
WHC Board
Thu 24 September 2020, 16:30 - 19:00

Online

Agenda

Meeting Administration

1. Apologies

2. Declarations of Interest

3. Minutes of meeting 24 June 2020

Decision 

 Minutes_Board_240620.pdf (6 pages)

4. Matters arising

5. Any other business

Please identify here any additional items for this meeting

Committee minutes

6. Report from Audit Committee 1 September 2020

Information Alan Sears

Brief report from the Convenor or the Audit Committee reporting any matters for Board consideration

 Minutes_WHC Audit Committee_010920.pdf (4 pages)

7. Report from Finance & General Purposes Committee 8 September 2020

Information Derek Lewis

Brief report from the Convenor or the Audit Committee reporting any matters for Board consideration

 Draft_Minutes_WHC Finance & GP Committee_080920.pdf (4 pages)
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Key Business

8. West Highland College: Strategic Positioning

Discussion Derek Lewis

These items are expected to require more detailed discussion

8.1. STEM Review

Discussion Lydia Rohmer

To ensure activities and outcomes retain alignment with the wider context and that risks are identified

 Board_24092020_8_1_STEM.pdf (8 pages)

8.2. Strategic Impact Assessment of West Highland College UHI’s current Operating
Environment

Discussion Lydia Rohmer

The Board is asked to note and discuss the significant changes impacting on the operating environment of the college; discuss
the proposed risk assessment and endorse or amend this; agree the colleges direction regarding potential structural change
within UHI; and identify any further information and/or action the Board wishes to see or undertaken as a result of this report.

Within the paper there are hot links to papers available online.

The following  are either referred to in my paper, or are helpful as supporting information. Within the paper there are hot links to
papers available online.

UHI – Update to Court on Crisis Management Action plan

UHI – Input to SFC Review Phase 1 and UHI priorities for Phase 2 discussion

HIE – Input to SFC Review Phase 1

UHI – Summary FFR June 2020

UHI – Update to Court on AP Finance Monitoring

UHI/APs – Letter to Ministers regarding Options Appraisal/Simplification of UHI

Perth College – Response to UHI AP Options appraisal and alignment

These papers are available in: AdminControl > Documents > Board > September 2020 > 8.2 Strategy - Supporting Papers

 Board_24092020_8_2_Strategic_Impact.pdf (22 pages)

Reports

9. HISA Depute report

Discussion Ciaran Gibson

Verbal update - To understand and engage with the student body recognising ideas, concerns and opportunities for
improvement

10. Academic Affairs report

Discussion Fiona Grant

Providing the board with a general update on recent work and the position at the beginning of term.

 Board_24092020_10_Academic.pdf (8 pages)
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11. Estates report

Information Paula Lister

Providing awareness of Estates issues and activities

 Board_24092020_11_Estates_Confidential.pdf (3 pages)

12. Internal Audit report 2019/2020

Information Paula Lister

The final audit report from TIAA endorsed by Audit Committee on 1 September 2020

 010920_01_Internal Audit Follow Up.pdf (13 pages)

13. Health and Safety Annual Report

Information Lydia Rohmer

The annual report on Health and Safety endorsed by Finance and General Purposes Committee on 8 September 2020

 FGP_08092020_08_H&S Report.pdf (19 pages)

14. Complaints Annual Report

Information Lydia Rohmer

To highlight steps put in place from complaints received to improve customer experience 

 Board_24092020_14_Complaints.pdf (3 pages)

15. 2019/20 Board & Committee Effectiveness Review

Discussion Derek Lewis

Proposals for response to issues identified through board effectiveness review process

Supporting documentation is available in Admin Control > Documents > Board > September 2020 > Committee evaluation

16. Board Development Plan

Discussion Derek Lewis

 Board_24092020_15_Review.pdf (4 pages)

Decisions and approvals

17. Management Accounts for 12 months to end July 2020 (Confidential)

Decision Paula Lister

To provide assurance of the colleges financial risk.

To endorse the accounts

 Board_24092020_17_Accounts.pdf (4 pages)
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18. Dates for next session

Decision Derek Lewis

Board Meeting Calendar for 2021-2022 Academic Year

Approval requested

 calendar21-22_draft.pdf (1 pages)

19. PVG Policy

Decision 

Updated with changes requested at June 2020 Board.  
Draft approach for policy controls matrix provided for consultation on presentation and utility.

Approval requested

 Board_24092020_19_PVG.pdf (13 pages)
 Draft Controls Grid.pdf (1 pages)

20. Homologation (SFC Return)

Decision Derek Lewis

Notes of the meeting held on 2 July 2020 to finalise the SFC Financial Forecast Return

Endorsement requested

 Board_24092020_20_SCF.pdf (2 pages)

21. Bad Debt Write Off (Confidential)

Decision Paula Lister

Recommendation from Finance & General Purposes Committee with Financial Regulations to approve the write off of a debt.

Approval requested

 Board_24092020_21_Debt_Confidential.pdf (2 pages)

22. National Student Survey results 2020

Information Fiona Grant

To provide summary information about the NSS report.  The full report is available on Admin Control at
Documents>Board>September 2020.
N.B. an alternative presentation of the Cover Sheet has been used.  Feedback is welcomed. 

 Board_24092020_22_NSSrev.pdf (2 pages)

23. Health and Safety Policy

 Board_24092020_23_HSPolicy.pdf (25 pages)

Date of next meeting: 15 December 2020
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Board
24 June 2020, 16:30 to 19:30

Attendees
Board members
Lydia Rohmer, Andrew Rogers, Claire Wylie, Michael Foxley, Deryck Nutley, Duncan Ferguson, Nigel Patterson, Robert Kelly, Alan Sears, 
Emma Lawson, Ross Lynn, Lisa McAndrew, Charles McCrimmon, Paula Lister, Fiona Grant, Derek Lewis (West Highland College), Katrina McGough

Present: Derek Lewis (Chair), Duncan Ferguson, Robert Kelly, Emma Lawson, Ross Lynn, Lisa McAndrew, Charles McCrimmon, Deryck Nutley, Nigel
Patterson, Lydia Rohmer, Alan Sears.
Attending: Michael Foxley, Ciaran Gibson, Fiona Grant, Paula Lister, Katrina McGough, Andy Rogers, Jackie Wright (for item 9), Claire Wylie (Minutes)

Ciaran Gibson was welcomed to his first meeting of the Board, as was Katrina McGough, the incoming Board Secretary.

The meeting commenced with an update on the STEM curriculum and how it will develop over the next few years. This was presented by David
Campbell (STEM project director) and Sarah Morton (project manager and Curriculum Area Lead for STEM and digital). It also covered the stages in
which the curriculum will be delivered, from P1 through to HE, and an outline of the Advancing Manufacturing in the West Highlands project. The STEM
team, and Fiona Grant, were congratulated on such a coherent and comprehensive plan.

On conclusion of the above, members turned to the meeting of the Board. Only starred items on the agenda were discussed. Other items were taken
as approved or noted, as appropriate. The Chair had discussed this arrangement with members prior to the meeting, and invited further items to be
starred.

Meeting minutes

1. Apologies
There were no apologies.

2. Declarations of Interest
There were no declarations.

3. Minutes of the meeting of 27 April 2020
The minutes were approved.

 Minutes_Board of Management meeting_270420.pdf

Decision
Derek Lewis

4. Matters arising
There were no matters arising.

5. Any Other Business
(note of items for discussion)

There were no items of other business.

6. Membership

6.1. New members*

The appointment of Neil Hope as a member and director was approved, subject to the usual checks. 

Also the appointment of the HISA depute, Ciaran Gibson, as the student representative member and director, was
approved. This would take effect when Ciaran assumes office on 1 July 2020. 

Decision
Derek Lewis
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 Board_240620_12_new members and directors.pdf

6.2. Committee membership

The committee membership, revised to take account of the two appointments, was approved.

 Board_240620_13_Revised Committee membership.pdf

Decision
Claire Wylie

7. Covid-19 Update*
The Principal presented the Update, asking members to note all the actions that had been undertaken in the past three
months and the preparations made for continuing College business as the country moves through the route map out of
the coronavirus crisis.

The main emphasis of recent months had been helping learners achieve their aims. This was being very successfully
completed, involving as it did over 50 courses and over 100 awarding bodies. Thanks were due to all staff, particularly
the teaching staff, quality team and Fiona Grant, for the exceptional effort put in to achieving this very satisfactory
conclusion to the year. 

In discussing the foreseeable future, Lydia said that the situation was very fluid and different scenarios had to be
accommodated. A 2m distance rule would only allow about one quarter of the student population to be on campus at any
one time. The assumption was that anything that was deliverable on-line would continue to be so, and that the College
buildings would be open for the more practical courses and those for whom studying at home was not an option. As
always, there was a search for the best student experience possible, coupled with all health and safety requirements.

As a student, Ciaran offered the view that students had been well supported financially, and personally, through
lockdown, and expressed his thanks to the staff for this. The College's ability to monitor the 2m social distance was
queried. The Board were advised that a behavioural protocol was being developed, and physical modifications put in
place to help guide the change in behaviour required.

The College was fully engaged at a national level with the relevant fora. This was recommended to the Board as a good
way of keeping the College visible and indeed had enabled it to share its expertise which otherwise might have remained
hidden. It was also helping to shape responses at a national level which incorporated the needs of small rural colleges
and this was proving very valuable.

Once again, board members expressed great appreciation of the efforts made by staff at all levels in the College and
asked that this be passed on to them.

 Board_240620_18_Covid19-Updates.pdf

Discussion
Lydia Rohmer

8. UHI matters

8.1. Executive Office Review*

The Principal gave a brief introduction on the place and purposes of Executive Office, and its size and cost. She
explained that this Review was one of the actions agreed at the Assembly in December 2019. The recommendations 1,
Transparency and Clarity, 2, Strategic Aims and Direction and 6, Partnership, were seen as the key ones for WHC and
its future relationship with EO.

The lack of consultation with APs was seen as a serious omission of the Review, and any next steps must involve
strategic dialogue with all parties. Further questions would need to be raised regarding what was an acceptable level of
financial input from the APs, and what services it should offer which would enhance the partnership. Also, and more
fundamentally, the relationship between the EO and APs needed to be re-examined, its mode of working and indeed
possibly even its name.

There was a view that staff in EO were open to change and that the interim VC, arrival of John Kemp and impact of
Covid-19 were all factors which would propel EO towards a positive re-evaluation.

Derek and Lydia would take these comments to the meeting of Court on 1 July, and any further thoughts between now
and then were welcomed. It was recommended that they consider liaising with other like-minded institutions in order to
maximise the impact of their contributions in what will be a busy meeting.

 Board_240620_19_Executive Office UHI summary review.pdf

Information
Lydia Rohmer
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8.2. UHI Partnership Agreement*

As Lydia explained, this has been in discussion for many years and the final Agreement was now nearing completion.
Current agreements, where they existed, were significantly out of date and the UHI Audit Committee, in particular, had
been uncomfortable about this.

It was acknowledged that there may be limited scope for adjustment to the Agreement, based as it was on the legal
relationship between the UHI, as a regional strategic body, and its assigned colleges. However, the responsibilities,
obligations and compliance requirements still appeared heavily weighted on the academic partner, and the reciprocal
flow was not much in evidence. It was anticipated that there would be further additions to the Agreement to cover this,
but alarm was raised that retro-fitting this in may not be satisfactory.

The Principal would pursue this points and the Agreement would return in due course for the Board's signature.

 Board_240620_20_UHI draft Partnership Agreement.pdf

Discussion
Lydia Rohmer

8.3. UHI Planning Framework*

The Planning Framework, whilst building on previous work, had been constructed to accommodate the three drivers for
change: the Assembly deliberations, the Executive Office review, and the response to the on-going pandemic. 

The general view was that the overwhelming detail and lack of strategic focus was making it difficult to enable a clear
view of what needed to be done now, within what timescale and where accountability lay. An over-arching lack was a new
UHI strategic plan to help guide and focus the multiple themes and workstreams.

These views would be conveyed to the 1 July meeting of Court, and AP Principals and Chairs.

 Board_240620_21_UHI Planning Framework.pdf

Discussion
Lydia Rohmer

9. Estates Update and decisions requested*
Blar land purchase*
Broadford land purchase
Ocean Frontier FW lease

Blar land purchase

Jackie Wright attended the meeting to talk through the purchase of land on the Blar, long ear-marked for the STEM
Centre.The Heads of Terms was in place, and the request to the Board was that they allow the Principal to purchase the
land on behalf of the College at the opportune moment. 

One outstanding issue was whether VAT would need to be factored in to the purchase bill; costs had been provisionally
calculated on the basis that it would. Jackie confirmed to members that the WHC offer would be dependent on full
funding, in a form satisfactory to WHC, for the STEM Centre being made available, and there would be a one year
timescale to complete the deal.

The Board supported the proposal that the College should purchase the land when appropriate.

Broadford land purchase

Members approved the proposal that the College purchase two small parcels of land adjacent to the Broadford LC to
help alleviate space concerns.

Ocean Frontier lease

The proposed lease arrangement for this building, to house AMCF equipment, was approved.

 Board_240620_17_Estates matters.pdf

Decision
Paula Lister

10. Risk Register (annual review by Board)
Discussion on this item was postponed to a future meeting.

 Board_240620_22_Risk Register.pdf

Decision
Lydia Rohmer

11. Audit Update

11.1. Update on external and internal audit plans

These plans were noted and approved.

Decision
Paula Lister
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 Board_240620_10_Audit Update.pdf

11.2. Internal Audit plan for 2020-21

The plan, covering 20-21 in detail, and 21-22, 22-23 in outline, was approved.

 Board_240620_02_Internal Audit Plan.pdf

Decision
Paula Lister

12. 2020-21

12.1. Draft Budget*

The Director of Finance discussed the proposed budget. The pressures were such that only a small surplus was
planned for, but it also reflected the fact that, as part of the budget, some contingency funds had been put aside in
order to meet unexpected expenses created by the evolving post-Covid environment. 

Further efficiencies were being sought, but not yet included.

The position of WHC as one of a handful of colleges which were predicting a near breakeven position next year was
noted. However, there may be implications for the College arising from budgetary problems elsewhere in the partnership.

The budget was approved by the Board. 

 Board_240620_16_Draft budget.pdf

Discussion
Paula Lister

12.2. Curriculum Plan

The plan was approved.

 Board_240620_01_Curriculum Plan 20-21.pdf

Discussion
Fiona Grant

12.3. Draft Tactical Plan

Approved.

 Board_240620_08_Tactical Plan.pdf

Discussion
Fiona Grant

13. Equipment request
Approved

 Board_240620_15_Equipment Request.pdf

Decision
Paula Lister

14. Academic Affairs report*
The Director of Academic Affairs discussed the 2019-20 figures with Board members. The FE credits were above target,
and there was some further activity planned over the summer. The Board was advised that WHC was one of only three
colleges which had achieved their credits, and it was notable that one of the others was Argyll College, another small
rural dispersed institution. The HE targets were a little below, a fact known at the start of the year, and accounted for to a
large extent by fewer Hosted students, and fewer RUK students, than targetted. 

Recuitment for the next session was underway and the current position was similar to where it normally is at this point in
the cycle.

The now concluded Curriculum Review has been of great help in looking ahead more broadly.

Fiona was congratulated on a superb outcome to the year.

 Board_240620_09_Academic Affairs report.pdf

Discussion
Fiona Grant

15. Health & Safety Report third quarter
The Report was noted.

 Board_240620_06_H&S report.pdf

Information
Lydia Rohmer
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16. CONFIDENTIAL WHC Ten Year Anniversary*
Plans for celebrations of the College's ten-year anniversary were necessarily put on hold as lockdown got underway.
However a proposal for tree planting and legacy had been received and taken forward with the Nevis Partnership. 

It was a project that would involve all the College's learning centres, and all sectors of the communities of which the
College was a part. It was proposed that the project would be managed by the Nevis Partnership, and the cost was
reasonable. The symbolism of the proposal was very apt, particularly the idea of sowing and nurturing seeds. It was
deliverable in the current Covid context and could be built on year by year, celebration by celebration.

The Board was happy to support this proposal.

 Board_240620_23_Ten Year Anniversary Proposal.pdf

Discussion
Lydia Rohmer

17. Policies

17.1. Data Protection

Approved.

 Board_240620_03_Data Protection policy.pdf

Decision
Paula Lister

17.2. Protection of Vulnerable Groups

17.2.1. PVG (students)

(To be followed up)

Decision
Fiona Grant

17.2.2. PVG (staff)

Revised version with clearer link to other relevant policies eg Whistleblowers

(To be followed up)

Decision
Lydia Rohmer

17.3. Sickness

Approved.

 Board_240620_04_Sickness Absence policy.pdf

Decision
Lydia Rohmer

17.4. FE Guidance

Approved.

 Board_240620_05_FE Guidance policy.pdf

Decision
Fiona Grant

17.5. Note of policies approved at committee stage

Noted.

 Board_240620_14_Policies approved at committee level.pdf

Information
Claire Wylie

18. AUDIT MATTERS

18.1. Draft Minutes of the Meeting of 8 June 2020

Noted.

 Draft Minutes_Audit Committee_080620.pdf

Information
Alan Sears

19. F&GP MATTERS

19.1. Draft Minutes of the Meeting of 15 June 2020

Noted.

Information
Ross Lynn
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 Draft Minutes_F&GP Committee_150620.pdf

19.2. CONFIDENTIAL Management Accounts to end April 2020

Approved.

 Board_240620_07_Management Accounts.pdf

Decision
Paula Lister

20. Insurance Tender
Approved.

 Board_240620_11_Insurance Tender.pdf

Decision
Paula Lister

21. Any Other Business
There were no items.

22. Date of Next Meeting
24 September 2020 

23. Farewells
Subsequent to the meeting, two departures from the Board were noted. Andy Rogers, an observer on the Board in
recent years, a director before that, and a good friend at UHI level, was stepping down from his roles at both WHC and
UHI. Claire Wylie was retiring from her role as Board Secretary. Both were thanked warmly for their service to the
College.
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WHC Audit Committee
01 September 2020, 16:30 to 19:00
Online

Attendees
Board members

Present: Alan Sears (Convenor), Deryck Nutley, Emma Lawson, Robert Kelly
Attending: David Archibald (until 3.3 External Audit discussion) (Henderson Loggie), Paula Lister, Lydia Rohmer, Katrina McGough (Minutes)

Meeting minutes

1. Meeting administration

1.1. Apologies

Apologies received from Nigel Patterson, Duncan Ferguson

1.2. Declarations of Interest

David Archibald of Henderson Loggie in attendance as Internal Auditor will also conduct the Extern Effectiveness Review
for 20/21.  A member of his team was involved in External Audit 19/20.

