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The Littlehampton Academy
Admissions Policy

Inspire Growth; Reap Success

Introduction
The Littlehampton Academy is an academy and part of the Sir Robert Woodard Trust.
Applications for places at the Academy will be made in accordance with West Sussex
County Council’s co-ordinated admission arrangements and will be made on the Common
Application Form (CAF) provided and administered by the West Sussex Local Authority (LA).

1.0 Admissions to Year 7
(Normal time of transition to join secondary school from Primary schools)

The Littlehampton Academy has a PAN (Pupil Admission Number) of 330 students at the
point of transition.

WSCC (as per its statutory responsibility) coordinates transfer admissions for children in
year 6 in primary schools to year 7 at The Littlehampton Academy. Further information is
available from
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/

If/when more applications are received than places available, the offer of a place will be
determined through the application of the oversubscription criteria.

The oversubscription criteria can be found later in this admissions policy in section 9.0 -
Admissions/Oversubscription ranking criteria

Should the academy receive more applications than the spaces allow, students will be
ranked in line with the oversubscription criteria and added to the Year 7 waiting list.

Should a space become available, a place will be offered to the student at the top of the
waiting list based on the ranking in line with the oversubscription criteria.

2.0 Admissions to the Sixth Form
We are proud to be able to offer students the chance to progress and further their studies
with us at The Littlehampton Academy into the sixth form.

As part of the Sixth Form Prospectus the Academy publishes the minimum entrance
requirements for the range of courses available. The courses available will vary from year to
year depending on the demand and need.

If you are considering joining the sixth form, we recommend you contact the sixth form
pastoral team as well as visiting the sixth form part of the school website which can be found
via the following link – The Littlehampton Academy Sixth Form. Here you will find information
on the courses, how to apply and various other information that will enable you to decide on
applying to the sixth form.

Preference is given to Academy students progressing from Year 11. Other admissions are
prioritised as per the oversubscription criteria which is found in Section 9.0.

https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/
https://www.tla.woodard.co.uk/1036/welcome


3.0 In Year Admission
Definition of an “in-year” admission:

An “in-year” admission is defined as a request made for a place at The Littlehampton
Academy after the commencement of school for the stated academic year or if at the start
of the academic year (i.e. for start in September) for entry to a year group other than year
7.

We recognise that children may change schools for a variety of reasons from moving home
to changes in family circumstances and for other personal reasons.

If you wish to change your child’s school, we would advise you to discuss your reasons for
moving with a senior member of staff from your current school prior to deciding to apply.
This is particularly important for students of secondary school age as any move is likely to
disrupt the courses/course content they have begun to study. Changing school during year
10&11 is likely to have a negative impact on GCSE results; it is unlikely that a perfect
curriculum/match will be possible.

The Littlehampton Academy operates its in-year applications through WSCC admissions
team.

Information on the in-year admission process can be found on the WSCC website under
their schools and colleges pages – Link here.

Parents will be notified of the outcome of their in-year application in writing within 15 school
days by WSCC admissions team directly.

The West Sussex agreed protocol document for all in year pupil admissions document can
be found by clicking the following link – Link here.

Parents are recommended to select three different secondary schools in case it is not
possible to place their child at their preferred choice.

4.0 Application forms and who to contact
Should you wish to apply for an in-year admission to The Littlehampton Academy you should
use the standard WSCC application form and return it to the Pupil Admissions Team.

The application form can be found by clicking on the following link via the WSCC website.
You have the option to complete an online application form or to print a paper copy and
return it to the Pupil Admissions Team. Further details on this can be found on the above
link.

Should you wish to contact the Pupil Admissions Team to discuss any part of the application
process, please use the following link to access their key information and contact details –
Pupil Admissions Team.

Should you wish to apply to the sixth form, please use the following link to access the
relevant forms and application process. If you are not currently studying at TLA, please
contact us at office@tla.woodard.co.uk and we will be happy to arrange an interview time for
you to come and discuss your options.

https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-school/
https://www.westsussex.gov.uk/media/12470/in_year_protocol.pdf
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-school/#moving-to-or-within-west-sussex
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/guidance/contact-pupil-admissions/
mailto:office@tla.woodard.co.uk


5.0 The Application Process and Decision Making
WSCC will make TLA aware of all received in-year application forms for the academy.

TLA will then use this information to decide if it possible to add another student to that year
group without causing prejudice to the students that are already in that year group based on
the information that has been provided to us and TLA will respond to WSCC directly.

WSCC will then offer a space should it be possible to enrol the new applicant to TLA.

It is important to note that the PAN (pupil admission numbers) only apply to the normal
points of transition and not for in year applications.

