
NHC Human Resources Committee
Meeting
Wed 10 March 2021, 16:00 - 18:00

Microsoft Teams

Agenda

1. Apologies for Absence

2. Declarations of Interest

Members are invited to make a declaration of interest in any item on the agenda. 

3. Minutes of Meeting held on 18 November 2020

There are submitted for approval the Minutes (report HR0321/03) of the Committee meeting held on 18 November 2020.

The Committee is invited to approve the Minutes.

 3 HRDraftMin-18.11.20 HR0321.03.pdf (4 pages)

4. Action Sheet

There is circulated the action sheet (HR0321/04) from the previous meeting of the Committee

 4. Action Sheet HR0321.04 .pdf (1 pages)

5. Staffing Update

Joe Wright

There is circulated Staffing Update report (HR0321/05) by the Human Resources Manager.  The Committee is invited to note
the terms of the report

 5.Staffing Update HR0321.05.pdf (3 pages)

6. National Bargaining Update

There is circulated National Bargaining Update Report (HR0321/06) by the Human Resources Manager.  The Committee is
invited to note the terms of the report.

 6. National Bargaining HR0321.06.pdf (2 pages)

7. UHI Shared Staff Development Policy

Joe Wright

There is circulated report (HR0321/07) by the Human Resources Manager on the UHI Shared Staff Development Policy.

The Committee is invited to approve the policy before it is submitted to the Board of Management for ratification. 

 7. UHI Shared Staff Development Policy HR0321.07.pdf (8 pages)
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8. Wellbeing Digest

Joe Wright

There is circulated report (HR0321/08) by the Human Resources Manager on the Wellbeing Digest.

 8. Wellbeing Digest HR0321.05.pdf (5 pages)

9. Terms of Reference Review

Fiona Sinclair

There is circulated report (HR0321/09) by the Secretary to the Board inviting the Committee to conduct its annual review of its
Terms of Reference.

 9. HR TofR Review-10.3.21.pdf (2 pages)
 9.5 HR-TofR2020 HR0321.08.pdf (1 pages)
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Draft
HR0321/03

MINUTE OF THE HUMAN RESOURCES COMMITTEE MEETING
held on Wednesday 18th November 2020 at 4 pm using Microsoft Teams

Present Mrs Shona MacDougall (Chair)
Mr John Hook (Vice Chair)
Mr Blair Sandison
Mr Jim McGillivray (left before end of Item 5)
Mr Magnus Davidson
Mrs Debbie Murray, Interim Principal

In attendance Mr Joe Wright, HR Manager and Deputy Director (left after item 6)
Mr Struan Mackie, retiring Secretary to the Board
Mrs Fiona Sinclair, in-coming Secretary to the Board (minute taker)

Preliminaries
As Mr Andrew Kerr, the previous Chairman of the Committee had resigned from the Board since the 
last meeting, Mr Mackie invited Mr Sandison, the Board Chairman to take the Chair for the purpose of 
appointing a Chairman and Vice Chairman to the Committee.  

The Board Chairman welcomed members, particularly the new Board members with their wide-ranging 
experience, to the meeting.  He also welcomed to her first meeting of the Committee, Fiona Sinclair, 
who will shortly take over from Struan Mackie as Secretary to the Board.  

1. Apologies
There were no apologies for absence.  

2. Declarations of Interest
Members were invited to submit a declaration of interest in any item on the agenda.  Mr Davidson 
reminded the Committee that he is a member of Unison.  There were no other declarations of interest.

3. Draft Minute of the Previous Meeting 
The Minutes of the meeting held on 2nd September, 2020 were held as read and were unanimously 
approved.  The approval was proposed by Mr McGillivray and seconded by Mr Davidson.  

4. Actions / Matters arising from the previous meeting
Mr Mackie noted that no actions arose from the minutes of the previous meeting and drew Committee 
members’ attention to the outstanding action on the Action sheet which had arisen outwith the 
Committee cycle and was to be discussed later in the meeting.

5. Appointment of Chair and Vice Chair
The Board Chairman invited nominations for the positions of Chair and Vice Chair of this Committee.
The Board Chairman nominated Mrs MacDougall and Mr Hook to the positions of Chair and Vice Chair 
respectively.  These nominations were seconded by Mr McGillivray and Mr Davidson respectively.  
There being no further nominations Mrs MacDougall and Mr Hook were duly appointed.  