1.3. Minutes of the meeting 8 June 2020

Approved

 Minutes_Audit Committee_080620.pdf

Decision
Alan Sears

1.4. Matters arising

Audit requested consideration of Insurance cover - TOR states this is business for F&GP and has been added to their
next agenda

1.5. Any other business

Options appraisal in UHI

2. Information, approval and awareness

2.1. Freedom of Information Report

It was noted that requests have continued to come in through lockdown although only 1 was COVID related.  Several
requests have been received from the same requestor but this is not a matter of concern.  This is a typical pattern and
not indicative of an issue.

 010920_04_Freedom of Information.pdf

Information
Paula Lister

DR
AF
T
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2.2. Data Protection Report

Since the issue of the report a data breach has occurred relating to use of private emails without BCC to protect the
individuals contact information.  
Pertinent details: 
- All recipients were notified of an error, requested to delete the original and to confirm deletion.  
- The notifying individual was acknowledged and thanked 
- This is below the threshold to notify the Information Commissioner.
- UHI and the data protection adviser are looking at this issue and the need for a rolling programme of training with
regular reminders, particularly at this time of the year when the need to communicate to private email addresses typically
occurs.
The Committee noted that this is a recurrent type of incident and is reassured the college is recognising and responding
to the issue.

 010920_05_Data Protection.pdf

Information
Paula Lister

2.3. Complaints Report

There is no change from the June report and no common themes.
It was questioned why mobile phones were not completed banned in exams.  The college is fully compliant with current
exam board guidelines which do not prohibit them.

 010920_02_Complaints Annual.pdf

Information
Lydia Rohmer

2.4. General Updates / Information

The introduction of this sort of report was welcomed and it was noted this could be a useful tool to for tracking
progression.  It is also intended to minimise separate reports for items that can usefully be consolidated.
Noted several APAC pieces of work might collectively exceed Financial Regulations threshold for Principal sign off and
be escalated, this situation is being monitored.

The EU Privacy Shield is no longer acceptable to manage data in applications with US hosting.  The College and UHI
have a number of applications that are potentially legally non-compliant as a result. There is now a requirement to audit
use of non-core applications within the College in order to identify and mitigate risks.

The Committee discussed the nature of the risks from US hosting.  The Principal noted there is a disproportionately high
volume of work looking across the college and the wider UHI applications and that the UHI data protection officer is
engaged.  The implications of non-compliance is significant in light of the level of fines that could result.
It was noted that this would have implications for software procurement.

 010920_07_General update.pdf

Information
Paula Lister

2.5. Internal Auditors Progress Report

David Archibald explained the plan and approach staged to manage potential burden on staff involved and to align with
Board reporting cycles.  It was noted that the audit of Risk has been extended beyond August to allow for a more
effective review and following on from the training previously delivered.  The expectation is this will be reported in
November.
The externally facilitated Board Effectiveness Review is not within the Internal Audit Plan and will therefore be reported
separately.

 010920_08_IA Programme.pdf

Information
Paula Lister

3. Key Business

3.1. Internal Audit Reports

3.1.1. Action Tracker and Summary

Noted.

 010920_06_Audit Tracker.pdf

Discussion
Paula Lister

3.1.2. Internal Audit report 2019/20

This is the Follow Up report of progress against previous recommendations.  It was noted that one item is outstanding
and will be added to the tracker for ongoing monitoring.

Item endorsed.

Discussion
Paula Lister
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 010920_01_Internal Audit Follow Up.pdf

3.2. Risk Register Review

It was noted this includes amendments discussed at the June Board meeting but no changes are requested yet against
residual risks as the mitigations are in progress.  The Board meeting on September 24 will take a risk based review of
strategic drivers so this will feed in to that wider review.  

It was noted that nationally the financial outlook is worsening.  
Funding Council review (effecting more that 70% of core funding)
- it is hoped an interim report will be available before the December Board
- phase 2 reporting followed by an implementation plan from January 2021

The Principal clarified that the SFC review is very comprehensive engaging with employers, economic development
agencies and others in addition to HE/FE bodies.  Implications could be far reaching and the College has fed into the
UHI regional response and College Scotland response.

The nature of the student experience was discussed and whether the pandemic response in terms of increased use of
blended learning might trigger consideration of the role and value of campuses. Is has been found that campuses are
essential  to support learners in different ways, to bring staff together and to promote collaboration and innovation.  It is
proposed that technical solutions should be seen as an addition to the student experience, not a replacement and given
the different levels of digital inclusion and student diversity centres are important in ensuring individual support.

Access to capital funding is likely to be increasingly challenging.

The concern that alternative delivery models might put off prospective students has not emerged.  Student recruitment
is good with FE recruitment on par with expectations and HE recruitment ongoing but on track. There is potential for
further recruitment arising later in line with transition training requirements and end of furlough arrangements with
associated risk of unemployment.

There has been extensive management of Health and Safety related risks arising from COVID.  Further guidance has
just been issued illustrating the level of anxiety, particularly relating to movement of students to take up places.  In line
with this the college is operating on the basis of:
- very limited campus presence - only where required and by prior notification with no casual access
- campus sign in to support track and trace
- cleaning supplies, one way systems, additional laptops to support remote access and reception screens.
Central government have provided funding to support a pool of new IT equipment to support this.

It was noted that access is also managed to support 'at risk' groups which also includes those who would not have
access to space to study, those with mental health and isolation risks, those without sufficient access to IT connectivity.

Item endorsed

 010920_09_Risk Register.pdf

Discussion
Lydia Rohmer

3.3. Audit Committee self-evaluation

Committee review of effectiveness questionnaire for 2019/2020 AY
Directors review of auditors attached for information.

The pro-forma questionnaire was used to challenge thinking on committee effectiveness and the relationship with
internal and external auditors.  David Archibald left the meeting prior to discussion of External Audit performance as
Henderson Loggie held that contract.

Areas considered covered:
- future board recruitment to increase/maintain expertise
- the value of meeting both intern and external auditors either separately or jointly.  A joint meeting gives the Committee
the opportunity to observe and validate the effectiveness of auditors in working together.
- 2019/20 internal audit - planning and conduct were satisfactory but reporting was delayed.  Measures to test sufficient
resourcing to support reporting has been captured in subsequent procurement.

 010920_03_Audit Effectiveness.pdf
 Auditors 2019 to 20_director return.pdf

Discussion
Alan Sears

4. Options Appraisal in UHI
A verbal update was provided about communications being released to students, staff and board.  This confirms that
discussions have been held between some partnership Chairs in response to the retirement of the North Highland
College Principal.  No decisions or plans have been made beyond seeking approval to conduct an options appraisal to
inform further discussion.  

Lydia Rohmer

DR
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In order to minimise potential anxiety or assumptions this is being communicated widely.

The UHI Partnership has a continuing change agenda and there are clear co-dependencies with other partnership
considerations and the SFC review.  All decision making powers remain with individual partner Boards

Next meeting: 24 November 2020

DR
AF
T
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WHC Finance & GP Committee
08 September 2020, 16:30 to 19:00
MS Teams Meeting

Attendees
Board members

Present: Ross Lynn, Lydia Rohmer, Derek Lewis, Charles McCrimmon, Ciaran Gibson, Neil Hope
Attending: Katrina McGough (minutes), Fiona Grant, Paula Lister, Jackie Wright,  Andy Thomson (Managing Director, EPS) (for insurance item only)

Meeting minutes

1. Meeting Administration

1.1. Apologies

No apologies received

1.2. Declaration of Interest

1.3. Minutes of the meeting 15 June 2020

Approved

 Minutes_F&GP Committee_150620.pdf

Decision
Ross Lynn

1.4. Matters arising

- National Bargaining - SFC have issued a letter confirming the national position.  The Council will be re-approached in
line with this position and seeking equal treatment to the two colleges already within their LGPS arrangements.
- Slow Adventure - A legal opinion has been received and the issues identified are being progressed.  Slow adventure is
keen for this to be resolved promptly.  This will be raised at the September Board.
- PVG (adults) policy revisions will be submitted to the September Board.

1.5. Any other business

To note any other business to be discussedDR
AF
T
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2. Review of insurance cover levels
Initial discussion without insurer present:
For comparison purposes the tender was issued on the basis of providing the same insurance levels as the previous
provider.  Subsequent to this the successful bidder has advised where these levels differ from sector norms and where
new options are available.  

The insurer was then invited to present further information and answer questions relating to this.

- Cyber liability is not covered within existing business interruption cover.  The liability is the responsibility of UHI however
the might be issues of consequential loss for the individual partner institutions if cover is insufficient.  UHI is reviewing on
behalf of all partners and the college is engaged with this review.  While the sector has a lower likelihood of attack than
some others the impact can be very high.
- Professional indemnity is not currently covered, claims are rare but most organisations hold cover for this.  Claims in
this sector are rare and typically involve multiple individuals forming a class action.  Cover would provide access to
solicitors to defend against such claims.
- Commercial crime covers things like fraudulent claims for payment or misappropriation of funds from internal and
external actors.  These crimes do occur in the sector and are often not discovered promptly.

The insurer recommended that in prioritising cover it might be appropriate to prioritise by areas without any cover ahead
of areas with some cover in place.

Further discussion following the insurer's departure covered:
- The need for details of the cyber-security policy provisions to inform discussions with UHI .
- Consideration if the UHI SLA for IT provision is sufficiently robust to allow a successful claim for consequential loss
- The need for details of the commercial crime policy provisions to check exclusions and understand the nature of what
is and is not covered.
- The dependency of network infrastucture and data availability is significant and not to be underestimated and could
lead to an inability to deliver core business and a 'failure to educate' (professional indemnity claim)
- The quality and levels of controls against commercial crime are robust but attacks are increasingly sophisticated.  An
assessment of probability and impact against this risk should be undertaken.
- The current level of Directors' cover is felt to be very low in comparison to other organisations and Directors are
exposed to significant personal risk.
- Levels of cover can be increased at any time.  

The Committee decided:
- Commercial Crime cover should be added
- Professional Crime should be added
- A building valuation should be commissioned (with other UHI partners if appropriate)
- A further quote for £5m cover for Directors' should be requested and a paper prepared for Board to consider £1m,
£2m and £5m levels.
- A summary of cover levels and assurance against the risk register should be provided to the next F&GP meeting.

 FGP_08092020_04_Insurance cover.pdf

Decision
Paula Lister

3. Information, approval and awareness
These items provide information and awareness without further discussion.
Board members are asked to contact the Convenor or Board Secretary in advance of the meeting to request further
information or request that it be discussed at the meeting.

3.1. Finance & General Purposes Committee - self-evaluation

Initial results have been provided.  

Members who have not yet responded should complete their evaluations and recommendations arising would be
reported as part of the wider Board evaluation.

 FGP_08092020_09_Committee eval.pdf

Information
Katrina McGough

3.2. Health and Safety annual report 2019-20

This year's report includes implications of COVID and as a result is not directly comparable with previous reports. 
Culture and practice in the management of health and safety is robust with direct Board representation and professional
expertise.  Training provision is strong with mandatory IOSH Managing Safely requirements.  The college performs
strongly against HSE benchmarks.

The Committee queried the nature of sanitising stations, the quality of consumables and safe management of
chemicals.  The College has supplemented the previous wall mounted units with free standing stations, availability of
bottles in different areas and wipes.  The consumables meet or exceed the minimum 70% alcohol recommendation with

Discussion
Lydia Rohmer
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stock levels checked and expiry dates monitored.  These measures should be detailed within the specific risk
assessments that are checked by the external expert advisor.

Confirmation of safe storage for these volatile substances is requested.  

 FGP_08092020_08_H&S Report.pdf

3.3. General Updates / Information

Brief discussion of the items raised was held.  This style of reporting was welcomed and supported.

 FGP_08092020_03_General updates.pdf

Information
Paula Lister

3.4. Health and Safety Policy annual review

This policy is reviewed annually to ensure changes in both the internal and external environment are properly captured
and reflected in WHC policies.
Minor changes have been made, approval falls within the delegated powers of F&GP Committee.

It was noted there was no requirement for changes specifically relating to COVID.  Specific pandemic risks and
requirements are captured in the risk assessment rather than the policy.  The suitability of the college policy to address
current challenges can be viewed as a measure of good practice.

Q - are there any changes arising from COVID - already covered well.  What changes is the risk assessment.  Change is
limited to the induction checklist online.

Health and Safety is a significant governance area and the Committee recommends that the Board scrutinise and
approve this policy regardless of the minor nature of the changes.

F&GP members recommend the revised policy to the Board.

 FGP_08092020_07_H&S Policy.pdf

Decision
Lydia Rohmer

4. CONFIDENTIAL Management accounts for the period ending July 2020
The Director of Finance & Resources discussed with the committee the Management Accounts.

The figures remain subject to change until formal closure of accounts.  The College has achieved a strong surplus
performing above forecast levels.  An explanation of variations and the reasons behind those was provided.  

Key point noted were:
- Uncertainty of timing for receipt of research income.  It was noted that external audit would strongly validate receipt of
research income within their review.
- Reduced costs for academic support principally relating to vacancies and low sickness absence costs
- Cleaning contacts were paid at 20% during the lockdown in support of furlough arrangements
- The graph shows actuals for 2 years and it is intended to add the forecast for 20/21
- £1.1m equipment spend must be made ahead of claiming back and the College is in discussions with UHI about the
timescales for receipt of teaching income and management of cash flow around this.

The committee sought and received confirmation that the surplus goes into reserves.

The strong position of the College in comparison to the sector was noted.
- One of 2 colleges forecasting a surplus
- The sector is forecasting a 19/20 deficit of £11m and 20/21 deficit of £27.8m based on FFR.

The accounts were endorsed to the Board.

 FGP_08092020_06_Accounts.pdf

Decision
Paula Lister

5. Estates update
Jackie Wright, Estates Client Manager, talked committee members through the update on the College's current
estates projects.

The Ocean Frontier tender document for internal works is in development.  The lease is expecting to require sign off this
week (Friday or Monday).  2 Board Members are required as signatories and the solicitors have not confirmed that a
digital signature is sufficient.  It is proposed that the Principal and the F&GP Convenor be signatories based on logistical
constraints.

Broadford - draft plans are under consideration by local team.

STEM Centre (next agenda item) provides the proposed framework for informing Board review next week.  There has

Information
Jackie Wright
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been no significant change as both national funding priorities and availability of funding are under review.  The project
should score highly around national priorities, particularly in light of the emphasis on regional and place based economic
development.  The position against the HIE Fort William 2040 project is also being discussed.  It was noted that the
review of the project business case by the Board is still very relevant so that up-to-date and relevant information is to
hand in readiness for future stakeholder engagement.

 FGP_08092020_02_Estates.pdf

6. STEM Centre assumptions (Confidential)
The Estates Client Managed provided an update on work to review the assumptions for the STEM Centre in advance of
the full paper going to Board.
- Further detail arising from 2 stakeholder surveys will be incorporated and these are expected in advance of board.
- There is no clarity available around capital allocations
- One possible funding model would be to access a loan facility through SFC if revenue funding to cover repayments
can be secured.  A notification of interest has been submitted on that basis.
Overall the project status remains approved subject to funding.

 FGP_08092020_01_STEM_Confidential.pdf

Discussion
Jackie Wright

7. Bad Debt Write Off (Confidential)
Write off requires F&GP Committee recommendation to the Board in line with Financial Regulations.  

Endorsed to Board.

 FGP_08092020_05_Debt_Confidential.pdf

Paula Lister

8. AOB - Options for future arrangements between UHI partners
A further meeting is planned this month with a view to commissioning a very open-minded scoping exercise with regard
to collaboration or merger between UHI partners.  The widest possible participation from colleges on an equal basis
encouraged and welcomed.

Information
Derek Lewis

Date of next meeting: 24 November 2020
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Strategic Impact Assessment of West Highland College UHI’s current Operating Environment 

Discussion paper for WHC West Highland College UHI Board of Management 

1. Context 

In February 2020, the Board held its annual strategy day to review the college’s operating 

environment. The outcomes from that day were reported at the Board’s April 2020 meeting, by then 

recognising that Covid-19 would have significant impact and would require a further look at the  

college’s operating environment and subsequent priorities. This paper provides an update for the 

Board, looking at national, regional and local drivers impacting on the college, and asking the Board 

for its views and direction where further action is within its powers. 

2. Covid-19 - Start of the academic year 2020-21 

2.1 A Covid-secure campus 

The college has worked closely with Scottish Government, Colleges and Universities Scotland, and 

UHI to ensure full compliance with public health and sector guidance on safe re-opening of 

campuses for the academic year 2020-21. The college has consulted with every department and 

individual staff members on their needs in this context, has carried out full risk assessments and 

made relevant physical and hygiene modifications to campus premises where on campus operation 

is required, and support for continued homeworking through office equipment. In line with 

guidance, the default mode remains for remote working and studying, unless attendance on campus 

is required for  

• delivery of practical courses or course elements (for instance, construction, hospitality, 

beauty, creative arts, maritime and rural skills, outdoor learning),  

• to support students studying on campus for practical course elements, or those students 

who cannot study from home either due to home environment or digital access problems 

• to support students who have enhanced support needs requiring face to face support 

• limited access to library and study facilities 

The above has resulted in limited opening of all college campuses. There continues to be no access 

to campuses without prior arrangement.  

2.2 Induction 

Significant effort has been made to support the college’s staff to work as effectively as possible 

online. Student induction was developed to be fully online this year. HISA also have developed their 

Freshers Programme to be fully online. Students continue to be supported for digital inclusion 

through equipment loan and mobile data, where eligible and required. 

 

2.3 Student Residences 

The Fort William student residences are almost fully occupied. Liaison with UHI and City Heart Living 

to ensure the college could play its full role in supporting students in UHI residences in Fort William 

proved slow this year despite the college’s persistent efforts, but all issues have now been resolved.  

 

2.4. Deferred students from AY2019-20 

The college was able to deliver most of the AY2019-20 courses for its learners by end of that 

academic year. There were some practical course elements that could not be delivered in time 

before lockdown on 23 March 2020. That small cohort of ‘deferred learners’ has been scheduled at 

the start of the academic year 2020-21 to complete their courses. Because of   foresightful 
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management in the run-up to lockdown in March,  WHC has a much smaller cohort of ‘deferred 

learners’ than other colleges, and therefore has more flexibility for utilisation of its allocated credit 

volume for this academic year.  

 

2.5 School-college Partnerships 

The college has a significant number of school pupils (500+). Whilst large numbers study through the 

Highland Virtual School mechanism, many are enrolled on practical courses requiring attendance on 

college campuses for practical skills elements. Despite intensive engagement with individual school 

and Highland Council education and health and safety departments over risk assessed approaches, 

the local authority has not yet allowed  pupils back on college campuses, which may jeoparise those 

pupils’ continued engagement and ability to gain the required skills to complete their course 

successfully. Urgent engagement is ongoing with Highland Council to resolve the issue prior to 

October recess.  

