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1. Introduction 

William College (‘the College’) recognises that accurate, secure and well-managed information is 
fundamental to its operations, regulatory compliance and the trust placed in it by students, staff and 
partners. The College is committed to handling all information, whether personal data, financial data, 
academic records or corporate information, in accordance with the UK General Data Protection 
Regulation (UK GDPR), the Data Protection Act 2018, the Freedom of Information Act 2000 (where 
applicable), and the requirements of the Office for Students (OfS). 
 
This document sets out the College's procedures for the creation, classification, storage, sharing, 
retention and disposal of information, and for responding to information-related incidents, including 
data breaches. 

2. Purpose 

The purpose of this policy is to: 

• Ensure that any information released publicly by William College is subject ot suitable control 
measures to maintain compliance with regulatory standards. 

• Clarify responsibility for creating and sharing information while providing assurance to William 
College that its reputation is safeguarded. 

3. Scope 

Communications within scope include all institutional messages directed at stakeholders within 
William College (including students and staff) and external parties, which may include prospective 
students and their families, regulatory and statutory authorities, or the designated quality body. 

4. Definitions 

Term Definition 

Tier 1 
Communication 

A regulatory, policy or procedural document requiring formal committee 
approval prior to publication. 

Tier 2 
Communication 

A publication or message intended for wide distribution to prospective 
students, current students, alumni or other stakeholders, requiring approval 
before release. 

Tier 3 
Communication 

A routine communication (e.g. emails and letters, presentations, teaching and 
learning materials) that does not require formal internal control under this 
procedure, but must still comply with regulatory requirements. 

5. Policy Statement 

William College is committed to ensuring that any information it releases publicly is subject to suitable 

control measures, so that communications are accurate, appropriate, relevant and compliant with 

applicable legislative and regulatory requirements. Responsibility for creating and sharing information 

is clearly defined to provide assurance that the institution's reputation is safeguarded. 

6. Responsibilities 

Department/ 
Individual 

Responsibilities 

Document Lead Accountable for the content of a specific communication as part of their 
operational duties; must ensure the document's overall accuracy and 
compliance. 
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Governance 
Manager 

Supervises the implementation of this procedure; ensures communications 
are correctly classified under the appropriate tier of control. 

Senior Leadership 
Management Team 
(SLMT) 

Approves Tier 2 communications prepared by Document Leads reporting to 
them, directly or indirectly. 

Academic 
Partnerships 
Development 
Manager (CMA Lead) 

Regularly verifies that information about the College used in recruitment 
and outreach, including materials distributed by third parties on the 
College's behalf, is accurate and compliant. Provides oversight of CMA 
compliance across all documents; offers internal guidance to help 
Document Leads adhere to consumer protection legislation. 

Events and Outreach 
Team 

Takes reasonable steps to ensure no false reviews about the College 
appear on publicly accessible websites. 

Executive Leadership 
Team (ELT) 

Designates the communications lead (currently the CEO or delegate) 
authorised to respond to press and media enquiries, including in crisis 
situations; approves this procedure. 

7. Procedure 

7.1 Relevant Communications of Public Information 

Communications are divided into Tier 1, Tier 2, and Tier 3 categories. These procedures aim to 
promote operational efficiency by distinguishing between communications that require formal 
committee approval prior to publication (Tier 1), those that need internal checks before release (Tier 
2), and all other communications that do not require formal internal control. 

• Tier 1 Communications include regulatory, policy, and procedural documents as detailed 
below. 

• Tier 2 Communications include publications intended for wide distribution to prospective 
students, current students, alumni, and other stakeholders as outlined below. 

• Tier 3 covers routine emails and letters, presentations, and teaching and learning materials. 
 

Deciding whether a communication falls under Tier 1, 2 or 3 and is therefore subject to these 
procedures requires careful judgement, and if the Document Lead is unsure, they should consult the 
Governance Manager. 

7.1.1 Tier 1 Communications 

Tier 1 communications are essential to William College's core operations and therefore require formal 
discussion and approval. The Management and Governance Framework defines the committee 
structure and the appropriate approval processes for regulatory, policy, and procedural documents. 
The Governance Manager ensures that all relevant Tier 1 Communications receive approval from the 
appropriate committee or committees and that documents are properly safeguarded, stored, and 
version controlled. 
 
Before submitting a regulatory, policy, or procedural document for formal approval, the Document 
Lead must confirm that the document is accurate, appropriate, relevant, does not conflict with other 
regulatory, policy, or procedural documents, and complies with legislative requirements such as 
consumer protection guidance from the CMA, data protection, equality law, and the Prevent duty. 

7.1.2 Tier 2 Communications 

Tier 2 Communications include publications and messages intended for broad distribution to 
prospective students, current students, alumni, and other stakeholders. Once prepared by the 
Document Lead, they must be approved by the Senior Leadership Management Team (SLMT) 
member to whom the Document Lead reports, either directly or indirectly. 
Before any Tier 2 communication is released, the Document Lead must ensure that the material is 
accurate, appropriate, relevant, and compliant with legislative requirements. 
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Major changes to website and social media content, as well as crucial mass communications to 
students and alumni, are considered Tier 2 Communications. The website must display the most 
current essential course information, which should be public, easily accessible, and compliant with 
academic regulations. This includes, but is not limited to, admissions criteria, tuition fees, entry 
requirements, course content, delivery location, and any additional services provided as part of the 
course. The relevant SLMT member must approve substantive changes to social media content (as 
compared to everyday content or continuation of existing campaigns and content) to ensure 
compliance with consumer protection legislation; if the social media content does not fall into this 
category, it will be a Tier 3 communication. 
 
Examples of Tier 2 communications include changes to materials for prospective students shared 
through social media, mass notifications to students about academic calendar dates, or distributing 
institutional awareness campaigns about public health or social issues. Adhering to the approval 
process ensures that all information shared with students and alumni is accurate, relevant, and 
compliant with applicable regulations. 
 
The College’s website must present the latest approved version of any policies applicable to current 
or prospective students and staff. The Governance Manager ensures that policies are published 
promptly once they come into effect. 
 
To protect students' rights and ensure fairness, the Academic Partnerships Development Manager, as 
the designated CMA Lead, is responsible for regularly verifying that information about William College 
used in recruitment and outreach is accurate and compliant, including materials distributed by third 
parties on behalf of the institution. The Events & Outreach team will take reasonable steps to ensure 
that no false reviews about the institution appear on publicly accessible websites, with the aim of 
protecting William College's reputation online. 

7.1.3 Tier 3 Communications 

Tier 3 communications are routine messages that do not require extensive monitoring but must still 
comply with regulatory requirements. Current students are contacted through emails, phone calls, text 
messages, and the Virtual Learning Environment (VLE). The VLE is used to deliver modules and 
courses to current students, with materials published through it. Academics and other staff also 
communicate directly with students via announcements and discussion boards. 

7.2 Press and Media 

All press and media enquiries, including crisis communications, will be referred to the communications 
lead designated by the ELT, which is currently the Chief Executive Officer (or delegate) and can be 
reached at press@williamcollege.ac.uk. This role will be authorised to speak for the organisation in 
crisis situations. 

8. Procedure Review 

This procedure is reviewed by the SLMT on annual basis or earlier if changes to partner or statutory 
regulations. Any amendments require the approval of the ELT. 

9. Related Policies and Documents 

• Management and Governance Framework 

• Data Protection Policy 

• Reportable Events Policy and Procedures 
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