
Parents’ Guide to Admissions 

A Guide to using the Citizen Portal for 
Leicestershire Parents 

Some of the pages on the Leicestershire Portal may have slightly 
different wording from this general guide. However the basic processes 

outlined in this guide still apply. You should read each page of the 
Leicestershire Portal as you make your application to make sure you are 

not missing any local advice or requirements. 



Your Home Page 

•If you have more than one child you 
only need one account 

Click School 
Places 



Adding an Application 

Click Add Child •If you already have children added via 
another service or My Family they will 
be shown here  



Add your child 

Enter your 
child’s legal 

names, 
gender and 

date of Birth 

Relationship 

Confirm they live 
with you or click 
in the box below 

to add their 
address 



Add Child cont.. 

Click Add Child 



Start the application 

Make new 
Application 



Which Local Authority do you live in? 

• You should check you are using the 
right website to apply for a school 
place 



When is your child changing school? 

•You may see two tiles, one for First 
Time Admissions or for  Transfer to 
Secondary School and one to Change 
School immediately. Click the relevant 
tile. 

Click the Tile 



If you have a UID? 

Enter your UID 
 

Then press Next  

Or  
No UID 



Your child’s details? 

Slide to 
select  

Next 



Moving Home? 

Next 



Current School 
•IMPORTANT – If your child is applying for a place in Reception skip 
to ‘Your Preferences’ 
•If you used a UID you will skip this page 

Search for your 
child’s current 

school 

You can search for the school using 
either the school name or postcode.  
You can also filter by Local Authority. 

Select 



Confirm School 

If your child is not in school please tell us in the box at the bottom 

IMPORTANT – If your child is applying for a place in 
Reception skip to ‘Your Preferences’ 

Next 



Your Preferences 

If your school is not listed remove the 
Postcode and change the Schools located in 
to your local authority and enter part of the 
school name 

Schools Located In 

Search for 
your school 

Select 



Sibling attending the school? 

Click No or Yes 

If Yes 
Tell us about them 



Tell us your Reasons 

Next 
Slide to 

highlight Yes 
as Blue 



Anything else we should know? 

Next 

Type in here 

Your reasons must be relevant to the school’s 
admissions oversubscription criteria 



More Preferences 

Next 

Add more 
preferences 

You can state a preference for up to 3 schools.  
We recommend you include your catchment 
school as one of your preferences. 



Submit Application 

Read the 
Terms and 
Conditions 

• Offer by Email? 
• Preview and check 

your application 
 
Finally – ‘I declare’ and 
Submit Now 



What next? 

Email 

Confirmation on 
Screen 



What next? 

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



FAQ’s 

• Can I use the same account to make more 
than one application (e.g. applications for 
twins or siblings in different year groups) 
– You are able to apply for twins, triplets etc. using the online admissions 

system but MUST ensure that you submit a separate application for each 
child.  

 


