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ADMISSIONS POLICY (15a) 

Policy Statement    

SWPS is a day School committed to providing an excellent all round education for 11-18 year old 
girls. SWPS is underpinned by its Christian foundation and ethos but we value diversity and welcome 
students of all faiths and none. We operate a selective admissions process to identify students with 
the potential to thrive in our School community and the wide variety of opportunities on offer here. 
We seek to conduct admissions in a fair and non-discriminatory way and take reasonable steps to 
avoid putting disabled students at a substantial disadvantage in matters of admissions. The aim of 
this Policy is to ensure that the recruitment and selection of students is fair, lawful and consistent. 
SWPS is committed to ensuring that the admissions register is maintained in accordance with the 
‘Education (Pupil Registration) (England Regulations (2006))’.    

In line with our Provision of Information Policy, this document is available to all interested parties on 
our website and on request from the School Office. It should be read in conjunction with the following 
School documents:    

• Bursary Policy   

• Data Protection Policy   

• Policy on Students with Special Educational Needs and/or Disabilities (SEND)   

• Policy on Students with English as an Additional Language (EAL)   

SWPS is fully committed to ensuring that the application of this Policy is non- discriminatory, in line 
with the UK Equality Act (2010). Further details are available in the School’s Equal Opportunities 
Policy.    

1. Entry Policy   

1.1 Entry into the School is to be limited to:    

1.1.1 The maximum number, gender and category of students defined by the Governors from 
time to time in accordance with the Charity’s Governing Documents. The School currently has 
a 4-form entry into Year 7 and 5 tutor groups in the Lower Sixth.    

1.1.2 Students who satisfy the entrance requirements and whose parents/carers accept and 
comply with the School’s Standard Terms and Conditions.    

1.2 Our Entry Policy ensures that consideration is given to the student’s suitability to benefit from, 
and to contribute to, all that the School community and ethos offer.    
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2 Entrance Requirements    
   
2.1 Selection for entry into Year 7 is based on satisfactory performance in an entry examination set 

by the School in Mathematics and English at National Curriculum Key Stage 2 level, and an 
acceptable report from the candidate’s current school, plus interviews for those being 
considered for an Academic Scholarship and those whose examination results were not 
conclusive.    

2.2 Selection for entry into Years 8-10 (where spaces are available) is also based on satisfactory 
performance in an age-appropriate entry examination set by the School in Mathematics and 
English, an interview with the Head and a member of the relevant Pastoral team and, where 
appropriate, relevant academic staff and an acceptable report from the candidate’s current 
school will be sought. Any candidate who has made a previous application will go through the 
full assessment process, as outlined above.    

2.3 Year 6 candidates who attend schools that provide education up to Year 8 will also have the 
option of indicating a wish to defer their entry until the start of Year 9. Candidates for both Year 
7 and Year 9 deferred entry will sit the entrance exam in the January of Year 6 and decisions 
regarding the year of entry must be conveyed to the School prior to the examination in January. 
Once offers are made for both year groups, they cannot be transferred to an alternative year 
group / year of entry. Further information is available from the Admissions Department. 
Academic scholars will be selected using the current guidelines; this will allow for an Academic 
Scholarship to be deferred to the Year 9 entry point. Details regarding Arts, Music and Sport 
scholarships may be found on the School website; these are only available for Year 7 entry. 
Applications for Foundation Bursaries may only be made for Year 7 entry, and the School’s 
Bursary Policy applies.    

2.4 Selection for entry into the Sixth Form is based on interviews, and attainment of a minimum 5 
GCSEs at high grades and at least Grade 7 or above in the subjects they wish to study for A 
Level. The Head will make individual offers taking into account personal circumstances and the 
choice of preferred subjects. This is to ensure that students can successfully access all areas of 
the course they choose.  The provisional timetable is constructed early in the Spring Term and 
so applications received prior to this time will have their subject combinations taken into 
account. Once the candidate has been offered an unconditional place based on the subjects 
chosen, the School cannot guarantee being able to accommodate any changes to subject 
combinations after the start of the Autumn Term.    

Marketing and Advertising    

2.5 All reasonable efforts are made, subject to funding limits, to market and advertise the School 
(including information about bursaries) across the whole community within the School’s 
catchment area.    

2.6 The entrance requirements are published on the School website.     
Care is taken to ensure that these documents do not indicate any intention to discriminate 
unlawfully in the recruitment and selection of students.    

2.7 Details of the School (including information about bursaries) and the date of the entrance 
examination are provided to potential feeder schools.    