If, having received and checked an application form the academy believes there to be a case
for the student to be considered under the fair access protocol, the application will be
re-directed to back to WSCC.

Students who are designated Children Looked After (CLA), have a statement of special
educational needs or an Education Health & Care Plan (EHCP) and/or qualify for
consideration under the fair access protocol will receive priority over those on the waiting list
in accordance with the School Admissions Code.

Where parents/carers believe there are exceptional/compelling circumstances in relation to
the application submitted for their child the reasons should be documented & evidence
provided at the same time as the application form.

Where a parent wants a place outside of their child’s chronological year group, this should be
clearly set out on the application form and any relevant evidence relating to the application
provided with the form. Decisions on such applications will be dealt with alongside other
applications for admission and further details can be found on the WSCC website for
admission of children outside their normal year group – Link here.

In accordance with the School Admissions Code and the powers delegated by the admission
authority it may decide not to offer a space to an applicant.

Some of the reasons for this may include (other factors may be considered too):
● The child has been permanently excluded from two or more schools. In this case the

requirement to comply with a preference is removed for a period of two years
following the latest exclusion

● The child has an Education, Health and Care Plan (EHCP) that names another
school in the plan

● Under 3.10 of the Admissions Code September 2021 a school may not want to admit
the child because it has good reason to believe that the child may display challenging
behaviour. It may refuse admission and refer the child to the Fair Access Protocol if
unplaced.

For the purpose of the Code, behaviour can be described as challenging where it would be
unlikely to be responsive to the usual range of interventions to help prevent and address
pupil misbehaviour or it is of such severity, frequency, or duration that it is beyond the normal
range that schools can tolerate. We would expect this behaviour to significantly interfere with
the pupil’s/other pupils’ education or jeopardise the right of staff and pupils to a safe and
orderly environment
The admission authority will determine whether there are available spaces or whether
admissions beyond a particular level would cause prejudice to the provision of efficient
education within that year group.

https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/admission-of-children-outside-their-normal-year-group/


6.0 Waiting Lists
Should a place not be offered then the student’s name will, unless requested otherwise, be
added to the relevant year group’s waiting list.

A student’s position on the waiting list for the relevant year group will be determined solely in
accordance with the school’s oversubscription criteria (found in section 9.0).

If/when a place does become available it will be offered to the student who is next in line
according to the oversubscription criteria (after any necessary re-ranking of the waiting list
has taken place).

As new applications are received the order of the waiting list may change. As a
consequence of this the academy will not automatically share information on the position of
any particular student on the waiting list as it can change from one day to the next.

7.0 If an application is unsuccessful
If a place is not offered the letter confirming this will advise of the parent/carer’s right to
appeal.

Appeals panels are independently coordinated by WSCC.

The Appeal Panel process operates within the framework set out in the School Admission
Appeals Code 2021 and further details can be found on the WSCC website by following this
link – Link here.

8.0 Visits to the Academy
Prospective students and their parent/carer are welcome to contact the academy and
request a tour.

This can be done by email using office@tla.woodard.co.uk, or by calling the main academy
telephone number 01903 711120.

Someone will contact you and advise you on the next available time for a tour.

Attending a tour does not form any part of the admission process or constitute an offer of a
place at the school. Staff conducting tours will have no knowledge or role in allocating
places.

You may also be joined by other prospective applicants on the tour of the academy.

9.0 Admissions/Oversubscription ranking criteria.
Where there are more applicants than places available (and after the admission of
children with SEN statements or EHCPs which name the school), the following criteria
will be used to determine priority for admission.

1 Children in (*or who have previously been in) public care (CLA)

2 Children with exceptional and compelling social, psychological or medical grounds for
attending the academy.
(Written evidence from a registered health professional e.g. doctor or social worker is
required)

3 Children whose siblings (π) attend the academy and live at the same address within
the catchment area.

https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/make-an-admissions-appeal/
mailto:office@tla.woodard.co.uk


4 Children who live within the catchment area.

5 Children whose siblings attend the academy and live at the same address outside
the catchment area.

6 Children who live outside the catchment area.

* Please note that children who were 'previously looked after' are defined for the purposes of
the legislation as those who immediately after being in care became subject to an adoption,
child arrangement/residence, or special guardianship order as well as looked after children
and previously looked after children who had ceased to be looked after due to an adoption,
child arrangements or special guardianship order having been made in respect of them)

π Siblings are defined as including brothers and sisters, half-siblings, step-siblings and
adopted siblings living in the same household on a permanent basis.

In case of a tie-break it is determined by distance as per West Sussex admissions policy.

10.0 Catchment area map


