[image: ]


Parents’ Guide
Applying for a school place online




Online Admissions
Before starting your application, please make sure you have the following to hand:
· Your Home Postcode
· If you are going to apply for a Catholic School, you will need to supply the baptismal certificate direct to the school. If you do not have this information speak to the parish priest or to the school direct. Please note: If your child is not baptised you will be considered under a lower admissions criteria.
· Your Council Tax customer reference number
· Have read the ‘Making a realistic application’ section of the admissions website/2023 booklet
· Somewhere to make note of the email and password you use to create an account
To log into the Coventry Education Services Portal page, please click this link or copy and paste the address into your browser: https://emsonline.lea.coventry.sch.uk/CitizenPortal_LIVE/en
Registration
If you are accessing the Education Services portal for the first time you will need to register to create an account. Please select the register button as below to get you started, you will then see the following screen;
[image: ]Click on register an account


[image: ]  Complete your security and personal details and select submit at the bottom of the page

Once you have submitted this registration form you will receive a verification email (please allow 10 minutes for this to be received).  This email will contain a link verifying your account and will take you back to the log in page to complete the process and complete your application for a school place in September.

Once you have followed the link from your email this is the page you will see. You can now log in as you will already be registered. Please use the same email and password you have created for this account.

[image: ]
Select the sign in button to enter the account 
HOME PAGE
To apply for a school place select the School Places Blue button
[image: ]

Important Information
You will see this page. Please ensure that you read this page before starting your application. This page contains details on the application process. 
[image: ]
There is a button at the bottom of the page to add a child. [image: ]
Adding a child
Please input your child’s details, include your relationship with them. To proceed to the next page, you will also need to click on the address. 
[image: ]
If you are applying for multiple children you will need to complete this for each child. 

ADDING AN APPLICATION
For each child, there will be blue box with their name.
[image: ]
Click on start new application then click on the blue box that appears showing the relevant transfer group. 
[image: ]
Additional Child Details
[image: ]
Please input any details if your child has an Education, Health & Care Plan (EHCP) or has been looked after. The Council tax information is not mandatory but would be useful.



Moving To A New House
If you are moving to a new house during the admissions process this is your opportunity to tell school admissions. It is your responsibility to inform school admissions once you have moved to your new address. [image: ]


Additional Questions
School Admissions can only communicate, to the individual who is making the application, this screen is the opportunity to nominate another person (Spouse, parent, guardian, social worker) who may wish to contact school admissions also.
[image: ]
Current School
If you are applying for a Reception School place, this field is not mandatory, however if you are applying for a Year 7 Secondary School place, you cannot proceed without inputting the Primary school your child is currently attending. 
[image: ]
You can narrow down your search to the current school by selecting the Local Authority the school is in.
Choosing your Preference Schools
It is important you read the information on this page. This will provide details on the school preferences being made.
[image: ]
You can narrow down your search to the current school by selecting the Local Authority the school is in.
[image: ]
Preference Schools
The following pages will be dependant upon which school you put down as a preference. For example, if you are applying for a Catholic school, you will be asked to confirm your faith, if any siblings attend the school, if your child attends a feeder school, or if you are a member of staff at the school. However, if applying for Sidney Stringer, you will be asked to confirm if any siblings attend the school, or if you are a member of staff. 
[image: ]
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Other Reasons 
Only you have completed the details required by each school, there is a free text box, allowing you the opportunity to put in any other relevant details that you feel may be important in coordination with the schools admissions policy. Please note any information not relevant to the school’s admissions arrangements will be discounted.
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When you click the next button, you will be shown the school you have placed as a preference. To add more schools, click the add preferred school button and follow the same process as on previous page. Coventry City Council advise you place 3 schools as preference, with 1 being your catchment school. Details on how to find your catchment school are here. www.coventry.gov.uk/catchmentareas
[image: ]
Once you have completed 3 preferences your application will look like this and the add preferred school’s button will be greyed out. 
[image: ]
When you click the next button, you will be shown the final page for submitting your application. This includes the terms and conditions, the privacy notice, and how you would like to receive your school offer. Please note the default is via email. Please use this opportunity to also preview your application and confirm all the information is correct before submission. 
[image: ]
Once you have clicked on submit you will receive an email confirmation with your school choices. If there is any school choices/preference missing please edit your application to add further preferences on your application. Please do not forget to re-submit any changes made to the online application.
[image: ]




What Happens Next?
You can return to the Coventry Education Services Portal and at any time and change your application up until the closing date. Please do not forget to re-submit any changes made to the online application.
· For Secondary/Year 10 places the closing date is 31st October.
· For Primary/Junior places the closing date is 15th January.

