
WHC Finance & GP Committee
Tue 24 November 2020, 18:00 - 20:00

Online

Agenda

1. Meeting administration

1.1. Apologies

1.2. Declarations of Interest

1.3. Minutes of the meeting 8th September 2020

Decision TBC

Approve

 Draft Minutes Finance & GP Committee_080920.pdf (4 pages)

1.4. Matters arising

3.2 Hand Sanitiser: A COSHH assessment has been undertaken for each individual type of sanitiser and shows it can be stored
in our normal cleaning cupboards due to the volumes held being relatively low. 

1.5. Any other business

Note of items for discussion

2. Information, approval and awareness

2.1. Health and Safety report (1st Quarter)

Discussion 

To provide an update on Health and Safety matters

 FGP_241120_05_HandS.pdf (6 pages)

2.2. General Updates / Information

Information Paula Lister

To provide awareness of upcoming activities and emerging issues

 FGP_24112020_02_Updates.pdf (2 pages)

2.3. Policies

Decision 

Review of policies:
- No smoking
- Staff drug and alcohol
- Staff discipline
- Reserves

18:00 - 18:00
0 min

18:00 - 18:00
0 min



- Fee Waiver
- Student Support Funds
- Student Support Funds Policy Attendance
- Admissions

This provides the committee with oversight of minor or technical changes to existing policies, these changes are identified
within the paper.  
The full policies will be made available as background documents in:
AdminControl > Documents > Finance and General Purposes > 24 November 2020

Please advise the board secretary or convenor if you would like any aspect discussed within the meeting.

The Committee is asked to endorse these policies

 FGP_241120_01_Policies.pdf (1 pages)
 F&GP November 2020 Policies for Review.pdf (64 pages)

3. Key Business

3.1. CONFIDENTIAL Management Accounts for the period ending October 2020

Paula Lister

Paper to follow

3.2. Estates Update

Information 

Providing an update on estates matters

 FGP_241120_04_Estates.pdf (2 pages)

3.3. Insurance cover review

Decision Paula Lister

Recommendations to improve Insurance cover for the College in specific areas and mapping of cover against the summary risk
register.
Supporting policy documents are in Admin Control > Documents > Finance & General Purposes > November 2020

Approve areas and level of insurance cover.

 FGP_24112020_03_Insurance.pdf (7 pages)

Date of next meeting: 16 March 2021

18:00 - 18:00
0 min



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

Attendees
Board members

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

Meeting minutes

1. Meeting Administration

1.1. Apologies

No apologies received

1.2. Declaration of Interest

1.3. Minutes of the meeting 15 June 2020

Approved

Decision
Ross Lynn

1.4. Matters arising

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

1.5. Any other business

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

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

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

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

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

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

 FGP_08092020_04_Insurance cover.pdf

Decision
Paula Lister

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

3.1. Finance & General Purposes Committee - self-evaluation

Initial results have been provided.  

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

 FGP_08092020_09_Committee eval.pdf

Information
Katrina McGough

3.2. Health and Safety annual report 2019-20

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

The Committee queried the nature of sanitising stations, the quality of consumables and safe management of
chemicals.  The College has supplemented the previous wall mounted units with free standing stations, availability of
bottles in different areas and wipes.  The consumables meet or exceed the minimum 70% alcohol recommendation with
stock levels checked and expiry dates monitored.  These measures should be detailed within the specific risk
assessments that are checked by the external expert advisor.

Discussion
Lydia Rohmer
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Confirmation of safe storage for these volatile substances is requested.  

 FGP_08092020_08_H&S Report.pdf

3.3. General Updates / Information

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

 FGP_08092020_03_General updates.pdf

Information
Paula Lister

3.4. Health and Safety Policy annual review

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

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

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

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

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

 FGP_08092020_07_H&S Policy.pdf

Decision
Lydia Rohmer

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

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

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

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

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

The accounts were endorsed to the Board.

Decision
Paula Lister

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

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

Broadford - draft plans are under consideration by local team.

STEM Centre (next agenda item) provides the proposed framework for informing Board review next week.  There has
been no significant change as both national funding priorities and availability of funding are under review.  The project
should score highly around national priorities, particularly in light of the emphasis on regional and place based economic
development.  The position against the HIE Fort William 2040 project is also being discussed.  It was noted that the
review of the project business case by the Board is still very relevant so that up-to-date and relevant information is to

Information
Jackie Wright
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hand in readiness for future stakeholder engagement.

 FGP_08092020_02_Estates.pdf

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

 FGP_08092020_01_STEM_Confidential.pdf

Discussion
Jackie Wright

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

Endorsed to Board.

 FGP_08092020_05_Debt_Confidential.pdf

Paula Lister

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

Information
Derek Lewis

Date of next meeting: 24 November 2020
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: 

FGP_241120_05 
Subject Health and Safety Report – Qtr 1 2020/21 
Purpose of paper The report covers the various issues around health & safety 

including: 
• A summary of the recorded incidents since the last Board 

meeting 
• The RIDDOR Incident Rate graph per 12 month rolling 

period for work or course related injuries  
• Updates on progress of Health and Safety initiatives being 

undertaken by the College 
 
Summary of Recorded Incidents Since Last Meeting: 
 
Appendix 1 
Two incidents have been reported since the start of the  
Academic year. 
 
One of a medical nature which was RIDDOR reportable and 
another a Near Miss. 
 
Other reports via the SHE Assure System have been for  
Covid-19 related occurrences. These are generally incidents of 
self isolation and concerns regarding the display of Covid-19 
symptoms. 
 
A breakdown of all the above are contained within the  
appendices attached to this report. 
 
RIDDOR 12 Month Rolling Period Incident Graph: 
 
Appendix 2 
As expected due to the lack of practical activity being undertaken 
whilst under Covid-19 restrictions the RIDDOR incident graph 
shows a significant downward trend. 
 
The single RIDDOR reportable incident came at the end of a 12 
month period with no RIDDOR reportable incidents. The incident 
was a medical issue with the student and not as a result of  
college activity. 
With continued vigilance we hope this trend will continue. 
 

 

Updates 
 
Covid-19: 
The College continues to operate in a blended learning 
environment with the majority of study and teaching being 
delivered online. Support staff are also working mainly from  
home. Where required for operational reasons access is being 
granted on to College premises but is strictly controlled and 
managed. 
All activity has been risk assessed and appropriate mitigation 
measures are in place. 
Work is currently being undertaken to manage and make 
arrangements for Covid testing to enable students to journey 
home for the Christmas period. It is early days and logistically 
challenging but crucial for the well-being and safety of our 
students. 
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Appendix 3  
Covid-19 reporting. 
 
SHE Assure H & S Software: 
Through a collaborative agreement with academic partners the 
existing SHE Assure H & S Software System contract has been 
extended for a further 12 months to allow time for a new 
procurement exercise to be undertaken. Initial exploration of 
similar systems have indicated a high cost and more research 
needs to be undertaken to arrive at a cost effective and suitable 
solution. 
 
Workplace Driving 
Refresher training for our MiDAS assessors has taken place. 
Demand for training has reduced as most staff with a requirement 
to drive minibuses have been assessed. Re-assessment within 4 
years of the initial assessment will be arranged. New staff will be 
assessed as they join the College. 
 
Expert Health and Safety Advice 
It is hoped that with the relaxation of Covid-19 restrictions we will 
be able to continue our planned programme of Fire Risk 
Assessments that was suspended when the College went into 
lockdown. 

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

Describe the linkage: 
College duty under the Health and Safety at Work Act 1974 
(HASAWA) to protect the health, safety and welfare of their 
employees and other people who might be affected by their 
business.  

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

Risk implications Yes       
Date paper prepared 23/11/2020 
Date of meeting 24/11/2020 
Author Jane Ollerenshaw 

Equality Impact Assessment No  If no, explain why, if yes give details of impact 
assessment.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? 
 
Health and Safety Committee 

• Scheduled 6 weekly meeting 
College Management Group 

• Paper to be noted 
Status Non-confidential 
Freedom of Information Yes 
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Incident Reports Qtr 1 – 2020/21 
Ref: Date Designation Learning 

Centre 
Course Description and any action taken Classification HSE/UHI 

Notified 
1565 02/09/2020 Student Gairloch SLP Student was coming in to the museum foyer in order to come 

through to the college classroom for an induction meeting.  In 
the museum foyer there is a temporary metal barrier set up to 
facilitate a one way system for Covid 19 physical distancing.  
WHC SLP Support Worker was walking with student giving him 
support.  Student got his foot caught in the leg of the barrier.  
SLP worker was unable to stop him tripping but was able to 
prevent him falling heavily. 

Near Miss No 

1582 22/09/2020 Student Broadford Rural Skills Student (AR) did not respond to class engagement seeming to 
be chronically shy rather than ill. 
During activity the student seemed quiet but was definitely 
lucid and able to offer some simple interpretation on forest 
design. At this stage there were no medical concerns. 
On returning to the college most folk took a hot drink but AR 
did not, but he had taken his jacket and boots off. 
When back in the classroom AR was not completing 
paperwork and staring out of the window and not responding 
or engaging with the tutor. AR had displayed lack of 
engagement and had been 'distant' the previous week, and at 
this stage we were unsure the problem was behavioural or 
medical. 
Upon touching his shoulder and arm to get a response he did 
not respond but was sat upright staring into space, with no 
eye movement. His overall complexion was quite pale, and his 
lips had lost some colour. 
An ambulance was called, paramedics administered care and 
AR was taken by ambulance to hospital. 
 

Medical Yes 

 

Appendix 1 
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Nov-20 0.1382
Oct-20 0.1382
Sep-20 0.1382
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Appendix 2
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Coronavirus Overview

Date SHE Ref Designation
Usual Place of 
Work/Study

07.03.2020 100 Student Fort William Self Isolation
11.03.2020 103 Staff Fort William Self Isolation
12.03.2020 101 Student Fort William Self Isolation
13.03.2020 105 &106 Student Fort William Self Isolation
13.03.2021 104 Student Fort William Self Isolation
15.03.2020 113 Staff Fort William Self Isolation
15.03.2020 107 Staff Broadford/Portree Self Isolation
16.03.2020 108 Staff Auchtertyre Self Isolation
16.03.2020 109 Staff Fort William Self Isolation
16.03.2020 110 Staff Fort William Self Isolation
16.03.2020 111 Staff Fort William Self Isolation
16.03.2020 112 Student Fort William Self Isolation
16.03.2020 112 Student Fort William Self Isolation
16.03.2020 115 Staff Strontian Self Isolation
16.03.2020 114 Staff Fort William Self Isolation
16.03.2020 116 Student Fort William Self Isolation
17.03.2020 117 Student Fort William Self Isolation
17.03.2020 118 & 122 Staff Ullapool Self Isolation
16.03.2020 119 Staff Gairloch Self Isolation
17.03.2020 120 Staff Ullapool Self Isolation
13.03.2020 121 Staff Portree Self Isolation
17.03.2020 123 Staff Fort William Self Isolation
17.03.2020 124 Staff Auchtertyre Self Isolation
18.03.2020 125 Staff x 2 Fort William Self Isolation
17.03.2020 126 Student Broadford Self Isolation
19.03.2020 127 Staff Fort William Self Isolation
19.03.2020 128 & 132 Staff Fort William Self Isolation
24.03.2020 129 Staff Fort William Self Isolation
24.03.2020 130 Staff Fort William Self Isolation
23.03.2020 131 Staff Fort William Self Isolation
06.04.2020 133 Staff Fort William Self Isolation
12.05.2020 134 Staff Auchtertyre Self Isolation
31.08.2020 136 Staff x 2 & Student Fort William Left building - sibling seeking test - result 

negative
10.09.2020 137 Staff Glasgow based Symptoms - seeking test - result negative
13.09.2010 1575 Student Fort William Self Isolation - entered Scotland from 

Netherlands - not symptomatic
13.09.2020 1573 Student Fort William Self Isolation - entered Scotland from Latvia - 

not symptomatic
14.09.2020 138 Student Mallaig Symptoms - seeking test - result negative
14.09.2020 1576 Student Fort William Entered Scotland from Spain and didn't self-

isolate - not symptomatic and has been 
instructed to do so

21.09.2020 139 Staff Fort William Self Isolation
22.09.2020 140 Staff Ullapool Self Isolation - symptoms - seeking test

Appendix 3
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22.09.2020 1574 Student Fort William Suspected symptoms - self isolating - 
instructed to get test

18.09.2020 141 Staff Gairloch Self isolation - pupil in school tested positive

28.09.2020 143 Student Fort William Student reported sick with mild Covid 
symptoms - tested negative

28.09.2020 144 Student Fort William Symptomatic student has had a test which 
has come back positive - self isolating with 
other residents who share space

21.10.2020 147 Student Broadford Identified as close contact with a person who 
has tested positive, self-isolating until 28th 
Oct

27.10.2020 148 Staff Portree Instructor based in Portree, has Covid 19 
symptoms. There are no test facilities in the 
area within the timeframe for testing 
unfortunately so she has been advised to self 
isolate for 7 days. She has not been on 
campus since early October so there is no 
risk to others.

27.10.2020 1605 Staff Fort William Lecturer has chosen to self isolate as was 
located in office next to individual who's wife 
tested positive but the individual had tested 
negative

27.10.2020 1606 Staff Fort William Report of events regarding wife of tenant 
whop occupied office on campus who has 
tested positive for Covid-19

09.11.2020 149 Student Fort William Student reported sick giving Covid symptoms 
as reason. Asked to seek test. This is the 
second time this student has reported such

12.11.2020 152 Staff Home Staff member reported experiencing Covid 
symptoms - Is getting a test today
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no:  

FGP_241120_02 
Subject Committee Updates 

Purpose of paper To provide the committee with updates on other appropriate work 
taking place  

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 21/11/2020 
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 

FINANCE & GENERAL PURPOSES 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. 

