Draft Agenda Board Meeting 28-8- 2018

BOARD OF MANAGEMENT
Meeting to be held
On 30 October 2018 at 1330 hours in the Board Room
Agenda
Number

BM.18.4.01

Item

(i)
(ii)

Resignations
Appointments

Presented By

Action
Required:
Decision,
Discussion, For
Noting

Clerk

Noting

BM.18.4.02

Apologies for Absence

Clerk

Noting

BM.18.4.03

Any Additional Declarations of Interest including
specific items on this Agenda.

Chair

Noting

BM.18.4.04

Draft Minutes of Board Meeting held on 28
August 2018 *

Chair

Decision

BM.18.4.05

Matters Arising from Board Meeting held on 28
August 2018 *

Clerk

Noting

BM.18.4.06

Principal’s Report *
Mr D Patterson
i. Confirmation of outturn of FE Credit
Total 2017/18 (for information)
ii. Overview of College Attainment and
Performance against the four ‘Audit
Scotland’ performance measures (for
noting, RESERVED)
iii. College Operational Plan 2018/19 (for
approval)
iv. Updated KPI spreadsheet (for noting or
discussion)
v. Quarterly update on activities, submitted
to University Court (for noting)
vi. Update on Moray Growth Deal (For
decision, RESERVED)

BM.18.4.07

Minutes of Committee Meetings:
i. Draft Minutes of Finance and General
Purposes Committee held on 11-9-2018
*

Mr M Easton

Discussion
Noting
Noting

Decision
Noting and
Discussion
Noting
Decision

Noting

Draft Agenda Board Meeting 28-8- 2018

ii.

Draft Minutes of Audit Committee on 910-2018 *

Dr McLeman

Noting

Mr P Graham

Noting

BM.18.4.08

Draft Minutes of FERB 12 September 2018 *

BM.18.4.09

Draft Minutes of UHI Court held 19 September
2018 *

BM.18.4.10

Finance Update - verbal

Mr M Easton
Mr N Clinton

Discussion

BM.18.4.11

Health and Safety Update - verbal

Mr Clinton

Noting

BM.18.4.12

Emerging Issues
(i)
Verbal update from University
Foundation
(ii)
Board and Committee Schedule and
Work Plan – updated *

Chair
Mrs S Mustard

Discussion
Noting

Mrs Fair

Noting

BM.18.4.13

HISA Update - verbal

Miss M Wells
Mr N Sanderson

Noting

BM.18.4.14

EREP Draft Document ~

Mrs N Yoxall

Discussion

BM.18.4.15

UHI Single Policy Environment Project
(i)
UHI IP Policy *
(ii)
FE Fee Waiver Policy *
(iii)
Student Support Funds Policy *

Mr D Duncan

Decision

BM.18.4.16

Date of next meeting – 18-12-2018

Clerk

Noting

Chair

Decision

Mr M Easton

Noting

Dr J McLeman

Noting

RESERVED ITEMS
BM.18.4.17
Draft Reserved Minutes of Board of
Management Meeting held on 30-10-2018 *
BM.18.4.18

Reserved Minutes of Committee Meetings:
i. Draft Reserved Minutes of Finance and
General Purposes Committee on 11-92018 *
ii. Draft Reserved Minutes of Audit
Committee 9-10-2018 *

Noting

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04

BOARD OF MANAGEMENT
Minutes of Meeting held on
Tuesday 28 August 2018
At 1330 hours in the Board Room
Present:
Mr Peter Graham (Chair)
Mr Joe Bodman
Mr Murray Easton
Mr David Dalziel
Mr David Patterson
Mrs Seonaid Mustard
Mrs Patricia Eddie
Mr Nathan Sanderson (HISA)

Mrs Rosemary McCormack
Mr James Knowles
Mrs Caroline Webster
Dr Jessie McLeman
Mrs Deborah Newton
Mrs Joan Johnston
Ms Manon Wells Jesus (HISA)

In Attendance:

Observing:

Mr Nick Clinton
Mrs Cathie Fair (Clerk)

Mrs Lousie Proctor
Mrs Julia Moreland

Mr Graham welcomed all members to today’s meeting suggesting and in particular Mrs Eddie, the
newly appointed Support Staff Representative on the Board of Management.
Item
BM.18.3.01
1.1
1.2

BM.18.3.02
2.1

BM.18.3.03
3.1

Action
(i)
Resignations
There were no resignations
(ii)
Appointments
There were no new appointments as these were
mentioned at the last meeting.
Apologies for Absence
Apologies had been received from:
Mr Derek Duncan
Mrs Chris Newlands
Mrs Carolyn Thomson
Mrs Nikki Yoxall
Ms Manon Wells Jesus
Mrs Eleanor Melton
Any Additional Declarations of Interest including
specific items on this Agenda
No additional declarations of interest were noted.
Mrs Fair requested Board members who had not
already done so, to complete and return an
Declarations of Interest Form to her by 31-8-2018
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Date

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04
BM.18.3.04
4.1

BM.18.3.05
5.1

5.2
5.3
5.4
5.5
5.6
5.7
5.8

BM.18.3.06
6.1

6.2

6.3

Draft Minutes of Board meeting held on 20 March
2018
The Minutes were accepted as an accurate record of
the meeting subject to a minor amendment.
Proposed: Mr David Dalziel
Seconded: Mr J Knowles
Draft Matters Arising/Action sheet from Board
meeting held on 19 June 2018
5.1 – Learning Development Workers had been
invited to attend the Board meeting but due to work
commitments, were unable to do so today. They
have been invited to the next meeting.
6.1 Completed and on agenda
8.1.1 Completed and on agenda
8.1.2 Completed and on agenda
8.1.3 Mr Duncan is aware he had to attend Audit
October meeting and report on status of Policies
9.1 LTQC Minutes on Agenda
16.1 Completed
19.1 UHI circulated overall press release and Student
Satisfaction results will be forwarded to Northern
Scot at start of academic year.
Principal’s Report
The Principal’s report included an overview on
current status of College issues around the
framework of the 5 strategic aims.
Also included in the papers was a review of the
Operational Plan for 2017-18, a final Strategic Plan
document and a proposal for KPI’s
Comments were invited from the Board on all papers.
The Board questioned why objectives were not
included within the overview of the Principal’s report
and the Principal explained that these are set in the
KPI’s that have been developed and measured at the
end of a session by the review of the operational
plan. The question of the appropriateness of the
College measuring its own performance was then
discussed and the Board was reminded that the
College is subject to significant external scrutiny for
example through the EREP (Evaluative Review and
Enhancement Plan) which validates how well the
College is performing. Other external measures such
as internal and external audit reports, Reports from
Audit Scotland etc also provide validation on
performance. Some subsequent discussion took
place around the various headings and in particular
the Board questioned the situation with applications
and whether this looked positive. As this is currently
taking place it is too early to say.
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Mrs Fair

October
Board

Mr Duncan

October
Audit

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04
6.4

6.5

Action

BM.18.3.07
7.1

BM.18.3.08

8.1

8.2

Some discussion took place on the final strategic plan
and the Board noted that page 17 linking the strategic
aims to national and regional priorities was a
welcome addition. The final Strategic Plan was
therefore approved by the Board.
A lengthy discussion took place on the KPI proposal
including whether targets are sufficiently stretching
and the Principal explained that the College is
constrained in many areas, particularly in FE work by
the distribution model in the region. It was
acknowledged that this is a good first step in
developing KPI’s and this will be a live document
subject to review. The document was therefore
agreed and approved subject to ongoing review of
the targets throughout the session.
To bring refined KPI’s and Operational Plan to
Principal and
October Board meeting including the addition of
SLT
targets for FTE’s and commercialisation. The Principal
assured the Board that in depth consideration
continues to be given to these targets by the SLT.
Update On Status of Audit Register
Mr Clinton provided an update to the Board on the
status of overdue audit actions noting that there
were now only 5 oil and gas actions outstanding and
evidence of completion of these need to be
forwarded to HL by the end of October ready to be
signed off by the November Audit Committee. The
Board acknowledged the substantial work which has
taken place in getting these up to date. Mr Clinton
stressed the importance that all internal audit
recommendations are actioned and evidenced in a
timely manner in future and the Board welcomed
this.
Minutes of Committee Meetings
(i)
Draft Minutes of Staff Governance
Committee 19-6-2018
Circulated for noting with Mr Dalziel further updating
the Board on staffing issues including the fact that an
additional part time member of staff in Human
Resources has been approved and advertised.
Culture and behaviours are currently being developed
and a Staff Survey is planned for February 2019 which
will measure the success of adopting these. A brief
update on the status of national bargaining was given
by Mr Joe Bodman.
(ii)
Draft Minutes of Finance and General
Purposes Committee held on 26-6-2018
Circulated for noting. An update on the status of
backlog maintenance funding for 18/19 was given
and the Board sought assurance that the funding will
be fully committed within the set timescales.
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October
Board

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04
(iii)

8.3

Action
BM.18.3.09
9.1

Action

Action

BM.18.3.10
10.1

BM.18.3.11
11.1
BM.18.3.12
12.1

12.2

BM.18.3.13
13.1

Action
BM.18.3.14
14.1

Draft Minutes of Remuneration
Committee 26-6-2018
Circulated for noting with Mr Dalziel explaining that a
Principal’s Remuneration and Appraisal procedure is
currently being adapted from Inverness College and
will come to the October Board meeting.
To adapt Principal’s Remuneration and Appraisal
Procedure for Moray College
Minutes of Learning, Teaching and Quality
Committee held on 14 June 2018
Minutes were circulated for noting. The relationship
between this Committee and the Board was also
discussed at the Board Development Event and the
need for more Board involvement was agreed.
Mrs Joan Johnston, and Mrs Seonaid Mustard agreed
to join this committee along with current members,
Joe Bodman and John Yorston. Updated Committee
membership to be circulated
Board Members felt that this Committee needs to
become part of the Committee structure chaired by
the Principal and agreed terms of reference need to
be drawn up.
Draft minutes FERB held on 25 May 2018
Circulated for noting with some discussion taking
place over the allocation of FE funding and the fact
that a different funding methodology needs to be
agreed in future.
Draft minutes of UHI Court held on 20 June 2018.
Circulated for noting.
Finance Update
i.
Budget Update 2018-19
It was decided to discuss this item under Reserved
and the Minute is therefore held in confidence.
ii.
Insurance Policies
It was decided to discuss this item under Reserved
and the Minute is therefore held in confidence.
Health and Safety Update
Mr Clinton explained that a Health and Safety
consultant is now place 2-3 days a week since June
and a gap analysis is expected imminently. A Health
and Safety Committee meeting will be held in
September. The Board requested that an annual
report on Health and Safety should come to the
Board in December.
Ensure Health and Safety Report is added to Board
agenda in December
Emerging Issues
i.
Outcome of Board Development Day
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Mr Dalziel

October
Board

Mrs Fair

ASAP

Mrs Fair/Mrs
Yoxall

ASAP

Mrs Fair

December
Board

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04

Action
14.2

Action
14.3

BM.18.3.15
15.1

BM.18.3.16
16.1

Action
BM.18.3.17
17.1
BM.18.3.18
18.1
BM.18.3.19
19.1

19.2

19.3

The Board acknowledged that this event had been a
considerable success due in no small part due to the
facilitation of Anton Rogers.
To write and thank Anton Rogers formally on behalf
of the Board.
The Board felt it important that actions are
implemented without delay and suggested that the
Principal work with the Board to ensure this happens
in a timely fashion.
To review progress of Actions at Board meeting in
December
Some discussion took place on stakeholder
relationships and the Board requested a paper on this
go to a future Board meeting
HISA Update
Mr Sanderson provided a brief verbal update on all
the planned HISA activities over the coming weeks,
including HISA training, Student Induction, Fresher’s
Fayre, Links with LDWs, Mental Health Campaign, Toy
soldier Campaign. Overall impression is a very
positive start to the year. The Board asked for HISA
impression of Class Rep meetings and he confirmed
finding these extremely positive.
Board and Committee Schedule and work plan for
2018-19
This had been circulated for information and
approval. Board Approved. It was noted however
that dates of LTQC may have to change.
To send revised version of Committee schedule as
and when new LTQC dates are agreed
Date of next meeting
The date of the next meeting is 30-10-2018.
RESERVED ITEMS
Draft Reserved Minutes of Board of Management
meeting held on 19 June 2018.
This item is reserved and the Minute held in
confidence.
(i)
Draft Reserved Minutes of Staff
Governance Committee 19-6-2018
This item is reserved and the minute held in
confidence.
(ii)
Draft reserved Minutes of Finance and
General Purposes Committee on 26-62018
This item is reserved and the Minute held in
confidence.
(iii)
Draft reserved Minutes- of
Remuneration Committee on 26-6-2018
This item is reserved and the Minute held in
confidence.
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Mrs Fair

Immediate

Mr Patterson
Mrs Fair
SLT

ASAP

Mrs Fair

ASAP

March Board

Approved Minutes of Board Meeting 28-8-2018
Agenda item: BM.18.4.04
BM.18.3.20
20.1
BM.18.3.21
21.1

Moray Growth Deal Update Report
This item is reserved and the minute held in
confidence.
Compliance with Good Governance Checklist
This item is reserved and the minute held in
confidence.

6

Matters Arising/actions from Board Meeting 28 August 2018
Agenda Item: BM.18.4.05

ITEM

ACTION BY

DATE

Update

BM.18.3.05

Draft Matters Arising/Actions for Board meeting held on 20 March 2018

5.1

To invite Learning Development Workers to October Board meeting

Mrs C Fair

Immediate

Completed

5.5

Mr Duncan to attend October Audit Committee to report on status of
College Policies

Mr Duncan

October Audit

Completed

BM.18.3.06

Principal’s Report

6.5

To bring refined KPI’s and Operational Plan to October Board meeting
including the addition of targets for FTE’s and Commercialisation.

Mr Patterson
SLT

October Board

On Agenda

BM.18.3.08

Minutes of Committee Meetings

8.3

(iii) Draft Minutes of Remuneration Committee
Mr Dalziel

October Board

Unlikely to
be available
for Oct
Board as
document
needs
considerable
adapting

To adapt Principal’s Remuneration and Appraisal Procedure for Moray
College

BM.18.3.09

Minutes of LTQC 14 June 2018

9.1

Mrs Joan Johnston and Mrs Seonaid Mustard agreed to join this
Committee along with current members – Updated Committee
membership to be circulated.

Mrs Fair

ASAP

Completed
Updated
Membership
circulated
19-12-2018

9.2

LTQC to become part of Board Committee structure chaired by the
Principal and terms of reference need to be agreed

Mrs Fair
Mrs Yoxall

ASAP

Partially
completed
TOR need to
be approved
by
Committee

BM.18.3.13

Health and Safety Update

Matters Arising/actions from Board Meeting 28 August 2018
Agenda Item: BM.18.4.05

13.1

Ensure Health and Safety Report is added to Board agenda in December

BM.18.3.14

Emerging Issues
(i)

Mrs Fair

December
Board

Noted and
on Board
Plan

Outcome of Board Development Day

14.1

To write and thank Anton Rogers formally on behalf of the Board

Mr Fair

ASAP

Completed
and copy
letter
circulated
13-9-2018

14.2

To review progress of Actions at Board meeting in December

Mr Patterson
Mrs Fair

December
Board

On Agenda
for Dec
Board

BM.18.3.16

Board and Committee Schedule and work plan for 2018-19

16.1

Circulate revised version of Committee schedule as and when new LTQC
dates are agreed

Mrs Fair

ASAP

Completed
13-9-2019

KEY TASK

LEAD

Strategic
Plan
Deadline
(end of…) Reference

Evidence of completion

CURRICULUM

Develop curriculum map and undertake a gap analysis to ensure
Moray College has a flexible curriculum portfolio that meets and is
responsive to local needs in accordance with the Moray Skills
Investment Plan (SIP)

DC&AO

Review and increase the range of the School Senior Phase
offering, with particular focus on opportunities for S6 pupils.

