Step-by-Step Guide to Apply for a School Place
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Here you will see the progress
of your application, you will
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Applicant Details

less vy e st and e Frssesary

Select Child

Select Round

need to complete all eight
pages to submit the
application.

Application Submitted

Applicant Details

[

Title

Applicant Details

Please verify your details and update if nacessary
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Step 1: Applicant Details

This should be already populated.
You can amend any fields.

Applicant Details

Title *
Forename *

Middle Name

Surname ™

DOB

Address *

Daytime Number

Evening Number

Mobile Number

Email Address

Please verify your details and update if necessary

Mr

Parent

Bob

Brookside,

Church Lane,
Swannington,
Swannington, Coalville,
LE67 8RA

Na'eem.shaikh@leics.gov.uk
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You can
: Update
Address by

clicking on
this button.

Update Address

Update Address
Click on
Save and
Save and Continue Continue to
go to the
next part.




Step 2: Select Child

o—0— : “ Click on New Child to

v ?
Applicant Details Select Child Select Round Application Submitted

Select Child input the child’s details.

Please select the shid ya wish t apply for

Synergy*

Fill in the

mandatory fields.

Create Child

wr ehil, s emplets the Sollowing derails s then save shess detslts using the Bus

= Click on the checkbox to untick if
S \ the child is NOT living is the same
P household as the applicant.

Create Child

To create a new child, please complete the following details and then save these details using the buttons at the end of the form.

Is the Child due to change their Address in the near future?

Forename *

If they are

Current School

Middle Name .
currently ina
Add School X
Surname * SChOOI, CI'Ck on

the Add School
Address same as Applicant? Add School button.

Elect an option +

msssame as Applicant?
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Apply for a Sehoel Place

Search for a School
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Search for a School

Local Authority Leicestershire Q

Gender * All Applicable Schools

Al Applicable Schools™ finds all mixed-gender schools and sl schoals which only scceptyour child’s gender.
Schoal = Type to start searching Q
T

Synergy ™

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.

v
Applicant Details

Select Child

Pisss seiet the ohild you wish to apply for

Once you have created the
child and filled out the
details, the list of the

- % e, Sna aRA Male 0308, E . .
P A Next children will be under the
7 Select Child tab.
Name Address Gender DOB
Son Bob Brockside, Church Lane, Swannington, Coalville, Swannington, LEG7 8RA Male 03/09/2012
° Ben Bob Brookside, Church Lane, Swannington, Coalville, Swannington, LE67 8RA Male 10/12/2017

Please select the child you wish to apply for

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

= Start a new application

For children looking to start their next school phase

Round

Continuing Interest

Primary 2022

Deadline

31/12/2022

16/08/2022

DOB Range (From - To)

01/09/2017 - 31/08/2018

01/09/2017 - 31/08/2018

Start a new applica

Ocadtine
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Step 3: Select Round

Select the round of your
preference for children looking to
start their next school phase.




Round

2022/23 Yr 0 Mid Term

Mid Term Application Year 0 22ay

Start a new in-year application

For child looking to change schools during the school year

Deadline DOB Range (From - To)
18/08/2022 01/09/2017 - 31/08/2018
19/08/2022 01/09/2017 - 31/08/2018

Start a newin-year application

o child Iooking tiQ@lange schaols during the school yos

Raund

02223 % 01

Wit Term Appli

Deadiine DOB Rangs (From - To}

1092617 - 31/06.2016

01187017 - 1/0R201E

school year.

Synergy“‘

Or start a new in-year
application for a child looking
to change schools during the

+

fStart a new application

For children looking to start their next school phase

Round Deadline DOB Range (From - To)

Continuing Interest 31/12/2022 01/09/2017 - 31/08/2018

Primary 2022 16/08/2022 01/09/2017 - 31/08/2018
start a newgfpplication

\apazmz

As an example, | am
going to start a new
application.

| will be selecting
Primary 2022.

Once you have selected
you round, click on Next.

[reTam—
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Complete the section by using the
drop-down options and clicking
onto the button provided.
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Step 4: Application details

Application Details

Please review the round details and answer the following questions

Round: Primary 2022

Relationship to Child *

Deadline for Applications: 16/08/2022 23:58

Is the Child currently in care, or has the Child previously been in care? If so, by

which Logal Authority?

Does the Child have a current Education, Health & Care Plan? *

Applicat

ion reason, please provide further information (character limit 200)

Back

Aapplication reason, please provide further information ((haradEN

Supporting Documents

Add documents which support your application. £.g. Child Date of Birth, Tax form.

Attach documents.

@ No documents have been attached to this application

Please confirm that you wish to proceed without attaching any documents

4 of8)
Selected Child: &
Ben Bob
Date of Birth from: 01/09/2017 Date of Birth to: 31/08/2018 You Can free type text

Plssesdectan oation in the box to provide

Type o st sescing a your Application

Yes O No reason.
Attach any
document that will

Supporting Documents

Add documents which support your application. E.g. Child Date of Birth, Tax form.

Attach documents

@ No documents have been attached to this application

Flease confirm that you wish to proceed without attaching any documents

support your
application or tick
the checkbox
below if you do not
need to provide
any documents.




Step 5: Select Your Preferences

o Select or search for schools and
rank them in your preferred order.

