
WHC Finance & GP Committee

08 September 2020, 16:30 to 19:00

Agenda

1. Mee ng Administra on

1.1. Apologies

1.2. Declaration of Interest

1.3. Minutes of the meeting 15 June 2020
Decision

Ross Lynn

 Minutes_F&GP Committee_150620.pdf (6 pages)

1.4. Matters arising

1.5. Any other business
To note any other business to be discussed

2. Review of insurance cover levels
Discussion of proposed changes to existing cover levels ‐ highlighting areas of uninsured risk and 
options for increasing cover in line with sector norms.  Andy Thomson, Managing Director, EPS 
will present.

Decision

Paula Lister

 FGP_08092020_04_Insurance cover.pdf (3 pages)

3. Informa on, 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
Report outputs of the Committee effectiveness questionnaire Information

Katrina McGough

 FGP_08092020_09_Committee eval.pdf (8 pages)

3.2. Health and Safety annual report 2019‐20
To endorse the report (Report to follow) Discussion

Lydia Rohmer

 FGP_08092020_08_H&S Report.pdf (19 pages)

3.3. General Updates / Information
To provide awareness of upcoming activities and emerging issues Information

Paula Lister

 FGP_08092020_03_General updates.pdf (2 pages)

3.4. Health and Safety Policy annual review
This policy is reviewed annual 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

Decision

Lydia Rohmer



Approve policy

 FGP_08092020_07_H&S Policy.pdf (25 pages)

4. CONFIDENTIAL Management accounts for the period ending July
2020
To endorse the accounts Decision

Paula Lister

 FGP_08092020_06_Accounts.pdf (4 pages)

5. Estates update
An update on current progress / position Information

Jackie Wright

 FGP_08092020_02_Estates.pdf (2 pages)

6. STEM Centre assump ons (Confiden al)
To provide an update on work to review the assumptions for the STEM Centre in advance of the 
full paper going to Board

Decision

Jackie Wright

 FGP_08092020_01_STEM_Confidential.pdf (3 pages)

7. Bad Debt Write Off (Confiden al)
Recommendation to the Board in line with Financial Regulations Paula Lister

 FGP_08092020_05_Debt_Confidential.pdf (2 pages)

Date of next mee ng: 24 November 2020



F&GP Committee
15 June 2020, 16:30 to 19:00

Attendees
Board members

Members: Ross Lynn (convenor), Derek Lewis, Lisa McAndrew, Charles McCrimmon, Lydia Rohmer.
Attenders: Fiona Grant, Paula Lister, Katrina McGough, Claire Wylie (minutes).

Meeting minutes

1. Apologies
There were no apologies.

2. Declarations of interest
There were no declarations.

3. Minutes of the Meeting of 27 November 2019, and Minutes of the Joint
Meeting with Audit Committee on 27 November 2019
The two sets of minutes were approved.

 Minutes_F&GP Committee_271119.pdf
 Minutes_Joint Audit and F&GP Committees_271119.pdf

Decision
Ross Lynn

4. Matters Arising

4.1. National Bargaining

Although fully shadowing national bargaining for both teaching and support staff, it has not been possible for the
College to sign the National Recognition and Procedures Agreement yet as there had been no progress on the one
outstanding matter, the support staff pension scheme. Further negotiation to settle this had stalled on account of the
pandemic and will resume early in the next session. 

At matters currently stood, the Highland Council is reluctant to include support staff in their pension scheme without a
guarantor, and neither SFC nor UHI were willing to act in this capacity. If HC could be persuaded to do without the
guarantor, it would require an actuarial assessment but would still offer no guarantee that the College could join the
pension scheme.

Several other colleges had also not yet signed the NRPA.

4.2. CRTR Slow Adventure

A meeting had been held at the end of February, involving the convenor of the F&GP committee, with CRTR and the
Principal, to explore the means by which the Slow Adventure trademark, purchased with European research funds, could
be transferred from the College to a start-up company being proposed by CRTR. The trademark would be valuable to
the new company as a quality kite mark although it, like the College, would not be able to make any commercial gain
from it.

The director of finance had now sourced a legal firm which specialised in intellectual rights and trademark issues. The
next step would be to consult this firm on the matter, and further information with any proposal would come back to this
Committee for its attention.

5. Any Other Business
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See item 14.1 below, on recent news in the college sector.

