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1. Introduction 
 

William College delivers higher education programmes in partnership with Partner Universities (Bath 

Spa University and Birkbeck, University of London) under formal franchise agreements. The College 

operates within a shared responsibility framework in which the Partner University retains ultimate 

authority for academic standards and the conferment of awards. 

 

In this context, William College must not independently approve, amend, suspend, or withdraw any 

programme or module. All proposals relating to the design, amendment, or withdrawal of provision are 

subject to the Partner University’s procedures for programme modification and review. 

 

To ensure effective stewardship of academic quality and regulatory compliance, William College 

maintains internal procedures for the development and scrutiny of modification proposals prior to 

submission to the Partner University. These procedures reflect sector expectations as articulated in 

the Quality Assurance Agency (QAA) UK Quality Code for Higher Education, the Office for Students 

(OfS) Conditions of Registration, and, where relevant, Professional, Statutory and Regulatory Body 

(PSRB) requirements. 

 

Oversight of this policy and its implementation rest with the Academic Board, supported by the Quality 

and Governance team. 

 

 

2. Purpose and Scope 
 

This policy establishes the framework through which William College considers and manages 

proposed amendments to programmes and modules delivered under franchise partnership 

arrangements. It applies to all taught provision delivered at William College. 

 

The policy aims to: 

• Ensure any proposed modifications are managed in a controlled, transparent, and evidence-

based manner. 

• Safeguard academic standards and the integrity of the curriculum. 

• Protect the student learning experience through consultation and timely communication. 

• Maintain compliance with Partner University, OfS, QAA, and CMA expectations. 

 

This policy applies to: 

• Programme-level and module-level modifications suggested by William College. 

• Modifications initiated by Partner Universities that affect delivery at William College. 

• Amendments arising from external review, PSRB requirements, or institutional monitoring 

processes where the Partner University approves such changes. 

 

Administrative updates that do not impact academic content, student experience, or learning 

outcomes fall outside this procedure but must still be reported to the Partner University. 
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3. Policy Principles 
 

The following principles underpin all programme and module modification activity at William College: 

 

• Partner Authority: The Partner University retains overarching responsibility for the academic 

standards of all awards including alignment with the sector frameworks and subject 

benchmarking. 

• Quality Assurance and Standards: All modifications must maintain threshold academic 

standards, align with relevant benchmark statements, and preserve the integrity of the 

validated curriculum. 

• Student Voice: Students must be consulted and represented within the modification process, 

and their feedback must inform decision-making. 

• Transparency and Accountability: Modifications must be evidenced, documented, and subject 

to appropriate internal and external scrutiny before implementation. 

• Regulatory Compliance: All activity must comply with OfS registration conditions, the QAA 

Quality Code, PSRB requirements, and CMA guidance regarding information to applicants 

and students. 

 

4. Classification of Modifications 
 

Programme and module modifications are classified as Administrative, Minor, or Major. Routine 

annual updates are permitted outside the formal modification process but must still be communicated 

to the Partner University.  

 

Normally, modifications should emerge from continuous monitoring and review, and are not expected 

within the first year of delivery. 

 

4.1 Administrative Adjustments 
 

Administrative changes are non-academic and have no effect on learning outcomes or the student 

experience. Such as: 

• Typographical or factual corrections in documentation 

• Updates to staff names, job titles, or contact details 

• Formatting or layout updates to handbooks 

 

4.2 Minor Modifications 
 

Minor modifications have limited scope and do not alter the overall nature, outcomes, or standards of 

a programme. Partner University’s approval is required before implementation/delivery at William 

College. Examples include: 

• Updates to reading lists or resources 

• Minor adjustments to assessment weightings 

• Refinements to teaching methods or inclusion of online components 

 

Small edits to module titles or descriptions 

For such modifications, the modification is raised as a proposal by the partnership manager or 

academic dean with the relevant academic partner. This will then be discussed initially at an 
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Operations Management meeting, then, if the partner agrees, the modification will be undertaken 

through the partner’s minor modification procedures. 

 

4.3 Major Modifications 
 

Major modifications significantly affect the structure, content, or delivery of a programme or module. 