 

Capital Funding 20/21 

A plan for how the College will spend it’s SFC capital funding allocation will shortly be available once 
the schedule of works and associated costings are finalised. 

 

Future Systems Development 

A few Academic Partners have expressed an interest in looking to use the ‘invoicing’ element within 
the SITS system for Student Invoicing.  This move would save staff time in producing separate 
invoices in the current finance system SAGE but would require a monthly reconciliation process to 
be adopted to ensure accuracy. 

 

Paula Lister 

Director of Finance & Resources 

21/11/2020 
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West Highland College UHI Cover Paper 
Committee/Group Name Finance and General Purpose Committee paper no: FGP 

241120_01  
Subject Policy updates 

Purpose of paper 

The Committee is asked to note the review of the specified policies for 
currency and sufficiency and the recommended changes identified. 
The Committee is asked to endorse these policies. 
Specific changes are listed on the cover sheet of each policy 
Policies due for review 

• No Smoking:  Updated job title and links 
• Staff Drug and Alcohol:  Updated job titles and references plus 

Curriculum Area Leads have been added under Responsibilities 
• Staff Discipline: Updated job titles and references plus section 

1.0 reworded to emphasise fairness and consistency in the 
treatment of staff 

• Reserves Policy: No changes required 
The next review date for the above policies would be scheduled for 
November 2023. 
 
Policies requiring minor updates 
No change to policy but updates to links and timings to maintain 
alignment with national documents and processes.   

• Fee Waiver Policy 
• Student Support Funds Policy 
• Student Support funds Policy Attendance   
• Admissions Policy 

Student Support Funds Procedures now separate from the Policy 
document 

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 Further explain risk implications 
Date paper prepared 09/11/2020 
Date of meeting 24/11/2020 
Author Flo Miller 

Equality Impact Assessment Yes  If no, explain why, if yes give details of impact 
assessment.Click or tap here to enter text.     

Action requested 
(tick those that apply) 

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

Consultation has been carried 
out with 

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

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

 

13/86



No Smoking Policy 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

Charity number: SC024193 
No-Smoking-Policy.docx 

Page 1 of 6 
Version: 2.1 October 2020 (VF) 

 

 

 

 
 
 
 

No Smoking Policy 
 
 

ELT manager Principal and Chief Executive 

Responsible officer Head of HR & Organisational Development 

Date first approved by BoM 18 December 2014 

Review Date October 2020 

Date review approved by BoM  

Next Review Date October 2023 

Equality impact assessment  
Further information (where 
relevant)  

 
 

Reviewer Date Review Action/Impact BoM 
V Ferguson 9.10.20 3.0 added hyperlink 

4.0 deleted word Policy 
6.0 changed HR Manager to Head of HR and 
Organisational Development 
Reference to EIA 
8.0 added Dignity at Work Policy 
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No Smoking Policy 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

Charity number: SC024193 
No-Smoking-Policy.docx 

Page 2 of 6 
Version: 2.1 October 2020 (VF) 

 

 

Contents 
1.0 Purpose .............................................................................................................................. 3 

2.0 Scope ................................................................................................................................. 3 

3.0 Smoking Facts (from Clearing the Air Scotland) ............................................................... 3 

4.0 Key Principles .................................................................................................................... 3 

5.0 Compliance ........................................................................................................................ 4 

6.0 Responsibilities .................................................................................................................. 4 

7.0 Support for smokers wishing to stop smoking ................................................................... 5 

8.0    Related Policies ................................................................................................................. 5 

9.0     Relevant Legislation .......................................................................................................... 5 

10.0   Further guidance ............................................................................................................... 5 

Appendix 1 - Smoking Locations at WHC Learning Centres .................................................. 6 
 

15/86



No Smoking Policy 
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website. 

Charity number: SC024193 
No-Smoking-Policy.docx 

Page 3 of 6 
Version: 2.1 October 2020 (VF) 

 

 

1.0 Purpose 

West Highland College UHI is committed to promoting healthy working lives and recognises 
its responsibilities and duty of care under the Health and Safety at Work etc. Act 1974 and 
accompanying legislation, to protect the significant risk to health of non-smoking employees, 
students, visitors, contractors or others who visit College premises from the effects of 
passive smoking. 

 
The purpose of this policy is to ensure that the College complies with current smoking 
legislation and prohibits smoking in certain areas within and around College premises. It also 
aims to provide guidance and information to assist staff and students with giving up smoking. 

 
2.0 Scope 

This policy will apply to all College staff, students, visitors, contractors or others who may be 
undertaking activities on behalf of the College. This policy applies to all College premises 
and grounds. This policy applies to all College vehicles whether they are owned or leased, 
and private vehicles being used on College business. 

 
Electronic cigarettes (vaporisers) - The use of electronic cigarettes is to be regarded in the 
same way as tobacco i.e. they are prohibited in College buildings, at entrances to buildings, 
near to windows, on all common paths and in vehicles used during College business. 

 
Passive Smoking - Passive smoking is breathing in someone else's tobacco smoke (passive 
smoking or second hand smoking), whether it is smoke from burning tobacco, or smoke 
which is exhaled by smokers. 

 
 
3.0 Smoking Facts (from Clearing the Air Scotland) 

 
http://www.clearingtheairscotland.com 

 
4.0 Key Principles 

4.1      Smoking is prohibited in all College buildings, at the entrances to 
buildings, near windows, on all common pathways and in vehicles used 
during College business. For the avoidance of doubt this also applies to 
personal vehicles when used on College business. 

4.2      Signs are displayed throughout buildings, at entrances to buildings and 
in College vehicles making it clear that smoking is prohibited in these 
areas. In particular smoking is strictly prohibited near hazardous areas 
such as near biomass boilers or where hazardous substances are 
stored. 
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4.3      Smoking is only permitted in designated smoking areas where they are 
available. If any person requires assistance to access a smoking area then a 
reasonable adjustment will be discussed in consultation with the individual. 

 
4.4      Staff who wish to smoke during the working day may do so during normal 

work breaks, in accordance with local arrangements. 
 

4.5      No discarded cigarette ends/smoking-related litter should be left in the 
designated smoking areas except in bins provided/ for this purpose/where 
they exist. 

 
5.0 Compliance 

It is expected that all staff and students will comply with this policy. Any infringement of 
these rules may result in disciplinary action being taken against them. 

 
In the event of a breach of the policy by a visitor they should be asked to extinguish all 
smoking materials and be informed of the availability of external smoking areas, in 
accordance with local arrangements. If they continue to smoke, the matter should be 
referred to the appropriate manager/lecturer. Visitors will be asked to stop smoking and if 
they refuse to comply with this policy will be asked to leave the college premises. 

 
6.0 Responsibilities 

The organisational structure for the implementation and management of the College's 
statutory health and safety duties is described in detail in the Health and Safety Policy. 

 
General duties to protecting the health of non-smokers remain the same, but additional or 
specific duties relating to this policy are detailed below 

 
It is the responsibility of the Head of HR and Organisational Development to: 

 
• Review and update this policy. 
• Advise and support managers on disciplinary proceedings if required. 
• Ensure an EIA is carried out on this policy. 

 
It is the responsibility of the Estates & Facilities Manager to: 

 
• Ensure that the College complies with the smoke-free (signs) 

Regulations; 
• Designate external areas as smoke free or smoking shelters 
• Provide advice and guidance on the policy and any health and safety 

issues that might arise. 
 
It is the responsibility of All Managers/Curriculum Staff to: 

 
• Bring this policy to the attention of staff and students at induction. 
• Ensure that staff/students adhere to the policy by bringing to their 

attention when they are in breach of it. 
• Instigate disciplinary action if appropriate when they are in breach of this 

policy. 
• Support staff/students who wish to give up smoking. 
• Bring this policy to the attention of any visitors or contractors they engage 

with. 
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It is the responsibility of All College Staff/Students to: 
 

• Comply with this policy. 
• Bring this policy to the attention of visitors to the College and 

contractors carrying out College undertakings. 
• Speak to visitors, contractors or students who are in breach of this 

policy and encourage them to smoke away from entrances and 
common footpaths. 

 
7.0 Support for smokers wishing to stop smoking 

The College is committed to staff and student health and wellbeing and will proactively 
promote to staff and students healthy living initiatives. 

 
In particular the College promotes and supports 'No Smoking Day' in Scotland and Smoke 
Free Highland (smokefreehighland.co.uk): 

 
The College is open to promoting any campaign which supports smokers wishing to stop 
smoking in addition to the ones mentioned above 

 
No smoking materials of any description will be sold on College premises. 

 
Information to support smokers wishing to stop can be found at 
http://www.nhs.uk/smokefree or at https://www.nhsinform.scot/ 

 
8.0    Related Policies 

• Health and Safety Policy 
• Student Disciplinary Policy 
• Staff Disciplinary Policy and Procedure 
• Equality and Diversity Policy 
• Dignity at Work Policy 

 
9.0     Relevant Legislation 

• Health and Safety at Work etc. Act 1974 
• Smoking Health and Social Care (Scotland) Act 2005 
• The Prohibition of Smoking in Certain Premises (Scotland) Regulations 

2006 
 
 
10.0   Further guidance 

Further advice and guidance on any aspect of this policy can be obtained from the HR 
Department. 
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Appendix 1 - Smoking Locations at WHC Learning Centres 
 

College Centre Smoking Location Shelter available 
yes/no 

Fort William In the smoking shelter which is located to 
the right of the main College entrance 
behind the An Cala building 

Yes 

Portree At the end of the building outside the 
construction wing 

No HR 

Auchtertyre On the patio to the rear of the main 
building 

No 

Broadford In the car park at the end of the building No 

Kinlochleven No smoking site Not applicable 

Gairloch No smoking site Not applicable 

Strontian School campus – no smoking site Not applicable 

Ullapool No designated smoking area Not applicable 

Kilchoan No designated smoking area Not applicable 

Mallaig No designated smoking area Not applicable 
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1  Purpose  
  
The College is required so far as is reasonably practicable under the Health and Safety at 
Work Act 1974 to ensure the health, safety of its staff, students and others affected by its 
activities.  The purpose of this policy document is to provide a framework within which issues 
relating to the inappropriate use of drugs or alcohol will be managed, and specifically to:  
  

• promote awareness of, and prevent difficulties associated with, the inappropriate use 
of drugs or alcohol; and  

  
• safeguard staff, students, and visitors from the potential hazards of the inappropriate 

use of drugs or alcohol.  
  
  
2  Scope  
  
This document outlines the policy which will be followed in respect of the inappropriate use  
of drugs or alcohol relating to all staff whilst on College premises and/or where College 
activities are taking place.  The key elements of this policy are set out below.  Further 
detailed advice and information can be found in the appendices or may be accessed by 
contacting the HR Department.  
  
This policy applies to all staff of West Highland College UHI, contractors, casuals, volunteers 
and agency workers.  
  
  
3  Definitions  
  
The inappropriate use of drugs or alcohol is defined as the use of alcohol, drugs (both 
prescribed and illegal) and/or any other substances likely to affect performance or behaviour 
adversely.  
  
A drug or alcohol problem is defined as any drug taking or drinking, either intermittent or 
continual, which definitely and repeatedly interferes with a person’s health and social 
functioning and/or work capability or conduct.  Any member of staff who suspects, or knows, 
that they have a drug or alcohol related problem, is encouraged to seek help and treatment 
at an early stage, either through the enclosed procedures, or through resources of their own 
choosing.  
  
  
4  Policy  
  
West Highland College UHI has an obligation to all its customers, be they students, 
businesses or suppliers, to provide the best and most efficient service it can.  It is recognised 
that the inappropriate use of drugs or alcohol may have a serious detrimental effect on a 
member of staff’s ability to carry out their job and therefore affect the quality of service 
provided.  
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The College recognises that drug and alcohol related problems may lead to increased risks 
to a person’s health, safety and welfare.  Consequently, it recognises that drug and alcohol 
use are primarily health issues requiring positive support.   
  
All staff and students should reasonably expect to work or learn in an environment that is 
free from the potential hazards and effects of people whose performance may be impaired 
through the inappropriate use of drugs or alcohol.  
  
Drug and alcohol issues within West Highland College UHI will normally be dealt with 
through the provision of positive support and practical assistance.  It should, however, be 
recognised that the nature of the College business is such that incidents relating to 
inappropriate use of drugs or alcohol whilst within College will normally be treated as a 
disciplinary issue, and potentially as gross misconduct.  
  
The undernoted guidelines provide a policy framework within which drug and alcohol issues 
will be managed.  Additional information in respect of drug and alcohol issues is detailed 
within the Staff Drug and Alcohol Procedure, and the appendices which accompany this 
policy document.  
  
 4.1  Alcohol consumption during working hours  
  

All staff have a responsibility to maintain a professional standard of service, whilst 
also ensuring that the College provides a safe and satisfactory learning environment. 
As such, the following policy has been agreed in respect of the consumption of 
alcohol during normal working hours.  

  
Staff are required to refrain from alcohol during working hours, including meal breaks.  
Furthermore, the use of illegal drugs is not permitted at any time.  
 
