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Starting an Online In-Year Application

Welcome to the In-Year Application Portal where you can apply for your child to
transfer in-year to a London Borough of Hounslow school. Before making your
application, please read the information about changing schools at
www.hounslow.gov.uk/inyearadmissions

Important Notes

1. Please do not use this form if you are applying for a school place for your
child to:

Start in Reception in September 2021
Transfer from Infant to Junior school in September 2021
Transfer to Secondary school in September 2021

2. Do not complete this form if you do not have Parental Responsibility or legal
guardianship or the child. This form will not be processed if you do not have
Parental Responsibility and will cause delays in acquiring a school place for
the child.

If your child lives with relatives and not the parents, you will need to provide
documents to show that the relatives have legal guardianship of your child.

PLEASE CONTACT THE ADMISSIONS TEAM FOR FURTHER ADVICE ON 020
8583 2711/2721 IF YOU REQUIRE ANY HELP WITH THE ONLINE
FORM.
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Website

The In-Year Application Portal can be found at
www.hounslow.gov.uk/applyingforschoolsinhounslow

You will be able to log into your accounts once you have registered and
activated your account using your email address and password.

(see our “How to Register online with the In-Year Application Portal”
guidance if you have not already registered).

ﬁ London Borough In Year Application Portal
of Hounslow
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Once you have logged in, Click on ‘In-Year Application’ to start a new
application for a child.

Select My Child if you would like to:
+ Add & child wha is not listed alread

+ Amend the details for children |

PLEASE D0 NOT PROCEED WITH THISAORM F YOU DO NOT HAVE PARENTAL RESPONSIEBILITY OR
LEGAL GUARIHANSHIF OF THE C THIS FORM WILL NOT BE PROCESSED AND WILL CAUSE
DELAYSE M ALLOCATING A SCHZOL PLACE
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How to add
a child

After you click on In-Year Application, you must add your child before you
can start the application.

To add your child, go to the bottom right hand corner and click the “Add
your child” button.

Add your child

Follow the steps and complete all areas that have a red asterisK (*).
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Add Child

We accent In-Year aoplicafions for children who are of shatutery school age. 5-16 yea= old. Conot use th
Secondany schoal in the following Sepdember

Forename - & First-Fake
Niddie Name & Prngle
SUrmame - &  Chid
Gender - &  Peass sclecta gender i
= 1 C-Feanuany-2010

Date of Birth -
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How to start
a new
application

Click on the Start new application link under the child’s details as shown
below:

Date of birth: 17-Moe-2003

You can perform the following actions

You can then start your application.

Click on “Change school immediately/in near future”

Setect a Transfer Group
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You will need to complete each step of the application one part at a time.
Please make sure you complete all the sections correctly.
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Select the reason you want to change your child’s school from the drop-
down menu below and tell us the date you require the school place from.

(Please note that in year applications can take a minimum of 10 schools
days to be processed. So please be realistic with your date of when you wish
your child to start education. This will take longer during the holidays as we
do not allocate places during the holidays.)

Then click “Confirm” in order to proceed.

Ve accept In Year ghplication for chiidren who are of statutory schood age, 5-16 year old. Applcations
normally take 10 warking days on recaipt of ail documeniabon, we will update you of the curment stalus
via this websile 441 the end of the application you will e able fo uplead decuments
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When you click confirm, the system will check what academic year your
child is eligible for. This will be based on your child’s date of birth.

If the correct academic year is shown please click Next.
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Additional
child details

Complete the additional details about your child. Tick any relevant boxes.

Please make sure you complete this correctly otherwise it may delay your
application.

Additional Child's Details
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Then click “Next”.

Address
Details

You will need to confirm your address. If you are moving in the near
future, you can tell us your new address and the date you will be moving
there.

If you are not moving you can leave this Question blank and click “Next”.
You will need to provide us with proof of your address. You can upload

documents at the end of this application or you can email us copies to
admissions@hounslow.gov.uk

Please see www.hounslow.gov.uk/addressproof for a list proof of addres$
documentation that we can accept.