Partner University’s approval is required before implementation at William College.  

 

These include: 

• Addition or removal of modules 

• Changes to learning outcomes, aims, or credit values 

• Revisions to assessment strategy across multiple modules 

• Shifts in delivery mode (e.g., from on-campus to blended) 

 

Amendments to admission criteria or key resources 

For such modifications, the modification is raised as a proposal by the partnership manager or 

academic dean with the relevant academic partner. This will then be discussed initially at an 

Operations Management meeting, then, if the partner agrees, the modification will be undertaken 

through the partner’s major modification procedures. 

 

5. Roles and responsibilities  
William College cannot remove or significantly alter modules without the prior approval of the relevant 

Partner University.  

 

Academic Board 

• Examines all proposals for academic soundness, risk management, and alignment with 

institutional priorities. 

• Grants internal approval where delegated authority permits, or escalates proposals to the 

Partner University where required under the partnership framework. 

Programme Leader and Programme team 

• Identifies potential requirements for modifications through monitoring programme delivery, 

student engagement, review outcomes, or stakeholder feedback. 

• Develops detailed proposals and ensures meaningful consultation with students, teaching 

staff, and relevant professional services. 

Academic Partnership Development Manager 

• Verifies that contractual and communication obligations are met across all stakeholders. 

• Confirms that programme and module documentation submitted to the Partner University 

reflects the approved internal version and complies with required timelines and procedures. 

• Ensures timely communication with the Link Tutor, who coordinates submission of approved 

modifications to the Partner University in accordance with their procedures. 

Quality and Governance Team 

• Oversees the internal modification process, ensuring procedural consistency and adherence 

to governance requirements. 

• Maintains accurate records of proposals, approvals, and implementation outcomes for audit 

and reporting purposes. 
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• Prepares and verifies programme and module documentation prior to submission to the 

Partner University, ensuring accuracy and alignment with approved internal decisions. 

• Ensures alignment with Partner University programme review and modification procedures. 

Student Representatives Group 

• Provide informed perspectives on proposed changes, with particular focus on implications for 

learning, assessment, and the overall student experience. 

Partner University 

• Retains final approval authority in accordance with the franchise agreement. 

• Ensures all approved modifications comply with external regulatory, validation, and 

accreditation conditions. 

6. Modification Procedures 
 

6.1 Modifications initiated by the Partner University 
 

When programme changes are initiated by the Partner University, William College is required to follow 

a structured response process to ensure local oversight and alignment with institutional 

responsibilities: 

 

• The Quality and Governance Team and the Academic Partnership Development Manager 

receive formal notification of the proposed change from the Partner University. 

• A Programme Review is convened, comprising the relevant Programme Leader, academic 

staff, and student representation or consultation where appropriate. 

• The review undertakes an impact evaluation, considering academic, operational, and student 

experience implications. 

• The proposed modification is then presented to the Academic Board for endorsement, 

confirming that the change can be implemented effectively within the College’s delivery 

context. 

• Where concerns or issues are identified, these will be formally discussed at Academic Board, 

with a documented impact assessment, and referred back to the Partner University for further 

review and resolution.  

• Following endorsement, the College proceeds to implement the approved changes in 

accordance with the Partner University’s procedures and timelines. 

 

6.2 William College Proposal for Modifications 
 

Initiation 

Proposed modifications should be discussed with the Partner University at an early stage to ensure 

alignment with academic standards, partnership requirements, and to minimise the risk of delays or 

late-stage rejection. 

 

Proposals may arise from: 

• Annual Programme Monitoring Reports (APMRs); 

• Student feedback mechanisms, including committees and surveys; 

• External examiner or PSRB reports; 

• Employer or industry partner input; 

• Student needs and the fitness of assessment methods in use.   
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Required Documentation 

 

All proposals must be submitted using the Programme and Module Modification Proposal Form 

(Appendix A), which must include: 

• Description and rationale for the proposed change 

• Evidence supporting the modification (data, feedback, review outcomes) 

• Assessment of impacts on students, resources, and PSRB alignment 

• Record of student and staff consultation 

 

Consideration and approval 

 

All proposed amendments to programmes or modules must progress through a clearly defined 

approval process to uphold consistency, transparency, and compliance with both William College and 

the Partner University’s requirements. The approval process involves the following stages: 

 

(i) Early engagement with the Partner University to seek in-principle feedback and confirm 

alignment with academic regulations and partnership expectations.  