An email will be sent on the dates below informing you of the decision that has been made on your application.  You will also be able to log into your portal account to view the outcome.  
· For Secondary/Year 10 places the national offer date is 1st March*.
· For Primary/Junior places the national offer date is 16th April*. 

*Or the next working day





Useful Links
Please ensure you read the following
· Ensure that you include 3 different preferences on your application – There is no advantage in listing fewer than three schools or including the same school more than once; in fact, by not including 3 realistic preferences, it could result in your child being allocated a school some distance away
· You must include your catchment area school if you want to apply for a place at that school as there is no guarantee you will get this later in the process.  Information regarding the catchment area for your address can be found at www.coventry.gov.uk/catchmentareas
· Look at the oversubscription criteria for your preferred schools to work out which priority would be given to your application.  Policy details can be found by school.
· Compare your priority and distance with how places have been offered in previous years this will give you an indication of how successful your application might be. There are further details on how places were allocated for each individual school in the Primary and Secondary Admissions 2023 booklet.
· The School Admissions Team are always available to help if you have not been through this process before or need some expert advice or call 02476975445
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Online Admissions

Before starting your application, please make sure you have the following to hand:

* Your Home Postcode

* If you are going to apply for a Catholic School, you will need to supply the
baptismal certificate direct to the school. If you do not have this information
speak to the parish priest or to the school direct. Please nete: If your child is not
baptised you will be considered under a lower admissions criteria.

* Your Council Tax customer reference number

o Have read the ‘Making a realistic application’ section of the admissions
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# Home & Signin  (# Register "B Cymraeg

Register an account

‘You need to first register with us in order to apply for a School Place or for 2 year old funding for your child(ren). This screen will guide you to enter the necessary information required
for registration process. Please hover the mouse over each field to see what information you will need to enter for this purpose. Please note if you are registering via a mobile
device or tablet you are required to input your full address into the 'Find Address' field and then search from the addresses listed. However, if you are applying via a
computer/laptop/desktop entering your postcode should bring back your address.

* Required fields are marked with a red asterisk

Email address * |

Confirm email address *

f—

Title * Please select v
Forename *
Surname -

Gender - Please select v

If you need help with your address, use the Post Office’s Postcode Finder.

Provide a phone number where you can be contacted during normal office hours, if necessary

Home phone number
Mobile phone number

Work phone number
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Welcome to the Coventry Education Services Portal

- You can apply for a school place by using the button below.

- If you have a child who is two years old or nearly two, you could be eligible for support with childcare
funding. Use the 'funded early education for two year olds' button below to apply for a two year old
funding code.

- For more information about EHC assessments click on the EHC Assessment and Review button.

If you require further information, please use the Contact us link at the bottom of this page.

& &~ -
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My family
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For help on completing an online application, please download our userguide

Coventry Gity Council would like to take the opportunity to advise parents applying for Secondary School places in September 2023 that this is an extremely high
birth year and competition for places will be high. We strongly recommend you include 3 preferences in your application, 1 being your catchment area school. For
Primary School Applications, although the birth year is lower, we still advise you to put 3 preferences, 1 being your catchment area school.

To find your catchment area school - please go to the following link - https:/www.coventry.gov.ukicatchmentareas Alternatively,please contact School
Admissions on 02476 975445

Before starting your application, please make sure you have the following to hand
« Your home postcode

« I applying for a place at a Catholic school, your child's place and date of Baptism

1f you are making a new application for admission to Primary, Junior, Secondary or Year 10 school please select:
*Add child’.

If you have already started or submitted an application, please select:
‘Change application’ or 'View application’

‘You may continue to edit and re-submit your application until the following dates:
« for admission to Primary or Junior school in September 2023 until midnight on 15th January 2023

« for admission to Secondary or Year 10 School in September 2023 until midnight on 31st October 2022. Please note if you are applying for WMG Young
Engineers Academy Coventry or WG Young Engineers Academy Solihull then you need to apply through S Metropolitan Borough

ull. gov.uk/Enrol/. If you wish to apply for Aston University Engineering Academy or Birmingham
Ormiston Academy please apply directly through the school website.

« IMPORTANT! If you go into ‘change application’ for any reason even if you make no changes, it is essential that you re-submit otherwise your application
will not be considered




image7.png
oord | Smart... [} hitp tprint requ @ DiESignin || Education Capita . a » Reading lst

31/08/11
Last updated 27/08/2021 12:10
Preference 1: President Kennedy
School

Submission closing date
31/10/2021 23:59

School place offer published here

Actions
« Continue application
« Start new application

Make a new application

Can apply now

Shrek Shrek
Date of birth: 27/01/1993

School place offer published here

Actions
« Start new application

Add child

About  Contactus  Termsand conditions  Accessi Privacy notice  Cookies policy
Copyright © 2007-2021 Capita Business Services Limited. All rights reserved.