 

2.6 Student Recruitment 2020-21 
The Board has details of student success for AY2019-20 and initial student recruitment report for 
2020-21 in the Academic Affairs Update Report for this Board meeting. The college has done well in 
terms of student success for the last academic year, and has worked hard on recruitment for this 
year. There were significant concerns earlier in the pandemic regarding in particular young people’s 
choices to come to college and to study remotely. Recruitment levels are comparable to the 
previous year, despite some courses recruiting late and commencing in October. It is difficult to 
gauge if the late availability of additional university places following the SQA results has taken in 
particular HN learners away from WHC to other universities. There is significant additional demand 
expected for college provision following the scheduled ending of the national job retention 
(furlough) scheme at the end of October (see section on regional economic impact). 
 

2.7 Outlook for student experience in AY2020-21 

The public health situation is currently worsening, with number of confirmed cases significantly 
increasing. The college is expecting that it will have to deal with outbreaks within its student and 
staff body during this academic year, and is focusing on outbreak management preparation and 
further business continuity planning at present. A further national lockdown, or potential local 
quarantine and isolation measured affecting whole student groups or local college campuses, is 
likely during this academic year. As a consequence, there is likely to be further disruption to the 
student experience.  
 
UHI have already confirmed that there will be no closed book exams for higher education degree 
courses, unless required by an awarding body (remote closed book exam protocols are currently 
being investigated). For those further education courses where there is normally an end of year 
closed book exam (National 5, Higher and Advanced Higher national qualifications from SQA), WHC 
have responded to SQA consultations earlier in the year. The college has also input to the 
Government’s independent review of SQA exams undertaken by Prof Mark Priestly. Scottish 
Government will confirm later in October if an exam diet will take place, and if so, how it will look 
like, given expected disruptions to the learning experience during this academic year. 
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2.8 Risk Assessment 
The college’s standard operations has been affected significantly by Covid-19 since March 2020, with 
remote working and studying remaining and limited campus access expected to remain the default 
mode for all of AY2020-21.  
The college is mitigating health risks in line with public health and Scottish Government 

requirements. Despite repeated requests through Colleges Scotland, college staff will not get the 

same access to testing as school teachers. Access to testing in remote rural areas is via mobile test 

facilities only, and remains a challenge. The college is preparing now for the possibility of local 

outbreak management and business continuity.  

The college has mitigated the risks to student retention, success and recruitment well, and has made 

good efforts to support both teaching staff delivery and student induction and digital access to 

ensure a good start to the year. Any shortfall in student recruitment at the start of the year is 

expected to be made up through increased demand from those at risk of or experiencing 

unemployment later in the year. 

The risk to a disrupted student experience (including retention and success rates) remains, with 

courses with practical delivery elements, school-college courses and SQA national qualifications a 

higher risk area, due to local and Scottish government decisions pending and out with the college’s 

control. While all courses and elements of courses that can be delivered remotely are delivered this 

way, local or national lockdowns in the current academic year would affect potentially a significant 

number of students.  

Overall risk rating: AMBER 

 

3. Economic outlook  

The Scottish Government have commissioned three key advisory studies on which they have based 

their economic recovery and labour market plans: 

• The advisory group on economic recovery, which published its recommendations on 

economic recovery in July 2020 https://www.gov.scot/publications/towards-robust-

resilient-wellbeing-economy-scotland-report-advisory-group-economic-recovery/  

• The Enterprise and Skills Strategy Board’s Skills Sub-Group, which published its 

recommendations for labour market also in July 2020 

https://www.gov.scot/publications/report-enterprise-skills-strategic-board-sub-group-

measures-mitigate-labour-market-impacts-covid-19/  

• Finally, Sandie Begby’s commissioned report ‘Young Person Guarantee - No-one Left Behind’ 

was published in September 2020 https://www.gov.scot/publications/youth-guarantee-no-

one-left-behind-initial-report/ 

The Scottish Government’s recently published Programme for Government ‘Protecting Scotland, 

Renewing Scotland’ encapsulates the separately published responses to these reports.  

3.1 Relevant Key Themes in the Scottish Government Response 

The response to the Advisory Group on Economic Recovery seeks to outline targeted measures to 
build a ‘stronger, fairer and greener’ economic future for Scotland in the wake of coronavirus 
(COVID-19). The measures focus on delivering significant economic growth, transitioning to a green , 
socially just and equality focused economy, combined with a focus on supporting jobs, skills and 
training. Explicit focus will be on innovation, internationalisation, environmental sustainability, 
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moving to a net-zero/green economy. In doing so, significantly more emphasis is placed on local, 
regional and rural economies, addressing issues of rural resilience and depopulation. This will be 
achieved also by investment in digital infrastructure, which will allow more people to live and work 
in rural and island areas in Scotland, addressing some of the current inequity of economic 
opportunity focused on urban areas 
 
The proposals are based on six main themes to secure a ‘jobs-focused and socially just economic 
recovery’: 

• Protecting jobs by supporting business recovery and sustainable, green growth 

• Creating jobs through business engagement and a partnership approach 

• Supporting access to good quality jobs through employment, skills and training 

• Boosting local job creation through resilient people, communities and places 

• Creating jobs and a Just Transition through investment-led sustainable growth 

• Monitoring our progress and outcomes through a new ‘wellbeing economic framework’, 
combining the existing national performance framework within the new four ‘capitals’ of 
human, natural, social and economic categories 

 
The response to the Enterprise and Skills Strategic Board report gives detail of actions based around 
the following priority areas: 

• assistance to support business retention 
this includes the range of business support available through the enterprise agencies and 
partner delivery bodies such as Business Gateway. This includes 

▪ A £62 million Energy Transition Fund to support businesses in the North East in the 
oil, gas and energy sectors as they grow and diversify 

▪ Investment to support increased digital capacity in our small and medium sized enterprises  
▪ Further implementation of Scotland’s export growth plan, ‘A Trading Nation’ to 

identify export opportunities. 

• assistance for those facing redundancy – invest further in PACE 

• training to enable unemployed people to transition into employment. This includes 
recommendations for change to and enhancement of Scotland’s skills system, alongside 
proposals for new training provision to support people to transition to different sectors 
where their job is at risk. 

• helping vulnerable people into employment, in particular how to support young people and 
other groups more adversely affected by the economic downturn through 

o Building on the Developing the Young Workforce Programme 

o Investing £33 million in employability services this year, including ‘No One Left 

Behind’ 

o Extending Fair Start Scotland (FSS) services for a further two years to March 2023 to 

provide support for unemployed people with disabilities, health conditions and 

other barriers to moving into fair and sustained work 

o invest £60 million to support youth employment including delivery of the Job 

Guarantee 

The Scottish Government’s response to the Young Person’s Guarantee will ensure that ‘everyone 

aged between 16 and 24 has the opportunity of work, education or training.’ The Scottish 

Government is funding it with £60 million.   

Sandie Begby, who led the Developing the Young Workforce Group that played a pivotal role in the 

delivery of the Edinburgh Guarantee to young people, was asked to write an implementation plan. 

The report’s recommendations include: 
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• early work to identify youth employment opportunities with employers in some of the least-

impacted sectors, including financial services, utilities and life sciences 

• working to introduce an incentive model where government pays 50% of wages for young 

people who need the most help 

• a call for the public sector to create more opportunities for young people 

• a call for businesses who would not normally have taken an apprentice full-time to consider 

sharing an apprentice with other employers 

• providing support to encourage SMEs to take on a young person if they are able to do so 

Overall, the full set of funding initiatives announced by Scottish Government to date are fully 

detailed in Appendix 1. Although detail on how this funding will come to the UHI region or Highland, 

or indeed how much the college could benefit from each, is yet to be confirmed.   

The Board has another paper reviewing the economic drivers for the college’s STEM Centre business 

case in the light of Covid-19; the announcements and funds for economic recovery listed here are 

relevant in this context and have been quoted and referred to in that paper also. 

The Board should note that, despite expectations of significant Scotland-wide economic contraction, 

there are significant funding opportunities which have been announced that the college will need to 

get ready for and respond to once these become available for either allocation or through 

opportunity to bid for contracts.  

The college is currently reviewing its arrangements for BEST, work-based learning and part-time and 

short course provision to ensure it is flexible, agile and fully responsive to those opportunities and 

business and labour market needs arising within our operating environment.  

3.2 Economic and labour market outlook for the Highlands and Islands 

HIE have published their analysis of the economic impact of COVID-19 on the Highlands and Islands 

economy on the 18th September 2020. The report can be found here 

https://www.hie.co.uk/research-and-reports/our-reports/2020/september/16/the-impact-of-covid-

19-on-the-highlands-and-islands/ 

3.2.1 Jobs at risk and unemployment levels 

Whilst the data encompasses all of the Highlands and Islands region, Highland is heavily impacted on 

by 35% of the workforce on job retention scheme, with 29% of all jobs at risk.  

Highland has the 3rd highest risk rating for jobs affected in Scotland (highest being Argyll and Bute).  

Unemployment has risen in Lochaber Skye and Wester Ross from 1.6% in July 2019 to 7.3% in July 

2020. (H&I region sits at 5.7% overall, under the Scottish level of 6.4% for July 2020). 

Youth Unemployment across the H&I region has risen from 3.8% in July 2019 to 9.9% in July 2020.  

HIE estimate that the H&I regional economies are more deeply affected by COVID19 and the 

subsequent economic impacts because of the following characteristics: 

• Proportion of business on tight margins 

• Number of self-employed 

• Proportion of businesses in sectors disproportionately affected by Covid-19 

• Proportion of SME’s start-ups/micro-businesses 

HIE predicts that the H&I region is likely to take longer to recover than Scotland, and is unlikely till 

2023, given 
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• Ongoing disruption to overseas visitors and visitor spend, which sustains a disproportionate 

number of jobs in the region;  

• The composition of the Highlands and Islands and its dominance of localised service-based 

firms, where consumer confidence is likely to remain fragile longest;  

• The dominance of small and micro-businesses, those remaining at greatest risk 

Longer term impacts for the H&I economy are likely to be significant, with forecasts for 

• Decrease in 2020 GDP in the Highlands and Islands between £1.5bn and £2.6bn, a fall in 

output of between 11% and 19%. 

• Economic scarring and loss of productive capacity may be evident for years to come 

• Employment levels reducing downwards to lower GDP levels – which could lead to 

population decline as people seek employment elsewhere 

• Job prospects for young people decreased  

o With recruitment levels down, there may be a lack of entry level positions opening 

up for young people  

o With unemployment levels up in general, young people will increasingly be 

competing against those who have already entered the labour market and will be 

therefore at a disadvantage (estimates are significantly worse for youth 

unemployment compared to the levels reached after the last global  financial crisis 

in 2008; see IPPR’s call for 100,000 opportunities for youth employment in Scotland 

at https://www.ippr.org/blog/the-100-000-challenge) 

• The COVID-19 impact is compounded by the region’s vulnerability to Brexit. The geographic 

areas most affected by COVID-19 were already those most vulnerable to the risks posed by 

Brexit 

3.2.2 Trends potentially affecting  West Highland College UHI’s student recruitment  

School Leavers Destination Trends:  

there are 1800 school leavers expected for summer 2020, and differences in actual and preferred 

destinations are already obvious, with significantly more young people choosing higher education 

routes 

 

Data: SDS, Highland Labour Market Data, 9 September 2020 
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Potential Unemployment Scenarios in Highland for different age groups: 

    

Source: SDS, Highland Labour Market Data, 9 September 2020 

A scenario of 12% unemployment is currently used by SDS as a realistic planning assumption for the 

last quarter of financial year 20-21. This equates to over 15,000 unemployed in Highland. This could 

potentially create significant demand for education and training provision, in particular part-time 

and online provision.  

3.2.3 Job Growth and Job Replacement Demand in Highland up to 2023 

Whilst SDS are forecasting an overall contraction of the employment market, with very limited areas 

of job growth in certain sectors, they have mapped a not insignificant level of replacement jobs 

required over the next three years due to the Highland workforce age-profile. However, 

replacement jobs are likely to require a different, and potentially higher level skills sets, with the job 

profile moving significantly into SCQF levels 7-10 (for example: HNC/D, undergraduate degree or 

higher level apprenticeships and professional qualifications).  

 

 

Source: SDS, Highland Labour Market Data, 9 September 2020 

3.3 Growth Deals in the UHI Region (Highlands and Islands economic region plus Perth and 

Kinross)  

The UHI region has an opportunity to respond to the pandemic through existing and recently agreed 

growth deals, securing inward investment from both UK and Scottish governments into the region. 

The deals will be key part of the region’s recovery from the Covid-19 crisis, with project that provide 

economic stimulus, support local growth and providing new and future-facing  job opportunities. As 

well as significant infrastructure projects, all growth deals invest in skills and training. Growth deals 

are currently being evaluated to ensure that they deliver on ‘community unity wealth building’,  

inclusive growth, and can be adjusted to assist those economic sectors which have been most 

impacted on by the pandemic.  

Inverness City Region Deal 315M;  health and life sciences, including rural and digital health 
care; STEM; innovation hub; tourism; digital infrastructure; housing, 
road and air infrastructure 

Tay Cities Deal 300M; culture and tourism, food and drink, creative industries, eco 
innovation, digital (cyber security and forensic science), 
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decommissioning, engineering and manufacturing, biomedical, 
health and care; transport  infrastructure; Aviation Academy for 
Scotland 

Argyll Growth Deal 50M; Transport and Infrastructure; Skills and education; Digital 
connectivity; Accommodation – housing and business; Low carbon 
economy; Food and drink including our whisky and aquaculture 
industries; Defence industries with a focus on engineering; Tourism 
Marine Science; Business Innovation 

Moray Growth Deal 65M; cultural tourism; business enterprise park; manufacturing 
innovation and aerospace technology hub; green technology; 
transport infrastructure; housing; digital health  

The Islands Growth Deal 
(Western Isles, Orkney and 
Shetland Isles) 

100M; tourism and culture, infrastructure; energy transition; skills; 
energy hub; spaceport 

 

Arguably, the only geographic area within the UHI region not directly benefitting from these growth 

deals (other than some investment in digital infrastructure) is North and West Highland mainland, 

and the Highland local authority islands (including Skye and the small isles, but also peninsula areas 

such as Ardnamurchan, Knoydart, and the coastal communities along the west  coast between 

Lochalsh and Lochinver which could be seen economically in the same way as islands)- all within the 

operating area of West Highland College UHI. 

With significant offshore energy and spaceport projects in the north highlands, and master plans for 

Fort William and Mallaig, with expansion in manufacturing and transportation, and a STEM centre 

shovel ready in the West Highlands, UHI should work with HC, HIE and SG to ensure that those parts 

of the UHI region will receive proportionate investment through either the existing Inverness City 

Region deal or other strategic inward investment to secure benefits for the whole region.  

 

3.4 Risk Assessment 

Against the generally gloomy economic outlook at national and regional level, it is clear that the 

college and UHI as a whole have a pivotal role in supporting those affected  through access to 

mainstream further and higher education opportunities for the short to medium term, and through 

provision of access to ‘future-proof’ skills, training and work based qualifications.  

The college will continue to play an important role in the PACE to assist those in work who are at risk 

of unemployment, or those who are unemployed to access up and or reskilling.  

The college will continue to work with DYW, SDS and Highland Council to address youth 

unemployment in particular.  

The college’s role will also be to assist business in development for growth and innovation in those 

areas where we have expertise, including   tourism, maritime/rural, digital, health, care, early years 

and STEM. 

The college is currently undertaking a review of its part-time curriculum and delivery mechanisms, to 

ensure the best possible customer-focussed service provision and an appropriately positioned and 

attractive offer within an increasingly competitive market. As part of this, mechanisms are put in 

place to ensure better sharing of intelligence and CRM system utilisation, non-core income 
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generation planning, including maximising available funding schemes recently announced by Scottish 

Government.  

However, whilst increased demand on college provision is anticipated, the wider economic outlook 

is likely to place significant strain on public sector  finance, and there is uncertainty regarding core-

funding allocations from AY2021-22 onwards, which is not within the control of the college. (more 

detail in the next section) 

Overall Risk Assessment: AMBER 

 

4. College Sector – General Financial Situation 

4.1 Pre-Covid19 Financial Position for the College Sector 

The college sector faced significant financial challenges prior to Covid-19. This has been highlighted 

over the last few years in successive annual reports on the sector by Audit Scotland, with the last 

iteration Scotland’s Colleges 2019 https://www.audit-scotland.gov.uk/report/scotlands-colleges-

2019. These challenges have been exacerbated by the pandemic, with the combination of loss of 

income and liquidity issues becoming significant for some colleges who are forecasting to be holding 

next to nil cash (currently seven colleges – a third of the sector – are in this position) . 

 

4.2 Financial position for college sector based on SFC Financial Forecast Returns in June 2020 
The Financial Forecast Return requested by SFC in June 2020 has provided the following sector data: 
 

Cumulative adjusted operating deficit forecast 

2019-20  £8.4M 

2020-21             £27.5M 

 

With identified potential savings (largely found in staffing reductions through voluntary or 

compulsory redundancy schemes) at £11.1M, this still leaves a deficit of £16.4M across the sector.  

 

It is also worth noting that the financial support offered to the college and university sectors has 

notably differed in Scotland, with universities arguably receiving more prominent attention in form 

of £75M research capacity funding, £60M transaction funding and 3,500 additional university places 

worth between £16-24M over four years, whilst having also a share of capital maintenance, digital 

and student support funding with the college sector. The university sector operates a very different 

business model, with international and commercial research activity cross-subsidising SFC income 

from teaching and research/innovation funding, as well as the ability to borrow.  

By comparison, the college sector has had the following funding allocations to date (see Table 1) 

 

The following are key assumptions for the college sector adopted in absence of any other planning 

assumptions from FFR guidance given by SFC: 

• Non-SFC income generation growth at 2%, assuming no further impact from Cobid-19 in the 

period to July 2021 

• Assumption of 2% staff pay increase for AY2020-21 was assumed for the June 2020 FFR. 

Subsequent to this, Scottish Government published a public sector pay policy of 3%. The 

difference for the college sector would require a further £5.1M savings to be realised in 

2020-21. (For WHC UHI, this currently would either take us to break even or into slight 

deficit based on current budget assumptions).  
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• Staff costs are potentially further impacted by an increase in pensions. A 1% increase in 

teaching/local authority pension costs equates to circa £0.8M for the sector. The increase in 

employers contributions for the teachers pension scheme from 18% to 23% in 2019-20 were 

funded by SFC. An increase in local authority pension scheme   employers contribution is 

likely in the near future.  