DC&AO December

Develop an audit tool and Heads of Curriculum to begin the
implementation of the FE Course Design Principles identified in the
Curriculum Strategy. Initial task will be to implement the curriculum
design principles for ‘Skills for Learning, Life and Work’.

DC&AO

June

June

C1, P2

C1, P2

C2

Curriculum Map
Gap Analysis Report

School Prospectus

Audit Tool
Gap Analysis Report for each
course.

To develop plans for HE growth by:
i. Developing a plan for HE curriculum changes to achieve price
group distribution in SFC Funding Model by 2023 – 2024 and
investigate the impact of these changes.

i. Price Group Redistribution Plan

June
DC&AO

C1, C3
April

ii. Each Head of Curriculum to develop one course proposal for new
HE provision.

ii. Course Approval Forms

LEARNING AND TEACHING

Undertake work within a regional context as part of UHI Quality Forum
Quality Harmonisation core group to employ a systematic supportive process
of evaluation of provision, in particular Learning and Teaching.

DLT

June

L1

LTR Team in place undertaking LTR
review as set out in Handbook.

Implement attainment and progress monitoring activity through the Quality
Cycle and Regional Attainment Strategy to include all programmes, with a
particular focus on at risk courses (including those with poor student
satisfaction).

Development of Learning &Teaching ‘scholarship’ culture in line with the
RIKE Strategy Action Plan.
Oversee the delivery of Learning and Teaching CPD opportunities for staff, to
include monthly workshops, Development Day activity and a Learning and
Teaching Conference.

i. MORAGAA reports
ii. Regional Strategy outputs –
Care, Computing, Hospitality +
Science.
iii. 50% and below achievement
course intervention outcomes
NSS Strategy.

DLT

June

L2, L3

DLT

June

L1, P3

Completed Action Plan.

L1, L3

i. Programme Plan
ii. Attendance Registers
iii. Feedback

DLT

June

ORGANISATIONAL CULTURE

Ensure approval of a Workforce Planning and Development Strategy and
plan the implementation of the strategy
Develop a set of behaviours which underpin the College CORE Values
and roll these out to all staff

Participate in collective UHI activities to review the college Staff
Review process to respond to requirements of National Bargaining
(timings subject to requirements being clarified)
Undertake activities as required to implement National Bargaining
agreements and deadlines

DHROD

Dec

O2

DHROD

June

O1-3

DHROD

July

O1-3

Strategy Document approved
Staff Governance Committee
minutes
Plan
i.Implementation
Training records
ii. Behaviours document
iii. JCC Minutes

Minutes of meetings, potential
drafts of procedures

DHROD

July

O1-3

Contracts, WLA, Revised
Procedures, JCC Minutes,
Evaluation documentation.

Principal

July

P1-3

Proposal documentation approved
and submitted to target

PARTNERSHIP

Progress Outline and Final Business Case proposals to deadlines agreed
with Moray Growth Deal Project Board

Lead the UHI Data Sharing Group and Data Procedures Group to ensure
improved access to timely reporting for quality enhancement

Group minutes and new reports
and reporting processes

DIPSS

July

P2, P3, L3

Principal

July

P2, C1

July

P2, P3

FD

July

S1, S3

Develop non-funded/commercial income (including FWDF expansion) via
Commercial Activity Group

FD

July

S1

Management accounts

Plan and ensure commitment of Backlog Maintenance funding for 18/19

FD

Mar

S2

Committed spend (data from finance
system and PO’s)

FD

i. Dec
ii. July

S2

Ensure college progresses key actions within the Moray SIP

Support progress towards UHI Single Policy Environment for FE provision

DIPSS

Moray SIP Steering Group minutes
i.
ii.

Participation in working groups
Board Policy approvals

SUSTAINABILITY

Ensure delivery of FFR 18/19, as per 4 year Financial Plan

i.
ii.

Complete H&S review
Oversee required actions throughout the academic year.

YE Management accounts, and
Statutory Accounts

H&S Consultant’s report, and H&S
Committee minutes

Minutes of F&GP Meeting 11-9-2018
Agenda Item: BM.18.4.07 (i)

FINANCE AND GENERAL PURPOSES
Minutes of Meeting held on
Tuesday 11 September 2018
At 1330 hours in the Board Room

Present:
Mr Murray Easton (Convenor)
Mr Peter Graham
Mr David Patterson
Mr James Knowles
Mr Joe Bodman
Miss Caroline Webster
Mrs Rosemary McCormack
Mr Nathan Sanderson (HISA)
In Attendance:
Mrs Deborah Newton
Mr Nick Clinton
Mrs Cathie Fair (Clerk)
Mrs Eleanor Melton (Minutes)
Item
F.18.4.01
1.1
1.2

Action
(i)
Resignations
There have been no resignations received.
(ii)
Appointments
Nathan Sanderson has been appointed as HISA
representative.

F.18.4.02
2.1

Apologies for Absence
An apology was received from Mrs Patricia Eddie

F.18.4.03

Any Additional Declarations of Interest
including specific items on this Agenda
There were no additional declarations of
interest.

3.1

1

Date

Minutes of F&GP Meeting 11-9-2018
Agenda Item: BM.18.4.07 (i)

F.18.4.04
4.1

F.18.4.05

Action

Action

F.18.4.06
6.1

6.2

6.3

F.18.4.07
7.1

Draft Minutes of Finance Meeting held on 5
June 2018
The minutes were accepted as a true record and
approved by the Committee:
Proposed: Mr James Knowles
Seconded: Mrs Rosemary McCormack
Matters Arising/actions Sheet from Board
meeting held on 5 June 2018
Items 5.1, 5.2, 5.3, 5.4 were all on the Agenda
and had papers included with the pack.
5.5 Mr Clinton will convene thanks to Wendy
Wallace and Richie Hart at a meeting the
following week.
5.6 – It was determined that no separate
C Fair
Financial Strategy exists as this is covered within
the FRP. This should be removed from list of
Policies
5.7 Miss Webster e-mailed and has arranged a
meeting with the Leader of the Council this
month
5.8, 5.9 and 5.10 all completed
6.3 – Mr Clinton to produce a contribution
Mr Clinton
spreadsheet – remains outstanding – to be
produced by end September
6.4, 6.5 and 6.6 all completed
7.1, 7.2.1 and 7.2.2 all completed
10.1 – Meeting did not take place
Q4 Financial Update
i Management Accounts to 31 July 2018
This item is reserved and the minute held in
confidence.
ii 2017/18 – Draft Accounts v 18/19 Draft
Budget
This item is reserved and the minute held in
confidence.
iii Pension Update
This item is reserved and the minute held in
confidence.
2018/19 Budget Update
i 4 Year Financial Plan
This item is reserved and the minute held in
confidence.
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ASAP

End
September

Minutes of F&GP Meeting 11-9-2018
Agenda Item: BM.18.4.07 (i)

F.18.4.08
8.1

8.2

ACTION

F.18.4.09
9.1

Action
Action

Estates Update
i Update on Health and Safety - Verbal
Mr Clinton updated members on a recent
meeting held with Mr David Dalziel and June
Carter (H&S Consultant). Mr Dalziel
subsequently provided the Board with an
update to the effect that his is assured by
progress. A health and safety meeting will take
place in November which will then report to
Staff Governance Committee.
ii Backlog Maintenance Funding FY 18/19
A paper had been circulated providing a
proposal for 18-19 including anticipated costs,
start and end dates. The Committee sought
assurance that the funding will be committed to
ensure it is not lost and Mr Clinton provided
assurance on this. Conversations have been
had with Historic Scotland with regards to the
Victoria Art building.
With regards to the boiler it is hoped that a
tender will have been selected by Oct/Nov to
enable work to begin.
Mr Clinton to query the impact on car park
access re. Gas works

Mr Clinton

Emerging Issues
i Review of College Insurance Policies
Mr Clinton had been asked by the Committee to
look at options to reduce insurance costs and
had presented a variety of options and
recommendations.
The Committee spent some time considering
the options presented and 3
removals/reductions suggested in the paper
were supported.
Committee suggested that advice be sought on
bullet point 1- £5M top up cover for Employer’s
Liability and Public Liability. Committee agreed
to the removal of Fidelity guarantee, Governor’s
Liability cover to stay.
To seek advice on bullet point1
Mr Clinton
Committee suggested standardisation of
Mr Clinton
Insurance across UHI and Mr Clinton to discuss
Mr Patterson
at FD Practitioners’ Group meeting and Mr
Patterson to raise with F Larg
ii Finance System Update
3

ASAP

ASAP
ASAP

Minutes of F&GP Meeting 11-9-2018
Agenda Item: BM.18.4.07 (i)

9.2

9.3

F.18.4.10
10.1

Action

Mr Clinton updated the committee on the
progress so far and explained if UHI were to pull
away from the project there could be financial
implications for work already carried out.
Fiona Larg is to contact the Chair of APUC to
discuss options with no penalty.
Committee queried Moray’s position and
confirmed If the system goes ahead, Moray
College would not be launching for at least 2
years.
iii VAT Update
There is no update as yet but will chase up with
the aim to provide an update at the next
committee meeting.
iv EO – FERB update
Mr Graham provided an update on UHI funding
allocations.
Risk Register
Review and comment from the Committee was
requested by Mr Clinton. Committee queried
red risk areas including College Estate not fit for
purpose. It was felt important to keep this red
to highlight to the Government the need for
campus redevelopment. Committee queried
whether Moray Growth Deal should appear on
Risk Register and it was agreed it should
Moray Growth Deal to be added to Risk Register Mr Clinton
RESERVED ITEMS

F.18.4.11

11.2

F.18.4.12

12.1

F.18.4.13
13.1

Draft Reserved Minutes of Special Finance and
General Purposes Committee Meeting held on
26 June 2018
This item is reserved and the minute held in
confidence.
Draft Reserved Matters Arising from Special
Finance and General Purposes Meeting held on
26 June 2018
This item is reserved and the minute held in
confidence.
Date of Next Meeting
27 November 2018 – Joint Audit and F&GP
Committee
4

ASAP

Minutes of F&GP Meeting 11-9-2018
Agenda Item: BM.18.4.07 (i)

F.18.4.14
14.1

14.2

Any Other Business
EY Audit timeline was discussed and it was
noted there is much better engagement than
last year with milestones being met and
meetings with key people currently being
agreed.
Mr Clinton’s workload was discussed and this is
slowly getting more manageable given the
backlog inherited. Still covering the Estates
function, marketing and Commercialisation.
Meeting Closed at 16.30pm

5

Agenda Item: BM.18.4.07 (ii)
BOARD OF MANAGEMENT
Audit Committee
Draft Minutes of Meeting
held on
Tuesday 9 October 2018
at 1.00 pm in the Boardroom
Present:

Dr J McLeman
Mrs D Newton
Mr J Yorston
Ms Manon Wells Jesus
Mrs Patricia Eddie

(Convener)

In attendance:

Mr N Clinton
Mr D Patterson
Mr D Duncan

(By invitation of the Committee)
(By invitation of the Committee)

Mr R Jones
Mr S Inglis
Mrs C Fair

(EY)
Henderson Loggie (HL)
(Clerk)
ACTION

A.18.3.01
1.1

A.18.3.02
2.1

A.18.3.03
3.1
A.18.3.04
4.1
A.18.3.05
5.1

Closed Session
A closed session took place with the internal and
external auditors and committee members. The
Convenor will follow up any matters arising.
Resignations and Appointments
There was a resignation from Alan Simpson HISA.
The following appointments had been made:
Manon Wells Jesus – HISA
Patricia Eddie – Support Staff Rep.
Apologies for Absence
Apologies for absence had been received from:
Mr D Dalziel, Mrs E Melton and Mr D Archibald - HL
Any additional Declarations of Interest including specific
items on Agenda
No additional declarations of interest were noted.
Minutes of Meeting of the Audit Committee on 22 May
2018
Subject to a minor amendment, the minutes were
accepted as a true and accurate record and approved by
the Committee:
Proposed: Mrs D Newton
Seconded: Dr J McLeman

1

DATE

Agenda Item: BM.18.4.07 (ii)
ACTION
A.18.3.06
6.1

6.2

6.3

Action

6.4
6.5

6.6
6.7
6.8
6.9
6.10
6.11
6.12
6.13
6.14
6.15

Action

6.16
6.17
Action

Matters Arising/Action Sheet from meeting of Audit
Committee on 9-10-2018
5.1 It is anticipated there will be a move to one certificate
for the obligatory audits, but, while agreed in principal, the
final proposal has to be approved by Partnership Council.
Implementation is still unclear and matters are being
reviewed by EY. This needs to be reviewed further when
planning 2018-19.
5.2 – Review of GDPR compliance by Jason Thurlbeck for
HISA. HISA to liaise with James Knock off line for advice –
Ms Wells Jesus to follow up.
5.3 – UHI Internal Audit of UHI Academic Partners’
Business Continuity Plans. Report has gone to Partnership
Council for review. UHI as a group is looking at its Business
Continuity Planning.
Committee to consider this area in the coming year, taking
account of the outcome of the UHI report and review of
risk.
5.4 Completed
5.5 - Audit of Business Continuity and risk to be reviewed
further following updated risk assessment and reflected in
Audit plan for 2017-18
5.6 and 5.7 - On agenda
5.8 – Completed and on Agenda
5.9 - Completed
5.10 – Completed and on Agenda
5.11 – Completed and on Agenda
7.1.1, 7.1.2, 7.1.3 and 7.1.4 – All completed
7.2.1, 7.2.2, 7.2.3, 7.2.4, 7.2.5 – All completed
7.4.1, 7.4.2, 7.4.3 – All Completed
8.1 Completed
8.2 - Mr Clinton spoke to Roger Sendall to clarify the
position re production of management reports on risk
register. The software for previous reports is no longer
supported and UHI are currently developing SharePoint
reports which should be ready for end October.
To offer Moray to use the new SharePoint reports as a
trial, so that reports can be provided for next meeting in
November.
8.3.1 and 8.3.2 - Completed
Annual Health and Safety Report did not go to Board last
year.
Check with Roger Sendall whether a standard template
exists for the annual H&S report and propose this subject
is on the Agenda for the December Board.
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DATE

Remains Open

Remains open

Committee

Current
academic
session

Remains open
amalgamated
with 6.3 above.