P Type here to search




image8.png
P Type here to search

Raising Re.

# Home  Applications ~

Add child

Add child

Forename *
Middle name

Surname *

Gender + Please select

Dateofbirth+ | 99/mmyyy

Relationship to child * Please select

Your relationship to this child

O Yes
No

Do you have legal responsibility for this child?

© Use previous address

Education Personnel ED116
Little Park Street
COVENTRY

West Midiands

CV15RS

Cancel

About  Contactus Terms and conditions  Accessibility statement
‘Copyright ® 2007-2021 Capita Business Services Limited. Al rights reserved.

Privacy notice

€ Educatior

& Myaccount B Cymraeg O Sign out

& School place admissions

Add child

Cookies policy

)

1200
27/08/2021





image9.png
) Citizen Portal - School pla x  +

€ > C {Y @& emsonlinelea.coventry.sch.uk d ome x 2

Apps M, Welcome -APPTT..  AchieveFoms & Dashboard | Smart.. [ htpsv/myservicede..  Fastprintrequistion... ® Agresso Raising Re... € Search results| Cov.. o DIESign-in |/ Education CapitaS... 1| Customer Servce P... X7 Project Capitalatio.. » | B Readingist

View or change applications and offers

Actions
« Change application Actions
« View application « Change application
Actions « Start new application « View application
« Change application « Start new application
« View application
« Start new application

Not yet submitted

femsonline lea.coventry.sch.uk/CitizenPortal_TEST/en/Home/Ind

P Type here to search E: [ = )

27/08/2021




image10.png
Home | Convert Edt Fil & Sign Organize Comment View Form Protect Share Accessbiity Help

5] SnapShot

[Ty Cipboard ~
fand  select
= I Bookmark

Tools

Start

[

Admissions_onine_portal_Parents_guide_CP_july_2017 (7).pdf * - Foxit PhantomPDF

O FeP a [e66% -

[ 3w e o B

) Fit Width 3] Rotate Left - -

ctual Reflow -, it Edt

sge L. Fit Visble ¥ Rotate Right Text Object~
et

Q Telme... 6 -[Fnd

TI Typewrter |
T Highight

[ Isert ~

~D 3 pelete &
Rotate S Quick
pages- (BBt | "o o

Page Organization Convert

view Comment

Admissions_onlne_port... x

S Note
cveri948.

01/07/2021 14:40:44 ]

Options -
I sppbingfor e chcren (tin ) e plesse
complte

Start new i s St o o 1 5050

School Admissionsfo September 2017

Click the Box

*If you don't get an Admissions Group.
You maybe to late or your child's date
of birth i out of range — ither way
please contact Admissions o1 02¢737sus|

BNote 01/07/2021 14:44:0;
cveri948. Options -

plse e dtas o sachcuestion based o
e o youare spiyna o

Your child’s details?

4 [14/29 ML =

B EEE &% O —4—+—@® 4

P Type here to search

Online Parent Port.
File  Home | Insert |Draw Design Layout |Reference| Mailings

Review | View | Develope | Help | Foxit PDF
Calibri (Bodly)

£ search
V-
s BIU-axx A

soyles | Ediing | Dicste
S| AL A AN e
e Font 5 Faragaph 5l syies v || s

ADDING AN APPLICATION

For each child, there will be blue box with their name.

 Change appication
- View applcation

 Start new appicat
Sppication

art new appict

Click on start new application then click on the blue box that appears showing the releve

Can add info on this page and in portal about making a realistic choice/applic
leaflet or website)

Update the portal to advise parents to read the booklets:
https://www.coventry.gov.uk/downloads/148/school admissions
And FAQ question on websif

oworss [ B T Focus B -

[=R) B

27/08/2021




image11.png
n Portal - Additional child ¢ X

c 0

P Type here to search

Raising Re. > gnin € Education Capit

# Home  Appiications ~ & Myaccount B Cymraeg  ® Sign out

& School place admissions

Additional child details

) If your child has a statement of special educational needs or an education, health and care plan then please contact the Statutory Assessment and Review
Team (START) on 024 7683 1614, or email SEN@Coventry.gov.uk about agreeing a school placement rather than continuing with this application.

() Changes to the admissions process require the Admissions Team to ask if a child you are making an application for is curently, or has ever been looked
after by Coventry or any other authority. When completing details for your child, please complete the question about the looked after status of your child if they
have EVER been looked after in the past.