Mrs MacDougall took the Chair.
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6. HR Report
There had been circulated for the approval of the Committee a report by the HR Manager which 
provided the Committee with an update on a range of HR issues for the period to 31st October, 2020, 
as follows:

6.1  Staffing Update – Coronavirus
The HR Manager explained the difficulties the increased uncertainty and the additional planning and 
reporting requirements cause for the College, and highlighted the increased focus recently on staff’s 
wellbeing and mental health.  The Interim Principal highlighted the measures managers are taking with 
staff wellbeing in mind, including permitting longer lunch hours and evening working to make 
maximum use of daylight hours, and the promotion of “walking meetings”.  The Committee were 
heartened to hear of the good work going on within the College.  

The HR Manager said that there are no College staff currently on the UK Government’s Job Retention 
Scheme (commonly known as furlough) and said that the extension to the furlough scheme is unlikely 
to be utilised by the College, as currently all staff have appropriate work to do or have been redeployed 
into appropriate work.  Following an enquiry from the Committee Chair, the Committee requested 
that the HR Manager consider the option of using the extended furlough scheme if necessary in 
future, and provide regular updates to the Committee on this matter. 

6.2  National Bargaining Update
The HR Manager explained the two different elements of National Bargaining for College staff – the 
lecturers and the non-lecturers (support staff).  This year, a 2%  pay offer to lecturers had been accepted 
and was to be implemented from 1st September this year.  However, restructuring in some colleges 
means that some lecturers terms’ and conditions of employment are being changed.  The EIS are 
campaigning against the planned changes and the HR Manager said that he is keeping a close eye on 
the position.   At the request of the Chair the Committee requested that the HR Manager produce 
regular reports for this Committee on the ongoing issue of lecturers’ terms and conditions, noting 
that industrial disputes are currently a major issue in some larger colleges. 

The HR Manager reported that the situation with National Bargaining for support staff is currently 
unresolved.  A pay claim was submitted at the start of the coronavirus situation but the staff side have 
refused to speak about pay until all the other points in their claim have been discussed.  Management 
will not accede to that request.  In relation to Job Evaluation for support staff, the HR Manager reported 
that the evaluation aspect should be completed in the next few days, with the scoring process finalised 
by April 2021 before appeals take place over the summer months.  Roles which did not exist in 
September 2018 will not be included in the process.  This could result in difficulties in finalising the 
scheme.  Across Scotland there has been no agreement as to how funding will be allocated to enable 
equalisation of pay after the JE process has been completed.  North Highland College being a smaller 
college has a staff pay structure which is at a lower level than many other colleges.   A national working 
group is to be set up in the New Year to consider the issue of equalisation in salaries across different 
colleges.  The Committee agreed that it was of critical importance for the NHC HR Manager to be on 
the working group and requested that the Interim Principal and HR Manager take steps to try to 
enable this to happen.  

The HR Manager described the moves by Unison to change the way that the Union interacts with 
colleges by having more external representation in local arrangements which, although the proposal is 
not yet clear, it is accepted could have significant cost implications for the College.  It was agreed that 
the HR Manager would provide an updated report on this matter for the next meeting of the 
Committee.

The HR Manager referred to the aspirations detailed in the Fair Work Convention (described more fully 
in the Minutes of the Meeting on 2nd September 2020, Item 5) including “no compulsory redundancies”, 
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and stated that the College had regularly used compulsory redundancy measures in the past in the 
interests of efficiency and on some occasions the staff effected had been redeployed.  It was noted 
that it would be impossible for the College to redeploy a large number of staff threatened with 
redundancy, and that the cost of employing staff who were no longer required would be a significant 
problem.  It was also noted that a clause in the College’s Redundancy Policy which permits staff to apply 
for redundancy if, subject to other conditions, staff can demonstrate that the College will make a saving 
if it permits them to leave, had had a positive impact.    

At this point Mr McGillivray intimated that he had another appointment and left the meeting.  

6.3  Local TU Issues
The HR Manager reported that there had been no Trade Union Meetings since the last meeting of the 
Committee.  The Committee noted the position.  

6.4  Salary Review Process – Middle Management
The HR Manager explained the situation where middle managers have perceived detriment compared 
to lecturers, as middle managers are classed as support staff and are thus included in the Support Staff 
bargaining group.  This means they are in scope for the National Job Evaluation exercise which has been 
ongoing from 2016, with outcomes being effective from 2018 although the final outcomes will not be 
known until 2021 or 2022.  Some affected managers have approached the Board seeking a review.  
The Committee: 

1. agreed not to grant a review, rather to advise the applicants that due to the proximity of the 
imminent national Job Evaluation scheme and also to avoid any accusations of favouring 
managers over other support staff, the situation will be resolved in the long term through 
Job Evaluation.  

2. agreed that the Board Chairman, the Committee Chair and Mr Mackie will agree the terms 
of a letter to the middle managers who had approached the Board advising them of the 
Committee’s decision. 

