
WHC Audit Committee
Tue 24 November 2020, 16:00 - 17:00

Online

Agenda

1. Meeting administration

1.1. Apologies

1.2. Declarations of Interest

1.3. Minutes of the meeting 1 September 2020 (Audit)

 Draft Minutes Audit Committee_010920.pdf (4 pages)

1.4. Matters arising

1.5. Any other business

Note of items for discussion

2. Information, approval and awareness

2.1. General Updates / Information

Information Paula Lister

To provide awareness of upcoming activities and emerging issues

 241120_05_General Update.pdf (2 pages)

2.2. Freedom of Information Report

Information Paula Lister

Providing a summary of information requests 2019/20

 241120_06_FOI Report.pdf (2 pages)

2.3. Data Protection Report

Information Paula Lister

Providing a summary of data breaches and near misses and trends

 241120_04_DP Report.pdf (2 pages)

2.4. Complaints Report

Information Lydia Rohmer

Reporting complaints received, trends and improvement actions

2.5. SFC Return: Institutional Efficiencies 2018/19

16:00 - 16:00
0 min

16:00 - 16:00
0 min



Information Paula Lister

To provide oversight of the WHC annual return

 241120_01_SFC Return Institutional Efficiencies.pdf (6 pages)

2.6. Policy amendments

Decision Paula Lister

Review of minor amendments to:
- Anti-bribery policy
- Risk management policy

This provides the committee with oversight of minor or technical changes to existing policies, these changes are identified
within the paper.  

To endorse the changes to these policies

 241120_08_Policies.pdf (1 pages)
 Audit November 2020 Policies for Review.pdf (23 pages)

2.7. Annual Procurement Report 2019-20

Information Paula Lister

Providing the committee with a summary of work undertaken during the period.

 241120_02_Annual Procurement.pdf (24 pages)

3. Key Business

3.1. Internal Audit Reports

3.1.1. Action Tracker and Summary

Discussion Paula Lister

Tracking all outstanding actions and progress

 241120_07_Action Tracker.pdf (5 pages)

3.1.2. Internal Audit Annual Report 2019-20

Discussion Paula Lister

To provide the committee with a summary of work undertaken during the period and to provide an  audit opinion.

For Audit Committee to endorse the Report

 241120_03_IA Annual Report.pdf (5 pages)

3.2. Risk Register Review

Discussion Lydia Rohmer

To review the summary risk register.  Not further changes are proposed at this stage.

To endorse

 241120_10_Risk.pdf (5 pages)

3.3. Audit Committee Annual Report

To agree content for the Annual Report in order to ensure key findings and feedback from the Audit Committee is presented to
the Board

 241120_09_Committee Report.pdf (8 pages)

16:00 - 16:00
0 min



Date of next meeting: 9 March 2021



WHC Audit Committee
01 September 2020, 16:30 to 19:00
Online

Attendees
Board members

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

Meeting minutes

1. Meeting administration

1.1. Apologies

Apologies received from Nigel Patterson, Duncan Ferguson

1.2. Declarations of Interest

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

1.3. Minutes of the meeting 8 June 2020

Approved

 Minutes_Audit Committee_080620.pdf

Decision
Alan Sears

1.4. Matters arising

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

1.5. Any other business

Options appraisal in UHI

2. Information, approval and awareness

2.1. Freedom of Information Report

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

 010920_04_Freedom of Information.pdf

Information
Paula Lister
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2.2. Data Protection Report

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

 010920_05_Data Protection.pdf

Information
Paula Lister

2.3. Complaints Report

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

 010920_02_Complaints Annual.pdf

Information
Lydia Rohmer

2.4. General Updates / Information

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

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

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

 010920_07_General update.pdf

Information
Paula Lister

2.5. Internal Auditors Progress Report

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

 010920_08_IA Programme.pdf

Information
Paula Lister

3. Key Business

3.1. Internal Audit Reports

3.1.1. Action Tracker and Summary

Noted.

 010920_06_Audit Tracker.pdf

Discussion
Paula Lister

3.1.2. Internal Audit report 2019/20

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

Item endorsed.

Discussion
Paula Lister
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 010920_01_Internal Audit Follow Up.pdf

3.2. Risk Register Review

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

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

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

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

Access to capital funding is likely to be increasingly challenging.

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

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

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

Item endorsed

 010920_09_Risk Register.pdf

Discussion
Lydia Rohmer

3.3. Audit Committee self-evaluation

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

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

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

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

Discussion
Alan Sears

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

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

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

Next meeting: 24 November 2020
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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit_241120_05 
Subject Audit Committee Update Nov 20 

Purpose of paper To provide the committee with a summary of work undertaken 
during the period.  

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

Describe the linkage: 
Click to enter text. 

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

Risk implications No       
Date paper prepared 19/11/2020 
Date of meeting 24/11/2020 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

* 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.       

 
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 

AUDIT COMMITTEE 

November 2020 

General Information/Updates 

 

Procurement/Value for Money 

For information, the following contracts will be tendered between now and March 2021.   

• Fire extinguishers 
• Fire alarms 
• Servicing of Lifts 
• Fuel Cards 
• Ocean Frontier refurbishment 

The only contract currently known to exceed the £20k threshold that require committee sign off, is 
the OF refurbishment.  We continue to 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. 

Data Protection 

Work continues to identify the applications/software which are affected by the previous EU reliance 
on the ‘Privacy Shield’ mark in terms of data protection with the United States.  

Internal Audit 

The new internal auditors, Henderson Logie have started work on 2 separate audits; Risk 
Management and Data Protection and these will report into the next meeting.  They are also 
underway with the Board Effectiveness Review.  Initial interactions with them has been very 
positive. 

Project Compliance 

Work is underway to develop internal monitoring systems which will report more widely on Projects 
above a set value.  It is envisaged that this will report formally into the Finance and General 
Purposes Committee in a similar way as Estates projects.  

 

 

Paula Lister 

Director of Finance & Resources 

19/11/2020 
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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit_241120_06 
Subject Freedom of Information Request Log Nov 20 

Purpose of paper To provide the committee with a summary of requests received 
and processed under Freedom of Information.   

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

Describe the linkage: 
Click to enter text. 

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

Risk implications No  
Date paper prepared 19/11/2020 
Date of meeting 24/11/2020 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

* 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.       

 
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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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit_241120_04 
Subject Data Protection Update Nov 20 

Purpose of paper To provide the committee with a summary of issues since the last 
meeting  

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

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes Compliance 
Date paper prepared 19/11/2020 
Date of meeting 24/11/2020 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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.       

 
Further guidance on application of the exclusions from Freedom of Information legislation is available via 
http://www.itspublicknowledge.info/ScottishPublicAuthorities/ScottishPublicAuthorities.asp and 
http://www.itspublicknowledge.info/web/FILES/Public_Interest_Test.pdf 
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WHC Summary Report Data Protection – Incidents 
 
Number of incidents as of 19 November 2020 
 

 
 

 
 
 
 
Summary of incidents and next steps for improvement 
 
There have been 2 reported near miss or data breaches since the last meeting.   
 
Any WHC data breaches and near misses are recorded in the college log and continue to be 
reported to the Data Protection Officer very quickly, in accordance with college procedure.  
The college continues to share lessons learnt with relevant groups of staff.  The college 
records appropriate actions and makes recommendations for improvement.  These are 
monitored by and actioned through the College Management Group.  For example, “Avoid 
email attachments with personal data, instead link to appropriate secure location.” 
 
Email remains the most common route by which breaches occur.   

Report log started on 23/03/2018 Number
Since last 

Report
Total number of internally reported incidents 27 2
Total number of near misses 9 1
Total number of data breaches @WHC not reportable to ICO 12 1
Total number of receipt of data breach from elsewhere not 
reportable 6 0

Types of Data Breach Email Upload Printed/written
Number of incidents 25 1 1
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West Highland College UHI Cover Paper 

Committee/Group Name Audit 
Committee paper no: Audit 
241120_01 
_ 

Subject SFC Return - Institutional Efficiencies 2018/19 

Purpose of paper To provide the committee with oversight of the annual return 
made to SFC for the financial year 2018/19.    

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

Describe the linkage: 
Click to enter text. 
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Resource implications 
Give details if yes No            Give details about resource implications 

Risk implications No       
Date paper prepared 29/10/2020 
Date of meeting 24/11/2020 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

 
* 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? 
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Describe 
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Annex B

Name of institution:
Institutional Efficiency - Collection of information about savings for  2018-19

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

2018-19    
£000 

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 7.4

Total cash efficiency 7.4
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 26.1

Total cash efficiency 26.1
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 0.0

Total cash efficiency 0.0
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.9
Total time efficiency 0.9

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 0.0

Total cash efficiency 0.0
Time

First year of a recurring 
efficiency 9.7

One-off efficiency 0.0
Total time efficiency 9.7

Cash
First year of a recurring 

efficiency 0.0
One-off efficiency 0.0

Total cash efficiency 0.0
Time

First year of a recurring 
efficiency 0.9

One-off efficiency 0.0
Total time efficiency 0.9

Cash
First year of a recurring 

efficiency 0.5
One-off efficiency 0.0

Total cash efficiency 0.5
Time

First year of a recurring 
efficiency 0.3

One-off efficiency 0.0
Total time efficiency 0.3

Cash
First year of a recurring 

efficiency 3.5
One-off efficiency 0.0

Total cash efficiency 3.5
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Cash
First year of a recurring 

efficiency 61.3
One-off efficiency 0.0

Admin staff member left Research centre and 
decision taken not replaced over the quieter 
summer period.  

Annual salary plus on costs divided by 12 times by 3.5 months of 
savings

O

Turnover in senior staff provided 
opportunities for savings during recruitment 
processes

2 months savings on cost of HR Manager £5,998                                                                          
4 months savings on cost of Finance Director £13,759                                                       
2 months savings on cost of Head of Student Services £6,302

Workstream 
code

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

BPI

Reduction in travel costs and staff time 
savings as move to more online 
collaberations/meetings/training

estimated based on 4 staff saving at least 278 miles each per annum.  
20 hrs of time at £13

BPI

Additional training for College Managers in 
utilising Microsoft Outlook tool to save time 
each day. Aim was to save 0.5 hr per day for 
each member of staff

Assumed prudent saving of 1hr per week saved for 10 staff = 440 hrs 
saved using average hrly rate of £22.

Average recruitment costs per person £150.  Turnover reduced from 
17.89% to 12.95% equivalent to 6 less staff *£150O

Reduction in staff turnover in year resulted in 
time savings for HR staff

O

BPI

Use of software for SVQ/MA delivery saved 
assessors and IV travel time to collect and 
return folders.

Based on 1hr per student saved twice per year.  25X2 = 50hrs X hrly 
rate of assessors £17.24

BPI
Reduction in prospectus and agency 
marketing costs due to move to online Based on budgeted reductions
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Annex B

Name of institution:
Institutional Efficiency - Collection of information about savings for  2018-19

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

2018-19    
£000 

Workstream 
code

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

Total cash efficiency 61.3
Time

First year of a recurring 
efficiency 0.0

One-off efficiency 0.0
Total time efficiency 0.0

Total annual cash efficiencies 98.8
Total annual time-releasing efficiencies 11.8

O Shared posts across UHI partnership Actual recharge costs
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Annex B

Name of institution:
Institutional Efficiency - Collection of information about savings for  2018-19

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

2018-19    
£000 

Workstream 
code

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

Check Totals:
Cash

First year of a recurring 
efficiency 65.3

One-off efficiency 33.5
Total cash efficiency 98.8

Time
First year of a recurring 

efficiency 10.9
One-off efficiency 0.9

Total time efficiency 11.8
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Annex C 

Institutional Efficiency return 2018-19 

 
 

1 

1. University/College name West Highland College UHI 

2. Institution’s Responsible Officer Lydia Rohmer 

3. Total cash efficiency achieved £98.8k 

4. Efficiency achieved as % of SFC 
total grant 

2.7% 

5.  Summary of efficiency activity e.g. 
  

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

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

 

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

WHC UHI continue to develop our networked and 
virtual delivery right across the curriculum.  This 
enables a wide range of learning opportunities to be 
accessible right across our remote geographical 
locations which would otherwise be financially 
unsustainable.  This is in line with our College Strategy. 
Cash Savings have also been secured through a variety 
of areas moving onto a more digital platform reducing 
travel time and costs.   
Cash savings were also achieved through recruitment 
vacancies and sharing of post across UHI partnership. 

6. How have savings been applied? To maintain outputs/outcomes to mitigate impact of 
budget cuts and increased cost pressures. 

7. Breakdown of efficiency savings 
by procurement and shared 
services (Only where relevant – 
not all efficiencies will fall into 
these categories, so the figures 
here may not match the overall 
total). 

