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1. Introduction 
 

Covid19 is a continuing reality that for the time being has to be considered in all Sabhal Mòr 
Ostaig’s activity, particularly with students, staff, visitors and tenants on campus.  This document sets 
out the operating principles and procedures for managing Covid across the organisation, and specifically on 
campus. 
 
2. Covid Management Team 
 
The Senior Management Team has overall decision-making responsibility on Covid-19 matters, and has 
delegated authority to the Covid Management Team, which meets weekly.  Covid-19 matters are reported 
to the Board of Directors on a quarterly basis.  The Covid Management Team is supported by the Covid 
Officer (currently the Director of Finance) and has the following remit: 
 
 Ensure the College is compliant with all Scottish Government Covid19 guidance as per 

latest updates as and when they are issued, as well as advice and guidelines as they apply to 
SMO from sector specific groups - Universities Scotland, Colleges Scotland, GTCS, UHI, NHS, 
Department of Health and Social Care  

 Ensure the College acts per the principles outlined in the Coronavirus (COVID-19): guidance 
for universities, colleges and student accommodation providers – 1 September 2020 (see 
Annex A)  

 Ensure risk assessments and Covid19 procedures and protocols are kept up-to-date and any 
actions required are carried out on a timely basis.  

 Report on the effectiveness of the day-to-day Covid19 measures taken within the College, 
and whether any changes / improvements need to be made to protect students and staff, 
and support student learning and well-being.  

 Document clearly all steps taken, all new procedures developed and all external documents 
reviewed to demonstrate the appropriate H&S management of Covid19 by the College  

 Ensure effective Covid19 communications to students, staff, tenants and the wider 
community   

 In the event of a case or outbreak of Covid19 on campus coordinate the necessary 
measures on a timely basis per the SMO Covid Infection Procedure.  

 
The Covid Management Team can be contacted on covid@smo.uhi.ac.uk. 
 
 
3  College Covid-safe operating principles 
 
SMO is adopting the principles issued to the College sector to ensure the College is operating in a Covid-safe 
manner.  At all times SMO will ensure: 
 
 The health, safety and wellbeing of students, staff, visitors, contractors and the wider community will 

be the priority in decisions relating to the easing of COVID-19 restrictions in our college. 
 We will review their teaching, learning and assessment to ensure that there is the required flexibility 

in place to deliver a high-quality experience which allows learning to take place safely. 
 We will regularly review the welfare and mental health needs of students and staff and take steps to 

ensure preventative measures and appropriate support is in place and are well communicated as 
restrictions are eased. 

 We will recognise that students and staff may have been affected by the pandemic in a number of 
ways (e.g. through bereavement or experiencing anxiety related to the pandemic). 

 We will follow appropriate risk assessments, and introduce measures specifically designed to protect 
staff and students in specialised training facilities, such as in the studio space and for music tuition.  
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 We will engage with staff and students, including the student association (CnO), to ensure a 
safe resumption of college activities. 

 We will regularly review the hygiene, waste disposal and cleaning protocols in all college spaces, and 
adapt these in response to changing public health advice and risk levels, to ensure that students, 
staff and visitors can have confidence in their safety. 

 We will take an equality, human rights and risk-based approach to protect health and safety of staff 
and students. CnO and staff will be fully engaged in this process. 

 We will follow a risk-based approach to protect the health and safety of staff, students and campus 
visitors.  

 
 
4  Risk assessments 
 
The following risk assessments form part of the overall risk-based approach the College is taking to protect 
the health and safety of all campus users, and to assess what activities can take place, in addition to the main 
College Risk Register: 
 
 Reopening the campus scenario planning and risk assessments (Jun20 & May21) 
 Buildings and physical estates risk assessment (updated Jun 21) 
 Hospitality cleaning and hygiene risk assessment (updated Jun 21) 
 Food preparation and dispensing risk assessment (updated Jun 21) 
 Individual employee risk assessment (updated May 21) 
 Workplace / Role assessment (updated Jun 21) 
 Individual courses / activities / events risk assessments to be carried out as and when necessary. 

 
 
5  Vaccines 
 
Vaccines are now available and being rolled out by the NHS.  SMO encourages staff, students and visitors to 
get vaccinated when invited by their local GP surgery.  Staff are requested as part of their personal risk 
assessment to inform HR (mf.smo@uhi.ac.uk) that they have been vaccinated, or if there is any reason that 
they are unable to have a vaccine.  For staff it is not compulsory to share personal medical information with 
your employer, however it is helpful to ensure we take account of your personal circumstances in supporting 
you in your role and workplace. 
 