6.5  The Committee noted and approved the HR Manager’s wide-ranging report on HR issues for the 
period to 31st October 2020, and, noting that there were no policy updates on the agenda, agreed 
that the Committee’s new Chair and Vice Chair would meet with the HR Manager to discuss how the 
Committee will function in future. 

At this point the HR Manager left the meeting. 

7. Risk Register
There had been circulated a copy of the College Risk Register in order that the Committee could review 
the status of the risks owned by it.  

The Interim Principal drew attention to Risk Area 5 relating to Staff, and verbally updated the 
Committee on progress in relation to the Design and implementation of the new NHC Executive 
Development programme, and the Review of future Support Staff needs and deployment, which had 
been omitted from the report.  

In response to an enquiry from the Vice Chair, the Interim Principal advised that the College is in the 
process of introducing an appraisal system for lecturers which is performance based.  All the Directors 
are trying to ensure the system is being used.  Committee members agreed that the results of a 
performance appraisal system make useful data for the Committee.  The Committee agreed that the 
Chair and Vice Chair will discuss with the HR Manager the mechanism for producing staff appraisal 
evaluation data in order to ascertain whether and how it will be possible to bring the data to 
Committee.  The Committee approved the Risk Register as amended.
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Information recorded in College minutes are subject to release under the Freedom of Information (Scotland) Act 2002 
(FOI(S)A).  Certain exemptions apply: financial information relating to procurement items still under tender, legal 
advice from College lawyers, items related to national security.  

Notes taken to help record minutes are also subject to Freedom of Information requests, and should be destroyed as 
soon as minutes are approved.

Status of Minutes Open  Closed  

An open item is one over which there would be no issues for the College in releasing the information to the public in 
response to a freedom of information request.  

A closed item is one that contains information that could be withheld from release to the public because an exemption 
under the Freedom of Information (Scotland) Act 2002 applies.  

The College may also be asked for information contained in minutes about living individuals, under the terms of the 
Data Protection Act 1988.  It is important that fact, rather than opinion, is recorded.  

Do the minutes contain items which may be contentious under the terms of the Data Protection Act 1988?
Yes  No  

Signed by the Chair _______________________________________

Date ___________________________________________________

The meeting closed at 5.55 pm.  
The Next Meeting is on Wednesday 10th March, 2021
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ACTIONS ARISING FROM PREVIOUS MEETINGS FOR  

HUMAN RESOURCES COMMITTEE MEETING  – 10 MARCH 2021

Action Description Responsible Person
HR1120/6.1 Staffing Update – Coronavirus  -- the HR Manager will 

consider the option of using the extended furlough 
scheme if necessary in future, and provide regular updates 
to the Committee on this matter

HR Manager

HR1120/6.2 National Bargaining Update  -  HR Manager to produce 
regular reports for HR Committee on the ongoing issue of 
lecturers’ terms and conditions, noting that industrial 
disputes are currently a major issue in some larger college

HR Manager

HR1120/6.2 National working Group on Equalisation of Salaries - 
Interim Principal and HR Manager will take steps to try to 
enable NHC HR Manager to be on this working group as it 
is regarded as being of critical importance.  

Interim Principal
HR Manager

HR1120/6.2 Changes in the way Unison interacts with colleges – HR 
Manager to provide an updated report on this matter for 
the next meeting of the Committee

HR Manager

HR1120/6.4 Salary review process for middle management – Board 
Chairman, Committee Chair and Mr Mackie will agree the 
terms of a letter to the middle managers who had 
approached the Board advising them of the Committee’s 
decision not to grant a review but rather to advise the 
applicants that due to the proximity of the imminent 
national Job Evaluation scheme and also to avoid any 
accusations of favouring managers over other support 
staff, the situation will be resolved in the long term 
through Job Evaluation.  

Board Chair
Committee Chair
Struan Mackie

HR1120/6.5 Policy Updates - the HR Manager will meet with the 
Committee’s new Chair and Vice Chair to discuss how the 
Committee will function in future, particularly noting that 
there are no HR policy updates currently on the 
Committee agenda

HR Manager
Committee Chair
Committee Vice 
Chair

HR1120/7 Risk Register -HR Manager will discuss with the Chair and 
Vice Chair the mechanism for producing staff appraisal 
evaluation data in order to ascertain whether and how it 
will be possible to bring such data to Committee

HR Manager
Committee Chair
Committee Vice 
Chair
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Action – HR Committee is asked to note the contents of this report for information.