Procurement=0 
 
 

Shared services=0 
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Annex C 

Institutional Efficiency return 2018-19 

 
 

2 

 
I confirm that the efficiencies delivered during the year 2018-19 are detailed in the 
above table and I am satisfied that the efficiencies identified fall within the definition 
given in the SFC Call for Information. 
 

Signed:  (Head of Institution) 
 
Date: ……29/09/2020………………………………………. 
 
 
 

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

The college measures itself against a range of 
established performance assessments and KPI’s.  It 
also received feedback from periodic staff and student 
surveys 
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1.0 Introduction 

1.1 This document sets out the College’s policy and advice to employees in 
dealing with bribery or suspected bribery. 

 
1.2 The Bribery Act 2010, which came into force on 1 July 2011, introduced a 

new, clearer regime for tackling bribery that will apply to all businesses based or 
operating in the UK. It covers all sorts of bribery, the offering and receiving of 
a bribe, directly or indirectly, whether or not it involves a public official, in the 
UK or abroad. There are offences by individuals, and a corporate offence for 
corporate and partnerships, and penalties for non-compliance are serious. 

 
1.3 Bribery is a criminal offence for both individuals and commercial organisations 

and can be punished with imprisonment of up to 10 years or unlimited fines.  
The act is applicable to the College, as the Ministry of Justice guidance on 
Adequate Procedures (S7 Paragraph 35) states that “So long as the 
organisation in question is incorporated (by whatever means), or a partnership, 
it does not matter if it pursues primarily charitable or educational aims or purely 
public functions. It will be caught if it engages in commercial activities, 
irrespective of the purpose for which profits are made.’’ If any employee were to 
be accused of bribery, the College’s reputation might be damaged 
considerably, and subsequent enforcement action would be time- consuming 
and hinder the College from focusing on its core business and service delivery. 

 
1.4 It is therefore the policy of the college to prohibit any form of bribery or 

corrupt practices, whether covered directly by The Bribery Act 2010 or not. 
The policy applies to the College, all of its employees and anyone acting for, 
or on behalf of, the College (“associated persons”), including governors, other 
volunteers, temporary workers, consultants and contractors, independent of 
their grade and position, and shall be respected at all times. 

 
2.0 Definitions 

2.1 Definitions for bribery and corruption vary, but both are covered within The 
Bribery Act 2010. Some common definitions are: 

 
Bribery – “Inducement for an action which is illegal, unethical or a breach of 
trust. Inducements can take the form of gifts, loans, fees, rewards or other 
advantages”. Appendix A is a summary of The Bribery Act 2010. 
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Corruption – This can be broadly defined as the offering or acceptance of 
inducements, gifts, favours, payment or benefit-in-kind which may influence 
the action of any person. Corruption does not always result in a loss. The 
corrupt person may not benefit directly from their deeds; however, they may 
be unreasonably using their position to give some advantage to another. 

 
It is a common law offence of corruption to bribe the holder of a public offence 
and it is similarly an offence for the office holder to accept a bribe. 

 
3.0 Scope 

3.1 This policy relates to all forms of bribery and is intended to provide direction 
and help to employees who may identify, or suspect bribery. The overall aims 
of the policy are to: 
 improve the knowledge and understanding of everyone in the 

College, irrespective of their position, and the risk of bribery within the 
organisation and its unacceptability 

 assist in promoting a climate of openness and a culture and 
environment where staff feel able to raise concerns sensibly and 
responsibly 

 set out the College’s responsibilities in terms of the deterrence, 
prevention, detection and investigation of bribery and corruption 

 ensure the appropriate sanctions are considered following an 
investigation, which may include any of the following: 
- criminal prosecution 
- civil prosecution 
- internal/external disciplinary action (including professional/regulatory 

bodies) 
 

3.2 This policy applies to all employees of the College regardless of position held, 
as well as those acting on behalf of the College, including governors, other 
volunteers, temporary workers, consultants, contractors, and/or any other 
parties who have a business relationship with the College. It will be brought to 
the attention of all employees and Board members and will form part of the 
induction process for new staff and Governors. It is incumbent on all of the 
above to report any concerns they may have concerning bribery. 

 
3.3 In implementing this policy, managers must ensure that all staff are treated 

fairly and within the provision and spirit of the College’s Equal Opportunities 
Policy. The College has procedures in place that reduce the likelihood of 
bribery occurring. These include Standing Orders, Financial Regulations, 
documented policies and procedures, including on public interest disclosure, a 
system of internal control (including Internal and External Audit) and a system 
of risk assessment. 
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4.0 Policy 

4.1.1 All employees have a personal responsibility to protect the College from 
bribery or corruption, are responsible for maintaining the highest 
standards of business conduct and are expected to behave honestly and 
with integrity. 

 
4.1.2 The College is absolutely committed to maintaining an honest, open 

and constructive culture so as best to fulfil its’ objective. It is, therefore, 
also committed to the elimination of bribery, to the rigorous 
investigation of any such allegations and to taking appropriate action 
against wrong doers, including possible criminal prosecution. 

 
4.1.3 All gifts, payments or any other contribution whether in cash or in 

kind, shall be documented, regularly reviewed, and properly accounted. 
 

4.1.4 The College procures goods and services ethically and transparently 
with the quality, price and value for money determining the successful 
supplier/contractor, not by receiving (or offering) improper inducements. 
The College will not engage in any form of bribery, either in the UK or 
abroad. 

 
4.1.5 The College prohibits employees and associated persons from 

offering, giving, soliciting or accepting any bribe in any way, or to 
give, or be perceived to have given, a financial or other advantage to 
any person (whether a UK or foreign public official, political candidate, 
party official, private individual, private or public sector employee or any 
other person) in order to induce that person to perform his/her 
functions or activities improperly. The bribe might include cash, a 
gift or other inducement, to or from any person or organisation, 
wherever they are situated, and irrespective of whether or not they are 
a public official/body or private person or company, by an individual 
governor, employee, agent or other person or body acting on the 
College’s behalf. The bribe might be in order to: 

 
• Gain any commercial, contractual or regulatory advantage for 

the College in a way which is unethical; 
 

• Gain any personal advantage, pecuniary, or otherwise, for the 
individual or anyone connected with the individual. 

 
4.1.6 The College may, in certain circumstances, be held responsible for acts 

of bribery committed by intermediaries acting on its behalf such as 
subsidiaries, clients, business partners, contractors, suppliers, agents, 
advisors, consultants or other third parties. The use of intermediaries 
for the purpose of committing acts of bribery is prohibited. 
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4.1.7 All intermediaries shall be selected with care, and all agreements with 
intermediaries shall be concluded under terms that are in line with this 
policy. The College will contractually require its agent and other 
intermediaries to comply with the Anti Bribery Policy and to keep proper 
books and record available for inspection by the College, auditors or 
investigating authorities. Agreements with agents and other 
intermediaries shall at all times provide for the necessary contractual 
mechanisms to enforce compliance with the anti- bribery regime. The 
College will monitor performance and, in case of non- compliance, 
require the correction of deficiencies, apply sanctions, or eventually 
terminate the agreement even if this may result in a loss of business. 

 
4.1.8 All employees should be aware that bribery will normally be regarded as 

a serious disciplinary offence which will be addressed in accordance 
with the College’s existing disciplinary policy and associated 
procedures. 

 
4.2 FACILITATION PAYMENTS 

 
4.2.1 “Facilitation payments” are payments made to secure or expedite the 

performance of a routine action by a government official or agency to 
which the payer (or the company) has legal or other entitlement. 

 
4.2.2 Facilitation payments are prohibited under The Bribery Act like any 

other form of Bribe. They shall not be given by the College or the 
College’s employees in the UK or any other country. 

 
5.0 Gifts and Hospitality 

5.1 This policy is not intended to prohibit appropriate corporate entertainment 
and/or hospitality undertaken in connection with the College’s business 
activities, provided the activity is customary under the circumstances, is 
proportionate, and is properly recorded/disclosed to the College in accordance 
with its procedures. 

 
5.2 Courtesy gifts and hospitality must not be given or received in return for 

services provided or to obtain or retain business but shall be handled openly 
and unconditionally as a gesture of esteem and goodwill only. Gifts and 
h o s p i t a l i t y  shall always be of symbolic value, appropriate and 
proportionate in the circumstances, and consistent with local customs and 
practices.  They shall not be made in cash. Please refer to the College’s                  
Financial Regulations section 9. Gifts and Hospitality guidance for more 
guidance. 
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6.0 Political and Charitable Contributions 

6.1 The College does not make any contributions to politicians, political 
parties or election campaigns. 

 
6.2 As a responsible member of society, the College may take charitable 

donations. However, these payments shall not be provided to any 
organisation upon suggestion of any person of the public or private sector 
in order to induce that person to perform improperly the function or activities 
which he or she is expected to perform in good faith, impartially or in a 
position of trust or to reward that person for the improper performance of such 
function or activities. 

 
6.3 Any donations and contributions must be ethical and transparent. The 

recipient’s identity and planned use of the donation must be clear, and 
the reason and purpose for the donation must be justifiable and 
documented. All charitable donations will be publicly disclosed. 

 
6.4 Donations to individuals and for-profit organisations and donations paid to 

private accounts are incompatible with the College’s ethical standards and are 
prohibited. 

 

7.0 Sponsoring 

7.1 Sponsoring means any contribution in money or in kind by the College 
towards an event organised by a third party in return for the opportunity 
raise the College’s profile. All sponsoring contributions must be 
transparent, pursuant to a written agreement, for legitimate business 
purposes, and proportionate to the consideration offered by the event host. 
They may not be made towards events organised by individuals or 
organisations that have goals incompatible with the College’s ethical 
standards or that would damage the College’s reputation. All sponsorships 
will be publicly disclosed. 

 
7.2 Where commercial sponsorship is used to fund the College’s training 

events, training materials and general meetings, the sponsorship must be 
transparent, pursuant to a written agreement, for legitimate business purposes, 
and proportionate to the occasion. Where meetings are sponsored by 
external sources, that fact must be disclosed in the papers relating to the 
meeting and in any published minutes/proceedings. 

 
7.3 Where sponsorships links to the development of guideline and advice, this 

should be carried out in consultation with the College’s nominated member of 
the senior management team. 
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8.0 Raising Concerns 
 

8.1 Employees and associated persons are requested to remain vigilant in 
preventing, detecting and reporting bribery. Employees and associated 
persons are expected to report any concerns regarding any suspected 
bribery in accordance with the College’s procedures outlined in the  
College Public Interest Disclosure Policy, which will be rigorously enforced, 
so that no individual will suffer any detrimental treatment as a result of 
reporting reasonably held suspicions. The Public Interest Disclosure Act 
1998 came into force in July 1999 and gives statutory protection, within 
defined parameters, to staff who make disclosures about a range of subjects, 
including bribery and corruption, which they believe to be happening within 
the organisation employing them. Within this context, “reasonably held” 
means s u s p i c i o n s   other  than  those  which  are  raised  maliciously  
and are subsequently found to be groundless. 

 
8.2 Any unfounded or malicious allegations will be subject to a full investigation 

and appropriate disciplinary action. 
 
9.0 Roles and Responsibilities 

9.1 THE BOARD 
 

9.1.1 The Board has a duty to ensure that it provides a secure environment 
in which to work, and one where people are confident to raise concerns 
without worrying that it will reflect badly on them. This extends to 
ensuring that staff feel protected when carrying out their official duties 
and are not placed in a vulnerable position. If staff have concerns about 
a n y  procedures or processes that they are asked to be         
involved in, the College has a duty to ensure that those concerns are 
listened to and addressed. 

 
9.1.2 The Board and/or the Accounting officer will be liable to be called to 

account for failing to prevent bribery. The College therefore has a 
duty to ensure employees receive adequate training and support in 
order to carry out their responsibilities. 

 
Therefore, the Principal and/or another nominated member of the senior 
management team will monitor and ensure compliance with this policy. 

 
9.2 EMPLOYEES 

9.2.1 For the purposes of this policy, “Employees” include the College’s staff, 
Board of Directors, volunteers, temporary workers, consultants and 
contractors. 
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9.2.2 Directors and staff at all levels will lead by example in acting with 
utmost integrity and ensuring adherence to all relevant regulations, 
policies and procedures. 

 
9.2.3 Employees must act in accordance with the College’s Staff Codes of 

Conduct and Standing Orders which include guidance on the receipt of 
gifts or hospitality. 

 
9.2.4 Employees who are involved in receiving offers of sponsorship, 

funding or gifts from outside agencies also should comply with their 
own professional codes of practice where applicable. 

 
9.3 MANAGERS 

9.3.1 Line managers at all levels have a responsibility to ensure that an 
adequate system of internal control exists within their areas of 
responsibility and that controls operate effectively. The responsibility for 
the prevention and detection of bribery therefore primarily rests with 
managers but requires the co-operation of all employees. 

