
Through its policies and in its day to day work the college is committed to promoting equality and fairness and 
combating discrimination. This applies to everyone regardless of gender, racial or ethnic background, disability, 
religion, sexual orientation or age and embraces the college’s legal responsibilities. 
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Worthing College Admissions Policy 

College mission and statement of values 

 
 

Mission 
 

To inspire, build confidence and prepare you for the life you want to live. 
 

Vision 
 

“We’ll believe in you” 
 

Whatever your background, identity or experience of learning to date, we believe in you. We 
will support your achievement and success. 
 
“We’ll take you further than you expect” 

 
You’ll have the opportunity to choose from the widest possible range of courses in one place 
and we’ll stop at nothing to connect you with the best university, employer, or apprenticeship 
for you. And if you’re already working, we’ll help you to keep developing and growing. 
 
“We’ll provide an inspirational environment for you” 

 
You’ll experience a warm welcome from our community. You’ll grow in confidence, resilience 
and be ready for progression to the next step in your life, whether that’s further study, the 
world of work or your own unique adventure.  
 

Values 
 

For us to succeed in our mission and vision, the College has shared community values which 
help pull us together to act in agreed ways as part of an inspirational community: 

 
We listen intently to the voice of those we serve and show unending commitment to 
continuous improvement and innovation. 

 
We engage fully with the needs of the local community, employers and universities so we can 
secure your achievement, success and progression.  

 
We respond quickly, so we’re always able to give you the best support, information, advice 
and guidance, just when you need it. 

 
We celebrate together the successes and diversity of our community. 
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Purpose of this policy and procedure 

 
This policy and procedure outlines the College’s policy and practice for managing the 
admission of students to the College.  It aims to provide a fair and consistent procedure for 
admissions in line with the College mission, vision and values as stated above.  
 
This policy is linked with the College’s Equality and Diversity policies, Child Protection and 
Safeguarding policies, the College Fees and Charges policy, and the Policy for the allocation of 
Bursaries and Discretionary Payments to Students.  It is also linked with College publications 
such as the College prospectus. 
 
Scope of the policy 
 
This policy applies to all student admissions onto courses offered by the college including 
those for 16 – 18 year old students, plus Foundation Degrees, evening courses and Cara 
Counselling courses 
 
Equality and Diversity 
 
The College is committed to ensuring that the admissions process operates on the basis of 
equality and diversity. It will ensure that no-one with a protected characteristic under the 
Equality Act 2010 will be disadvantaged in their application. Disabled people, including those 
with learning difficulties, will be treated fairly and all reasonable adjustments to provision will 
be made to ensure that they are not substantially disadvantaged in their application to join 
the college. 
 
Responsibilities under the policy 
 
The Principal and Senior Management Team are responsible for the overall operation of this 
policy and procedure and for ensuring it is reviewed and updated in line with current 
legislation. 
 
The Assistant Principal for Guidance is responsible for implementing and monitoring 
necessary procedures to ensure this policy is followed correctly, consistently and fairly for all 
applicants.   
 
The International Student Co-ordinator is responsible for following the policy consistently and 
fairly in respect of international student admissions.  For the purposes of this policy 
international students are those whose normal residence is outside of the UK. 
 
Admissions interviewers, pre-enrolment and enrolment teams, managers and directors are 
responsible for following the policy consistently and fairly in respect of all student 
enrolments.   
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Opportunity – We will take you further than you expect 
 
The College will develop and promote the widest possible range of courses and other 
opportunities to everyone aged 16 or over who is likely to be able to access what it has to 
offer.   
 
The key features of the courses and other opportunities offered are: 
 

 Formally taught and regularly timetabled classes on the College campus  

 Leading to UK-recognised qualifications 

 Courses at Entry Level (ESOL Entry 2 & Entry 3), Levels 1, 2 and 3. 

 Courses at Foundation Degree Level (in conjunction with local universities and other 
providers, accessed through UCAS) 

 Courses leading to professional qualifications in areas such as Counselling 

 Courses will normally, but not exclusively, start in September and last for one 
academic year 

 A wide range of campus-based support services 

 A wide range of enrichment activities within the various College Academies and the 
Student Action and cross college enrichment programmes. 