1. Lockdown 2021

Lockdown measures were announced prior to our return to work in January, signalling a 
return to those measures previously implemented in March of 2020.  In summary:  

o Furlough – 23 staff were immediately placed on furlough (4 on flexible furlough) for 
January whilst further planning was being progressed, resulting in extensions to on-
line only learning and maximum enforcement of home-working, as directed by SG.  
This led to 22 staff continuing or being placed on furlough for February.

Most employees who were required to undertake home-schooling have elected to 
work flexibly, in preference to seeking a furlough arrangement.    

o Our 4 canteen employees have, since March 2020, been furloughed then 
subsequently temporarily redeployed to support our estates team with the enhanced 
hygiene requirements of the estate.  These staff remain at risk of redundancy.  

We have now extended this redeployment until July 2021, having decided that we 
will not be in a position to safely open our canteen facilities until at least August 
2021.  

o To date, only 1 employee has reported that they have contracted the virus. 

2. Return to Work Planning

PRG has reflected upon the experience to date of changing working practices – in 
particular, less classroom-based teaching modules and more homeworking.  

With a requirement to consider the rationalisation of our estates also becoming urgent, 
a survey of staff was undertaken to gather preferences, post-COVID.  129 responses 
were received.  The findings, in summary:

o 15% of employees would prefer to work all hours from home

o 30% of respondents would prefer to work all hours on site (based on practicalities)

o 55% of respondents would prefer a blended model

The survey findings will now be discussed by PRG and will be used to inform our 
strategic estates review, going forward.  
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3. Display Screen Equipment survey update

Since the beginning of lockdown 1, we have been encouraging staff to complete DSE 
assessments in their home location.  This message has been reinforced multiple times 
throughout 2020, culminating in an instruction to all managers to ensure that this 
exercise was undertaken on a corporate basis by the end of 2020.

We have now received 89 fully completed DSE assessments, with a number partially 
completed (awaiting equipment, laptops etc.).

A report on compliance has been presented to PRG, by department, for further follow-
up actions, where appropriate.  

4. Compliance Training update

The College is involved in a project to modernise and simplify employee access to 
compliance training programmes.  In the short term, we have decided to concentrate 
upon refreshing 2 programmes for all staff – information security and data 
protection - influenced by:

o The increased risks brought about by the sudden change to home working for 
most staff

o Increased expectations upon employers, post GDPR/Data Protection Act 2018, 
and:

o The loss of much of our training records upon migration from our old VLE system 
to Brightspace on 2018/19

In summary, at the end of February: figures awaiting confirmation

 X employees had completed Information Security, and;

 X employees had completed Data Protection

Compliance information relating to this request for employee completion has been 
presented to PRG, by department, for further follow up actions, where appropriate.  
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5. Update on returned Appraisals and CPD information

Compliance information relating to this request for employee completion (@ 28/2/21) is 
contained in the table below:

(confirmed figures awaited) 

Turnover Report

During the period April 2020 – March 2021 there were 38 exits from the College.  This 
compares to 22 for the same period April 2019 to March 2020.

Reason for Leaving Number Comments
End of FTC 7
Retirement 6
Resignation – new job 12
Resignation - other 7
Redundancy 4 3 achieved via volunteers
Death in-service 1
Dismissal – Capability I.H. 1

This is a significant prima facie increase, but the impact of the COVID lockdown period 
may be a factor in the decision-making of many leavers.  Of the resignations (other):

o 1 cited a dissatisfaction with pay and reward

o 1 decided to become a carer for elderly parents

o 1 cited the stress of the lecturing role, exacerbated during lockdown

6. Attendance Management Report

The HR Team are consulting with other partners about how best a benchmarking report 
can be developed to inform Board members across the partnership.  This should be 
available for the June HR Committee Meeting.  
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National Bargaining Update                                            Agenda item: HR0321/06                                
February 2021

HR Committee

Action - The Committee is asked to note this paper, for information only.  

Lecturing Side

Instructor/Lecturing Roles Dispute

The NJNC have now met 6 times with EIS to try to resolve this dispute.  The employers’ 
view remains that there is no national dispute, no breach of the NRPA, and that issues 
should be taken up with individual employers.  

In December, during these discussions, EIS held an indicative ballot for a mandate for 
strike/ASOS, which they received from their membership.    

There is still no agreement between the 2 sides and a ballot for strike action was held in 
February resulting in a mandate for strike action for EIS.    
      
There is no local North Highland College dispute, but this does not reduce the likelihood of 
our lecturers supporting any industrial action proposal.  Industrial Action is likely to begin on 
16th March and we currently understand that it will potentially be escalated up to 3 days per 
week by June.  

Policy of no compulsory redundancy

EIS continue to lobby strongly for the College sector to agree to a policy of no compulsory 
redundancy, in line with many other public sector bodies.  This is EIS’ second big strategic 
priority in this pre-election period, ergo the current increase in political pressure and volatility 
in the industrial relations environment.  