2.8 Parents are encouraged to visit the School before registering their child with opportunities to 
meet the Head, staff and students and see the School in action eg, Open Events, Taster 
Mornings, Workshops etc. Individual appointments are made with the Head if requested, if 
there are particular concerns.    
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3 Applications for Entry    

 

Registration    

3.1 Parents/carers who wish their child to enter the School should complete the Standard 
Registration Form and submit it to the School with the Registration Fee by the 31st October of 
the year before entry. This should be done online via the website. Late registrations may be 
accepted at the discretion of the Head; please contact the Admissions department.   

3.2 The Registration Form will be reviewed from time to time by the Governors to ensure that it 
complies with the law and does not request any unnecessary information and complies with the 
School’s policy on Data Protection. The Registration Fee will also be reviewed by the Governors 
from time to time.    

3.3 Reports for each registered candidate are requested from their current schools in November 
of the year before entry. Where schools do not provide such reports, a copy of the student’s 
most recent full school report may be accepted.    

3.4 Extra time in the entrance examination will be granted by the SENDCO/Learning Support Co-
ordinator to those students providing sufficient written independent evidence to support this 
request. We welcome information from parents/carers to help us make such adjustments in our 
assessment procedures which avoid putting disabled students at a disadvantage in matters of 
admission.    

3.5 We can make necessary arrangements for overseas candidates who can provide evidence of 
having the unconditional right to enter, live and study in the UK for the duration of the education 
offered by the School. However, their current school must be able to assist with the 
administration of exam papers.    

4 The Selection Process    

4.1 The examination papers (set out in Section 2 of this document) are marked by staff within the 
School without any information about the candidates, except for any difficulties that arise 
during the examination. The results are given to the Head together with the reports on the 
candidates from their current Schools. The Head confers with other staff as necessary to review 
the results and then allocates each candidate to one of the five following categories using the 
criteria shown:    

Category    Criteria    

1. Offer of a Place   Results above the required standard plus a supportive 
report from current school.    

2. Interview and additional 
short assessment.   

Either one paper not quite of the required standard but the 
other good or both papers below the required standard, 
but the report from the candidate’s current school suggests 
that this is surprising.    
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Category    Criteria    

3. Waiting List   
Examination results and considered suitability do not merit 
the offer of a place at this stage, but their application may 
be reviewed later in the process if places become available.    

4. No Offer   Examination results and considered suitability not of a 
standard to suggest the candidate would thrive in our 
particular school community.    

5. Scholarship Interviews   Examination results excellent and a good reference from 
the candidate’s current school.    

4.2 Written offers of a place to the successful candidates in Category 1 are sent by the Head 
together with the Acceptance Form.    

4.3 The criteria for student candidate interviews are:    

• Interest and enthusiasm for learning;   

• Ability to be taught;   

• Ability to follow an argument;   

• Ability in line with standards expected at SWPS.   

4.4 The outcomes of an interview in Category 2 above, may be:    

• Offer of a place; •  Put on the Waiting List;   

• No offer.   

4.5 The ethnic data requested on the Ethnic Monitoring Form is to be used for monitoring purposes 
only in accordance with the School’s policy of promoting racial equality. No account is taken of 
ethnic origin or background in the selection process.    

4.6 Due consideration is given to any candidate whose parents/carers or present school request 
special circumstances to be taken into account eg:    

• English not spoken as the candidate’s first language;   

• Candidate recently returned or arriving for the first time from overseas;   

• Many changes of teacher(s) in the candidate’s current school / learning disrupted for an 

extended period of time;   

• Particular formally documented learning difficulties e.g. dyslexia;   

• Disabled students.   

4.7 The Terms and Conditions for acceptance of a place at the School require the parents/carers 
to consent to the School communicating with any other school which the student has attended 
about any matter concerning the student, including the payment of fees. Information obtained 
on any outstanding debts or delays in the payment of fees of a candidate from other schools is 
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not taken into account in the selection process, but is passed to the School Business Director, 
if the candidate is accepted, to assist in the management of the student’s account.    

4.8 Parents/carers or guardians who wish to appeal against an admissions decision may appeal in 
writing to the Chair of Governors who will review the evidence and make a considered 
judgement with 10 working days.    

4.9 All documentation relating to the admissions process will be kept in accordance with data 
guidelines.    

5 Educational Support    

It is the ethos of the School that each student will be given the support required for them to maximise 
their individual potential, whatever their ability. We offer a caring atmosphere based on the 
enjoyment of learning in order to achieve this.    

