
Parents Guide to Online Admissions 
2018/2019

Please note that some of the text 
may vary slightly – this is for example 

purposes only



Registration

Add your 
security 
details

Click register



Who you are

Add your 
security 
details



Where do you live

Enter 
your Post 

Code Find 
Address

Click on 
Address

Select

•If you don’t find your address 
you can type it in Enter 
Address Manually



Give us your contact details

Enter 
your 

telephone 
Numbers

Submit 
Registration



What happens Next

You get an Email

•If the email is not in your inbox, check 
your Junk Mail folder
•If the link is not highlighted copy and 
paste into your browsers URL box

Click on the 
link



Log in

Email

Password

•If you have forgotten your password 
follow the ‘Forgotten your password?’ 
link

Login



Use the My 
Family tile to 
check your 
own details 
and to add a 

child

Your Home 
Page

There are two ways of making 
an application, via the My 
Family tile or by using the 

School Places tile.

Method 1



Click Add Child

My Family

Check your details and 
make any changes using 

‘My Account’



•If you have more than one child you 
only need one account

Method 2: 
Click School Places

Your Home 
Page

Method 2



Adding an Application

Click Add Child

•If you already have children added via 
another service or My Family they will 
be shown here (see next page for 
example)



If you have added children via My 
Family (example)

Click here to start 
your application



Enter your 
child’s legal 

names, 
gender and 

date of Birth 
See note on left 

about DOB
Relationship

Confirm they live 
with you by 
clicking on 

existing address 
or click in the box 

below to add 
their address

Enter DOB Year 
FIRST, then 

select month, 
then day

Add your child (if you have added a child via My Family 
this information will already have been completed)



Add Child cont..

Click Add Child

If your selection 
from drop down 

menu list includes a 
house name, please 
ensure you manually 

copy this from the 
‘Building name’ field 

to ‘House Name’ 
field before 
continuing



Start the application

Start new 
Application



Which Local Authority do you live in?

• You should check you are using the 
right website to apply for a school 
place. PLEASE ONLY MAKE AN 
APPLICATION IF YOU HAVE A 
POSTCODE IN SUFFOLK

If your postcode 
is not a Suffolk 

postcode, please 
apply via your 

Local Authority



When is your child changing school?

•Please ensure that you have 
input your child’s DOB correctly, 
this will automatically bring up 

the correct transfer group

Click the Box



Add UID number if you have it

If you received a 
UID number in a 
letter from your 
child’s current 

school – insert here

If you do not have a 
UID number, please 
click here to move 

on



Your child’s details

Slide to 
select 

Next



Moving Home?

Next

If your moving date is 
in 2018 please 

manually enter using 
format 

dd-month-yyyy
(eg 01-January-2018)



Current School
If you created a child in ‘My Family’ their current school information 
should already be here. IMPORTANT – If your child is applying for a 
place in reception skip to ‘Your Preferences’

Search for your 
child’s current 

school

If your school is not listed change 
remove the School’s Postcode and 
change the Schools located in to your 
local authority

If 
correct, 
click to 
select



Confirm School

If your child is not in school please tell us in the box at the bottom

IMPORTANT – If your child is applying for a place in 
reception skip to ‘Your Preferences’

Next



Your Preferences

If your school is not listed my default remove 
the School’s Postcode and change the Schools 
located in to your local authority and enter 
part of the school name

Schools Located In

Search for 
your school

If 
correct, 
click to 
select



Sibling attending the school?

Click No or Yes

If Yes
Tell us about them



Tell us your Reasons

Next
Slide to 

highlight Yes 
as Blue



Special Reasons

If there are any special reasons to select, 
medical, social, military etc – choose the 

reasons relevant to the schools admissions 
oversubscription criteria

Next



Anything else we should know?

Next

Type in here

Your reasons must be relevant to the schools 
admissions oversubscription criteria. Please 
note there is a maximum of 3000 characters.



More Preferences

Next

Add more 
preferences

Your can add up to the maximum number of  
3 preferences, and we strongly recommend 
you add more than one



Submit Application

Read the 
Terms and 
conditions

• Offer by Email?
• Preview and check 

your application

Finally – ‘I declare’ and 
Submit Now



What next?
You will receive an 

email to your 
registered address 

confirming 
submission

Confirmation on 
Screen



What next?

You can return to the Citizen Portal and at any 
time change your application up until the 
closing date. Please ensure that you resubmit 
your application.