Alcohol during Work-Related Social Events 
Work-related functions and events where attendance is on behalf of the college are 
seen as an extension of the workplace and therefore must be sanctioned by the 
college Executive Leadership Team.  The College recognises that alcohol may be 
consumed at such events but nevertheless expects staff to behave 
responsibly.  Employees should consume alcohol only in moderation at work-related 
social events and must be fit for work when conducting duties and are always 
expected to maintain and be responsible for their own standards of behaviour.  

  
 4.2  Guidance relating to the use of prescribed or over the counter medicine  
  

Many common problems stemming from the inappropriate use of drugs relate to 
prescribed or over the counter medicines and specifically to the side effects of many 
common medical drugs.  

  
Where side effects of this type are known, anticipated or experienced, appropriate 
guidance should be sought from a doctor or pharmacist, and availability of any 
alternatives considered. If alternative remedies are not available, it may be appropriate 
to undertake work of a non-hazardous nature, or to be absent from work, until treatment 
is completed.  

  

23/86



Staff Drug and Alcohol Policy  
WHC reserves the right to amend this policy at its discretion. The most up-to-date version can be downloaded from our website.  
  

Charity number: SC024193  Page 5 of 6     
Staff-Drug-and-Alcohol-Policy.docx    Version 3 October 2020  

Prescribed or over-the-counter medication may lead to problems of inappropriate use, 
including dependency. Problems of this type will be dealt with in line with the procedure 
outlined below.  

  
 4.3  Guidance for Staff with a Drug or Alcohol Problem  
  

Information and advice on the recognition and identification of potential drug or alcohol 
problems is included in the enclosed appendices. Information and advice on drug and 
alcohol support is also available on a confidential basis by contacting the Human 
Resources Manager/Officer.  
Where a member of staff feels that they may have a drug or alcohol problem, including 
but not exclusively dependency, they are encouraged to seek appropriate professional 
assistance at the earliest possible instance.  

  
  
5. Unreported Drug or Alcohol Issues  
  
If an unreported drug or alcohol problem affects an individual’s ability to perform their duties 
or poses a risk to health and safety, the College will deem this to be a serious disciplinary 
situation.  
  
Where a member of staff is found to be under the influence of drugs or alcohol whilst within 
the College, the matter will be regarded as an issue of gross misconduct warranting action 
through the staff disciplinary procedures.  
  
  
6. Conclusion  
  
This policy statement, and the related procedure and appendix information, are designed to 
ensure that the arrangements for dealing with drug and alcohol related problems are carried 
out in a realistic, responsible, caring and supportive way, relative to the full range of 
responsibilities faced by the College as a supportive employer and service provider.  It 
should be recognised that there is a difficult balance to be struck between the various health 
and social responsibility issues involved, and performance, discipline and health and safety 
considerations.  
  
West Highland College UHI has a demonstrable commitment to the care and support of all 
staff and will ensure that all staff with Line Management responsibilities receive training and 
guidance in order to provide effective support to their staff.  The College will ensure that 
funds are available to promote awareness of drug and alcohol issues and to set up and 
maintain appropriate support plans for individuals as necessary.  This policy document, 
together with the accompanying procedures and appendices, will be reviewed as necessary 
over time, to meet developing College needs.  
  
  
7. Responsibilities  
  
The Executive Leadership Team - is responsible for ensuring that this policy is fully 
implemented throughout the College.  
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The College Management Team, all Managers and Curriculum Area Leads and Course 
Leaders - have a duty to ensure that the College's policies including this policy are 
implemented within their sphere of activities and responsibility.   
 
Head of HR & Organisational Development – It is the responsibility of Head of HR & 
Organisational Development to review and update this policy.    
  
All Staff - are responsible for adhering to this policy.  
  
8. Related Policies  
  

• Staff Drug and Alcohol Procedure and Appendices. 
• Health and Safety Policy 
• Staff Discipline Policy 
• Driving at Work Policy 
• Sickness and Absence Policy 

  
    
9. Review   
  
This policy will be reviewed every 3 years or when circumstances change any part of it.  
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1.0  Purpose  
  

West Highland College UHI recognises that it is the responsibility of all staff to 
ensure that acceptable levels of attendance, conduct, behaviour and performance 
are maintained at all times and to resolve any issues before reaching a formal 
stage. In doing so the disciplinary policy ensures that the College promote orderly 
employment relations as well as ensuring fairness and consistency in the treatment 
of staff.   
 
The purpose of this policy and the related disciplinary procedures is to: 
 
•      address situations where the conduct or behaviour of a staff member falls   

                 below acceptable standards;   
  

• provide a framework within which the resolution of disciplinary issues can be 
undertaken in a way which is designed to promote fairness in relation to the 
treatment of all staff;  

 
• ensure that disciplinary issues are resolved as quickly as possible; 

  
• identify those staff responsible for contributing to the effective development 

and maintenance of College discipline; and  
  

• assist in the maintenance of order and the effective operation of the College.  
  
  

2.0  Scope  
  

This policy defines the framework within which disciplinary issues will be handled and 
resolved for all staff.   

  
The discipline policy has been agreed following consultation with the college staff 
consultative group and will not be amended without further consultation taking place. 
The policy and procedure documents are statements of intent and are not intended to 
be contractually binding.  

  
  

3.0  Policy Statement  
  

The College seeks to ensure that any shortcomings in conduct will be dealt with fairly.  
  

Individuals whose conduct is unsatisfactory will normally, in the first instance, be 
encouraged to improve, and supported in that process.  

  
Individuals whose capability in undertaking the duties of their post is considered to be 
below requirements will normally be offered appropriate support and/or development 
opportunities to facilitate the required improvement in performance.  

  
Where formal disciplinary action is initiated the matter will be dealt with in accordance 
with agreed procedures.  
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In instances where:  

  
• an investigation is being undertaken;  

  
• an investigation results in no action being taken; or  

  
• a hearing determines that allegations are unsubstantiated;  

  
the member of staff will not be subject to any detriment in treatment or status.  

 

4.0  Linked Discipline and Grievance Issues  
  

Where a grievance is raised by a member of staff in relation to disciplinary issues under 
investigation these may be considered through a joint disciplinary/grievance hearing 
process. In these circumstances the discipline and grievance procedures to be 
followed will be that considered most appropriate within the circumstances to allow a 
full and open hearing of all relevant points.  
  

5.0  Responsibilities  
  
All staff - have a formal responsibility to adhere to the requirements and guidelines of 
College policies, procedures, standards of service quality and recognised professional 
and behavioural standards.  
  
The Executive Leadership Team and College Management Group - is responsible for 
approving and leading the implementation of this policy.    
  
Head of HR & Organisational Development – is responsible for ensuring the proper 
application of the terms of this policy and procedure.  This shall include the provision 
of relevant training and guidance to those investigating disciplinary allegations and to 
those conducting disciplinary hearings.  
  
The HR Department – is responsible for the administration and co-ordination of 
disciplinary hearings and appeal hearings.  They will also provide advice and support 
as appropriate during investigations and hearings.    
  
All Managers, Curriculum Area Leads and Course Leaders - have a duty to ensure the 
development and maintenance of effective discipline in relation to all staffing matters 
within their area of responsibility.  
  
The Investigating Officer – (the manager conducting an investigation), is responsible 
for ensuring and adequate and timely investigation into the matter.  The Investigating 
Officer shall not have any function at any future disciplinary hearing other than 
presenting the facts of the investigation to that hearing.    
  
Hearing Officers - Formal disciplinary hearings will be conducted by senior manager. 
Disciplinary hearings which may result in the termination of employment will be  
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conducted by a member of the Executive Leadership Team.  Disciplinary appeals will 
be heard by the Principal or appointed deputy in their absence.  
  
The member of staff – who is the subject of an investigation, has a responsibility to 
cooperate during the investigation and to comply with the terms of this policy and 
procedure.  
  

6.0    Related Policies 
• Staff Discipline Procedures and Appendices.  
• Equality, Diversity, and Inclusivity Policy   
• Dignity at Work Policy 
• Staff Grievance Policy and Procedure 

7.0  Review  
  

This policy will be reviewed every 3 years, or sooner if necessary.  
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Reserves policy 
 

1. Purpose 
 

West Highland College UHI reserve policy is to ensure sufficient level of 
reserves is maintained to enable normal operating activities to be continued over 
a period of up to 3 months should a shortfall in income occur and to take account 
of potential risks and contingencies that may arise from time to time.  

 
2. Policy 

 
WHC aims to hold the equivalent of approximately 3 months operating costs in its 
unrestricted reserves.   
 

3. Responsibility 
 

The Finance and General Purposes Committee is required to satisfy itself 
that the amount the Reserves Policy is sufficient in order to demonstrate 
transparency, accountability and sound financial management and make a 
recommendation to the Board for endorsement.   

 
The Executive Leadership Team has the executive responsibility to develop and 
monitor budgets which ensure the policy is met.  
 

4. Review 
 
   The policy should be reviewed and endorsed by the Board annually. 
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For all our up-to-date policies, please visit our website. 
 
 

 
Accessible versions of this policy are available upon request. 
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Policy Summary 
 

 

Overview 
This policy is required to set out a regional approach to Further Education 
Fee Waivers for West Highland College and all academic partners in the 

University of the Highlands and Islands. 

 

Purpose 
The policy will provide a framework for a consistent and coherent 

methodology for the awarding of Scottish Funding Council and 
discretionary fee waivers for further education courses. 

 
Scope 

This policy applies to all academic partners who run further education 
courses. 

 
 
 

Consultation 

This policy was developed by a Policy Ownership Group, made up of 
practitioners from across the University of the Highlands and Islands 

network. Endorsement was received from the Finance Directors 
Practitioner Group and Partnership Council, before the policy went through 

local consultation and approval by College Boards of Management. 

 
Implementation and 

Monitoring 

Academic partners will be responsible for implementing and monitoring 
the policy.  Analysis will be carried out of the policy’s impact by staff from 

the Vice-Principal for Further Education’s office. 

 
 

Risk Implications 

The policy reduces risk for the University and academic partners by 
creating a streamlined process and a community of practice for staff. 

Students will also benefit from a consistent approach across all partners. 

Link with Strategy  

 

Impact Assessment 
Equality Impact Assessment: Assessed – No further action to be taken. 

 Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1 This document sets out the policy for the awarding of Further Education fee waivers in West 
Highland College, University of the Highlands and Islands. This policy refers to Scottish Funding 
Council policy and guidelines on fee waivers, which is reviewed annually. A position is also set out for 
the awarding of discretionary fee waivers from a College’s individual budget. 

2. Definitions 
2.1 Scottish Funding Council (“SFC”) - SFC is the national, strategic body that is responsible for 
funding teaching and learning provision, research and other activities in Scotland's colleges and 
universities. SFC gives funding to colleges and universities with guidance on how the funds should be 
distributed to students. 

3. Purpose 
3.1 This policy sets outs a robust and transparent framework for the awarding Further Education 
course fee waivers at the College. 

3.2 The policy will create an equality of experience for students across the partnership, whilst 
allowing individual colleges the flexibility to respond to local needs. 

3.3 SFC Funded Fee Waivers 
The core of this policy is based on the SFC Guidance on Fee Waiver Grant Policy and any associated 
annexes and appendices. The current SFC Guidance can be accessed here. The majority of fee 
waivers will be funded by SFC. 

3.4 Discretionary Fee Waivers 
Students attending the University of the Highlands and Islands will have a parity of experience 
through the use of SFC Fee Waivers. Under exceptional circumstances and subject to individual 
budgets, colleges have the power to award discretionary fee waivers. 

3.4.1 Categories of Discretionary Fee Waivers include but are not limited to: 
- Staff development, where a course is an essential part of an approved staff development 

plan 
- Additional academic requirements, where the College stipulates compulsory completion of 

an additional qualification as part of the main course 
- Exceptional requirements, where College Senior Management identify a significant local 

benefit to use of Discretionary Fee Waivers 

3.4.2 Colleges should endeavour to create parity of experiences for students across the region 
through their use of discretionary fee waivers. 

3.4.3 Due consideration should be given to the impact of discretionary fee waiver usage on other 
colleges in the University of the Highlands and Islands partnership. 

4. Scope 
4.1 This Policy applies to all applicants for further education courses (full-time and part-time), 
except for the courses set out in Section 5 below. 

4.2 Applicants for higher education courses should refer to the Higher Education Fees Policy. 
Higher education courses are normally Level 7 and above on the SCQF Framework. 

5. Exceptions 
5.1 Courses outwith the scope of this policy are: 
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- All leisure courses 
- All commercial courses 
- SVQ courses 

5.2 Please refer to the accompanying Fee Waiver Procedures for further information and an 
eligibility flowchart. 

6. Notification 
6.1 Staff engaging with Fee Waivers should be familiar with this policy and all relevant SFC 
policies. 

6.2 Annual changes to SFC policies will be cascaded to staff by line managers and hyperlinks in 
the policy updated to reflect the most recent guidance. 

6.3 Any changes in SFC policy or national legislation will be reflected in this policy. 

6.4 The policy will be publicly available on the College’s website, along with other current 
policies. 

7. Roles and Responsibilities 
7.1 The College’s most senior Financial Officer has overall responsibility for the implementation 
of this policy and the management of Fee Waivers, including the approval of Discretionary Fee 
Waivers. 

7.2 Staff administering Fee Waivers are responsible for ensuring up-to-date SFC guidance is 
followed. 

7.3 Awarding of Discretionary Fee Waivers will be recorded and reported on annually to the 
Finance Directors Practitioner Group. 