Other colleges are experiencing significant resistance, adverse publicity and media 
campaigns from EIS making each process fairly exhausting for management.  NHC are not 
currently in a redundancy situation but the risk of such a campaign of resistance for any 
potential future redundancy situations should be noted.  

Support Staff

2020/21 Pay Claim

The Employers Association have made a written pay offer to UNISON to try to resolve the 
outstanding 20/21 pay claim.  This will be put to members for acceptance or rejection with 
UNISON adopting a neutral stance on the offer.  Resolution due for discussion in March 
2021.  In summary:

o 2% increase

o £750 minimum

o £2000 maximum

o Based upon salaries @ 1st April 2020
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 Job Evaluation

Time-scales for completion have unfortunately been pushed back further due to various 
factors (resignations of project managers/admin support followed by an impact upon 
productivity due to second lockdown).  

Dates for the completion of phase 1 remain to be confirmed.  
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UHI Single Staff Development Policy - February 2021  
HR0321/07

HR Committee

Action - The Committee is asked to approve this policy for ratification by the Board of 
               Management.  

Background

In 2020, the Chair of the Human Resources Practitioners Group (HRPG), decided that HR 
and SD practitioners should form a short- life working group to develop a single staff 
development policy.  The group developed the policy contained herein.

The group contained staff development practitioners from across the partnership with 
some HR practitioners.  North Highland College did not have a group member.  

The group consulted with HRPG to ensure there was a consensus across the group prior 
to approval for adoption.

The single policy project is a University Partnership initiative which aims to develop an 
appropriate suite of policies, achieving consensus amongst all partners.  
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Staff Development Policy[Title]

Click or tap here to enter text.

Lead Officer (Post): Jane MacIntosh

Responsible Committee: HR Committee

Date policy approved: 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

Accessible versions of this policy are available upon request. Please contact the Governance and Policy 
Officer on 01463 279000. 
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Policy Summary

Overview

Why is the policy required?

This policy has been developed as part of the Single Policy Environment 
Project to set out a collective approach to staff development.

Purpose

What will the policy achieve?

The policy will ensure a consistent approach to: embedding a culture of 
continual development amongst staff; staff understanding of development 
opportunities; managerial approach to assessing requests for development 
opportunities; and corporate support for staff development.

Scope

Who does the policy apply to?

This policy applies to all staff regardless of position, department or mode 
of working.

Consultation

Who has been consulted on the policy, and who will be notified?

The policy was developed by a group of practitioners from across the 
University partnership. There will be local consultation with relevant trade 
unions and staff ahead of seeking approval by the appropriate body.

Implementation 
and Monitoring

Who will be responsible for implementing and monitoring the policy, and 
what resources/ costs will be incurred?

The policy will be implemented and monitored locally at academic partner 
level to ensure effective procedural integration. The policy will not incur 
any additional costs other than those already accounted for in staff 
development budgets. 

Risk Implications

What are the risk implications of this policy?

This policy mitigates risk to ensure there is clarity around expectations for 
staff development opportunities. Staffing costs are our biggest cost and 
there are risk implications around lack of clarity for development 
opportunities.

Link with Strategy
How is this policy linked to University strategy?  

This policy is linked to the College’s People strategic theme
Equality Impact Assessment: Completed 14th August 2020. No further 
action required.

Impact Assessment
Privacy Impact Assessment: n/a
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1. Policy Statement
1.1 The University of the Highlands and Islands partnership seeks to develop a culture 

which actively promotes and values staff development regardless of position, 
department or mode of working. Through the development of this culture, the 
fulfilment of individual and collective strategies and aims of the university partnership 
and institutions will be supported. 

1.2 The university partnership expects all staff to engage in individual professional 
development relevant to their role.  This development will be equally valued across 
all job roles and fairness of opportunity and transparency will be embedded into the 
decision-making processes around funding for development.  Development requests 
will be considered within the context of strategic and operational aims and objectives, 
and within the context of current resources.

1.3 The university partnership requires that resources are deployed efficiently and 
effectively; if decisions have to be made with regard to competing priorities for staff 
development funding, consideration will first be given to legislative and contractual 
obligations and development specifically required to enable staff to comply with their 
job description.

2. Definitions
2.1 University partnership: The thirteen academic partners of the University of the 

Highlands and Islands and Executive Office. 

2.2 Institution: Any of the thirteen academic partners or Executive Office.

2.3 Mandatory qualifications and training: Any qualification or training that a member of 
staff must already have or work towards obtaining in order to carry out their role. 
These will be specified in institutional documentation.