The School’s policy is to apply the entry criteria to all potential students regardless of any disability 
of which the School is aware, subject to the obligation to make reasonable adjustments so that a 
candidate with a disability is not at a substantial disadvantage compared to other applicants. This 
Policy operates in conjunction with the School’s  Equal Opportunities Policy and its Policy on Students 
with Special Educational Needs and/or Disabilities (SEND) and those with English as an Additional 
Language (EAL).    

Once a place has been accepted and the student has joined the School, the Learning Support Co-
ordinator works closely with parents/carers and staff to ensure that any specific needs are met.  
Individual Education Plans are formulated and individual or  small group support provided outside 
lessons where necessary and appropriate.    

6 Admissions Register    

SWPS recognises that the proper upkeep of the admissions register plays an important part in 
safeguarding its students and maintains the register in accordance with the Education (Pupil 
Registration) (England) Regulations 2006 and Children Missing in Education (2016). SWPS also 
recognises that the Admissions Register is not a public document and the requirement to register a 
transgender student under their birth sex (unless they have a gender recognition certificate). This 
does not prevent the School from treating the student for all other purposes as being of the gender 
with which they identify.    

The admissions register for SWPS includes the following:    

• name in full;   

• sex;   

• name and address of every person known to the School to be a parent/carer  of the 
student (and an indication of which parent/carer the student normally lives with and which 
parents/carers hold parental responsibility as defined by Section 3 Children Act 1989) – 
NB: Parents/carers holding parental responsibility, even if not actually caring for the 
student, have a right to receive relevant information from the School in respect of any  
pertinent matter affecting the student, unless a court order indicates otherwise;   

• where a parent/carer notifies the School that a student will live at another address, in 
addition to or instead of, the new address, the full name of the parent/carer with whom 
the student will normally live in future and the date from which it is expected the student 
will normally live there, where it is reasonably practicable for the School to ascertain this 
information;   
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• at least one telephone number at which the parent with whom the student normally lives 
can be contacted in an emergency;   

• day, month and year of birth;   

• day, month and year of admission or re-admission to the School;   

• name and address of the school last attended, if any;   

• the name of the destination school (or additional school, in the case of dual registration) 
notified by a parent/carer and the first date of attendance, where it is reasonably 
practicable for the School to ascertain this information.   

The name of the student will be included on the register from the beginning of the first day on which 
the School has agreed, or has been notified, the student will attend SWPS.    

Deletions from the register are regulated and will occur:    

• when the student has been taken out of School to be home educated;   

• when the family has apparently moved away;   

• when the student has been certified as medically unfit to attend;   

• when the student is in custody for more than four months;   

• when the student has been permanently excluded.   

The School will notify the local authority where SWPS is situated (and, for safeguarding reasons, copy 
in the local authority where the student is normally resident) when it removes or adds a student’s 
name to the admissions register at non-standard transitions, i.e. where a child of compulsory school 
age leaves a school before completing the school’s final year or joins a school after the beginning of 
the school’s first year. The duty arises as soon as the grounds for deletion are met and in any event 
before deleting the student’s name. As to non- standard admissions, the notification is to be made 
within five days of the entry on the admissions register. Subject to the School’s Terms and Conditions 
the School has the right to delete a student for non-return within 10 days after authorised leave or 
more, or after 20 school days’ unauthorised absence. This does not arise until the School and local 
authority have jointly made enquiries as to the student’s whereabouts and failed.   

The admissions register is administered by the Designated Safeguarding Lead and is kept 
electronically. A back up copy is made not less than once a month and is kept for at least three 
years after the end of the school year in question.    

7 Terms and Conditions    

The Standard Terms and Conditions for acceptance of a place at the School, approved by the 
Governors, are to be offered to all successful candidates. These terms and conditions are ratified 
by the Governors to ensure that they comply with the law.    

Monitoring and Review    

The Governing Body is ultimately responsible for the effective oversight, review and amendment of 
this policy and understands its legal obligation to do so.    

This document will be reviewed and updated annually by the Director of Communication and 
Admissions or as events or legislation requires.    
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Next scheduled review date: May 2023   Last reviewed: May 2022    

Key updates  in 
this version:    

• 2.2 Art and Music leaflets now solely available as PDFs on website   

• 2.7 Change of name of Parent Information Events to Open Events   
• Branding updates 
• 3.1 Deadline for registration form submission now 31st  October, not 1st 

November   

• 3.5 Overseas applicants current school must be able to assist with 
administration of exam papers.   

• 4.9 School Retention Scheme covered in Data Protection Policy.   

• 6 Admissions Register – this is now administered by the  
• Designated Safeguarding Lead and not the Director of Marketing & 

Communications.   

   
   

 

 

 

 

 

 

 

 

 

 

 

 

   


