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

purposes only



Registration

Click register

Add your 
details



Where do you live

If you can’t find your 
address, or you don’t know 
the postcode, click on the 

‘not able to find your 
address?’ button to enter 

address manually

If you know your 
postcode, enter it 
here, then click on 
Search. Find your 

address from the list 
and click on your 

address within that 
list to populate



Give us your contact details

Enter a 
telephone 

number that 
we can use to 
contact you 

during normal 
working hours

When all 
required fields 
are completed, 
click on ‘Submit 

Registration’



What happens Next

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

Click on the 
link within 
your email

You get an 
Email 



Log in

Type in 
your Email 

address 
and 

Password

If you have forgotten your password 
click on the ‘Forgotten your 

password?’ link. If your email has 
changed since you registered – you will 

have to register again.
YOU CAN ONLY CLICK ON THE LOGIN 

BUTTON IF YOU HAVE ALREADY 
REGISTERED

Click on 
the 

Login 
button



Your Home Page

IMPORTANT: 
You only need one account even if you 
have more than one child.

Add a child and 
make an 

application using 
the ‘School Places’ 

tile.

Use the ‘My 
Family’ tile to 

check your 
own details 

are correct. If 
you need to 
change any 
details, for 
example to  
update your  
address, you 

will need to go 
into ‘My 

account’ at 
the top right 

of the screen.



We recommend adding a 
child through the ‘School 
Places’ tile, rather than 

here.

My Family

Check your details and make any 
changes using ‘My Account’. This is very 
important if you have registered on the 

Citizen Portal previously and have 
moved address since.



Making an application

Click on the ‘School Places’ 
tile to make an application

If you have more than one child you 
only need one account but you will 

need to make a separate application 
for each child.



Adding an Application

If not click
Add Child

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



Click ‘Start New Application’ to apply for a 
school place

If you have added children via another 
service (example)



Enter your child’s 
legal names as 
they appear on 

their birth 
certificate

Confirm they live 
with you by 
clicking on 

existing address 
or click in the box 

below to add a 
different address

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



Add Child (continued)

Once you’ve completed all the 
‘required fields’ click ‘Add Child to 

save these details



Start the application

Click ‘Start New Application’ to 
apply for a school place



Which Local Authority do you live in?
You should check you are applying to your home authority. 
PLEASE ONLY MAKE AN APPLICATION IF YOU HAVE A POSTCODE IN SUFFOLK.
Enter your child’s postcode and click on ‘Check now’.

If your postcode is not a Suffolk 
postcode, please apply via your 
home Local Authority. If you are 

moving to Suffolk, please visit our 
website 

www.suffolk.gov.uk/admissions for 
further information.

http://www.suffolk.gov.uk/admissions


When is your child changing school?

• Please ensure that you have input your child’s DOB correctly as this will 
automatically bring up the correct transfer group

Click on the box to select 
the transfer group

DATE OF BIRTH TRANSFER GROUP

01/09/2019– 31/08/2020 Reception Entry starting September 2024

01/09/2016 – 31/08/2017 Transferring from Infant to Junior School

01/09/2012 – 31/08/2013 Transferring from Primary to Secondary School



Once you’ve ticked the boxes that 
apply, or if none of these apply to your 
child leave the boxes blank, and click 

on ‘Next’

Your child’s details

Tick the 
box/boxes 
that apply



Your child’s address details

It’s important that you provide us with your child’s correct address.

If you are moving house – please read the information carefully and 
send us evidence of your house move by the relevant dates provided.

If you have completed all the relevant information about your house 
move and when it will take place, or you are not moving and this 

doesn’t apply to you, click ‘Next’ to continue.



If you added a child via another service their current school information should 
already be here. IMPORTANT – If you are applying for a place in the Reception Year, 
this page will not be displayed and does not affect your application.

Current School

Search for your child’s 
current school (we 

recommend searching 
by school name only)

A list of 
schools 

will 
appear. 
Click on 
‘select 

school’ to 
select the 

correct 
school.



Confirm School

If your child is not in a school and is, for example, being Electively Home 
Educated, or the school is not listed please tell us in the box at the bottom 
of this page.

IMPORTANT – If you are applying for a place in the 
Reception Year, this page will not be displayed and does 
not affect your application.

Next



Your Preferences

Search for the 
school you wish to 

apply for (we 
recommend 
searching by 

school name only)

IMPORTANT Please remember to click on 
‘select school’ next to your preferred school, 
even if only one school is returned in the list. 
You will not be able to progress with the 
application if this is not done.



Sibling attending the school?

If you have ticked the 
box, tell us about your 

other children attending 
this school. 

Tick this 
box if you 

have other 
children 

attending 
the school 
and then 

click 
‘Next’

If you don’t have any 
other children attending 

this school, click next



Tell us your Reasons

Click on ‘Next’ 
to continue

Tick all of 
the boxes 
that apply 
to you and 

the 
reasons for 

applying 
for a place 

at this 
school. If 

none 
apply, 

leave all 
boxes 
blank.



Anything else we should know?

You can add your reasons here, but you don’t have 
to.  Admission authorities can only take reasons into 
account if they have a direct bearing on how your 
application is ranked against the relevant published 
oversubscription criteria. Please note there is a 
maximum of 3000 characters.

Type in here

Click on ‘Next’ 
to continue



More Preferences

Click on ‘Next’ if you 
have finished adding 

your preferences

Add more 
preferencesIMPORTANT: You can add up to three preferences, 

and we strongly recommend you add more than 
one. Your school preferences and the order you put 
them on your admissions application could affect 
your child’s eligibility for SCC funded school travel. 
We would only provide SCC funded school travel to 
your child’s Catchment Area School if it is the 
nearest suitable school to their home that would 
have had a place available for them. Full details can 
be found at 
www.suffolkonboard.com/schooltravel. 

http://www.suffolkonboard.com/schooltravel


Submit Application

This gives 
details of how 
we will store 

and share 
your data

It’s important 
that you read 

and understand 
the Terms and 

conditions



Submit application

Your School 
place offer 
will be sent 
via email 
unless you 
untick this 
box.

Preview 
and check 
your 
application

Finally – ‘I 
confirm’ 
and 
‘Submit’ or 
‘Return 
later’ 



What next?

You will receive an 
email to your 

registered email 
address confirming 

submission

Confirmation on 
Screen



What next?
You can return to the Citizen Portal and 
change your application up until midnight on 
the relevant closing date by clicking on the 
‘School Places’ tile. Please ensure that you 
resubmit your application after making 
changes.

Once you’ve submitted your 
application you can make 

changes by clicking on ‘Change 
application’.

If you want to view your 
application, once you’ve 

submitted it but do not wish to 
make changes, click on ‘View 

application’.