2.4 Development opportunities: a broad range of activities that contribute towards staff 
development. These include but are not limited to:

 Mandatory qualifications and training
 Participation in Learning and Teaching Review
 Enrolment in formal programmes, courses or workshops
 Pursuing certificates, accreditations or other qualifications
 Attending local, regional, national and international meetings, conferences 

and workshops organised or sponsored by professional organisations
 Presenting papers at conferences and workshops
 Keeping up with technology, systems and processes
 Collaboration with colleagues in your own institution or another
 Peer review
 Taking on new challenges in current position, projects, long or short-term 

assignments
 Reading

2.5 Funding clawback: This is a mechanism sometimes used to reclaim the cost of a 
training opportunity where a member of staff leaves or changes role following a 
significant development opportunity. If this is to be used, the manager must agree 
with tis with the employee prior to approving the funding. 
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2.6    This clause is intended to be used for substantive funding assistance.  Advice can be 
provided on limits from Jane MacIntosh.  Consideration should be given where spend 
exceeds £500 for any single event.    

2.7    An outline agreement that can be tailored for use can be found in Appendix 1.

3. Purpose
3.1 Our staff are our most valuable asset and are key to successful delivery of aims, 

objectives, strategies and vision. Attracting, retaining, and developing high-quality 
and creative staff helps to meet the changing requirements of our students, North 
Highland College and our communities.

3.2 In developing a university partnership-wide policy, all institutions are formalising their 
commitment to staff development being a core element of our internal processes for 
all staff regardless of role or position.

3.3 The implementation of this policy will promote engagement with staff development 
across all institutions and at all levels within institutions, emphasising value with 
which staff development is held across the university partnership. 

3.4 A main emphasis of this policy is that staff development is a process that must be a 
collaboration between the institution and member of staff. Both have responsibilities 
that will be discussed between the member of staff and their Manager.   

3.5 The prioritisation of these development opportunities at an institutional, departmental 
and individual level will take account of the following elements:

- Legislative and contractual obligations

- Strategic direction of the organisation

- Availability of funding

- Previous development opportunities

4. Scope
4.1 This policy applies to all employees regardless of position, department or mode of 

working.

5. Exceptions
5.1 This policy applies without exceptions, exclusions, or restrictions.

6. Notification
6.1 All staff will be made aware of this policy as part of the induction process. 

6.2 Staff with management responsibilities will be notified of changes to the policy and/or 
procedures. 

7. Roles and Responsibilities
7.1 All staff have the responsibility to take ownership of their own continuing personal 

and professional development and understand their entitlement to development 
included within this policy. Staff should consider the development opportunities in 
Section 2.4, working with their line manager to identify opportunities and maintain 
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currency of professional qualifications. It is the responsibility of staff to maintain the 
record of their development.

7.2 Managers have the responsibility to support their staff to realise the benefits of 
undertaking continuing personal and professional development, and ensure their staff 
engage with the annual review process. Managers are responsible for ensuring 
engagement, agreeing development opportunities and monitoring completion of 
agreed activities. Managers are also responsible for planning operational capacity for 
their team in relation to staff development.

7.3 The College will allocate reasonable resources to meet the contractual and 
aspirational developmental needs of all of our employees.  

7.4 Boards of Management are responsible for approving the policy and maintaining 
strategic oversight.

8. Legislative Framework
General Teaching Council of Scotland Professional Update

Professional Standards for Lecturers in Scotland’s Colleges

9. Related Policies, Procedures, Guidelines and Other Resources

Learning and Teaching Academy

College Appraisal Guidance and CPD records         

10.Version Control and Change History

Version Date Approved 
by

Amendment(s) Author

0 New single policy Staff Development Policy 
Ownership Group

1

2

3

4

EXT - Gd - Appraisal 
Guidance for Line Managers and Staff.docx
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Appendix 1:

Professional Development Repayment Agreement

1.0 This Agreement is made between [Name] and North Highland College UHI (‘the 
College’).

1.1 The College has agreed to fund your fees for [course name] at [training provider] in 
[date/year]

1.2 The agreed cost covered by the institution is £.

1.3 In consideration of the College’s support, you agree that if your employment 
terminates or if you withdraw from the course after the College has incurred liability 
for such costs, you will be liable to repay some or all of the costs in accordance with 
clause 2.

2.0 Except in the circumstances set out in clause 3, you will be required to repay the 
institution as follows:

2.1 If you cease employment or withdraw before you start the course but the institution 
has already incurred liability for the cost, 100% of the cost, or the proportion of the 
costs that the institution cannot recover from the Training Provider shall be repaid.