• National insurance contributions are likely to increase at some point in the future, with a 1% 

increase costing the sector circa £0.4M 

 

Table 1 

 

Source: Colleges Scotland, 18 September 2020 

Colleges Scotland are working with the SFC on the following urgent objectives to overcome sectoral 

financial challenges in the short term (whilst working on the medium to longer term fundamental 

changes to college funding mechanisms as part of SFC’s comprehensive review of coherent provision 

and sustainability in further and higher education): 

 

• Underfunding of the college sector funding in comparison to university and school resource 

allocation: Scottish Government data shows that in 2017/18, the spend per head for a 
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secondary school pupil was £7.1k/pa; for a university student (on average) £5.4k/pa and for 

a college student £3.6k/pa. (source: 

https://www.parliament.scot/S5ChamberOffice/WA20190501.pdf – item S5W-22664) 

• Allowing greater flexibility for colleges regarding spending rules for capital expenditure and 

digital funding allocations 

• More timely and inclusive decision making in relation to additional non-core funding such as 

Flexible Workforce Development Funding 

• Taking colleges out of ONS public sector classification (does not apply to WHC UHI) 

• More coherent cross-sectoral national policy making for school and post-school education 

sectors 

 

4.3 Risk Assessment 

The Board should note that West Highland College UHI is one of a very small number of colleges to 

find itself in a forecast surplus position for 2019-20, and with a small forecast  surplus for 2020-21.  

 

At time of writing, there has been no communication from SFC or Scottish Government on a financial 

sustainability plan which addresses the sectoral deficit for 2020-21.  

 

However, given the overall critical financial situation for the college sector as a whole, the shape of 

the college sector going forward is uncertain. There is a fundamental contradiction between the 

stated position of colleges being at the forefront of the ‘skills-led economic recovery’ and the lack of 

an available dialogue or plan to assure financial sustainability for colleges to deliver on those 

recovery expectation and the anticipated additional demand for training and up-/re-skilling.  

 

Despite the college’s relatively strong current position, the college is dependent to a high degree 

(70%+) on SFC core funding, and any contraction in such funding would have significant impact on 

the college’s sustainability and ability to continue delivery without organisational change.  

 

Overall Risk Assessment: RED 

 

5. Scottish Funding Council Review  

 

Richard Lochhead MSP, Minister for Further Education, Higher Education and Science, wrote to SFC 

Chair, Mike Cantlay, to commission SFC to undertake a review of coherent provision and 

sustainability of further and higher education, including research, against the very challenging 

background of public sector finance going forward 

 

On 30 June 2020, SFC published a briefing on the expected review process, including scope, nature 

and timing of the review. http://www.sfc.ac.uk/review/review.aspx Its stated objectives are: 

 

• To consider how best to achieve     coherence and sustainability in the delivery of further 

and higher education during the Covid-19 crisis, EU exit transition, and beyond, while 

maintaining and enhancing quality 

• To ensure the sectors can address the outcomes we need to achieve in Scotland 

• To propose changes needed to SFC’s funding, operations and accountability frameworks in 

order to respond effectively to new challenges and opportunities 
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• To provide advice, where appropriate, to Scottish Ministers on relevant changes to policy, 

funding and accountability frameworks for tertiary education and research in Scotland.  

 

The review expressly does not commit to current funding arrangements or organisational structures, 

both in the college and university sectors: 

 

“…The future will not look like the past. Covid-19 challenges the current funding 

arrangements, the reliance of universities on international fee income, and the heightened 

financial pressures in the college sector. It has caused a major pivot towards digital and 

online provision; and it challenges the nature of teaching and campus interactions. It will 

also re-ignite the debate about connectedness of teaching and research in our universities; 

and the place of professional, technical and work-based education in our tertiary sector. The 

review gives us an opportunity to consider more broadly how we might respond to global 

change, reconsider the contract between institutions and public investment, the shape of 

provision and re-establish     what we need from tertiary education within Scotland. The 

review is founded on the premise that we will get the best outcomes if colleges and 

universities, along with other stakeholders, work with us to shape that conversation, and 

bring forward and explore options, together with us, for the future. “                              

(Review Briefing, 30 June 2020, p.4) 

 

The review is being conducted in different phases: 

• Phase 1: July-August 2020 

Call for Evidence – issued 20 July 2020, submission deadline 10 August 2020 (see admin 

control reading room for Colleges Scotland and UHI submissions) 

Phase 1 report now late – expected end of September 2020 

 

• Phase 2: October to December 2020 

Further engagement with Phase 1 Change Themes and more detailed development of 

options 

 

• Phase 3 – January – May 2021 

Development of more detailed delivery and implementation plans in the run-up to May 

Scottish Parliament Elections, for potential programme for government thereafter to cover 

the next parliamentary period up to 2025. 

 

In initial feedback by the CEO and Chair of the SFC in recent sector meetings, the following emerging 

themes were communicated ahead of publication of the Phase 1 review report, based on 106 

submissions received for the initial Call for Evidence: 

 

• AY2020-21 and possibly 2021-22 are regarded as emergency years, recognising the huge 

challenges faced by colleges and universities to open and remain open whilst in the midst of 

the Covid-19 pandemic. Longer term changes are likely to be implemented thereafter 

 

• During this emergency period, emphasis will be on health and safety; stability and 

sustainability; flexibility and support; and economic and social recovery 

 

A number of themes have been confirmed which will be reflected in the forthcoming report: 
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Theme – a coherent system for learners, including 

• Learning, skills and qualifications for life 

• Regional access to education up to SCQF Level 8 (anywhere in Scotland) 

• Opportunities to access lifelong continued learning and training 

• A more efficient learner journey with less unnecessary duplication along the way 

 

Theme – a coherent system for employers and business 

• Easy to engage with expertise of colleges and universities 

• Access to an educated workforce that can quickly up- or re-skill when needed 

• Opportunities to develop knowledge and expertise to optimise business performance 

• Able to work with colleges and universities to accelerate and grow through knowledge 

transfer, and to plan for the skills needed to change and innovate 

 

Theme – a coherent system for Scotland 

• Resilient for the future 

• Deliver at world-class level 

• Affordable in the short and long term 

• Effective and efficient, with high quality provision, employable graduates, world leading 

research, innovation and enterprise and tackling inequality; at the right scale, minimising 

waste and duplication; digitally enabled and green 

• Delivers the right things for Scottish economy and its people 

 

Emerging themes for the future 

• World-class digital, online education with efficient curriculum content 

• Broader approach to widening access and participation 

• Better ladders, bridges and articulation between levels and institutions 

• Working with senior phase in schools 

• More flexible entry and certificated exit points 

• Excellent information and advice to guide learner choices 

• Long term strategic relationship with business 

• Regional planning and place-based collaboration 

• The right relationship between planning and performance 

 

When pressed for level of ‘appetite for change’, SFC indicated that “nothing is off the table”, but it 

was not SFC’s role to create structural/organisational change; however, SFC may ‘nudge’ direction of 

dialogue through enabling consultation and discussion, following a guiding principle of ‘bottom up’ 

change. SFC confirmed that the only ‘red line’ given by Scottish Government was the requirement to 

remain committed to free access to university education for ‘home’ students. SFC’s view of 

economic recovery was that ‘colleges are at the forefront of the crisis’, that ‘regional and local will 

drive success’ and that the review was an opportunity to re-position the college sector with Scottish 

Government, to be seen as ‘intrinsic partners that are listened to, not just talked at’.  

 

5.1 Risk Assessment 

The SFC review presents an opportunity to address the more fundamental issues which currently 

hamper the funding and operation or the college sector, and provides an opportunity to rebalance 

and reposition so the college sector as a whole can deliver better on economic and social recovery. 

However, there is no additional money on the table, which means such rebalancing may come at a 
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cost for some. SFC have not ruled out structural change, including mergers or strategic partnerships, 

and whilst not prominent, have not ruled out that some organisations may not survive in their 

current form. 

 

West Highland College UHI as an assigned college of UHI as regional strategic body (funding body for 

the region) will need to carefully position itself within the regional context vis-à-vis the SFC Review, 

but also needs to ensure that our value to our local rural and remote West Highland communities 

and economies is fully understood and will be preserved within any future changes emerging from 

the SFC review. The college should fully engage with the forthcoming Phase 2 of the review at 

regional and national level.  

 

Overall risk assessment: AMBER 

 

6. UHI Regional Change Agenda 

 

6.1 Context of change planning 

The regional change agenda agreed as a result of the UHI assembly process between September 

2018 and November 2019 was incorporated into a new Change Management Plan (CMP) which 

reflected the strategic and management priorities emerging in the context of the Covid-19 

pandemic. The broad shape of this plan was agreed in a meeting of UHI Court, AP Chairs and 

Principals and UHI SMT on 1 July 2020. The most recent update report, including a RAG rated version 

of the plan, is available in the Reading Room.  

 

Whilst the CMP was agreed by all, at the time the issue of capacity for change was raised very 

clearly. Slow progress is being made with identifying  

a) Key areas of interconnectedness and 

b) required sequencing in the light of a) 

 

6.2 Financial challenges in the region 

UHI EO and the wider partnership have significant financial deficits to address. Much in line with the 

rest of the college sector, UHI colleges, in particular the 5 incorporated colleges, experience previous 

financial challenges as being exacerbated by Covid-19 impact.  

 

The first table below shows the position based on the SFC June 2020 Financial Forecast Review data 

provided by UHI colleges (or similar financial data for specialist colleges). Actual Q4 Management 

Account summary data not yet available for the whole of UHI, but this may differ from FFR data in 

June.  

 

The second table shows the currently available information for Academic Partner Management 

Accounts to March/April 2020, with comparison to the previous year 2019, and updated budget 

forecasts for 2019/2020.  
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Source: UHI PC20/21-015 – AP’s FFR 2020 Income ad Expenditure Account, 26/08/2020 

 

 
Source: UHI UC20-065 AP Financial Monitoring, 16/09/2020 

 

There are a number of workstreams commenced as part of the CMP that seek to address this (RAM 

Review, Aligned Finance Services and Financial Planning and Mitigation, Income Generation and also 

the Curriculum Review and development).  

 

UHI EO is recording a significant budget deficit at present, but whilst efforts have been made to 

reduce the deficit, there is no plan in place currently to break even. The student residences contract 

is one of the factors which has for some years now created significant cost burden (resulting from 
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underoccupancy in Inverness, Elgin and Dornoch, with Fort William the only unit making a net 

contribution).   

 

6.3 Organisational changes within the region 

6.3.1 UHI Executive Office Evaluation 

UHI EO undertook a self-evaluation exercise prior to the pandemic which resulted in a formal report. 

A revised structure is in discussion, and a voluntary severance scheme is being rolled out. It is not 

clear at this point what uptake or savings this scheme will yield. 

 

6.3.2 Academic Partner organisational changes 

Both Perth and Inverness Colleges are currently running voluntary severance schemes to reduce 

their budget deficits. A number of academic partners have staff on the job retention scheme 

(furlough), and are considering making staff savings once this scheme expires at the end of October 

2020. However, it is not clear what the plans are or what the combined financial savings maybe. 

 

6.3.3 UHI Vice Chancellor Appointment 

An additional factor of uncertainty is presented by expected change in the top executive position 

within UHI.  UHI are currently in the final phase of their search and recruitment for a new Principal 

and Vice Chancellor, which is expected to conclude early October 2020. Dependent on outcome, a 

new post holder may commence in post between January and March 2021, and may bring 

potentially a new and very different perspective to strategic change, significantly influencing UHI’s 

new strategic plan.  

 

6.3.4 Risk Assessment – UHI Financial Challenges 

West Highland College UHI is one of three small academic partner colleges projecting either a 

breakeven or surplus position by end of AY2019-20.  

 

The concern from West Highland College UHI’s perspective is the continued lack of clarity regarding 

a single agreed data set on which to base partnership analysis and strategic planning to address the 

financial deficit and its underlying causes. It is clear that the current deficit levels for the whole 

partnership are not sustainable.  

 

More radical change maybe required and requested by SFC in the context of the SFC Review (see 

previous section), with organisational and operating change being determined external to the UHI 

partnership, and impacting on West Highland College UHI. 

 

Staff redundancies in EO and in academic partners may also impact on overall capacity for delivery, 

expertise and capacity within the partnership. Some of this may impact on West Highland College’s 

students, as well as those aspects of operation where the college is collaborating well with partners 

and EO or is relying on service provision.  

 

Risk Assessment: RED 

 

6.4 Potential simplification of the UHI Partnership 

Against this backdrop, some Academic Partner Chairs met in July 2020 to discuss the potential for 

simplification of the UHI partnership through exploring options for formal clustering or merging of 

academic partners to deliver financial sustainability whilst  protecting and developing provision and 

better outcomes for students.  
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Following an initial meeting of four AP Chairs, including West Highland College UHI, North Highland 

College Inverness and Moray Colleges, all Academic Partner Chairs and Principals were notified and 

invited to join discussions to agree a way forward with development of an options appraisal to be 

undertaken, with a view that the most optimal options could be identified as a basis for more formal  

due diligence work. A letter notifying this intent was also sent to SFC and Scottish Government, to 

ensure early transparency both internally and externally.  

 

A meeting has been arranged for 28 September 2020 for interested Academic Partner Chairs and 

Principals, and at present three academic partners additional to the original four, Argyll College, 

Lews Castle College and Orkney College, have   indicated their attendance.  

 

West Highland College UHI has previously made attempts to forge collaborative links with its 

western neighbouring colleges, most recently in 2017/18 in the attempted ‘Western Cluster’  

development, which yielded scoped plans for corporate and academic/curriculum collaboration 

agreed by Principals and senior staff of West Highland, Argyll, Lews Castle, SMO and SAMS colleges. 

However, as the parallel UHI ‘integration’ programme (merger of 4 incorporated colleges with EO) 

was terminated in spring 2018, and the UHI agenda shifted towards the UHI Assembly programme, 

WHC’s partners de-committed from the project. A lesson learnt from this is that an early formal 

agreement needs to be reached with all participants at Board level to support any such initiative, 

and a discrete project management resource needs to be agreed and provided to drive the progress 

of the development.  

 

6.4.1 Potential Criteria for Success? 

In approaching the prospect of potential structural change of UHI at Academic Partner level, the 

following points are offered for the Board’s consideration: 

 

• West Highland College UHI is the result of a successful merger of two former small colleges, 

Lochaber College UHI and Skye and Wester Ross College Network in 2010. 

• West Highland College UHI is in a strong position, financially and organisationally, but 

successive FFR exercises are showing that achieving continued financial sustainability will be 

much more challenging in the next few years. 

• Given the college will be impacted on by changes in UHI whether it actively participates in 

discussions or as a by-stander, it is better to participate to influence the shape of this change 

so it has potential for positive impact on the college. 

• It is proposed that any potential formal partnership agreement with an other academic 

partner or partners should demonstrate that it 

o Delivers verifiable benefits for our students, staff and stakeholders that would not 

be obtainable by West Highland College UHI alone; 

o assures WHC’s continued ability to deliver for our students, our staff, our 

communities and economies in the West Highlands or to enhance this delivery;  

o delivers improved future sustainability prospects for both current as well as the 

combined future operations; 

o delivers enhanced opportunity and positive impacts for the wider partnership and 

region; 

 

The letter to SFC and Scottish Government offers clusters/strategic alliance, group structure and 

merger as potential options that maybe further investigated.  In early discussions to date, Principals 

have indicated their wish to investigate options for improved collaboration, particularly for 
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curriculum delivery in further education. In the case of Lews Castle College, West Highland College’s 

Depute Principal Sue MacFarlane is now interim Principal there as part of her two year secondment. 

Lews Castle is looking at ways of sharing staff, particularly in corporate areas, as well as exploring 

more formal sharing of curriculum. Principals broadly expect that successful formal collaboration in 

particular agreed areas of operation maybe required to develop a basis on which to consider more 

formal structural  change.  

 

The Perth College Board have provided a formal response to options appraisal (available in full in the 

AdminControl Reading Room). Whilst fully supportive, Perth have laid out a slightly different agenda 

for themselves. They see the proposals for academic partner initiated change to simplify the 

partnership as a welcome, and potentially essential step to achieve better sustainability for the 

whole of UHI, but they see this initiative as only part of a wider   solution required that needs to 

consider other change also. In their paper, they outline those changes in detail they wish to see, in 

particular moving to a contractual framework between UHI Ltd and academic partners which covers 

mutual delivery arrangements of education and services.  

 

 

6.4.2 Risk Assessment 

There is a significant volume and complexity of change proposals within UHI.  

Concern focuses on capacity for meaningful change whilst also managing core-business in the 

ongoing pandemic. Lack of a reliable data and agreed evidence base continues to hamper progress 

in strategic planning. This combines with uncertainty over UHI’s longer term strategic direction, 

which will be influenced by the new UHI  Principal and Vice Chancellor, as well as the outcomes of 

the SFC Review and future shape of post-school education and funding. 

 

WHC as an academic partner of UHI and as an assigned college will be impacted on by the 

sustainability issues of the wider partnership and needs to consider how it should position itself to 

secure protection of the college’s provision for the West Highlands, and the interests of students, 

staff and stakeholders. 

 

The college cannot afford to ignore potential opportunities to mitigate the clear sustainability risks 

for the UHI partnership, and should engage with academic partner-led initiatives that may protect 

and possibly enhance the college’s core mission for the West Highlands.  

 

Overall Risk Assessment: RED 

 

 

7. Recommendations 

The Board is asked to  

a) note the significant changes to the operating environment of the college 

b) discuss and endorse or amend the proposed risk assessment 

c) agree the college’s direction regarding potential structural change within UHI at academic 

partner level 

d) agree any other information or action it wishes the college’s executive to undertake as a 

result of this report.  
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Appendix 1 - Programme for Government – Labour Market Interventions and Funding (does not include UK funding schemes such as Kickstart) 

Commitments: 

• Achieving net zero by 2045 

• Reducing Child poverty to less than 10% of children living in relative poverty by 2030 

• Building a wellbeing economy 

In response to the pandemic the Scottish Government have already invested £2.3 Billion to support businesses. Going forward they commit to “a national mission to help 

create new jobs, good jobs and green jobs”.  

Programme Specification Allocated funding 

Youth Guarantee Every young person aged between16 and 24 will be guaranteed an opportunity at university or college, 

and apprenticeship programme, employment including work experience or participating in a formal 

volunteering programme. Supported by the Job Start Grant and apprenticeship funding. 

- £30 million through local authorities to help local partnerships to deliver employability support for 

young people 

- £10 million to create additional opportunities in colleges 

- £10 million additional funding for Developing the Young Workforce, the Scottish Government’s 

internationally recognised Youth Employment Strategy 

- £10 million to support pathways to apprenticeships 

£60 million 

Training Transition Fund (TTF) Providing retraining opportunities for people who have lost their jobs or whose jobs is at risk. Launching in 

Autumn 2020 will support up to 10,000 people. 

initial £25 million  

Green Jobs Fund Investing alongside a range of sectors – manufacturing, tech and land-based organisations – to support 

green job creation. People will be supported into jobs created through TTF and the apprenticeship system.  

- £50 million through Scottish Enterprise, Highland and Islands Enterprise and South of Scotland 

Enterprise. 

- £50 million will be invested to support businesses and supply chains across sectors – 

manufacturing, tech, and land-based organisations.  

