
How to make an In-Year
Application online



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.



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).

Once you have logged in, Click on ‘In-Year Application’ to start a new
application for a child.



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.

Follow the steps and complete all areas that have a red asterisk (*).



How to start
a new
application

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

You can then start your application.

Click on “Change school immediately/in near future”

You will need to complete each step of the application one part at a time.
Please make sure you complete all the sections correctly.



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.

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.



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.

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 address
documentation that we can accept.



Additional
Questions

Please complete any sections that apply to your child and provide full details.

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:

After you have entered the information click on “Next”



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.

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’



Double click on the school you want to add to your application

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’

Add the sibling details.  Then click ‘Next’



Tick one of these boxes ONLY if you are applying under the medical or social
reasons.  You will need to provide supporting evidence.

Click on Next.

Other
Reasons

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

Click Next to proceed .



Your
Preferred
Schools

Use this page to view the schools you have applied for, change the order of
your choices and /or add another school.

Click “Next”

Supporting
Evidence

Upload any supporting evidence to your application.  Maximum of 5
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

Click “Next”



Terms and
Conditions

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



Data
Protection Please read this section carefully

Declaration
and
Submit
application

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

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



Application
Confirmation You have now completed your application

You will be sent a confirmation email.  If you do not receive this contact the
School Admissions Team on 020 8583 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.

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.