 
To promote these the college will use a range of communications including: 
 

 Prospectuses, brochures and other printed material 

 Worthing College website 

 College display screens 

 Recruitment and promotion events 

 Working with schools, academies, other colleges and partners 

 Working with advocating or mentoring organisations 

 Working with agents for international students 

 In-college communications for progression from one level to the next 

 Social media 

 Other opportunities which arise from time to time 
 
To access this provision students will need to: 
 

 Reside near enough to the College to be able to travel to and from the campus on a 
daily basis 

 Meet entry requirements where relevant 

 Agree a programme which is commensurate with their progression plans and 
timescale 

 Pay fees where appropriate  
 
 Key groups are likely to be: 
 

 Pupils from secondary schools in Worthing and the surrounding areas. 

 UK students who are able to reside locally/are able to travel to and from the campus 
on a daily basis. 
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 EU and other international students who are able to reside locally/travel to and from 
the campus on a daily basis. 

 Refugees or asylum seekers who have recently moved into the area. 
 
 

Access - You’ll experience a warm welcome from our community. 
 
Access will be enhanced by ensuring that initial application to the College is: 
 

 Simple, frictionless and free of barriers to entry wherever possible – gathering 
appropriate information to enable the Admissions team to process applications 
quickly and efficiently. All information will be gathered and held in accordance with 
GDPR and other data protection legislation 

 Inclusive – promoting equality of opportunity through the range and types of 
questions asked and language used and support provided (e.g. in the case of disability, 
English language support, or skills for life needs). 

 Supportive – offering a range of application methods including postal, on-line, 
telephone and face-to-face. 

 Engaging – prompting rapid replies from the College within five working days and 
effective communication thereafter. For 16-19 year old students, parents or carers will 
be involved in the application process to encourage their engagement as appropriate  

 Welcome at all times – with clear deadlines, and efficient processes in place for early 
and late applications. A window of opportunity will be provided to allow students to 
transfer from other schools and colleges after the start of an academic year. 

 
Eligibility for funding will be determined by funding body guidance.  Fees will be charged 
according to the College Fees and Charges policy.  This will be reviewed in the Spring before 
courses start in September, and be made available at interview to all applicants who will be 
affected. 
 
Offers made to applicants will be honoured subject to relevant entry criteria being met. The 
College reserves the right to limit the number of offers where maximum capacity on a course 
has been reached.  Applicants will be informed at the earliest possible time should this be the 
case.  

 
In exceptional circumstances an advertised course may not be offered if insufficient students 
are enrolled; the college will offer appropriate alternative courses wherever possible. 
 
Admissions processes will support applicants’ aspirations by 
 

 Raising applicants awareness of the diversity of provision including an understanding 
of relevant UK qualifications and levels. 

 Helping applicants to understand College entrance requirements. 

 Helping applicants to identify their learning needs and additional support needs. 

 Helping applicants to complete the admissions and enrolment process as easily as 
possible. 

 Supporting students in their progression planning (progression to, within and from 
College). 
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The essential key features common to all admissions process are: 
 

 Receipt of initial information via an online application form or equivalent. 

 Applicants can choose their own time for Course Guidance meetings, on specified 
dates 

 An impartial, face-to-face admissions Course Guidance Meeting whenever possible, 
(for UK based students). 

 A formal offer guaranteeing a place at Worthing College subject to the student 
meeting entrance requirements    

 Acceptance of a formal offer by the student. 

 Formal enrolment. 

 Payment of fees due, where relevant. 
 
In the case of those resident overseas before enrolment (or a significant distance from the 
College): 
 

 Receipt of initial information via an application form or equivalent.  

 Liaison by e-mail or telephone (including through an agent, where relevant).  

 A formal offer guaranteeing a place at Worthing College subject to the student 
meeting entrance requirements, based on comparative educational standards of the 
applicant’s home qualifications 

 Payment of fees due. 

 Acceptance of an offer by the student. 

 Formal enrolment. 

 International students are required to take additional tests in English and Maths at 
enrolment to support subject choices 
 

Further differentiation of the admissions process will take place where appropriate to: 
 

 Carry out assessment in the absence of formal qualifications. 

