result of making this allegation are ignored by other staff members. 

Victimisation examples for staff: Refusal to promote an employee because 
he or she has previously invoked a grievance procedure, or given evidence 
against the employer at a tribunal. 

The employer brands an employee as a ‘troublemaker’ because they raised a 
lack of job-share opportunities as being potentially discriminatory. 

 
2.10 Public Sector Equality Duty: as a publicly-funded organisation, UHI/West Highland College UHI 

has a statutory duty to fulfil both General and Specific Public Sector Equality Duties under the 
Equality Act (2010).   
2.10.1 General Duties direct the way UHI/West Highland College treats its staff, students and 

visitors and reflect all UK public bodies’ responsibility to: 
- Eliminate unlawful discrimination, harassment, victimisation and other prohibited 

conduct 
- Advance equality of opportunity between people who share a relevant protected 

characteristic and those who do not 
- Foster good relations between people who share a relevant protected characteristic 

and those who do not 

2.10.2  Specific Duties: Section 153 of the Equality Act enables the Welsh and Scottish 
ministers to impose specific duties on certain domestic public bodies through 
secondary legislation:  Scottish-Specific Duties relate to how public bodies carry out, 
evidence and present their commitment to enacting General Duties, and responds to 
ongoing changes identified by the Scottish Government.  

Scottish-Specific Duties are listed and linked below.  The University and partner 
Further Education Colleges have duties to: 

- Report progress on mainstreaming the equality duty 
- Publish equality outcomes and report progress 
- Assess and review policies and practices (complete Equality Impact Assessment)  
- Gather and use employee information 
- Publish gender pay gap information 
- Publish statements on equal pay, etc. 
- Consider award criteria and conditions in relation to public procurement 
- Publish in a manner that is accessible, etc. 
- Consider other matters 

2.11 Equality Mainstreaming aims to ensure that equality perspectives are central to an 
organisation’s culture and operational delivery, by incorporating these into all strategic 
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decision-making processes.  This aims to ensure that all areas of an organisation carry out 
their public sector equality duties when delivering day-to-day functions.  

Equality Mainstreaming ensures that the needs of underrepresented groups, as well as those 
of members of historically marginalised or disenfranchised groups, are pro-actively considered 
when decisions are made.  The experiences of frontline staff and service users should inform 
the decision making process. 

UHI/West Highland College UHI is required to report on its Mainstreaming activities every four 
years, and to update this every two years. 

2.12   Equality Outcome Agreements set out the equality activities that colleges and universities plan 
in order to better meet their general duties. 

UHI/West Highland College UHI is required to set new Equality Outcomes every four years, 
and to report on progress every two years. 

2.13  Equality Impact Assessment (EIA): assesses the potential impact of new or revised policies, 
practices or services against the requirements of general public sector equality duties. 

Conducting an EIA is a legal requirement for public bodies in Scotland, and helps to ensure that 
everybody’s needs are taken into account before changes are implemented.  This allows 
UHI/West Highland College to proactively identify and mitigate against barriers to participation, 
attainment or wellbeing, and hopefully avert potentially negative experiences. 

Forms to carry out Equality Impact Assessments are available from the Policy and Governance 
Officer. 

3. Purpose 
3.1 This policy allows UHI/West Highland College UHI to carry out its general and specific public 

sector equality duties, and work to improve the experience of all staff and students, regardless 
of an individual’s protected characteristics. 

3.2 We will conduct our statutory duties under the Equality Act 2010 as per section 2.10 of this 
policy, and demonstrate our commitment to mainstreaming equality and diversity by: 
3.2.1 Developing policies, procedures and processes to achieve the general and specific 

public sector duties in accordance with the Equality Act 2010 and the Equality Act 2010 
(Specific Duties) (Scotland) Regulations 2012. 

3.2.2 Monitoring the potential impact of our policies, procedures and practices on different 
protected groups to help tackle inequality, promote equality of opportunity and foster 
good relations. We do this through the process of Equality Impact Assessments. 

3.2.3 Removing any potential barriers to access, participation, retention and achievement of 
students and staff by making reasonable adjustments where appropriate. 

3.2.4 Creating inclusive learning and working environments and practices that promote 
respect for all. These environments aim to prevent and challenge stereotyping, 
prejudice, discrimination and harassment and disadvantage. 

