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Policy Summary
	Overview
	This document will detail the 2026-2029 Corporate Communications Policy for UHI Shetland.

	Purpose
	This document will provide clarity over roles and responsibilities around corporate communications including media relations and crisis communications.

	Scope
	All staff, media relations and crisis communication stakeholder engagement.

	Consultation
	Operations and Estates, Senior Management Group (SMG), SMT, Local Negotiations and Consultation Committee (LNCC)

	Implementation and Monitoring
	This policy will be implemented in line with UHI Shetland policies and available to view on staff communication tools and will be monitored by the Vice Principal.

	Risk Implications
	Risk: Reputation 
Risk: Compliance (in particular with GDPR) 

	Link with Strategy
	Our Vision: UHI Shetland will be an inspirational hub of innovation and learning designed to meet the needs of the people of Shetland, nationally and internationally.
Our Values: UHI Shetland will achieve our Vision by:
· Working together - Fostering activity and interaction across the organisation and between staff and students.
· Working for Shetland - Addressing skills needs, supporting innovation and applied research for the Shetland economy as the university for Shetland, with the University for the Highlands and Islands (UHI).
· Working sustainably - Embedding sustainability in the curriculum and in our practice.
· Working to become resilient - Encouraging staff development and aspiration, exploring and achieving new income streams.
Working with partners - Developing relationships with employers, schools, communities, SIC and relevant national and international institutions.





1. 	Policy Statement
	1.1
	A company’s reputation is one of its most valuable assets. Positive engagement can enhance this.

	1.2
	We aim to assure our students, staff, stakeholders and partners that we are a responsible and transparent company, and building trust relies on factual and respectful communications and engagement.

	1.3
	We will communicate in keeping with our values; Respect, Openness, Excellence and Collaboration. 



2. 	Definitions
	2.1
	Corporate communications reputation is the collective perception of an organisation’s ability to deliver clear, accurate, timely, and authentic messages across all channels, reflecting its brand identity, values, and accountability. It influences trust, stakeholder engagement, and overall organisational credibility.

	2.2
	Crisis communications / Business Continuity Plan: If the college has invoked the Business Continuity Plan or is engaged in crisis communications, only designated staff will engage with any media interest. Crisis Communications / Business Continuity Plan communication covers specific crisis communications as this often requires multi-agency communications.



3. 	Purpose
	3.1
	Enhancement of reputation
Staff are encouraged to: 
· Share research, publications, and academic expertise in ways that enhance the reputation of the UHI partnership, executive office, or any academic partner. 
· Promote teaching, learning, and student engagement activities where appropriate. 
· Contribute positively to public debate in line with academic freedom and professional standards. 
· Celebrate achievements of staff, students, and partners across the UHI community. 
When engaging in these activities, staff must continue to follow the requirements of this policy, including accuracy of information, respect for others, and compliance with legal and institutional obligations. 

	3.2
	To lead and provide advice on internal, external and corporate communications and media relations.
UHI Shetland is committed to maintaining clear, consistent, and strategic communication across all channels. To achieve this, the designated communications function will lead and provide expert advice on internal, external, and corporate communications, as well as media relations. This includes ensuring that all messaging reflects the organisation’s values, complies with legal and regulatory requirements, and supports organisational objectives.
The corporate communications function serves as the central authority for managing and guiding all aspects of organisational messaging. Its responsibilities include:
· Leadership in Communications Strategy
Develop and oversee integrated communication plans that align with organisational priorities and enhance stakeholder engagement.
· Internal Communications
Foster transparency and collaboration by delivering timely, accurate, and accessible information to staff and volunteers.
· External & Corporate Communications
Represent the organisation’s brand and reputation through consistent messaging to learners, parents, partners, and the wider community.
· Media Relations
Act as the primary liaison with media outlets, ensuring accurate representation of the organisation and managing press inquiries, statements, and crisis communications.
· Advisory Role
Provide guidance to senior leadership and departments on best practices, tone of voice, and compliance with branding and digital etiquette standards. This will include overseeing all press releases that are shared from UHI Shetland and allows for editorial changes to be made on all press releases and media engagement documents in line with the corporate values, tone and organisational messaging.

	3.3
	To identify the designated spokesperson for UHI Shetland for all media enquiries.
This policy identifies and confirms the designated spokesperson for UHI Shetland in response to all media enquiries. This ensures that all external statements are delivered by an authorised representative who is fully briefed, aligns with organisational messaging, and upholds the institution’s reputation. The designated spokesperson will act as the official voice of UHI Shetland for press, broadcast, and digital media interactions.
The UHI Shetland designated spokesperson is the Vice Principal (Operations).