Care authority

Is your child a twin, triplet, part of any other type of multiple birth?

Council Tax reference

Please enter the council tax reference for the property your child will be living at when they attend their new school. Providing a council tax reference is
optional, however can help Coventry ity Council confirm your address.
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Address details

4t4t4's current address is 22, Shilton Lane, Coventry, CV2 2AB. This can be changed from My family i it is not correct.

Moving house?

If you are moving address before 31st October 2020, you can update your new address on your online application.
If you move after the 31st October 2020 but before the 31st of December 2020, you must inform school admissions on 02476 975445,

Achange of address may affect your original preferences and your criteria

After making your changes YOU MUST RE-SUBMIT your application and you will then receive an e-mail confirmation with your changes. Please ensure
you check that all details are correct.

Moving date ad/mmiyyyy
Use the Post Office's Postcode Finder if you don't know your postcode.

Find address c Search

Questions on this page are only relevant for families of service personnel (for example army personnel) or Crown servants (for example diplomats)

[ Is 4t4t4 a member of a service or Crown servant family, who are returning or moving to the address selected to take up duties?
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For help on completing an online application, please download our User Guide,

We strongly advise you to list 3 schools and you must rank them in order of preference. The school you name first should be the one you would most like your child
togoto.

You can find your catchment area school at: www coventry, gov.uklcatchmentareas
We strongly recommend that you include your catchment school, even if it is your lowest preference.

If you choose to st just one (or two) schools and are unsuccessful, you may have no say in the school you are allocated, you could be allocated a school some
distance from your home if nearer schools have received more applications than there are places.

If your child attends St Andrews C of E Infant School and you are requesting a place at Eastern Green Junior School, you will only need to include that one
preference

Requests for admission to private or independent schools must be made directly to the school and not to the Local Authority

If your child has a statement of special educational needs or an education, health and care plan then please email the Statutory Assessment and Review
Team (START) at SEN@coventry. gov.uk about agreeing a school placement rather than continuing with this application.

Please check the confirmation email to ensure that your choices have been entered in the correct order.
Should you not recive the outcome of your application on allocation day, please log in to your account and you will be able to confirm the school your
child has been allocated.

Find school

To find the school you are looking for, search using a postcode, local authority, school name or a combination of these, then click Search. Hover the mouse over your
preferred school, clicking on the school name will take you to the next page.
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Postcode

)

1215
27/08/2021





image16.png
Team (START) at SEN@coventry.gov.uk about agreeing a school placement rather than continuing with this application.

Please check the confirmation email to ensure that your choices have been entered in the correct order.
Should you not recive the outcome of your application on allocation day, please log in to your account and you will be able to confirm the school your
child has been allocated.

Find school

To find the school you are looking for, search using a postcode, local authority, school name or a combination of these, then click Search. Hover the mouse over your
preferred school, clicking on the school name will take you to the next page.

Schools located i Al local authorities.
School name sidney

Postcode

Schools that match your search

‘Showing 1to 1 of 1 resuts

Sidney Stringer Academy e

2 Primrose Hill Street, Coventry, CV1 5LY Select school
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Preference reasons: Sibling

‘You will be asked to provide reasons for applying to Cardinal Newman Catholic School on the next pages

) Does your child have a brother or sister who will still be attending the school when your child starts? If the answer to this question is yes, you MUST enter
the details of the child who is currently attending your preferred school on your application to ensure that you will be given a higher priority. Failure to include
this information may resultin your child not being given a place. For definition of a brother or sister please see the schools' admissions policy.
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& School place admissions

Preference reasons

Select the reasons for choosing Cardinal Newman Catholic School as a preferred school

Sometimes there are not enough places at this school for everyone who applies. The school will decide who gets a place by using the priorities they have in
their policy. Details are shown in the booklet ‘Secondary Education in Coventry'

“Our system provider Capita have told us that when parents add details on their application that their faith is Catholic or Church of England, that
they will not be able to see this when checking their application. When you preview your application, it will show “not known” or “refused” rather
than the chosen religion. Capita are unable to make changes to this system error. However, please be aware that the background details on the
system will record your faith correctly and this will be included in the application which Coventry City Council uses.

[ 1am selecting this school because it s a faith school
[ Ibelieve my child attends a feeder school to this school

O 1am selecting this school because 4t4td is the child of a member of staff currently working there
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Other reasons

Please confirm how you will be sending proof of your child's Baptism to your preferred schools in the box below. Please note it is YOUR RESPONSIBILITY to
ensure that ALL Catholic schools you have requested have received the proof of Baptism by the closing date 31st October 2020. Failure to do so can resultin
your child not getting a place at your requested school

Please also tell us in the box below if you are a member of staff at Cardinal Newman. Staff refers to any person employed by the Govering body of the
school, or if employed by another organisation who works wholly or mainly in the school

Other reasons must be less than 3000 characters 3000 remaining
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Your Preferred Schools

You can select up to 3 schools, and you can change your selection until 31/10/2021 23:59.