2.2 If you cease employment or withdraw from the course within 12 months of 
commencing the course, 75% of the cost incurred and paid by the institution up to 
that point shall be repaid.  

2.3 If you cease employment more than 12 months but less than 18 months from the 
time a cost for the course has been incurred and paid by the institution, 50% of these 
costs shall be repaid.

2.4 If you cease employment more than 18 months but less than 24 months from the 
time a cost for the course has been incurred and paid by the institution, 25% of these 
costs shall be repaid.

2.5 Thereafter, no repayment shall be required.

3.0 You shall not be required to repay any of the costs under this clause if the College 
terminates your employment for reasons of redundancy.  

4.0 You agree to the institution deducting the sums due under this clause from your final 
salary or any outstanding payments due to you.  If after such a deduction, there 
remains a balance payable to the institution, you agree to pay the due amount to the 
institution within one month of termination.

_________________________________ ____________

Signature of employee (agreeing to terms above)           Date 

Name

__________________________________ ____________
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HR Committee

Signed for and on behalf of North Highland College UHI Date

Name                                                                   Job Title       
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Proposal for HR Committee Meeting

To be held on: 10th March 2021
Subject:                  Wellbeing of employees
Purpose:                 Members have requested evidence summarising 
                                 the steps Management have undertaken to respond to COVID.  
Recommendation:  None – Paper is for information

1. Background

HR Committee members requested evidence to summarise those steps taken by 
management in response to COVID.      

2. Current Situation

COVID remains at a high level of impact upon all areas of College business. 

3. Proposals 

None

4. Consultation

None

5. Resource Implications

The College has procured an APUC Framework Counselling service for employees. 
Other resources relate to significant amounts of management and HR staff time to
 address a range of issues highlighted over the last 11 months.

6. Benefits

Improvements have been made to many aspects of employees working environments,
Including:

o Flexible working and furlough arrangements
o Redundancy avoidance measures including redeployment
o Measures to improve clarity of communications
o Measures to improve quality of home-working environments
o Measures to improve employee understanding of home-working IT and information 

security risks
o Significant investment in improved laptop stock
o Significant investment on work-station equipment, including desks, chairs, and other 

DSE related equipment
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7. Risks

Long term absence or intolerable workloads for large numbers of staff.  

8. Equality and Diversity issues

None yet identified.

9. Conclusion

The Committee is asked to note this report.  

Prepared by: Joe Wright Date: 25th February 2021
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Background

The first phase of lockdown resulted in significant additional pressures on most 
employees to adapt quickly to new working environments across a broad range of 
impacts.

Communications

Initially, an emergency management group meeting structure was set up to deal with 
immediate contingency planning.  Weekly meetings enabled the large range of issues 
arising to be effectively prioritised and addressed.  Managers were charged with 
engaging with employees through teams as often as was practicable to ensure 
employees were able to alert us if they had particular problems/needs.

Principal’s updates, HR Updates and Flash Friday communications were all ramped up 
during lockdown to try to keep our staff engaged with the College effectively.  These are 
always copied to Board members.  Updates have been provided at Board meetings.  
HR Updates are attached in the reference area below if members wish to review.    

In July, when the peak of the crisis appeared to be over, a staff survey was undertaken 
to gather information on employee wellbeing.  The report is included in the reference 
papers, should any member wish to review.    

The recommendations from the survey were:  

o Line Managers to reflect upon departmental feedback, consult with respondents and 
prioritise actions to address issues identified, using existing College mechanisms.

o Respondents to take appropriate steps to address outstanding areas where this 
could be resolved via existing mechanisms. 

o Line Managers to escalate issues outwith their control to the appropriate person.  
DSE process attached for information. 

     (use zoom button to enlarge text)

o All employees to undertake DSE Training via the College’s existing service provider 
(NHS Highland) – Our provider has not been able to fulfil this action, in the 
circumstances.  

Process Map of 
DSE.vsd
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o Line Managers to ensure improved compliance with DSE awareness training and 
DSE workstation assessments.  HR to report on progress to PRG. 

o PRG to consider a budget for DSE provision and improvement.

o PRG to consider provision of a budget for additional ICT capacity on a priority basis. 

o PRG to provide clearer guidance for employees in relation to longer-term working from 
home as soon as is practical.

o PRG/SDO to consider what line manager and employee training interventions could 
be planned to help with remote line management skills etc.

o PRG/BCG to consider how communications groups be organised, going forward and 
explore how we can best implement informal communications across teams – e.g. 
virtual tea-break type structures

o Respondents with disabilities are encouraged to declaring these via HR (equality 
monitoring form).  The comments in the survey are not consistent with the disability 
profile held by HR.  