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

STEM Centre

The SG had invited public bodies to put forward 'shovel ready' projects; both HIE and SFC had responded with the
STEM Centre.

Further to a meeting with Kate Forbes (MSP for Skye and Lochaber and Finance Secretary), Fergus Ewing (MSP for
Inverness and Nairn, and Secretary for Rural Economy) and the Lochaber Chamber, Jackie and Lydia considered that
there was a good prospect of funding being forthcoming for the STEM Centre. 

Jackie suggested to the committee that, as the project would be ready to start, subject to a a 8-12 week window to
sense-check costs etc, this might be the right time to make a formal offer to HC for the land. The purchase offer would
be dependent on funding for the build being available and a one year long-stop to accommodate delays. She took this
view on the grounds that progress might otherwise be hit by a delay in the land purchase with the HC legal department.

In considering this, the committee members asked for some further clarification. Jackie confirmed that any offer to
purchase the land would be subject to the funding for the build being available and that the College could retreat from
the purchase if it became clear that there would be no funding for the STEM Centre. A question was raised as to
whether a one year long stop would be sufficient; Jackie considered that this would be extendable if need be. Members
were also assured that, should the STEM Centre no longer be part of College plans, it would not be committed to the
land purchase.

A short discussion was held on the business case for the STEM Centre and whether it was still applicable in the post-
COVID age. Although the Board would need to refresh its own view on this, Jackie and Lydia explained: 
*any reduction in the investment of Liberty in the area would be unlikely to affect the need for the Centre; the Fort
William 2040 masterplan involved businesses, skills and a workforce which was much wider than Liberty 
*the proposed building had always been planned to be a mix of face-to-face and networked learning, with flexible space
which could easily accommodate a post-COVID learning environment.

A proposal for the land purchase would be prepared for the Board.

Mallaig LC

This was another shovel-ready project, and was awating a decision from Crown Estates Scotland regarding investment
in it.

Gairloch LC

The lease agreement was with the Gairloch lawyers.

Broadford/Auchtertyre

There is already insufficient classroom, office and storage facilities in the Broadford LC for students and staff, and this
will be exacerbated by the COVID-related increased space requirements. A temporary solution may be portacabins on
small parcels of adjacent land which were available for purchase from HIE, pending a longer term broader review of
Broadford and Auchtertyre needs. This matter would be taken to the Board.

Ocean Frontier

Heads of Terms had been agreed for the lease of this building for the AMCF equipment. A survey had revealed that
some renovations were required, and Jackie was currently negotiating a reduction in the planned lease costs to offset
renovation expenses. A paper on this would go to the Board.

 FGP_150620_11 Estates Update.pdf

Discussion
Jackie Wright

7. CONFIDENTIAL SFC Revised Mid-Year Review 2019-20
The revised FFR, incorporating COVID-related costs, had been discussed at the last Board meeting, and had been duly
forwarded to SFC. The SFC now requested some additional information from all colleges, which Paula was now
supplying. It did not change the College's forecast.

 FGP_150620_12_Revised mid-year FFR.pdf

Discussion
Paula Lister
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8. CONFIDENTIAL Management Accounts to end April 2020
The Director of Finance discussed with the committee the third quarter Management Accounts. Relative to the budget,
the final outturn was very positive. Despite the reduction in teaching costs, due to the lockdown, much of this has been
retained in the budget to cover potential additional expenses at the end of the session where teaching staff may need to
be paid for extra hours so that the assessments and planning for next year can be fully supported. 

Paula reminded members that the release of SDS and ESIF funding from previous years had positively affected this
year's bottom line. However, Lydia observed that very few other colleges were in such a positive financial situation. 

The accounts were endorsed to the Board.

 FGP_150620_15_Management Accounts.pdf

Endorsement
Paula Lister

9. CONFIDENTIAL Draft Budget 2020-21
The budget had been prepared in a context which was still fluid, and was therefore subject to change. The final surplus
was positive, although below where the College would prefer to be.This draft covered next session only. SFC had now
requested a three year budget, and this would be prepared for the Board to consider at its forthcoming meeting.

