
How to make an In-Year Application 

Transferring your child to a different school during the 

school year. 

 

 

 

Click here to create an account or to log into an existing one. 

 

 

 



 

 

 

 



 

 

You should then receive an email to verify your account.   Please check your 

email inbox, spam and junk boxes. 

 

 

 

 

 

Once all the above has been completed. 

Sign in with your email address and password 



 

Once you have signed it will take you to the Account Management Page, 

please check the details and save.   

 



 

If you are making an application for the first time  

 

Click on applications  

 

  

 

Then click on Admissions 

i

 

If you have previously created children, they will show here, you will be 

available to view your previous applications. if not click the Start Application 

button.  

It will bring you back to the applicant’s details page, check details press save 

and then continue. 

 



At any point during the application process you can click on the numbers on 

the top and it will bring you back to that page. 

 

 

 

 

Select New Child  

 

 

 

 



 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Then fill out the application details. 

You will need to press the search for school button to add your childs current 

school. This will open another box – please see below  

  

 

 

 



 

 

 

 

 

Once you have selected your current school,  you can continue with your 

application. 



 

 

 

 



You can at this point attach your proofs. 

 

 

 



 

 

 

 

 

 

 

 

 

 



 

If you know the name of the school you want to apply for, type in the search 

box. 

You can also just press the advanced search button It will open another box 

and list all relevant schools. 

 

 

 

 

 

 

 

 

 

 

 



 

Select the schools you want to apply for.  Please note you can only apply for 

a MAXIMUN of Three Schools.  

 

 

 

   



 

 

You can use the arrows on the side to change the ranked order of your 

preferences.  

 

 

 

 

 

 

 

 

 

 



 

 



 

  

 

  



You will then see a full page summary of your application, please check. 

   

 

 



 

 

 

 



 

 

When you application has been submitted your can either click finish or start 

another application for a different child. 

 

You will receive the following confirmation email.  

 

 

Your application will then be queued to be downloaded. When your 

application is downloaded you will receive the following email. 



 

 

If there are any issues with your application, you will receive an email/phone 

call from the school admissions team.  You do not need to contact the school 

admissions team to confirm receipt. 

 

 

 

 

 

  