8. Legislative Framework 
Further and Higher Education (Scotland) Act 2005 

 

Equality Act 2010 
 

Scottish Government: Costs of Learning Student Funding Guide 

9. Related Policies, Procedures, Guidelines and Other Resources 
9.1 This policy should be read in conjunction with SFC Fee Waiver policies and guidance. The up- 
to-date information can be accessed here. 

9.2 University of the Highlands and Islands Further Education Fee Waiver Procedures 

9.3 University of the Highlands and Islands Further Education Student Funding Support Policy 

9.4 WHC UHI Access and Inclusion Strategy 

10. Version Control and Change History 
 

Version Date Approved by Amendment(s) Author 
0 02112020  3.3 & 9.1 – 9.4 links updated  
1     
2     
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Accessible versions of this policy are available upon request. Please contact the Governance and 
Policy Officer on 01463 279000. 
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Policy Summary 
 

 
 
 
 
 
 

Overview 

 
The University of the Highlands and Islands operates a fair and open 
admissions process committed to equality of opportunity and non- 
discrimination. All applications are considered on merit and on the basis of 
ability to achieve, without discrimination on grounds of age, disability, 
gender identity, pregnancy and maternity status, race, religion and/or 
belief, sex, sexual orientation or socio-economic background. The 
university welcomes applications from all prospective students, including 
those with care experience or who act as carers, and aims to provide 
appropriate services to students with learning support needs or disabilities. 

 
 
 

Purpose 

 
To provide applicants, staff and university stakeholders guidance on how 
admissions to higher education programmes at the University of the 
Highlands and Islands operates, the admissions process, and 
responsibilities for ensuring fair and open admissions processes. 

 
 
 

Scope 

 
This policy covers all admissions to undergraduate and taught 
postgraduate higher education programmes (ie SCQF levels 7 to 11), from 
UK/EU and non-EU applicants, and is applied across the university 
partnership. 

 

 
Consultation 

 
Academic Council, admissions review group, contextualised admissions 
working group and the admissions practitioner group (ASG) 

 
Implementation and 

Monitoring 

Admissions staff, academic decision makers, academic partner senior 
managers and joint faculty executive will be responsible for implementing 
and monitoring this policy. 

 
 
 

Risk Implications 

 
The policy is designed to inform potential applicants of our admissions 
processes ensuring they are appropriately informed of what they can 
expect and can make the right choices. The policy also ensures the 
processes are conducted by the university in an effective and fair manner. 
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Link with Strategy 

 
The university is committed to excellence in learning and teaching and to 
providing opportunities to all who may benefit, through innovative and 
inclusive approaches to learning and providing access to all allowing 
flexibility of entry. 

 

Impact Assessment 
Equality Impact Assessment: 

Privacy Impact Assessment: 
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1. Policy Statement 
 

The university is a partnership of thirteen independent colleges and research institutions 
providing formal post-school education throughout the Highlands and Islands region. Integration 
of post-school education provides students with flexible progression through further (college) 
and higher (university) education and provides a single point of access for post-school education 
and training. 

The university is committed to excellence in learning and teaching and to providing 
opportunities to all who may benefit through: 

• Innovative and inclusive approaches to learning and teaching; 
• Provision of programmes of study to facilitate entry to higher education for those from 

traditionally under represented backgrounds, including those who would otherwise be 
excluded by a combination of geography and personal circumstance; 

• Flexibility of entry and certificated and accredited exit points, with students being 
encouraged to study to the highest level of their abilities. 

2. Definitions 
 

EU European Union 
UCAS University and College Application System 
UK United Kingdom 
UKVI United Kingdom Visas and Immigration 
SCQF Scottish Credit and Qualifications Framework 
Tier 4 Tier 4 (General) student visa 

3. Purpose 
 

The purpose of this policy is to provide information and guidance to applicants and staff on the 
processes relating to recruitment, selection and admissions to higher education at the University 
of the Highlands and Islands. The guidance in this policy is underpinned by the ‘principles of fair 
admissions’ as described in the admissions section of the Quality Assurance Agency for Higher 
Education (QAA) code of practice. This policy aims to be transparent, reliable, valid, inclusive, 
supported by appropriate structures and processes enabling the selection of students who are 
able to complete their programme. 

Detailed procedures and best practice documentation are provided to staff separately, ensuring 
that admissions processes are conducted in a professional and competent manner. 

The policy provides links to various sources of information, enabling applicants to make an 
informed decision on their choice of programme of study, including clear information on what is 
required of them prior to application both academic and non-academic through published entry 
requirements as well as what they can expect to happen once they have made an application. 

41/86

http://www.uhi.ac.uk/
https://www.gov.uk/tier-4-general-visa


West Highland College, University of 
the Highlands and Islands 

Admissions Policy (Higher Education) 

5 Admissions Policy (Higher Education) 
www.uhi.ac.uk Page 10 of (11) 

 

 

4. Scope 
 

This policy covers all admissions to undergraduate and taught postgraduate higher education 
programmes (ie SCQF levels 7 to 11), from UK/EU and non-EU applicants, and will be applied 
across the university partnership. 

 

5. Exceptions 
 

This policy does not apply to admissions to Further Education programmes. Please see the 
Admissions Policy (Further Education). This policy does not apply to admissions to postgraduate 
research study. 

 

6. Notification 
 

This policy will be available on SharePoint and on the Policies section of the university website. 
 

7. Roles and Responsibilities 

7.1. Academic Council has overall responsibility for this policy, and for monitoring and reviewing 
its application and implementation. 

7.2. The Head of marketing and planning is the policy owner and will monitor implementation 
and compliance with this policy. The policy owner also has responsibility for maintaining 
and reviewing this policy as a controlled document according to the university’s policy 
guidance and procedures. 

7.3. Admissions staff across the partnership, academic decision makers, academic partner senior 
managers and joint faculty executive, are responsible for following and implementing the 
processes described in this policy. 

7.4. The admissions policy will be operated through agreed procedures, which are detailed in 
guidance documents for staff. The content of the admissions guidance will be reviewed and 
assessed regularly to ensure alignment with the university’s admissions policy and good 
practice within the sector by the admissions manager and admissions practitioner group 
(ASG). 

 

8. Procedures 
 

8.1. Fairness and equality 
 

The University of the Highlands and Islands operates a fair and open admissions process 
committed to equality of opportunity and non-discrimination. All applications are considered on 
merit and on the basis of ability to achieve, without discrimination on grounds of age, disability, 
gender identity, pregnancy and maternity status, race, religion and/or belief, sex, sexual 
orientation or socio-economic background disclosed to us by the applicant. The university 
welcomes applications from all prospective students, including those with care experience or 
who act as carers, A carer is ‘anyone who cares, unpaid, for a friend or family member who due 
to illness, disability, a mental health problem or an addiction cannot cope without their support’ 
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(Carers Trust, 2018). We also aim to provide appropriate services to students with learning 
support needs or disabilities. The university is committed to providing all our students with a 
positive experience while they are studying with us and to offering the support and 
opportunities that help them fulfil their potential. 

This is facilitated by the provision of: 
 

• General information to prospective students designed to be accessible and socially inclusive 
with information about facilities and resources, including course information and support 
services; 

• Minimum entrance requirements for taught programmes of study which may include specific 
subject requirements; 

• An approach to admissions whereby the wider context of an applicant’s background may be 
taken into account where an application falls short of the standard entry criteria for a 
programme, or where there is competition for places on a programme; 

• A process whereby lifelong and experiential learning and continuous professional 
development are appropriately recognised and rewarded in terms of entry requirements 
and academic credit. 

The university will ensure equality of opportunity in recruitment and selection procedures by 
making available appropriate support during the application process including opportunities for 
students to visit their intended learning environments and/or discuss their particular needs with 
staff. 

The university’s admissions policy, practice and procedures operate in accordance with relevant 
UK Code of Practice for Higher Education. 

 
8.2. Contextualised Admissions 

 
The university operates a Contextualised Admissions policy and practice which formalises our 
existing inclusive approach to admissions. Contextual data provided on an application form is 
used to assess an applicant’s prior attainment and potential to succeed in higher education in 
the context of the circumstances in which their attainment has been obtained. This would apply 
to applicants who do not meet the standard entry requirements for the course, or where there 
is competition for places. 
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The university uses five contextual indicators based on data provided in an applicant’s course 
application form; these are listed in the table below: 

 

Indicator Data Collection – SITS 
 
1. Applicants with experience of being 
looked after / in care for a period of time. 
The university aims to make an offer of a 
place to care-experienced applicants who 
meets the minimum entry requirements for 
the course to which they have applied, 
where this is possible. 

 
Voluntary question on UCAS and on the university’s 
online and paper application forms 

 
2. Applicants whose parents or guardians 
have not previously attended university 

 
Voluntary question on UCAS and on the university’s 
online and paper application forms 

 
3. Applicants who have participated in 
outreach activity or access programmes 
. 

 
Voluntary question on UCAS and on the university’s 
online and paper application forms. 

 
4. Applicants from schools with lower than 
average progression to HE (Schools for 
Higher Education Programme SHEP) 

 
Schools data is held in SITS against the application 
record. The SHEP schools will be identified as schools 
with lower than average progression to HE. 

 
5. Applicants from Scottish Index of Multiple 
Deprivation SIMD20 areas 

 
SIMD20 identified from the applicant’s post code 

 

The university’s published entry requirements are set at the minimum level required in order to 
succeed on the programme. Applicants flagged as contextualised who do not meet or are not 
predicted to meet these minimum entry requirements will still be considered for example 
through interview or other assessment method. It is important to establish the best option for 
the applicant to ensure they have the motivation, ability and necessary skills to succeed on the 
programme and if necessary, they may be offered an alternative access route. 

 
8.3. Curriculum for Excellence 

 
The university welcomes Curriculum for Excellence in Scotland and fully supports its aims to 
ensure that all children and young people develop the knowledge, skills and attributes they will 
need if they are to flourish in life, learning and work, now and in the future. The university 
recognises that, through Curriculum for Excellence, the ability to succeed may be demonstrated 
in a variety of ways and will consider this in applying its entry criteria to applicants. 
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8.4. Admission and selection 
 

8.4.1. Application process 
 

Applications to full-time undergraduate degree programmes and all applications by school 
leavers should be made through UCAS (the University and College Application System). 
Applications for other programmes should be made using the university’s online application 
form from the relevant course page on our website (paper copies and other formats are 
available on request). Applicants are encouraged to provide as much information as possible to 
assist in decision-making, including the timely submission of required evidence of qualifications 
and other supporting documentation. 

 
Admissions decisions will be made as quickly as possible. In cases where selection interviews, 
auditions or portfolio reviews are required it may take longer for decisions to be reached. For 
some programmes, especially those with large volumes of applicants, applications from suitably 
qualified candidates may be held to a cut-off date to ensure equal consideration. Applicants are 
advised of the process and timescale of decisions on acknowledgement of application and 
through information provided on the university website. 

 

Equal consideration will be given to all undergraduate applications received by the UCAS ‘on- 
time’ application deadline of 15 January in each year. 

A record of the application including all evidence supporting a decision to admit or reject a 
student will be retained and kept securely by the university, in accordance with the university’s 
student records retention policy. 

8.4.2. Interviews, portfolios and auditions 
 

Some programmes involve a selection interview, audition or portfolio review as part of the 
decision-making process. A selection interview may also be required where entry qualifications 
were obtained more than six years previously. Where a selection interview, audition or portfolio 
review is required, the assessment criteria, required standards and assessment methodology will 
be clearly communicated to applicants in advance and support in undertaking the assessment 
will be available to students who may have additional support needs. 

 
For any programme, applicants may be invited to attend one of the university’s locations, or to a 
telephone or online meeting to learn more about the university, the programme, the intended 
location of study, and the study experience. Such meetings will not be part of the selection 
process but may include important information and guidance, which may influence the 
applicant’s choice of programme, location and mode of study and applicants are encouraged to 
take part in such meetings. 

Some courses, particularly those associated with health, education, sport and other regulated 
professions, may require applicants to join the Protection of Vulnerable Groups (PVG) scheme 
through Disclosure Scotland in order to undertake the programme of study. Occasionally other 
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criteria may need to be considered, such as the requirements of professional bodies, for 
example, applicants for our nursing programmes must pass an occupational health assessment, 
which assesses their ability to complete the programme. 

 
8.4.3. Offers 

 
Minimum entry requirements including level of qualification, subject and grade are published for 
each programme of study. Offers to individual applicants are made on the based on these 
minimum criteria, but may include higher or further requirements, depending on a variety of 
factors including the level of competition for the programme. Where the applicant’s credentials 
are not in English, the applicant must provide notarised translations so that the necessary 
equivalency checks can be made. 

 
8.5. Recognition of prior learning 

 
The university supports the principle of recognising prior learning wherever it occurs, and 
encourages prospective students to apply for this. Provided the learning can be assessed, it may 
be recognised as an alternative to standard entry requirements to enable entry to a programme, 
and/or for credit awarded towards a qualification. 

The university supports the Scottish Credit and Qualifications Framework, and uses this as a 
reference point when considering applicants without standard entry requirements, or who may 
be eligible for direct entry to later years of a programme. The university will consider: 

• Certificated learning – formal qualifications from a recognised awarding body may 
be used for credit transfer, either through partial exemption or for direct entry to 
later years of a programme. 

• Non-certificated learning ie relevant experience, professional qualifications or other 
forms of learning; evidence will be required, to be assessed on a case-by-case basis. 

 

More information is available in the university’s Recognition of Prior Learning Policy. 
 
 

8.6. Access 
 

The university has entered into access agreements with colleges and other institutions whereby 
specific awards, including higher national certificates and higher national diplomas, will be 
recognised as qualifications for direct entry to later years of study. 
More information on access is available on the university’s website. 