In going through the proposal, Paula drew attention to the areas of risk to the College, particularly that connected with
work-based learning where growth may be limited by economic circumstances. One of the biggest relationships here was
with MOWI and the consequences of failure would be significant. However, relationships were good and failure was not
anticipated. Risk was mitigated also by the fact that all apprenticeship contracts were through UHI and thus was to some
extent shared throughout the partnership. 

Although the paper particularly highlighted risks to the College in the coming year, Paula and Lydia considered that
opportunities were on balance more likely, and the paper would be slightly amended for the Board to reflect this.

 FGP_150620_16_Budget 20-21.pdf

Endorsement
Paula Lister

10. Insurance Award recommendation
A decision on whether to appoint Education Protect Scotland Ltd had to be made by the College by the end of May
2020. Paula had informed the F&GP committee members of this in her email of 28 May and asked for their response as
soon as possible. However, only limited replies were received and the College had to go ahead and engage the new
insurers as to do otherwise would be to risk having no insurance when the current contract ended at the end of August
2020.

Members reviewed the details supplied and were content to retrospectively endorse the proposal. The fact that the
brokerage firm was very new was noted, but Paula had been impressed by their professional approach and detailed
conversations held to date.

The recommendation was endorsed by F&GP Committee and would go to the Board for its retrospective approval. 

 FGP_150620_13_Insurance Tender.pdf

Endorsement
Paula Lister

11. Contract award letter from SDS
Noted by members.

 FGP_150620_01_Contract Award Letters from SDS.pdf

Information
Fiona Grant

12. Health & Safety Report third quarter
The report was noted by members. The RIDDOR trend continued downward, and there were no concerns.

 FGP_150620_14_H&S.pdf

Information
Lydia Rohmer

13. Policies

13.1. Data Protection (revised WHC policy)

This policy had been extensively revised to ensure in line with GDPR requirements and ICO (Information Commissioner's
Office) website. 

The policy was endorsed.

 FGP_150620_04 Data Protection policy.pdf

Endorsement Or
Decision
Paula Lister
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13.2. Debt Management (revised WHC policy)

Minor amendments only had been made to this policy.

F&GP members approved the revised policy on behalf of the Board.

 FGP_150620_05 Debt Management policy.pdf

Endorsement Or
Decision
Paula Lister

13.3. Protection of Vulnerable Groups (two policies)

PVG (staff) (revised WHC policy)
PVG (students) (new cross-UHI policy)

It was agreed that a list or tabular overview of linking policies would be usefully provided as part of the staff PVG policy,
particularly to the Public Interest Disclosure (Whistleblower's) policy.

Subject to the addition of the above, both policies were recommended to the Board.

 FGP_150620_06 PVG policies.pdf

Endorsement
Fiona GrantPaula Lister

13.4. Environmental and Sustainability (revised WHC policy)

Minor adjustments, including to prospective lease of self-charging hybrid pool vehicles, had been incorporated into this
policy.

F&GP members approved the revised policy on behalf of the Board.

 FGP_150620_07 Environmental and Sustainability policy.pdf

Endorsement Or
Decision
Paula Lister

13.5. Sickness Absence (revised WHC policy)

Substantial changes had been made to this policy, largely to reflect the greatly enhanced sickness entitlements for staff
which had been introduced with the implementation of national bargaining.

The policy was endorsed by the Committee. 

 FGP_150620_08 Sickness Absence policy.pdf

Endorsement Or
Decision

Lydia Rohmer

13.6. Treasury Management (revised WHC policy)

Very minor revisions made.

F&GP members approved the revised policy on behalf of the Board.

 FGP_150620_09 Treasury Management policy.pdf

Endorsement Or
Decision
Paula Lister

13.7. FE Guidance (new cross-UHI policy)

The director of academic affairs warmly welcomed this policy as it gave assurances to all students of their right to
consistent guidance wherever in UHI they were studying. HISA had been fully involved in the new policy.

Members endorsed the policy to the Board.

 FGP_150620_10 FE Guidance policy.pdf

Endorsement
Fiona Grant

13.8. Work Placement policy

This policy was due for review in April 2020. UHI is currently working on a cross-UHI policy in this area and members are
thus asked to accept the retention of the current policy until the new UHI version comes through for approval.

 FGP_150620_02_Work Placement policy.pdf

Information
Claire Wylie

13.9. Withdrawn policies

Two WHC policies, Student Disclosure and EMA & Bursary, were withdrawn.