	3.4
	To lead on media relations and corporate communications in a crisis/business continuity process.
In the event of a crisis or incident, the communications function is responsible for promptly identifying and confirming the designated spokesperson for UHI Shetland. This individual will act as the sole official voice of the organisation, ensuring that all public statements are accurate, timely, and consistent with approved key messages. The spokesperson will liaise closely with senior leadership and relevant authorities, maintain transparency while safeguarding sensitive information, and uphold the institution’s reputation throughout the response period.
The UHI Shetland designated spokesperson is the Vice Principal (Operations).

	3.5
	Reputation, damage limitation and staff protection
Staff must not publish anything which may bring the UHI partnership, executive office, or any academic partner into disrepute (whilst acknowledging that the principles of academic freedom may apply in certain instances) or associate the UHI partnership, executive office, or academic partner with any such content or material.
Our staff’s wellbeing is paramount, and in line with the UHI Social Media Policy we are committed to ensuring that staff and students are protected from harassment, bullying or other harmful behaviours in digital media or print.
· Zero tolerance: The UHI partnership, executive office, and academic partners will not tolerate online abuse, harassment, or bullying. 
· Reporting: Any staff member or student who experiences harassment linked to their role or studies should report this to their line manager, HR, or the safeguarding team. 
· Support: Individuals will be offered support through HR, safeguarding, or wellbeing services, and where appropriate external agencies (such as law enforcement). 
· Escalation: Serious incidents, including hate incidents, threats, or safeguarding concerns, will be escalated immediately to senior management.




	3.6
	Confidentiality Obligations
Oftentimes there are confidential activities happening at UHI Shetland. This may include research projects, financial decisions or organisational strategic changes amongst other activities.
Confidentiality is a key component of corporate communications, and reputation management.
Staff are expected to maintain their confidential obligations:
• To preserve the integrity and security of the project.
•  No discussions, documents or decisions made by the organisation will be circulated to any wider group without the explicit unanimous decision of the organisation.
• All contracts, intellectual property will be treated in the strictest confidence.
• Not disclose, share, or discuss confidential information with any other without explicit authorisation of organisation’s agreement.
Any confidential information must not be disclosed to media and/or press by anyone employed by UHI Shetland or any stakeholder who has received confidential information verbally or in writing. 
Officially union representatives can comment on behalf of their union on non-confidential issues or discussions. 

	3.7
	Wider Communications and Engagement
Wider communications and engagement are duties of the corporate communications team. Significant corporate communications messaging would include: 
• A stakeholder engagement plan will be agreed, including staff briefings, FAQs, and TU consultation milestones.
• Key messages will emphasise fairness, transparency, and consistency.
• All wider Stakeholder Communication and Engagement will be firstly agreed via the organisation’s communications department. 



4. 	Scope
	4.1
	All staff at UHI Shetland, including postgraduate students and researchers.

	4.2
	This policy applies to all corporate communications at UHI Shetland



5. 	Exceptions
There are no exceptions to this policy.

6. 	Notification
This policy and attached procedures will be readily available on SH Staff Resources > Quality Matters > Policies and Procedures.

7. 	Roles and Responsibilities
	7.1
	Designated spokesperson and lead on all corporate communications is the Vice Principal.

	7.2
	The spokesperson(s) at a time of business continuity / crisis management for the organisation is the Vice Principal and/or Principal.

	7.3
	The Vice Principal and Marketing and Engagement Officer will lead and undertake all of the corporate communications function of UHI Shetland. The communications function is responsible for leading and advising on all aspects of internal, external, and corporate communications, including media relations. This role ensures that messaging is clear, consistent, and aligned with organisational values and strategic objectives. It provides expert guidance to senior leadership and departments on best practices, tone of voice, branding, and digital etiquette, while acting as the primary liaison for media inquiries and managing the organisation’s reputation across all channels.

	7.4
	For instances of disrepute or harassment, HR would be the first point of contact.  



9. 	Related Policies, Procedures, Guidelines, and Other Resources
· POL068 UHI Social Media Policy 
· UHI Shetland Staff Communications Guide  
· UHI Shetland Communications and Political Engagement Policy
· UHI Shetland Communications and Political Engagement Protocol

10.	Version Control and Change History
	Version
	Date
	Approved by
	Amendment(s)
	Author

	0
	16/03/26
	LNCC
	Details around union confidentiality and media
	Vice Principal Operations
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