Mr Clinton

Nov meeting

Mrs Fair

Dec Board

Agenda Item: BM.18.4.07 (ii)

6.18

6.19
6.20
6.21
Action

6.22
6.23

6.24
6.25
6.26
6.27
A.18.3.07
7.1

A.18.3.08
8.1
8.1.1

ACTION
8.5 - HISA views were not per se taken into account in
relation to capital maintenance estates expenditure due to
timing of new HISA reps taking up post. However, it was
noted that views of students are taken into account
through the input from curriculum areas.
9.1 - On Agenda
11.1 – On Agenda
11.2 - Value for money not on F&GP Agenda due to other
priorities
To remind Mr Easton that the Audit Committee has to
Dr McLeman
comment on VFM in its annual report and to ask that this
subject be tabled on Nov F&GP Agenda.
11.3 – Completed
11.4 – Mr Clinton has a meeting with APUC in October and
will discuss then the matter of reports showing savings/
efficiencies.
13.1 and 13.2 Completed
14.1.1, 14.1.2 completed
14.1.3 – Remains outstanding and on Agenda
16.1 - Completed
Annual Report from Audit Scotland on Colleges 2018
Key points from the Annual Report from Audit Scotland
were discussed and areas of focus for Audit Scotland..
Some discussion took place on the attainment gap in
relation to students from disadvantaged backgrounds and
what the College is doing in this regard. It was
acknowledged it is difficult for the College to address
specifically as the definition used means there is a very
small area of potential students Suggested monitoring
gender gap on courses going forward, particularly
engineering courses and this is will continue. The Auditor
General also noted matters relating to college estates
generally, and a programme is in hand, monitored at the
F&GP.
Internal Audit Matters 2017-18 and 2018-19
(i) Internal Audit update on progress and reports 2017-18
Mr Inglis provided an update on the internal audit plan for
2017-18 and reports to date. It was noted by the
Committee that Staff Development and Risk Management
are Draft Reports with management for comments.
Credits Audit, Student Support Funds and EMA
The Credits Audit has now been finalised and an Audit
Certificate submitted on 5 October 2018. It should be
noted that the College has met its credits target. The
Student Support Funds Report is in hand with no issues
reported at this stage. (EMA) Educational Maintenance
3

DATE

ASAP

Agenda Item: BM.18.4.07 (ii)
ACTION

8.2
8.2.1

8.3
8.3.1

Action
8.4
8.4.1

Action
8.5
8.5.1

Allowance – Work has taken place and to date there are
no issues other than a slight over-claim on admin.
The outcome of the above audits will be presented to the
November meeting of the Audit Committee.
Student Recruitment and Retention
The final report on Student Recruitment and Retention
had been presented to the Board in June and it was noted
that all actions are now on the Audit Register. The
Committee had no further comments or queries.
Recommendation R8 in relation to class representative
feedback was highlighted and this will be actioned by the
Director of Information Planning and Student Support.
Report on Staff Development
The Committee noted this was a draft report without
management responses. Mr Inglis highlighted the main
points contained within the report noting that out of 8
Objectives 7 were graded as good whilst only one was
graded as satisfactory which was Objective 3 – the
College’s approach to training including induction. Some
subsequent discussion ensued on the College’s staff
review process to understand the Auditor’s approach to
the assessment.
The final report will be presented at the November Audit
Committee meeting.
Final report on Staff Development to come to November
Audit Committee meeting
Report on Risk Management
It was noted that this is a draft report without
management responses. Mr Inglis drew Committee’s
attention to the objectives and the main findings including
strengths and weaknesses. He concluded that the Risk
Management procedure needs to be somewhat more
tailored to the College’s position and Risk Appetite
Statement. The Committee explained that College is tied
to using a UHI template. Any further work on the Risk
Appetite Statement would be a matter for the Board. The
final report will be presented to the November Audit
Committee meeting.
Final report on Risk Management to come to November
Audit meeting
Internal Audit Plan for 2018-19
Mr Clinton proposed that for the future there needed to
be an agreed plan and supporting timeline to avoid the reoccurrence of draft reports coming to the Committee. The
Committee was in full agreement as it wished to avoid a
future recurrence of being presented with draft reports or

4

DATE

HL

November
meeting

HL

November
meeting

Agenda Item: BM.18.4.07 (ii)
ACTION

Action
8.5.2

Action

A.18.3.09
9.1

other delay in planned reports. The detailed plan would
need to take account of the date of the committee for the
respective report, and the availability of HL and College
staff.
The plan and supporting timeline for 2018-19 would be
presented to the November meeting of the Committee for
agreement, following detailed planning by Mr Clinton, HL
and input from other College staff as appropriate.
Present Internal Audit Plan for 2018-19 and supporting
timeline to the November meeting of the Committee.
The committee considered the Strategic Internal Audit
Plan for 2016-19 and the options proposed for 2018-19
including Health and Safety, Corporate Governance and
Data Protection. The Committee proposed to move Data
Protection from the plan as it had been audit recently and
good progress had been made in this area, although they
requested that data protection breaches be reported to
each committee as a matter of course to monitor risk.
After some deliberation the Committee decided that the
following areas for internal audit should be considered
 Health and Safety
 Quality Assurance
 Governance – (to audit compliance with the Code
although final decision would depend on
comments following the external audit)
 Value for money/procurement
 Payroll and expenses.
The final reports of the first two should be presented to
the May Audit Committee, the timing of the others to be
confirmed.
Draft scopes and supporting timeline to support the
outline plan to be developed with HL, as outlined in 8.5.1
and presented to the November meeting of the
Committee.
Review of Audit Register
Mr Clinton presented an update on the status of the audit
register. The summary showed there are now only 5
historic recommendations which remain outstanding
related to Oil and Gas Assessment, although none of the
others have been formally closed as yet by HL. Audit
evidence for 56 out of 61 historic recommendations have
been passed to HL and of these 10 have required further
information which has now been forwarded. This
represents a significant improvement. The Committee
requested that HL review its process such that closed
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DATE

Mr Clinton
HL

November
meeting

HL
Mr Clinton

November
meeting

Agenda Item: BM.18.4.07 (ii)
ACTION

Action
Action

A.18.3.10
10.1

A.18.3.11
11.1

Action

recommendations could be marked as such on a rolling
basis, to show the true status;
a further column be added to the summary sheet for HL
to show completed actions..
The intention is for the overdue actions to be completed
and forwarded to HL by 29 October, and for the
Committee to be advised of the status prior to the October
Board, with the intention that they can be formally closed
by the December Board.
HL to review process of completing actions to allow
reporting to reflect the current status.
Add further column to summary sheet showing whether
completed, evidence on all overdue actions to be
forwarded to HL by October Board, to allow completion
by November Audit Committee meeting, for inclusion in
year-end reports to December Board.
External Audit Matters for 2017-18
Mr Jones reported on the status of the EY external audit
against the timeline and assured the committee this is
going to plan. EY had asked for early sight of the draft
accounts which had been forwarded although SFC
Accounts Direction had not been issued at that stage so
this may affect the draft. To date there is nothing
significant to note from a financial point of view. The
detailed work will continue as well as work on the wider
governance audit. Mr Clinton advised that the agreed plan
and timeline has led to a much improved position
compared to last year.
GDPR Update
Mr Duncan reflected on the work to date since
implementation of GDPR in May this year and the
supporting comments in the Internal Audits. He
highlighted the main issues contained within his report in
particular the 5 data breaches which have been
investigated, none of which were deemed to be in the
scope of the ICO. Mr Duncan also noted that one subject
access request was received from a student and this
resulted in significant work to resolve the matter. To date
no requests under right to erasure have been received.
Four sessions of staff development on GDPR have taken
place, all well received. He concluded that it has been a
large learning curve but is reassured that staff awareness
is high. Additional data policies will be required and these
will be added to the schedule.
Audit Committee asked to be informed of any data
breaches to monitor risk.
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DATE

HL
HL
Mr Clinton

November
Audit
Committee

Mr Duncan

As required

Agenda Item: BM.18.4.07 (ii)
ACTION
11.2

A.18.3.12

12.1

Action

Action

Action

12.2

12.3

Action
Action
A.18.3.13
13.1
13.2

For GDPR Policy and associated policy changes F&GP
would be the approving Committee. It was unclear
whether DPO reports go to Partnership Council, and Mr
Duncan would follow up.
Status of College Policies and updating those due for
review
(i)
Policy Schedule
Mr Duncan had produced a paper summarising the status
of all policies and the approving Committee. He stressed
that although it appears as though many are out of date,
many of these are already under review. Some additional
policies will need to be added including in the area of
safeguarding. Mr Duncan also noted that many policies
are now being developed under the UHI Single Policy
environment Project.
A plan needs to be developed for addressing and dealing
with the backlog of overdue policies, for presentation to
November Audit Committee.
The plan will needs to be reflected in the Board plan and
agendas, updated to show policies due for review at
relevant Board and Committee meetings.
A copy of Mr Duncan’s paper to be circulated to the Chairs
of the other Committees so they could consider the impact
on their Committee workplans.
(ii)
Standard Template for College Policies
The Committee agreed that policies due for review should
adopt the new template presented to the Committee.
(iii)
Gifts Hospitality and Entertainment Policy
(iv)
Fraud Policy and Response Plan
(v)
Anti-Bribery Policy
The details were not discussed as the policies had not
been updated. Mr Clinton has started to review these
policies and assured the Committee revised versions
would be completed for the next Audit Committee
meeting.
Three policies to be updated and presented to the
November Audit Committee for approval.
Update on the status of College policies to be on each
Agenda
Risk Register
(i) Review of Risk Register
This item is reserved and the minute held in confidence.
(ii) Deep Dive into health and Safety
This item is reserved and the minute held in confidence.
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DATE

Mr Duncan

November
Audit

Mrs Fair

December
Board

Mrs Fair

Mr Clinton
Mrs Fair

November
Audit
As required

Agenda Item: BM.18.4.07 (ii)
ACTION
A.18.3.14
14.1

Action

A.18.3.15

15.1

15.2

Action

Preparation of Annual Report from the Audit Committee
to the Board
It was noted that this would need to be prepared for the
November meeting of the Audit Committee. Dr McLeman
noted that the format would use the same template as last
year, as provided by UHI. The template is expected to be
reviewed next year.
Draft to be started and ready to go to November Audit

Emerging Issues
(i)
November Joint meeting of Audit Committee
Chairs
Dr McLeman confirmed that she will attend the meeting
on 14 November 2018. The Committee discussed areas
related to consistency of approach which it would be
helpful to raise at the Chairs meeting.
(ii)
Committee Schedule of Meetings
This has been updated to show the addition of LTQC which
is now a Board Committee. However, further updating will
be required to reflect the Policies which are due for review
by various Committees.
To update Committee Schedule accordingly.

RESERVED ITEMS
A.18.3.16
Draft reserved Minutes from Audit Committee held on 22
May 2018
This item is reserved and the Minute held in confidence
A.18.3.17
Draft Reserved Matters Arising from Audit Committee
held on 22 May 2018
This item is reserved and the Minute held on confidence
A.18.3.18
Committee’s response to letter from EY on arrangements
for the oversight of management processes and
arrangements annually
This item is reserved and the Minute held in confidence
A.18.3.19
Assurance in respect of the Code of Good Governance
This item is reserved and the Minute held in confidence
A.18.3.20
Date of next meeting – 27-11-2018
Meeting closed at 1730 hours
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DATE

Dr McLeman
Mr Clinton
Mrs Fair

For November
Audit

Mrs Fair

For November
Audit

FE Regional Board (FERB)
12 September 2018, 14:00 to 16:00
EO1-EO2 Ness Walk (Dial in code: 79691)

Attendees
Board members

T
F

Clive Mulholland , Fiona Larg , Niall McArthur , David Patterson , Diane Rawlinson , Nicholas Oakley (Clerk) , Neil Stewart , Brian Crichton ,
Blair Sandison , Andrew Campbell , Angus MacLeod , Bruce Ritchie , Chris O'Neill , David Sandison , Alan Simpson , Michael Foxley (Chair) ,
Peter Campbell , Peter Graham , Seonag Campbell , Wilf Weir , Linda Kirkland , Bruce Robertson , Iain Minty , Graeme Kirkpatrick ,
Donald Macbeath , Iain Macmillan , Max Brown , John Hutchison , Blair Sandison , Crichton Lang

Meeting minutes
1. WELCOME & APOLOGIES

A

1.1. Welcome

Michael Foxley (Chair)

The Chair welcomed the members to the meeting. The Chair also welcomed Iain Minty, Alan Simpson, and Brian
Crichton to their first FERB meeting.
FERB AGENDA - September 2018.pdf

1.2. Apologies

R

The Chair noted the apologies for the meeting:
Carrol Buxton; Callum Stephen; John Ross Scott; John Ferguson

1.3. Declarations of Interest
There were no declarations of interest.

D

1.4. Notification of Any Other Competent Business
There was no other competent business noted.

2. MINUTE OF MEETINGS

2.1. * Minute of the FERB meeting held on 25 May 2018
Members approved the minute of the previous meeting (FERB18-32) held on 25 May 2018, pending the following
amendment:
Page 2, Item 3, second bullet point, remove 'majority' from the following sentence:
There is a clear need to review the methodology behind future funding distributions to ensure that the region
maximises capture of SFC grant funding, that colleges receive funding for activity they deliver and that the majority
of rurality funding is allocated to the most remote and rural partners."
FERB 32 20180525 MayFERB Minute DRAFT.pdf

Michael Foxley (Chair)

2.2. * Matters Arising
There were no matters arising from the previous special meeting of the 25 May 2018; the Chair requested that the
long-standing matters arising be included in the papers of the next meeting.

2.3. *Review of Delegated Decisions
There were no delegated decisions reported.

3. CHAIRMAN'S REPORT

Michael Foxley (Chair)

The Chair gave a brief update on his activities, noting that much of these would be reported on in meeting agenda
items. In particular, he reported that he had been in Shetland for graduations, and had had a series of meetings with
Chairs, Shetland MSP and Chief Executive of the Council and there had been good progress made on the proposed
NAFC/ Shetland merger.

T
F

4. GOVERNANCE, PLANNING & FUNDING ISSUES
4.1. Regional MIS / Data Use Proposal

4.1.1. MIS Systems Development

Decision

Diane Rawlinson

Members discussed paper FERB18-33 on the proposal for strategic development of MIS reporting and the
introduction of predictive data analytics in decision-making.
Members heard that the student data reporting group and quality forum had identified frustration across the
partnership that could be avoided if the development of a self-service system to filter information in student records
system regardless of the end-users' database expertise.
The group have identified a front-end dashboard system and will repurpose the resource FERB has given to FE
reports for a data analysis role that will enable them to use historical data to enhance understanding of current
students, assist with tracking against metrics, and curriculum planning.

A

Members agreed their support for the development of a dashboard reporting system but that prior to any investment
in the development of data analytics to support decision-making (which would re-position the role of the FE reporting
officer to one of data analyst) that a cost benefit analysis would be undertaken.
4.1 FERB 33 Regional MIS Data Use Proposal.pdf

R

4.2. * Governance Structures and the Role of the RSB

D

Members welcomed the report on the governance structure and role of the RSB, with a particular focus on the future
of FERB.
Members heard that the paper will be presented to Academic Council, Partnership Council, and Court, to gather
feedback. Input from FERB members and the Chairs of Colleges was of great importance; and it was noted in the
ensuing discussion of the paper that Chairs feel underrepresented in HE decisions.The Chair then summarised the
discussion, noting that incremental steps were needed; potential improvements had been identified in the paper; that
the university was operationally increasingly cohesive; that this cohesion needed to be replicated through
governance structures; that stakeholders (including externals) be included; and that planning blight be avoided
where possible.