 FGP_150620_03_Withdrawn policies.pdf

Information
Claire Wylie

14. Any Other Business
Discussion of items notified.
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14.1. College sector news

As members were aware, Inverness College UHI had announced a voluntary severance scheme in the past week, and
news' items had reported that 'other colleges' would be facing a similarly tough situation.

This had caused alarm, and Lydia will recommend to the Board that, once it has approved the draft budget, it sends a
message to WHC staff to assure them of this College's financial sustainability. 

15. Date of Next Meeting
8 September 2020
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  FJG Ver2 171016 

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

GGP_08092020_04 
Subject Review of Insurance Cover 2020 

Purpose of paper To highlight areas of uninsured risk and options for increasing 
cover in line with sector norms. 

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: 
Mitigation of risks through insurance 

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            Additional costs for cover 

Risk implications Yes Increases risk if cover not increased 
Date paper prepared 02/09/2020 
Date of meeting 08/09/2020 
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 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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West Highland College UHI 

FINANCE & GENERAL PURPOSES COMMITTEE 

September 2020 

College Insurance Review 

 

Context 

The contract for Insurance Services was recently tendered through a collaborative agreement with 
other UHI academic partners.  The successful brokers are Education Protect Scotland.  During initial 
discussions a number of areas have been highlighted where the college is potentially under-insured.   

The Financial Regulations for the College also state that Finance & General Purposes Committee 
should review the Insurance cover annually. 

 

Uninsured Risks to Review  
 
Professional Indemnity  
This essentially covers the College for failures to carry out its professional duties e.g. claims for a 
‘failure to educate’.  The college has not been insured for this previously. The cost to add this cover 
is £1,000 + IPT  
 
Commercial Crime  
This covers financial crime and increasingly these are related to fraudulent invoicing/changing of 
bank details and other targeted fraud.  The college is not currently insured for this.  The cost to add 
for this cover is £900 + IPT for £250k cover and £1,500 + IPT for £1m cover.   
 
Cyber Liability 
EPS are currently in discussion with UHI LIS in regard potential cover for the partnership. 
 
 
Insurance Options 
 
  Building Valuations  

EPS have highlighted that valuations for insurance purposes on College properties are 
often out of date and insufficient.  This leads to the risk of shortfalls in insurance 
payments in the event of claims.  Failure to provide the full value may result in any 
claim being made ‘subject to average’. The average condition stipulates that a 
loss/claim will be reduced by the same percentage as the actual value bears to the 
insured value.  This has also been raised with other UHI partners with the option of a 
discounted price if instructed as a group.  
 
Employers & Public Liability The current limits are £10m for each.  EPS have advised 
that this is low in comparison with other Colleges and that usual minimums are £20m.   
The additional premium to increase the limit to £20m for Employers Liability would be 
£500 + IPT and for Public Liability £1,475 + IPT.   
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Directors & Officers / Governors Liability  
The current limit is £1m, again this is felt to be quite low. In the sector usual 
minimums are £2m. The additional premium to increase to £2m would be £800 + IPT  
 
 
Recommendation 
 
Members are asked to consider and agree which, if any, of the above uninsured risks 
should be covered and if any options for increasing limits should be taken. 

 
 
 

 

 

 

Paula Lister 

Director of Finance & Resources 

02/09/2020 
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  FJG Ver2 171016 
 

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

FGP_080920_09 
Subject Annual Committee Evaluation 2019-20 

Purpose of paper To provide the committee with information relating to the College’s 
financial position  

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

Describe the linkage: 
To review alignment with Code of Good Governance principles 
and identify opportunities to improve effectiveness of Committee 
activities. 
33% response rate – no areas of non-compliance 

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

Risk implications Yes      SCF Funding requires compliance with the Code 
Date paper prepared 07/09/2020 
Date of meeting 08/09/2020 
Author Katrina McGough, College Secretary 
Equality Impact Assessment 
(EIA) 

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

Action requested 
For information ☒ 
For discussion    ☐ 
For endorsing    ☐ 
For decision       ☐ 

Suggestions will be considered as part of Board Improvement 
Plan 

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

N/A 
 
      
 
 

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

Yes 

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

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

Describe 
1.       
2.       

Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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1	/	7

Online	surveys

WHC	Committee	evaluation	-	Finance

Showing	2	of	2	responses
Showing	all	responses
Showing	all	questions
Response	rate:	28%

1 Does	the	F&GP	committee	have	written	terms	of	reference	(TOR)?

Yes

No

2		(100%)

0

1.a Comments	or	Suggestions?

No	responses

2 Do	the	F&GP	committee	members	clearly	understand	their	roles	and	responsibilities?

Yes

No

2		(100%)

0

2.a Do	they	understand	the	part	they	play	individually?

Yes

No

2		(100%)

0

2.b Comments	or	Suggestions?
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2	/	7

Showing	1	response

individual	non-executive	committee	members	have	expressed	concern	if
they	have	sufficient	skills	to	deal	with	some	of	the	financial	or	capital
investment	agenda	items;	securing	co-opted	expertise	onto	the	committee
may	be	one	way	to	address	this.

629694-629685-64895935

3 Is	the	F&GP	committee	aware	of	the	responsibilities	of	the	governing	body	in	relation	to	value	for
money	and	how	it	impacts	upon	the	decisions	made	by	the	committee?

Yes

No

2		(100%)

0

3.a Comments	or	Suggestions?

Showing	1	response

the	college	has	a	value	for	moeny	policy	recently	updated	and	approved	by
the	Board.	How	proposals	address	Value	for	money	could	perhaps	be	more
explicitly	built	into	the	supporting	papers/committee	cover	sheet	linking	to
items	for	decision	by	the	committee.

629694-629685-64895935

4 Do	members	understand	the	financial	regime	in	which	the	institution	operates?

Yes

No

2		(100%)

0

4.a Comments	or	Suggestions?
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3	/	7

Showing	all	2	responses

But	the	relationship	between	UHI	and	member	colleges	seems	very
complicated	and	at	times	opaque

629694-629685-64322181

Members	are	being	updated	on	college,	UHI	and	sectoral	matters	regarding
financial	operating	environment	and	changes	as	they	occur.	College
finanical	operating	regime	is	part	of	board	members'	induction.	An	update
is	also	given	at	annual	strategy	days.	However,	there	is	scope	to	develop
more	detailed	information	sessions	for	individual	board	members	as
required	(in	particular	more	specific	training	for	members	of	the	FGP
committee).

629694-629685-64895935

5 Are	the	F&GP	committee	members	familiar	with,	and	do	they	understand,	the	financial
memorandum?

Yes

No

2		(100%)

0

5.a Comments	or	Suggestions?

Showing	1	response

see	comments	under	4a) 629694-629685-64895935

6 Do	committee	members	have	an	understanding	of	the	key	challenges	and	risks	facing	the
institution	over	the	medium	to	long	term	and	the	institution’s	environment	and	strategy?

Yes

No

2		(100%)

0

6.a Comments	or	Suggestions?

Showing	1	response

see	comment	under	4a) 629694-629685-64895935

7 Is	the	committee	aware	of	risk	management	in	relation	to	its	TOR?
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4	/	7

Yes

No

2		(100%)

0

7.a Comments	or	Suggestions?

Showing	1	response

the	committee	is	regularly	appraised	of	financial	risk	at	committee
meetings,	as	well	as	through	approach	to	risk	management	for	the	whole
college	via	Audit	Committee	and	Board.

629694-629685-64895935

8 Is	the	committee	aware	of	the	audit	committee’s	views	on	the	institution’s	arrangements	for
securing	value	for	money?

Yes

No

2		(100%)

0

8.a Comments	or	Suggestions?

Showing	all	2	responses

The	two	committees	have	joint	meetings	as	required. 629694-629685-64322181

Audit	Committee	reports	to	Board	on	this	matter,	and	potentially	more
direct	links	regarding	risk	management/financial	risk	matters,	including
value	for	money	and	more	widely,	efficiency	of	opertions,	could	be
developed	further.

629694-629685-64895935

9 Are	there	appropriate	training	and	induction	procedures	for	the	F&GP	committee	members?

Yes

No

2		(100%)

0

9.a Comments	or	Suggestions?
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5	/	7

Showing	all	2	responses

Although	this	was	covered	in	the	general	induction	as	a	board	member.	A
fuller	induction	as	an	F&GP	member	would	improve	our	confidence.

629694-629685-64322181

although	training	and	induction	is	provided,	there	is	scope	to	enhance	this
(see	4a)

629694-629685-64895935

10 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?