Rank the schools in order of preference. Your most preferred school should be rank 1

School name

Cardinal Newman Catholic School Edit
Sidney Stinger Academy et

Add preferred school
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Your Preferred Schools

You can select up to 3 schools, and you can change your selection until 31/10/2021 23:59.

Rank the schools in order of preference. Your most preferred school should be rank 1
School name
Cardinal Newman Catholic School 28 Remove
Sidney Stringer Academy 28 Remove

President Kennedy School 28 Remove
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Terms and conditions

It important tha the information you provide s accurate and hones_.f we find that any information in your appiication i false and you are not entted f the.
place you have been offered t wil be withdrawn.

1f you know anyone who is using an incorrect address you should phone us and we vl investgate. Coventry Local Authority willcheck the information you
have provided 1o prevent and detect raud

1 agree that where more than one person has parental responsibilty or this chil, agreement over the preferences has been reached. | understand that falure
10 do 50 may resultn a delay 1o ths applcation and legal resolution may nee o be sought.

Data protection

Data Protection

‘The data contralie is Caventry Gity Counci. The data you provide tothe School Organisation Team will oy be use fo allocae a school place for your chid
or a a school appeal o n respect of any offe of the Counci's statutary functions. Coventry Gty Gounciin fufling s data protection obigations vl frcat ll

personal data, held manually and on a computerised adminisration database with due care, and vil ony disclose Gata in accordance vith he Data Protection
'Act 2018 and the General Data Protection Act,

School place offer
1fyou choose to receive yourschool pace offers by emailwe vil not snd hem fo you by st
‘Your school place ofes vill afso be avaiable an this websiteon 011032022

Please ensure this box i ticked before you submit your application, this willallow Coventry City Council to send you an email informing you of the
‘school place your child has been allocated on nationa offer day. (01/03/2021 for Secondary and Y10; and the 161042021 for Primary and Junior)

Warring Check your emai junk or spam foldes f you do not receive an emalfom us o offers day

Preview application

To see a pintr rendly version of your unsubmited applicaion, cick the Preview butfon. “Our system provider Capita have 10id s that when parents 2dd detals on
theirapplication tha ther fath s Catholic or Chutch of England, that they will ot be able to see his when checking their appication . When you preview your
‘appicaton t il show ‘ot know o “refusec” rather than the chosen refgion. Capita are unable fo make changes [0 s system ertor. However, please be aware
that the background detai on the system wil record your faith corretly and this il be ncluded inthe appiication uhich Coveniry City Councluses.

Submit
‘You may sl make changes unt 31/1012021 2359 after you have submited your applcaion

‘Your appicaton i ready o be submitec. You can submityour appiicaion now or you can refur o it and submt it laer. You must submit  before 31/107202123:59
10 be sure a piace vl e allocated

“The details provided are correct to the best of my knowiedge, and | agree to the terms and conditions,

reumier | sam |
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Submission Confirmation - Coventry Online Admissions - Message (HTML)
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Submission Confirmation - Coventry Online Admissions
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To © Allen, Thomas Fii 27/08/202111:19

Your application has now been submitted to Coventry City Council and does not require any further action by you in order for it to be processed. However, if additional evidence or information is required for the schools you have expressed preferences for e.g. medicalibaptism certificates or
supplementary forms, you will need to supply them before the closing date to all of the schools you have requested

You have expressed preferences for the following schools in this order of priority:

Rank] school Name Address
1| Blue Coat CE school & Music College Terry Road, Coventry, CV1 28A

If you wish to change the details of your application, you may do so by logging back into the School Admissions Service at any time until 23:59 on 31/10/2021.
If you can see a link below, you may click on this to open our service, otherwise please copy and paste the text into your Internet browser.

htty ‘emsonline.lea.coventry.sch. CitizenPortal Test

Notification of your school place offer:-
When you made your application, we gave you a choice about the way your school place offer will be communicated to you on 01/03/2022.

To change your chosen method, please contact us using the contact details below.
Kind regards,

Admissions Administrator

IMPORTANT - PLEASE DO NOT REPLY TO THIS EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW:

You may write to us at the following address:
Admissions and Benefits Team

Coventry Gity Council
PO Box 15

Council House
Coventry CV1 5RR

Email: AdmissionsBenefits@coventry gov.uk
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