3.2.5 Reasonably anticipating and responding to the needs of students through collaboration 
with individuals, the student body and Highlands and Islands Students’ Association 
(HISA).  

3.2.6 Working in conjunction with HISA to take forward their work on equality and diversity 
and to seek student feedback relevant to equality of opportunity and experience. 
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3.2.7 Involving and consulting within the wider community, particularly those who share 
particular characteristics and those who represent their interests, to inform policy and 
practice. 

3.2.8 Ensuring that equality, diversity and inclusivity are embedded within the Scottish 
Funding Council Regional Outcome Agreement process through consultation with key 
stakeholders across the Partnership. 

3.2.9 Collecting, analysing and reporting on and improving the quality of student and staff 
protected characteristic data in line with public sector equality duties/sector best 
practice and Data Protection legislation. 

3.2.10 Publishing equality outcomes reflecting how we plan to impact positively upon our 
communities. 

3.2.11 Publishing a mainstreaming report, demonstrating our progress against our planned 
outcomes and showing what progress we have made to mainstream equality in our 
policies, practices and decision-making functions. 

4. Scope 
4.1 This policy applies to all current and prospective students and employees. This includes 

temporary staff, agency staff, consultants, Board Members, volunteers and collaborators. 

4.2 The principles of non-discrimination and equality of opportunity apply to the way in which staff 
and students, as well as visitors, contractors, sub-contractors, temporary and agency staff, 
service providers, suppliers, former staff and students and any other persons associated with the 
functions of West Highland College treat one another. 

5. Exceptions 
5.1 This policy applies without exceptions, exclusions or restrictions. 

6. Notification 
6.1 This policy will be available on West Highland College’s website. 

6.2 All individuals with responsibilities outlined in Section 7 will be notified of changes. 

7. Roles and Responsibilities 
7.1 F&GP is responsible for approving the policy and for ensuring that West Highland College UHI 

complies with its statutory obligations in terms of meeting the requirements of the Equality Act 
2010 and the Public Sector Equality Duty for Scotland. 

7.2 The College Management Group is responsible for operational oversight of the policy. They 
must ensure that Managers, Staff and Students operate in an environment where they can fulfil 
their responsibilities in relation to the policy.  

7.3 Line Managers are responsible for implementing this policy, ensuring that our commitment to 
equality is followed through and adequately communicated both internally and externally. 

Line Managers are responsible for ensuring selection for recruitment, promotion, training and 
work allocation is carried out in a non-discriminatory manner and in accordance with the law. 

Line Managers are responsible for ensuring that selection for admission and ongoing assessment 
of students is carried out in a non-discriminatory manner. 

7.4 All staff and students have a responsibility to ensure the continuing success of this policy by: 
- Treating other people with respect 
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- Bringing to the attention of management any suspected breaches of this policy 
- Working together to promote an environment that eliminates discrimination and 

harassment. 
- Seeking opportunities to identify, implement, share and reflect upon potential 

improvements to inclusive practice 
- Seeking opportunities to include staff and students who may be or feel peripheral to the 

University and Academic Partner communities. 

7.5 Contractors, temporary staff, agency staff, consultants, volunteers, collaborators and providers 
of services on behalf of West Highland College UHI are responsible for adhering to the principles 
of this policy in the context of their engagement with West Highland College UHI. 

8. Legislative Framework 
- British Sign Language (Scotland) Act 2015 
- Children and Young People (Scotland) Act 2010 
- Counter-Terrorism & Security Act 2015 
- Data Protection Act 2018 
- Equality Act 2010 
- Equality Act 2010 (Specific Duties) (Scotland) Regulations 2012  
- Gaelic Language (Scotland) Act 2005 
- Higher Education Governance (Scotland) Act 2016 
- Islands (Scotland) Act 2018 

9. Related Policies, Procedures, Guidelines and Other Resources 
- Local Complaints Policy (SPSO dictated) 
- Disciplinary Procedures (Tertiary single document, forthcoming) 
- Local Equality, Diversity and Inclusivity Guidelines 
- Local Promoting a Positive Learning Environment Policy (tertiary single policy) 
- Local Safeguarding Policy (Tertiary single policy) 
- Local Student Code of Conduct (Tertiary single document, forthcoming) 

10. Version Control and Change History 

 

 

 

Version Date Approved by Amendment(s) Author 
0   New policy for 2019 Equality, Diversity and Inclusivity 

Policy Ownership Group 
1     
2     
3     
4     
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Promoting a Positive Learning 
Environment Policy 

POL 

Lead Officer (Post): Director of Academic Affairs 

Responsible Office/ Department: Academic Affairs 

Responsible Committee: F&GP 

Review Officer (Post): Head of Student Support 

Date policy approved: 

Date policy last reviewed and updated: n/a 

Date policy due for review: 18/09/2022 

Date of Equality Impact Assessment: 06/02/2019 

Date of Privacy Impact Assessment: n/a 

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

Overview 
The policy aims to promote a positive learning environment. This is set 
within the context of the broader framework of policies and related 
procedures. 