(ii) Development of the full proposal by the William College Programme Team, supported by 

evidence, consultation with staff, and impact analysis, informed by student feedback and 

engagement.  

(iii) Internal scrutiny and approval through Programme Teams, Academic Board and Senior 

Leadership and Management Team and/or Executive Leadership Team.  

(iv) Formal submission to the Partner University for approval in accordance with partnership 

protocols.  

The specific approval route depends on the nature of the modification: 

 

• Administrative Updates: 

Addressed directly by the Quality and Governance Team. As these changes do not affect the student 

learning experience, consultation is not required; however, the Partner University must be informed. 

 

• Minor Modifications: 

Proposed by the Programme Leader, informed by student feedback. The proposal is then reviewed by 

the Quality and Governance Team and reported to the Academic Board for approval. The Quality and 

Governance Team and the Academic Partnership Development Manager will report to the Partner 

University in accordance with partnership protocols and seek approval. 

 

• Major Modifications: 

Major changes must be discussed with the Partner University at an early stage to confirm viability. A 

comprehensive proposal is then developed, including evidence of staff and student consultation and 

full impact assessment, including budgetary impact. Proposals are subject to detailed internal scrutiny 

to review academic integrity, resource implications, and overall compliance and must be approved by 

the Academic Board and Senior Leadership and Management Team and/or Executive Leadership 

Team before formal submission to the Partner University for final approval. 

 

Note: Implementation of any modifications may only proceed following written confirmation of 

approval from the Partner University.  
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7. Timeline for Programme and Module Modifications 
 

To ensure appropriate planning, consultation, and approval, all proposals for programme or module 

modifications must be submitted to the Quality and Governance Team at the earliest opportunity.  

 

Upon notification of a proposed modification, the Quality and Governance Team will establish and 

manage an appropriate timeline for the approval process. This will include key stages for consultation, 

internal approval, and submission to the Partner University, ensuring that all required deadlines are 

met in accordance with institutional and partner universities’ requirements. 

 

For module modifications, proposals must be submitted no later than twelve months before the start 

of the academic year in which the modification is intended to take effect. This allows sufficient time for 

internal review, consultation, and approval, and for subsequent submission to the Partner University. 

 

Submission of proposed module modifications to the Partner University must take place no later than 

nine months before the proposed implementation date. 

 

For programme modifications, it is strongly advised that the internal development and consultation 

process at William College begins at least eighteen months before the proposed implementation date. 

This extended timeframe ensures that implications for recruitment, admissions, published course 

information, and regulatory compliance, particularly with the Competition and Markets Authority 

(CMA), are fully considered. 

 

Submission of proposed programme modifications to the Partner University must take place no later 

than twelve months before the proposed implementation date, in line with partner universities’ policies 

and procedures on programme review and modifications, to ensure the significance of the changes 

can be effectively managed, approved, and communicated in good time. 

 

All proposals must demonstrate awareness of CMA requirements relating to the provision of accurate 

and timely information to applicants and students. Approved changes must be accurately reflected in 

Programme Handbooks and other relevant information channels only after formal approval by the 

Partner University of the proposed changes. 

 

Students, whether currently enrolled or holding offers, must be informed of any approved 

modifications in a clear and timely manner.  No programme or module changes may be published or 

implemented until they have received formal approval through all internal governance processes and 

by the Partner University. 

 

Revised programmes/modules should only be implemented at the beginning of the term, and not 

during the term, to ensure that students are not disadvantaged mid-term due to any changes. 

 

8. Routine Annual Updates 
 

Certain routine updates to programme documentation occur each academic year and do not require 

formal approval through the programme or module modification process, provided they do not affect 

learning outcomes, assessment strategy, or programme structure.  