Discussion
Clive Mulholland/ Michael
Foxley (Chair)

Members heard that feedback will be sought from the other committees of Court, as well as the partnership assembly
and partnership council, and that this consultation feedback will be consolidated with a view to create an options
proposal.
4.2 FERB 34 Governance Structures and the Role of the RSB.pdf

4.3. Student Activity 2017/18

Information

Members were pleased to note that student activity targets had been achieved, with funding to be confirmed later this
month following audit. Members agreed that meeting these targets posed a significant challenge, and partners are
reporting that this will continue to be the case in future years.
Members heard that the "one plus" rule (restricting the number of credits that can be claimed for an individual
student) being enforced by the SFC is a risk to the region and the colleges. [Regionally, 2.5% is the agreed limit, and
the region is currently at 3.4%.] Clarification from SFC is still being sought, but if the one plus rule is enforced and
recruitment continues to be an issue then there may be ongoing difficulties/ risks.

Diane Rawlinson

Members agreed that the 'one plus' risk to be discussed at Partnership Council in order to agree mitigation options.

4.3 FERB 35 Student Activity 2017-2018.pdf

4.4. Revised FE Activity Funding 2018/19 (4 Appendices)

Information
Niall McArthur

Members noted the Revised FE Activity funding. Members noted that SFC have agreed to restore 552 credits and
related funding.
4.4 FERB 36 Revised FE activity & Funding 2018-19 (1).pdf
4.4 FERB 36 Revised FE activity & Funding 2018-19 (1).pdf
4.4 FERB 36 - Revised FE activity & Funding 2018-19 (3).pdf
4.4 FERB 36 Revised FE activity & Funding 2018-19 (4).pdf
4.4 FERB 36 Revised FE activity & Funding 2018-19 (2).pdf

4.5. Indicative Allocation of Funding 2019/20 (2 Appendices)

Decision

Members discussed the indicative allocation of funding 2019/20. Members were asked to note that the funding was
indicative and pending final SFC agreement.
Members heard that no agreement had been reached at Partnership Council on the decision for proposed funding
distribution principles around rurality funding, with the options being:
1. Single year transition fund to further phase out rurality fund payments to Inverness and Perth
2. No transition funding (recognising the previous two years of transition funding).

Niall McArthur/ Clive
Mulholland

T
F

Following discussion, and with no consensus on either option reached, FERB resolved to vote on these options.
Option 2 (no transition funding) was carried by 8 votes, with 2 votes for option 1 (single year transition fund) and 2
abstaining.
4.5a FERB 37 - Indicative Allocation of Funding 2019-20.pdf
4.5b FERB 37 - Indicative Allocation of Funding 2019-20.pdf
4.5c FERB 37 Indicative Allocation of Funding 2019-20.pdf

4.6. National Bargaining Update

A

Discussion
Niall McArthur

Members noted the update on national bargaining, and that the issue remains paramount to the financial
sustainability of the organisation. Lobbying will
continue, and efficiency savings are being sought, and Partnership
Assembly and other committees will need to look at the financial impact with a view to informing future FERB
discussions.
4.6 FERB 38 National Bargaining Update.pdf

4.7. Lews Castle College Report

R

The Board received a verbal update on the LCC report, and heard that 5 recommendations have been considered
by theLCC board on 11 September.
The LCC board have agreed to produce a report response to address the challenges and make proposals on how
they will respond to this recommendation report, with a meeting scheduled for 18 October.

D

4.8. Shetland Integration Project Update

Members received a verbal report on the Shetland Integration Project, and heard that good progress has been
made. Property and pensions were considerable impediments, but solutions or mitigations are in place/ proposed to
these. Members heard that the planned date of October for approval was, however, unlikely; with December 2018
being a more realistic approval date.

4.9. Academic Partner Financial Monitoring and SFC Review of Financial Monitoring Returns
Members noted the paper.

Verbal
Iain Macmillan

Verbal
Peter Campbell

Information

4.9 FERB 39 - Academic Partner Financial Monitoring & SFC review of Fiancial Monitoring Returns.pdf
4.9 FERB 39 - Academic Partner Financial Monitoring & SFC review of Fiancial Monitoring Returns.pdf
4.9 FERB 39 - Academic Partner Financial Monitoring & SFC review of Fiancial Monitoring Returns.pdf

4.10. Flexible Workforce Development Fund Update

Information

Members noted the paper.

Diane Rawlinson

4.10 FEERB 40 Flexible Workforce Development Fund Update.pdf

4.11. Single Policy Environment Update

Information

Members noted the paper as well as the update provided earlier in the day, especially the opportunities for efficiency
savings, more collaboration, and greater resilience.

Diane Rawlinson

4.11 FERB 41 Single Policy Environment update.pdf

4.12. Tertiary Curriculum Mapping Project Update

Information

Members heard that work on the tertiary curriculum mapping project was ongoing, with the project progressing well,
with significant progress expected before Christmas 2018.

Lydia Rohmer/ Clive
Mulholland

4.12 FERB 42 Tertiary Currculum Mapping Project Update .pdf

4.13. UHI Work Based Learning Hub Update

Information

Members noted the paper.

Diane Rawlinson

4.13 FERB 43 WBL Hub update.pdf

T
F

4.14. Schools Liaison Group
Members noted the discussion.

5. AUDIT, RISK MANAGEMENT & REPORTING
5.1. Risk Management - FE Risk Register and UHI HLRR

Discussion

The standard risk registers were missing from the circulated boardbook. The Chair asked that these be discussed as
the first item on the next meeting agenda.

A

6. ANY OTHER BUSINESS
There was no other business and the Chair closed the meeting at 16:10.

7. DATES OF FUTURE MEETINGS
The date of the next meeting is 21 November 2018.

D

R

Michael Foxley (Chair)

University Court
19 September 2018, 14:00 to 16:45
EO1-EO2 Ness Walk (VC dial in code: 79708)

Attendees
Board members
Garry Coutts (Chair) , Fiona McLean (Vice Chair) , Willie Printie (Audit Chair) , Andrew Rogers (FGPC Chair) ,
Clive Mulholland (Principal & Vice Chancellor) , Alan Simpson (President HISA) , Rosemary McCormack , Anton Edwards (Rector) ,
Andrea Robertson (Independent) , Neil Stewart (Chair of Inverness College UHI) , Alistair Dodds (Independent) ,
David Sandison (Chair of NAFC) , Heidi May (Independent) , Linda Kirkland (Independent) , Poonam Malik (Independent) ,
Helps Sarah (Independent observer) , Kirsty Macpherson (Independent observer) , Callum Stephen (HISA Depute President) ,
Michael Foxley (Chair FERB) , Diane Rawlinson (Vice Principal Further Education) , Fiona Larg (Chief Operating Officer & Secretary) ,
Crichton Lang (Deputy Principal) , Jeff Howarth (Vice Principal Enterprise) , Lydia Rohmer (Vice Principal Tertiary) ,
Neil Simco (Vice Principal Research & Impact) , Roger Sendall (Clerk)

Meeting minutes
1. WELCOME & APOLOGIES
The Chair opened the meeting and noted that a quorum was present.
Court Agenda 19 September 2018.pdf

1.1. Apologies
Apologies were received from Gareth Davies, Roddy Burns, Iain Macmillan & Stuart Gibb.

1.2. Declarations of Interest
None.

1.3. Notification of other business
None.

1.4. Starring
Items 2.4, 3.2, 5.2, 7.3 and 8.1 were starred for discussion.

2. MINUTES OF MEETINGS
2.1. *Approval of the minutes of: 20 June 2018
The Court resolved to approve the minutes of the above meeting.
UC18-241 Court minutes 200618.pdf

2.2. *Matters Arising
The Court reviewed the paper setting out actions and matters arising from previous minutes. The following points
were noted:
Court considered that the quarterly status reports produced by academic partners and members of the

Action: HGRM &
COOS

University's SMT provided a valuable insight into University business and activities and agreed to formally
request that Academic Partner Boards add the reports to their own meeting agendas as a standing item.
Court would receive a paper on partnership compliance at the next meeting.
UC18-242 Updated Matters arising.pdf

2.3. *Review of Delegated Decisions
None.

2.4. Minutes from Committees of Court since last Court meeting

Action: HGRM

The Chair invited the chairs of committees of Court to each provide a brief report in connection with their most recent
committee meetings.
It was agreed that committee meeting papers would be made available to all members of Court for reference via the
University's Admin Control portal.

2.4.1. Finance and General Purposes Committee
The Chair of FGPC reported that the committee had received an informative presentation in relation to procurement
of the University's new Virtual Learning Environment (VLE). The Chair further advised that the majority of committee
discussion had focused on the proposal to develop a second phase of student residences at Fort William, challenges
with under occupancy at existing student residences, issues with the finance system convergence project and
pensions. These matters were also on the agenda for discussion by Court today.
UC18-243a DRAFT FGPC Minute 100918.pdf

2.4.2. Audit Committee

Action: HGRM

The Vice Chair explained that the Audit committee had received an excellent and reassuring presentation from the
University's Data Protection Officer (DPO) in relation to the EU General Data Protection Regulation (GDPR) and the
new UK Data Protection Act.
Court agreed to invite the DPO to provide a brief presentation to members of Court at a future meeting.
UC18-243b Audit draft minutes 30082018.pdf

2.4.3. FE Regional Board
The Chair of FERB advised that draft minutes of the meeting held on 12th September were not currently available.
The minutes would be published on Admin Control in due course.
The Chair of FERB explained that FERB reported that the committee had held good discussions on flexible workforce
planning, enhanced curriculum mapping, digital learning and progress with the single policy environment project.
FERB had also been pleased to note that the region had achieved both its core and ESIF student number targets
and that SFC funding and credit cuts applied in AY17/18 had been reinstated.
It was noted that FERB had also had a frank discussion in relation to the allocation and distribution of rurality funding
to individual academic partners and had agreed that the University must allocate rurality funding to the smallest and
most rural partners in a manner that was consistent with SFC guidance in AY19/20 and cease making transitional
payments of rurality funding to Inverness and Perth college who would not be eligible in accordance with SFC
guidance.

2.4.4. Academic Council/Activity Report
Court noted the activity report and minutes of the Academic Council meeting.
UC18-243d AC Officers Report 13 June 18.pdf

2.4.5. Strategic Programme Assurance Group
Court noted the minutes of the last meeting.
Court recommended that FGPC should review the University's processes for monitoring performance and obtaining
assurance in relation to business engagement and managing good relations with industry.
UC18-243e SPAG Minutes DRAFT 20180615.pdf

Action: FGPC

3. *CHAIRMAN/PRINCIPAL'S COMMENTS
The Principal & Vice Chancellor provided members with a brief report in relation to the University's recent successes,
current challenges and concerns. The following points were highlighted:
The University had performed particularly well in the National Student Survey this year ranking 5th overall in
Scotland and exceeding its own CPI target.
The University had met its own Partnership Planning Forum (PPF) HE student number targets for the first time
this year.
The University's first honorary doctorate had been conferred on Eileen Mackay at a ceremony at Highland
Theological College in Dingwall by the Chancellor HRH Princess Anne.
The University had also awarded its first research degree to a Msc Marine Science student from SAMS,
previously research degrees had been awarded by the University of Aberdeen.
The University had also been awarded Research Council capital funding and was the only post 92 institution to
appear on the list.
Financial sustainability, under occupancy of student residences, delays with the finance systems project, the
capacity of the University to work flexibly and act quickly to meet new strategic opportunities (growth bids/island
deals) as well as volatility/uncertainty in relation to future FE credit funding were highlighted as particular areas
of concern.

3.1. *University Assembly
The Chair provided members with an overview of preparations for the partnership assembly at Eden Court on 26th
September. Court noted that the assembly would provide an opportunity for all partnership stakeholders to voice
opinions and concerns in relation to what the partnership currently did well and to make suggestions in relation to
what the partnership should do in order to enhance operations, to address problems of financial sustainability, to
create a positive culture of cooperation, to improve the student experience and create an institution that was greater
than the sum of its parts.
Court noted that there was presently a high level of frustration within the partnership about a perceived lack of
progress with previous initiatives to work more effectively together, to integrate colleges or to implement single/shared
services and care was needed to ensure that the partnership assembly provided a genuine opportunity for
participants to voice any concerns and to be heard, to identify common objectives and to set the tone and direction of
the University's future development as a leading tertiary institution and destination of choice for learners and staff. 

3.2. Quarterly Status Report
Court noted the quarterly status report.
Court was disappointed to note that a number of academic partners had not provided a status report this quarter and
requested that the Principal & Vice Chancellor raise this matter through Partnership Council.
UC18-245 SMT and AP quarterly report.pdf

4. COMMITTEES & MEMBERSHIP
4.1. Annual Effectiveness Reviews
Court noted the paper setting out the timescale for the next review.
UC18-246 Court Effectiveness.pdf

4.2. *Governance Structures and the role of the RSB
Court discussed the paper prepared by the Vice Principal Further Education in relation to developing and enhancing
University governance structures to better reflect the tertiary nature of education delivery.
It was noted that the paper had been developed following the University's externally facilitated effectiveness review
and as a response to comments from academic partner chairs who had expressed frustration about not having an
appropriate consultative forum to discuss tertiary business.
Court welcomed and broadly supported the proposals outlined within the paper. Court agreed to establish a small
sub-group to consider the implications of the proposals and to report back to Court with a firm recommendation by
March 2019.
UC18-247 34 Governance Structures and the Role of the RSB.pdf

COOS, VPFE

4.3. *Remuneration Policy

COOS

Court considered a paper provided by the COOS seeking approval from Court to approve the process by which the
Remuneration Committee reviews staff salaries.
It was noted that a number of members of Court were concerned about the proposal to recommend that the
Remuneration Committee approve the payment of one-off bonuses to tier three staff based on exceptional
performance. Concerns were founded on the basis that this was not a policy that could be mirrored by academic
partners as those partners who were classified as public bodies were not permitted to make such payments as a
matter of principle.
Contrary views were expressed including the importance of ensuring that the University provided equivalent
remuneration policies to other HEIs and provided a fair mechanism for rewarding outstanding performance to
encourage retention and to attract high calibre staff.
It was noted that Court would require sight of some additional information about the University's remuneration policy
including the number and level of staff employed on spot salaries, information about the University's standard pay
scales and sector norms. It was agreed to defer a decision on this matter until the next meeting of Court.
UC18-248 salary review process 0918.pdf

5. STRATEGY & PLANNING
5.1. *Student Residences Occupancy update

HGRM

Court discussed the paper prepared by the Head of Governance and Records Management providing a summary of
student occupancy within the halls of residence for AY2018/19 and actions to improve occupancy levels and to
mitigate associated financial risks for the partnership.
Court noted that whilst occupancy had improved upon the previous year and that some good work had been done to
mitigate losses and to increase occupancy overall, that significant challenges remained and there was a continuing
need to focus attention on finding ways to increase student occupancy including developing curriculum that would
attract more out of area students. In addition, Court noted that there was a need to review the affordability of the
residences in the context of local market alternatives and including a review of the current policy of setting a uniform
rent rate and modelling bursaries and or discounts to increase occupancy and the overall income as a means of
reducing losses/exposure to any vacant rooms. It was noted that this work would be progressed via FGPC.
UC18-249 Student Residences Occupancy.pdf