 
9.3.2 As part of that responsibility, line managers need to: 

 
• inform staff of the College’s Code of Conduct and counter 

fraud and anti bribery policies as part of their induction process, 
paying particular attention to the need for accurate completion of 
personal records and forms. 

• ensure that all employees for whom they are accountable are 
made aware of the requirements of the policy. 

• ensure that adequate control measures are out in place to 
minimise the risks. 

 
This must include clear roles and responsibilities, supervisory 
checks, staff rotation (particularly in key posts), separation of 
duties wherever possible so that control of a key function is not 
invested in one individual, and regular reviews, reconciliations 
and test checks to ensure that control measures continue to 
operate effectively. 

• be aware of the College’s anti bribery policy 
• identify sensitive/at-risk posts 
• ensure that controls are being complied with 
• contribute to their line manager’s assessment of the risks and 

controls within their area, which feeds into the College’s overall 
statements of accountability and internal control. 

 
9.3.3 All instances of actual or suspected bribery, which came to the 

attention of a manager, must be reported immediately. It is 
appreciated that some employees will initially raise concerns with their 
manager, however, in such cases managers must not attempt to 
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investigate the allegation themselves, and they have the clear 
responsibility to refer the concerns in line with the College’s Public 
Interest Disclosure Policy as soon as possible. 

 
10.0 Information and Management Technology 

10.1 The Head of Information Security (or equivalent) will contact the Principal 
immediately in all cases where there is suspicion that the College’s IT 
infrastructure is being used for the purposes of bribery. This includes 
inappropriate internet/intranet, e-mail, telephones and PDA’s. 

 
11.0 Procurement 

11.1 Procurement practices will be conducted in a fair and transparent manner and 
not deal with contractors or suppliers known or reasonably suspected to be 
paying bribes. Before engaging contractors and suppliers, the College will 
undertake properly documented due diligence. The College will require 
contractors and suppliers to comply with its Anti-Bribery Policy as a 
minimum standard. Agreements with contractors and suppliers shall, at all 
times, provide for the necessary contractual mechanisms to enforce 
compliance with the anti-bribery arrangements. The College will monitor 
performance and, in case of non- compliance, require the correction of 
deficiencies, apply sanctions, or eventually terminate the agreement. 

 
12.0 External Communications 

12.1 Individuals (be they employees, temporary workers, volunteers, consultants, 
contractors or suppliers) must not communicate directly with any member of 
the press, media or any other third party about a suspected act of bribery, but 
should address any such concerns in accordance with the College’s Public 
Interest Disclosure Policy. 

 
13.0 Training 

13.1 The College will provide any anti bribery training to all relevant employees to 
make them aware of our Anti Bribery Policy and guidelines, in particular 
of possible types of bribery, the risks of engaging in bribery activity, and how 
employees may report suspicion of bribery. 

 
14.1 Related Policies 

 Board Code of Conduct 
 Financial Regulations (including Fraud Policy) 
 Procurement policies and procedures 
 Public Interest Disclosure Policy 
 Disciplinary Policy 
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15.0 Review 

15.1 The policy will be reviewed every three years unless changes require this 
to be done earlier. 
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Apendix A 
 

Offences under the Bribery Act 2010 
 
The following business practices constitute criminal offences under the Bribery Act 2010 and 
are therefore prohibited: 

 
Offences of bribing another person 

 
Case 1 is where a College employee offers, promises or gives a financial or other advantage 
to another person and intends the advantage (i) to induce that or another person to perform 
improperly a relevant function or activity, or (ii) to reward that or another person for the 
improper performance of such a function or activity. 

 
Case 2 is where a College employee offers, promises or gives a financial or other advantage 
to another person and knows or believes that the acceptance of the advantage would itself 
constitute the improper performance of a relevant function or activity by that person. 

 
The bribery must relate to (i) a function of a public nature, (ii) an activity connected with a 
business, (iii) an activity performed n the course of a person’s employment, or (iv) an activity 
performed on behalf of a body of persons (whether corporate or incorporate). The person 
performing the function or activity must be expected to perform it in good faith, impartially or 
in a position of trust. It does not matter whether the function or activity is performed inside or 
outside the UK, whether the other person(s) involved is/are in the public or private sector 
and whether the advantage is offered, promised or given directly by the College employee or 
through a third party, e.g. an agent or other intermediary. 

 
Offences relating to being bribed 

 
Case3 is where a College employee requests, agrees to receive or accepts a financial or 
other advantage intending that, in consequence, a relevant function or activity should be 
performed improperly (whether by him-/herself or another person). 

 
Case 4 is where a College employee requests, agrees to receive or accepts a financial or 
other advantage, and the request, agreement or acceptance itself constitutes the improper 
performance by him-/herself of a relevant function or activity. 

 
Case 5 is where a College employee requests, agrees to receive or accepts a financial or 
other advantage as a reward for the improper performance (whether by him-/herself or 
another person) of a relevant function or activity. 

 
Case 6 is where, in anticipation of or in consequence of a College employee requesting, 
agreeing to receiving or accepting a financial or other advantage, a relevant function or 
activity is performed improperly (i) by that of a College employee, or (ii) by another person at 
his/her request or with his/her assent acquiescence. 
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Again, the bribery must relate to (i) a function of a public nature, (ii) an activity connected 
with a business, (iii) an activity performed in the course of a person’s employment, or (iv) an 
activity performed by or on behalf of a body of persons (whether corporate or 
unincorporated). The person performing the function or activity must be expected to perform 
it in good faith, impartially or in a position of trust. 

 
It does not matter whether the function or activity is performed inside or outside the UK, 
whether the other person(s) involved is/are in the public or private sector, whether the 
employee requests, agrees to receive or accepts the advantage directly or through a third 
party, e.g. an agent or other intermediary, and whether the advantage is for the benefit of a 
College employee or another person. 

 
In Cases 4 to 6, it does not matter whether the College employee knows or believes that the 
performance of the function or activity is improper. 

 
Bribery of foreign public officials 

 
Case 7 is where a College employee bribes a foreign public official and intends (i) to 
influence that official in his/her capacity as a foreign public official and (ii) to obtain or retain 
a business or advantage in the conduct of business. A foreign public official is someone who 
holds a legislative, administrative or judicial position of any kind or exercises a public function 
of a country outside the UK, or is an official or agent of a public international organisation. 

 
Failure of commercial organisations to prevent bribery 

A corporate or partnership is guilty of a corporate bribery offence if an employee, agent, 
subsidiary or any other person acting on its behalf bribes another person intending to obtain 
or retain business or an advantage in the conduct of business for the corporate or 
partnership. For a definition of bribery, please refer to Case 1, 2 and 7 above. 

 
It should be the policy of a corporate or partnership not to tolerate any bribery on its behalf, 
even if this might result in a loss of business for it. Criminal liability must be prevented at all 
times. 
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1.0 INTRODUCTION 

1.1 This policy details and communicates the College’s approach to risk 
management and evaluation of internal controls and is part of the College’s 
internal control and Corporate Governance arrangements. 

1.2 The College will effectively manage risk, taking all reasonable steps to 
ensure the protection of staff, students, assets and the reputation of the 
College. 

1.3 The policy explains the College’s underlying approach to risk management 
and details the roles and responsibilities of the Board of Management, the 
Executive Leadership Team, and other key parties. 

1.4 This policy outlines key aspects of the risk management process and 
identifies the main reporting requirements. 

1.5 This policy details the process that the Board of Management will use to 
evaluate the effectiveness of the College’s internal control procedures. 

2.0 SCOPE 

2.1 Risk is defined as the combination of the ‘probability’ of an event occurring 
and the ‘consequences’ of that event. 

2.2 Risk management identifies and manages the risks that threaten the ability of 
the College to meet its objectives. The College will identify, monitor and aim 
to eliminate the range of threats to its activities, understand where it has 
vulnerabilities, and develop cost effective counter measures. These risks may 
be strategic, operational, or financial. 

3.0 LINES OF RESPONSIBILITY 

3.1 The Chair and Committee members of the Board of Management and the 
Principal have the responsibility for overseeing risk management within the 
College. 

3.2 College Directors have functional responsibility to manage and mitigate 
against those risks under their responsibility, individually and collectively. 

3.3 The Principal and the Executive Leadership Team have the responsibility to 
support, and implement policies approved by the Board of Management. 

3.4 The Principal, in liaison with the Executive Leadership Team, is 
responsible for the construction and maintenance of a risk register which 
makes conservative and prudent recognition and disclosure of the financial 
and non-financial implications of risks. 

3.5 The College Managers are responsible for producing and reviewing 
subsidiary risk registers detailing the top risks in their area of operations. This 
includes implementation of the management of these risks. 
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3.6 College Managers are responsible for encouraging and embedding good risk 
management practice within their area of activity. 

3.7 All staff are responsible for encouraging and embedding good risk 
management practice within their area of activity. 

4.0 KEY PRINCIPLES 

4.1 Role of Board of Management 
 

The Board of Management has a fundamental role to play in the management 
of risk. Its role is to 
 Provide the authority and responsibility for the establishment, 

maintenance, support, and evaluation of the Risk Management 
Policy. 

 Set the tone and influence the culture of risk management within 
the College. 

 Delegate the overall implementation of risk management to the 
Executive Leadership Team. 

 Know about the most significant risks facing the organisation. 

 Ensure that risk is being managed effectively and solutions to risk 
are in place. 

 
4.2 Role of Audit Committee 

 To review new risks or failures of existing control measures. 
 To review the ‘probability’ and ‘impact’ scoring on a regular basis. 
 To review the adequacy of internal control systems designed to 

minimise risk. 
 To receive the reports from the Executive Leadership Team and make 

appropriate recommendations to the Board of Management, 
 To provide an annual report of the operation of the policy, 

management of risk and most significant risks faced by the College to 
the Board of Management in December each year. 
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4.3 Role of Executive Leadership Team 
 

• Implementation of the Risk Management Strategy. 
• Promotion of a holistic approach to risk management. 
• Report new significant risks which develop within their area of responsibility 

to the Audit Committee. 
• Report any risk which no longer exists to the Audit Committee. 
• Report any risk which cannot be controlled at local level to the Audit 

Committee. 
• Ensure appropriate levels of awareness throughout the organisation. 
• Maintain functional control of risks within area of responsibility. 
• Maintain Risk Management as an Executive Leadership Team meeting 

agenda item. 
• To review Impact and mitigating factors i.e. Actions for risks occurring and 

risk reduction/elimination on the Risk Register. 
• To identify from the Risk Register the top risks faced by the College. 
• To regularly review and monitor the ‘probability’ and ‘impact’ of the top risks 

and report progress to the Audit Committee. 
• Overall co-ordination of Risk Management. 
• Report the status of Risk Management and the Risk Register to the Audit 

Committee. 
• To maintain the Board of Management’s confidence that risk is being 

managed effectively within the organisation and that solutions to identified 
risks are appropriate and in place. 

4.4 Role of Internal Audit 

The Internal Audit Service provides assurance in relation to risk regarding the 
achievement of the following objectives: 

 
• Effectiveness and efficiency of operations. 
• Reliability of financial and management reporting. 
• Compliance with laws and regulations. 
• Safeguarding of Assets 

 
An annual report on the above by the appointed independent auditors will be 
made to the Audit Committee prior to the December meeting of the Board of 
Management. 

 

4.5 Role of External Audit 
 

External audit provides feedback to the Audit Committee on the operation of the 
internal controls reviewed as part of the annual audit. 
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4.6 Role of College Managers 
 

• Co-ordinate and ensure that the day to day operational objectives are 
implemented in line with the Risk Management strategy. 

• Be aware of risks which fall into their area of responsibility, the possible 
impacts these have, and monitor outcomes against the risks identified 
ensuring that procedure notes detail corrective action to minimise risk. 

• Report systematically and promptly to senior management any perceived 
new risks or failures of existing control measures. 

• Report on current ‘active’ risks highlighting mitigating actions and effect 
towards risk reduction. 

• Ensure the Risk Register is kept up to date with Learning Centre or 
Department risks. 

4.7 Role of College Staff 
 

• Acknowledge and understand their responsibility for individual risks. 
• Understand how they can enable continuous improvement of risk 

management and risk awareness. 
• Report systematically and promptly to a member of the Executive 

Leadership Team or College Managers any perceived new risks or failures 
of existing control measures. 

5.0 IMPLEMENTATION OF RISK MANAGEMENT 

5.1 Policies & Procedures 
 

College policies and procedures underpin the internal control processes of 
which risk management is part. These policies are agreed by the Board and 
implemented and communicated by the Executive Leadership Team and 
College Management Group to staff. Written procedures support the 
policies where appropriate. 

5.2 Business Planning and Budgeting 
 

The strategic operational business planning and budgeting process is used to 
set objectives, identify risks associated with achieving these objectives, agree 
action plans and allocate resources. Progress towards meeting business plan 
objectives is monitored regularly through self-evaluation and reporting. The 
process is a detailed regular review at curriculum or section level to identify 
significant risks associated with the achievement of key objectives. 

