
 
 
 
Completing an online application for school admissions with the 
City and County of Swansea 
 
 

Important 
Before completing an online application you are strongly advised to read the 
‘Information to Parents Booklet’ issued to parents in September. 
 

 
 
 
Please Note 
Please do not use the Back and Forward buttons at the top of the window on your 
web browser. Information you have completed may be lost if you use these buttons. 
Instead use the back and continue buttons at the bottom of the webpage. 
 
If you are editing an existing application or you make changes to an 
application after you have submitted it, you must RE-SUBMIT your application 
before the closing date. 
 
Guidance on how to edit your existing application can be found at the end of this 
Document. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Completing a New Application 
 
After logging in you will be shown the Admissions Online Home Page. 
 
1. To begin your application for a school place select School Places.  If you 
have more than one child you will only need one account. 
 

 
 
2. You should now see the School Places home page which is shown below.  If 
you already have children added via another service or the My Family icon they will 
be shown here, or, to begin a new application click on the Add Child button.   
 
If you have more than one child, you will need to complete a separate application for 
each child. You can return to this page at any time and add further applications.     

 
 
 
 
 
 
 
 

Click on School 
Places 

My 
Family 



 
 

3. On the Add Child screen you will need to enter your child’s legal names, 
gender, date of birth and relationship to the child.  You can then either click on the 
address shown to confirm that they live with you or click in the box below to add a 
new address. 

 

 
 
4. Once all the information has been entered click Add child to confirm the 
details and you will be taken back to the school places home page. 
 

Click Add 
Child 

Click Add 
Child 
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5. Your child should now appear on the School Places home page.  You can 
start a new application by clicking on Start new application or if you need to add 
more children click again on Add Child and repeat the process above.  
 
Make an Application 
 
6. On clicking Start new application you are taken to the Select a Transfer 
Group page.  If a Transfer Group does not appear you may be too late to apply or 
your child’s date of birth is out of range – either way please contact Admissions.  
Select the school place you wish to apply for and then the next screen to be 
displayed varies depending on the option that you selected:   
 

 
 

Start new 
application 

Click 
the box 

Mid Year Transfer 



If you selected Change school immediately/in near future, the In Year Transfer 
page is displayed. 

 
 

i. Select a reason from the reason for wanting to change school field.  
ii. Enter the date that you would like your child to start at the new school and 

then click the Confirm button. The database will check to see which school 
year the child would be eligible for at the new school.  

iii. Click the Next button to display the Find Child screen.  
 
If you selected an option other than Change school immediately/in near future, 
the Find Child screen is displayed, shown below.  
 
7. On the Additional Childs Details page complete all the questions and click 
next.  Move the slider to select.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Move the slider to select. 



8. On the Address Details page the current address shown is one that has 
previously been indicated by you.  
 

 
 
If this is not correct this must be updated by using the My Family tile located on the 
Admissions Online Home Page. 
 

 
 

9. If you are moving home before your child starts in the school they are 
applying for you will need to complete the Moving Home? section of this page. 
 

 
 

10. If the child is a member of a service or Crown Servant family who are moving 
to the area, you will need to move the appropriate slider to Yes, shown above.  Click 
the Next button to display the Child’s Current School page. 
 

My 
Family 

Move the slider to select. 



11. The layout of the Child’s Current School page changes depending on 
whether there is already a current school on record for the child.  
 

 
 

The following image shows what the screen looks like when there is a school on 
record. 
 

 
 

 
If the child’s current school is correct, click the Next button to display the Preference 
School Search page. 
 
12. If you wish to change the child’s current school, click the Change Current 
School button to remove that school from the application, then do the following to 
select a new school.    
 
13. If there is no school on record (either because you clicked the Change 
Current School button or because there was never a school held in the database): 
  

i. Enter search criteria into the fields in the Find a School section and then click 
the Search button to display a list of schools that match those criteria.  

 



 
 

ii. Click on a school to select it. 
iii. Click the Next button to display the Preference School Search page. 

 
Please note:  If you are applying for a place in a Secondary School (Year 7-11) you 
must also submit a Headteacher section which is completed by the Headteacher of 
your child’s current school.  It is a parent’s responsibility to download and arrange for 
the completion and return of this form.  The application will not be returned until the 
Headteacher section is returned. 
 

 
 
NOTE: If you cannot find the child’s current school in the search you can enter the 
name of the school manually into the Currently educated at field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select and 
click Next. 



14. Select a preference school.   
 

 
 

i. Enter search criteria into the fields in the Find a School section and then click 
the Search button to display a list of schools that match those criteria.  

ii. IMPORTANT!  If searching for schools by postcode, you must add the 
postcode of the school, not your own.  If your school is not listed in the 
postcode search remove the Postcode and change the Schools located in 
to your local authority and enter part of the school name. 

iii. Click on a school to select it.  The Preference Reasons: Sibling page is 
displayed. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Search 

Schools located in. 



15. If the child will have a sibling attending the selected school or a partner school 
at their start date, click the Yes button to display the Sibling Details screen. 
 

 
 

i. Enter the sibling’s name and address details and then click the Next button to 
display the Sibling’s School page.  
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ii. If the sibling attends a different school to the preference school shown, click 
the Find School button and use the search fields to select the relevant 
school.  

 

 
 

iii. Click on a school to select it and then click the next button to display the 
Preference Reasons page. 

 
16. If the child will not have a sibling attending the selected school or a partner 
school at their start date, click the No button to display the Preference Reasons 
page shown below.  
 

 
 
 
 
 
 
 
 
 
 

Select a 
school. 

Move the slider to select. 



Select the reasons that you wish your child to attend the selected preference school 
using the toggle buttons and then click the Next button.  
 

 
 
17. Enter any other reasons you may have to support your application into the 
Other Reasons free text field and then click the Next button to display the Your 
Preferred Schools page.  Schools you have selected will appear in the Your 
Preferred Schools list.    
 

 
 

If you wish to: 
 

i. Add further preferences, click the Add a new preferred school button and 
then repeat steps 15-18.  You can select up to a maximum of three schools.  

ii. Edit the preference reasons given for a particular school, click the Edit button.  
iii. Delete a preference altogether, click the Remove button.  

 
 
 
 
 
 
 
 
 

Add more 
preferences. 

Edit or 
remove. 



18. Otherwise, click the Next button to display the Application Summary page.  
There are a few more actions to take before the application can be submitted.   
 

 
 

i. Please read the Terms and Conditions and Data Protection Policy.  There is a 
declaration at the bottom of the page to indicate that you have done so. 

ii. Please indicate if you would like to receive your offer of a school place via 
email. 

iii. Preview and check your application by clicking on the button shown below. 
 

 
 

19. Set the Submit Your Application toggle to Yes and then click the Submit 
Now button to submit your application and display a confirmation screen.  
 

 
  

Offer by 
Email? 

Preview and check your application. 

Declare and Submit. 
 



You will also be sent confirmation of your application for a school place by e-mail, as 
shown below. 
 
 

 
 
20. Alternatively, click the Return Later button to save your application for later 
but you must submit your application before the closing date. 
 
21.  To return to a previously-created application, return to the Admissions 
Online Home Page and click on School Places.  You can then click the Continue 
Application link under the child’s name if the application has not been submitted, or 
Change Application if it has. 
 

 
 

You can return to the Citizen Portal and at any time change your application up until 
the closing date. 