 Explore the recognition of prior achievement in lieu of formal entrance requirements. 

 Translate overseas and international qualifications into their UK equivalence. 

 Explore additional support needs. 

 Explore any adjustments required for disabled students. 

 Develop a progression plan with a partner school. 

 Identify EFL and ESOL needs. 

 Ensure the admissions process meets the exceptional circumstances of some people. 
 
Adjustments to the Offer: 
 
The College will seek to engage applicants throughout the applications process so that any 
adjustments are identified early and mutually agreed. 
 
In particular, entry requirements will be: 
 

 Agreed at the College’s Curriculum Forum in the Autumn term before the start of the 
following  academic year  
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 Specified in course literature and on the college website 

 Confirmed at interview or equivalent. 

 Restated as part of the offer letter. 

 Viewable on-line via Application Tracker. 
 
Entry Requirements 
 
These may be of two types 
 

1. Entry requirements for whole programmes of study. The college’s Pathways 

Document (Appendix A) indicates the combination of A level and Applied General 

courses recommended for students who present with a range of qualifications 

(predicted or achieved). 

2. Entry requirements for individual subjects within whole programmes (Appendix B) 

 
Where an applicant does not meet entry requirements they will have  
 

 The opportunity to notify the College at the earliest opportunity.  

 The opportunity to discuss alternative provision within the College and beyond.  
 
The College also reserves the right to adjust (or in extreme circumstances withdraw) any 
formal offer of a place to someone if: 
 

 Pertinent information supplied during the application process is subsequently found 
to be incorrect or cannot be verified. 

 Additional information (other than entry requirements) made available after the offer 
indicates that the applicant is very unlikely to achieve and succeed in the programme 
offered. 

 Details of a criminal record are reviewed by the Principal and may be considered to 
warrant modification to the offer or withdrawal1. 

 
Worthing College offers a very wide range of subject choices.  The vast majority of these will 
run as planned.  A very small minority of courses may be subject to change or may not run for 
example because the number of enrolments is too low.  A small number of applicants may be 
unable to enrol in some courses because of timetable clashes.  There may also be some rare 
instances of unforeseen over-enrolment.  The College will take all reasonable steps to ensure 
these instances do not arise, but where they exist the College will 
 

 Notify those affected at the earliest opportunity. 

 Offer detailed advice on alternatives commensurate with the career aim, strengths 
and interests of the applicant. 

                                                 
1 All applicants with a criminal record are requested to advise the Principal under separate confidential cover at 

the time of application.  The Principal will ascertain details of the record and will usually meet the applicant to 

explore any issues arising.  The purpose of this meeting is to support the applicant and to have due regard 

for the safety and well-being of all college users.  In some cases advice on progression within specific careers 

will be given.  Strict confidentiality is maintained throughout these processes. 
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 In the case of unforeseen over-enrolment will prioritise the allocation of available 
places in the order of formal acceptance by the applicant of the College offer. 

 
Progression within college from level 2 to level 3 
 
Where a student wishes to progress  from Level 2 to Level 3 courses (or similar), the 
Admissions team will support and facilitate the work of Senior Tutors to interview and advise 
students regarding appropriate courses, progression requirements and timescales. 
 
Level 2 students will be required to participate in Level 2 Futures Day, at which the range of 
courses will be offered, and other providers will also be available to discuss progression 
options. 
 
Students may progress from level 2 to level 3 study if:  

 They achieve a Merit in their level 2 qualification; and  

 They are not on a stage of the disciplinary procedure at the end of their level 2 course.  

Individual students who achieved a Pass or Merit Pass may be offered progression to level 3 
on a case by case basis as agreed by the CTM for the relevant curriculum areas.  
 
 A formal offer will be made, and, although progression is presumed, applicants should 
confirm their intention to continue at the college.  
 
Progression within college from year 1 to year 2 of a level 3 course 
 
Students may progress from year 1 to year 2 of a level 3 course if:  

 They achieve a pass at the end of year 1, whether assessed internally or through 

external examination. (A ‘pass’ for an applied general qualification may include 

externally assessed units graded N (BTEC) or R (CAMTECH)) 

 They are not on a stage of the disciplinary procedure at the end of the academic year.  