5.3 Project-Based Risk 
 

The approval process for all capital projects and revenue projects (where 
College contribution is more than £75k and £50k respectively in value) 
includes the explicit consideration of risk. This determination and rating of risk 
must include the assessment of: 

• Risk to achievement of business and project objectives. 
• Significant financial and non-financial risks. 
• The Internal skills & resources available to management. 
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5.4 Annual Review of Effectiveness 
 

The Board is responsible for reviewing annually the effectiveness of internal 
control of the College, based on information provided by the Executive 
Management Team. Its approach is outlined below. 

When reviewing reports during the year, the Audit Committee will: 
 

• Consider the key risks and assess how they have been identified, 
evaluated, and managed. 

• Assess the effectiveness of the related system of internal control in 
managing key risks. 

• Consider whether necessary actions are being taken promptly to remedy 
any significant failings or weaknesses. 

• Consider whether the findings indicate a need for a more extensive 
monitoring of the system of internal control. 

The Audit Committee will prepare a report of its review of the effectiveness of 
the internal control system annually for consideration by the Board. 

5.5 Risk Owners 
 

Development of risk management and mitigating plans for all significant risks, 
to include a designated “risk owner” who will be responsible and accountable 
for managing the risk in question. 

6.0 REGISTER OF RISK 

6.1 The College Risk Register and the top risks are identified and reviewed 
regularly – an updated copy of Register will be made available on the Staff 
Intranet. 

6.2 In line with UHI terminology and practice, the College has adopted the 
standard risk classification methodologies. The rankings shown on the risk 
register range from one (1) to five (5) against each criterion of probability 
and impact. The probability and impact scoring are multiplied together to 
provide the risk factor. 

 
Low High Probability 1 - 5 

 Impact 1 - 5 
 

Risk Factor = Probability x Impact 
 

(See Risk Measurement Grid – Appendix 1 of this policy) 
 

6.3 The risk factor will be classified as High, Medium or Low Risk. 

(H) High 16 – 25 
(M) Medium 11 – 15 
(L) Low 1 – 10 

6.4 Top Risks are identified as those risks with a risk factor score of 16 or more, 
as well as any other risk having an Impact score of 5. 
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7.0 EFFECTIVE DATE 

7.1 This policy is effective from October 2020 and supersedes all previous 
policies related to risk management within the college. This policy will be 
reviewed every three years or earlier if changes affect it in any way. 
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RISK MEASUREMENT GRID APPENDIX 1 
PROBABILITY FACTOR SCORING 

 
 
 
 
 
 

 
 
 
 

IMPACT  

5 – Catastrophic 5 10 15 20 25 

4 – Major 4 8 12 16 20 

3 – Significant 3 6 9 12 15 

2 – Minor 2 4 6 8 10 

1 – Insignificant 1 2 3 4 5 
 

1 -Very Rare 2 -Unlikely 3 - Possible 4 - Likely 5 Almost 
Certain 

LIKELIHOOD 
 

Attention should also be paid to risks that are very rare or unlikely that could cause a catastrophic 
impact. 

TIME SALE 
3 YEARS 

RISK MAP (for Gross risk & residual risk) 
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IMPACT - CRITERIA  TIMESCALE 3 YEARS  
Score Descriptor Financial Operational Reputational 

(need to link to 
communications process 
for incident management) 

5 • A disaster with 
the potential to 
lead to loss of a 
major UHI 
partner 
• Loss of major 

funding 
stream 

> • Likely loss of key • Incident or event that 
Catastrophic £250,000 partner, curriculum could result in 

 or lead 
to likely 
loss of 
key 
partner 

area or department 
• Litigation in progress 
• Severe 
student 
dissatisfaction 

potentially long term 
damage to WHC’s 
reputation. Strategy 
needed to manage the 
incident. 

  • Serious quality • Adverse national 
  issues/high media coverage. 
  failure Credibility in 
  rates/major marketplace and 
  delivery problems with stakeholders 
   significantly 
   undermined. 

4 
Major 

A critical event 
which threatens 
to lead to: 
• Major 
reduction in 
funding 
• Major 
reduction in 
teaching / 
research 
capacity 

£75,000 - 
£250,000 
or lead 
to 
possible 
loss of 
partner 

• Possible loss of 
partner and litigation 
threatened 
• Major deterioration 
in quality/pass 
rates/delivery 
• Student 

dissatisfaction 

• Incident/event that 
could result in limited 
medium – short term 
damage to WHC’s 
reputation at 
local/regional level. 
• Adverse local media 
coverage 
• Credibility in 
marketplace/with 
stakeholders is 
affected. 

3 
Significant 

A Significant 
event, such as 
financial/ 
operational 
difficulty in a 
department or 
academic partner 
which requires 
additional 
management 
effort to resolve 

£50,000 
- 
£75,000 

• General 
deterioration in 
quality/delivery but 
not persistent 
• Persistence of 
issue could lead to 
litigation 
• Students 
expressing 
concern 

• An incident/event that 
could result in limited 
short term damage to 
UHI’s reputation and 
limited to a local level. 
• Criticism in sector or 
local press 
• Credibility noted in 
sector only 

2 
Minor 

An adverse event 
that can be 
accommodated 

£10,000 
- 
£50,000 

• Some 
quality/delivery issues 
occurring regularly 

• Low media profile 
• Problem commented 
upon but credibility 

 with some  • Raised by students unaffected 
 management  but not considered  
 effort.  major  

1 
Insignificant 

An adverse event 
that can be 
accommodated 
through normal 
operating 
procedures. 

<£10,000 • Quality/delivery 
issue considered one 
off 
• Raised by students 
but action in hand 

• No adverse publicity 
• Credibility unaffected 
and goes unnoticed 

Note: In line with UHI terminology and practice, the College has adopted the standard risk 
classification 
Select criteria most appropriate. Use highest score if more than one criterion applies. 
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West Highland College - Annual Procurement Report (APR)                                   

Executive Summary 

The Procurement Reform (Scotland) Act 2014 (PRA) required any public organisation which has an 
estimated annual regulated spend of £5 million or more to develop and publish a procurement 
strategy. This requirement took effect from 31 December 2016. Organisations (including HE and FE 
institutions) required to develop and publish a procurement strategy were also required to publish 
an APR, reflecting on the relevant reporting period of the procurement strategy. Although the spend 
profile is below the regulatory threshold, the College produces both the Procurement Strategy and 
Annual Procurement Report as best practice. The current institutional Procurement Strategy period 
is 2017-2021 and will therefore be reviewed next year.  

This report covers the period of August 2019 to July 2020 and addresses performance and 
achievements in delivering the West Highland College procurement activities.  

In line with Scotland's National Outcomes, this process of reporting will inform any adjustments to 
the procurement strategy deemed necessary to secure future performance improvements and to 
respond to the economic, political and financial influences to which the institution may need to 
adjust 

To assist the College, meet its regulatory obligations the College are included in the UHI Procurement 
Shared Service. This service provides an operational procurement resource though the Sectors’ Centre 
of Expertise, APUC. Based at West Highland College 35 nett days a year, the resource facilitates 
regulated tendering activity on behalf of the College and provides guidance and support on all 
procurement related activities. In addition, to support the drive for collaborative working from both 
the UHI Academic Partners and the Scottish Government, the UHI Procurement Shared Service 
underwent a structural change on 1 August 2019 by introducing a new post to focus on delivering 
savings and efficiencies through collaborative tendering activity. The benefits of the new structure 
have been significant and are outlined in the report.  
  
Strategic level support is provided by the Head of Procurement (UHI Shared Service).  

 

West Highland College has over 539 active suppliers with whom the College did business in the 
reporting period) and the total Non-Pay Spend was £1,329,229, of which £944,192 was influential 
procurement expenditure.  - £426,669 of regulated expenditure (recorded on the Contracts Register) 
and £517,523 on non-regulated.   

More detailed information on the regulated procurements, sorted into procurement categories, is 
provided in Sections 1 and 2 and in Appendix A of this report. 
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The College has been optimising use of national, sectoral, local or regional C1 collaborative contracts 
and frameworks. As well as bringing leverage-based savings, the burdens of risk, contract and 
supplier management are shared and the number of resource-intensive formal local tenders that 
need to take place is reduced significantly. 24.35% of College spend went through National 
collaborative agreements. This is an increase on last years reported figure of 12%, which is positive 
steps in the right direction however work still needs to be driven to achieve the Scottish Government 
target of 40%.  

The college are also committed to supporting our local Scottish economy, and continue to work with 
SME’s to support them through contract activities. We have recently developed our systems to 
capture College spend with SME’S, this information will be available in future reports.  

 

This report comprises nine sections which address reporting requirements. 

 
• Section 1: Summary of Procurements Completed 
• Section 2: Review of Regulated Procurement 

Compliance 
• Section 3: Sustainability, Community Benefits and 

Value-added Services Summary 
• Section 4: Supported Businesses Summary 
• Section 5: Future Regulated Procurements Summary 
• Section 6: External Challenges & Risks 
• Section 7: Procurement Policies and Procedures 
• Section 8: Audit & Procurement Commercial 

Improvement Plan 
• Section 9: Procurement Training 

  
 

   
   

 
Report Approved –  

By  

Signed  

Position  
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Section 1:  Summary of Procurements Completed 

West Highland College is committed to conducting its procurements in an open and inclusive 
manner with procurement objectives aligned to the College’s Strategic Plan.  

The details of regulated procurements completed are set out in a list at the end of this report with 
details summarised in Appendix A. That information, coupled with the publication of the institutional 
Contracts Register http://www.apuc-scot.ac.uk/#!/institution?inst=55) and the systematic use of 
Public Contracts Scotland and Quick Quotes, provides complete visibility of the College’s 
procurement activity over the reporting period. 

In Appendix A, information is set out to show both OJEU and lower value regulated procurements 
completed.  

A breakdown is provided by those exercises completed by direct awarding on a national framework, 
local tender exercises and UHI Collaborative exercises.   

For each completed regulated procurement the information provided shows: 

• the start dates. 
• the category subject matter 
• estimated value of the contract – total over contract period. 
• collaborative or institution owned. 
• the end dates.  
• Savings achieved. 

 

The following BT1 AND BT2 Savings have been achieved in FY19/20. 

Savings are calculated and approved, using the Scottish Cross Public Sector Savings Methodology. 

 

Dept Saving Type Cash Non-Cash 
National 
Collaboration 

BT1 £12,458 0.00 

 BT2 0.00 £20,438 
UHI Collaboration BT1 £261,805 0.00 
 BT2 0.00 £72,796 
Local Costs Savings  BT1 £8,500 0.00 
 BT2 0.00 0.00 

 

Total BT1 Cash Savings- £282, 763 

Total BT2 Non-Cash Savings- £93,234 
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Section 2: Review of Regulated Procurement Compliance  

Where appropriate, West Highland College has made use of collaborative contracts to deliver 
improved contract terms, supported contract and supplier management, sustainable procurement 
outcomes and value for money (the best balance of cost, quality and sustainability). 

In making its regulated procurements every care has been taken to ensure that the College awards 
the business to suppliers who are capable, reliable and who can demonstrate that they meet high 
ethical standards and values in the conduct of their business. 

In the period covered by this report the College has conducted all its regulated procurements in 
compliance with EU Treaty Principles of equal treatment, non-discrimination, transparency, 
proportionality and mutual recognition. 

 

 

Procurement aims and 
focus 

Comments 

To sustain and further 
develop partnerships 
within the sector, with 
other publicly funded 
bodies, with 
professional bodies and 
appropriately with 
supply markets that will 
yield intelligence, 
innovation and deliver 
value to users of 
procurement services.  

 

The engagement with internal and external stakeholders and suppliers 
provides valuable feedback which informs the College of possible 
necessary adjustments and improvements to strategy and process. 

For each procurement, the institution considers the community affected 
by the resultant contract and ensures that any affected 
organisations/persons are consulted (e.g. impact on service for students, 
or a local contract that could be combined with other similar institutions’ 
needs). Such consultation will always be on a scale and approach relevant 
to the procurement in question. 

The institution actively engages with other bodies through HE and FE 
specific events, Scottish public-sector events and [if applicable] wider UK 
HE events. 

The SSR, representing WHC, attends the Sector’s Procurement Strategy 
Group for Colleges and is a member of the UHI Strategic Procurement 
Team.  

To work with internal 
academic budget 
holders, professional 
support service 
colleagues and suppliers 
to deliver innovation 
and best value to the 
learning, research and 
service support 
communities through 
the development of an 
effective and co-
ordinated purchasing 

Optimal procurement strategies are developed and agreed through 
consultation with key stakeholders, end users and suppliers. This 
intelligence gathering approach is also used to deliver innovation, to 
improve skills and competencies in securing the most appropriate 
procurement routes to market that yield best value outcomes consistent 
with the guidelines set out in the Scottish Procurement Journey.  