£100 million  

Parental Employability 

Support Fund 

Additional funding for those most at risk of poverty, including disabled, young and ethnic minority parents. 

Aims to support 17,500 low income parents into better opportunities.  

£2.35 million 

Decarbonisation Investment over the next Parliament to decarbonise the way we heat our home and buildings, reducing 

emissions, talking fuel poverty and creating new jobs.  

£1.6 billion 
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Parental Employability 

Support Fund 

Funding to support decarbonisation of the industrial and manufacturing sector – driving down emissions 

and protecting jobs. 

£60 million 

New Inward Investment 

Strategy 

 

A new inward investment strategy to give people new skills, and attract investment and jobs into Scotland, 

with the potential to generate 100,000 high value jobs over the next decade – talent and business 

attraction. 

£20 million a year  

Unlocking Ambition 

Programme 

Provides grant and specialist wraparound support for early stage growth potential businesses, with a new 

focus on low carbon and economic recovery.  

£1.5 million 

Infrastructure investment Steadily increase Scotland’s infrastructure investment until it’s £1.5 billion higher by the end of the next 

Parliament than in 2019-20 – construction, engineering and manufacturing opportunities? 

£1.5 billion 

Capitalising on Scotland’s national investment bank with £2 billion over ten years – to support transition 

to net zero. 

£2 billion 

Infrastructure investment plan to be published in September with a strategic framework for a five year 

pipeline of projects - expected value is around £32 billion over five years  

£32 billion 

Energy Transition Fund Support businesses in the oil, gas and energy sector over the next fie years as they grow and diversify. 

Attract private sector investment in the North East.  

£62 million 

Flexible Workforce 

Development Fund 

Employers can access up to £15,000 each to address skills gaps in their workforce.  £20 million 

Individual Training Accounts 

(ITAs) 

‘ITAs backed by 3.7 million’ - we will focus on sectors identified as likely to have skills gaps and job 

openings, ensuring that funding reflects demand. We will engage employers, schools and colleges to 

inform this approach, making sure we are developing the right skills. 

£3.7 million 

PACE Upscaling of PACE and adaption of delivery model with additional funding.  £5 million 

Forestry Investing £150 million over the next five years in forestry to support the economy and our net zero goal.  

- Additional £100 million to Scottish Forestry to increase new planting  

- £30 million to Forestry and Land Scotland to expand Scotland’s national forests and land by an 

additional 18,000 Ha per year by 2024.  

- £20 million to increase nursery stocks 

£150 million 

Digital Investment  - Support 50,000 digitally excluded people to get online by the end of the year.  £23 million 
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The following report provides the Board with a summary of college Academic Affairs activity, 
relevant updates and any risk. 

Report Content Detail 
1. Key Performance Indicators 2019/20 ..................................................................................... 1 

2. Start of academic year 2020/21 and student enrolments ....................................................... 2 

2019-2020 students completion ................................................................................................. 2 

School-college provision ............................................................................................................ 2 

Further Education (FE) 30th August; Higher Education (HE) 7th September .............................. 3 

FE – AY 2020-21 and FE Credits .............................................................................................. 3 

HE – AY 2020-21 ....................................................................................................................... 4 

3. Digital Poverty ........................................................................................................................ 4 

4. Freshers and student engagement activity ............................................................................ 4 

5. City Heart Student Residences in Fort William ...................................................................... 6 

6. College FE leavers from 2018/2019 summary ....................................................................... 6 

7. Student Graduation 2019/2020 .............................................................................................. 6 

8. Quality enhancement work ..................................................................................................... 7 

 
1. Key Performance Indicators 2019/20 
 
Due to the pandemic, there is a delay in finalising on HE figures for 19/20.  The figures for FE are 
currently going through final checks, therefore the following figures come with a caveat that there 
may be minor changes to percentages.  When reading these figures, take into account that the 
second part of the academic year 2019/20 was unlike any other year due to lock down in March 
and the subsequent affect this had on assessment and exams. 
 

Further Education Key Performance Indicators 15/16  16/17  17/18  18/19  19/20  
Full Time FE  

Early retention 
96% 97% 95% 94% 96% 

School-link FE (all) 100% 98% 99% 98% 100% 
Part Time FE  99% 99% 99% 99% 99% 
Full Time FE 

Student retention 
81% 81% 77% 75% 86% 

School-link FE (all) 96% 94% 68% 93% 96% 
Part Time FE other 97% 94% 93% 95% 93% 
Full Time FE 

Student success 
76% 70.48% 69.84% 71.84% 73.23% 

School-link FE (all) 88% 85.10% 73.63% 83.70% 84.15% 
Part Time FE other 87% 94.19% 90.41% 91.27% 89.03% 
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Full time early student retention improved by 2% on the previous year.  Part time early retention 
has remained the same over a five-year period.  School-link early retention is at 100%. 
Full time student retention improved by 11 percentage points since the previous year and is at the 
highest over a five-year trend.  This is a significant improvement and immediate assumptions are 
based on improvements and changes made ahead of last year and during the year.  Annual 
Quality Enhancement Dialogues support curriculum teams to focus on improving course 
performance and empower curriculum staff to try different things, particularly with “at risk” courses. 
They continue to monitor learning and teaching and adjust in year.  The revised student 
engagement strategy (into its first full year of implementation) helped to focus on “engagement”.   
There was a good dynamic between staff and HISA.  The revised student guidance model played a 
major part in a holistic teaching and support staff relationship which provided a joined up support 
package for students.  For example regular meetings between staff helped identify those students 
who have “wobble” moments during the year to quickly re-engage them with appropriate support.   
 
Student success figures have been affected by the pandemic.  Full time student success improved 
by 1.4 percentage points.  However, the number of students who stayed to the end of the course 
and did not achieve their qualification increased.  This was largely due to the pandemic situation 
and students being unable to achieve practical elements which contribute to the overall 
qualification aim. This year, a number of things are happening to mitigate against assessment 
related risks caused by further lockdown scenarios and implications around different learning and 
teaching delivery methods. Awarding bodies have already made some changes to assessment 
process and are providing more flexibility around assessment.  Course teams have rearranged 
practical elements and are working to reduce the amount of closed book assessment.  There will 
be no exams within degree courses. The Head of Quality is part of a short life working group 
across UHI to work together on revised SQA awarding body guidance, to ensure it is fit for 
purpose.   

Higher Education figures are currently being finalised, but not yet ready for this report. 

2. Start of academic year 2020/21 and student enrolments 
 
The college continues to follow all Scottish Government guidance continues to update plans, 
procedures and supplementary guidance.  The Academic year 2020-2021 started as follows: 
 
2019-2020 students completion 
All students who were unable to complete practical aspects of qualifications because of the 
lockdown period in 2019/2020 were given the opportunity to return in August to complete their 
qualifications.  Almost all students took up the offer and we expect most to have completed this 
semester. 
 
School-college provision 
All Virtual School students started as normal week of 18th August, 2020. 
All other school provision was affected by the Highland Council (HC) decision in August, to 
commence all other practical courses online, with no pupils attending college and no lecturers 
attending schools.  In immediate response, one school negotiated with the college separately and 
lecturers were granted access in the second week of schools starting.  Since the beginning of 
September college lecturers are now on all other school campus.  The college has put carefully 
thought out risk assessments, zoned off areas and plans in place.  The Head of Curriculum has 
been in weekly dialogue with the local authority who continue to stall the start dates (courses like 
construction and professional cookery).  If pupils are not able to return to college, the risk is that 
these pupils will not achieve their courses.  The online experience is no substitute for practical 
delivery and pupil expectations are not being met. These courses can not continue in this way 
beyond October holidays and therefore there is an impact on credits (approx. 500). 
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Further Education (FE) 30th August; Higher Education (HE) 7th September 
The college is able to deliver everything that was in the curriculum plan providing that there is 
sufficient demand.  The college carefully planned for the delivery of learning and teaching by 
categorising curriculum (i) courses that can be delivered entirely through digital technologies (from 
anywhere)  or (ii) courses that require specialist on-campus classroom or outdoors. The college 
prioritised those courses where learning is highly practical and needs to take place in one location. 
All courses have updated and extended risk assessments in place.   
 
The priority is as follows: 

• Students on practical courses attend college for practical aspects (normally the majority of 
the course). Theoretical learning will be delivered online. 

• All students studying from home and who do not have access to sufficient broadband or 
have an unsuitable space/environment to study are being offered a space (if possible and 
safe) in their nearest college centre. 

• Essential staff required onsite for support and teaching. 
• Staff who do not have access to sufficient broadband and have difficulty working from 

home. 
• All School of Adventure Studies (SOAS) (degree only) students are commencing their study 

through digital technologies.  Practical delivery will be introduced by semester two.   
 
Most full time and part time students started an extended induction and have begun their 
programmes of study.  A new online college induction module is available for all students and was 
developed by Student Services with the help of Argyll College UHI.  New students were offered the 
opportunity to attend a pre-course familiarisation session at their nearest centre to ensure they felt 
comfortable accessing online technologies the week before their formal induction.  Those who 
attended were appreciative of the support given. 
 
Several full-time courses including Construction in Portree and Music in Fort William, will start in 
October, slightly later than normal. 
 
FE – AY 2020-21 and FE Credits 
Colleges draw down funding from the Scottish Funding Council in the form of credits.  Each college 
is allocated a credit target and each credit pays for a notional 40 hours of learning, which is 
normally the equivalent of one SQA unit.  Most SQA qualification comprise of a number of units, for 
example a Higher is the equivalent of 4 credits.  College full time courses normally comprise of 18 
credits (previous to this year).  Therefore the college will pull down 18 credits of funding for each 
student who attends a full time course beyond the 1st of November (early withdrawal qualifier date).  
 
WHC credit target is 6828 for 2020/21.   
Credits are only counted once student enrolments have been entered in the system.  Credits can 
only be drawn down, if students do not withdraw early.  The table below shows how the college 
aims to meet and exceed the core target at four points in the year.  The planned credit total 
increases at each of the four points in anticipation of new enrolments occurring across the year.   
 

Credit 
target 

31st October 2020 31st January 2021 31st May 2021 31st June 2021 
Planned Actual Planned Actual Planned Actual Planned Actual 

6828 5072  5504  6768   6828   
 
It has been problematic to get students to complete enrolments online, particularly via schools.  At 
this point in time there are 670 students who are fully enrolled on our student records system, with 
a further 27 in progress.  The number of provisional student records (205) are the students who 
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accepted a place and have yet to complete enrolment.  Staff are currently looking at different ways 
to get students into the system, as normally students would complete the process when in the 
campus.   
 
 
HE – AY 2020-21 
 
SC/EU – Scottish and European  RUK – Rest of UK INT – International 
School of Adventure Studies (SOAS) Hosted Academic Partner (HAP) 
Undergraduate (UG)   Fulltime equivalent (FTE) 

 
There are 126 SOAS students fully enrolled, with 7 students in progress.   
SC 107 
RUK 10 
EU 10 
Status to be confirmed 6 
 
There are 73 full time HNC and HND students fully enrolled with 4 students in progress and 2 
provisional students, bringing the total to 79 full time HN students.  There are 28 part time HN 
students, including 8 PT students on HNC Contemporary Art, new to the college this year in 
Portree. There are approximately 55 HAP students on degree programmes, 34 are full time HAP 
students.  There are 4 PGDE Secondary or Primary Education student (new to the college this 
year).  It is disappointing that our HN student enrolments are below target.  The college will 
continue to market part time HN options.  Staff will work on earlier opportunities to get FE students 
to apply next year and work with marketing on case studies. 
 
3. Digital Poverty 
As part of the work done to support students, as outlined above a number of students are currently 
needing to access the centres as they do not have adequate access to either equipment or 
Broadband.   

The SFC have released funding to support digital poverty, and working alongside all UHI partners, 
a procedure has been developed to ensure consistency of process and applications.  We will be 
contacting students who are being supported due to lack of equipment in the coming weeks to 
support them completing the necessary applications, completing the assessment process and 
putting forward students for access to the UHI laptops ordered for this purpose.  

At present we have some 45 students who will be supported through this process. 

4. Freshers and student engagement activity 
The Highlands and Islands Student Association (HISA) have been working hard to develop a range 
of activities to support students in an online format.  Planned in conjunction with Student Services, 
they have provided support and input for a range of activities and events for students for 
Freshers.  This has included a virtual tour of Fort William, an online quiz and two different radio 
shows in conjunction with Nevis Radio and a comedy event ‘HISA Presents’ featuring a star-
studded line up. 
 
There is a new HISA Assistant (Owen Adams) who replaces Robert MacLeod. Working alongside 
our HISA Depute and Student Services, there are plans in place to ensure options for online 
engagement will continue going forward.   
 
This is providing access for students across the centres and is also allowing students to access 
activity from across the wider UHI HISA partnership who have further plans for an online quiz with 
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Mark Labbatt (The Beast from ITV’s The Chase), Yoga sessions and a Trad Fest, online traditional 
music streaming.  
 
  

50/144



Academic Affairs Update Report to the Board  
September 2020 
 

Page 6 of 7 

5. City Heart Student Residences in Fort William 
 
The student residence building in Fort William nearly at capacity.  Currently there are concerns that 
the college is not aware of all the students in residence at CityHeart. This has been requested on 
numerous occasions, and we are waiting for the final data to be made available to us via UHI.  The 
college has been working hard through UHI to ensure that all necessary plans are in place and that 
everything is ready to minimise the risk of the virus spreading should there be a positive COVID 
case within the building.  However, following the arrival of students two weeks ago, we were made 
aware of some concerns about the residencies not being clean, and a number of small minor 
maintenance issues. This resulted in one parent writing to the college and to UHI, and another to 
UHI directly.  The college is following up vigorously with City Heart and UHI at every opportunity to 
ensure that there are correct protocols in place within the residences.  Regular meetings have 
been set up to ensure ongoing dialogue and communication between all parties and to help 
monitor resolution of any issues. 
 
6. College FE leavers from 2018/2019 summary 
 
Each year the college submits a return to SFC about the previous year’s FE college leavers. The 
full report is called WHC-Destination-2018-19-Final_Report-V2.pdf.  
 

• The college is maintaining a high return rate of 94% of the target students to be surveyed 
about their destinations. This is the same rate as the previous year, leaving 6% of students 
with unconfirmed destinations. 

• 88% of these students are in a positive destination, the same as two years ago and 1% 
increase from the previous year. 

• 57% of students continue their studies at college or university, an overall 5% increase over 
a 3-year period. 

 
Students Continuing in Education 2016/17 2017/18 2018/19 
West Highland College (UHI) - FE 42 47% 2 49% 28 36% 
WHC UHI Training (SDS)   2 3%   
West Highland College (UHI) - HE 9 10% 29 37% 36 47% 
University of the Highlands & Islands (UHI) HAP 18 20% 7 3% 5 6% 
Other Universities  20 22% 39 9% 8 10% 

 
There continues to be an increase (10% percentage points from previous year) in students 
progressing within WHC onto HE qualifications, Almost all these students are undertaking one of 
the HNCs now delivered by WHC and therefore this would explain why there are less students 
progressing as HAP students.   

7. Student Graduation 2019/2020 
In order to comply with the Scottish Government guidance related to Coronavirus Covid19, WHC 
UHI consulted with HISA and took the decision several months ago, along with other UHI partners 
to cancel all physical graduation ceremonies and to re-schedule as a Celebration of Graduation 
when it is safe to do so.  As a result, we have as a partnership organised a week of celebration 
online for the graduates of 2020, which will take place during w/c 28 September.  Celebratory web 
pages and graduate listings will be created featuring video messages from the Chancellor, HRH 
The Princess Royal, the university's principal and vice-chancellor.  The web pages will then guide 
students through to our own www.whc.uhi.ac.uk/graduation where they will be able to view a 
message from our own Principal.  We will also feature our students of the year and those who have 
received industry awards.   
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Graduate listings by academic partner will appear in the Press and Journal and The Herald in a 
special supplement during this week. We have taken the opportunity as a partnership to increase 
the Press & Journal listing to a supplement to enable us to contribute editorial around the listings 
and push some of our agreed key messages and student case studies. The WHC HE Student of 
the Year Alexandra Mckeown has been submitted as a possible case study for this. We'll be 
encouraging graduates to use the downloadable social media assets (Bunting/graduation caps and 
tube covers) to bright their social media posts and will be encouraging them to share with us so 
that we can share further social media throughout the week.  
 
We have also provisionally booked the Nevis Centre in Fort William for a 2-day event next October 
7 & 8th 2021 in order to hold the Celebration of Graduation for 2019-20 students one day, followed 
by the Graduation Ceremony for 2020-21. 
 
8. Quality enhancement work 
Education Scotland very recently assigned a different college HMI to work with the college.  Peter 
Connelly will replace Margaret Rose Livingstone who was our college HMI for the last 3 years.  
The college formally thanked Margaret Rose who supported the college well.  It is likely that Peter 
can attend one of the next board meetings.  Peter will work with the college to identify areas to 
support and enhance the quality of college work.  Education Scotland as an improvement agency 
will be deploying their HMIs and Associate Assorts to support colleges during 2020/21.   
 
This year, because of the pandemic, there is no requirement to submit an Evaluative Report and 
enhancement plan in September.  However, the college took the decision to update the current 3-
year Enhancement Plan to reflect progress against the plan by the end of academic year 2019/20.  
The college is working well to achieve the planned actions although progress against some actions 
was slower due to the pandemic.  Although the intended output may not yet have been realised 
against some of the actions, outcomes have been achieved and the impact is quite evident. 
 
One of the actions was around employer engagement. Although a college wide system for 
employer engagement has yet to be formally put in place, employer engagement since lockdown 
has been carefully kept on the go through a number of strands. Regular engagement during 
lockdown maintained by the Business Development Manager, securing a range of Modern 
Apprenticeships in Aquaculture.  College BEST business and interest related courses throughout 
lockdown brought about new employer relationships and visibility within communities, particularly 
putting the college on the map with Polytunnel courses.  Employer engagement through DYW is 
going well through sector focused career events online.  There was an event in Adventure and 
Outdoors where SOAS featured.  On the 16th, Advancing Manufacturing and STEM was in the 
spotlight and the next event at the end of September is focussing on Construction.  The college is 
running a Business Engagement and Opportunities Planning Workshop on Monday 21st 
September. 
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WHC UHI Centre 
Board Meeting 
24th Sept 2020 

1. STEM  
 

We had a little excitement in June when we were asked to update the costs 
of the project however there has been no news since then. 
 
We are in the process of completing a short paper detailing our views on 
the business case post Covid.  This is work in progress and the first iteration 
of the paper is attached. 

 
2. AMCF 

 
We have been successful in our bid for funding from the Advance 
Manufacturing Challenge Fund and have a contract to deliver this.  
 
We are very close to signing a three-year lease on a large part of the Ocean 
Frontier building, close to the main Fort William campus, to deliver the 
project.  We are applying for a building warrant to undertake modest internal 
changes to the building to suit our needs.  This scope of works will go out to 
tender in the next 2 weeks.  
 