Address Detalls
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Additional | Please complete any sections that apply to your child and provide full details.
Questions

Additional Questions
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If you tick a check box to select Yes you will need to provide further details.

If you do not enter any details and click “Next”, you will not be able to
move on. You will see the error below:

Additional Questions
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After you have entered the information click on “Next”
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Child’s
Current
School

Tell us your child’s current school.

Use the search buttons to find and select the name of your child’s current
school

Then click “Next” to go to the next section.

Child's Current School
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Preference
School
Search

Select the schools you wish to apply for (maximum 3) by searching using the
school name, postcode or area. Click on ‘Search’

Preference School Search
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Double click on the school you want to add to your application

Preference School Search
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Siblings

Preference Reasons: Sibling - tick this box ONLY if your child already has a
sibling attending the school you have applied for. Then click ‘Next’
Preference Reasons: Sikling
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Add the sibling details. Then click ‘Next’
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Tick one of these boxes ONLY if you are applying under the medical or social
reasons. You will need to provide supporting evidence.

Prelerence Reqssons
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Click on Next.

Other
Reasons

Use this section to tell us any other reasons you have for wanting this school.

Othar Reasons
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Click Next to proceed .
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Your Use this page to view the schools you have applied for, change the order of
Preferred your choices and /or add another school.
Schools

Your Preferred Schools

Rl Semanl nams EE-tdeT
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Click “Next”
Supporting | Upload any supporting evidence to your application. Maximum of 5
Evidence documents If you have more documents to send, email them to

admissions@hounslow.gov.uk. Make sure your child’s full name and date
of birth are on the documents

Supporting Evidence

Click “Next”
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Terms and
Conditions

Please check all the details are correct and read the terms and conditions

Terms and Condition=s

Baoform you submit your gpplication you shoulkd read the lollowang Terms and Condibions
This pagn also detalls our Data Protection statement

To submit your apphcaton you miust accept the terme and conditions at the bottom of the
P

Al parents are advised o read further information on the admissions pages of our wsbsiloe
that give dotals of how applications aro processed and the tmetable for processing thom
This information can e found by clicking on tha folicving ink
https:/f the school preferences listed on
your appicabton are taken as your curment preferences, any proasous applications will be
cancelled

Parental Responsibility-

Applicatons arne only accepled from: a person who s legally responsible for (he chibd and if
the child Inees with relatives and not their parents, docwuments provicing legal guardianahip
st e subrmitied

For further help and godance, you can =amil  admissionsfbounsiow. gov. ulk or call G20
BHEB3 IFZT2TI

Mowarg Horee:

IT in fudeere: youw ard your child mosee horme, and yowr permanent bome address changes, it i=
essenlial that you infoom the Schood Acdmissions Team mmrmeciatesly and you st provide
evitksnce confirming the address changes & g, pholocopy of 8 Council Tax bill or Tenancy
Agreeiment for the property you Meve moved) b,

Whens we are able (o offer more than one school, e will offer your highest ranked prefeno:
school arnd withdraeer all lowwsr ranked offer= H we: are unable o affer you army of your
preferred schools, we will offer you a place sl the nearest available school o wheie you live
T E;ﬂdhﬂﬁ-li doas ot hawvs o offor an altermatnes G Naool Tor yourr chilbd iF youa oo not g i e
B,

IF youl a@re not offered a place al your prefermed School you will have the righit o ain
independcdent appeal. For furttves informathor a.bm.ll_ln _Year Sotvoeod Audimidssions click thee link

httesAdoens. hounslow.gov . ukfin vear _admissions to view our web sife

PLEASE NOTE It a place in a prefomed school has beon obtained on tha basis of false or
miskeading information or supporting documaentation, this application will no longer b walid
mrd the Local Auathorhy moy withcrase tho offor of 8 school placo

School Placc Offor

The Local Authonty may contact you to discuss your application or contact the schoal that
you are attending or have been attending Flease ensure that you have provided the cormect
conlact delails. Where we are able Lo offer moie ban ome school, we will offer your highesl
ranked prefermed school and withdraw all lower ranked offers. 1f we are unable to offer you
any of your profomed schools, woe will offer you a place at the nocarcst available school to
where you live. If you are not a residence of this Authority we do not have to find an
alternative school for your child.