Procurement activities follow the guidelines set out in the Procurement 
Journey. This helps to manage the expectations of stakeholders, 
customers and suppliers alike and facilitates best practice and 
consistency with what other organisations do across the Scottish public 
sector. 

For every procurement over £4m, the institution will consider how it can 
improve the economic social or environmental wellbeing of its area 
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effort within the 
Institution.   

 

through inclusion of community benefit clauses. Where possible and 
proportionate, such clauses may be included in procurements below 
£4m. 

Care is taken to ensure that procurement operations chime in with and 
support institutional strategic objectives. 

 
To promote the delivery 
of value for money 
through good 
procurement practice 
and optimal use of 
procurement 
collaboration 
opportunities.   

. 

The best balance of cost, quality and sustainability is consistently used to 
assess value for money delivered and to identify sensible aggregation 
opportunities through collaborative contracting. 

West Highland College sorts regulated procurements into procurement 
categories. How these goods, services and works are bought - joint 
purchasing, use of local, regional and national framework agreements, 
consolidated contracting – is subject to annual review with APUC and, 
through user consultation, optimal category strategies are agreed, 
sensible aggregation opportunities are exploited, category and 
commodity strategies are developed, recorded, signed off and processed. 

To seek out professional 
development 
opportunities to enrich 
and enhance experience 
and capability of 
procurement 
practitioners and to 
work with the supply 
chains to ensure 
continued value, 
managed performance 
and minimal risk 
throughout the life of 
contracts for the benefit 
of customers and 
students.   

The defined procurement process is managed through a professionally 
qualified procurement team with access to competency-based training, 
skills development programmes and career development opportunities. 
Devolved procurement competencies are assessed across the institution 
to secure optimum value delivery while managing supply side risks and 
opportunities. 

Post procurement reviews are carried out to check that tendering 
outcomes are delivering against category strategies/business case 
objectives. These are in turn consolidated by category-based contract 
and supplier management routines to monitor performance and 
introduce any improvements required. 

The procurement staff participate in the UHI Strategic Procurement Team 
meetings. This provides an opportunity for networking, training and 
sharing of information to assist further personal development.  
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To develop sound and 
useful procurement 
management 
information to measure 
and improve 
procurement and 
supplier performance in 
support of corporate 
planning conducted 
through fair and 
transparent process. 

 

 
 
 
 
 

Internal governance procedures, policies, tools such as e-enabled 
workflow enhancements are introduced to effect improvements to 
procurement process and efficiency. 

Expenditure segmentation analysis and data located on the Hub, Hunter 
(including Contracts Registers) and Procurement Data Dashboard Where 
relevant, use is made of appropriate standards and labels in 
procurements to take account of fair and ethical trading considerations 
with due consideration given to equivalent tender offerings from 
suppliers, Use is made of PCS and PCS-T to publish procurement 
opportunities, appropriate use is made of lotting, output based 
specifications and clear evaluation criteria to ensure that procurements 
are accessible to as many bidders (including SMEs) as possible. 

To embed sound 
ethical, social and 
environmental policies 
within the Institution’s 
procurement function 
and to comply with 
relevant Scottish, UK 
and EC legislation in 
performance of the 
sustainable 
procurement duty.  

 

Procedures are in place to ensure that consideration of environmental, 
social and economic issues and benefits is made, where appropriate, on a 
contract-by-contract basis during the planning stage utilising tools 
including Prioritisation, Flexible Framework, APUC’s Supply Chain Code of 
Conduct, and Supply Chain Management Programme. 

Procedures are also in place to ensure that regulated procurements are 
only awarded to businesses that are capable, reliable and, where 
relevant, meet high ethical standards and values in the conduct of their 
business. The College is committed to contracting only with suppliers that 
comply with all appropriate and relevant legislation. Where appropriate, 
and on a contract by contract basis, the institution will assess the 
legislation applicable to a procurement and take steps to ensure bidders 
comply with it e.g. Health and Safety, Late Payment legislation. Where 
relevant and proportionate the Living Wage and fair work practices of 
suppliers are promoted in tender documentation West Highland College 
have not signed up as a living wage employer but do pay above the living 
wage   

 

West Highland College has a procurement process and sign off arrangements that are consistent 
with the guidelines set out in the Procurement Journey and that have met the objectives and 
obligations set out immediately above. 

 

Non-Compliance  
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Currently there are 6 Categories of regulated spend that have been identified with no contract, none 
of these are above the OJEU threshold but the Procurement Reform (Scotland) 2014 regulations 
apply. These have been added to the forward contracting plan for further investigation.   

The Categories are as follows. 

• Other/General Professional Services and Bought in Services 
• Sports, Recreational Equipment 
• Other/general Vehicles Supplies and Services (Purchase, Lease, Contract Hire) 
• Vehicle Lease / Hire / Rental Long term 
• Security Equipment & Consumables 
• IT Software including Bespoke Licences Maintenance 

 

 

No of Active Suppliers (19-20) 539 
 

No of Categories over £50,000 with a 
contract in place 

7 

No of Categories over £50,000 with no 
contract in place 

6 

No of Categories over OJEU with contract 
in place 

2 

No of Categories over OJEU with no 
contract in place 

0 
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Section 3: Community Benefit and Social Value Summary 

For every procurement over £4m, West Highland College will consider how it can improve the 
economic, social or environmental wellbeing of its area through inclusion of community benefit 
clauses, to assist with achieving sustainability in contracts activity, including targeted recruitment 
and training, small business and social enterprise development and community engagement. Where 
possible, relevant and proportionate, and where they are considered not to have a negative impact 
on the delivery of value for money, such clauses may be included in regulated procurements valued 
at below £4m.  

As opportunities of this value are irregular, the College is committed to, where applicable, driving 
these types of benefits through the tendering process regardless of contract value. Suppliers are 
invited to describe their approach to delivering community benefits or achieving social value, or 
value-added services through a contract, such as: 

• providing ‘upskilling’ opportunities (e.g. Toolbox talks) with students and staff,  

• offering advice and assistance on the best practice methodology,  

• employment, student work experience and vocational training opportunities,  

• apprenticeships,  

• local subcontractor opportunities available to SMEs, 3rd sector and supported businesses, 

• direct involvement in community-based schemes or programmes, 

• equality and diversity initiatives, 

• supply-chain development activity,  

• educational support initiatives,  

• to minimise negative environmental impacts, for example impacts associated with vehicle 

movements and/or associated emissions and impacts on protected areas, buildings or sites.  

Tenderers are invited to describe how such benefits will be successfully delivered through the 
contract and promoted to contract users. Where community benefits are included in a procurement 
(at or above the £4 million threshold), the award notice would include a statement of the benefits 
that are expected to be derived from the contract. 

Appendix B contains the community benefits and social value that was delivered through this 
reporting period.   
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Section 4: Supported Business 

Higher value procurements, regulated procurements (between £50k and OJEU threshold and those 
equal to and above the OJEU thresholds) are conducted in line with Routes 2 and 3 respectively of 
the Procurement Journey. Both Routes 2 and 3 mandate the use of the European Single 
Procurement Document (ESPD (Scotland)). The ESPD covers exclusion, selection and award criteria 
and includes questions relating to companies self-certifying themselves in terms of size (micro, small 
or medium), or whether they are supported businesses.   

The institution reviews each procurement to determine whether it could be fulfilled by a Supported 
Business, whilst remaining compliant with EU and Scottish Procurement Legislation and ensuring value 
for money for the institution (using the only Supported Business register currently available and 
published by Ready for Business). 
 
The College did not reserve any contracts for supported businesses in this period, however work is 
underway through the UHI Strategic Procurement Team to develop relationships with suitable local 
supported businesses.   
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Section 5 – Future Regulated Procurements  

 
West Highland College is keen to encourage competition by promoting optimal participation in its 
procurement process and achieve better value for money in its procurements. One method of 
achieving this is to give notice to suppliers of tendering opportunities that are expected to 
commence over the next two financial years after the period covered by this report. 
 
In preparing this forward projection of anticipated regulated procurements, it is difficult to be 
precise about providing details of actual requirements. Over a forecast period of two years it is very 
probable that circumstances and priorities will change so the list of projected individual regulated 
procurement exercises outlined in Appendix C should be viewed with this caveat in mind. 
 
The information provided in Appendix C - list of Future Regulated Procurements covers: 
 

- the subject matter of the anticipated regulated procurement 
- expected award date. 
- the estimated value of the contract. 
- contract category A, B, C or C1 

 

Section 6 - External Challenges & Risks 

COVID 19 

The College have been working alongside APUC to minimise supply risks as a direct result of 
COVID19. All medium and high-risk suppliers have been contacted for a response to understand how 
the coronavirus is impacting the supply chain and what contingency plans are in place.  

The procurement Team have also adhered to the Scottish Government SPPN’s which have provided 
specific COVID19 guidance on Supplier Relief, making best use of resources, relaxation of 
Procurement regulations and recovery and transition from COVID.  

With the arrival of COVID-19 and the speed of the National lockdown in March 2020, the Academic 
Partnership were immediately faced with a situation of trying to support students without access to 
IT equipment to continue their studies at home.  An emergency cross-partnership student fund was 
set up and, alongside the procurement shared service, set about investigating the most timely and 
compliant route to access equipment for those identified as in need.   

At a time when many academic institutions as well as the wider public sector including the NHS were 
also trying to secure the same goods, the requirement was not without challenge.  Working 
alongside our National Framework suppliers we were however able to swiftly secure a timely and 
GDPR compliant route to market, with laptops being issued directly out to students’ homes within 
48 hours of the order being placed.   

The UHI Procurement Shared Service along with the College will continue to work with Scottish 
Government guidelines to reduce risk to the College supply Chain and to drive savings were possible.  
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BREXIT  

Similar to the COVID19 situation, the College are working with APUC to analyse and determine any 
risks to the supply of goods and services, relating to BREXIT. A monthly report is updated and 
disseminated to the sector to allow the institution to determine the local impacts. At present the 
College have no high-level risks.  

With regard to the current Procurement Regulations these will be fundamentally unchanged – 
financial thresholds, the basic requirements to advertise contacts, observe minimum timescales, and 
follow rules on technical specifications and award criteria, for example, would remain in place. The 
European Single Procurement Document (ESPD) would also remain but be re-named the Single 
Procurement Document. 

The biggest change for Procurement staff will be that contracting authorities would no longer be 
required to publish notices in the Official Journal of the European Union (OJEU). Instead, these 
notices would need to be published on a new UK e-notification system. This is to meet the 
requirements of the GPA. The requirement to publish notices on Public Contracts Scotland (PCS) 
which comes from the Procurement Reform (Scotland) Act 2014 would not be affected. 

The sector awaits further information to be released from Scottish Government.  

 

Section 7: Procurement Policies and Procedures 

 

The 2020 Action Plan for the 2017-2021 Procurement Strategy has been updated and can be found 
below.  

Procurement Policy 
WHC Jan 18.docx

WHC Procurement 
Step by Step Guide J  

WHC%20Procureme
nt%20Strategy%20-% 

Section 8: Audit & Procurement Commercial Improvement Plan 

On the 3rd March 2020, West Highland College UHI underwent the Scottish Government Operational 
Procurement Review. Amanda Mackenzie and Julie Fraser attended to represent the College 
procurement function and Paula Lister represented SMT in her capacity as Finance Director.    

The College has received a score of 64% against a target score of 67%. It is worth noting that any 
institution meeting the target score of 67% is considered as having a high-quality procurement 
department so it is very encouraging that the team are close to the threshold.  

The assessor noted, ‘The benefits that should accrue from a well understood and well managed 
procurement process are clear to the senior management team, The access to the resources and 
collaborative projects driven by APUC and, in particular, the UHI Shared Services team is much 
appreciated. The score of 64% falls slightly short of the optimal target score of 67%, but it is a good 
one given the fact that both the Director of Finance and Resources and the APUC account manager 
have been in post for a period of a few months. With some of the activities and improvements under 
way and planned, it is thought that the target score will be achieved and probably exceeded in the 
very short term. Engagement with stakeholders and with the UHI Strategic Procurement Team are 
positive and ought to drive useful returns’. 
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This is testament to all the hard work that has been conducted by the small procurement team, 
Finance and the wider College team over the last 12 months to increase National Framework uptake 
and improve contract compliance. There is now a clear focus on our strategic aims and evidence 
these are being delivered.  

The next Scottish Government Operational Review will be conducted in 2022.  

Copy of West 
Highland College O    

 

Section 9: Procurement Training 

WHC was represented at the following networking groups. 