Note as of 26 April 2021 the Scottish Government has issued updated guidance for those that have been 
shielding, which will be taken into account in any assessment on returning to the workplace. 
 
 
6  Asymptomatic Lateral Flow testing 
 
With the re-opening of the campus as of June 2021, SMO can offer 2 asymptomatic lateral flow tests every 
week to staff and students, as part of the Scottish Government initiative to enable the Covid-safe delivery of 
education.   
 
Staff and students (whether Short Course or Higher Education) are offered 2 self-administered tests each 
week.  Test kits in packs of 7 are available from reception or staff can order their own kits online from 
www.nhsinform.scot. Students should administer them in their  rooms.  Staff can either do these at home 
prior to coming into work or in the designated test room in ACC. 
 
If you test positive then you will need to self-isolate and get a confirmatory test as soon as possible: 
 
 Inform the Covid team on covid@smo.uhi.ac.uk and your manager / student services as soon as possible. 
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 Students should self-isolate in their rooms (with support from Hospitality), whilst staff should self-isolate 
at home. 

 Students on campus can get a PCR test from Hospitality, that will be sent via courier for confirmation.  
Note this service is only available for students. 

 Staff should notify their manager immediately, then return home and contact Test and Protect on 
www.nhsinform.scot or ring 0800 028 2816. 
 
 

7  Opening of the campus 
 
Note this should be read in conjunction with SMO’s detailed guidance on using general workspaces and 
communal facilities on the SMO site. 
 
As a College, SMO can be open for blended learning in Covid Protection Levels 0-2 and for restricted blended 
learning in Covid Protection Levels 3-4.  As restricted blended learning primarily allows for low numbers on 
campus doing practical subjects, this means SMO can only operate on campus in the lower protection levels.  
There are a number of key measures that need to be followed in the event of being open: 
 
7.1 All events / activities with different groups of visitors must be agreed by Buidheann Covid in advance of 

confirming that they can go ahead.   
 A risk assessment must be filled out as part of the approval process.   
 Any additional activities and events will be limited by maximum room and cafeteria 

capacities (room capacities available from Buidheann Covid). 
 We will maintain the utmost effort not to have different user groups mixing / requiring access 

to facilities at the same time.   
 

7.2  All visitors to campus buildings should register their location on entering the building on any given day, 
using the Check-in Scotland App. Each building has an assigned QR code to be scanned on entering.  If 
you do not have a Smart Phone to scan QR codes, you should check in with reception at the ACC 
building.  The Check-in Scotland App is available to download here: 
https://apps.apple.com/gb/app/check-in-scotland/id1539185166 
https://play.google.com/store/apps/details?id=scot.nhs.nss.checkin&hl=en_GB&gl=US 

 
7.3 Face masks are mandatory for staff and students on College Transport and in public areas of the College, 

including the shop, library, transit areas and whilst queuing or moving about the cafeteria.  The only 
exceptions are: 

7.3.1 Whilst sat in the cafeteria spaced at 1m+ whilst eating; 
7.3.2 Sat in classrooms, spaced at 2m; 
7.3.3 Understanding should be shown to those that cannot wear masks for health reasons. 

 
7.4 2m physical distancing should be maintained at all times on campus, including in teaching areas, except: 

7.4.1 Where closer working is required and PPE provided (per agreed risk assessment). 
7.4.2 During transit in areas where it is not possible to maintain 2m distancing; face masks must 

be worn.  
 

7.5 Good hygiene practices should be followed at all times by all campus users, including: 
7.5.1 Use hand sanitising points at key exit / entry points of buildings. 
7.5.2 Frequently wash your hands for 20 seconds and dry them thoroughly – before/after eating 

and after using the toilet. 
7.5.3 Use a tissue or elbow to cough or sneeze into, and dispose of tissue waste immediately. 
7.5.4 Wipe down shared desks / equipment (e.g. printers) with sanitizing wipes provided before 

and after use. 
 

7.6 Meetings and use of communal areas: 
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7.6.1 Preferably conduct all meetings online. Face to face meetings should be kept to a 
minimum and social distancing observed at all times (If necessary, risk assess and take 
additional measures). 

7.6.2 There should be no office sharing (unless at different times or as per Risk Assessment in 
larger offices).  

7.6.3 Masks should be worn while making tea and coffee as staff kitchens are transit areas. 
Please only make tea or coffee for yourself, use hand sanitizer on entry and exit and wipe 
down touch points.  

