
 
 
 
 
 
 
 
 

How to apply online 
 
If you complete an online application, you do not need to submit a paper application. You will 
receive an email acknowledging that North Somerset Council has received your online application 
safely. This email is your proof that you have made your application. In the unlikely event that you 
do not get an acknowledgement, please contact the School Admission Team for further advice. 
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Register an account 
 

 
 
 
 
 

 
 
 

If you haven’t used 
the Portal before, 
you will need to 

register.  

Complete the registration 
form with your details 

and click ‘submit’.  
 

If you live at a different 
address to your child, put 

your address here this 
section. 
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You will receive a registration 
email. Click on the link to 
complete the registration. 

 
 
 
Log in 
 

You can log in once you have registered. 
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Once logged in click 
on ‘School places’. 

 
 
Adding a child to your account 
 

If your child has an 
EHCP DO NOT apply 
through the portal. 

Read all the 
information 

before you begin. 

If you already added 
your child, they will 

show in this section. 
Otherwise, click on 

‘Add child’. 
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Complete the form and click on 
‘Add child’ when finished. 

• Use all your child’s legal names. 
• If you live at a different address to 

your child, put your child’s address 
in this section. 

• You must have Parental 
Responsibility in order to apply. 

 

 
 
Making an application 
 

Click on ‘Start new application’.  
If you already have an application, there 
will be additional options here, such as 

‘continue’ or ‘change application’. 
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Select a transfer group 
 

 Select the relevant application phase. 
• Starting school – if your child is starting reception in September. 
• Junior transfer – if your child is transferring from an infant to a junior school. 
• First to middle transfer – if your child is transferring from a first to a middle school. 
• Secondary transfer – if your child is transferring from a primary or junior school to 

a secondary school. 
• Middle to upper transfer – if your child is transferring from a middle to an upper 

school. 
• Changing schools during the school year - everything else. 

 

 
 
 
 
 
 
 
 
 
 
 
Additional child’s details 
 

 
Complete any relevant sections and click on ‘Next’. 
• If your child has an EHCP DO NOT apply through 

the portal. 
• As an example, a foster child is a ‘child in care’. 
• As an example, a ‘child previously in care’ was 

adopted or has a special guardianship order. 
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Address details 

Make sure your child’s 
address is where they 

actually live. Click on the 
link to ‘My family’ to edit 

your child’s details if 
needed.  

 
Moving house? 

Complete this section if your child is 
moving address. Submit the required 

proof of address by uploading it 
towards the end of this application. 

 

Tick if relevant. 
 Click on ‘Next’ 

when ready. 
 

 
 
 
 
Current school 

Complete this section if 
you wish to update your 
child’s current school.  

 

Click on ‘Next’ 
when ready. 
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Preference school search 

Search for the school you wish to 
apply for as your first preference. You 
can add up to three preferences, add 

them one at a time.  
• Tip: to find all the relevant schools in 

North Somerset, set ‘Schools located 
in’ to North Somerset, from the drop 
down menu and click on ‘Search’. 

  
 
 

Once you have found the 
school you wish to apply for, 

click on ‘Select school.’ 
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Preference reasons: Sibling 

Tick this section if your 
child has a sibling at the 

school you are applying for. 
 

Click ‘Next’ 
when ready. 

 
 

 
 
 
Sibling details 

Add the sibling’s details here.  
• Use their legal names. 
• Make sure their address is correct. 

 

Click ‘Next’ 
when ready. 

  
 
Sibling school 

Update if needed. 
 

Click ‘Next‘ 
when ready. 
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Preference reasons 

This section reflects 
each school’s 

oversubscription  
criteria. 

 

Select any relevant option(s) 
for this school. 

 
Click ‘Next’ 
when ready. 

 

 

 
 
 
 
 
 
Other reasons 

You can let us know any other information or 
reasons for your preference, but only the 

school’s oversubscription criteria can be used 
for allocating places. Any information given 

that falls outside of the school’s 
oversubscription criteria cannot be considered. 

 

Click ‘Next’ 
when ready. 
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Your Preferred Schools 

You have added your 
first preference school 

to the application.  
 

Add any further preference 
schools at this point.  

 

 

Click ‘Next’ 
when ready. 

 

 
 
 
 
 
 
 
Supporting evidence 

Click ‘Next’ 
when ready. 

 

 
  

Supporting evidence can be uploaded with 
your application, for example: 
• adoption certificate / special guardianship order. 
• year delay agreements  
• proof of address if you / your child is moving 

home. 
• any other evidence that is required within the 

school’s oversubscription criteria. You must 
send any Supplementary Information Forms 
directly to the school and not to the Council 
through this application. 
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Summary and submit 

Read the Terms and 
Conditions. 

 

Read the Data 
Protection Statement. 

 

 

Tick to confirm that you 
understand the outcome 
will be emailed to you. 

 

You can preview your 
application before you 

submit it. 
 

Read and tick the 
declaration. 

 

Submit the application or 
return later. Unsubmitted 
applications will not be 

processed. 

 
 

 

 

 

 

 

 

You can make changes to your application (until 23:59 on the National Closing Date for 
bulk applications), but make sure you press ‘Resubmit’ You will receive an email to 

confirm it has been resubmitted. 
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You will see this confirmation 
and receive an automated 

confirmation email. 

 
 
 
 
 
 
How to update your information 
 

Log in and click 
on ‘My account’. 

 
 
 
 

Don’t forget to 
save any changes 
you have made. 

You can update your information. 
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How to update your child’s information 
 

Log in and click 
on ‘My family’. 

 
 
 
 

Click on ‘Edit child details’. 
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You can update your 
child’s information. 

Don’t forget to 
save any changes 
you have made. 
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