 
 

8.7. Deferred entry 
 

The university accepts deferred entry to the majority of its courses; where this is not possible it 
is noted in the course information on UCAS course search. 
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8.8. International applicants (non UK/EU) 

 
The University of the Highlands and Islands is a sponsor under the United Kingdom Visas and 
Immigration (UKVI) Tier 4 points based system. 

 
International students must provide copies of their academic qualifications and, where relevant, 
evidence of English language competence (to the level stated in the academic regulations). 
Applicants will be made aware of and, if admitted, must abide by the requirements as stated in 
the university’s International Student Agreement. 

 

8.9. General information 
 

8.9.1. Course change or cancellation 
 

In situations where any of the university’s courses have been subject to significant change, or 
discontinuation, applicants will be informed at the earliest opportunity. Where possible, 
applicants will be assisted to find alternative provision. 

 
8.9.2. Feedback to unsuccessful applicants 

 
The university is committed to providing feedback, when requested, to any applicant whose 
application was unsuccessful. 

 
8.9.3. Appeals and complaints 

 
If an applicant is dissatisfied with the outcome of an application for admission, they should 
discuss the matter with the relevant programme leader (for degree programmes) or the 
academic partner applied to (for non-degree programmes). If the matter is not resolved, the 
applicant may submit an appeal against an admissions decision through the assessment appeals 
procedure in Section 18.6 of the Academic Regulations 

 

For other issues, applicants may raise a complaint via the complaints handling policy. 
 
 

9. Legislative Framework 
 

The Quality Assurance Agency for Higher Education (QAA) 

UK Visa and Immigration policy 
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10. Related Policies, Procedures, Guidelines and Other Resources 
 

Terms and conditions for applicants and students 
 

Admissions privacy notice 
 

 
11. Version Control and Change History 

 
 

Version Date Approved by Amendment(s) Author 
1 01/09/14 Academic Council Original document N/A 
2 11/04/18 R Tamsett Changed to new policy template N Oakley 
3 05/06/18 M Antonson Review and edit of policy update R Tamsett 
4 11/09/18 M Antonson Final edit update R Tamsett 
5 91120 Head of Student 

Services 
WHC Logo added Customer and 

Student 
Services 
Manager 
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Accessible versions of this policy are available upon request. Please contact the Governance and 
Policy Officer on 01463 279000. 
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49/86

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


West Highland College University of the Highlands and 
 

Further Education Admission Policy 

01 Further Education Admission Policy 
www.uhi.ac.uk Page 2 of (6) 

 

 

Policy Summary 
 

 

 
Overview 

 
This policy provides the basis for admissions into further education courses 
provided by the colleges within the UHI partnership. 

 
 
 

Purpose 

 
The policy governs the application process to be used by all students 
considering applying to a further education course in any of the colleges 
within the UHI partnership. 

 
 
 

Scope 

 
The policy applies to all colleges offering further education courses within 
the UHI partnership, current students seeking to progress their studies and 
prospective students considering applying. 

 
 
 

Consultation 

 
The policy was endorsed by Partnership Council and was subject to local 
consultation and approval processes at each academic partner College. 

 
The policy was approved by the colleges’ Board of Management. 

 

 
Implementation and 

Monitoring 

 
Academic partners will be responsible for implementing and monitoring 
the policy. Analysis will be carried out of the policy’s impact by staff from 
the Vice-Principal for Further Education’s office. 

 
 
 

Risk Implications 

 
The policy reduces risk for the University and academic partners by 
creating a streamlined process and a community of practice for staff. 

 
Students will also benefit from a consistent approach across all partners. 

 
Link with Strategy 

 

 

Impact Assessment 
Equality Impact Assessment: Link. 

Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1 West Highland College UHI endeavours to be welcoming and inclusive in its admissions policy 

and processes, seeking to work in partnership with prospective students to match applicants 
with courses most appropriate to their aspirations and current level of skills, knowledge and 
ability. 

1.2 West Highland College UHI operates a fair and open admissions process that is free of 
discrimination and reflects a commitment to widening access and equality of opportunity. The 
College aims to provide appropriate services to support students with learning support needs 
or disabilities. 

2. Definitions 
2.1 If you require assistance or do not understand any terms or language used in this policy, please 

do not hesitate to contact the Admissions Office. 

3. Purpose 
3.1 This Policy is to provide West Highland College UHI with a robust framework to: 

3.1.1 Follow admissions processes that are free of discrimination on the grounds of age, disability, 
gender and gender reassignment, pregnancy and maternity status, ethnicity, religion and/or 
belief, sexual orientation or socio-economic background. 

3.1.2 Offer a curriculum aligned to local and regional need and in line with national priorities. 
Where there is diminished local need or low demand, a course may be amended or 
withdrawn before it commences. Equally, new courses may be introduced or the number of 
places on a course increased due to demand; 

3.1.3 Publicise courses through a variety of communication channels and in a variety of formats; 
3.1.4 Be fair, open and transparent in recruitment and selection processes; 
3.1.5 Provide clear and accurate information on available courses, entry requirements and/or 

selection criteria; 
3.1.6 Proactively encourage candidates to declare any disability or additional support need that 

may create barriers to their success in learning. This declaration enables West Highland 
College UHI to provide appropriate support during the application stage and throughout a 
student’s course; 

3.1.7 Publish on West Highland College UHI web-site, details of the annual admissions cycle 
including when applications will be processed, when interviews take place and offers of 
places will be made. 

3.2 Contextualised Admission 
3.2.1.1 To further our commitment to improving access to education for people from the 

widest possible range of backgrounds, West Highland College UHI operates a 
contextualised admissions policy and processes. This commitment enables the 
College to form a more complete picture of the characteristics of an individual 
applicant. To this end West Highland College UHI Endeavours to take into account an 
applicant’s background where an application falls short of the standard entry criteria 
for a course or where there is competition for places; 

3.2.1.2 Will provide appropriate levels of support to prospective students who require it 
throughout the admissions process; 
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3.2.1.3 Make provision for assessments of additional support required ‘on-course’ during the 
admissions process; 

3.2.1.4 Make reasonable adjustments wherever this is possible. 
3.2.1.5 West Highland College UHI particularly welcomes applications from specific priority 

groups in line with Government priorities and legislation, including: 
3.2.1.1 Care experienced and looked after young people; 
3.2.1.2 Those living in areas of multiple-deprivation as identified by the Scottish Index of 

Multiple Deprivation as being the 10% most deprived post-code zones in Scotland; 
3.2.1.3 Those whose parents or carers have not accessed education beyond the compulsory 

school years; 
3.2.1.4 Male and female applicants to courses with nationally recognised gender imbalances 

e.g. males into to care, females in to construction. 
3.2.1.6 West Highland College UHI guarantees an interview to those with a care experienced 

background. To support gender equality, the College also operates a guaranteed 
interview for specific courses that experience a severe gender imbalance and are 
included in the College’s Gender Action Plan. 

3.2.1.7 West Highland College UHI records all contextualised admissions, showing the 
number of applicants identified within priority groups, by course and by outcome of 
application. 

3.3 Discretion in making an offer of a place 
3.3.1 All offers of places are subject to the College’s discretion. The College reserves the right to 

reject applications or apply further criteria under particular circumstances such as the 
following: 

3.3.1.1 Previous disciplinary sanctions under the college or university disciplinary procedures 
or those of other institutions 

3.3.1.2 Record of outstanding debt with the College or University 
3.3.1.3 They do not meet the entry criteria 
3.3.1.4 Unsuccessful at interview 

3.3.2            West Highland College UHI will: 
3.3.2.1 Treat every application on its merits and will remove barriers to participation through 

making reasonable adjustments. However, there may be occasions when reasonable 
adjustments are not sufficient to enable participation on a particular course. In these 
circumstances, Academic Partner name will make every effort to offer an alternative 
course or an alternative mode of study if appropriate and / or available.) 

3.3.2.2 Reserve the right to apply additional entry criteria in instances where an applicant has 
a record of previous enrolments without successful completion. In such cases, due 
consideration will be given to an individual’s circumstances and support needs when 
reaching a decision. 

3.3.2.3 Successful applicants to courses will be required to join the Protection of Vulnerable 
Groups Scheme (PVG) where the studies or placements require interaction with 
children and/or vulnerable adults. A previous criminal record does not, in the majority 
of cases, exclude an applicant from being offered a place. However, the College 
recognises that it has a duty of care to all students and staff and therefore reserves 
the right not to admit an applicant where there is evidence that they could affect the 
safety and welfare of students or staff. The College has the right to withdraw an offer 
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of place if new information becomes available which has not been previously disclosed 
by the applicant and which could affect the safety and welfare of students and staff. 

 
3.4 Fee Status 

3.4.1 Every student who enrols on a course incurs a fee. The vast majority of full-time further 
education students have their fees paid by the Scottish Funding Council, through the fee 
waiver system. Part-time students may also be eligible for fee waiver. 

3.4.2 On application, the College will make an assessment of fee status in order to determine the 
appropriate level of tuition fees, in line with the relevant regulations and based on the 
information provided on the application form. The fee status of an individual will be 
communicated in the offer letter to ensure that individuals are aware if they are liable to pay 
fees. 

3.4.3 The College reserves the right to change an applicant’s fee status in exceptional 
circumstances such as the following: 

3.4.3.1 If new information becomes available which was not previously disclosed by the 
applicant and affects the original decision on the fee status; 

3.4.3.2 If errors are made within the initial fee assessment, either by the College or by the 
applicant, which affects the original decision on the fee status. 

3.4.4 In such cases, the applicant will be notified of any change to their fee status and any 
consequences of this change. 

3.4.5 Applicants assessed and determined to be international fee-payers may be required to pay 
full course fees prior to enrolment. 

3.5 Appeals 
3.5.1 Any appeals relating to application decisions must be made in writing to ‘insert relevant job 

title’. 
3.6 Monitoring 

3.6.1 Reports on the number of applications received and offers made will inform curriculum 
review and courses offered in subsequent years. 

3.6.2 Applications will also be monitored by post-code, gender, ethnicity, disability, care 
experience and carer status to inform equality and diversity action planning. 

 
3.7 Use of Personal Data 

3.7.1 Personal data collected through the West Highland College UHI admissions process will be 
anonymised and used to statistical purposes to monitor applications by age, disability, 
gender and gender reassignment, pregnancy and maternity status, ethnicity, religion and/or 
belief, sexual orientation or socio-economic background. 

 

4. Scope 
4.1 This Admissions Policy applies to all applicants for further education courses (full-time and part- 

time), including those classed as commercial. 
4.2 Applicants for higher education courses (HNC, HND, Degree and Post Graduate programmes) 

should refer to the University of the Highlands and Islands Admissions Policy on the UHI web- 
site at: https://www.uhi.ac.uk/en/about-uhi/governance/policies-and-regulations/policies/ 
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5. Exceptions 
5.1 This policy applies only to Further Education applications. 

6. Notification 
6.1 Staff responsible for administering the admissions procedures for the College will be briefed 

and offered training on changes to the policy. 
6.2 The policy will be publicly available on the College’s website, along with other current policies. 

7. Roles and Responsibilities 
7.1 The responsibility for compliance with the Admissions Policy lies with all staff involved in the 

process. 
7.2 The Policy will be regularly audited and reports submitted to the Regional Admissions Group. 

8. Procedures 
8.1 Please refer to the accompanying Further Education Admissions Procedures for details. 

9. Legislative Framework 
9.1 This policy is aligned with the following legislation: 

• Data Protection Act 2018 
• Freedom of Information (Scotland) Act 2002 
• Disability Discrimination Act 2005 
• Equality Act 2010 
• Children and Young People (Scotland) Act (2014) 
• Scottish Care Leavers Covenant 2015 
• General Data Protection Regulation (GDPR) (from May 2018) 

10. Version Control and Change History 
Amendments are to be recommended by a Policy Ownership Group made up from representatives 
from all relevant academic partners, and then subject to Partnership Council agreement prior to 
approval by local academic partner Boards of Management. 

 
 
 

Version Date Approved by Amendment(s) Author 
0 091120 Head os Student 

Support 
Partner name updated  Student & Customer 

Services Manager 
1     

2     

3     

4     
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UHI Further Education Regional Admissions Procedures 

The University of the Highlands and Islands operates to a common set of admissions 
procedures across the partnership. These procedures are set out below: 

1. New applicants for further education courses are encouraged to submit applications as 
early as possible following the opening of the admissions cycle. 

 
2. Applicants are restricted to three full time course applications to be considered at any 

one time. Staff should check on SITS whether a student has multiple applications, and 
offer appropriate support if they do. 

 
3. Applications will normally be submitted electronically and will trigger an automated 

response acknowledging receipt. Applications submitted, by exception manually, will be 
acknowledged within five working days. 

 
4. Applicants will be advised on the application form that if they have debt to the college or 

a partner college they may be prevented from enrolment and should contact the college 
to discuss. 

 
5. All new full time further education students applying during the normal admissions cycle 

will be interviewed prior to being offered a place. 
 