 
 
8. Procedure for suspected COVID19 infection in staff & students 
 
8.1. Purpose 
Sabhal Mòr Ostaig (SMO) has implemented Risk Assessments and procedures intended to prevent the 
transmission of COVID-19, however there may still be circumstances where staff, students or tenants become 
unwell with COVID-19 symptoms.  This section is the SMO procedure for how to manage those occurrences. 
 

Note: Government agencies have published comprehensive guidance on how to deal with instances of 
COVID19 in the workplace.  Instead of copy & pasting that information into a document, this procedure 
provides links direct to the relevant online guidance, to ensure that the most up to date information is 
always being used. 

 
8.2. Scope 
This procedure is applicable to all instances where SMO staff, students, visitors or tenants become unwell 
with COVID19 symptoms, irrespective of location. 
 
 
8.3. Responsibility 
 
8.3.1 If an HE student is affected: 
 

 The student should report symptoms to Student Support by email covid@smo.uhi.ac.uk or phone: 
01471 888 300.  Student Services should take the initial action and notify others on the outlined 
procedures. 

 The student concerned shall be responsible for co-operating fully with this procedure and for 
updating Student Services accordingly. 

 Student Services should report cases immediately to the Covid-19 Management Group as and the 
student’s Personal Academic Tutor (PAT). 
 

8.3.2 If an FE student or course / event attendee is affected: 
 

 The attendee should report symptom by email to covid@smo.uhi.ac.uk or phone Hospitality on 
01471 888 000. 

 The student concerned shall be responsible for co-operating fully with this procedure and for 
updating Student Services accordingly. 

 Hospitality should report cases immediately to the Covid-19 Management Group and the course 
coordinator. 
 

8.3.3 If a staff member or tenant is affected: 
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 Any staff member can and should instigate this procedure if they and/or a colleague become unwell 
with COVID19 symptoms, and report to the Covid Officer or to covid@smo.uhi.ac.uk 

 The staff member concerned shall be responsible for co-operating fully with this procedure and for 
updating the Covid Officer on their situation. 
 
 

8.4. Procedure 
 
8.4.1  Notify responsible person 

 If you become ill, you must notify the responsible person above immediately. 
 Teaching staff or support staff should immediately notify the Director of Studies and the Finance 

Director. 
 In the event of any suspected cases of COVID19 on campus, the COVID19 Management  team will co-

ordinate the College response.  
 

8.4.2  What action needs to be taken if someone becomes unwell with symptoms of COVID19 whilst on-
site or has been contacted by Test and Protect? 
If you or anyone in your household (including student households): 

 Have any symptoms of COVID19 - a new persistent cough, fever, or a loss of sense of smell and /or 
taste;-   

 A Have a confirmed diagnosis; 
 Have been contacted by Test and Protect as a contact of a confirmed Covid case; 
 Or are waiting for COVID19 test results 
 

Per Test and Protect guidance, students and visitors will be required to self-isolate in their en-suite bedrooms 
if they or another household member becomes ill with COVID19 symptoms or is requested to isolate as a 
contact, as they are living as single households. Any student wishing to self-isolate in our separate, dedicated 
building accommodation facility can request to do so through the Covid Management team.  
 
Non-residential students and staff should go/stay home and self-isolate as soon as they notice COVID19 
symptoms and the College will assist in this process.   
 
Full details of what to consider should be consulted in section 2.3 of Health Protection Scotland’s guidance 
for non-healthcare settings.  
 
8.4.3 How to request COVID19 Testing 
 
On suspicion of COVID19 symptoms, students, including those on Short Courses, can request a PCR test from 
Hospitality, who will courier the results. 
 
Staff and other visitors will need to arrange to get tested through NHSInform.scot or, if you can’t get online, 
call 0800 028 2816. 
 
Full details of the process (referred to as test, trace, isolate, support) should be consulted in the Test & Protect 
guidance. That guidance explains about how long to self-isolate for depending on test results, and how 
contact tracing will be carried out. 
 
Please confirm to the Covid Management Team  by email covid@smo.uhi.ac.uk you have requested a test, 
and also notify when you have received the results of a test. 
 
If testing is offered at Portree, or further afield, during office hours SMO will provide transport in the College 
minibus for students without transport or who are too unwell to drive themselves.  If testing is scheduled 
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outside of office hours SMO has an arrangement with Kyle Taxis to transport students.  Call Kyle Taxis / Kenny 
on 01599 534323 or 07720541215.  SMO will pay for any taxi for testing on account, but will ask for a 
contribution from students towards taxi transport of £20.  If students have financial hardship issues, support 
can be obtained through Student Services. 
 
