
 

Step-by-Step Guide to Apply for a School Place 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here you will see the progress 

of your application, you will 

need to complete all eight 

pages to submit the 

application. 

Step 1: Applicant Details 

This should be already populated. 

You can amend any fields. 

You can 

Update 

Address by 

clicking on 

this button. 

Click on 

Save and 

Continue to 

go to the 

next part. 



 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Step 2: Select Child 

Click on New Child to 

input the child’s details. 

Fill in the 

mandatory fields. 

Click on the checkbox to untick if 

the child is NOT living is the same 

household as the applicant. 

If they are 

currently in a 

school, click on 

the Add School 

button. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

  

Once you have created the 

child and filled out the 

details, the list of the 

children will be under the 

Select Child tab. 

Select the child you wish to apply for and click on Next. 

Step 3: Select Round 

Select the round of your 

preference for children looking to 

start their next school phase. 

If your Local Authority or School is not found, you can skip this, click the Cancel 

button, and move on to the next step. This section is not mandatory. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Or start a new in-year 

application for a child looking 

to change schools during the 

school year. 

As an example, I am 

going to start a new 

application. 

I will be selecting 

Primary 2022. 

Once you have selected 

you round, click on Next. 

Step 4: Application details 

Complete the section by using the 

drop-down options and clicking 

onto the button provided. 

You can free type text 

in the box to provide 

your Application 

reason. 

Attach any 

document that will 

support your 

application or tick 

the checkbox 

below if you do not 

need to provide 

any documents. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Step 5: Select Your Preferences 

Select or search for schools and 

rank them in your preferred order. 

leaving blank schools does not 

increase your chances of getting 

your first preferences. 

I have selected my 

preferences of school 

and have ranked 

them accordingly. 



 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can see on the Map displayed the 

home Address and the three preferred 

schools numbered in rank Order. 

Map is provided for display purposes 

only and should not be used to 

calculate distances. 

I have selected my 

preferences of school 

and have ranked 

them accordingly. 



 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have selected 

your preferences, click on 

Save and continue to 

progress to the next part. 

Step 6: Preference Reasons 

Select your reasons for 

preference by ticking the 

check boxes. 

 

You can attach a document 

to support your reasons to 

apply for the schools. 

Complete the reasons of preference for all three schools you have chosen. 



 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

 

 

Save and continue 

to go to the next 

step. 

Step 7: Submit Application 

Here you can view the summary 

of your application and can 

check the information you have 

provided by expanding the 

section you want to edit.  

 

It is essential to read the Disclaimer and have ticked the check box. 



 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you are confident with 

the information you have 

provided, you can click on 

Submit Application. 

Step 8: Application Submitted 

The application has been 

submitted and you will receive a 

confirmation email that you have 

completed your child’s admission 

application. 

Click on Finish. 

Example of email 

confirmation that you have 

submitted the application. 



 

 

 

 

 

 

 

 

Please make sure that you are not signed-in to your Parent Portal account in your web browser 

when you click the link – it won’t work if you are. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you receive any 

correspondence from Admissions 

via the Parent Portal, you will 

receive an email notification with 

a link to view the document. 

Click on the blue 

hyperlink. 

Insert your email 

address to verify. 

Insert your 

details to verify. 

Click on Next to view 

the document. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Download is ready. 

 

Click on the 

Download Button. 

If you want to save the document, please do so as it is only viewable via the URL in the email 

and will not be available in the Parent Portal. 

 

You can download the 

document using this 

icon here. 
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