During application and induction candidates will be given information regarding: 
 

• Course content (including practical/theory balance, project work, work placement, 
group work, units covered) 

• Required attendance patterns (hours per week, noting required hours of 
independent study, any on-line components, work-placements) 

• Assessment requirements (assessment format, individual/group assessments, 
internally/externally marked, reflective journals, practicals) 

• Services to support individuals with additional support needs 
• The Highlands and Islands Students Association (HISA) 
• The importance of disclosing any additional support needs to enable the college 

to put in place appropriate support 
• Required equipment (college/student responsibilities) 
• Information regarding the availability of and application process for student 

support funding such as bursary funding, Educational Maintenance Allowance 
(EMA) funding, discretionary funding, childcare funding and childcare facilities 
where available 

• Potential progression pathways (progression to employment and work) 
• Subject-specific curriculum progression pathways 
• The wider college facilities 

 
6. For courses beginning in August/September, interviews will be scheduled within six 

weeks of an application being received, commencing on the third Monday in January of 
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the proposed entry year. Applications received before January will receive an 
acknowledgement but may not have an interview scheduled within six weeks. 

For courses beginning in January, interviews will be scheduled within six weeks of 
applications being received. 

Interviews for part-time and short courses will be arranged as necessary and 
appropriate. 

 
7. During the months of July and August, remaining places may be allocated by 

Admissions Teams in the absence of academic staff where entry criteria have been met. 
 
8. Existing students progressing in the same subject area will complete a Reregistration 

Form. Existing students going into a new subject area will require to follow the full 
application process. Progressing students will be supported to reregister in January for 
new courses starting in August/September. 

 
9. Applications from school pupils seeking to leave school prior to the statutory leaving age 

to attend college should follow the relevant process agreed with the local authority for 
offering places. 

 
10. Any candidates who disclose a learner support requirement will receive the support of 

staff as per the Learner Support Procedures. 
 

11. Candidates will be assessed for their suitability for the course applied for. New personal 
statement guidance has been provided to applicants. If the applicant submitted a 
personal statement, this may be used alongside the interview to score the candidate, for 
example if they include relevant information that is not discussed during the interview. 

 
The assessment will consider four or five ‘clusters’: 

• Cluster 1: Course Knowledge 
o Assesses the candidate’s course knowledge and understanding of course 

content 
• Cluster 2: Candidate Ambitions 

o Assesses the candidate’s interest in the subject area and ambitions for an 
associated career 

• Cluster 3: Relevant Experience 
o Assesses the candidate’s qualifications, skills and experience 

• Cluster 4: Candidate Suitability 
o Assesses the candidate’s aptitude and compatibility with the learning 

environment 
• Cluster 5: Assessment, Portfolio or Audition (where appropriate) 

o Assesses course-specific skills and ability to learn 
 
12. The interview process may include a practical assessment, portfolio or audition (Cluster 

5) to be undertaken either on an individual or group basis. This task will be standard to 
all applicants for the course. The exception to this may be very late applications where 
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a decision is required to be made by Admissions Teams in the absence of academic 
staff where entry criteria are met. 

 
13. The Interview Record form will be used to record the outcome of all interviews. 

 
14. Standard interview questions will be used in the interview, as set out in the Interview 

Questions document. Curriculum staff may add to these, asking additional specific 
questions of all candidates. Where this is the case, additional questions asked will be 
recorded and passed to the Admissions Team. 

 
15. Interviewers will award the candidates a score of 0-5 for each cluster. Guidance for 

interviewers on how to assess a candidate’s response is available on the Interview 
Record form. 

 
16. Candidates will be given a score out of 20 regardless of whether 4 or 5 clusters of 

questions are used. This is achieved by multiplying a score out of 25 by 0.8. 
 
17. Interviewers will then make a decision on whether to make an unconditional offer, a 

conditional offer or not to offer a place. When a course is fully subscribed, a place may 
be offered on a waiting list. 

 
18. Where a place is not offered, the evidence generated to support the decision will be 

recorded on the Interview Record form and returned to the Admissions Team. If a 
candidate is not offered a place, information will be sent to them about the College’s 
support services and the appeals process. 

 
19. Outcome letters should be issued to students within five to ten working days after the 

application has been determined. 
 
20. Applicants have a right to appeal against the outcome of their application. As per the 

outcome letters, applicants must state the grounds for appeal within ten working days of 
receiving the letter. Decisions regarding appeals will be determined and notified to 
applicants within ten working days of receipt of appeal. These timelines will be strictly 
adhered to in all but exceptional circumstances. 

 
21. Where there is high competition for places on a course, or candidates achieve similar 

scores, candidate performance in the clusters will be weighted as follows: 
 

 Weighting for Four 
Clusters 

Weighting for Five 
Clusters 

Course Knowledge 15% 12% 
Candidate Ambitions 25% 20% 
Relevant Experience 30% 24% 
Candidate Suitability 30% 24% 
Assessment, Portfolio or Audition - 20% 
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The Weightings Calculator spreadsheet available to staff in the Admissions Resources 
should be used where necessary. 

 
22. The University of the Highlands and Islands is committed to widening access and 

encourages applications from prospective students with the following characteristics: 
• Care experienced 
• Student carers 
• Ethnic minority groups 
• Students with disabilities 
• A home address in zones identified by SIMD 10 categorisation as areas of 

multiple deprivation (these addresses will be flagged in SITS) (Forthcoming) 
• Gender category that addresses gender imbalance in specific curriculum areas 

(these courses will be flagged in SITS) (Forthcoming) 
 

Where candidates disclose any of the characteristics listed above, interviewers should 
pay particular attention to the application as further support may be required. Guidance 
is available in the Admissions Policy (Further Education) SharePoint site. 

 

23. The colleges are required to provide reasonable adjustments in certain circumstances 
where a student or prospective student would otherwise be disadvantaged by a 
provision, criterion or practice operated by the college. Where an applicant highlights a 
learner support need, arrangements should be made to support the student’s needs 
from the point of application. Please refer to the Learner Support Policy and Procedures 
for further information. 

 
24. Where candidates have indicated that they have care experience or are care leavers, 

they will be provided with pre-entry information regarding supportive arrangements that 
can be provided should they wish to access these, in line with our corporate parenting 
responsibilities. 

 
25. Where interviewers determine that a candidate may require English language testing, 

the applicant will be signposted to information on language testing. It is the applicant’s 
responsibility to arrange the test and pay for any associated fees. 

 
26. All places are offered at the discretion of the college, and exceptional circumstances 

such as previous expulsions, suspensions and the outcomes of Protecting Vulnerable 
Group (PVG) Scheme membership applications may influence the college’s decision. 

 
27. Courses that require PVG Scheme membership are clearly advertised. Applicants to a 

course that requires PVG Scheme membership will receive a factsheet in their Invitation 
to Interview letter. Applicants can also ask staff any questions about PVG Scheme 
Membership at their interview. 

 
28. PVG Scheme membership applications will normally take place at the start of a course. 

Should anything arise in the PVG Scheme application that may affect a student’s ability 
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to complete part of the course, they will be contacted by an appropriate member of staff 
to discuss their options at the earliest opportunity. 

 
29. Further Education students are not expected to pay for their PVG Scheme applications. 
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Policy Summary 

Overview 
This policy is required to set out a regional approach to distribution of 
student support funds for West Highland College and all academic partners 
in the University of the Highlands and Islands. 

Purpose 
The policy will provide a framework for a consistent and coherent 
methodology for the awarding of student support funds. 

Scope This policy applies to all academic partners. 

Consultation 

This policy was formulated by a Policy Ownership Group, made up of 
practitioners from across the University of the Highlands and Islands 
network. Endorsement was received from Partnership Council, before the 
policy went through local consultation and approval by College Boards of 
Management and Finance and General-Purpose Committee. 

Implementation and 
Monitoring 

Academic partners will be responsible for implementing and monitoring 
the policy.  Analysis will be carried out of the policy’s impact by staff from 
the Vice-Principal for Further Education’s office. 

Risk Implications 

The policy reduces risk for the University and academic partners by 
creating a streamlined process and reinforcing the existing staff community 
of practice. 

Students will also benefit from a consistent approach across all partners. 

Link with Strategy 
This policy is linked to individual Access and Inclusion strategies and the 
Regional Outcome Agreement. 

Impact Assessment 
Equality Impact Assessment: June 2018 – No further action required. 

Privacy Impact Assessment: n/a 
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1. Policy Statement 
1.1 The purpose of this policy is to outline the principles underpinning the College’s process of 
assessing and distributing Student Support Funds. The overarching aim of this policy is to ensure that 
as many eligible students as possible have access to funds within allocated budgets. 

1.2 Funds are distributed in compliance with the funding regulations as determined by the 
Scottish Funding Council and Student Awards Agency Scotland. Where discretion is given to the 
College to determine eligibility, this policy specifies the rationale applied. 

2. Definitions 
2.1 Scottish Funding Council (“SFC”) - SFC is the national, strategic body that is responsible for 
funding teaching and learning provision, research and other activities in Scotland's colleges and 
universities. SFC gives funding to colleges and universities with guidance on how the funds should be 
distributed to students. 

2.2 Student Awards Agency Scotland (“SAAS”) – SAAS is an agency of the Scottish Government 
giving financial support to eligible students doing a course of higher education in the UK. SAAS 
provides the University of the Highlands and Islands with funds and guidance for distribution of the 
Higher Education Discretionary Fund. 

2.3 For the purposes of this policy, the following terms will be used: 
2.3.1     The Further Education Bursary will be referred to as the “Bursary Fund”. 
2.3.2     The Educational Maintenance Allowance will be referred to as the “EMA”.  
2.3.3     The College and University Childcare Funds will be referred to the “Childcare Funds”.  
2.3.4     The Further Education Discretionary Fund will be referred to as the “FE Discretionary 
Fund”. 
2.3.5     The Higher Education Discretionary Fund will be referred to the “HE Discretionary Fund”. 

2.4 Further Education courses are normally up to and including Level 6 on the SCQF Framework. 
Higher Education courses are normally Level 7 and above. 

3. Purpose 
3.1  The College will utilise the current guidance to ensure fair distribution of the Student 
Support Funds. 

3.2 The College aims to distribute Student Support Funds within the conditions of the respective 
national policies in a fair and consistent manner to assist students who demonstrate financial need. 
The College undertakes to maximise the use of available funds to ensure as many students as 
possible benefit through the qualifying criteria. 

3.3     Bursary Fund 
3.3.1     As defined in the current SFC guidelines, available here, the Bursary Fund may be offered 
where the student and their course meets eligibility criteria. There is no automatic entitlement to 
the Bursary Fund, even where eligibility is established. 
3.3.2     The Bursary Fund constitutes the following: 

- Maintenance Allowance 
- Dependant Allowance 
- Study Expense Allowance 
- Travel Expense Allowance 
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- Additional Support Needs for Learning Allowance  
3.3.3     Maintenance Allowance: The College follows the SFC guidance for this element. 
3.3.4     Dependant Allowance: The College follows the SFC guidance for this element. 
3.3.5     Study Expense Allowance: The College follows the SFC guidance for this element. 
3.3.6     Travel Expense Allowance 

-  The College will determine the most appropriate and cost-effective route or mode of 
transport for Travel Expense Allowance. 

- Travel expenses will only be paid for students residing 3 miles or more from the college. 
3.3.7      Additional Support Needs for Learning Allowance: The College follows the SFC guidance 
for this element. 
3.3.8     The attendance criteria for the Bursary Fund is based on the current SFC guidance. Where 
the guidance calls for institutional discretion to be applied, the process to be followed is agreed 
regionally and is available in the Attendance Appendix. 

 
3.4 EMA 
As defined in the current SFC guidelines, available here, the EMA provides a weekly term time 
allowance for students normally aged 16-19 years old inclusive from low income households who 
are studying non-advanced courses.  

3.4.1     The College follows the current SFC guidance. 
3.4.2      The attendance criteria for EMA is based on the current SFC guidance. Where the 
guidance calls for institutional discretion to be applied, the process to be followed is agreed 
regionally and is available in the Attendance Appendix. 

 
3.5     Childcare Funds (Further and Higher Education) 
As defined in the current national policy and guidelines, available here, Childcare Funds consist of 
two elements to help pay for formal or registered childcare expenses: the Lone Parents Childcare 
Grant and the Discretionary Childcare Funds.  

3.5.1     The College follows the current national policy and guidelines for Childcare Funds. 
3.5.2     The College may identify certain groups as priority for allocation of the Discretionary 
Childcare Funds element, based on assessment of need. 

 
3.6     FE Discretionary Fund 
As defined in the current SFC guidelines, the FE Discretionary Fund is “primarily for emergency use 
and instances of financial hardship”. 

3.6.1     The College follows the current guidance, available above. 
3.6.2     The College distributes FE Discretionary Funds within allocated budgets in response to 
student need and circumstances. 
3.6.3     The FE Discretionary Fund has priority areas for including, but not limited to:  

- Housing and accommodation costs 
- Emergency aid for unforeseen and unmanageable circumstances 
- Students at risk of financial hardship due to substantially higher-than-average utility costs 

3.7     HE Discretionary Fund 
As defined in the current SAAS guidelines, the HE Discretionary Fund is intended to “provide non-
repayable assistance for students in financial difficulties in order for them to access and/or continue 
in Higher Education”. 

3.7.1     The college follows the current guidance, available above. 
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3.7.2     The college distributes HE Discretionary Funds within allocated budgets in response to 
student need and circumstances. 
3.7.3     The HE Discretionary Fund has priority areas for including, but not limited to:  

- Housing and accommodation costs 
- Students experiencing excessive travel costs, e.g. where the journey is greater than a 

reasonable commute 
- Childcare costs for part-time HE courses 
- Emergency aid for unforeseen and unmanageable circumstances 
- Students at risk of financial hardship due to substantially higher-than-average utility costs 

 
3.8 Supporting Evidence 

3.8.1     Students applying for financial support are required to produce documentary evidence in 
support of their application before an award can be considered. 
3.8.2     Exception may be made for care experienced students who may encounter difficulty in 
providing documentation in support of their application, which could create or exacerbate 
financial hardship. In this case, confirmation of the student’s circumstances from a third-party 
agency such as the local authority Social Work department will be accepted in place of the 
normal supporting documentation. 