In addition to this, HR were asked to procure an employee counselling service – this was 
introduced on 25th January 2021.    

The majority of the recommendations have been completed with only the DSE 
assessments remaining to be completed.  

Return to Work Planning

A second survey was undertaken in December to determine whether employees wished 
to continue to work from home post COVID.  This survey is summarised in the main 
staff update report.  PRG have not yet discussed the findings of this survey.

Wellbeing report to Board of Management

In addition to work undertaken by PRG/HR, the Principal has also been asked to 
investigate matters around workloads, as a separate issue.  I have not included this 
report as it is being progressed through a different channel and did not involve any HR 
input other than in relation to HR workload.  

The Board have also commissioned a wellbeing audit, which will be undertaken shortly.   

Additional papers

HR Updates                                            Staff Survey Report 2020  
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HR Sharepoint                                                               

                                                                                                                                                                    
Staff Support Survey 

Report.docx
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    Human Resources Committee

 

Title: Review of Terms of Reference of Human Resources Committee – 
2021

Meeting and date: Human Resources Committee, 10th March 2021 

Author: Fiona Sinclair, Secretary to the Board of Management 

Link to Strategic Plan: Aim 5   -   Staff To attract, retain and develop a workforce committed 
to our values and the achievement of our mission

Resource implications: None identified  

Risk assessment: Yes   the Committee has an obligation to review its terms of reference 
annually   

If yes, please specify:
Organisational: Governance

Equality and Diversity 
Issues:

None identified

Status – Confidential / 
Non-Confidential

Non-confidential

Freedom of Information
Can this paper be included 
in “open” business

Yes 

If a paper should not be included within “open” business, please highlight below the reason.

Its disclosure would substantially 
prejudice a programme of research 
(S27)

☐
Its disclosure would substantially 
prejudice the effective conduct of public 
affairs (S30)

☐

Its disclosure would substantially 
prejudice the commercial interests of 
any person or organisation (S33)

☐
Its disclosure would constitute a breach 
of confidence actionable in court (S36) ☐

Its disclosure would constitute a breach 
of the Data Protection Act (S38) ☐

Other (Please give further details)
☐

For how long must the paper be withheld? 
(Express as either the time which needs to pass 
or a condition which needs to be met.)

Recommendation: The Committee is invited to review and agree terms of reference for the Human 
Resources Committee. 
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Purpose of report

This report is provided by the Secretary to the Board of Management to invite the Committee to 
conduct its annual review of the Terms of Reference of the Human Resources Committee.
 
Background 
The Terms of Reference for each of the College Committees should be reviewed annually.  The Terms 
of Reference document for the Human Resources Committee is appended to this report.     

Committee members are encouraged to review the work of the Committee against the Terms of 
Reference document to ensure the Terms of Reference include all aspect of the Committee’s role.  
Committee members are invited to bring forward any proposals or recommendations for amending 
the Terms of Reference that they consider to be appropriate.  Any changes to the Terms of Reference 
would be reported to the Board of Management for final approval.  If the Committee agree that the 
Terms of Reference appear to be consistent with the work of the committee then no change need be 
made at this time.  

Appendix
Terms of Reference of Human Resources Committee
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Human Resources Committee 
 

Terms of Reference 
 

Composition  
The Human Resources Committee shall consist of at least three Members appointed by the 
Board of Management and will include the Board Chair and the Principal. The Chair of the 
Committee shall be appointed by the Board of Management. A quorum for this Committee 
will be no less than half the voting members. 
 
Frequency of Meetings  
The Committee shall normally meet at least four times a year. A member of the Executive 
Team will normally attend Staffing Committee meetings together with the Human 
Resources Manager.  
 
Established by  
Board of Management  
 
Purpose  
To approve the direction and have oversight of all personnel matters relating to the function 
of the Board of Management as employer of the College’s staff along with the development 
and monitoring of all HR strategies and work streams.  
The Human Resource Committee will:  
a. Monitor HR policies and practices within the College, including those relating to 
recruitment and selection, terms and conditions of employment, Discipline and Grievance 
and training and development.  

b. Monitor the College’s compliance with statutory requirements relating to both UK and EU 
employment legislation;  

c. Monitor the College’s compliance with best personnel and HR practise in line with IPD and 
ACAS guidelines.  

d. Ensure the College provides appropriate Staff training and development.  

e. Ensure the College operates an effective staff review procedure  

f. Review reports of JNC and JCG meetings  
 
Accountabilities: The Human Resources Committee is accountable to the Board of 
Management.  

Responsibilities: Members are responsible to the Board of Management. Members are 
required to consider the wider interests of staff whilst exercising their responsibilities in the 

interests of the College as a whole. 
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