 The only exceptions to the requirement of a pass in year 1 are Maths, Physics, 

Chemistry and Biology require a grade D at the end of year 1.  

 Further Maths recommends a grade B at the end of year 1.  

In cases where students do not achieve their progression criteria they will be provided with 
advice and guidance about suitable alternative courses to support their progression.  
 
Transfer into Year 13 
 
This means progressing to the College to complete an A level where the first year of a course 
has been completed elsewhere. Parallel arrangements exist for the second year of two-year 
Applied General courses (BTEC, CamTech or similar qualifications) 
 
To initiate this, applicants must provide in addition to normal admissions information: 
 

 The name of the awarding body for the first year of the course. 

 The name of the specification for the course or the name of the Applied General 
qualification. 
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 Details of the first year units which will have been completed before the start of the 
second year. 

 Existing level 2 qualifications. 
 
An offer to transfer will be made subject to: 
 

 The College establishing compatibility between the first year of the course and the 
proposed A Level (The College is unable to advocate on behalf of the applicant if the A 
Level Awarding Body deems the first year incompatible).  Parallel compatibility 
arrangements exist for Applied General qualifications. 

 Existing Level 2 qualifications satisfying entry requirements for level 3 courses at 
Worthing College. 

 Completion of the first year of the course at the standard required by Worthing 
College for progression from year 12 to year 13 study, as indicated by either externally 
achieved grades or internally assessed end of year exams or by completion of first-
year units on Applied General qualifications.   
 

Foundation Degrees 
 
The College's Foundation Degree courses are available to internal and external 
candidates.  External candidates will apply through UCAS to the University of Chichester.  A 
list of prospective external candidates is sent to the College's Foundation Degree Programme 
Coordinator on a regular basis by the university Admissions team. 
 
Internal candidates should apply through UCAS if they are also applying for other HE 
courses.  A list of prospective internal candidates who apply through UCAS is sent to the 
College on a regular basis by the University of Chichester Admissions team. 
 
If internal candidates are only applying for the Foundation Degree they can complete an 
internal application form, which is returned to the Programme Coordinator who submits it to 
the University of Chichester Admissions team.   
 
The Programme Coordinator, in consultation with the teaching staff, will determine the 
suitability of all candidates and inform them accordingly, providing the relevant information 
to allow them to apply for student finance. 
 
Applications to Sports Academies 
 
Application to Sports Academies / Performance Programmes (Men’s and Women’s Football, 
Men’s and Women’s Rugby, Netball and Basketball) are made as an additional option to a 
student’s main courses 
 
The Admissions team will compile a list of applicants for each academy and liaise with the 
Academy Administrator to arrange Sports Trials around Easter. Offer of a course of study at 
the college is not a guarantee of a place in the Sports Academy. 
 
Sport trials will be taken by the college coach(es) who will have the final say on membership 
of the squad. Video evidence will be kept in case of a challenge to selection.  
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Successful students will be required to purchase an additional sport academy package (details 
in the Fees and Charges Policy) and attend pre-season training before teaching commences. 
 
Appeals 
 
Where an offer is made: 
 
All applicants are required to confirm acceptance of an offer on-line or in writing except in the 
case of adult evening courses / short courses targeted at adults where payment of the fee is 
deemed to be acceptance. 
 
Modification to an offer can be requested by an applicant before any course starts.  This will 
be reviewed by the Assistant Principal for Guidance or designated alternate according to this 
policy.  A response will normally be given within five working days or as notified if longer. 
 
Where agreement cannot be reached the applicant may appeal to the Principal or designated 
alternate in writing.  A response will be given in five working days.  The Principal’s decision is 
final. 
 
 
Where the College is unwilling to make an offer or withdraws an offer 
 
Reasons for this will be given at interview or in writing.  The College will endeavour to 
signpost alternative routes to suitable provision. 
 
Before the relevant course or courses starts an applicant can request reconsideration of the 
College’s decision.  This will be reviewed by the Assistant Principal for Guidance or designated 
alternate according to this policy.  A response will normally be given within five working days. 
 
Where agreement cannot be reached an appeal may be made to the Principal or designated 
alternate in writing.  A response will be given in five working days.  The Principal’s decision is 
final. 