Yes

No

2		(100%)

0

10.a Comments	or	Suggestions?

No	responses

11 Do	the	F&GP	committee	members	receive	reports	that	are	comprehensive	but	concise	and	tailored
to	their	needs?	Is	the	information	they	receive	robust	and	objective?

Yes

No

2		(100%)

0

11.a Comments	or	Suggestions?

Showing	all	2	responses

I	am	extremely	grateful	to	the	clear	information	provided,	especially	by	the
finance	officer	of	the	institution,	who	is	always	ready	to	provide	extra
information	and	background	if	required.

629694-629685-64322181

background/more	detailed	information	is	available	to	committee	members
either	through	AdminControl	reading	room,	or	through	relevant	supporting
executive	officer	before	or	in	between	meetings

629694-629685-64895935

12
Are	F&GP	committee	members	independent	of	the	management	team	and	other	committees	?
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6	/	7

12

Yes

No

2		(100%)

0

12.a Comments	or	Suggestions?

Showing	1	response

separation	of	FGP	and	Audit	committee	membership;	only	executive
member	of	FGP	is	Principal	and	Chief	Executive.

629694-629685-64895935

13 Do	the	committee	members	ask	‘tough	questions’?

Yes

No

2		(100%)

0

13.a Comments	or	Suggestions?

Showing	all	2	responses

A	specific	example	ocurred	this	academic	year	and	extra	meetings	outside
of	the	F&GP	were	called	in	order	to	explore	a	tricky	issue	more	fully	before
the	committee	was	ready	to	pass	their	recommendation	to	the	board.

629694-629685-64322181

addition	of	specialist	coopted	members	may	assist	this	further	(see	earlier
answer	under	3)

629694-629685-64895935

14 Do	the	F&GP	committee	members	have	the	right	skills	and	expertise	to	enable	them	to	challenge
effectively?

Yes

No

2		(100%)

0

14.a Comments	or	Suggestions?
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Showing	all	2	responses

Although	we	have	recently	lacked	an	independent	member	with	a
specifically	financial	background

629694-629685-64322181

see	above	under	13a) 629694-629685-64895935

15 Do	the	F&GP	committee	members	have	the	opportunity	to	review	and	challenge	the	budget?

Yes

No

2		(100%)

0

15.a Comments	or	Suggestions?

No	responses

16 Token

Showing	all	2	responses

22dc3f9fde894fe1bbe9cf7a4c4bfb54 629694-629685-64322181

c68073b159aa4fd490d0bc7e46926dcb 629694-629685-64895935
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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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West Highland College UHI 

FINANCE & GENERAL PURPOSES COMMITTEE 

September 2020 

General Information/Updates 

 

Procurement Contracts 

For information, the following contracts will be tendered between September and December 2020.   

• Fire extinguishers 
• Fire alarms 
• Servicing of Lifts 
• Fuel Cards 

It is unclear at the moment if any of these will exceed the £20k threshold that require committee 
sign off.  These will be supported by APUC, not necessarily because of Scottish Government 
compliance, but to ensure we can formalise our agreements and to evidence value for money. 

 

External Audit 

Initial meetings have been held with our new External Auditors, Armstrong Watson.  These have 
included ‘walk-throughs’ of some of our key processes.  Discussions have been held regarding the 
possibility of on-site fieldwork for two auditors in early October.  It was agreed that whilst this may 
be possible it would be kept under review.  To date all interactions have been positive and we look 
forward to a strong working relationship.   

 

Capital Funding 20/21 

In light of the current COVID pandemic SFC have made available additional capital funding to be 
spent before 31st March 2021.  For West Highland College this amounts to approx. £46k.  It is subject 
to criteria relating to building maintenance/alterations in connection with COVID.  The college had 
already planned to extend storage and facilities at Broadford and these have been become urgent in 
light of social distancing requirements plus there are plans for potential works in the Ocean Frontier 
Building for SOAS equipment to be stored there to allow for enhanced hygiene/cleaning regimes and 
social distancing.  This additional funding will support these works allowing the annual capital 
funding to be used more widely.  Further plans will be submitted to the committee once costs are 
finalised. 