Preview You Applicalion
To sae a printer fnendly version of your unsohmitted application, click the Preview hotion
Submil Your Application

FPleas= read the declaration below carefully, in order to accept yvou will need o click on the
grey button to select yes. Then click on submit to complete this application. Mol you can
change any par of this Torm at.any me by logging inand foliowing the instrucions.

If you are not ready to submit your applic ation now, you can click 'Return Later instead and
you may retum to your application at a later date. You will then have the opportunity 1o make
changes until you submit it. The Local Authorty will not process this application until it has
been submitied
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Data
Protection

Pl r hi ion carefull
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Declaration
and
Submit
application

After you have read the information above, check on the box to accept the
terms and conditions

Dvesc L sl

| declare that | have checked the imfdrmmation given in s
correct | have read and urnderstood the admssion cnteris
aach of the schools | have named, and | have listed £
preference

Icatkon and befieve il o ba
rid wwant o apply for a place at
schools inny order of my

| armh anendre [hal | heaves Lo Subimil Supporting docurmenfs as outlineed n ihe guidancs noles o
admissions

I confinm that | am the person with parental resp

sibility far the child named in this
apphcaton and that the nformation | have givies

is coarec

| wndesrstand thal apphoations: ane ohby acces
the child and that if the child ives with relany
legal guardianshipydparental responsibdlity

| coifinm thaat the schoolbs | have apgli
means | no longer want (o apply for =
nameed on, this Torm

| pndesrstand checlkes may e carmigg
form and that f | gres any false
applcaton will no lomnger e v
place

et frorm a person who s Segally responsible for
and nol their parents, documents provicling
wust e aubmatted as =iated in the guiikdance Notes

Tor on this form are my curent preferances. This
= [ nmmeed on previous forms and which | hase not

out to venify any information prowvided on this application
misleading information or suppoting documentation, this
and the Local Authority may withdrmsy the offer of a achool

We may pass the informatidn you give on this formn o schools inscde or oulsede the borough
or to other hocal authorts Wia will pass the informabon to the school the child is offered &
place al. We will deal wiih arvy pErsonal imdafmatkan you provides in e with the Data
Prolechon Act 1598

TR A e A gees Ul okl Sarbami . Thi Looa! Adroriy will ol procets TiE appicbon shl £ besn st

| declare thar | have chacked the isformation given in iy apsiization sad beiieve & io be comect | deciare that | have vad nd agres tn e tems and

candtions sal oul above

Click “submit now” to make your application or return later.
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Application
Confirmation

You have now completed your application

Application for alan hiaines, Date of bith; 08122009

Yo azplreti hes besn cuzozsel by suomitsd Yo D shaly recones gromimzhm 2ned (hing wour schecd prelamncds 1 acdi snal miomon o gedance =2
rizal el i coricakests oLy niwmalon o s S A Hess S0, o abossd Lo sgok Pa

Yoz =t ppad e ks anyt e adier. Aveserd ol wan 1o Than ety oftha delaiz wob hepas subimited, prpesa CINECTE fxsa 1R \Oomat L Ik el Te ot ol
Lo

You will be sent a confirmation email. If you do not receive this contact the
School Admissions Team on 02 2711/2721.

To check the progress of your application, log into your account and click on
Messages. You will be able to see any messages that have been sent to
you.

& = =

in Y sar A pplicabons Messages My Childeen

Please note that applications take a minimum of 10 schools days to
process, so please be patient. We will contact you as soon as we have an
update.