 
3.9 Eligibility 

3.9.1     Eligibility criteria are in line with the relevant guidance/policy for each fund. 
3.9.2     In addition, all applicants for student financial support will be checked for any 
outstanding debt to the college. Students with outstanding debt will be required to enter into a 
repayment agreement before additional funds will be released. 
3.9.3     Where a student’s experiences an unforeseeable or unavoidable change to their 
circumstances during an academic year, the college may re-assess the student as appropriate.  

 
3.10 Appeals and Grievances 

3.10.1     Students are entitled to raise grievances related to the application of this policy and 
awarding of student support funds. 
3.10.2     In the first instance, students should raise their grievance with college staff responsible 
for student support funds administration. 
3.10.3     Should this not resolve the grievance; the student will be able to escalate the issue by 
means of an impartial review. 
3.10.4     Further information is available in the accompanying Student Support Funds Procedures. 

 

4. Scope 
4.1 Financial support may only be offered if both the student and their course are eligible for 
support. 

5. Exceptions 
5.1 The policy identifies areas of discretion for colleges and sets out priority areas for support. 
Ultimate authority for awarding of discretionary funds rests with the college, and decisions will be 
made in line with the policy and/or guidelines issued by SFC or SAAS. 

64/86

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


West Highland College, University of the Highlands and Islands 
 Student Support Funds Policy 2020/21 

 

0
6 

Student Support Funds Policy 2020/21  
(College web address) www.uhi.ac.uk  Page 6 of (7)  

 

5.2 As per the Education (Access Funds) (Scotland) Determination there are different 
arrangements for students living in the local authority areas of Orkney Islands and Shetland Islands. 
These students should contact the college at which they intend to study for further information. 

6. Notification 
6.1 Staff members engaging with Student Support Funds should be familiar with this policy and 
all relevant SFC/SAAS policies. 

6.2 Annual changes to SFC/SAAS policies will be cascaded to staff by line managers and 
hyperlinks in the policy updated to reflect the most recent guidance. 

6.3 Any changes in SFC/SAAS policy or national legislation will be reflected in this policy. 

6.4 The policy will be publicly available on the College’s website, along with other current 
policies. 

7.   Roles and Responsibilities 
7.1 The College’s Vice Principal, Academic Affairs has overall responsibility for the 
implementation of this policy and the management of Student Support Funds 

7.2 The College’s Head of Student Support is responsible for the approval of FE Discretionary 
Funds and HE Discretionary Funds. 

7.3 The staff administering Student Support Funds are responsible for ensuring up-to-date local 
policies and SFC/SAAS guidance is followed. 

7.4 The bursary officer is responsible for ensuring that all enrolled students receiving EMA 
support have a signed Learning Agreement.  

7.5 All Lecturers are responsible for ensuring that student attendance information is passed to 
the SITS office for recording on the College SITS system to satisfy the conditions of the Bursary or 
EMA award.  

7.6 Students are responsible for informing the College of changes to their circumstances, 
including voluntary withdrawal from a course.  

8. Related Policies, Procedures, Guidelines and Other Resources 
8.1 This policy should be read in conjunction with SFC and SAAS policies and guidance. Links are 
provided above in Section 3. 

8.2 Student Support Funds Procedures. 

8.3 Further Education Fee Waiver Policy. 

8.4 Scottish Funding Council (SFC) website 

8.5 Student Awards Agency Scotland (SAAS) website 
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Accessible versions of this policy are available upon request.  

Policy Summary 

Overview 
This policy is required to set out a regional approach to distribution of 
student support funds for West Highland College and all academic partners 
in the University of the Highlands and Islands. 

Purpose 
The policy will provide a framework for a consistent and coherent 
methodology for the awarding of student support funds. 

Scope This policy applies to all academic partners. 

Consultation 

This policy was formulated by a Policy Ownership Group, made up of 
practitioners from across the University of the Highlands and Islands 
network. Endorsement was received from Partnership Council, before the 
policy went through local consultation and approval by College Boards of 
Management and Finance and General-Purpose Committee. 

Implementation and 
Monitoring 

Academic partners will be responsible for implementing and monitoring 
the policy.  Analysis will be carried out of the policy’s impact by staff from 
the Vice-Principal for Further Education’s office. 

Risk Implications 

The policy reduces risk for the University and academic partners by 
creating a streamlined process and reinforcing the existing staff community 
of practice. 

Students will also benefit from a consistent approach across all partners. 

Link with Strategy 
This policy is linked to individual Access and Inclusion strategies and the 
Regional Outcome Agreement. 

Impact Assessment 
Equality Impact Assessment: June 2018 – No further action required. 

Privacy Impact Assessment: n/a 
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1. Overview 
1.1 This appendix sets out the regional approach for Further Education funding attendance 
requirements. The guidance will be used by all colleges in the UHI partnership to ensure parity of 
experience for students and to limit risk for colleges.  

1.2 The guidance below is based on Scottish Funding Council (SFC) guidance, and adds further 
information for the areas where there is discretion available. The appendix fulfils the SFC Fund 
Management and Audit Information requirement that colleges should: 

• Implement their own rules for measuring satisfactory attendance, participation, and 
engagement 

• Produce their own guidance for authorised absence 
• Operate these rules and guidance consistently across the college 

1.3 Attendance can be a critical part of being a student and courses are designed on the 
principle of students attending all classes. Attendance, punctuality, and personal timekeeping are 
valuable transferable skills for progression in academic studies or for employment. 

2. Guidance 
2.1 The expectation set out by the SFC is for students to attend all their classes; this will be 
assessed through attendance monitoring. Student attendance will be expressed as a percentage of 
the overall classes attended. 

2.2 Examples of authorised absences identified by SFC include, but are not limited to: 
• Self-certificated absence because of illness. Medical certificates should normally be 

submitted for illnesses lasting for more than five working days.  
• Religious holidays (but not other holidays).  
• Work experience placements.  
• Tutor agreed exam preparation.  
• Attendance at children’s hearing, court, meeting related to caring responsibilities or care 

needs, etc.  
• Unexpected caring responsibilities, either for the student’s child(ren) or an adult dependant, 

such as the illness of a child or dependant.  
• Severe weather and transport breakdown.  
• Attendance at a family funeral.  
• Medical or dental appointments for either the student, or a child or adult who is dependent 

on the student. This can include non-emergency appointments if these cannot be arranged 
outside college hours, although every effort should be made to avoid clashes with classes. 

• Fulfilment of an official position e.g. HISA representation 
• Jury duty 

As soon as a student becomes aware of an absence from the criteria above, they should inform 
relevant staff via the College’s official absence reporting processes. 

Levels and patterns of authorised absences will be monitored to ensure the system is not abused. 

2.3 Any absence that is not considered a valid authorised absence will be recorded as an 
unauthorised absence.  

2.4 Attendance Thresholds 
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2.4.1   Students should aim to attend 100% of their scheduled activity. Both authorised and 
unauthorised absences will affect a student’s attendance percentage. 
2.4.2 The reporting period is the duration over which attendance is calculated. The payment 
schedules are the frequency that payments are made for different types of support fund. 
 Reporting Period:  2 weeks  
 Payment Schedule: 2 weeks in arrears 
2.4.3   If attendance falls below 100% of scheduled activity for the reporting period local informal 
interventions may be used to engage with students to reinforce the benefits of attendance and 
help improve it.  
2.4.4   If attendance falls below 85% of scheduled activity for the reporting period formal 
interventions will commence.  

2.5 Where students have failed to maintain the required attendance threshold set out above, 
staff will consider whether the student has taken reasonable steps to engage with their studies. 
Examples of appropriate student engagement include, but are not limited to: 

• Maintaining contact with relevant college staff, explaining the reasons for absence and the 
steps they are taking to engage with their studies. 

• Keeping up to date with learning by obtaining lecture notes, online resources, or other 
learning materials from college staff.  

• Demonstrating that they have engaged in independent study to keep up to date with their 
learning.  

• Handing in assignments or classwork in a timely fashion unless there are mitigating factors. 
• Continuing to meet their learning objectives.  
• Engaging with the college in any other way which demonstrates that they are continuing to 

participate in their studies. 

3. Attendance and Engagement Support Procedures 
Stage 1 
3.1 Students falling below the attendance threshold set out in 2.4 and not maintaining 
appropriate engagement will be contacted by staff to discuss strategies for improving attendance. 
Local systems can be used to inform this engagement. Students will be able to confidentially disclose 
any barriers to attendance or engagement they may be experiencing. 

3.2 Students will be informed that should their attendance not improve, and they are not 
meeting engagement requirements they are at risk of having student support funds they are eligible 
for reduced or withdrawn, and any overpayments reclaimed. An agreed timeframe for improvement 
and the student’s understanding will be recorded on local systems, along with any evidence from 
Learner Support and Academic staff regarding attendance and engagement. 

3.3 Students who do not participate in the Stage 1 process will have their funding withdrawn, 
and any overpayments reclaimed, if they are not achieving appropriate engagement and will be 
required to arrange a meeting with the appropriate members of staff in order to discuss having their 
funding reinstated.  

Stage 2 
3.4 If attendance does not improve or improves and then declines within the same academic 
year, the student will be required to attend a formal meeting and agree an Attendance and 
Engagement Support Plan with staff. 
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3.5 Students who do not participate in the Stage 2 process will have their funding withdrawn, 
and any overpayments reclaimed, where they are not achieving appropriate engagement and will be 
required to arrange a meeting with the appropriate members of staff in order to discuss having their 
funding reinstated. 

Stage 3 
3.5 Students who have been through Stages 1 and 2 will not be invited to attend another 
meeting within the same academic year if issues continue or reoccur. Instead, withdrawal or 
reduction of student support funds may initiate immediately if they are not achieving appropriate 
engagement. The onus will then be on the student to engage with staff to agree a plan for improving 
attendance and engagement.  

Personal Learning Support Plans (PLSPs) 
3.6 Where a student has complex circumstances or health issues (including mental health 
issues) which may impact on their attendance, the College may exercise particular flexibility with 
regards to attendance. The College will agree attendance and participation plans directly with the 
student in these circumstances and this will be reflected in the student’s PLSP. 

PLSPs are created in partnership with a student in response to a disclosed need. Attendance may 
form part of the PLSP, but issues around attendance alone would not justify the creation of a PLSP. 
There is local support available for students to access if they have concerns around how their 
personal circumstances may be affecting attendance and engagement. For further information, the 
local Student Support team should be contacted, and the Learner Support Policy consulted. 

Legislative Responsibilities 
3.7 All colleges in the UHI partnership have due regard to equalities legislation and the Children 
and Young People (Scotland) Act 2014 when considering the position of students with protected 
characteristics and care experienced students. Colleges may exercise increased flexibility when 
considering attendance issues for groups of students impacted by this legislation (for example Care 
Experienced students, Disabled students, Student Parents, and those on Maternity/Paternity/ 
Adoption leave). In addition, colleges will be mindful of their corporate parenting responsibilities 
under the Children and Young People (Scotland) Act 2014.  

4. Monitoring and Changes to SFC Guidance 
4.1  Colleges will utilise local means of monitoring and reporting on attendance. This information 
will be used as appropriate for regional level reporting and analysis. 

4.2 Annual changes to SFC policy will be considered by the Student Support Funds Policy 
Ownership Group and any necessary amendments made to the Attendance and Engagement 
Appendix.  
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Accessible versions of this policy are available upon request.  

Policy Summary 

Overview 
This policy is required to set out a regional approach to distribution of 
student support funds for West Highland College and all academic partners 
in the University of the Highlands and Islands. 

Purpose 
The policy will provide a framework for a consistent and coherent 
methodology for the awarding of student support funds. 

Scope This policy applies to all academic partners. 

Consultation 

This policy was formulated by a Policy Ownership Group, made up of 
practitioners from across the University of the Highlands and Islands 
network. Endorsement was received from Partnership Council, before the 
policy went through local consultation and approval by College Boards of 
Management and Finance and General-Purpose Committee. 

Implementation and 
Monitoring 

Academic partners will be responsible for implementing and monitoring 
the policy.  Analysis will be carried out of the policy’s impact by staff from 
the Vice-Principal for Further Education’s office. 

Risk Implications 

The policy reduces risk for the University and academic partners by 
creating a streamlined process and reinforcing the existing staff community 
of practice. 

Students will also benefit from a consistent approach across all partners. 

Link with Strategy 
This policy is linked to individual Access and Inclusion strategies and the 
Regional Outcome Agreement. 

Impact Assessment 
Equality Impact Assessment: June 2018 – No further action required. 

Privacy Impact Assessment: n/a 
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The University of the Highlands and Islands operates to a common set of Student Support Funds 
procedures across all of the partner colleges. These procedures are set out below.  
 
Please refer to the Student Support Funds Policy for further information. The Student Support Funds 
Policy contains link to the relevant Scottish Funding Council (SFC) and Student Awards Agency 
Scotland (SAAS) guidelines, which all partner colleges follow.  
 
Course Application Stage  
1. Applicants for courses will be able to access information about the types of financial support that 
may be available to them during their studies, via the college’s website or in paper form. Information 
for the forthcoming academic year will be available prior to the course starting once details of 
SFC/SAAS policy and guidelines for the year have been released. If applicants have any questions 
they should contact the college to which they have applied.  
 