3. Mallaig 
A recent meeting with CES has confirmed that their execs have been asked 
to produce a Strategic Outline Business Case prior to considering making a 
Full Business Case for the project.  Concerns which they wish to address 
are: 

• The value of the building post construction 
• The cost plan: this was completed in 2018 and they wish to update 

it. 
• Any adverse impact the building and its use would have to the 

community centre and HC buildings. 
• The real value such a project would add. 

 
It is the intention of CES to undertake the valuation and cost plan. 
 
Separately, Highland Council has now agreed how the £3m CES funds 
which they received will be allocated and there will be a call for applications 
prior to December.  It is our intention to apply for funding to purchase the 
site and carry out site preparations.  

  
4. Portree 
 

Our solicitor has written again to LSHA solicitors asking them to progress 
with the Right of Servitude. 
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5. Gairloch 
 

Following protracted discussions we await a further draft lease from the 
museum solicitor. 
 

6. Student accommodation, Fort William 
 

There is no further update on this matter. 
 

7. Broadford 
 

We are in the process of finalising the purchase of the two small areas of 
land at Broadford.  We have a first drawing from our architects for an 
extension to our stores to provide showers, storage and bike store as well 
as site for a standalone teaching/office unit. We will be meeting with the 
team at Broadford to review this in the coming weeks. 
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Executive Summary 

Introduction 
1. This follow up review by TIAA established the management action that has been taken in respect of the priority 1 and 2 recommendations arising from the internal 

audit reviews listed below at West Highland College. As a result of restrictions imposed in response to the COVID-19 pandemic, this review was carried out remotely 
and where possible, evidence was obtained electronically to support the updates within the report. The review was undertaken in May 2020. 

Review Year 

Health and Safety 2016/17 

Procurement  2016/17 

EU GDPR 2017/18 

Business Continuity Planning 2017/18 

Key Performance Indicators 2017/18 

Commercial Income Generation 2018/19 

Staff Performance Review Framework 2018/19 

Key Findings & Action Points 
2. The follow up review considered whether the management action taken addresses the control issues that gave rise to the recommendations. The implementation of 

these recommendations can only provide reasonable and not absolute assurance against misstatement or loss. From the work carried out the following evaluations 
of the progress of the management actions taken to date have been identified. 

Evaluation Number of Recommendations 

Implemented 9 

Outstanding 6 

Considered but not Implemented 1 

Not Implemented 1 
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Scope and Limitations of the Review  
3. The review considered the progress made in implementing the recommendations made in the previous internal audit reports and established the extent to which 

management has taken the necessary actions to address the control issues that gave rise to the internal audit recommendations. 

4. The responsibility for a sound system of internal controls rests with management and work performed by internal audit should not be relied upon to identify all 
strengths and weaknesses that may exist. Neither should internal audit work be relied upon to identify all circumstances of fraud or irregularity, should there be any, 
although the audit procedures have been designed so that any material irregularity has a reasonable probability of discovery. Even sound systems of internal control 
may not be proof against collusive fraud. 

5. For the purposes of this review reliance was placed on management to provide internal audit with full access to staff and to accounting records and transactions and 
to ensure the authenticity of these documents. 

Release of Report 
6. The table below sets out the history of this report. 

Date draft report issued: 15th June 2020 

Date management responses rec’d: 23rd June 2020 

Date final report issued: 26th June 2020 
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Executive Summary 

 

Follow Up 
7. Management representations were obtained on the action taken to address the recommendations and limited testing has been carried out to confirm these 

management representations. The following matters were identified in considering the recommendations that have not been fully implemented: 

8. Health and Safety 

Audit title Health and Safety Audit year 2016/17 Priority 2 

Recommendation We recommend that the College produce a central register of risk assessments to provide central management control over the risk 
assessment process. This register should be reviewed regularly to ensure risk assessments are still fit for purpose. 
 

Previous Update It was advised that this recommendation is in the process of being implemented. SHE Health and Safety Software is being implemented, 
it is currently used for incident reporting and the College is in the process of rolling this out for risk assessments. A revised target date 
of 31st July 2018 has been set for implementation. 

Responsible Officer/s N/K Original 
implementation date 

N/K Revised 
implementation 
date(s) 

N/K 

Latest Update A copy of the Risk Assessment Register was provided as evidence of this recommendation being implemented. The Register includes 
a column for the date each of the Risk Assessments was last reviewed and a column for the date of the next review. The Register was 
accompanied by two examples of completed risk assessment forms. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented. 
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9. Procurement 
 

Audit title Procurement Audit year 2016/17 Priority 2 

Recommendation We recommend that all purchases are put through the PECOS system which will ensure they have been authorised by the appropriate 
personnel. 

Previous Update It was advised that this recommendation has still to be implemented. 
The delay in recruitment of the Finance and Compliance Officer has delayed progress with this recommendation. A revised target date 
of 1st August 2018 has been set. 

Responsible Officer/s N/K Original 
implementation date 

N/K Revised 
implementation 
date(s) 

N/K 

Latest Update It was advised that work is on-going to ensure the recommendation is fully implemented and it is expected this will be completed soon. 
Significant progress has been made with training updates provided for staff from all departments and the system is being re-configured 
to ensure it is up-to-date and streamlined for users/approvers. 

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 

 
Audit title Procurement Audit year 2016/17 Priority 2 

Recommendation We recommend that the College begin to monitor the performance of contractors to ensure they are receiving the level of quality set 
out in the terms of the contract. 

Previous Update It was advised that the Estates and Facilities Manager is currently working with APUC (Advanced Procurement for Universities and 
Colleges) who are providing support to determine how this should be done. Further work on this will be undertaken and a revised target 
date for completion is required. 

Responsible Officer/s N/K Original 
implementation date 

N/K Revised 
implementation 
date(s) 

N/K 

Latest Update It was advised that, working in conjunction with APUC, the College reviews contracts particularly as they are due for renewal and that 
it is felt that given the number and nature of contracts that performance review on a formal basis is not necessary. Informal on-going 
discussions are held and this is seen as being the best approach to build relationships. 

New implementation 
date 

N/A Status Considered but not 
implemented 

Recommendation has been considered but not 
implemented. 
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Audit title Procurement Audit year 2016/17 Priority 2 

Recommendation We recommend that the College create a Procurement Strategy to ensure they are following best practice and that the current 
Procurement Policy is updated to reflect this. 

Previous Update It was confirmed that a Procurement Strategy was reported to the Board of Management in June 2017. It was advised that the 
Procurement Policy was not yet due for updating, however it will be updated to reflect changes in processes once PECOS is 
implemented. 

Responsible Officer/s N/K Original 
implementation date 

N/K Revised 
implementation 
date(s) 

N/K 

Latest Update A copy of the Procurement Policy was provided which confirmed that the policy was reviewed and approved by the Board of 
Management in March 2020. It was advised that the Procurement Strategy is currently being developed in conjunction with APUC and 
Perth College.   

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 

 
Audit title Procurement Audit year 2016/17 Priority 2 

Recommendation We recommend that the College create a preferred supplier document that states who the preferred supplier for items are and that this 
document is placed on the staff intranet. We also recommend that staff are not permitted to purchase from a non-approved supplier 
unless a suitable reason is given and that this is properly approved. 

Previous Update It was advised that work on this is currently being undertaken. The aim is to produce a preferred supplier list based on suppliers in use 
by various departments and locations. The majority of the College’s procurement is undertaken by the Estates and Facilities Manager 
and therefore the College wants to ensure the preferred supplier listing includes any suppliers that others are likely to procure from. 

Responsible Officer/s N/K Original 
implementation date 

N/K Revised 
implementation 
date(s) 

N/K 

Latest Update It was advised that the College has worked on creating a Supplier listing document, but it has not proved effective. The response from 
suppliers has generally been poor, partially at least due to location, with limited supplier options. However, the College does have 
preferred supplier lists for procurement use via PECOS. This identifies for many areas of procurement who the preferred supplier(s) 
are. For this reason the recommendation has been classed as implemented. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented. 
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10. EU GDPR 

 
Audit title EU GDPR Audit year 2017/18 Priority 2 

Recommendation A GDPR Policy be documented and Data Protection and Records Management and Archiving policies be updated and developed to 
cover the requirements of GDPR. 
 

Initial management 
response 

Accept. Records Management & Archiving policy went to board in June 18. 

Responsible Officer/s Vice Principal 
Finance & Corporate 
Services 

Original 
implementation date 

31/07/19 Revised 
implementation 
date(s) 

N/A 

Latest Update The Data Protection Policy of April 2020 was provided. However, this is still at draft stage. 

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 

     

Audit title EU GDPR Audit year 2017/18 Priority 2 

Recommendation A formal awareness and training programme be developed to support the implementation of the GDPR. 

Initial management 
response 

Accept. Training sessions with the new UHI DPO have taken place (26/06/18) with more to be included in staff updates.  

Responsible Officer/s Vice Principal 
Finance & Corporate 
Services 

Original 
implementation date 

31/07/19 Revised 
implementation 
date(s) 

N/A 

Latest Update It was advised that GDPR training is on-going and provided in a number of ways - Overall Awareness is via a Mandatory Training 
Pack or a full online module (has been on LearnUpon Learning Platform, then on Blackboard and now Brightspace). From the core 
staff (excluding casual/ad-hoc staff) 152 from 165 have undertaken GDPR training, with the others to follow.  

New implementation 
date 

N/A Status Implemented Recommendation has been implemented 
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Audit title EU GDPR Audit year 2017/18 Priority 2 

Recommendation Privacy notices be reviewed and changes made to meet the specified requirements of the GDPR. 

Initial management 
response 

Accept. DPO has provided guidance on privacy notices and we are working through them all. 

Responsible Officer/s Vice Principal 
Finance & Corporate 
Services 

Original 
implementation date 

31/12/18 Revised 
implementation 
date(s) 

N/A 

Latest Update Privacy notices have been updated for the requirements of GDPR. The privacy notices for employees, workers and contractors and for 
job applicants and candidates were provided to evidence this. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented. 

 
 
11. Business Continuity Planning 

 
Audit title Business 

Continuity 
Planning 

Audit year 2017/18 Priority 2 

Recommendation It be ensured that outcomes from test and real incidents are formally reported to and reviewed by management as required by the 
EMBC Plan. 

Initial Management 
Response 

Accept – we will add this to standing item for ELT. 

Responsible Officer/s Vice Principal 
Finance & Corporate 
Services 

Original 
implementation date 

01/08/2018 Revised 
implementation 
date(s) 

N/A 

Latest Update The Operational Log relating to a Business Continuity Live Exercise carried out on 16th April 2018 was provided. It was advised that 
discussions were ongoing regarding the incident but were not minuted.  
The outbreak of the Covid-19 pandemic and enforced lockdown has resulted in the College invoking its Business Continuity Plan. 
Minutes of Business Continuity meetings dated 31st March and 9th June 2020 in respect of issues/feedback on operational matters were 
provided to evidence the matters being discussed and the actions being taken. Moreover, the agenda for the Board meeting of 24th 
June 2020 was provided which showed that an update was scheduled to be provided to the Board on Covid-19. 

New implementation 
date 

TBC Status Implemented Recommendation has been implemented. 
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12. Key Performance Indicators 
 

Audit title Key Performance 
Indicators 

Audit year 2017/18 Priority 2 

Recommendation Staff satisfaction be measured and reported based on survey data to provide supporting evidence of performance reported.   

Initial Management 
Response 

IIP Survey completed in June 2018. Use of ongoing “pulse” surveys to be agreed with the board and timings to be confirmed. 

Responsible Officer/s HR Manager Original 
implementation date 

31/07/2019 Revised 
implementation 
date(s) 

N/A 

Latest Update The feedback report from the IIP Employee Engagement survey was provided along with a report detailing the highs and lows of the 
survey. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented. 

 
Audit title Key Performance 

Indicators 
Audit year 2017/18 Priority 2 

Recommendation A suite of HR KPIs be developed for regular reporting to the College Management Group. 

Initial Management 
Response 

Accept. We will work on this and look for reporting to be in place in 18/19. 

Responsible Officer/s HR Manager Original 
implementation date 

01/08/2018 Revised 
implementation 
date(s) 

N/A 

Latest Update Several HR related KPIs have now been established and set up within Cascade. An annual summary report was provided to evidence 
this. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented. 
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13. Commercial Income Generation 

 
Audit title Commercial 

Income Generation 
Audit year 2018/19 Priority 2 

Recommendation An options appraisal be undertaken in respect of the cafés and a clear strategic direction set and prioritised. 

Initial Management 
Response 

Agreed 

Responsible Officer/s Director of Finance 
and Resources 

Original 
implementation date 

By December 2019 Revised 
implementation 
date(s) 

N/A 

Latest Update It was advised that there are on-going discussions with regards to an options appraisal for the cafés. A number of factors are being 
considered, chief of which is the market focus for the café i.e. whether it should be a commercial entity, or whether it should be a College 
service for the College community.     

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 

 
Audit title Commercial 

Income Generation 
Audit year 2018/19 Priority 2 

Recommendation Segregation of duties be introduced in the banking and reconciliation processes. 

Initial Management 
Response 

Agreed 

Responsible Officer/s Director of Finance 
and Resources 

Original 
implementation date 

By September 2019 Revised 
implementation 
date(s) 

N/A 

Latest Update It was advised that work is on-going to more effectively segregate banking and reconciliation duties. The proposal being implemented 
is for cashing up/reconciliation being undertaken by one person, countersigned and banking carried out by other Finance staff member. 

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 
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Audit title Commercial 
Income Generation 

Audit year 2018/19 Priority 2 

Recommendation Staff training be provided and compliance with cashing up procedures be ensured. 

Initial Management 
Response 

Agreed 

Responsible Officer/s Finance and 
Compliance 
Manager 

Original 
implementation date 

By August 2019 Revised 
implementation 
date(s) 

N/A 

Latest Update It was advised that this had been discussed with staff and training was due to take place just prior to lockdown. However, due to 
circumstances, this has not happened, but will be scheduled for action on return to Café activity. 

New implementation 
date 

TBC Status Outstanding Recommendation remains outstanding. 

 
 

14. Staff Performance Review Framework 
 
Audit title 
 

Staff Performance 
Review Framework 

Audit year 2018/19 Priority 1 

Recommendation HR centrally control and co-ordinate the Staff Performance Review Framework to ensure compliance and completion. 
 

Initial Management 
Response 

We accept this recommendation. We are investigating development our HR management system CASCADE to support control, 
monitoring and reporting of this process. 

Responsible Officer/s HR Manager Original 
implementation date 

June 2019 Revised 
implementation 
date(s) 

 

Latest Update Email evidence was provided to demonstrate that HR were overseeing the Staff Performance reviews carried out in 2019 and had sent 
guidance to managers and had offered support in relation to the process. Completed appraisals are required to be submitted to the HR 
department. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented.  
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Audit title Staff Performance 
Review Framework 

Audit year 2018/19 Priority 2 

Recommendation Departmental operational plans be completed in advance of the commencement of the cycle of staff performance reviews to facilitate 
cascading of objectives and priorities.  

Initial Management 
Response 

We accept this recommendation. The reason for delay of operational plans in this academic year has been the move from an annual 
operating plan to a new three year operating plan. All departmental operational plans are now complete. Therefore, no problems are 
envisaged in returning to a standard planning cycle in 2019-20. 

Responsible Officer/s Depute Principal Original 
implementation date 

June 2019 Revised 
implementation 
date(s) 

 

Latest Update Copies of the completed operational plans were provided to evidence the implementation of the recommendation. 

New implementation 
date 

N/A Status Implemented Recommendation has been implemented.  

 
Audit title Staff Performance 

Review Framework 
Audit year 2018/19 Priority 2 

Recommendation Staff and managers receive a refresher on guidance relating to SMART objective setting. 

Initial Management 
Response 

We accept this recommendation and will arrange for guidance on this to be incorporated into refresher guidance on the Performance 
management process to relevant staff. 

Responsible Officer/s HR Manager Original 
implementation date 

June 2019 Revised 
implementation 
date(s) 

 

Latest Update It was advised that there is no specific evidence of the training carried out, but email evidence was provided which shows guidance 
given by HR on the Staff Performance Review process. It was found that the email evidence provided sets out the objectives which 
need to be set but no guidance was given on SMART objective setting. 
 

New implementation 
date 

TBC Status Not Implemented The recommendation has not been implemented.  

 

--------------- 
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Executive Summary 

The 2019/2020 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. 

The impact of Covid-19 has had a significant impact on the planned activity and has introduced a 
huge volume of additional activity to ensure the College is able to operate in a safe manner, 
reducing risk and protecting students, staff, visitors and contractors. 

We need to be cautious when comparing this years performance to those of previous years 
due to the period of lockdown and campus closures. 

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 (be aware of the impact 

of Covid-19)  against previous academic years with fewer RIDDOR reportable 
incidents than 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 reduced slightly since last year and work still 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:- 
• Work was undertaken over the summer to enhance the fire alarm system in Fort William, 

improving 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. 

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

• MiDAS trained assessors have continued to deliver assessment and training for staff and 
students who undertake driving of the college leased minibuses. 

• Clarity Safety Solutions continue to provide expert health and safety advice and their 
support and guidance has helped the College move forward in the development of safe 
operations in the wake of Covid-19. 

• 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)   
• Staff Health and Safety inductions have been moved to an online process utilizing the 

Cascade HR management system. All induction information is held against the staff record. 
 

Next steps for the new academic year 
It will be a challenge to resource new health and safety activity as so much of the College 
operations will be affected by Covid-19. 

• The College will continue to follow official guidance and seek to operate in a safe manner 
accordingly. 

• The College will regularly review all risk assessments written to support activity during the 
phases of the Scottish Road map out of Covid-19 

• College Centre operations and curriculum audit documents will be re-drafted to 
accommodate post Covid-19 operations 

• The college will work to improve levels of student representation on the 
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Health and Safety Committee and staff representation from our all 
centres. 

• As part of the UHI Single Policy Environment Project, the College will work with UHI 
and Academic Partners to develop a Health and Safety Strategy and Policy taking the 
opportunity to advance more streamlined working. 

• The SHE Assure Health and Safety Management  system contract ends in 
February 2021. The College will work with the UHI Health and Safety 
Partnership Group to evaluate an appropriate replacement to provide the 
best solution for incident recording and risk assessment management. 

• Work will continue on a comprehensive premises management handbook 
detailing all statutory premises legislation, inspections and procedures. 

 
 
Covid-19 

The coronavirus crisis has challenged the College in many new and unexpected ways and too numerous 
to specify in detail within this report. The health and safety challenge has been but one of the areas 
that the College has addressed in its response to Covid-19. 

