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User Guide to School Admissions 
Online Application 
 

This user guide provides illustrations of the various screens that you will need to go through to 

create an account on the Gloucestershire Family Portal and make an online application for Primary 

or Secondary school. 
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To register for a new Gloucestershire Family Portal account, click on the ‘register’ link 

This screen will guide you to enter the necessary information required for the registration 
process. (Useful tip: clicking into each box will display what you need to enter) 

 

Add 
your 

security 
details 

Security Details 
 

Email address - This will also be your username every time you sign into the 
portal. It must be your own email address and in use. A confirmation email will be 
sent as part of the registration process. 

 
Password - Ensure your password has a minimum of 10 and maximum of 128 
characters, contains a minimum of 2 numbers, 1 lower case character, 1 upper 
case character and 1 special character. 

Enter 
your 

contact 
details 

Enter your postcode 

IMPORTANT: after you have entered your postcode a drop down box will appear, please wait 
until the box has turned white before then selecting your address. If your address does not 

appear, an error message will appear 

Click the 
‘register’ 

link 

Registration 
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If you were unable to 
find your address 

leave the postcode 
box blank, click 

search then click this 
button 

You will 
then be able 

to enter 
your address 

manually 

Click ‘Submit Registration’ 

Enter 
phone 

numbers 

After submitting your registration, you will receive a confirmation email containing a link. You need 
to confirm your details by clicking the link in the email. 
 
IMPORTANT: if the email is not in your inbox, check your Junk Mail/Spam Mail folder 
 
By clicking the link, you will be taken back to the Family Portal where you will log in to start the 
application. 
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Enter your 
email address 
and password 
then click Login 

If you have forgotten your 
password, click this link 

Click on ‘School 
Places’ to start 
your application 

Your account 

Click on ‘My Account’ 
to make any changes to 
your (parent/carer) 
details e.g. contact 
details, password etc 
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Adding your child’s details 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Before starting your application, it is very important to read all the information. 
(The below School Places information is based on Secondary 2020 Transfer) 

If not, click 
‘Add Child’ 

Application process 

If you have already 
added children to your 

account, they will 
appear here 
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Enter your 
child’s 
details 

Select ‘Yes’ if you 
have parental 
responsibility 

Or if your child’s home address is different to what is shown, 
‘Click to add new address’ 

 

Click on 
the 

address 
shown, if 
correct 

IMPORTANT: please wait a for a drop down 
box to appear, wait until the box turns white 

and then you may select the address 

Enter the 
correct 

postcode 
and click 
search 

Your child’s details will now show near the bottom of the School Places page. 
 
(You can repeat this process to add another child if you need to make 
multiple applications) 
 
Please note: Once you have added your child’s details any amendments or 

updates to your child’s details can only be made via ‘My Family’ on the 

Home page. 

Click ‘Add Child’ to 

continue 

Add your child’s details 
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Click ‘Start new application’  

Please make sure your child’s details are correct before starting your application 

If you don’t see a ‘Transfer Group’ box (example below) you may be too late, your 
child’s date of birth is out of range or the date of birth has been entered incorrectly 
when setting the child up.  
 
Any amendments or updates to your child’s details can only be made via ‘My Family’ on 
the Home page. 

Select 
the 

relevant 
box 

Starting the application 
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Your preferred schools  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

Check the 
address 
before 

continuing 

If you are a 
service 
family, 
please read 
and tick if 
appropriate  

Click ‘Next’ 

If you are 
moving, 

enter the 
details 
here 

Read and 
tick if 

applicable 

Click ‘Next’ 

Additional Details 
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Select 
the 

relevant 
school 

displayed 
in the 

list 

Click ‘Next’ 

Not able to find your child’s current 
school? 

Type the full school name into this 
box 

Click ‘Next’ 

Check the 
details 

are 
correct 

Type in a 
postcode 
or school 

name 
and 

‘search’ 

Your child’s current school/pre-school 
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Adding your school preferences 

Important: please read the information on the Preference School Search page before selecting 
your schools 

Enter 
the 

school 
name 
and 

search 

Click on ‘select 
school’ to move 
onto the next 

page 
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Check details 
and click 
‘Next’ 

Enter 
sibling 
details 

Click ‘Next’ 

Click ‘Next’ Tick if applicable 

Reasons for your preference 
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Tick if 
applicable 
and click 
‘Next’ 

Enter 
anything 
else we 
should 
know in 
this box 

Click ‘Next’ 

Important: if your preferred school does not have sibling/medical etc in their criteria, you may 
not be presented with the Preference Reasons page and instead you will go straight to the Other 

Reasons page 
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Use the arrows to 
re-order 

preferences if 
necessary 

Click to ‘Add a 
new preferred 

school’ 

Repeat the process of selecting the school and adding reasons (where applicable) and list all 
of your preferred schools 

When all 
preferred 
schools 

have been 
selected 

and 
ranked, 

click 
‘Next’ 

Use the upload point to upload applicable documents for your application e.g. adoption 
documents or proof of address 

IMPORTANT: 
please do not 
upload any 
faith/medical 
supporting 
documents 
here as these 
need to be 
sent directly to 
the school 

Adding more schools 
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Important:  
Read all 

statements 
before 

completing 
your 

application 

Before submitting the application it is important to ‘Preview’ the details you have provided and 
that you read ALL information including: ‘Terms and Conditions’ and ‘Data Protection’.  
 
When satisfied that the child’s details, your preferred schools and any supporting information are 
correct, then you are ready to ‘Submit’ your application.  

You can click ‘Return 
Later’ if you are not 
ready to submit your 

application yet 

Click 
‘Submit 
Now’ if 

application 
is complete 

Tick to confirm 
that all 

information is 
correct and 

that you agree 
to the terms 

and conditions 
set out above 

Click 
‘Preview’ to 
check your 
application 

Submitting your application 
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You will also receive a confirmation email listing your school preferences, such as below: 
 

After ‘Submitting’ your application you can still make changes to it until 

the closing date for the Admissions round appropriate to the age of your 

child. 
 
Please note: The closing dates are different for Primary and Secondary Admissions 

After clicking ‘Submit Now’, you will get a confirmation message such as below: 
 

Confirmation of your submitted application 
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You can make changes to your child’s details such as, date of birth via ‘My Family’ on the Home 
page and you can make changes to your details under ‘My Account’ also on the Home page. 
 

If you wish to make changes to your submitted application, such as current school, 

preferred schools, order of preference etc. this must be done before the closing date 

of applications and you must re-submit your application. 
 

To make changes to your submitted application, on the homepage select ‘School Places’ 

IMPORTANT: You must remember to ‘RE-SUBMIT’ after you have made 

changes to the application. 

Click ‘Submit Now’ 

Click ‘Change 
application’ to 

make any 
changes 

Click ‘Continue’ 
to make changes 

Making changes to your submitted application 


