
Parents’ Guide to Making an Online Application for a School Place 
 

All applications for school places should be made online. 
 
Parents and carers who have an e-mail address can access the online application facility through the following web 
page. Parents can access the internet at Shropshire Council Libraries or, if necessary, by visiting your local primary 
school:  

Go to https://next.shropshire.gov.uk/school-admissions/apply-to-start-or-transfer-school/ 
 

 
 
 
 

Choose whichever 
option is applicable. 
Then click on the 
green button “Apply 
Here?” 

 

https://next.shropshire.gov.uk/school-admissions/apply-to-start-or-transfer-school/


 
 

Registration 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 

Click ‘sign in or 
create an 
account’ 

Select ‘Create Account’ 

 



 
 

About You 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Then click ‘Create’ 

 

Enter all the required 
fields and create a 
password.  This must 
be made up of a 
capital letter, 
numbers, a special 
character for example 
@!? and be at least 12 
characters long.  

Click Add Address to 
input home address 
and click confirm 
selected once correct 
address is found. 

 



Go to your mailbox 
and you should 
receive an email that 
says: Parent Portal 
account verification. 
 
If not, please first 
check your spam/junk 
folder & if not 
received, click the ‘re-
send button’. 

 

 
 

What happens Next. 
 

 
 
 
 
 
 
 
  
 
  
 
 
 
 
 
 
 
 
 
 

Click or copy and paste the link into your 
web browser to verify your account. 

 

Once done, 
you will see 
this screen 
You can now 
sign in and 
make your 
application. 

 



Sign-In  

Your username will be 
your e-mail address. 

 
 

Log in 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select ‘School Admissions’ 

 



You will see that 
your details are 
already pre-
populated, all 
you’ll need to do 
is click ‘save and 
continue’ at the 
bottom of the 
screen: 

 

 
 
 

Start the Application 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are 8 stages to your application; you can track your progress using this bar. 
 



 
Your child’s details? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add your child’s details.  

Double check you enter your child’s correct 
dob. Otherwise, you will make an application 
for the wrong year group. 

 
Click 
‘new 
child’. 

 



 
 

Current School 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If your child attends a primary school outside of Shropshire, change the 
Local authority to that which the school is in before searching. 

Alternatively, keep Shropshire as local authority and type ‘out of area’ 
or ‘Independent school’ and type name of current school on next page 
in the box named -  Reason for Changing School. 

Click ‘confirm selected’. 



 

Select your child and click ‘next’ 

 
 

 
 
 

Select Round 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select the round you wish to apply for.  
The active rounds based on your child’s 
date of birth will be visible. 

 



 

Select the 
options 
applicable 
and click 
‘save and 
continue’  

 
 
 

Application Details 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting documents  
You can upload any documents to support your child’s looked after, 
adoption status or if you have a posting notice to Shropshire. 

 



 
Your Preferences 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search for your school and select once it appears. You have a maximum of three preferences, and you will need to tick the 
‘confirm’ box before continuing. 

PLEASE NOTE: If you wish to select a school outside of Shropshire, you will need to click the blue ‘advanced search’ button. 
Change the Local Authority from Shropshire to the authority the school comes under and enter part of the school name in the 

search. If you cannot see your school, please email school-admissions@shropshire.gov.uk & we shall investigate.  

 

 

Click ‘save and 
continue’  

mailto:school-admissions@shropshire.gov.uk


 

Select what reasons are applicable for each 
of your preferences, otherwise leave blank. 

The Parents’ Guide to Education in 
Shropshire contains the admissions criteria 
for each school. You can view this on the 
Shropshire Council website. 

 
 

Whether adding supporting documents or not, you will 
need to tick the ‘confirm’ box before moving on. 

 

 
 

Preference Reasons 
 
 
 
 
 
 
 
 
 
 

   
 
 
 
 
 
 

You can upload any documents you 
feel support your application.  These 
will be viewed by the Admission 
Authority and considered against 
their admissions criteria.  

 



Tick if there is an 
older sibling. 

Click ‘add new 
sibling’ or select 
from the list if 
previously added. 

 
 

 
 

Sibling attending the school?  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Add sibling’s 
details here 

and then 
save.  



Double check your 
application, expand 
the preferences to 
ensure you have 
added all the key 
information in 
order for you 
application to be 
processed.  

 
 

 

Read the terms and conditions disclaimer. 

A reminder that once you submit your application 
it cannot be changed.  

Tick to confirm when you have read and 
understood the disclaimer and that you have read 
the Parents’ Guide to Education booklet. 

 

Click ‘submit application’. 

 
 

 
Submit Application 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



From: <noreply@shropshire.gov.uk> 
Date: Fri, 24 Sep 2021 at 10:58 
Subject: Thank you for submitting your admissions application. 
To: <shellcarson86@gmail.com> 
 
Dear Parent / Guardian, 
This email confirms that you have submitted your child’s online admissions 
application. 
Application Details: 
Transfer To Secondary 2022/23 

• Preference 1: Belvidere School 
• Preference 2: Meole Brace School 
• Preference 3: Shrewsbury Academy 

 

Confirmation 
of your 
preferences 
will be 
emailed to 
you. 

 
 

Click the 
icon 
containing 
your 
initials. 

 
 

 
What Next?  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your application has been 
submitted. 

 

You can 
visit your 

account to 
check the 
status of 

your 
applications 
and details 
submitted.   

 

mailto:noreply@shropshire.gov.uk
mailto:shellcarson86@gmail.com


 
 
 
 
 
 
 You can view your 

submitted applications 
and update contact 
details from here.   
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