Heads of Procurement Group (Scotland Wide - all sectors) 
Highland Cluster Group (Highlands & Islands - all sectors) 
PSGC/U- (Education sector - Scotland wide) 
UHI Strategic Procurement Team 
 
 
The following Training Courses were delivered to the College SSR during 2019-20.  
 

 

 

 

 

 

 

 

 

• Alternative Routes to Market 
• C19 Using Accelerated Procedure 
• C19 Rules on Extensions to Existing Contracts 
• Specification Requirements 
• C19 The Light Touch Regime 
• Risk Management 
• The Benefits of Lifecycle Costing 
• Contract Issues arising from Coronavirus 
• Planning an Exit Strategy  
• Evaluation at Award Stage 
• Relationship Management 
• Learn Procurement 
• C19 Developing Robust Suppliers Relationships 
• Critical Trends  
• Excel Training  
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1. Appendices 

Appendix A - List of Regulated Procurements (Compliant and Non-Compliant) Completed in the 
Reporting Period (2019-2020) 

 
Compliant – Collaborative Role 
 

Ref Project  Contract Value Start Date Institution 

CS-UHI-12500 Sophos Licences £11,145.60 1 Nov 2019 UHI Wide 

CS-UHI-16404 UHI 3Par Server Maintenance £35,401.06 4 Nov 2019 UHI Wide 

CS-LIS-16078 Blackboard Ally £23,842.74 27 Jan 2020 UHI Wide 

CS-LIS-16405 UHI Server & Switches Maintenance £16,607.90 4 Nov 2019 UHI Wide 

CS-LIS-12424 Video Streaming Services  £26,990.00 16 Jun 2020 UHI Wide 

CS-LIS-10758 Webex for Education £101,750.00 1 Jul 2020 UHI Wide 

CS-UHI-16096 Post Graduate Research & Ethics Software £209,000.00 9 Apr 2020 UHI Wide 

CS-UHI-13130 Emergency Student Laptops £32,033.50 17 Apr 2020 UHI Wide 

CS-UHI-13133 Estates Consultancy Framework TBC 6 Aug 2020 UHI Wide 

CS-UHI-1507 Student Intranet Portal (MyDay) – Extension £118,015.00 10 Aug 2020 UHI Wide 

CS-UHI-9928 UHI Firewall - Extension £152,494.64 29 May 2020 UHI Wide 

CS-UHI-11234 VLE - Video Collaboration Tool – Amendment £15,000.00 31 Mar 2020 UHI Wide 

CS-LIS-14033 Scottish Wide Area Network - Extension £2,080,000.00 31 Mar 2020 UHI Wide 

CS-OTH-11232 
Assistive Technology Text Help: Read Write 
Gold 

£53,464.00 1 Feb 2020 UHI Wide 

CS-LIS-5018 Adobe Student ETLA Licenses £96,000.00 14 Sept 2020 UHI Wide 

CS-OTH-13129 Non-life Insurance £815,556.57 01 Aug 2020 
AC/ EO/ HTC/ IC/ 
LCC/ MC/ NHC/ 

SMO/ WHC 

CS-UHI-8900 SHE Software – Extension £14,974.00 28 Feb 2020 
EO/ IC/ MC/   
NHC/ WHC 

CS-UHI-0102 Biomass Fuel – Extension  £365,600.00 03 Mar 2020 NHC/SAMS/WHC 
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Compliant - Local Contracts  
 

Ref Project  Contract Value Start Date Institution 

CS-WHC-16374 UK and International Tax 
Advice & Specialist Tax 
Advice 

£3,300 01/02/2020 WHC 

Finance 

CS-WHC-16902 Provision of Internal Audit 
Services 

£25,000 01/05/2020 WHC 

Finance 

CS-WHC-16902 Commercial Property 
Condition Survey 

£15,680 01/05/2020 WHC 

Estates 

CS-WHC-17365 Project Consultant £142,800 16/07/2020 WHC 

Recreation and Tourism 
Research 

 

CS-WHC-17499 External Audit £36,000 01/06/2020 WHC 

Finance 

CS-WHC-16586 
Development of Web Based 
Interactive Map 

£15000 15/06/2020 

WHC 

Recreation and Tourism 
Research 
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Appendix B - List of Regulated Procurements with Community Benefit/ Social Value/Value Added 
Benefits 

 

 

Project  Saving/Value Achieved 
Post Graduate Research 
& Ethics Software 

The supplier is real living wage accredited. 

Non-life Insurance Education Protect Scotland: 
- Living Wage employer and no zero-hour workers 
- Balanced workforce with efforts to include minorities. 
- Sponsoring of the community, EPS have advised they are willing 

from a framework perspective to back a charity that operates with 
the H&I geographic region as part of their Broker Fund.  

- Staff benefits, such as Health Care Plan, including health 
surveillance, counselling and medical screenings and childcare 
vouchers, extra annual leave for not taking a sick day. 

- Ethical trading practices 
- Motivation and talent nurturing within existing workforce 
- Employee engagement and flexible working  
 

UHI Partnership Estates 
Consultancy Framework 

The suppliers on the UHI Partnership Wide Framework have offered 
the following ways to include sustainability and social value into call-
off contracts: 
 
Pick Everard have offered NEC and BIM Level 2 training for 
Institutional staff and offer the following further contribution to this 
partnership as follows: 

- Develop an Employment Skills Plan to achieve benefits to your 
local community. 

- Facilitate workshops to advise on community engagement to align 
with University sustainability strategies, equality, diversity and 
inclusion objectives. 

- Attending University careers events, providing students with 
careers advice: discussing opportunities at Pick Everard such as 
internships, summer placements, graduate schemes, work 
experience and apprenticeships. We also provide STEM 
Ambassadors to give talks to schools and colleges. 

- Attending training events and delivering talks on sustainability 
development, zero carbon route-maps, Campus of the Future and 
Smart Cities initiatives. 

Faithful+Gould have offered the following Community benefits ideas 
to the Partnership as part of the Framework and are willing discuss 
with UHI and the Academic Partners. 
 
- All our Scottish offices have supported the Scottish Government’s 

drive for students to gain valuable work placement experience. 
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We will provide work experience placements for pupils and 
students. 

- Inviting Academic staff and their estates team to our programme 
of webinars, arranged by Faithful+Gould’ Technical Leaders Group 
(TLG) 

- Offering two-way secondments to embed learning, support staff 
development and complete recognised training programmes. 

- Site visit and Job shadow days – supporting careers advice in 
secondary education. We will host job shadow days through your 
projects to impart knowledge and career advice to your Academic 

       Partner’s students and local pupils. This is an ideal opportunity to  
       influence construction and engineering careers in a real-time  
       meaningful and engaging way. 
- Schools workshop – In our Scottish offices we run very successful 

work ‘taster’ days with secondary schools. Students undertake 
practical tasks in all our relevant technical subjects. We will host. 

       taster days with your local schools. 

Gardiner & Theobald LLP have offered to work with the Partners to 
deliver some/all of the following where appropriate and achievable: 

UHI deliver various construction related courses that we consider we 
could add value in terms of site visits and/or current industry trends, 
awareness and advice.  This would include: 
Built Environment: 
- Advice on sustainable and modern methods of construction, from 

our market intelligence 
- Advice on trends in material materials and specification, from our 

market intelligence 
- Advice on building measurement and cost studies, through direct 

access to our Cost Management Team 
- Environmental awareness in rural areas (for example through our 

work with the National Trust for Scotland) 
-      Health & Safety in Construction, through access to our Principal    
       Designer & CDM Consultancy Team 
 
Construction management 
- Construction contracts – trends, such as market appetite to risk 

apportionment and bespoke conditions 
- Advice on construction technology (substructures, 

industrial/commercial superstructures) 
- Health & Safety in Construction, through access to our Principal 

Designer & CDM Consultancy Team 
- Advice on trends in material materials and specification, from our 

market intelligence 
- Financial studies in the construction industry 
- Construction technical communication skills 

Allen, Gordon & Co have offered the following to UHI as part of the 
Framework: 
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To provide mentoring to UHI staff either in design services or project 
management or career support.  

To invite UHI staff to join monthly lunchtime sessions either in person 
or by technology to improve their knowledge of specialist software. 

Would work with the Partners to provide professional advice on 
feasibility of sustainable and environmentally friendly construction 
designs and also to provide risk management advice. 
 
Graham & Sibbald have offered the following to the Partnership 
through the Framework. 
 
An invitation to Partners for their annual Public Sector Conference 
where there are topical speakers covering relevant issues and best 
practice in the public sector, as well as committing to share 
communications on best practice and legislative updates that relate to 
property across the Partners. 
 
Northern Light Consulting have advised they welcome discussions on 
any social value that can be offered by them through the Framework 
as part of initial contract discussions to address any suitable 
opportunities. 
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Appendix C – Forward Contracting Plan (24-month period) 
 

Hunter Ref Title 4 Yr. Value Proposed Award Date 

CS-WHC-18679 
Provision of Industry 4.0 Advanced 
Manufacturing Learning Systems 

£800k 01/05/2021 

CS-WHC-16374 
UK and International Tax Advice & 

Specialist Tax Advice 
£14k 31/07/2021 

CS-WHC-6898 Provision of Cleaning Services 
£190K 31/07/2021 

CS-WHC-7044 Provision of Minibus 
£20k 30/11/2021 

CS-WHC-9733 Fixed Wire Testing 
£20k 19/03/2021 

CS-WHC-10226 
 

Provision of Internal Audit Service 
 

£50k 30/04/2022 

 
The following are currently in research and where reoccurring will be added to the Forward 
Contracting Plan for 2021.  
 

• Other/General Professional Services and Bought in Services 
• Sports, Recreational Equipment 
• Other/general Vehicles Supplies and Services (Purchase, Lease, Contract Hire) 
• Vehicle Lease / Hire / Rental Long term 
• Security Equipment & Consumables 
• IT Software including Bespoke Licences Maintenance 

 

2. Glossary of Terms  

A, B, C and C1 Contracts (Who buys what?) 

Category A 
Collaborative Contracts available to all public bodies 

• Scottish Procurement 

Category B Collaborative Contracts available to public bodies within a specific sector 

• Scottish Procurement 

• APUC 

• Scotland Excel 
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• NHS National Procurement 

Category C Local Contracts for use by individual public bodies 

Category C1 Local or regional collaborations between public bodies 
 

APUC’s Code of Conduct - APUC and its client community of colleges and universities is committed 
to carrying out procurement activities in an environmentally, socially, ethically and economically 
responsible manner and to entering into agreements and contracts with suppliers that share and 
adhere to its vision. To demonstrate this commitment, current and potential suppliers are asked to 
acknowledge their compliance with the principles of the APUC Supply Chain Code of Conduct with 
respect to their organisation and their supply chain. 

BT14 – Sustainability Based Benefits - sustainability benefits where costs are not normally relevant 
can be reported but will normally be described in narrative including but not limited to the following 
areas:  

· Reduction in waste – packaging and / or further use of residue from processes etc.  

· Reduction in consumption - use of raw materials (consumables, utilities etc.)  

· Recycling and/or reuse of products  

· Enhanced Reputation and/or marketing opportunities  

· Community Benefits delivery  

· Carbon Reduction   

Social, equality and / or environmental improvements  

Category Subject is a collection of commodities or services sourced from the same or similar supply 
base, which meet a similar consumer need, or which are inter-related or substitutable. 

Community Benefits are requirements which deliver wider benefits in addition to the core purpose 
of a contract. These can relate to social- economic and or environmental. Benefits. Community 
Benefits clauses are requirements which deliver wider benefits in addition to the core purpose of a 
contract. These clauses can be used to build a range of economic, social or environmental conditions 
into the delivery of institutional contracts. 

Contracts Registers these typically provide details of the procurement exercise to capture key 
information about the contract (the goods and services, values, date started, expiry date, 
procurement category etc). 

Cost Avoidance The act of eliminating costs or preventing their occurrence in the first place. It tends 
not to show up on, but materially impacts, the bottom-line cost and is normally referred to as a 
“soft” cost saving i.e. negating supplier requests to increase costs, procuring services/goods/ works 
under budget, obtaining prices lower than the market average/median. 

Contract management or contract administration is the management of contracts made with 
customers, suppliers, partners, or employees. Contract management activities can be divided into 
three areas: service delivery management; relationship management; and contract administration. 
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EU regulated procurements are those whose values require that they are conducted in compliance 
with the Public Contracts (Scotland) Regulations 2015 and the Procurement Reform (Scotland) Act 
2014.  

Flexible Framework Self-Assessment Tool (FFSAT) enables measurement against various aspects of 
sustainable procurement. 

Hunter - Hunter has been developed by the eSolutions team. It is a database solution which uses 
standard Microsoft packages (Access and SQL Server) enabling organisations to effectively monitor 
and report on collaborative contracting activities. 

