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Before you apply, please read our website carefully so you understand how the admission process works 
https://www.leeds.gov.uk/schools-and-education/school-admissions/before-you-apply    

Applications started and any submitted 
show below your details under each 
child 

Add your child’s details using 
the green button to the right.  

You need to add each child 
separately  

Your details will show here  

Sign in or create a new account 

User name = your email address 

Follow the instructions if you need to 
reset your password   

The next screen 
summarises the child and 
the year group you are 
applying for.  

You can only apply in the 
correct chronological year 
group -  you need to 
contact the admission team 
if you are applying out of 
year group 

!!!!!You cannot tell us of any  change 
of address via the portal. You will 
need to email us with proof of 
address documents!!!!!  

Please see our website 
https://www.leeds.gov.uk/schools-
and-education/school-
admissions/making-changes-to-your-
application   

Add a new admission round 
application for each child here  

https://www.leeds.gov.uk/schools-and-education/school-admissions/before-you-apply
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School 1  

*** Tip ***   press the 
search button, entering no 
other criteria, and you will 
see  a list of schools from 
your child’s home address 
by straight line distance  

Answer each of the questions 
about the application  

 

!!! Remember to send us 
evidence if your child meets 
special criteria!!!  If you need to 
find out more about this go to:  
https://www.leeds.gov.uk/school
s-and-education/school-
admissions/check-if-you-need-to-
submit-extra-information  

 

The next page is a summary of 
your application  

The  next page lets you choose the schools you wish 
to preference –  you should include 5 schools.     

Please read the information on our website here 
https://www.leeds.gov.uk/schools-and-
education/school-admissions/before-you-apply  

https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/before-you-apply
https://www.leeds.gov.uk/schools-and-education/school-admissions/before-you-apply
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Next you’ll be asked for your reasons for applying.  
Please tick any boxes that apply  

!!! PLEASE NOTE!!!!    Not all schools offer exceptional 
needs only met at this school – check the admission 
policy on the schools own website to see if they do 
offer this.  

Also remember to send in the required extra evidence 
for the school to consider 

If you need to find out more about the extra 
information go to:  
https://www.leeds.gov.uk/schools-and-
education/school-admissions/check-if-you-need-to-
submit-extra-information  

If you are applying for a school that admits pupils 
under faith criteria, remember to send the school the 
Supplementary Information Form (SIF) to show you 
meet any religious criteria by the closing date.   

The SIF is on the school’s own website  

If you need to find out more about extra information  
go to  https://www.leeds.gov.uk/schools-and-
education/school-admissions/check-if-you-need-to-
submit-extra-information  

If your child has a sibling, you’ll be asked for their details:   

 !!!!Sibling definitions vary 
between schools!!!!   A 
sibling who lives elsewhere 
or who is currently at the 
school but will have left 
school by the time your child 
starts may not be included.   

Check that your child meets 
the sibling definition by 
reading the admission policy 
on the school’s own website 

https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
https://www.leeds.gov.uk/schools-and-education/school-admissions/check-if-you-need-to-submit-extra-information
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At this stage, the 
preferences will say 
Application Not 
Submitted 

Once you have added all 5 
preferences, you’ll see a summary of 
all your school application and 
preferences.  

You can move the school order up or 
down your ranked list by pressing the 
arrow button  

  

After you add each preference, you’ll be 
shown a summary of what you’ve told 
us.  
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To check if your application is submitted, on 
the home screen   you will see it shows as  

School name (Application Not Submitted) or  

School name (Application Submitted) 

 

If you need to edit your submitted application, 
you can do this is on the preference summary 
screen. If the preferences show as 
“application submitted” – press unsubmit.    If 
they show as anything else, you need to 
contact the admission team.  

Always remember to check you have 
resubmited your application.   

On the next screen, you must agree the 
disclaimer and them press the green 
submit button to send us the 
application 

Until you do this, your application is not 
submitted - once it is submitted you will 
see the below message  

 