 

These updates must, however, be reported to the Partner University and communicated to relevant 

programme teams to ensure transparency, consistency, and effective version control. 

Examples of such routine updates include: 
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• Annual revision of assessment briefs or task descriptions within module guides. 

• Yearly updates to module handbooks or associated learning materials. 

• Regular revisions to the programme handbook, such as updates to staffing information, 

academic calendars, or enrichment activities. 

• Adjustment of assessment submission dates provided these remain consistent with the 

timelines specified in the approved validation documents. 

9. Updating Programme Documentation 
 

Updated programme documentation will be provided by the Partner University. The Quality, and 

Governance Team is responsible for ensuring that all existing programme documentation held within 

the College’s central records is updated and replaced with the latest approved versions. This may 

include the Programme Specification, Programme Handbook, Module Descriptors, and other student-

facing materials. 

 

Following formal approval of programme or module modifications, all relevant systems and materials 

must be updated promptly to ensure students have access to accurate and current information. This 

includes the Virtual Learning Environment (Moodle), programme and module handbooks, and the 

College’s website. Academic staff are responsible for communicating approved changes to students in 

a timely manner and directing them to updated documentation. 

 

The Marketing, Admissions and Recruitment departments must also be informed so that all 

promotional and published information is amended accordingly, ensuring full compliance with 

Competition and Markets Authority (CMA) and Office for Students (OfS) requirements on consumer 

protection. 

 

The Quality and Governance Team will coordinate the update process and set clear deadlines for 

completion, ensuring that all materials across the College are consistent, accurate, and based only on 

formally approved modifications. 

 

10. Records and Audit 
 

The Quality and Governance Team is responsible for maintaining comprehensive records of all 

programme and module modification activities. This includes documentation relating to proposals, 

consultations, internal and external approvals, and implementation outcomes. 

 

A central Programme Modification Register will be maintained by the Quality and Governance Team to 

record each modification, its classification (administrative, minor, or major), key approval dates, and 

the effective date of implementation. 

 

These records constitute a formal audit trail of decision-making and are essential for monitoring 

compliance with Partner University requirements, external regulatory expectations, and internal 

quality assurance processes. 

 

11. Policy Review 
 

This document is reviewed by the Academic Board every eighteen months, or earlier in response to 

regulatory or Partner University changes. 
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12. Related Policies 
 

• William College Annual Monitoring and Evaluation Procedures   

• Partners’ Academic Regulations  

• Terms and Conditions  
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Appendix A: Programme/Module Modification Form  
 

This form should be used for Minor and Major changes. The form does not need to be completed for 

administrative changes. 

 

1. Programme/Module details  

Programme Title:    

Module(s) affected (if applicable):    

Partner University:    

Programme Leader:    

Date of Proposal Submission:    

 

2. Modification Proposal and Rationale  

Suggested Type of Change  ☐ Minor changes  ☐ Major Changes  

Outline of the proposed 

change  

  

Rationale for the proposed 

change  

  

Proposed date for the 

introduction of the change  

  

 

3. Impact Assessment  

 Impact on Students:    

Impact on Resources:    

Impact on Recruitment:    

Impact on Regulatory/PSRB Requirements:    

Equality, Diversity and Inclusion 

Considerations:  

  

 

4. Consultation and Approvals  

 

Student Consultation Undertaken:    

Staff Consultation Undertaken:    

External Consultation (if applicable):    

Programme Leader Signature / Date:    

Academic Dean/Department Signature / Date:    

 

Modification Approval Review Decision:  ☐ Approved   

☐ Revision Required   

☐ Not Approved  

  

Notes:  

  

  



 

Page | 12 
Programme Review and Modification Procedures 

© William College. All rights reserved  

  

  

Academic Board/SLT Decision:  ☐ Approved   

☐ Revision Required   

☐ Not Approved  

  

Notes:  

  

  

  

  

 

5. Partner University Approval  

 

Date Submitted to Partner University:    

Decision:    

Date of Written Confirmation Received:    

 

6. Implementation and Record-Keeping  

Date Modification Implemented:    

Programme Documentation Updated:    

Quality and Governance Officer:    

Programme Modification Register   

 