As a solution, it is operational within the HE/FE sector in Scotland and is also being utilised by the HE 
consortia in England and Wales that also provide collaborative contracting services to the sector. 
Hunter has a multi-level structure which allows consortia to share collaborative agreements, make 
them visible to their member organisations, and in turn enabling them to record their own contracts. 

Institutional Dashboard - is the area within the APUC Buyers Portal being developed by the APUC 
eSolutions team providing easy access to institutions’ key management reporting data being 
recorded centrally through Hunter. The dashboard currently hosts key regulatory procurement 
information on Contracts Registers, forward contracting plans, expenditure reporting and APR Data. 
The list of reports is planned to expand to cover savings and PCIP dashboard data. 

Lotting - the Public Contracts (Scotland) Regulations 2015 encourage the use of lots (regulation 47), 
to promote competitiveness and to facilitate the involvement of SMEs in the public procurement 
market, by considering the appropriateness of dividing contracts into lots to smaller contracts  

OJEU thresholds OJEU is the Official Journal of the European Union, the gazette of record for the 
European Union. Around 2500 new notices are advertised every week - these include invitations to 
tender, prior information notices, qualification systems and contract award notices. The European 
public contracts directive (2014/24/EU) applies to public authorities and the following thresholds will 
apply to procurement carried out whose value equals or exceeds specific thresholds. The present 
thresholds are (net of VAT): - for Supply, Services and Design Contracts, £189,330, for Works 
Contracts £4,733,252. Public contracts (EU) thresholds are revised every 2 years – this is next due on 
01/01/2022. 

Output Specification requirements are set out in terms of what you want to achieve, leaving the 
tenderers to decide on how they will deliver those requirements. This can lead to innovation by the 
tenderers. The services detailed in the output specification should be capable of objective 
assessment so that the performance of the supplier can be accurately monitored. 

Prioritisation - the Sustainable Public Procurement Prioritisation Tool which is a tool to aid all 
procuring organisations across the Scottish Public Sector designed to bring a standard structured 
approach to the assessment of spend categories. 

Procurement Journey is public procurement toolkit with guidance and templates on the 
procurement process to facilitate a standardised approach to the market and contract and supplier 
management. 

Procurement & Commercial Improvement Programme (PCIP) replaced the previous Procurement 
Capability Assessment (PCA) and focuses on the policies and procedures driving procurement 
performance and more importantly, the results they deliver. 

PCS (Public Contracts Scotland) is the national advertising portal used to advertise all public sector 
goods, services or works contract opportunities. 
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PCS-Tender is the national eTendering system and is centrally funded by the Scottish Government. 
The system is a secure and efficient means for buyers and suppliers to manage tender exercises 
online.  The standard templates enable buyers to create consistent tender documentation. 

Segmentation the division and grouping of suppliers or contracts in relation to spend and its 
criticality to business. 

Small and Medium Sized Enterprises (SMEs) encompass – 

     Micro enterprises: enterprises which employ fewer than 10 persons and whose annual turnover 
and/or annual balance sheet total does not exceed £1.57 million. 

     Small enterprises: enterprises which employ fewer than 50 persons and whose annual turnover 
and/or annual balance sheet total does not exceed £7.86 million. 

     Medium enterprises: enterprises which are neither micro nor small, which employ fewer than 250 
persons and which have an annual turnover not exceeding £39.28 million, and/or an annual balance 
sheet total not exceeding £33.78 million. 

Social Enterprises are revenue-generating businesses with primarily social objectives whose 
surpluses are reinvested for that purpose in the business or in the community, rather than being 
driven by the need to deliver profit to shareholders and owners. 

Supply Chain encompasses all activities, resources, products etc. involved in creating and moving a 
product or service from the supplier to the procurer. 

Supply Chain Management Programme (Sustain) is the APUC supply chain sustainability web portal, 
a central hub where sector suppliers can complete and store sustainability compliance data. The 
portal is the core supply chain sustainability tool supporting HE and FE institutions and their 
suppliers in delivering a transparent, environmentally positive, ethical and socially responsible 
supply chain. 

Supported business means an economic operator whose main aim is the social and professional 
integration of disabled or disadvantaged persons, and where at least 30% of the employees of the 
economic operator are disabled or disadvantaged persons. 

Supported employment programme means an employment programme operated by an economic 
operator, the main aim of which is the social and professional integration of disabled or 
disadvantaged persons, and where at least 30% of those engaged in the programme are disabled or 
disadvantaged persons. 

Sustainable Procurement A process whereby organisations meet their needs for goods, services, 
works and utilities in a way that achieves value for money on a whole life basis and generates 
benefits, not only for the organisation but also to society, the economy and the environment. 

Third-Party Expenditure is calculated based upon the total value of invoices paid per annum, 
excluding VAT, to all suppliers for the purchase of goods and services. It is defined as including goods 
– tangible products such as stationery, which are often also known as supplies. Services – provision 
of an intangible product such as refuse collection, elderly home care, whether carried out internally 
or externally. Works – including construction works and utilities – energy costs. It excludes employee 
costs, non-cash expenditure (e.g. depreciation), grants, trust payments and other non-controllable 
payments to other publicly funded bodies but should include spending on agency staff, capital 
expenditure and programme spend on commodities and services. 
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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.       

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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Summary

Oustanding Actions as at November 20

Not Yet 
Implemented 

Partial 
Implementation/In 

Progress
Completed in 

20/21 Total 
16/17 0 1 1 2
18/19 3 2 0 5
19/20 2 0 0 2

5 3 1 9

%age 56% 33% 11% 100%

Previous 
Quarter 
%age 20% 16% 64% 100%
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16-17 Actions Outstanding

Ref Background Recommendations Priority / New Priority Response Responsibility Current Status Timescale Update

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

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

High Accept Finance & Compliance 
Manager Partially implemented 31/12/2018 Missed                                                                 

Revised Timeline Jun 2021

Nov 20                                                                       
Project to roll out full use of PECOS across centres 
started in Jan/Feb 20 with training sessions held - 
work to roll this out continues on a more informal 
basis but has been delayed due to COVID19 
work/preparations

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

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

Medium Accept VP Finance & Corporate 
Services Completed Revised completion date of 31 March 20
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18-19 Audits

Area Ref Finding Recommendations 
Priority / 

New 
Priority

Response Responsibility Current Status Timescale Comments

Staff Performance Management 6

The staff performance review template form does not give
consideration to individuals' career aspirations and how the
organisation can support these aspirations. The College should
encourage internal progression where possible to retain skilled
and experienced staff.

A section be added to the template form to consider
career aspirations, opportunities for progression and
how the organisation can support these aspirations.  

3
We accept this recommendation and will
build this into the revised template in
CASCADE.

HR Manager and AP 
Quality and Org 

Development
Not implemented Sep-19

Nov 20                                                                        
As a priority 3 
recommendation this was 
never followed up and is not 
entirely agreed by ELT.  
Suggested that this be 
removed

Board Effectiveness (Review of HISA 
constitution)

2

If it hasn’t already done so, the Board should seek assurances
from UHI that Highlands and Islands Student Association
constitution and roles have been reviewed and will continue
to be reviewed by UHI.

The College Secretary to the Board stated that the 
constitution of the Highlands and Islands Student 
Association was approved by the boards of the UHI 
partner colleges (which included West Highland 
College’s Board) in the summer of 2015. The UHI are 
required to review the constitution at intervals of not 
less than five years. This review is therefore not yet 
due

3 College Scretary In progress  TBC via UHI/HISA

Nov 20                                                                        
As a priority 3 
recommendation this was 
never followed up and is not 
within WHC control to action.  
Suggested that this be 
removed

Assurance Review of Commercial Income 
Generation

1

The Cafés' income stream is the only one being set as a deficit.
In discussions with various managers and staff, it was found
that there are different ideals around the cafes and the College
needs to make a clear strategic decision about what it wants to 
get out of the cafes and to what level a deficit is considered
tolerable.

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

2 Agreed Director of Finance & 
Resources

In progress
01/03/2020            

Revised re: COVID 
to Aug 21

Nov 20                                       
Due to COVID19 all cafes are 
currently closed.  A full review 
of operations will be 
undertaken prior to reopening

Assurance Review of Commercial Income 
Generation

2

It was confirmed in discussions with the Finance Manager that
there is an absence of segregation of duties in some respects.
These specifically relate to banking where the staff member
banks monies received and also reconciles this on the bank
statement. Similarly, bank reconcilliations do not incorporate
a review process

Segregation of duties to be introduced in the banking 
and reconcilliation processes

2 Agreed Director of Finance & 
Resources

Not implemented
01/09/2019 

missed - Revised 
timeline Aug 21

Nov 20                                       
Due to COVID19 all cafes are 
currently closed.  A full review 
of operations will be 
undertaken prior to reopening

Assurance Review of Commercial Income 
Generation

3
Testing of sample of cash and till receipts identified issues 
where the cashing up process was not being undertaken 

correctly.

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

2 Agreed Finance & Compliance 
Manager

Not implemented
01/09/2019 

missed - Revised 
timeline Aug 21

Nov 20                                       
Due to COVID19 all cafes are 
currently closed.  A full review 
of operations will be 
undertaken prior to reopening
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19-20 Audits 

Area Ref Finding Recommendations 
Priority / 

New 
Priority

Response Responsibility Current Status Timescale Comments

Strategic and Financial Planning 1

The College has demonstrated an effective and robust strategic
planning approach through the evidence provided pertaining to
the planning of the Strategic Plan 2016-2021. However, the
approach has not been documented or formally defined. 

Strategic Planning Policy/ Framework be formally 
defined and documented. 3

The findings in the report state quite clearly that we have
an effective and robust approach to strategic and
financial planning which were clearly interlinked. In
addition, 11.21 states that staff are consulted and have
opportunities to feed into the process. Given this, it is
difficult to see how the production of a written framework
would add value to the current process. In the current
climate management feel that this is not a priority to be
implemented. Auditor Comment: It is agreed that
this is not a high priority, particularly within the
current climate, hence the priority 3 grading. It is
acknowledged that effective arrangements have
been in place but a clearly defined framework is
required to aid a consistent approach with the
ability to document lessons learned going forward

DF&R Not yet implemented Dec-20

Nov 20                Work not 
progressed due to COVID19         

Quality Enhancement 1

The several mechanisms in place to inform quality enhancement
and identify areas for improvement do present challenges in how
this is recorded and tracked. With so many sources of
information this has the potential to become unwieldly and
subsequently lose its value and use. 

A central log of feedback and improvements be
documented with consideration given to escalating only
those considered key.  

3

Agree that a central log of improvements would be
beneficial. High level actions are already contained
within the enhancement plan. However, feedback is
currently logged in relevant places. Teams are
responsible for in-year actioning and when there are
issues, these are escalated. A central log of all
feedback would be labour intensive and therefore
disagree that this would be beneficial. The college will
continue to use current methods eg surveys, annual
course evaluations, complaints, redbutton, class rep
meetings during course and college meetings and in
Quality Enhancement Dialogues (QEDs). The college
escalates anything key. Areas for improvement are
included within the college enhancement plan (if
appropriate) and monitor through relevant college
channels. 

Head of Quality and 
Registry

Not yet implemented Jun-21

Nov 20                Work not 
progressed due to COVID19         
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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit241120_03 
Subject Internal Audit Annual Report 19/20 

Purpose of paper 

To provide the committee with a summary of work undertaken 
during the period and to provide an audit opinion.  However, TIAA 
have been unable to provide a formal opinion for 19/20 due to the 
interruption caused by the pandemic.    

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

Describe the linkage: 
Click to enter text. 

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

Risk implications Yes TIAA were unable to complete the audit plan due to Covid19 
Date paper prepared 19/11/2020 
Date of meeting 24/11/2020 
Author Paula Lister 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

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

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

Yes 

* 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.       

 
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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Internal Audit Annual Report 

Introduction 

This is the 2019/20 Annual Report by TIAA on the internal control environment 
at College. The annual internal audit report summaries the outcomes of the 
reviews we have carried out on the organisation’s framework of governance, 
risk management and control. 

Limitations on our opinion arising from Covid-19  
The delivery of the internal audit work for 2019/20 has been impacted by the 
global Covid-19 pandemic which has taken hold during this accounting period. 
As a result, we were not able to undertake the reviews of Equalities, Student 
Registry and Staff Recruitment and Retention.  

As a result, we are not in a position to provide an Annual Opinion in line with 
Public Sector Internal Audit Standards/IIA – UK & Ireland Standards. An 
assessment of the outcomes from the work completed during the year suggest 
that West Highland College would be heading for a reasonable assurance 
opinion, however, we are not in a position to formally confirm this.   

The consequences of this unprecedented event are expected to continue into 
the new financial year and will continue to pose significant risks to all 
organisations. The impact of ongoing events on West Highland College’s 
control systems, financial sustainability or operational performance have not 
been assessed and our opinion takes no account of this. This report is 
designed to assist the Board in making its annual governance statement.  