Purpose 

The policy seeks to promote, encourage and recognise a positive learning 
environment, and engender a culture of equality, diversity and openness. 
We expect conduct that helps to create a positive and safe learning 
environment that reinforces our culture. This policy fits into a broader 
framework of policies related to culture, conduct and discipline. 

Scope 

This policy applies to all current and prospective students regardless of 
level or mode of study, and applies to all areas of student engagement in 
their learning environment and/or which may affect other students and 
staff, including online activities.  

Consultation 
The policy has been developed by a group of practitioners from across the 
Academic Partners in the University of the Highlands and Islands to ensure 
that best practice is reflected in the policy and accompanying procedures. 

Implementation and 
Monitoring 

Academic Partners are responsible for ensuring that the policy and 
procedures are followed in their own organisation.  

Risk Implications 
This policy will reduce risk for Academic Partners by ensuring that best 
practice from across the partnership is being shared and followed.  

Link with Strategy 

This policy supports the University’s commitment to provide a safe and 
supportive learning and working environment for all, aligned with the 
Strategic Theme of “Our Students”, responding to the diversity of our 
student population. 

Impact Assessment 

Equality Impact Assessment: Completed 06/02/2019 – no further action 
required. 

Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1 West Highland College UHI aims to promote a positive learning environment. This is set within 

the context of the broader framework of policies and related procedures.  

1.2 In developing this aim, West Highland College UHI recognises that the appropriateness, 
development and acceptability of certain conduct may be different depending on the 
background and maturity of the learner(s) involved, and that individuality and context will be 
recognised.  

1.3 This policy sets out how we seek to promote and maintain a positive learning environment, 
with reference to the Student Code of Conduct, and procedures in the event of breach of the 
Code. The relevant Procedures explains the process that will be followed (see Appendix 1 – 
Disciplinary Framework). 

1.4 This policy applies to the University of the Highlands and Islands and all Academic Partners. 

2. Definitions 
2.1 Behavioural misconduct: Students are expected to conduct themselves in a professional and 

courteous manner, both on and off campus, in a manner which demonstrates respect for 
West Highland College UHI, its staff, fellow students and property, and for other members of 
the local community in general.  Behavioural misconduct is a breach of this expected standard. 

2.2 Student Code of Conduct: This is a document that is made available to and is applicable to all 
students that states West Highland College UHI ‘s expectations for student conduct. It gives 
examples of misconduct offences and the types of disciplinary action likely to occur. 

2.3 Academic misconduct/malpractice: A generic term to describe any type of cheating or 
dishonest conduct in relation to a formal academic exercise. It may be deliberate or 
unintentional and may take different forms, including, but not limited to: plagiarism, cheating, 
collusion, falsification or fabrication of data, personation and bribery. 

2.4 Academic maladministration: Any activity or practice which arises due to ignorance of 
Awarding Body requirements, or carelessness or neglect in applying the requirements. This 
results in non-compliance with an Awarding Body's requirements. 

2.5 Disciplinary Framework Decision Tree: Located in Appendix 2, this is a document used to 
establish which Policy and Procedures should be used in order to set out a transparent 
process for students and staff. 

2.6  Exclusion from campus: the removal of the student’s access to all sites constituting the West 
Highland College UHI campus for a specified period of time in response to a disciplinary 
incident. In some circumstances this exclusion may extend to all University and Academic 
Partner campuses. The student may continue to study remotely throughout this period. 

2.7 Exclusion from studies: the removal from the student’s course of study in response to a 
disciplinary incident, resulting in the loss of registered student status and loss of access to all 
facilities.  