8.4.4 Test and Protect  
Everyone is required by Scottish law to comply with the national Test and Protect system. Test and Protect 
have clear procedures to determine who may have come into direct contact with a suspected or diagnosed 
case of COVID19. Full details of the contact tracing process should be consulted in the Test & Protect guidance 
The College may be required under Test and Protect to provide the contact details of any staff or students 
through class attendance records or staff location records. 
 
8.4.5  How to self-isolate 
Refer to these details in the Test & Protect guidance. 
Residential students and visitors to College accommodation will be required to self-isolate within their 
bedrooms. All food and care will be provided by the College direct to their door.  Individuals will be asked to 
remain in their rooms for the entire duration of self-isolation. Failure to comply with self-isolation 
requirements will be considered a disciplinary matter and as serious breach of student or staff conduct. 
Student Services and Hospitality will be available online to support students through self-isolation. 
The Education Department will look to provide continued online learning to students having to self-isolate, 
subject to course requirements and where students are well enough to study (especially if required to 
isolate as a member of a household, where individuals themselves are not symptomatic). 
 
8.4.6 Cleaning of potentially contaminated areas following a suspected case of COVID19 
As soon as the person has gone into isolation / left the site, the Hospitality Manager  will coordinate the 
cleaning of areas and surfaces that the suspected case came into contact by following the COVID19 
decontamination in non-healthcare settings outside the home. 
 
8.4.7 Outbreak Management 
 
This is required if there are either two or more linked cases (confirmed or suspected) of COVID-19 in a setting 
within 14 days - where cross transmission has been identified; or, an increase in staff absence rates, in a 
setting, due to suspected or confirmed cases of COVID19. 
 
In the event of a COVID19 outbreak, the Covid Officer shall ensure that the local NHS board Health Protection 
Team is informed immediately:  

Highland HPT 
01463 704886  
Raigmore switchboard 01463 704 000 
hpt.highland@nhs.net 
 

Students and visitors will be notified by text or email of any immediate requirement on campus to self-isolate.   
 
In collaboration with specific requirements from the Health Protection Team, the COVID19 Management 
Team will expect that: 

 Movement on campus will be reduced for 10 days (or more, subject to HPT requirements), with all 
classrooms and offices shut; 

 Students / visitors should stay within their households in their rooms / kitchen areas, and should stay 
within the campus grounds for the duration of a local outbreak, unless informed otherwise; 

 Where possible classes will be moved online for the duration of a local outbreak. Students should 
inform their tutors if they have any issues working online from their rooms; 

 Catering will shift to provision of all meals as takeaway meals for students / visitors, minimising any 
contact;  
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 Arrangements will be put in place for reasonable shopping requirements for students / visitors via 
the onsite shop; 

 Cleaning staff will follow environmental decontamination measures for any areas affected in the 
event of a local outbreak; 

 All non-essential staff will work from home with immediate effect; 
 Regular updates via email will be made to staff, students and visitors, as well as information to the 

wider community. 
 

Note in the event of an Outbreak all press and external communications will be dealt with by the Health 
Protection Team / Scottish Government.  SMO requests that students and staff do not talk independently to 
the media, to avoid confusing the Health Protection Team public health measures and action required. 
 
Further guidance is available in the Outbreak management section of the guidance for universities (NB 
guidance for colleges is identical). 
 
8.4.8 RIDDOR Reporting 
 
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) is the legally-mandated 
workplace injury & diseases reporting system in the UK.  COVID19 cases only need to be reported if it has 
been contracted through the workplace.  This must be reported as a case of disease.  RIDDOR reporting will 
be carried out in accordance with the SMO Health & Safety Policy by the Head of Estates & Services (Donald 
A. MacLennan) or in their absence by the Covid Officer (Janey Forgan).  
 
8.5. References 
 
Scottish Govt COVID19 guidance (online) 
UK Govt COVID19 guidance (online) 
NHS Scotland COVID19 guidance (online) 
NHC Health & Safety Policy (see H&S sharepoint) 
NHC COVID19-related Risk Assessments (see H&S sharepoint) 
 
9. Review 
 
This is a ‘living document’, which will be reviewed by the Covid Management Team monthly – or in response 
to changing circumstances and national, sector or UHI directives and guidance – whichever is the sooner. 
 
 
10. Contacts  
 
Covid Management Team   covid@smo.uhi.ac.uk  
Covid Officer    01471 888 210 (note goes through to mobile out of hours) 
Student Support    01471 888 300 
      
Health Services  
Raigmore Hospital   01463 704 000 
NHS Inform     0800 028 2816. 
 