5.2. Student Residences - Fort William 2
Court considered a paper prepared by the Chief Operating Officer & University Secretary setting out a revised
proposal for the development of a second 40 bed unit at Fort William. It was noted that the paper had been
recommended for rejection by FGPC on 10th September on the basis that the proposition was too marginal and in
the context of under occupancy and exposure to financial risks at existing residences.
Court noted that there was currently limited availability of affordable rental accommodation within Fort William and
that this situation was likely to worsen in future as a result of new developments including the proposed Fort William
Science and Technology centre. Accordingly, it was anticipated that there would be a requirement for an additional
student residence in the future if the science centre was progressed. On this basis Court agreed to defer a decision
on rejecting Fort William 2 and to refer the matter back to FGPC to consider the proposal again once further
information was available about key developments and projected student numbers.
UC18-250 Student Residenses - Fort William 2.pdf

6. GOVERNANCE & RISK MANAGEMENT
6.1. Appointments to Assigned College Boards
Court homologated paper UC18-251 with regard to approving the appointment of a new Chair and independent
members for the board of management of Perth College UHI.
UC18-251 Appointments to Assigned College Boards.pdf

6.2. Amended Articles of Association update
Court noted the paper providing an update on progress with amending the University's Articles of Association.
UC18-252 UC update on articles0918.pdf

COOS

6.3. Corporate Risk Register
Court considered and noted the updated corporate risk register.
UC18-253 Risk Management.pdf

7. FINANCE & PERFORMANCE
7.1. Academic Partner Financial Monitoring
Court noted the summary of academic partner management accounts and financial monitoring data prepared by the
Director of Corporate Resources.
UC18-254 AP Financial Monitoring.pdf

7.2. NSS Report 2018
Court was pleased to noted the good results achieved by the University within the 2018 National Student Survey.
UC18-255 NSS brief report 2018.pdf

7.3. Finance Systems Convergence Project update
Court discussed the paper prepared jointly by the Director of Corporate Resources and Director of Business
Improvement providing an update on issues and progress with the finance systems convergence project.
Court noted that negotiations were continuing with the product provider.
UC18-256 Fin Syst Converg update-Sep 2018.pdf

8. ACADEMIC BUSINESS
8.1. Annual report to SFC on institution-led review in AY 2017-18
Court approved the annual report to the Scottish Funding Council in relation to the University's internal quality review
processes, including subject and service review and annual monitoring.
It was noted that Court would welcome a presentation from the Deputy Principal or Academic Registrar in relation to
quality monitoring processes at a future meeting.
UC18-257 SFC annual report Court.pdf

8.2. Revised Criminal Convictions Policy
Court approved the amended Criminal Convictions Policy.
It was noted that the COOS would provide an assurance report in relation to safeguarding procedures and
mechanisms in place to alert college management to high risk individuals.
UC18-258 revised CC policy v4.pdf

8.3. Gaelic Language Plan
Court received and endorsed the draft gaelic language plan.
UC18-259 Gaelic Language Plan.pdf

9. REPORTS & CIRCULARS
9.1. HISA Report
Court noted the update report provided by HISA.
UC18-260 HISA Court Update Sept 18.pdf

10. DATE OF NEXT COURT MEETING: 28 November 2018

DP
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Board of Management Moray College
Committee Schedule of Meetings for 2018-19 in Board Room
Week Commencing

Audit

Staff Governance

F & GP

LTQ

20/08/2018

Board Development

Full Board

22/8/2018 – AGBC114-116

27/08/2018

28/8/2018

03/09/2018
10/09/2018

11/9/2018

17/09/2018
24/09/2018
01/10/2018
8/10/2018

9/10/2018

15/10/2018
22/10/2018

GRADUATION 26/10/2018

29/10/2018

30/10/2018

05/11/2018
12/11/2018

13/11/2018

19/11/2018
26/11/2018

20/11/2018
27/11/2018

27/11/2018

03/12/2018
10/12/2018
17/12/2018

18/12/2018

24/12/2018
31/12/2018
07/01/2019
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14/01/2019
21/01/2019

22/1/2019

28/01/2019
04/02/2019
11/02/2019
18/02/2019

19/2/2019

25/02/2019
04/03/2019

5/3/2019

11/03/2019

12/3/2019

18/03/2019
25/03/2019

26/3/2019

01/04/2019
08/04/2019
15/04/2019
22/04/2019
29/04/2019
06/05/2019
13/05/2019
20/05/2019

14/5/2019
21/5/2019

27/05/2019
03/06/2019

4/6/2019

10/06/2019

11/6/2019

17/06/2019
24/06/2019

25/6/2019
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Dates for FE Regional Board Meeting and University Court Meetings

UNIVERSITY COURT
19 September 2018

2.00 pm – 4.00 pm

EO1-EO2 Executive Office,
Ness Walk, and by VC

28 November 2018

2.00 pm – 4.00 pm

EO1-EO2 Executive Office,
Ness Walk, and by VC

20 March 2019

2.00 pm – 4.00 pm

Venue TBC

Away Day?
19 June 2019

2.00 pm – 4.00 pm

EO1-EO2 Executive Office,
Ness Walk, and by VC

2.00 – 4.00 pm

EO1-EO2, Executive Office,

(Workshop 11.00 – 13.00 - tbc)

Ness Walk and by VC

2.00 – 4.00 pm

EO1-EO2, Executive Office,

(Workshop 11.00 – 13.00 - tbc)

Ness Walk and by VC

FE REGIONAL BOARD (FERB)*

12 September 2018

21 November 2018

3
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Monthly Meetings of Strategic Leadership Team – for information
12 September 2018
2018
12 September 2018
10 October 2018
14 November 2018
4 December 2018

2019
16 January 2019
13 February 2019
13 March 2019
23 April 2019
16 May 2019
5 June 2019
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Board of Management Work Plan for 2018-19
Date

Event

Agenda or Outcomes

Responsibility of

Notes

22-08-2018

Board Development Day with
Strategic Leadership Team

To improve relationships and understanding of roles
of Board of Management and the Strategic
Leadership Team

Board Members
Members of SLT
Clerk
Minute Secretary

0900-1700

28-08-2018

Board Surgery am

Clerk
Board Member

1000-1200

28-08-2018

Board Development am

28-08-2018

Board Meeting pm

Opportunity for staff to meet with Board members
privately to discuss issues of concern not able to be
addressed by normal channels
All Board members to have completed Online
Diversity Module by this date
1. Minutes of Board and Committee Meetings
2. Principal’s Report including:
o Overview
o Review of Operational Plan
o Strategic Plan
o KPI Proposal
3. Minutes of FERB, Court
4. Minutes of LTQC
5. Update on Status of Audit Register
6. Compliance with Good Governance
checklist
7. Update on Health and Safety
8. Update on Finance
9. Emerging Issues –
10. HISA update
11. Board and Committee Schedule and Work
Plan 2018-19
12. Reserved Minutes

5

All Board members
Chair
Principal
Clerk
Minute Secretary
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13. Moray Growth Deal – verbal update
31-08-2018

Declarations of Interest to be
returned electronically

Clerk, Board
Members and Minute
Secretary

26/10/2018

GRADUATION DAY

30-10-2018

Board Development – am

Learning Development Workers to meet with Board
prior to Board meeting at 1230

Clerk, Board
Members, LDW Team

30-10-2018

Board Surgery am

Clerk
Board Member

30-10-2018

Board Meeting – pm

Opportunity for staff to meet with Board members
privately to discuss issues of concern not able to be
addressed by normal channels
Agenda:
1. Minutes of Board and Committee Meetings
2. Principal’s Report
3. Minutes of Court and FERB
4. Update on Health and Safety
5. Update on Finance
6. HISA update
7. Emerging Issues
8. EREP Draft document
9. Refined KPI’s
10. Refined Operational Plan 18-19
11. Update to Standing Orders
12. Update Board Constitution and Proceedings
13. Single Policy Environment
o FE Fee Waiver
o Student Support Funds
o UHI IP Policy

6

Chair
Principal
Clerk
Minute Secretary
Nikki Yoxall

Once completed must be
uploaded onto website
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14. Update on Moray Growth Deal
18-12-2018

Board Surgery

18-12-2018

Board Christmas Dinner

18-12-2018

Board Meeting pm

26-03-2019

Board Surgery – am

Opportunity for staff to meet with Board member
privately to discuss issues of concern not able to be
addressed by normal channels
Beechtree

Board Member
Clerk

Agenda:
1. Minutes of Board and Committee Meetings
2. Principal’s Report
3. Minutes of FERB, Court and Partnership
Council
4. Update on Health and Safety
5. Annual Health and Safety Report
6. Update on Finance
7. Emerging Issues
8. HISA Update
9. Policies Due for Review
10. Review progress of Actions from Board
Development Day
11. Final version of Code of Good Governance
Checklist
12. Student Early Experience Survey
13. Annual External Audit Report
14. Audit Committee’s annual Report to the
Board
15. EREP Final Report
16. Statutory Accounts
Opportunity for staff to meet with Board member
privately to discuss issues of concern not able to be
addressed by normal channels

Chair
Principal
Clerk
Minute Secretary
Nikki Yoxall
Nick Clinton

7

Clerk

Clerk
Board Member

Statutory Accounts to be signed
off at this meeting and
forwarded to SFC before
Colleges closes for Christmas
Holidays
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26-03-2019

Board Development Meetings
am

One to one Development Meetings and Training
Plans

26-03-2019

Board Meeting pm

25-06-2019

Board Surgery am

25-06-2019

Board Meeting pm

Agenda:
1. Minutes of Board and Committee Meetings
2. Principal’s Report
3. Minutes of FERB, Court and Partnership
Council
4. Update on Health and Safety
5. Update on Finance
6. Emerging Issues
7. Board Effectiveness Evaluations
8. Policies due for Review
Opportunity for staff to meet with Board member
privately to discuss issues of concern not able to be
addressed by normal channels
Agenda:
1. Minutes of Board and Committee Meetings
2. Principal’s Report
3. Minutes of FERB, Court and Partnership
Council
4. Update on Health and Safety
5. Update on Finance
6. Emerging Issues
7. Policies Due for Review
8. Learner Survey
9. Board Evaluation Report
10. HISA Report
11. Curriculum Review Plan

8

Chair
Vice Chair
Clerk
Chair
Principal
Quality Officer
Clerk
Minute Secretary

Board Member
Clerk
Chair
Principal
Clerk
HISA Reps
Quality Officer
Minute Secretary

Schedule to be determined and
circulated in advance of
Meetings
Revised Board Effectiveness
Review Evaluations to be
circulated with Board pack and
returned to clerk by 31 March
2019
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Committee Plan - Audit Committee – 2018-19
Date

Event

Agenda or Outcomes

Responsibility of

9-10-2018

Audit Committee am

Private Meeting between Audit Committee and
Internal Auditors

Convenor
Committee
members

9-10-2018

Audit Committee meeting pm

Agenda:
1. Minutes of Previous meetings
2. Emerging Issues
3. Internal Audit Plan 2018-19
4. Internal Audit Progress Reports 2018-19
5. Student Activity Data Report 2017-18
6. Student Support Funds Report 2017-18
7. SFC Student Support Funds Return 201718
8. EMA Return 2017-18
9. EMA Year-end Statement 2017-18
10. Internal Audit Report on Staff
Development
11. Internal Audit on Business Continuity
and Risk
12. Proposed standard template for College
Policies
13. Risk Register and Risk Appetite
14. Update on Status of Audit Register
15. Update on Status of Policy Schedule
16. Updated Moray College Policy on Gifts
Hospitality and Entertainment, Fraud
Policy and Response Plan, anti-Bribery
Policy for review and approval
17. Deep dive into Health and Safety

Convenor
FD
Internal Auditors
External Auditors
Clerk
Minute Secretary
Mr D Duncan

9

Notes
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18. Annual Reports of Audit Scotland on
Colleges
19. Response to EY letter seeking assurance
on Governance matters
27-11-2018

Audit Committee am

Private Meeting between Audit Committee and
External Auditors

27-11-2018

Joint Audit & Finance and General
Purposes Committee meeting pm

Agenda:
1. Minutes of Previous Meetings
2. Emerging Issues
3. Update on Audit Register
4. Risk Register
5. Internal Audit: Annual Report to the
Board of Management and Principal on
the provision of Audit Services 2017-18
6. Internal Audit Plan 2018-19 and
supporting timeline
7. Internal Audit Reports: Henderson
Loggie
a. Final Report on Staff
Development
b. Final Report on Risk
Management
8. Policy Schedule
a. Plan and timeline for dealing
with backlog of Policies due for
review
b. Gifts Hospitality and
Entertainment Policy
c. Fraud Policy and Response Plan
d. Anti-Bribery Policy
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Convenor
Audit Committee
members
External Auditors
Convenor
FD
Internal Auditors
External Auditors
Clerk
Minute Secretary
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9.

19-02-2019

Audit Committee am

19-02-2019

Audit Committee meeting pm

21-05-2019
21-05-2019

Audit Committee am
Audit Committee meeting pm

External Audit: Ernst Young Draft Report
on the 2017-18 Audit
10. Audit Committee's Annual Report to the
Board of Management
11. Final version of completed checklist for
Code of Good Governance
12. Statutory Accounts 2017-18
Review and refine Board and Committee
Evaluation process and documentation

Convenor
Clerk
Director of Learning
and Teaching

Agenda:
1. Minutes of Previous Meetings
2. Emerging Issues
3. Update on Audit Register
4. Risk Register
5. Internal Audit Plan 2018-19
6. Internal Audit Progress Reports 2018-19
7. Audit committee effectiveness review

Convenor
FD
Internal Auditors
Clerk
Minute Secretary

Agenda:
1. Minutes of Previous Meetings
2. Emerging Issues
3. Update on Audit Register
4. Risk Register
5. Internal Audit Progress Reports for
2018-19
6. Internal Audit Plan for 2019-20

Convenor
FD
Internal Auditors
External Auditors
Clerk
Minute Secretary
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Circulate revised process and
agreed documents to whole
Board
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7.
8.
9.

External Audit: Annual Audit Plan for
the 2018-19 Audit
Board and Committee Evaluation Report
Report to Committee on OSCR Return
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Committee Plan – Staff Governance Committee – 2018-19
Date
13-11-2018
1000-1200

Event
Staff Governance Committee

Agenda or Outcomes
Agenda:
1. Minutes of previous Meetings
2. Minutes of Health and Safety
Meetings
3. Emerging Issues
4. HR Director’s Report
5. Health and Safety Report
6. Staff Development Audit Report
7. Update on Academic Structure
8. Update on Culture and Values
9. Policies due for Review

Responsibility of
Convenor
HR Director (Officer)
Committee Members
Clerk

22-1-2019
1000-1200

Staff Governance Committee

Agenda:
10. Minutes of previous Meetings
11. Minutes of Health and Safety
Meetings
12. Emerging Issues
13. HR Director’s Report
14. Health and Safety Report
15. Update on Culture and Values
16. Policies due for Review

Convenor
HR Director (Officer)
Clerk
Minute Secretary

14-5-2019
1000-1200

Staff Governance Committee

Agenda:

Convenor
HR Director (Officer)
Clerk
Minute Secretary

1.
2.
3.
4.
5.
6.

Minutes of previous Meetings
Minutes of Health and Safety
Meetings
Emerging Issues
HR Director’s Report
Health and Safety Report
Update on Culture and Values
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7.