Here is a synopsis of the health and safety activity relating to Covid-19: 

• The College Covid 19 management group has met on a weekly basis since the beginning of 
March to guide and steer the operations of the College in delivering curriculum safely, ensuring 
premises are fit for purpose and all risk mitigation measures are in place 

• The College has followed the published official guidance and advice as it has become available. 
This advice changes very frequently and the College has had to remain agile in order to respond 
to the ever changing Covid-19 landscape  

• Risk assessments for college premises have been drafted, approved and published 

• Risk assessments have been undertaken for curriculum activity to ensure practical delivery can 
be undertaken safely with suitable risk mitigation in place 

• All risk assessments are reviewed weekly to ensure they address the changing advice and 
guidance 

• All identified PPE (Personal Protective Equipment) has been procured and distributed 
• Staff wherever possible are working from home with only essential activity being 

accommodated within the College centres. 

• Access into College premises is strictly controlled and information is gathered at point of entry 
to support “Test, Track and Trace” 
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• With the exception of practical workshop activity, curriculum is being delivered using online 
technologies. The vast majority of students are studying from home 

• Guidance on working safely and studying safely at home has been published and where 
required any necessary equipment or furniture has been made available to staff to ensure their 
well-being 

• Students will be supported with loaned equipment to facilitate home study 

• All centres have implemented reduced room occupancy to ensure social distancing 

• Improved signage, floor markings and desk screens have been introduced across all our centres 

• Enhanced cleaning regimes have been introduced to ensure increased levels of sanitisation are 
being delivered 

• Increased levels of hand sanitisation products are available in all College centres 

• Non essential travel between centres is not permitted and where College leased vehicles are 
used increased sanitisation procedures for these vehicles has been introduced 

Our key messages are:-  
 

• West Highland College UHI is open for learning this autumn.  
 

• Our decisions will continue to be informed by official guidelines and requirements and they will 
be updated in response to the evolving situation with Covid-19. 

 
• In everything we do we will ensure that the health and safety of students, staff and visitors is 

paramount. 
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Summary of Activity Health and Safety Performance  

RIDDOR 

Table of RIDDOR Reports 
 

RIDDOR Reports 14/15 15/16 16/17 17/18 18/19 19/20 
Specified major 
injuries 0 0 0 0 0 0 
Over 7 days injuries 
(staff) 0 1 0 0 0 0 
Injuries to non 
workers (students) 3 2 2 2 2 1 
Occupational 
Diseases 0 0 0 0 0 0 
Dangerous 
Occurrences 0 0 0 0 0 0 

Total 3 3 2 2 2 1 
 

RIDDOR Incident Details – 2019/20 
 

Designation Category Incident Description Centre 
FE Adventure 
Student 

Hospital 
treatment 

Fracture Student fell from mountain bike whilst 
descending trails at Nevis Range. Taken 
to A & E at Belford Hospital. Suspected 
fracture 

Fort 
William 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
The single RIDDOR injury was a non-employee (student) from the Further Education 
Outdoor Adventure course in Fort William.  
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Hospital treatment was required for a fractured hand 
 

An investigation was undertaken 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 
  

 14/15 15/16 16/17 17/18 18/19 19/20 

Total 0.86 0.86 0.8 0.8 0.8 0.6 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
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 
 

 14/15 15/16 16/17 17/18 18/19 19/20 

Staff Incidents 
5 9 5 1 3 3 

 

Student Incidents 21 22 21 7 18 18 

Other Incidents inc 
those affecting both 
staff and students 

6 1 0 5 4 1 

Member of the Public - - - - - 1 

Total 32 32 26 13 25 23 

 
 
 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This year we see very similar numbers of reported incidents. However very few of  
these incidents have resulted in injury. 
The inclusion of first aid treatment cases in the reported figures comprises 43.4% of all 
incidents recorded. 
 

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

Comparison with last years figures shows a very similar picture of both staff and 
student related incidents.  

Incidents categorised as ‘Other’ include visitors, contractors, near misses and incidents 
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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. 

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. 
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Incidents by Type 
 

 14/15 15/16 16/17 17/18 18/19 19/20 

Bruising 6 0 1 5 1 0 

Lacerations 4 1 3 0 0 1 

Sprains and strains 5 5 3 0 0 0 

Dislocation 0 0 1 1 0 0 

Fractures 1 2 1 1 0 1 

Trapped fingers 0 2 1 0 1 0 

Scald 0 1 1 0 0 0 

Burns 0 0 1 0 0 0 

Falls/trips 0 0 3 0 1 0 

Medical issue/First Aid 1 3 5 1 12 11 

Other 1 1 0 1 0 1 

Near Miss 14 17 6 4 10 9 

Total 32 32 26 13 25 23 
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Overall, reported incidents have decreased and it appears that lockdown and 
reduced on-site activity has contributed towards this reduction. 
The increase in first aid treatment cases accounts for the majority of incidents 
and a similar number of near misses have been reported to last year. 
 
The number of incidents resulting in injury has significantly reduced. 
 
During the year a significant number of incidents (near misses) occurred 
within our Supported Learning class in Gairloch. These incidents centred 
around teething problems with automatic sensors in the toilets of the new 
Gairloch Museum premises. These have now been resolved. 
 
Medical cases amongst our Supported Learning students in Gairloch are 
consistently well managed and controlled by the experienced staff on site.  
 
Personal Emergency Evacuation Plans (PEEPs) are in place for all our 
supported learning students in all locations. 
 
The figures indicate significant progress in reducing incidents across all 
curriculum areas, particularly in professional cookery, construction and 
adventure studies. 
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Near-Miss Reporting 
 

Date Near Miss Incident Detail and Recommendations Centre 
15/08/19 Member of public came into foyer seemingly 

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

Fort 
William 

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

Gairloch 

02/10/19 Whilst using disabled toilet in new centre the light went 
out whilst still occupied. Caused anxiety for student. Light 
timing to be adjusted (second incident) 

Gairloch 

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

Gairloch 

20/11/19 Light not staying on long enough in new museum 
premises, causes distress for student 

Gairloch 

27/11/19 Light not staying on long enough in new museum 
premises, causes distress for student – light has been 
attended to in accessible toilet but not main toilet 
area 

Gairloch 

15/01/20 
 

Door to accessible toilet not opening properly – 
same student as before (AL) - reported to museum 
staff to fix door 

Gairloch 

15/01/20 Door to accessible toilet not opening properly – 
reported to museum staff to fix door (second 
incident) 

Gairloch 

26/02/20 Whilst sitting down the wheeled operators chair 
moved backwards and the staff member nearly fell 
on the floor. Investigate different castors or floor 
mat in this location. 

Fort 
William 

 
 

 14/15 15/16 16/17 17/18 18/19 19/20 

Total 14 17 6 4 10 9 
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Near miss reporting has remained at about the same level as last year, with the most reports  
being generated from Fort William. 
 
Some sites have not reported any ‘near misses’ at all and this is indicating that 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 
 

 14/15 15/16 16/17 17/18 18/19 19/20 

Auchtertyre 1 2 0 1 0 0 

Broadford 1 4 2 2 2 0 

Fort William 25 16 18 10 19 10 

Gairloch 2 6 4 0 3 8 

Kilchoan 0 0 0 0 0 0 

Kinlochleven 0 0 0 0 0 0 

Mallaig 0 0 0 0 0 0 

Portree 3 4 2 0 1 5 

Strontian 0 0 0 0 0 0 

Ullapool 0 0 0 0 0 0 

Total 32 32 26 13 25 23 
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Fort William (our busiest centre) has reported the most incidents over the year, a 
reduction from last  year. Most probably due to the period of lockdown and reduced on-
site activity. 

The only other centres to report incidents were Portree and Gairloch. 

There were no incidents reported for our other remaining centres. This is unexpected 
considering the level and type of activity undertaken. The period of lockdown and 
reduced site activity only came into force 7 months into the academic year. The 
lack of reported incidents within these first 7 months is surprising. 

We need to ensure that ALL incidents are being recorded in all locations. The 
importance of ensuring ALL incidents are accurately reported and recorded should 
be stressed to all staff. 
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Incidents by Curriculum Area (only incidents related to curriculum activity)  
 

 14/15 15/16 16/17 17/18 18/19 19/20 

Supported Learning 2 6 4 1 6 8 

HE Adventure 8 6 2 3 2 2 

FE Adventure 4 5 7 4 0 1 

Art 1 0 0 0 1 1 

Professional Cookery 0 3 1 0 0 2 

Construction 2 0 2 0 2 2 
Early Education & 
Childcare/Social 
Services 

1 0 1 0 1 1 

Fashion and Textiles 0 1 0 0 0 2 

Total 20 24 20 9 14 19 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There has been a slight increase in reported incidents across curriculum areas due to 
the reporting of first aid cases. Covid-19 lockdown and reduced on-site activity will 
have contributed to fewer incidents being reported for the final five months of the 
academic year. Supported Learning experiences a high number of medical incidents, 
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especially in Gairloch. This is due to some of the student’s complex medical and 
behavioural conditions. 

Despite lockdown and reduced on-site activity we do not see a worrying 
increase in reported incidents across curriculum areas but we will need to be 
vigilant as activity commences over the new academic year. 

 

Display Screen Equipment (DSE) 

A total of 5 DSE self-assessments were submitted by staff in 2019-20. 

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

A number of footrests, back supports and chairs offering a greater degree of 
adjustment and support have been provided. 

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. 

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. 

Post Covid-19 College Centre risk assessments have ensured that fire safety 
management procedures are in place as premises adapt to reduced occupation 
and limited activity. 

Audit and Review 

Unfortunately, the period of lockdown has impacted on our programme of centre audits 
and fire risk assessments. Broadford was the only college centre to be inspected in 
February 2020. 

Auditing and reporting information gathering forms have been updated to include the 
assessment of new operational methods put in place in response to Covid-19. 

A new series of inspections are being planned to be undertaken when the Covid-19 road 
map allows us to visit premises more readily. 

The audit and review process will evaluate the new methods of working and the 
management of premises as we strive to maintain a Covid-19 Safe Environment. 
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Health and Safety Consultation 
 
The College Health and Safety Committee, chaired by the Principal or the Director of 
Finance (depute chair), met on 6 occasions throughout 2019/20.  The last two meetings of 
the academic year were conducted by video conference for all attendees due to Covid-19. 

We have struggled to secure a student representative for the committee and 
had hoped to increase efforts to improve student participation. However, this 
may be a challenge due to operational restrictions but in the absence of a 
student representative we will engage with the student association (HISA) to 
ensure student related feedback is available at committee meetings.  

 
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. 
During February 2020 the membership of the group was increased to include 
additional representation from academic partners as all colleges worked together to 
provide a consistent response to Covid-19.  
 
Estates Condition Surveys 
 
During July a detailed property condition survey was undertaken of our Fort William 
premises, to identify areas of risk and areas for repair and improvement. The report 
will help the College work towards a medium/long term investment plan to ensure the 
premises are managed and maintained in a safe manner.   

 
Training 

Demand for IOSH Working Safely training delivered through BEST continues to be strong.  

However, Covid-19 and operational restrictions may impact on the number of IOSH courses 
we will be able to deliver this coming academic year.  

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 2019/20. Inductions for new 
staff are mostly face to face but a small number are completed by VC. 
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In the last quarter of the year work was undertaken to move the staff health and 
safety induction into an online environment through the Cascade HR Management 
System. All completed induction records are held on the staff record. 

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 29 new members of staff completed LearnUpon Online Parts 1 & 2. 
Line 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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1. Introduction

West Highland College UHI consists of 10 discrete Learning Centres spread over a wide geographical area 
covering the North West Highlands of Scotland. The College is committed to valuing complaints and our 
aim is to resolve issues of dissatisfaction as close to the initial point of contact as possible and to conduct 
thorough and fair investigations of complaints so that, where appropriate, we can make evidence-based 
decisions on the facts of each individual case.  

The College has adopted a two stage Model Complaints Handling Policy embracing the principles issued 
from the Scottish Public Services Ombudsman (SPSO). These principles are that the complaints policy and 
process should be accessible, fair, flexible, confidential, clear, and timely. Consistent with this policy the 
College has committed to publishing quarterly and annual summaries of complaints outcomes, trends and 
actions taken to improve our services.  

2. Overview of Complaints

The following table presents figures on complaints for academic year 2019_2020 

The pandemic could not have been foreseen by WHC UHI, no additional complaints were received, and I 
feel it is a testament to the hard work that all staff undertook with our students. Continually reassuring 
them and supporting them in their studies.  

Complaints received by category: HE FE 
Number of complaints considered at the frontline resolution stage 
Number of complaints closed at the frontline resolution stage within 5 working days 1 
Number of complaints where an extension to the 5 working day timeline was 
authorised 

1 

Average number of working days to resolve complaints at the frontline resolution 
stage 
Number of complaints considered at the investigation stage 
Number of complaints resolved at the investigation stage within 20 working days 2 
Number of complaints where an extension to the 20 working day timeline has been 
authorised 

1 

Average number of working days to resolve complaints at the investigation stage 
 

Number of complaints upheld 1 1 
Number of complaints not upheld 
Number of complaints partially upheld 1 2 
Number of complaints withdrawn 
Number of complaints with extended circumstances 
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Trend Data of Complaints at WHC UHI 

 

3. Key Issues, Common Themes and Lessons Learned: 

1. The feedback to students must be in a format that takes into consideration any additional support 
needs of the student. It is vital to ensure that any difficulties in communication that the student may 
have are shared between lecturing teams and other support teams in a timely manner. Due to 
COVID19 this has highlighted the need to ensure all staff involved with a student are fully 
communicated with at an early stage helping to alleviate any concerns and difficulties that the student 
may be having.  

2. MA and SVQ students must receive a comprehensive induction to the college and services available 
to them as students. Regular communication with both assessor and internal verifier to be 
implemented along with regular attainment and progress reports. A manager of MA contracts has 
recently been appointed by the college who will oversee and ensure that the experience of all work-
based students is equivalent to students who attend college. An improvement to processes has 
already been noted in this area.  

3. HE students must arrive for their exams on time and ensure that they are not disadvantaging students 
already there and ready to start. Invigilators to be reminded re talking during setup time, again so that 
no student is disadvantaged. All mobile phones to be on silent, as per invigilation guidelines. All 
invigilators will get refresher training on process for exams prior to next round.  

4. Ensure that all courses have a group profile, shared with all lecturers so that the key support can be 
put in place for students at the very start of their class. Offer training to lecturers on dealing with 
mental health issues in their classes. Please note: WHC UHI are currently rolling this out across the 
network of centres.  
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Board and Committee Effectiveness Review: Recommendations 
 

Audit and Finance & General Purposes Committee’s identified opportunities for improvements, 
concerns were identified against a very limited number of items: 

Concerns:  
- Do the clerking arrangements for the F&GP committee ensure that the members’ time is 

used effectively? eg : • is there a good reason for each item being on the agenda? • Are all 
papers circulated sufficiently in advance (and none tabled?) and distributed in sufficient time 
for members to give them due consideration? • Do the reports prepared for the committee 
members make it clear what they are being asked to do/agree? 
1 No: Not at meeting before this one, but this lot of papers have been a lot clearer. 
Do the committee members ask ‘tough questions’? 
1 No 

- Do the F&GP committee members have the opportunity to review and challenge the 
budget? 
1 No: Budgets and Expenses tend to come "During review" or just before meetings, and you 
never quite feel like you can challenge individual items 

 
Improvements: 
 
Cover sheet, papers and reporting: 

Promote greater focus on Value for Money 

Training and awareness: 

Finance and capital investment 

1 to 1 or focussed sessions to meet individual needs 

- Financial memorandum 
- Financial regime 
- Key challenges and risks 
- Value for money and efficiency 

Committee induction to supplement Board Member induction 

UHI Partnership 

Membership and support: 

Consider specialist co-opted support for additional F&GP expertise supporting the ability to 
scrutinise and challenge 

Future recruitment could include audit expertise through experience or qualification. 

Meeting content: 

Include an item at the end of Audit Committee inviting Internal Audit input on sectoral issues 
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Further options arising from discussions with the Executive Leadership Team: 
Cover sheet, papers and reporting: 

Initial light touch changes to the cover paper formatting and focus 

Focus the actual papers but with supporting information available on Admin Control (the academic 
affairs report is taking this approach this time) 

Information could be provided in Admin Control as it becomes available rather than waiting for the 
Board meetings but where appropriate would be listed at Board meetings to confirm that the Board 
had received them and offer the opportunity for members to ask for them to be on the agenda for 
discussion or clarification 
 
Consideration of future development of dashboards 

Board focus: 

Do Board meetings have enough opportunity for education related dialogue and therefore 
support the direction of curriculum strategy, employer-curriculum engagement and learner 
engagement strategy 
 
Meeting content: 

For information items listed but not discussed – members can request addition to agenda 

Closer engagement: 

Potential for members to engage more actively as champions, mentors etc this would give ELT 
support and input and give members the ability to understand and engage in the development of 
activities and scrutiny at a more granular level 
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Management Accounts – Period Ended 31st 
July 2020 
Performance for the Year 
Summary 

Overall, the college is reporting a surplus position for the 12 months to July 2020 of £296.5k (19/20 
Q3 £182.5k surplus) which is £259k more than the original approved budget.  A re-forecast for the 
full year had been undertaken to take into account factors associated with the COVID pandemic and 
the college is ahead of this by £158k.   

Further work will continue in order to produce the statutory accounts and therefore these figures 
are subject to change.  An updated position will be prepared for the Board meeting. 

Income  

Teaching  

Teaching income is £31k behind the outturn figure.  This is due to the late finalising of HE teaching 
grant through the RAM and in particular the MicroRam.    

The variance from the original budget relates to funding held back for Support staff pensions and job 
evaluation costs offset in part by release of ESIF funds. 

Academic Support  

Income for this area is slightly ahead of the expected outturn position.  This relates to higher than 
forecast receipts related to student support funds. 

The variance between the original budgeted income and actual relates to SDS FA funds carried 
forward from 2018/19 which have been released and Strategic Investment funds for STEM posts.   

Other Activities 

Income from other activities is lower than the outturn forecast by £41k due to research income 
recognition being lower than anticipated and property services due to reduction in service charges 
to tenants. 

Costs  

Teaching  

Costs for Teaching are £22k lower than the forecast outturn position, due to non-staff costs being 
lower across a range of headings.   

 Academic Support  

Academic support costs are lower than the outturn forecast by £35k.  Of this £27k was related to 
staffing costs due to vacancies and gaps in recruitment throughout the year and under-utilisation of 
the sickness cover.  The remaining £8k variance is across a range of non-staff costs. 
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Other Activities 

Actual costs are ahead of the forecast outturn position by £57k.  This relates largely to research costs 
which are higher than anticipated due to the success of recent bids.  These will be offset through 
income recognition in due course.    

Management costs  

Costs are behind the outturn forecast by £156k. Salary costs are behind forecast due to the 
secondment and restructure of senior staff which whilst allowed flexibility in the current situation, 
was not utilised.  The closure of buildings has delayed planned maintenance works and significantly 
reduced the costs related to cleaning.  Further investment which had been planned was not utilised.  