 

 

Paula Lister 

Director of Finance & Resources 

02/09/2020 
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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 

 

46/74



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 8 of 24    
Health and Safety Policy 2020-21.docx  Version  240820 [JO/LR/PL] 
 

 

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

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

12. Work Equipment 
 
Work equipment will be appropriate for the task and suitably maintained in accordance with 
The Provision and Use of Workplace Equipment Regulations 1998 – PUWER. Training, 
information and instruction will be available for all staff, trainees and students. Inspection 
records will be completed and updated where appropriate by suitably competent persons. 
 
All electrical equipment will be visually inspected by users to determine suitability 
before use and any electrical repairs required will only be undertaken by a competent 
person. Portable electrical appliances used within offices/rooms and communal areas will 
receive planned, recorded maintenance by a competent person in accordance with The 
Electricity at Work Regulations 1989. Laptops or other portable electrical equipment which 
can be plugged into a mains supply will be tested beforehand. 
 

13. First Aid 
 
The Health and Safety (First-Aid) Regulations 1981 (as amended) require that we 
provide adequate and appropriate equipment, facilities and personnel to ensure all staff 
can receive immediate attention if they are injured or taken ill at work. 
 
An assessment of needs will be undertaken by a competent person to determine the 
degree of first aid provision required at each Centre or course location. Adequate and 
appropriate provision will then be provided following the initial assessment. Within the 
assessment of needs, provision will also be made for non-employees such as students 
and members of the public. A first aider is defined as ‘someone who has undergone a 3-
day HSE approved first aid training course and an appointed person is someone who 
has been appointed to call an ambulance, look after the first aid box and keep a record of 
any treatments. 
 
At each Centre or course location where the need for trained first aiders is identified, they 
will be appointed in accordance with the assessment of needs. Where a trained first 
Aider is not required, an appointed person will be nominated to look after first aid 
equipment, first aid facilities and for contacting the emergency services should this be 
necessary. 
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The minimum first aid provision at each Centre or where course activities take place will be: 

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

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

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

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

16. Substances Hazardous to Health (COSHH) 
 
In accordance with The Control of Substances Hazardous to Health Regulations 2002, at 
all Centres, cleaning chemicals will be securely stored in locked cupboards. Where these 
chemicals are brought on site by sub-contracting cleaning companies, they will ensure 
that the chemicals are suitably risk assessed and stored safely. Sub-contracted cleaning 
companies are required to ensure the safety of their own employees and other persons 
affected by their company’s activities including College staff, trainees, students, internal 
partners, visitors and contractors. 
 
ASBESTOS: - Diseases associated with asbestos arise when asbestos fibres are inhaled 
and then penetrate deep into the lung. Any work involving asbestos or where asbestos 
is suspected, will be carried out in accordance with The Control of Asbestos Regulations 
2012 and Approved Code of Practice and any asbestos removal required will be done in 
accordance the Asbestos Licensing Regulations. The use of any new asbestos containing 
materials (ACMs) is prohibited. 
 
In accordance with The Control of Asbestos Regulations 2012, and where the College is 
recognised as the duty holder i.e. where the College is clearly responsible for the 
maintenance and repair of the building, the College will take all reasonable steps to 
establish if there are materials containing asbestos in the Centre and if so, the amount, 
where it is and what condition it is in. If there is any doubt, materials will always be 
presumed to contain asbestos and the duty to manage under the regulations will apply. 
 
For each Centre, Estates will prepare and keep up-to-date, a record of the location and 
condition of the asbestos containing materials, or any materials which are presumed to 
contain asbestos. 
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17. Driving at Work 
 
Pool Cars: The College provides pool cars for staff travelling for business purposes only, 
and the use of pool cars should be the first option, and staff should refer to the WHC Pool 
Vehicle Procedure for further details. To minimise risk as low as reasonably practicable 
by reducing the need to drive between Centres, managers should encourage staff to use 
video conferencing or other methods of communication whenever possible. Where staff 
can’t use a pool car for a valid reason and are authorised to use their own vehicle for 
business travel they are advised to inform their insurance company to ensure they have 
the appropriate comprehensive business insurance cover in place.  

 

Minibuses: The College undertakes to ensure that those staff who have the responsibility of 
transporting 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 
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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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WHC UHI  
F&GP Meeting 
8th 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 
There has been no movement from Crown Estates on a decision to invest 
in Mallaig. 

 
4. Portree 
 

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

 
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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