Policies due for Review

14

BOARD AND COMMITTEE PLAN FOR MORAY COLLEGE BOARD OF MANAGEMENT 2018-19
Agenda item: BM.18.3.16

Committee Plan – Finance and General Purposes Committee – 2017-18
Date

Event

Agenda or Outcomes

Responsibility of

11-9-2018

Finance & General Purposes Meeting
pm

Agenda:
1. Minutes of Previous Meeting
2. Management Accounts to 31 July
2018
3. Financial forecast Return
4. Cash Flow
5. Pension Update
6. 2018-19 Budget Update
7. Estates Update –
a. Update on Health and
Safety
b. Backlog Maintenance
funding FY 18-19
8. Emerging Issues
a. Review of College Insurance
Policies
9. Risk Register
10. Policies due for Review

Convenor
FD
Clerk
Minute Secretary

27-11-2018

Finance and General Purposes
Meeting am

Agenda:
1. Minutes of Previous Meeting
2. Emerging Issues
3. Financial Update
4. Update on Commercialisation
5. F&GP Annual Report to the Board
6. Draft Statutory Accounts 2017-18
7. Policies due for Review

Convenor
FD
Clerk
Minute Secretary
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27-11-2018

Joint Audit & Finance and General
Purposes Meeting pm

1.
2.
3.
4.
5.
6.

7.
8.

9.

Agenda:
Minutes of Previous Meetings
Emerging Issues
Update on Audit Register
Risk Register
Internal Audit: Annual Report to the
Board of Management and Principal
on the provision of Audit Services
2017-18
Internal Audit Plan 2018-19 and
supporting timeline
Internal Audit Reports: Henderson
Loggie
a. Final Report on Staff
Development
b. Final Report on Risk
Management
Policy Schedule
a. Plan and timeline for
dealing with backlog of
Policies due for review
b. Gifts Hospitality and
Entertainment Policy
c. Fraud Policy and Response
Plan
d. Anti-Bribery Policy

10. External Audit: Ernst Young Draft
Report on the 2017-18 Audit
11. Audit Committee's Annual Report to
the Board of Management
12. Final version of completed checklist
for Code of Good Governance
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Convenor of Audit
FD
Internal Auditors
External Auditors
Clerk
Minute Secretary
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5-3-2019

Finance and General Purposes am

5-3-2018

Finance and General Purposes
Committee meeting pm

4-6-2019

Finance and General Purposes
Committee meeting pm

13. Statutory Accounts 2017-18
One to One Development Meetings

Agenda:
1. Minutes of Previous Meeting
2. 2018-19 Financial Forecast Return –
comparison v budget
3. Management Accounts to 31 January
2019
4. 2019-20 Budget process update
5. Estates Update
6. Update on Commercialisation
7. Risk Register
8. Emerging Issues
9. Policies due for Review
10. Committee Effectiveness Review
Agenda:
1. Minutes of Previous Meeting
2. Quarter 3 Management Accounts
3. Cash Flow Forecast 2018-19
4. Draft Financial Forecast Return 201920
5. Update on Commercialisation
6. Emerging Issues
7. Risk Register
8. Policies due for Review

17

Chair
Vice Chair
Committee Members
Clerk
Convenor
FD
Clerk
Minute Secretary

Convenor
FD
Clerk
Minute Secretary

Schedule of development
meetings to be circulated

Committee Members to return
Completed Committee
Effectiveness Reviews to Clerk
by 31 March 2018
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Committee Plan – Learning Teaching & Quality Committee: 2018-19
Date

Event

Agenda or Outcomes

Responsibility of

20-11-2018

LTQC Meeting

1.
2.
3.
4.
5.
6.

Minutes of Previous Meetings
Emerging Issues
Draft Terms of Reference for LTQC
Student Early Experience Survey
EREP Report for 2018-19
Policies Due for Review

Principal
Officer
Clerk
Minute Secretary

12-3-2019

LTQC Meeting

1.
2.
3.
4.

Minutes of Previous Meetings
Emerging Issues
Committee Effectiveness Evaluations
Policies due for Review

Principal
Officer
Clerk
Minute Secretary

11-6-2019

LTQC Meeting

1.
2.
3.
4.
5.

Minutes of Previous Meetings
Emerging Issues
Draft Committee Evaluation Report
Learner Survey
Policies due for Review

Principal
Officer
Clerk
Minute Secretary
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BM.18.4.15

Committee:

Board of Management

Subject/Issue:

Single Policy Environment – Policies for Approval
The UHI Single Policy Environment Project continues to work
collaboratively to develop a set of regional policies for local partner
adoption.
The new FE policies for approval by this committee are:



Brief summary of the paper:

Student Support Funds Policy
Fee Waiver Policy

The Board is also asked to adopt the University Intellectual Property
(IP) Policy. The College does not currently have such a policy in place
and it’s essential that as research develops, effective mechanisms are in
place to protect and manage inventions.
Note that the associated IP guidance working document is included for
information only and is currently under review by UHI.
The aim is to have the FE policies fully operational in time for
recruitment in session 2019-20. Associated local processes will be
developed and guidance published to staff and learners.
If approved, the IP Policy would be adopted immediately.

Action requested/decision
required:
Status: (please tick )

The board is asked to approve these partnership policies for adoption by
the College.
Nonreserved:

Reserved:

√

Date paper prepared:

24th October 2018

Date of committee meeting:

30th October 2018

Author:

Derek Duncan

Link with strategy:

These polices demonstrate effective partnership working within UHI, a
key strategic driver.

Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management

Failure to have in place effective policies for management of student
support funds and fee waiver is linked to a number of risks:
 Moray /23 Poor Student Experience. Effective student support
funding arrangements are important in terms of helping
learners fully engage with their studies and achieve positive
1

BM.18.4.15
 strategic plan/enabler
 other activity (eg new
opportunity) – please provide
further information.

outcomes.


Moray /15 College does not achieve allocated FE Credit
targets. An effective fee waiver policy helps remove barriers
to accessing part time grant funded programmes.

Both policies recognise the importance of compliance with SFC
guidelines.
The risks related to not having an effective IP policy are:
 Moray /16 The institution has a poor reputation –
Development of IP is reputationally important and a clear policy
will aid the College in managing IP rights.
 Moray /13 Failure to meet income generation targets – The
policy outlines how income generated from IP should be
accounted for.

Equality and diversity
implications:

Resource implications:
(If yes, please provide detail)
Risk implications:
(If yes, please provide detail)

Both FE policies have been subject to an equality impact assessment as
part of the review process and each will make a contribution to
improving equality outcomes in terms of:



Consistent decision making in terms of Student Funding awards.
Consistent use of Fee Waiver to help reduce barriers to entry.

None identified at present.
Implementation of these policies should be seen as routine College
business.
Development and adoption of partnership developed policies will help
reduce risk by helping ensure practice in College is more consistent.
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Lead Officer (Post):

Click or tap here to enter text.

Responsible Office/ Department:
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Click or tap here to enter text.
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Policy Summary
Overview

This policy is required to set out a regional approach to distribution of
student support funds for (College Name) 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

Consultation

This policy applies to all academic partners.
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 (TBC),
before the policy went through local consultation and approval by College
Boards of Management (TBC) and Finance and General Purpose Committee
(TBC).

Academic partners will be responsible for implementing and monitoring
Implementation and
the policy. Analysis will be carried out of the policy’s impact by staff from
Monitoring
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.
Equality Impact Assessment: (Forthcoming)

Impact Assessment
Privacy Impact Assessment:
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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
Additional Support Needs for Learning Allowance
03
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3.3.3
3.3.4
3.3.5
3.3.6
-

Maintenance Allowance: the College follows the SFC guidance for this element.
Dependant Allowance: the College follows the SFC guidance for this element.
Study Expense Allowance: the College follows the SFC guidance for this element.
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 X 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 nonrepayable assistance for students in financial difficulties in order for them to access and/or continue
in Higher Education”.
3.7.1 (Partner Name) 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.
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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 [role name] has overall responsibility for the implementation of this policy and
the management of Student Support Funds
7.2
The College’s [role name] 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
[Role name(s)] are responsible for ensuring that all enrolled students receiving EMA support
have a signed Learning Agreement.
7.5
[Role Name(s)] 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

University of the Highlands and Islands Student Support Funds Procedures (forthcoming).

8.3

University of the Highlands and Islands Further Education Fee Waiver Policy (forthcoming).

8.4

Scottish Funding Council (SFC) website

8.5

Student Awards Agency Scotland (SAAS) website
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9. Version Control and Change History
Version Date
0
1
2
3
4
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Equality Impact Assessment Form

Department/Section: TBC

Date of Assessment: June 2018

Author/Owner: TBC

Review Due:

Signature:

Date:

Step 1
Aim of proposed activity/decision/new or revised policy or procedure:

Standardised University of the Highlands and Islands tertiary Student Support Funds Policy. The aim of the policy is to provide a consistent entitlement to Student Support
Funds across all UHI partners.

New
Revised
Existing

✔
q
q
q

Who will be affected?

Who will be consulted?

Evidence available:

All students in receipt of Student Support Funds

- Academic Partner Local Staff Consultation including
relevant staff and student groups
- HISA Local Student Representatives

Email evidence available from Single Policy Environment
Project Manager on practitioner engagement process.
Partners will lead on the local engagement and consultation
processes.

Step 2
Potential Positive/Negative/Neutral
Impact Identified.
P, N, N/I

Age

Disability

Gender
Reassignment

Marriage/Civil
Partnership*

Pregnancy and
Maternity

Race

Religion or
Belief

Sex

Sexual
Orientation

Eliminating Discrimination

P

P

P

N/I

P

P

P

P

P

Advancing Equality of Opportunity.

P

P

P

N/I

P

P

P

P

P

Promoting Good Relations.

P

P

P

N/I

P

P

P

P

P

Step 3
Action to be taken:
Ongoing monitoring of the fee waiver use. Feedback to be collected from student surveys and complaints to allow for ongoing monitoring of
the policy impact.

Summary of EIA Outcome – please tick
No further action to be carried out
Amendments or changes to be made
Proceed with awareness of adverse impact
Abandon process – Stop and Rethink

✔
q
q
q
q

Please forward completed EIA forms to Nicholas
Oakley, Governance and Policy Officer.
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[Partner Logo]
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POL
Lead Officer (Post):

Click or tap here to enter text.

Responsible Office/ Department:

Click or tap here to enter text.

Responsible Committee:

Click or tap here to enter text.

Review Officer (Post):

Click or tap here to enter text.

Date policy approved:

Click or tap to enter a date.

Date policy last reviewed and updated:

Click or tap to enter a date.

Date policy due for review:

Click or tap to enter a date.

Date of Equality Impact Assessment:

Click or tap to enter a date.

Date of Privacy Impact Assessment:

n/a

This policy covers the 2018-19 academic year.
For all our up-to-date policies, please visit our website.

Accessible versions of this policy are available upon request.

01

Further Education Fee Waiver Policy
(College web address) www.uhi.ac.uk

Page 1 of (4)

(Partner Name), University of the Highlands and Islands

Further Education Fee Waiver Policy

Policy Summary
Overview

This policy is required to set out a regional approach to Further Education
Fee Waivers for (College Name) 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
Equality Impact Assessment: Assessed – No further action to be taken.
Impact Assessment
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
[Partner Name] 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 upto-date information can be accessed here.
9.2
University of the Highlands and Islands Further Education Fee Waiver Procedures
(forthcoming)
9.3
University of the Highlands and Islands Further Education Student Funding Support Policy
(forthcoming)
9.4

College Access and Inclusion Strategy (link to be added)

10. Version Control and Change History
Version Date
0
1
2
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Equality Impact Assessment Form

Department/Section: TBC

Date of Assessment: June 2018

Author/Owner: TBC

Review Due:

Signature:

Date:

Step 1
Aim of proposed activity/decision/new or revised policy or procedure:

Standardised University of the Highlands and Islands tertiary Student Support Funds Policy. The aim of the policy is to provide a consistent entitlement to Student Support
Funds across all UHI partners.

New
Revised
Existing

✔
q
q
q

Who will be affected?

Who will be consulted?

Evidence available:

All students in receipt of Student Support Funds

- Academic Partner Local Staff Consultation including
relevant staff and student groups
- HISA Local Student Representatives

Email evidence available from Single Policy Environment
Project Manager on practitioner engagement process.
Partners will lead on the local engagement and consultation
processes.

Step 2
Potential Positive/Negative/Neutral
Impact Identified.
P, N, N/I

Age

Disability

Gender
Reassignment

Marriage/Civil
Partnership*

Pregnancy and
Maternity

Race

Religion or
Belief

Sex

Sexual
Orientation

Eliminating Discrimination

P

P

P

N/I

P

P

P

P

P

Advancing Equality of Opportunity.

P

P

P

N/I

P

P

P

P

P

Promoting Good Relations.

P

P

P

N/I

P

P

P

P

P

Step 3
Action to be taken:
Ongoing monitoring of the fee waiver use. Feedback to be collected from student surveys and complaints to allow for ongoing monitoring of
the policy impact.

Summary of EIA Outcome – please tick
No further action to be carried out
Amendments or changes to be made
Proceed with awareness of adverse impact
Abandon process – Stop and Rethink

✔
q
q
q
q

Please forward completed EIA forms to Nicholas
Oakley, Governance and Policy Officer.

Draft UHI Working Document

_______________________________________________________

POLICY AND PROCEDURE GUIDANCE
INTELLECTUAL PROPERTY POLICY

1

EUREKA MOMENTS AND VEILED SECRETS
DOs and DON’Ts for busy scientists and academics …
DISCOVERIES
If you stumble on a new idea, invention, process or programme:
1

DO keep quiet about it

2

DO immediately tell your designated IP manager/Head of Department/senior
management so that they may consider IP issues

3

DO keep your lab notes and other relevant documents accurate, up to date and
comprehensive

4

DO mark relevant documents confidential and consider keeping them in a secure area

5

DO NOT talk about your discovery to anyone including at conferences, seminars,
meetings etc.