Overview 

The college’s strong financial position continues despite the loss of commercial income in the 
current climate.  However, this remains due to final years release of development funds from SDS 
and receipt of previous years ESIF funding.  

 

Cash 

 

 

The graph above gives an indication of the cash position for the full year 2019/20 and the previous 
year for comparison.  The shows the strengthening position during 2019/20. 

Work is underway to provide a forecast for 20/21 which includes the significant equipment 
purchases for AMCF.  This will be challenging in terms of managing the timing as the claims are made 
in retrospect and only after funds have left the WHC bank account.  

 

Paula Lister 

Director of Finance & Resources 

5th September 2020 
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Income & Expenditure Statement 

Management Accounts from 01 August 2019 to 31 July 2020

Actual Outturn Varaince Original Budget VAR
2019/20 2019/20

£ £ £ £ £

Teaching Income 4,921,529          4,952,624      (31,095)       5,103,706   (182,177)    
Academic Support Income 573,572             549,498         24,074       708,453      (134,881)    
Income from Other Activities 413,306             454,622         (41,316)       687,752      (274,446)    

College Income 5,908,407          5,956,744      (48,337) 6,499,911   (591,504)

Teaching Costs 2,712,478          2,734,558      22,080       2,967,162   254,684    
Academic Support Costs 1,149,804          1,184,641      34,837       1,287,942   138,138    
Other Activities Costs 544,627             487,833         (56,794)       572,669      28,042      

4,406,909          4,407,032      123 4,827,773   420,864    

Management Costs 1,272,327          1,427,957      155,630      1,671,645   399,318    
Capital Grants Released (342,699)             (320,000) 22,699       (340,000) 2,699       
Depreciation 258,321             285,000         26,679       285,000      26,679      
Interest Paid (Received) 17,026               18,000          974            18,000       974          

1,204,975          1,410,957      205,982      1,634,645   429,670    

Surplus/(Deficit) 296,523             138,755 157,767 37,493 259,029    
% to Income 5.0% 2.3% 0.6%

West Highland College  UHI
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2021-2022 August September OctoberNovember December January February March April May June
Saturday 1
Sunday 1 2 1
Monday 2 1 3 2
Tuesday 3 2 4 1 1 3
Wednesday 4 1 3 1 5 2 2 4 1
Thursday 5 2 4 AGENDA 2 6 3 3 5 2
Friday 6 3 1 5 3 7 4 4 1 6 3
Saturday 7 4 2 6 4 8 5 5 2 7 4
Sunday 8 5 3 7 5 9 6 6 3 8 5
Monday 9 6 4 8 6 10 7 7 4 9 6
Tuesday 10 7 AUDIT 5 9 7 11 8 8 AUDIT 5 10 AGENDA 7 AUDIT
Wednesday 11 8 6 10 8 12 9 9 6 11 8
Thursday 12 9 7 11 9 13 10 AGENDA 10 7 12 9
Friday 13 10 8 12 10 14 11 11 8 13 10
Saturday 14 11 9 13 11 15 12 12 9 14 11
Sunday 15 12 10 14 12 16 13 13 10 15 12
Monday 16 13 11 15 13 17 14 14 11 16 13
Tuesday 17 AGENDA 14 FGP 12 16 14 BOARD* 18 15 15 F&GP 12 17 14 F&GP
Wednesday 18 15 13 17 15 19 16 16 13 18 15
Thursday 19 16 14 18 16 20 17 17 14 19 16
Friday 20 17 15 19 17 21 18 18 15 20 17
Saturday 21 18 16 20 18 22 19 19 16 21 18
Sunday 22 19 17 21 19 23 20 20 17 Easter 22 19
Monday 23 20 18 22 20 24 21 21 18 23 20
Tuesday 24 21 19 23 AUDIT/FGP 21 25 22 22 19 24 21
Wednesday 25 22 20 24 22 26 23 23 20 25 22
Thursday 26 23 BOARD* 21 25 23 27 24 24 21 26 23 BOARD*
Friday 27 24 22 26 24 28 25 25 22 27 24
Saturday 28 25 23 27 25 29 26 26 23 28 25
Sunday 29 26 24 28 26 30 27 27 24 29 26
Monday 30 27 25 29 27 31 28 28 25 30 27
Tuesday 31 28 26 30 28 29 BOARD* 26 31 28
Wednesday 29 27 29 30 27 29
Thursday 30 28 30 31 28 30
Friday 29 31 29
Saturday 30 30
Sunday 31

*tbc *FW *tbc *tbc
AGENDA = Agenda planning (convenors) All meetings start at 4.30pm 

school holidays Except agenda-planning which are at 3pm
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1.0 Policy Statement 

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

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

 
2.0 Scope & Purpose 

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

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

 
This policy is based on the following criteria: 

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

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

full compliance of Data Protection Legislation. 
 

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

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

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

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

 
 
3.0   Background Information 
 

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

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

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

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

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

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

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

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

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

4.0     The PVG Scheme 
 

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

 
There are two types of checks available: 

 
4.1 Scheme Record: 

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

 
The Scheme Record certificate is a document containing impartial and confidential 
information held by the police and government departments which can be used by employers 
to make safer recruitment decisions (‘vetting information’). It also includes: 

 
 
 

Page 4 of 10 

104/144

https://www.mygov.scot/pvg-scheme/types-of-work-covered-by-pvg/
https://www.mygov.scot/convictions-higher-disclosures/
https://www.mygov.scot/convictions-higher-disclosures/


 
 

 

 

• Confirmation that the individual is not barred from (or is under consideration for being 
barred from) regulated work with children and/or Protected Adults, as appropriate 

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

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

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

 
4.2 Scheme Record Update: 

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

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

 
5.0     Recruitment 

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

 
6.0     Handling 

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

 
 

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

 
8.0     Retention 

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

 

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

 
 

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

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

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

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

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

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

 
 

11.0 Legislative Framework  
 

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

• Dignity at Work Policy 
• Staff Grievance Policy 
• Staff Discipline Policy 
• Complaints Handling Procedure 
• Recruitment Selection and Retention Policy 
• Equality Diversity & Inclusivity Policy UHI 
• Data Protection Policy 
• Public Interest Disclosure (Whistleblowing) Policy 
 

13.0    Review 
 

This policy will be reviewed every 3 years, or sooner if necessary. 
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Policy Summary 

Overview 

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

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

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

Consultation 

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

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

Implementation and 
Monitoring 

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

Risk Implications 

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

Link with Strategy 

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

processes can be obtained from the relevant Human Resources department. 

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

Category 1 or Category 2 PVG Scheme membership conditions apply.  

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

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

ensuring its legal compliance. 

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

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

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

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

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

9 Related Policies, Procedures, Guidelines and Other 
Resources 

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

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

10 Version Control and Change History 

 

Version Date Approved by Amendment(s) Author 
0     
1     
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Board of Management 
Extraordinary Sign Off: Chair & Convenors 

2 July 2020 
Telephone Conference 
Minutes of the meeting 

 
Present: 
Derek Lewis (Chair), Ross Lynn (Convenor – Finance & GP), Alan Sears (Convenor – 
Audit), Lydia Rohmer, Principal 
 
In attendance: 
Paula Lister(Director of Finance & Resources), Katrina McGough College Secretary 
(Minutes). 
 

1. Apologies 
None 

 

2. Meeting Context: 
Board Meeting: 24 June 2020 – Draft Budget discussion 
- SFC financial forecast return requirement was noted and the 

need to finalise outwith the meeting with Chair and Convenors. 
- A 2 day extension was agreed with SCF to allow for effective 

consultation with Board representatives 
- Document was circulated in advance of discussion 

 
WHC Standing Orders 
10. Decisions outwith Board or Committee meetings 
By exception, approval for decisions may be made outwith 
meetings by 
circulation of a paper circulated to all Committee or Board 
members as 
appropriate. A written response is required from a minimum 
of 80% of all 
members of the Board or Committee. The decision will be 
recorded at the next subsequent meeting of the Board or 
Committee. 

 

3. Notes of meeting held on 2 July 2020 
 
The context of the document was described: 

o SFC reporting requirement with mandatory elements, e.g. 
must reflect a balanced budget in line with restrictions on 
incorporated colleges where this is a legal constraint 
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o Purpose is to illustrate scenarios to inform government 
thinking and avoid negative consequences coming to pass 

o This is the 3rd annual scenario planning exercise to model 
deficits and the actuals are unlikely to match projections  

o The wider sector is expected to have deficits however 
WHC is in a stronger financial position than most colleges 

Key facts, figures and themes were discussed. Modelling 
assumptions were identified which followed those of previous years 
and had been accepted without challenge. 

- 2% staffing increment assumed 
- SFC grant as a pro rata of regional allocation 
- Apprenticeship growth 5% assumed with fair confidence, in 

line with demand forecast from aquaculture and logistics 
- Existing STEM funding known end dates 
- Increase in research funding assumed with fair confidence, in 

line with Tourism Chair appointment 
- No changes were requested with regard to the figures 

identified. 
- STEM operational costs fall outside the forecast period 

Changes were requested to clarify and effectively illustrate the 
consequences of the cost reductions required – areas discussed 
included: 
- What potential consequences might equate to in reduction of FTEs 
- How this might impact ability to deliver core mission 
- Implications following if this leads to loss of credit delivery, loss of 

attractiveness to learners who follow credit courses and further 
loss of income 

- How this might damage learner pathways, young people in schools 
having fewer subject choices and access to vocational pathways 

- Implications in adventure studies where staff/student ratio and cost 
of delivery are high but it is an area of specialist expertise 

- Implications for ability to attract and retain quality staff – staff 
reductions effect morale, effectiveness beyond core delivery 

- Schools interaction is higher than some organisations but 
positively supports recruitment of students 

- Potential impact on WHC ability to respond to requirements for 
adults reskilling and employment support as a result of Covid 

- ‘Lost generation’ not only will children have lost education and 
socialisation through Covid but would also lose educational 
opportunities and aspirations which in turn would impact on youth 
transitions 

- Impact on already difficult socio-economics in rural areas if centres 
have to close, particularly acute in relation to remoteness and 
geography. 

- Important that our language reflects connections with current 
themes of national concern 

Noted that if mitigations and/or Government response were 
insufficient and redundancies were required the cost of redundancies 
are expected be covered by SCF not WHC. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Action: 
Paula Lister 
to revise 
explanatory 
element: 
 
SFC Return 
approved 
subject to 
changes 
requested 
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West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no: 

Board_24092020_21 
Subject Bad Debt Write Off 

Purpose of paper To seek authorisation from the Board to write off an outstanding 
debtor balance.  

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            Writing off the debt will reduce the surplus for the year 
2019/20 

Risk implications No 
Date paper prepared 02/09/2020 
Date of meeting 24/09/2020 
Author Paula Lister, Director of Finance & Resources 
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 Confidential 
Freedom of Information 
Can this paper be included in 
open business?* 

No 

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

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

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

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

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

Other (please give further details) ☐

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

2. A condition is required ☒

Describe 
1. Click or tap here to enter text.
2. Conclusion of the Administrators

involvement
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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WHC 2020-21 V1 

West Highland College UHI Cover Paper 
Board Committee paper no: Board_24092020_22 
Author: Fiona Grant Status:  Non-confidential 
Date prepared:  
18/09/2020 

Date of meeting:  
24/09/2020 Sensitivity: Normal 

Item name: NSS Executive Summary and NSS Report 
Outcome required from meeting: 
☒ Information  ☐ Discuss    ☐ Endose   ☐ Decide Describe key points and what you want from the group
This paper refers to the NSS Executive Summary, which is within the full NSS report, circulated by UHI at the
end of August 2020.  Each year UHI takes part in the NSS survey.  Following the survey, each year
programmes to be included in annual action planning based on these results are identified and the supportive
processes, led by the Faculty Deans and senior AP managers, are put in place. The NSS is both a tool for
enhancement but also a significant marketing tool, which is led on by UHI.  This year, our WHC response rate
was not as high as in previous years, (70%response rate - 23 students out of 33 target). Therefore, we did not
meet the threshold of 10 responses in one programme to see programme specific results.  Staff use NSS
feedback with other college survey feedback, student focus group meetings, class rep meetings and Red
button reports.
For noting - the NSS target group includes students in their final year of their HE undergraduate studies.
Other regional surveys include students at all levels and years of study.
This is an internal UHI report and a summary report is normally published by UHI as well as an info graphic
see last year’s early student experience survey ESES https://www.uhi.ac.uk/en/students/surveys/you-said-
we-did/
Strategic linkage: Tick all that apply: 
☒ WHC strategic plan ☒ Excellence for All ☒ Other strategies
☐ Risk management  ☐ New opportunity/change
NSS links to quality enhancement work and more specifically to the Student Engagement Strategy
and the Learning, Teaching Enhancement Strategy

Resource implications : No 
 Describe resource implications 
Risk implications          Yes  
NSS is a national sector survey widely used by the press and institutions.  Poor results are a risk to 
the reputation of the university and may impact on student recruitment. 
Equality Impact Assessment (EIA) No 
Attach or explain if no: N/A  this NSS survey makes use of equalities data, to report on 
access, inclusion and diversity issues.    
Consultation has been carried out with: 
☒ Staff ☐ Students ☒ UHI and Partners ☐ External
 Describe other consultation and committees    

Freedom of Information:Can this paper be included in open business?* Yes 
If No: Describe FOI constraint     

FOI Guidance: Exclusions Public Interest Test
☐ research ☐ commercial interest ☐ conduct of public affairs
☐ Data Protection Act ☐ Breach of confidence ☐ Other

How long should this paper be withheld? 
☐ Length of time needed  Specify length of time
☐ Condition to be met      Specify condition for end of constraint
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1 NSS Executive summary  
 
RESPONSE RATE  
The response rate decreased by 8% compared to 2019 with 72% (734 of 1018) targeted 
students responding to the survey. This, however, compares favourably with the average 
response rates for Scotland (70%) and the UK (69%).  
 
OVERALL SATISFACTION  
There has been a decrease in the university’s score for Overall satisfaction to 82.2 % in 
comparison to 2019 results which is below both the Scottish and UK average.  
 
RESULTS BY QUESTION SCALE  
Scores for four of the eight question scales have seen a 1-2% increase compared to 
2019. For 2020, the university score equals, or exceeds the Scottish average for four 
question scales: Assessment and Feedback (+7% compared to the average score for 
Scottish HEIs), Academic Support (+3%), Learning opportunities (+3%) and Student Voice 
(+1%).  
 
RESULTS BY ACADEMIC PARTNER  
Of the eleven Academic Partners that published results in 2020, three have improved 
Overall Satisfaction scores compared to previous years: SAMS UHI (100%), Orkney 
College UHI (94%), Moray College UHI (84%) all achieved increased rates in comparison 
to 2018 and 2019. Highland Theological College UHI scored 100% for the second year 
running.  
 
RESULTS BY SUBJECT NETWORK  
There were small increases in overall satisfaction for three subject networks: Creative and 
Cultural Industries (+5%), Humanities, Education and Gaelic (+3%), and Science, 
Technology and Environment (+2%). Nursing reported for the first time this year scoring 
74% for overall satisfaction.  
 
RESULTS BY PROGRAMME  
Results were received for 28 programmes in 2020 with the seven programmes achieving 
100% overall satisfaction: Geography BScH, Theological Studies BAH, Applied Music 
BAH, Literature BAH (all for the second consecutive year), Marine Science BScH (+14% 
on 2019), Audio Engineering BScH and Architectural Technology BScH. Other notable 
increases were achieved by: Fine Art BAH (75%, +42% on 2019), Engineering Systems 
HND (79%, +17%) and Sport and Fitness BScH (69%, +11%).  
 
OPEN ENDED QUESTIONS  
569 students (78%) chose to leave comments for at least one of the three open-ended 
questions. The three categories relating to teaching (quality, content and mode of delivery), 
and Academic Support attracted the greatest number of positive comments. Organisation 
and Management, Teaching on my Course (content) and Assessment and Feedback 
attracted the largest number of negative comments 
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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Board Committee paper no:  

Board_24092020_23 
Subject Health & Safety policy 2020-21 

Purpose of paper 

To present annual revision to H&S policy 
Health and Safety is a significant governance area and the 
Committee recommends that the Board scrutinise and approve 
this policy regardless of the minor nature of the changes. 
Finance and General Purposes Committee recommends this 
Policy to the Board. 

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

Describe the linkage: 
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 04/09/2020 
Date of meeting 24/09/2020 
Author J Ollerenshaw 
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 

* 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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HEALTH & SAFETY POLICY 
2020-21 

 
 
 
 

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 2021 

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 

05/10/2016 

Estates and 
Facilities Manager 

15/05/2017 
Reflecting introduction of SHE H & S 
Management System 

04/10/2017 

Estates and 
Facilities Manager 

07/09/2018 
Updated Driving at Work statement to 
include Minibus training and 
assessment 

03/10/2018 

Estates and 
Facilities Manager 

31/08/2019 

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

02/10/2019 

Estates and 
Facilities Manager 

24/08/2020 

Changes to staff health and safety 
induction – now online on Cascade 
Inclusion of communicable and 
notifiable diseases arrangements  
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HEALTH AND SAFETY 
 

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:  _ _ / _ _ / 2020 
 
 
NAME: Derek Lewis 
 
 Chair of the Board of Management 
 
 West Highland College UHI 
 
 
SIGNED:                          DATE:  _ _ / _ _ / 2020 
 
 
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 conducted online using the HR 

Management System Cascade 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. 
 

 The induction record will be held on the staff record on Cascade. 
 

 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. 
 
 
 
 
 

131/144



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 12 of 24    
Health and Safety Policy 2020-21.docx  Version  240820 [JO/LR/PL] 
 

 
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 staff or students undergo assessment and training of their driving ability. 

This is provided by identified 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, 
staff that use display screen equipment in excess of 1-hour continuously every working  
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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 
the Local Environmental Health Authority for the preparation and selling of food and  
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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. Communicable and Notifiable Diseases 
West Highland College UHI will work closely with external health agencies, most notably the 
local Health Protection Team (HPT) and Health Protection Scotland (HPS) to assist them 
with managing the spread of diseases and help limit outbreaks.  
 
The College will meet duty of care obligations and have in place contingencies and plans to 
support the affected individuals, reduce transmission and protect staff, students and visitors. 
 

29. 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. 
 

30. 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. 
 

31. 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. 
 

32. 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. 
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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. 
 

33. 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. 
 

34. 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 

  

Injury Report 
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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 
 

 
Staff induction process is now conducted online using Cascade HR Management 
system 

 
  
 

ITEM Complete 
Health and Safety Policy  
Issue a copy of the health and safety policy, highlight key points    

  
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/    
Introduction to SHE software (see below)    

  
Environment:  
Housekeeping    
Recycling    
Waste disposal    

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

  
Accident and Incident Reporting:  
Reporting incidents 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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