Selacted Chic: ~

ifer== . leaving blank schools does not
increase your chances of getting

\ s your first preferences.
5 0

Select Your Preferences

Please select or search for schools below and rank them in your preferred order

Selected Child: oo
31d Preference Ben Bob

Round: Primary 2022 Deadline for Applications: 16/08/2022 23:59 Date of Birth from: 01/09/2017 Date of Birth to: 31/08/2018

Disabe animations @ show Mzp

Map  Satellite [
1st Preference

Advanced Search

Selecta L to char i order

2nd Preference RELoftGonversions Q)

School il M Spice § 9 X

T Q Heathcote Building
Al

Advanced Search

Rank Order 'o
lood &

Select a school fo change the rank order

3rd Preference

School
Ty rching a

Advanced Search g
&

Rank Order £

Select a schaol to change the rank order Key

| have selected my
preferences of school
and have ranked
them accordingly.
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Map is provided for display purposes only and should not be used to calculate distances

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.




v 15t Preference

Sencel
Aenty Wilesley rimany Sehool @

Rank Order

9 2nd Preference

Schoal
Hugglesore Cor

Rank Order

9 21d Preference

Sencel

Once you have selected
your preferences, click on
Save and continue to
progress to the next part.

Rank Order

g Eave and Conbinue

Preference Reasons et
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Selected Child: -~
50t

Dateaf Bt from: /082017 Date of th o 31082018

Sounc Primary 2022 Appicatiens 16/01/20

pacet the plicstan

Step 6: Preference Reasons

Select your reasons for
preference by ticking the
check boxes.

Preference Reasons
Please select your details below

Selected Child:
Ben Bob

Round: Primary 2022 Deadline for Applications: 16/08/2022 23:59

1st Preference

Supporting Documents
scd decumsnts ahic s

Preference Reasons

Select Reasons for preference

Ashby Willesley Primary School

Please note that this school requires a Supplementary Information (SIF) to be sent separately to support the application

Date of Birth from;|

You can attach a document
to support your reasons to
apply for the schools.

Catchment
[ pistance
Feeder
Sibling
Medical / Social
Religion
Cther
Staff
Notes .
Supporting Documents
Add documents which support your reason to apply for Ashby willes|
Attach documents for Ashby Willesley Pnmary School
SupportifigroocomenTs
#dd documents which support your reasogfto apply for Ashby Willesley Primary School. The documents will be supplied to the school
Attach documents for Ashby Willesley Primary School

Complete the reasons of preference for all three schools you have chosen.
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Save and continue
to go to the next
step.
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Applicant Detalls

Selected child

application Details &

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.

Tt Pree
iy Wiksley rimas cho
2nd Praferance v

uggescots: Community Pimary S0l

Disclaimer
Vo ar ol sl i

Submit Application
This applicaticn has NOT yet been submitted.

The submission peried for this application ends on Tuesday, 16 August 2022 23:59.
After this time you will no longer be able to submit this application.

1st Preference

Ashby Willesley Primary School

2nd Preference
Hugglescote Community Primary School

Collapse All Expand All

Disclaimer

You are onlya\lowedMn application if you have legal responsibility for the child. By submitting the application using the button below, you are confirming that you have legal responsibility for the

7ofg

Disclaimer

You are onl
child detail

| have read the disclaimer *
FPpPNCaton, youU SHOUTd S1gn out oW,

I have read the disclzimer *

or the child. By submitting the application using the button below, you are confirming that you have legal responsibility for the
dge. If any details are incorrect, return to the summary screen and amend them before continuing. If you do not have legal

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




Submit Application Totn

Tussday, 16 August 2022 2358
e applicaier.

Selected Child & =
Application Details (& ¥

Once you are confident with
the information you have

15t Prfarance
Achby ey prinary school

Submit Application

provided, you can click on
Submit Application.
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Application Submitted
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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.

Application Submitted

v Thankyou for apphang tor Pmary 2022 wour apphizabon has beon sobmitted successhully

M Appicatisr

Bofal

~Ea

Dear Parent / Carer,
This email confirms that you have submitted your child’s online admissions application.
Application Details:

Primary 2022

+ Preference 1: Ashby Willesley Primary School
+ Preference 2: Hugglescote Community Primary School

School Admissions

Leicestershire County Council

Click on Finish.

Example of email
confirmation that you have
submitted the application.




From: 3 When you receive any
Sent: 11 August 2022 16:26 —_
correspondence from Admissions

To:

via the Parent Portal, you will
receive an email notification with
a link to view the document.

Subject: Test Email Notification

CAUTION: This email originated from outside of the organisation. Do not click links or open ¢

This is a test please to view letter

Click on the blue
Schools Admissions hyperlink.

=

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.

i @ BUNECONDT. B o

Insert your email
address to verify.

Verify your details

To retrieve your document, please provide the following details

Email Address * =) ‘ ‘E“'ai\ Address |

* Indicates required fields

Cancel Next

[ i s

Insert your
details to verify.

To retrieve your document, please provide the following details
Email Address =) CI|Ck on NeXt to VieW
the document.

Child's Surname = & Mouse

Child DOB B o2/09/20m

(dd/mmy/yyyy)

* Indicates required fields
Cancel - N " . Next
* Indicates required fields

Mext




Vintheaare.

Download is ready.

Cancel

Download Ready

Your download is ready, D[iwnlﬂad C||Ck on the

Download Button.

Download

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.

H Leicestershire
County Coundil

LE10 29T

Dear PareniCarer.

SCHOOL PLACES - Test Uat 1
NAME: Winnie Mouss

Thark you for your o

iiapgasagne:
0116 305 6664 for

Yours sty

i

Gurpt Singh Baea
Haas of Senocl Admiaskons and Puph Sanvicas.

You can download the
document using this
icon here.
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