In some circumstances this exclusion may apply to the University and all Academic Partners 
for a period of time deemed appropriate by the disciplinary process. In some cases this may 
result in any future applications from the student being rejected. 
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2.8  Suspension of Studies: A Suspension of Studies is not a disciplinary measure. When a student 
chooses to take a period of time out from their studies because of a change in their personal 
circumstances, with the intention to return at a later date. 

3. Purpose 
3.1. West Highland College UHI seeks to promote, encourage and recognise a positive learning 

environment, and engender a culture of equality, diversity and openness.  

3.2. We expect conduct that helps to create a positive and safe learning environment that 
reinforces our culture. Examples of unacceptable conduct can be found in the Student Code of 
Conduct.  

3.3  This policy fits into a broader framework of policies related to culture, conduct and discipline. 
Please refer to Appendix 1 – Disciplinary Framework for further details. 

3.4 All breaches of the Student Code of Conduct will be investigated in accordance with our 
disciplinary procedures. Any such instance which may also constitute a criminal offence will be 
reported to the police and may lead to separate criminal proceedings. 

3.5 All disciplinary matters will be dealt with in strict confidence and all personal data will be dealt 
with following legislative guidelines. 

4 Scope 
4.1 This policy applies to all current and prospective students regardless of level or mode of study.  

4.2 This policy applies to all areas of student engagement in their learning environment and/or 
which may affect other students and staff, including online activities.  

4.3 This policy applies to students in accommodation managed by West Highland College UHI but 
may be brought into effect where a student residing in privately managed accommodation 
conducts themselves in a manner which brings West Highland College UHI into disrepute. 

4.4 School Link Programmes: School Link pupils fall within the scope of the Promoting a Positive 
Learning Environment Policy when they are studying on University/Academic Partner 
campuses and are expected to observe the Student Code of Conduct.   

4.5 Fitness to Practice and Fitness to Study are not explicitly within the scope of this Policy but are 
linked processes and as such are signposted within the Student Disciplinary Procedure and the 
Student Code of Conduct. 

5 Exceptions 
5.1  Students who are subject to disciplinary investigations related to official Highlands and Islands 

Student Association business are subject to the HISA Disciplinary Procedures. 

6 Notification 
6.1 All staff members will be notified of changes to the Policy and Disciplinary Procedures through 

the normal channels. 

6.2 Staff responsible for overseeing the process should have a detailed knowledge of the Policy 
and Disciplinary Procedures. 
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6.3 Students will be made aware of the Policy, Student Code of Conduct and Disciplinary 
Procedures within four weeks of commencing their course. 

6.4 The Policy and Disciplinary Procedures will be publicly available on the Academic Partner’s 
website. 

6.5  The Disciplinary Framework Decision Tree will be updated to reflect any changes in the 
Framework. 

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

ensuring that it is followed. The Board of Management are also responsible for ensuring the 
strategic effectiveness of the policy. 

7.2 The Principal and College Management Group are responsible for operational compliance with 
the policy. The Principal and College Management Group are also responsible for ensuring the 
operational effectiveness of the policy and making provision for training for all staff. 

7.3  Line managers are responsible for ensuring staff participate in training and follow the policy 
and procedures in their day-to-day role. 

7.4 All staff are responsible for familiarising themselves with the policy and procedures. 

8 Legislative Framework 
Data Protection: 

- Data Protection Act 2018 
- General Data Protection Regulation (GDPR) 2018 

General: 
- Equalities Act 2010 

Protection of Vulnerable People: 
- Adults with Incapacity (Scotland) Act 2000 
- Adult Support and Protection (Scotland) Act 2007 
- Children and Young People (Scotland) Act 2014 
- Protection of Children (Scotland) Act 2003 
- Protection of Children and Prevention of Sexual Offences (Scotland) Act 2005 
- Protection of Vulnerable Groups (Scotland) Act 2007 

 
Staff should also note the detailed list of policies specific to Safeguarding listed in that policy. 
 

9 Related Policies, Procedures, Guidelines and Other 
Resources 

- Academic Standards and Quality Regulations 
- Approved Placement Policy  
- Complaints Handling Procedures 
- Fitness to Study Guidelines 
- IT Acceptable Use Policy (link forthcoming) 
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- Safeguarding Policy (link forthcoming) 
- Student Code of Conduct (link forthcoming) 
- Study Abroad Policy and Guidance (forthcoming) 

10 Version Control and Change History 
 

 

Version Date Approved by Amendment(s) Author 
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4     
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