Applying for Student Support Funds  
2. Once the applicant has accepted a place on a course, they will be able to log in to their Student 
Hub and apply for funding through the online application form. Some partner colleges may offer a 
paper application.  

3. The application is used to determine eligibility to access funds available to applicants. FE 
applicants will be assessed for one or more of Educational Maintenance Allowance, Bursary, 
Discretionary and Childcare Funds. HE applicants will be assessed for one or both of Discretionary 
and Childcare Funds.  

4. The student will provide information about their living arrangements and household income. Once 
submitted, requests will be automatically generated for evidence of the appropriate documentation 
to support the application.  

5. The evidence requested will be based on the information provided by the student in their 
application. It is therefore vital that accurate information is provided, as any changes may result in 
new evidence being requested and a delay to the application being assessed.  

6. Once all requested documentation has been received the application will be put forward for 
assessment. Staff will normally complete the assessment within twenty-eight days.  

7. Students will be notified of the outcome of their application via the college’s local process (either 
Student Hub or by post) once the assessment is complete. For applications resulting in an award, 
payments will be made in accordance with the relevant payment schedule to the bank account 
nominated by the student on the Mandate Form in their application.  
 
8. The onus is on the student to provide all necessary documentation. Where this information is not 
provided, or where the college believes a student or relevant parent or partner is withholding 
information that may be relevant to the student’s application, colleges may use their discretion to 
refuse to offer the student an award or offer the student a provisional award.  
 
In exceptional circumstances, a provisional award may be offered where the partner college believes 
that the student is likely to be eligible for funding once the required documentation is available and 
presented. In these circumstances the partner college will require the student to refund any 
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overpayment resulting from the provisional assessment. If no documentation is provided, the 
student will be required to repay the award in full.  
Attendance and Engagement  
9. Students in receipt of Student Support Funds must adhere to the guidelines set out by SFC and 
SAAS. This includes fulfilling the attendance and engagement requirements.  

10. Colleges will monitor student attendance and engagement in line with the Attendance Appendix 
to the Student Support Funds Policy. The Appendix is available on the Student Hub. Students will be 
contacted by the college should their attendance and engagement fall below expectations.  

11. Students who do not meet attendance and engagement requirements should expect to have 
their funding withdrawn immediately.  

12. Students should also be aware of other college policies that require to be followed e.g. Codes of 
Conduct etc.  
 
Appeals  
13. Applicants for student support funds are advised of their right to appeal against the outcome of 
any funding application in the Notification of Award (issued on the Student Hub or by post).  

14. In the first instance, queries or grievances about awards or award levels should be discussed 
informally with relevant staff. In many situations, this will be sufficient and the student will get 
clarification about the rationale for whether they have received an award or their award level.  

15. If the student is not satisfied with the informal resolution, a formal appeal can be submitted in 
writing (in paper form, email or the reassessment button on the Student Hub) within ten working 
days of receiving the application outcome. The grounds for appeal must be clearly stated. The 
student will receive an acknowledgement of their appeal once received.  

16. The formal appeal will be considered by a senior member of college staff impartial to the 
application process. The student will receive a response within twenty working days. This decision is 
final.  
 
Overpayments and Debt  
17. Students who receive an overpayment of Student Support Funds will be expected to return the 
overpayment in full. Students will be notified by the college of an overpayment and will receive 
details of the amount overpaid and acceptable methods of repayment.  

18. Should the student not return the overpayment within the requested timescale; college debt 
management procedures will be followed to recoup the funds.  
 
Retention of Records  
19. For record retention information, staff and students should refer to the University of the 
Highlands and Islands Retention and Disposal Policy.  
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(EIA) 
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N/A     
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(tick those that apply) 
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For discussion    ☐ 
For endorsing    ☐ 
For decision  ☐ 
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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 
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West Highland College 
Estates Update Nov 2020 
 
1. STEM Centre. 

No further update on funding. 
HIE, Highland Council and Zero Waste Scotland are undertaking a District 
Heating Feasibility Study for the Blar Mhor.  We are providing evidence for 
this from the STEM perspective.  The implementation of such a heating 
system would contribute significantly to green energy credentials. 
 

2. Mallaig 
Crown Estates Scotland has agreed to undertake a Full Business Case on 
the Mallaig project, engaging their own agents to assemble this. Their 
staged approach is: 
• Agree acceptable Heads of Terms (HoT) with WHC UHI (based on 

CES investment criteria) for a future lease and purchase and valuation 
of the site. 

• Subject to satisfactory HoT to undertake detailed review of the design 
in terms of environmental, climate change and sustainability standards 
in line with CES policy. 

• Market testing and tendering for the proposal to establish detailed 
costs to inform the FBC. 

 
Our planning permission for Mallaig expires in February 2021 and we are 
taking steps to have this extended.  

 
3. Broadford 

We have submitted a planning application for an extension and works at the 
learning centre in Broadford.  We have also rented space in a neighbouring 
building until May 2021.  
 
Purchase of land from HIE progressing. 

 
4. Ocean Frontier 

We have now received the tender report for works to be undertaken in the 
building to enable the Advanced Manufacturing project to go ahead.  This 
report is being reviewed.   
 

5. Portree 
No further action regarding the servitude for the Housing Association 

 
We have now received a Wayleave request from Openreach at Broadford 
and will be meeting BT planners to review what they wish to do. 

 
6. Gairloch 

No further update on lease. We await information from the landlord’s 
solicitor. 

 
7. Fort William Student Accommodation 

No further information. 
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Purpose of paper 

To provide the committee with recommendations to improve the 
cover for the College in specific areas and to provide a map of 
cover against the summary risk register as requested at the 
meeting in September 2020.    
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3. Other strategies ☐ 
4. Risk management ☒ 
5. New opportunity/change ☐ 

Describe the linkage: 
Click to enter text. 

Content sensitivity Normal 
Resource implications 
Give details if yes Yes            Increased cost for additional cover 

Risk implications No Mitigates risk in some areas 
Date paper prepared 13/11/2020 
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? 
 
ELT 
 
 

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 

FINANCE & GENERAL PURPOSES COMMITTEE 

November 2020 

College Insurance Review 

Context 

The Board is obliged, under the College Financial Regulations, to annually review the College’s 
insurance cover.  This year the review has coincided with the contracting of a new broker, through a 
collaborative tender process, Education Protect Scotland. 

In September 2020, a paper was submitted to Finance and General Purposes Committee detailing 
three areas which are currently uninsured; Professional Indemnity; Commercial Crime and Cyber 
Liability.  In additional EPS identified two further areas where the college cover is seen as low 
compared to the sector: Employers and Public Liability and Directors & Officers / Governors Liability.  
 
Additional information was requested from EPS in relation to Professional Indemnity and 
Commercial Crime cover and these documents are available in Admin Control.  
 
To fully consider the appropriateness of the current insurance cover, a matrix mapping the existing 
cover against the college’s risk register was also requested. 
 
This paper seeks to provide the additional information requested and provides a recommendation 
for the committee to consider for approval. 
 
Mapping of Insurance Cover to Risk Register 
 
Appendix 1 shows the Risk Register Summary as of September 2020 extended to show any insurance 
cover that is in place to mitigate that specific risk and if so the basic details. 
 
Of the 26 identified risks only 6 (23%) are mitigated in whole or part by having insurance cover in 
place. 
 
In terms of the uninsured risks, issues which would lead to a Professional Indemnity or Commercial 
Crime claim do not feature as such on the current risk register.  However, as the college enters an 
extended period of a more restricted learning environment it is possible that a claim for ‘failure to 
educate’ could be made.  Instances of commercial crime are becoming ever more sophisticated and 
are far more prevalent across the sector despite control frameworks.  Therefore, it is recommended 
that it would be prudent to take out the minimum level of cover for these risks. 
   

• Professional Indemnity  
This essentially covers the College for failures to carry out its professional duties e.g. claims 
for a ‘failure to educate’.  The cost to add this cover is £1,000 + IPT  

 
• Commercial Crime  

This covers financial crime and increasingly these are related to fraudulent 
invoicing/changing of bank details and other targeted fraud.  The cost to add for this cover is 
£900 + IPT for £250k cover and £1,500 + IPT for £1m cover.   
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Cyber-crime is included on the risk register within the more general description of failure to secure 
ICT infra-structure.  UHI LIS have recently taken the option to include cover for Cybercrime.  It is 
recommended that WHC engages with LIS to understand any implications and cover provided.  
 
Employers & Public Liability and Directors & Offices Liability both feature on the mapping exercise as 
mitigation to identified risks but these were areas previously highlighted as low for the sector.  
  

• Employers & Public Liability  
The current limits are £10m for each.  The additional premium to increase the 
limit to £20m for Employers Liability would be £500 + IPT and for Public 
Liability £1,475 + IPT.   

 
• Directors & Officers / Governors Liability  

The current limit is £1m, the additional premium to increase to £5m would be 
£3,200 + IPT  
 

Whilst it is difficult to assess the potential for increased claims related to these areas, 
particularly in relation to Public liability with the current restricted access to the 
college premises, business activities are continuing with staff and student numbers 
being comparable to previous years.  Therefore, it is recommended that Employers 
and Public Liability limits are increased in line with the sector and Director & Officers 
liability increased to £5m in line with discussions at the September F&GP meeting. 
 
Other Insured Areas 
 
The above areas of cover all fall within the College’s Commercial Combined Insurance 
which is underwritten by Aviva.  In addition to this the College also has the following 
separate policies: 

• Engineering – Machinery at 5 owned buildings – underwritten by Aviva 
• Specialist Marine cover for the Lannair Vessel at Mallaig – underwritten by 

Navigators and General 
• Motor Fleet cover for leased cars and minibuses and trailers – underwritten 

by ERS 
• Personal Accident and Travel combined policy – underwritten by Aviva 

 
Summary of Recommendations 
 
Members are asked to consider and approve the following recommendations 

• Add Professional Indemnity cover at a cost of £1,000 + IPT 
• Add minimum Commercial Crime cover at a cost of £900 + IPT 
• Increase Employers Liability cover to £20m at a cost of £500 + IPT 
• Increase Public Liability cover to £20m at a cost of £1,475 + IPT 
• Increase Directors & Officers Liability cover to £5m at a cost of £3,200 + IPT 

Total increase in cost = £7,075 + IPT 
 

• To encourage and support discussions around a partnership cyber crime 
policy with UHI EO. 

 
 
Paula Lister, Director of Finance & Resources                  04/11/2020 
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Appendix 1 Finance & General Purposes Nov-20

 Ref ID  
 Risk 

Status  
Category

 Link to WHC 
Strategy 2016 - 

2021  

 Risk 
Owner  

Rating  RAG  
 Residual 

Risk 
Rating  

 RAG   Risk Description  Changed

Insured       
Y=Yes        
N=No        

P=Partial

Insurance Detail

WHC1 Active Financial SA1 Principal 20 20

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

March 2018 N

WHC2 Active Financial
People

Financial
Sustainability

Principal 25 20
Implications from introduction 
of national pay bargaining

December 2018 N

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 N

WHC6 Active Financial

SA1 and 2;
Estates and 

Infrastructure;
Financial

Sustainability

Principal 
with FD

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

P
Damage to computing equipment 
covered to value of £304,750 plus 
£100,000 for reinstatement of data.  
Currently cyber crime covered by EO LIS.

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 N

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

N

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

N

WHC10 Active Financial
SA1

Financial
Sustainability

VPAA 12 12
Failure to meet planned 
student recruitment targets

P

Within Business Interuption, there is 
cover for refund of fees in consequence 
of damage interuption but no cover for 
failure to recruit
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WHC13 Active Financial
Financial

Sustainability
Principal 12 8

failure to effectively plan for 
business continuity

Y

Business Interuption cover in place which 
results from damage to college property, 
failure of essential utility supplies or 
specified disease, food poisoning, vermin 
pests and defective sanitation, murder or 
suicide.

WHC14 Active Financial SA3 VPAA 16 16 Lack of business engagement N

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

N

WHC20 Active Financial
SA1-3

Financial
Sustainability

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

N

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

N

WHC22 Active Financial SA1 Principal 16 12 Loss of EU students N

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

N

WHC25 Active Financial
Financial 

Sustainability
Principal 
with FD

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

New risk
March 2020

N

WHC12 Active 
Governan

ce
Financial

Sustainability
Principal 8 8

Failure to comply with legal 
obligations

P
Employers Liability & Public and Product 
Liability cover for £10m

WHC16 Active 
Governan

ce
SA1-3

College 
Secretary 
to Board 

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

N

WHC17 Active 
Governan

ce
SA1-3

College 
Secretary 
to Board
Principal

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

March 2018 N

WHC18 Active 
Governan

ce
SA1-3

Chair
College 

Secretary 
to Board

12 9
Failure to comply with Code of 
Good Governance

P

Directors and Officers cover currently 
£1m.  Quotes provided to increase. 
Employment practice cover £100,000.  
Corporate legal liability £1m.
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WHC19 Active
Governan

ce
SA1-3

Chair
Principal 

16 16

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

January 2018 N

WHC4 Active
Organisati

onal

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 N

WHC11 Active 
Organisati

onal

People
Estates and 

Infrastructure
Financial

Sustainability

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

N

WHC23 Active 
Organisati

onal
People

Chair
Principal 

16 16 Loss of key staff P
Business Interuption Cover provides 
some reclaim for expenses in certain 
circumstances

WHC26 Active
Organisati

onal

People
Financial 

Sustainability

Principal 
with FD

15 15
Failure to plan for business 
continuity due to pandemic 

New risk
March 2020

N
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