HEAD OF INTERNAL AUDIT’S ANNUAL OPINION  

As a result of not having completed sufficient planned work due to the 
global Covid-19 pandemic, TIAA is not able to provide a Head of 
Internal Audit Annual Opinion.  

Internal Audit Planned Coverage and Output 
The 2019/20 Annual Audit Plan approved by the Audit Committee was for 21 
days of internal audit coverage in the year.  

The planned work that has been carried out against the plan and the status of 
work not completed is set out at Annex A. 

No extra work was carried out which was in addition that set out in the Annual 
Audit Plan. 

 

Assurance 
TIAA carried out two reviews, which were designed to ascertain the extent to 
which the internal controls in the system are adequate to ensure that activities 
and procedures are operating to achieve the College’s objectives. For each 
assurance review an assessment of the combined effectiveness of the 
controls in mitigating the key control risks was provided. Details of these are 
provided in Annex A and a summary is set out below. These figures include 
those areas where our inability to complete the work due to restrictions 
brought about by Covid-19 has resulted in an Indicative assurance 
assessment. 

Assurance Assessments Number of Reviews Previous Year 

Substantial Assurance 2 2 

Reasonable Assurance 0 1 

Limited Assurance 0 1 

No Assurance 0 0 

The areas on which the assurance assessments have been provided can only 
provide reasonable and not absolute assurance against misstatement or loss 
and their effectiveness is reduced if the internal audit recommendations made 
during the year have not been fully implemented. 
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We made the following total number of recommendations on our audit work 
carried out in 2019/20. The numbers in brackets relate to 2018/19 
recommendations 

Urgent Important Routine 

0 (1) 0 (6) 3 (9) 

 
Audit Summary 
Control weaknesses: There were no areas reviewed by internal audit where 
it was assessed that the effectiveness of some of the internal control 
arrangements provided ‘limited' or 'no assurance’.  

Recommendations Made: We have analysed our findings/recommendations 
by risk area and these are summarised below. 

Risk Area Urgent Important Routine 

Directed 0 0 2 

Compliance 0 0 1 

Operational 0 0 0 

Reputational 0 0 0 

Independence and Objectivity of Internal Audit 
There were no limitations or restrictions placed on the internal audit service 
which impaired either the independence or objectivity of the service provided. 

 

 

 

 

 

 

Performance and Quality Assurance 
The following Performance Targets were used to measure the performance of 
internal audit in delivering the Annual Plan. 

Performance Measure Target Attained 

Completion of Planned Audits 100% 50% 

Audits Completed in Time Allocation 100% 100% 

Final report issued within 10 working days of 
receipt of responses   95% 100% 

Compliance with Public Sector Internal Audit 
Standards 100% 100% 

Ongoing quality assurance work was carried out throughout the year and we 
continue to comply with ISO 9001:2015 standards. An independent external 
review was carried out of our compliance of the Public Sector Internal Audit 
Standards (PSIAS) in 2017 and in particular to meet the requirement of an 
independent 5 year review, the outcome confirmed full compliance with all the 
standards. Our work also complies with the IIA-UK Professional Standards.  

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

Date Report issued: 16th November 2020 
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Annexes 
Annex A 

Actual against planned Internal Audit Work 2019/20 

System Type Planned 
Days 

Actual 
Days Assurance Assessment Comments 

Strategic and Financial Planning Assurance 4 4 Substantial Final Report Issued 

Quality Enhancement Assurance 3 3 Substantial Final Report Issued 

Equalities Assurance 3 -  Cancelled upon request of WHC 

Staff Recruitment and Retention Assurance 4 -  Cancelled upon request of WHC 

Student Registry Assurance 4 -  Cancelled upon request of WHC 

Follow Up  1 1  Final Report Issued 

Annual Planning Management 0.5 0.5   

Annual Report Management 0.5 0.5   

Management, Planning & Audit Committee 
Reporting/Support Management 1 1   

 Total Days 21 10   
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West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit_241120_10 
Subject West Highland College UHI Risk Register – review  

Purpose of paper 

 
The attached risk register contains a summary of the WHC risk 
register, provided in a new format developed by Deryck Nutley.  
 
There current risk register has been assessed from a COVID19 
perspective, with the current risk register last approved by the 
Board in October 2020 
 
There are no further changes being proposed at this stage.  
 
Following the last Risk Training session for the Board in autumn 
of 2019, the Board have agreed piece of work to undertake a 
comprehensive review of our risk register, and to develop a risk 
assurance framework for the Board.  
  
This piece of work is currently in progress as part of the Internal 
Audit programme for 2020-21 with our internal auditor David 
Archibald, and is being undertaken in parallel with the Board 
effectiveness review.  
 
This comprehensive risk review will also link to strategic planning, 
and performance management in the college. Furthermore, the 
linkage with UHI common risks will also be reviewed in this 
context.  
  
The internal auditor will provide a report for Board’s approval for 
the December Board meeting, including: 
  

• Development of a Board assurance framework 
• A better linkage of the college’s risk register, strategic plan 

and KPIs, as well as mitigation reporting linked to 
performance management 

• A new introduction of ‘risk appetite’ rating into the risk 
register - to assess effective risk mitigation by the college 
against the Board’s stated risk appetite  

  
In this context, we will also review reporting and presentation of 
the current risk register.  
  
A separate paper is currently in preparation for the Board which 
will look across WHC and UHI risks alongside the Board 
discussions of strategic issues and key changes impacting on our 
operating environment, including SFC phase 2 consultation, UHI 
options appraisal, UHI change agenda etc.   
 
This will be in preparation of the Board’s review of risk and 
strategy at the forthcoming Strategy Day on 23 February 2021, 
and subsequent formal reviews and discussion of the revised risk 
register at the March 2021 committee and Board meetings.  
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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: 
See previous section for detail of linkage.  

Content sensitivity Normal 
Resource implications 
Give details if yes No            N/A 

Risk implications 

Yes  The Board needs to identify major risks which could impact 
detrimentally on its ability to deliver the college’s strategy; the 
college executive are responsible for identifying and managing 
mitigation to reduce identified risks to ensure the college achieves 
its strategic aims and performs effectively. 

Date paper prepared 20/11/2020 
Date of meeting 23/11/2020 
Author Lydia Rohmer, Principal and Chief Executive 
Equality Impact Assessment 
(EIA) 

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

Action requested 
(tick those that apply) 

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

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

Which other committees have been consulted? 
How else have you consulted? 
 
ELT and Internal Auditor 
Describe here 
 

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

Yes 

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

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

Describe 
1. 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 Risk Register  

Last Board Review 24/09/2020
Last Board 
Approval

24/09/2020
  

Next Board Review 30/03/2021

Each risk is rated, based on likelihood of the risk happening
(5 = frequent or very likely; 1 = infrequent or very unlikely) and its level of impact (5 = catastrophic; 1 = insignificant).
Ratings: RED - 20-25; AMBER: 12-19; GREEN: 11 and under
    

 Ref ID  
 Risk 

Status  
Category

 Link to WHC 
Strategy 2016 - 

2021  
 Risk Owner  Rating  RAG  

 Residual 
Risk Rating  

 RAG   Risk Description  Changed

WHC1 Active Financial SA1 Principal 20 20
Reduction of core grant funding from scottish government in 
context of economic impact of COVID19

March 2018

WHC2 Active Financial
People

Financial
Sustainability

Principal 25 20 Implications from introduction of national pay bargaining December 2018

WHC5 Active Financial
SA1 and 3;
Estates and 

Infrastructure 

Principal 
with FD

20 20
Failure to secure sufficient capital funding to provide necessary 
facilities for planned curriculum growth 

June 2019

WHC6 Active Financial

SA1 and 2;
Estates and 

Infrastructure;
Financial

Principal 
with FD

20 16
Failure to secure reliable ICT infra-structure for VC meetings and 
online course delivery

WHC7 Active Financial

SA1;
Estates and 

Infrastructure;
Financial

Sustainability

Principal  
with FD

20 20
Failure to realise planned Phase 2 student accommodation block 
at St Mary's (FW)

December 2018

WHC8 Active Financial
SA1; 

Financial 
Sustainability

ELT 12 12
Under-utilisation of Learning Centres due to COVID19 pandemic 
and move to increased volume of remote learning

WHC9 Active Financial
SA1 and 3;
Financial

Sustainability

Principal 
with VPAA

12 9
Overprovision of curriculum delivered to Schools which is double-
funded by Local Authority
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 West Highland College UHI Risk Register  

 Ref ID  
 Risk 

Status  
Category

 Link to WHC 
Strategy 2016 - 

2021  
 Risk Owner  Rating  RAG  

 Residual 
Risk Rating  

 RAG   Risk Description  Changed

WHC10 Active Financial
SA1

Financial
Sustainability

VPAA 12 12 Failure to meet planned student recruitment targets

WHC13 Active Financial
Financial

Sustainability
Principal 12 8 failure to effectively plan for business continuity

WHC14 Active Financial SA3 VPAA 16 16 Lack of business engagement

WHC15 Active Financial
SA2 

Financial 
Sustainability

VPAA 16 16
Lack of retention of students, specifically post-COVID due to 
change of delivery mode to predominantly remote blended 
delivery

WHC20 Active Financial
SA1-3

Financial
Sustainability

Principal 20 16 Removal of ESIF Funding (2014-2020) for FE/HE/Research

WHC21 Active Financial SA2 and 3 Principal 20 12
Removal of Centre for Recreation and Tourism Research (CRTR) 
EU Funding/Inability to access new EU funding

WHC22 Active Financial SA1 Principal 16 12 Loss of EU students

WHC24 Active Financial
SA2 and 3

People
Principal 12 12

Reduction of core grant funding from scottish government in 
context of economic impact of COVID19

WHC25 Active Financial
Financial 

Sustainability
Principal 
with FD

12 8
Failure to ensure robust governance arrangements for major 
ERDF contracts

New risk 
March 2020

WHC12 Active Governance
Financial

Sustainability
Principal 8 8 Failure to comply with legal obligations

WHC16 Active Governance SA1-3
College 

Secretary to 
Board 

12 9
Number of Board members with insufficient skills to provide 
necessary scrutiny

WHC17 Active Governance SA1-3

College 
Secretary to 

Board
Principal

12 9
Board members fail to exercise due diligence/independent 
scrutiny

March 2018
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 West Highland College UHI Risk Register  

 Ref ID  
 Risk 

Status  
Category

 Link to WHC 
Strategy 2016 - 

2021  
 Risk Owner  Rating  RAG  

 Residual 
Risk Rating  

 RAG   Risk Description  Changed

WHC18 Active Governance SA1-3

Chair
College 

Secretary to 
Board

12 9 Failure to comply with Code of Good Governance

WHC19 Active Governance SA1-3
Chair 

Principal 
16 16

Impact of UHI Strategic Review (Assembly Change Programme) 
and COVID19 related financial sustainability measures

January 2018

WHC4 Active Organisational

SA1, 2, 3 
People 

Finanical 
Sustainability

ELT 16 12
Failure to ensure effective and efficient staffing capacity, 
including succession planning for key senior leadership and 
management posts

26/06/2019

WHC11 Active Organisational

People
Estates and 

Infrastructure
Financial

ELT 12 8
Failure to fully implement key systems. (Finance, HR, ICT, 
Quality)

WHC23 Active Organisational People
Chair

Principal 
16 16 Loss of key staff

WHC26 Active Organisational
People 

Financial 
Sustainability

Principal 
with FD

15 15 Failure to plan for business continuity due to pandemic 
New risk 

March 2020
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  FJG Ver2 171016 

West Highland College UHI Cover Paper 
Committee/Group Name Audit Committee paper no:  

Audit_241110_09 
Subject Audit Committee: Annual Report to the Board 

Purpose of paper 

The Audit Committee is required to provide an annual report to 
the Board annually on its work over the previous academic 
session.  
 

This draft report:  
- Is based on a template recommended by the Head of UHI 

Audit.  
- is intended to give a brief overview of the Committee’s 

activities and  
- to give an assurance to the Board that it can have 

confidence in the audit arrangements at the College. 
 

Further amendments will be required to capture elements 
discussed at this meeting. 
 

The Committee is asked to review and approve the report, prior to 
its submission to the Board. 

- An amended version will be circulated to Committee 
Members and approved by the Convenor prior to 
submission to the Board. 

Strategic linkage  
Tick all that apply: 
1. Risk management ☒ 

This report forms part of the annual assurance cycle for the 
college  

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

Risk implications No       
Date paper prepared 16/11/2020 
Date of meeting 24/11/2020 
Author Katrina McGough 
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 

Which other committees have been consulted? 
How else have you consulted? 
N/A 

Status Confidential 
Freedom of Information No 
* If a paper should not be included within “open” business, please highlight below the reason. 

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

Describe 
1. Click or tap here to enter text. 
2. Until final version agreed for the Board 

 
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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