6

DO NOT PUBLISH &

7

DO remember that Institutional IP Policy recognises the IP contribution of staff

CO-OPERATING, COLLABORATING, CONSORTING, CONTRACTING ETC.
If you are about to start dealings with an outside organisation that may involve confidential
information, or existing or future IP:
8

Arrange a meeting with your designated IP Manager to discuss any potential for
intellectual property (IP) ‘leakage, and potential approaches to IP (see Annex 1 for
details of designated posts and functions that are to be contacted/utilised as part of the
IP development process)

9

It is likely that a NDA (Non-Disclosure Agreement) aka a CA (Confidentiality Agreement)
will be recommended to protect the IP and associated confidential information

10 Likewise, be receptive to corresponding suggestions from the outside organisations
11 Have the wording prepared or checked by for example, Legal Secretary, Grants and
Contracts Office or an appropriate senior management
12 These issues may already be part of a more comprehensive document (draft
collaboration Agreement etc.). If so, refer to the draft. Sometimes, if the main
agreement takes time to negotiate etc., a quick NDA at the outset may be appropriate
13 Be ready to:
i.
describe the Background (existing) IP, and
ii.
state when relevant discussions started or will start
to Legal Secretary or Grants and Contracts
14 Where appropriate mark documents etc. ‘CONFIDENTIAL’
15 Remind colleagues to do likewise

2

1. INTRODUCTION
UHI and its Academic Partners are committed to a research strategy that includes the
delivery of real world solutions to end users. In so doing, recognise that researchers and
academics are often best placed to develop their outputs into new products or
applications; but their intellectual work is built upon a supportive infrastructure of facilities
and Professional Services, without which innovation could not thrive.
This document outlines the policies and procedures for the ownership, protection,
distribution and commercial development of the ‘intellectual property’ of the employees of
UHI and its Academic Partners.
Please note that the term Intellectual Property (IP) includes, but is not limited to, all IP,
designs, information, specifications, formulae, improvements, discoveries, know-how,
data, processes, methods, techniques and the intellectual property rights therein,
including but not limited to, patents, copyrights, database rights, design rights (registered
and unregistered), trademarks, trade names and service marks and the right to apply for
any of the above as recognised in any country in the world.
This document is not intended to be an exhaustive statement of policy applicable to every
situation. Instead, it is intended as a guide to general policy in relation to the handling of
project IP. If any dispute in interpretation cannot be resolved by the parties directly
involved, then it will be escalated to the Directorate appointed by the relevant UHI
Academic Partner for decision. If the dispute is between UHI Academic Partners then the
UHI Partnership Council will undertake the final decision.
Teaching materials have been excluded from this framework, as they are covered
by the policies of respective registering institutions.
2. SCOPE AND PURPOSE
UHI and its Academic Partner staff produce intellectual property (IP) in the course of their
research and scholarship. Some of this IP makes a valuable contribution to the body of
knowledge relating to a wide range of disciplines, but has little commercial value.
Other IP has significant potential for commercial exploitation, which can be of financial
benefit to UHI and its Academic Partners and the employee concerned.
The purpose of this policy document is to provide guidance and sources of advice
in order to encourage the early identification of such IP and successful exploitation
for the mutual benefit of all parties.

3

3. DEFINITIONS
Exploitation

Action taken to ensure that appropriate Inventions and IP reach
the market place and the optimal financial return is enjoyed by
UHI and its Academic Partners and its employees. Following
establishment of the appropriate means of protection (e.g.
patenting), exploitation will typically involve licensing, company
formation or other technology transfer measure.

Intellectual Property (IP)

Inventions, computer software, data, databases, technical
know-how and trade secrets. Large banks of new data collected
in the course of research and scholarship are also covered here
only if they may reasonably be considered to have potential for
exploitation.

Invention

A novel or useful idea relating to processes, machines,
manufacturing or compositions of matter. It would include such
things as new or improved devices, systems, computer
software, circuits, chemical compounds, biomedical materials,
mixtures etc. In lay terms, it is probable that an invention has
been made when something new or useful has been conceived
or developed, or when unusual, unexpected or non-obvious
results have been obtained and can be exploited. Inventions will
most commonly be developed through science, engineering and
research, but can arise from any area of academic research or
scholarship.

Inventor

An employee who makes an Invention or creates IP

UHI & its Academic Partners:
This term includes all employees of UHI Executive Office and
EO researchers depts., including Centres and Institutes where
UHI is the employer (e.g., the Dept. of Diabetes and
Cardiovascular Science; The Centre for History; the Economic
Intelligence Unit; etc.) “Academic Partner” covers all staff
employed by any UHI affiliated institution (including: SAMS,
Inverness College, Moray College, West Highland College,
Perth College, Sol Mor Ostaig, Argyll College, Lews Castle
College, North Highland College, Orkney College, Shetland
College, NAFCMC and HTC?)
4. PRINCIPLES
This policy provides a framework for the creation, use and exploitation of intellectual
property at UHI and its Academic Partners and applies to all members of the organisation.
It defines the rights and responsibilities of UHI and its Academic Partners, its staff and
students in relation to intellectual property.
5. INTELLECTUAL PROPERTY COORDINATION
A “Designated IP Manager”, will be identified in each employer institution (see Annex 1
systems and processes). The designated IP Manager will receive information about IP
from the ‘originator(s)’ and work closely with them and project teams that wish to protect
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IP and investigate commercial opportunities. The designated IP Manager will be the first
point of contact for any questions of guidance related to ownership, protection,
distribution and commercialisation of IP. It is important to establish this dialogue early so
expectations are clear and because various actions can have a detrimental effect on the
ability to have certain kinds of future impact for example any publication could risk losing
protection of IP, patent protection may not be possible after publishing a paper or making
a presentation containing information about an ‘IP’.
6. OWNERSHIP POLICY STATEMENT
The general policy is that IP created through your normal work at your employer is owned
by your employer. That is the general law as between employer and employee. For most
research projects, the IP stays with the employer ,but the employer may, as part of a
programme of contracted or collaborative research enter into a separate agreement that
provides otherwise.
There are two main alternatives:
A. Where a UHI Academic Partner develops IP jointly with external collaborators, then
ownership should be agreed to reflect the background IP and contribution of each partner
to any new (foreground) IP.
B. Where a UHI/Academic Partner (or more likely its trading company such as UHIRE.
(UHI Research and Enterprise Ltd)), develops IP jointly with external commercial
companies, negotiations may be needed about ownership and exploitation of foreground
IP.
In either event, the ownership may need to be decided on a case-by-case basis in a
negotiation process led by the designated IP manager, Company Secretary or equivalent
as assigned by each employer institution, and formalised in an IP Ownership Agreement
(see Annex 2).or Consortium Agreement. This must be signed by the Company Secretary
(or equivalent) and an authorised signatory for the external collaborators concerned
An IP Ownership Agreement may include the designation of a lead person/post to
manage the development of joint IP. It should also include details of how any
development costs will be shared, as well as any specific revenue sharing arrangements
between the parties involved.
As the owner of IP created through the work, the employer retains all patent and
disposition rights including the right to decide how or whether the IP is
exploited/commercialised. For IP jointly developed with external collaborators, the IP
Ownership/Consortium Agreement will govern how or whether the IP is
exploited/commercialised.
This policy does not apply if the creator can demonstrate that the IP already existed e.g.
in a protected agreement, or was created:







other than in the ordinary course of their work; and
without conflict of interest; and
without breaching any duty to their employer; and
without the use of confidential or proprietary information of their employer; and
without significant use of employer-administered resources and/or facilities.

UHI and its Academic Partner’s employees accept the principles of ownership of
technology as stated under this document. In furthering such undertaking, all regular as
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well as visiting researchers, staff, students and others may be asked to sign IP and
proprietary information agreements prior to participating in research at UHI or its
Academic Partners.
7. STUDENTS
The general guideline is that undergraduates and taught postgraduates own the IP that
they generate, unless covered by a specific IP Agreement; as would be appropriate if
external sponsorship had been provided for a specific piece of work.
Where IP is generated by postgraduate research students (PGRs) who are formally
employed, the employer owns any IP generated (assuming that IP is related to their
employed role). This must be explained to the student and formalised in a Declaration of
Assignment of Intellectual Property (DoAoIP) by post-graduate students. An example of
this declaration is laid out in Annex 3. In most cases, this is contained in the employment
contract between UHI or its Academic Partner and the student.
In cases where a postgraduate student is on a stipend, the ownership of IP is dictated by
where they are registered (e.g. for UHI ownership lies with the employer of the lead
supervisor). Should that registration be at a different Institution (e.g. University of
Edinburgh), then the student may need to sign a DoAoIP, reallocating the IP ownership to
the relevant UHI or Academic Partner Institution. This would be decided on a case-bycase basis depending on the relative contribution of each partner and any conditions
applied by the funder.
8. CAPTURING NEW INTELLECTUAL PROPERTY
When new IP arises, the originator(s) must contact the designated IP Manager who will
guide them through completion of an IP Disclosure Form (IPDF; Annex 4). This is internal
to UHI and its Academic Partners and formally initiates action to (i) clarify the ownership,
and then (ii) consider appropriate protection and exploitation of the IP.
The terms of agreement entered into by UHI or its Academic Partner, in particular with
collaborators may create obligations with respect to the reporting of the new IP.
Therefore, the originator(s) should report promptly all IP, in the broadest definition of the
term, by submitting an IPDF.
An IP Disclosure Form must include:
 full detail and description of the IP identified;
 sponsorship information; details of how the research has been funded, collaborators
and non-UHI or its Academic Partners resources used;
 disclosures; any/what disclosures have been made;
 details on joint originators, including external collaborators; and
 commercial interests and conflicts of interest.
Once submitted changes should only be made in the event of incorrect information and
must be agreed by all listed originators. If new IP arises that is similar to previously
disclosed IP, a new IPDF should be submitted.
9. PROTECTING INTELLECTUAL PROPERTY
The rights governing ownership and use of many types of IP are known as ‘intellectual
property rights’, which are derived primarily from legislation granting patent, copyright,
design and trademark protection. Mechanisms also exist for protecting confidential
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information, trade secrets, know-how and other intellectual or tangible research property
(e.g. physical prototypes).
9.1 Patents
A patent protects new IP and covers how things work, what they do, how they do it, what
they are made of and how they are made. It gives the owner the right to prevent others
from making, using, importing or selling the IP without permission within a specific
territory for a designated period. Typically, the IP is a technical innovation of some kind
with a commercial application.
To the extent that it considers appropriate, the relevant UHI institution/ Academic Partner
may seek patent protection on IP where they may intend to pursue or facilitate
commercial licensing or to comply with the terms of various agreements. This may
include a ‘literature search of prior art’ being carried out by an appropriate specialist, with
input from one or more of the originators.
If the relevant UHI/AP institution decides not to patent a particular piece of IP they may
consider assigning ownership to the originator(s).
While patents are granted by many different countries, procedures for filing, regulations
for patentability and term of patent grant vary from country to country. In the UK, a patent
affords its owner exclusivity but it must be renewed every year after the 5th year for up to
20 years protection. To be patentable the IP must be new, useful and non-obvious.
Detailed up to date information on the costs and procedures required to file and maintain
a patent can be found at the Intellectual Property Office web site:
(http://www.ipo.gov.uk/types/patent/p-applying/p-cost.htm).
Good record keeping is essential for preserving intellectual property rights and in
determining the date on which an invention is made, since the United States, in particular,
awards patents based on first to invent rather than first to file, as in most countries. The
US is a substantial market for many inventions and research notebooks, for example,
may be required to be presented as legal evidence. , It is therefore recommended that:
(i)
All electronic record keeping should conform to sector norms and advice as well
as the UHI retention policy and data management guide.
(ii)
Permanent bindings are used on notebooks – loose-leaf books should be avoided
to prevent possible removal or substitution of pages.
(iii)
(ii) Pages should be numbered and any additional drawings, charts or computer
printouts should be permanently attached to the notebook, clearly identified and
have reference made to them in the notebook.
(iv)
The notebook should be reviewed regularly by someone who understands the
technology involved and each page should ideally be signed by a witness. The
choice of witness is important - it should preferably not be someone who may be
nominated as a co-inventor. The witness should also sign and date any graph,
charts or print outs, which are inserted into the notebook ensuring the signature is
on both the inserted document and the notebook page.
Well-documented notebooks should demonstrate the progress of research and are an
important record in the event of a dispute. They should be stored safely. The employing
institution will retain these documents when the individual leaves.
Storage of all data should follow security and fire protection good practice guides.
If you have any queries regarding this activity consult your designated IP Manager.
You should disclose any possible invention to the designated IP Manager as early
as possible. This will facilitate a patent application, if deemed appropriate.
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In most instances, it will be necessary to engage the services of a patent lawyer to help
file the patent application. This may lead to expense. There will also costs associated
with keeping a patent in force.
Applying for a patent in the United Kingdom (UK) does not protect IP elsewhere. UHI and
its Academic Partners can protect IP in many international countries using the Patent Cooperation Treaty (PCT) through the World Intellectual Property Organisation (WIPO)
through the European Patent Office (EPO) or WIPO
(http://www.ipo.gov.uk/types/patent/p-manage/p-abroad/p-worldwide.htm).
If required, you can also apply for a patent in individual countries by contacting the
national patent office of each country.
9.2 Secrecy
The release of information regarding a specific discovery may preclude the ability to
protect the IP in a subsequent patent application. IP which is already in the public
domain – e.g. if it has been discussed in public (even with a small group); has been
presented at a seminar or conference; or published in an academic journal – may no
longer be patentable. Therefore, care should be taken when discussing any IP prior to
patent filing.
Accordingly, any dissemination of new ‘inventions’ or ‘process’ should be discussed with
the Company Secretary/designated IP manager before any sharing of information.
9.3 Copyright
Copyright subsists in original work of authorship, whether or not published, which has
been recorded in writing or otherwise (including electronic form). Copyright laws protect
literary works (including academic papers), films, sound recordings and original
databases among other things. Computer programs are protected as literary works.
A copyright owner has the exclusive right (among other things) to reproduce the work,
prepare derivative works, distribute by sale or otherwise, and display or perform the work
publicly. Copyright protection of a work generally extends for either 70 years after the
death of the originator or 70 years after the date on which the work is first lawfully made
available to the public. Precise duration of protection depends on the nature of the work.
Copyright protection is important in order for UHI and its Academic Partners to license
copyrightable material.
Copyright law does not always require a ‘notice of copyright’ to be affixed to the material
however; such a notice is strongly advised. The following notice should be applied on
Academic Partner owned works to protect the copyright:
“Copyright © insert Academic Partner name [Year(s)] - All Rights Reserved”
The date in the notice should be the year or years in which the work is created. No notice
other than the foregoing is to be used for UHI or its Academic Partner owned works.
In the UK, copyright is not registered and it may be important to be able to prove the date
of first production of the work. This can be achieved by lodging the work and recording
the date of conception with a third party (e.g., a solicitor, bank manager or patent agent).
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For added copyright protection in jurisdictions that provide for registration (e.g., USA)
certain works, as deemed appropriate, may be registered with the appropriate regulatory
body (e.g., the United States Copyright Office).
Despite the statutory provision whereby the copyright in any work produced by an
employee in the course of employment belongs to the employer, UHI or its Academic
Partner may grant the author(s) a ‘free licence to the copyright’ with regard to work
published in a recognised academic, scientific, technical, professional or management
journal or book.
Higher Education Institutes generally do not grant such a licence to materials created by
employees during the course of and related to their employment, comprising:





Course or training materials;
Software programs;
Any design specification or other work which may be necessary to protect rights in
commercially exploitable intellectual property

These guidelines do not supersede existing agreements with respect to course and
teaching materials. Teaching materials have been excluded from this framework as
they are covered by other universities’ policies.
9.4 Design Rights
Protection for designs exists for the appearance of a product or part of it. It may arise
from the features of a product, in particular, the lines, colour, shape, texture or materials
of the products itself or its ornamentation. A design is not protected to the extent it is
solely functional.
A design can be registered to provide protection in various countries, whether in the UK
alone, throughout the EU or otherwise and protection can be obtained for a period of 5
years, renewable on payment of fees for further periods of 5 years up to a maximum of
25 years. Registered design is intended to protect the appearance of an object where
aesthetic appeal of the object is of prime importance.
There is an unregistered design right, which applies throughout the European Union.
Like copyright, it is not necessary to register this right but in order for the right to exist, it
must have been ‘recorded’: i.e. a drawing must have been done or an article made. This
right exists for 15 years from conception of the design and for not more than 10 years
from the date of first sale. For the first five years, you can stop anyone from copying the
design. For the rest of the time the design is subject to a ‘license of right’. This means
that anyone is entitled to a licence to make and sell products copying the design.
UHI or its Academic Partners may seek to obtain registered design rights, in particular, for
those designs that will be used to commercially exploit products. As with patents, a
design must be new. There must be no other design identical to it. In addition, the
design must have individual character: i.e. it must be different in the eyes of an ‘informal
user’ from all other designs available before application to register the design.
9.5 Trademarks
A trademark is a word, name, symbol or device (or any combination of these) adopted by
an organisation to identify its goods and services and distinguish them from the goods
and services of others. Trademark protection may be obtained by registration of the
trademark in each of the countries where the goods/services are to be sold. Unregistered
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trademarks may sometimes be protected by law, usually where there has been longstanding and substantial use.
A trademark may be used to protect those names and symbols associated with certain
UHI or its Academic Partner’s activities, products or events. Prior to registration for
trademark protection, the designation “TM” after a trademark will give notice of a claim of
ownership. The term ‘registered’ or some other description indicating that the mark is
registered must not be used unless the mark has actually been registered. The
designation ‘®’ is reserved for such use.
The use of trademarks to protect UHI/AP owned properties, or to designate UHI/AP as
the origin of a product, event, activity, service or the like, may be instituted only through
the Company Secretary or designated IP Manager.
9.6 Confidential Information and Design Rights
In the process of working, researchers and academics may generate new information and
know-how relating to work in progress that must be kept confidential in order to maintain
competitive advantage. Since such information and know-how will be captured in written
or otherwise reproducible form from time to time, a mechanism is required to ensure it is
not misused or released publicly.
Such proprietary information and know-how, whether captured in an archival medium or
not, are typically referred to as “trade secrets”. Unlike copyright, there is no trade secret
statute. Protection of trade secrets derives from various legal concepts, including breach
of contractual obligations not to misuse or disclose information, breach of trust and
breach of confidence. UHI and its Academic Partner’s employment contracts and other
relevant project agreements include such clauses.
The most important aspect of this type of protection is secrecy. The protection will remain
legally valid only as long as the trade secret is maintained as such. In order to maintain
protection while a trade secret is being used, it is necessary to bind staff having access to
any UHI/AP-derived secret, through a contractual agreement not to disclose it. Such
agreements are commonly called confidentiality or non-disclosure agreements (NDAs).
These agreements can be accessed through the Company Secretary/designated IP
Manager.
In addition, some of external partners may be subject to freedom of information queries,
which would require the release of certain company information. However, information
may not have to be released if it is commercially sensitive or would otherwise damage the
competitiveness of UHI Academic Partners.
9.7 Non-Commercial Dissemination
Intellectual Property owned by UHI and its Academic Partners may be distributed for
research and other non-commercial purposes to other educational, scientific and
research institutions, etc. particularly if the research underpinning the IP is publicly
funded.
Such distribution is usually subject to the condition that any commercial development or
commercial use or further transfer of the IP in question will not be pursued with regard to
IP created and owned by UHI and its Academic Partners. This condition should be
specifically included in a formal agreement or must be contained in a ‘Non-Commercial
Dissemination Agreement’ (NCDA), signed by the recipient of the IP.
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In addition, UHI Academic Partners may wish to control subsequent use, for example, by
requiring recipients to follow a specific research protocol.
Distribution may be possible in advance of securing protections (such as patents or
design rights) by using some form of contractual agreement.
IP may have potential commercial value as well as scientific value. Advice should be
sought from the Company Secretary/designated IP Manager about how to make IP
available for scientific use in a manner that does not diminish its value or inhibit its
commercial development.
10. Commercial Development
Where appropriate, UHI and its Academic Partners will pursue the commercial
exploitation of IP. The decision as to what is to be commercially exploited will be made
by the UHI or Academic Partner Directorate. If there are external collaborators with
ownership rights, they will be involved in decision-making.
Any decision to invest in the commercial exploitation of IP opportunities that emerge will
be taken by the designated UHI/AP IP commercialisation Committee, as appropriate.
Where there is shared ownership of IP, either between UHI AP’s and/or with external
collaborators, then a group will be set up to develop and recommend a commercial
exploitation plan. This group will be drawn from the IP-owning institutions, with a
nominated chair.
Commercial exploitation may include without limitation:
 researching the market for the IP;
 commercialisation through a trading subsidiary;
 entering into discussions with potential licensees;
 negotiating appropriate licenses or other agreements;
 considering spin-outs or company formation
- UHI/AP may accept an equity position in lieu of cash royalties and fees;
 identifying third parties to commercialise it, if appropriate;
 monitoring progress;
 distributing revenue to originators in accordance with UHI/AP revenue sharing policy;
 selling the IP or the rights associated with it.
The main contact for all of the activities mentioned above is the designated IP Manager,
who will involve the originators as closely as possible in any commercial activities as this
is a proven approach to maximise the chances of success.
In some instances, distribution and commercialisation of IP may be accomplished by the
transfer or licensing of intellectual property rights such as patent or copyright. In other
instances distribution and commercialisation of IP may be aided by or depend upon
access to the physical or tangible embodiment of the IP as is the case with computer
software, physical prototypes or products.
11. Receipt and Distribution of Revenues
Revenue as the result of commercialisation of UHI/AP IP (e.g. royalties, license fees, sale
proceeds, realised equity considerations, etc.) will be calculated on a case by case basis
and distributed to all relevant collaborators at the close of the relevant financial year as
follows:
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1. Deduct costs that are directly attributable to a specific case (e.g. cost of filing/maintaining
a patent application, prosecution and maintenance of such, materials and manufacturing
costs, specific staff costs, marketing costs and so on). Only staff specifically hired to
carry out the revenue generating activity are included in these deductions.
2. Distribute any amounts in line with the IP Ownership Agreement in place, as well as any
supplementary agreements in place with other collaborators.
3. Of the UHI/AP share, the rewards from commercialisation are to be split between the
named originator(s), as stated on the IP Disclosure Form, and the employer of the
originator(s). For IP that generates only small gross commercial incomes (or for early
revenues from a large project), the originator(s) receive a greater proportion:
Net Income Band
(cumulative)
£0 - £10,000
£10,001 - £50,000
£50,001 - £1,000,000
£1,000,001+

Originator(s)

Employer Institution

80%
70%
50%
33.33%

20%
30%
50%
66.67%

Revenue-sharing distributions may be considered taxable income and it is the
responsibility of the recipient to properly report and pay tax on this income to any relevant
authorities.
It may be necessary to distribute revenues to former staff several years after they have
departed. It is the responsibility of each member of staff to keep their contacts details up
to date with UHI/AP after departing. If the former staff member cannot be contacted
using the details on file six months following the date of distribution, their revenue share
will be retained by the employer institution, to be invested in future activities.
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ANNEX 1:

Proposed systems/process requirements

Each UHI Academic Partner will agree to adopt the same basic IP policy. However,
behind this there may be some variations in the detail of individual IP identification
and commercialisation processes adopted.
Therefore, alongside the IP policy each UHI Academic Partner/ employer institution
will set up an internal IP commercialisation process that includes a designated
institutional point of contact for all IP disclosures/ issues and a group/ panel that will
evaluate IP opportunities and agree the next steps (see diagram below for an
example of how this might be carried out for UHI owned IP).
Each UHI AP could, if required, insert their own named persons, posts or groups into
their institutional version of the UHI/AP IP policy - as deemed appropriate. For
example, the “designated IP contact point” could, be the employer institutions
Company Secretary, the KE Manager, the Business Development Manager or the
Commercialisation Manager, etc.
Each UHI/AP employer institutions may also wish to insert details of any specific
internal or external support staff that may be involved in developing/
commercialising the IP, where appropriate (e.g., legal assistance, grants and
contracts, etc.).
Each employing institution will also agree a local Institutional arbitration process and
final decision-making group, where required.
If the dispute is between UHI Academic Partner Institutions or groups, the final
arbitration will rest with the UHI Partnership Council.
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ANNEX 2: Intellectual Property Ownership Agreement
An Intellectual Property Ownership Agreement (IPOA) formalises the background IP
and contribution of each partner to that innovation. Because ownership structures
are based on negotiation, and are therefore unique, there is no standard agreement
template.
It may include the designation of a lead institution to manage the development and
exploitation of the IP, but must include details of how any development costs will be
shared across the partners, as well as any specific revenue sharing arrangements
between the parties involved.
The table below outlines the subject areas, and specific considerations, that need to
be included when creating an Intellectual Property Ownership Agreement.
Subject Area
The Project

Specific Considerations
1.
2.
3.
4.
5.
6.

Project Management

Background IP

IP Ownership
Exploitation

7.
1.
2.

1.
2.
3.
1.
2.
1.
2.
3.
4.

Confidentiality and
Publication

1.
2.

Liability

1.

Name all parties to an IP Ownership Agreement
Name the lead partner (if there is one)
State the start date and end date for the IOA
If work started before agreement was signed,
indicate if retrospective effect applies
State fully what resources (human and other) each
party to the agreement shall provide
State fully any specific conditions that apply to the
provision of partner resources (human and other)
Name the people who are key to the project
Name the Project Manager (if there is one)
Lay out the process, and specific actions to be
followed (and by whom), for dispute resolution on
IP ownership
State what background IP each party will provide
State if any party’s background IP is confidential
Establish if any background IP may be published
Describe the IP to be covered by the IPOA
Lay out IP ownership split agreed between parties
State which parties have rights to exploit the IP
State how and what development costs will be
shared between parties
State how commercial revenue (if realised) will be
shared between parties
Describe the patent status of the IP and how any
change in status might affect exploitation strategy
State timeline for confidential information i.e.
indefinitely or for a defined period
Affirm whether academic use/publication is
permitted
State any warranties that parties are prepared to
provide that contributed/created IP does not
infringe third party rights

14

Annex 3
Declaration of Assignment
Declaration of Assignment of Intellectual Property by Postgraduate Students
The UHI/AP Group Intellectual Property (IP) Policy recognises that, under the terms of the Copyright
and Patents Act 1988, where IP is created by an employee in the course of their employment, that
the Intellectual Property Right (IPR) is owned by the UHI/AP as the employer.
In order for students to benefit from the revenue sharing scheme available to UHI/AP employees,
any postgraduate research students working at UHI/AP, are required to assign the rights to IP arising
from their research to your employer institution.
Where research is sponsored by an external organisation, the terms of the contract between the
UHI/AP and that organisation will define the ownership of the resulting IP.
UHI/AP makes no claim on inventions, or other forms of IP, which have no connection to your
employer institution.
As such, students are required to read and sign two copies of their acceptance of the following
declarations. One copy will be retained by the student and one by your employer institution.

COPYRIGHT
1.

I will promptly disclose to my employer institution all copyright works or designs,
originated, conceived or written by me, whether alone or with others during the period of
my work.

2.

For the purposes of Section 2(1) of the Registered Designs Act 1949 and Section 267 of
the Copyright, Designs and Patents Act 1988, my employer institution shall be the
proprietor of any design to which Clause 4.1 applies.

3.

At the request and expense of UHI/AP, I will do all things necessary or desirable to
substantiate the rights of UHI/AP under the provision of this Clause

4.

I hereby irrevocably and unconditionally waive in favour of my employer institution any
and all moral rights conferred upon me by Chapter 1 of Part 1 of the Copyright, Designs
and Patents Act 1988 for any work in which copyright or design right is vested in my
employer institution, whether by this agreement or otherwise.

INTELLECTUAL PROPERTY
1.

If at any time I make or become entitled to any IP whether relating directly or indirectly to
my employer institution, I shall promptly disclose full details to the designated IP
Manager. This applies whether I am working alone or with other person or persons. I
understand that details (including drafts, early editions, etc.) of such IP belong to UHI/AP
and may be used in accordance with the provisions of Section 39 of the Patents Act 1977 in
the determination of IPR ownership.

2. If the intellectual property belongs to UHI/AP in terms of paragraph 5.1, I shall hold it in
trust for UHI/AP. At the expense of UHI/AP, I shall do all things necessary or desirable to
enable UHI/AP or its nominee to obtain the benefit of the IP; including, should UHI/AP
decide, to secure patent or other appropriate forms of protection for it throughout the
world.
3.

UHI/AP shall have the sole discretion over decisions as to patenting or exploitation of such
intellectual property.
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4.

I hereby irrevocably appoint the Director/Deputy Director/Company Secretary of my
employer institution to be my attorney in my name. On my behalf they will be able to
execute, sign and prepare all such documents or other things and generally to use my name
for the purpose of giving UHI/AP or its nominee the full benefit of the provisions of Clauses 1
to 4. As far as any third party is concerned, a written Certificate signed by the Director (or
nominee) of UHI/AP shall be conclusive evidence that any document fall within the authority
hereby conferred.

5.

I understand that UHI/AP operates an incentive scheme to share the exploitation of IPR,
details of which are available in the UHI and its Academic Partners Intellectual Property Policy.

Signed

…………………………………………..

Name in Capitals

…………………………………………..

Dated

…………………………………………..

Signed

…………………………………………..

Position

…………………………………………..

Name in Capitals

…………………………………………..

Dated

…………………………………………..

For UHI/AP
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ANNEX 4 – Intellectual Property Disclosure Form
Intellectual Property Disclosure Form
Highly Confidential
Intellectual Property Disclosure
IP Abstract

Date Submitted

………………

Originator Details
Originator Status
Lead Originator
Other Originator
Other Originator
Other Originator
Other Party
Other Party

Name

IP Ownership, %

SECTION 1 – General
1.1 Is the IP a new product, process, software, machine, or composition of matter?
Please specify type.

1.2 List the possible applications of this IP.

1.3 List the novel or unused features of this IP.

1.4 Describe any further work you feel needs to be undertaken to bring your IP to a point
where a commercial entity would be interested? Approximately how much would this
cost and how long would it take?

SECTION 2 – IP Description
2.1 Provide a detailed description of the IP including any important key words.
The description must contain sufficient detail so that one skilled in the art could
reproduce the IP artefact.
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4.5 Give details of the availability of any models or demonstrations of the technology
2.2 Does the IP require a government agency approval, human tests of independent trials
to determine its success? List any additional steps required to advance the IP towards
commercialisation.
SECTION 5 – Joint Originators
2.3 List the advantages of this IP over currently available options / opportunities.
5.1 List any joint inventors or collaborators from outside your employer institution.
Include the institution, company or organisation of the joint originator(s).
2.4 List any disadvantages or limitations of this IP.
5.2 Do you have any employment contracts external to your employer institution, if so
with whom?
2.5 List any competing ‘products’ in the market or any other research that you are aware
of that may compete.
SECTION 6 – Commercial and Conflicts of Interest
2.6 Have you undertaken a patent search?
6.1 List any companies which have expressed interest or may be interested in licensing
the IP for further development or sale. Include company name, address, telephone
number and contact person.
SECTION 3 – Sponsorship
3.1 Please indicate how your research has been funded to date:
6.2 Are you a shareholder, officer, director or consultant of any companies named in the
previous question?
3.2 Have you had any support or collaborations outside your employer institution other
than the named funding body?

3.3 List any non-SAMS resources including Material Transfer Agreements (MTA’s) and any
facilities used in the development. Include time period and extent of use.

SECTION 4 – Disclosures
4.1 Have any disclosures of this technology been made to date?

4.2 List the first date of conception, place, and corroborating person or records.

4.3 Please give the date of the first disclosure – written or oral.

4.4 Please give the details of the first disclosure, place, form and corroborating person or
records.
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