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   Starting an in-year transfer application 

 

Welcome to the School Admissions Portal where you can apply for your child’s in-
year transfer application for a school place. 

The online in-year admissions portal allows parents to apply for an in-year Waltham 
Forest school place for their child or children. Applicants do not need to be residing 
in Waltham Forest to apply. 

Important Notes 
 

1. Please do not use this form if you are applying for a school place to start in 
September 2025 for the following year groups. These applications should be 
made through the eAdmissions website: 

• Reception  

• Infant to Junior (year 3 in a junior school only) 

• Secondary school transfer (year 7) 

2. Do not complete this form if you do not have parental responsibility or legal 
guardianship for 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. 

 
 
 
Please contact the admissions team for further advice by emailing 
admissions@walthamforest.gov.uk  or telephone 020 8496 3000 if you require 
any help with the online form. 

mailto:admissions@walthamforest.gov.uk
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Website The webpage for the in-year admissions portal is shown below:  
 
https://one.walthamforest.gov.uk/CitizenPortal_LIVE/Account/Login?Return
Url=%2FCitizenPortal_LIVE%2F 

 
 Parents/carers will be able to log into their accounts once they have 
registered and activated their account using their email address and 
password. 
 
(Follow ‘How to register online with the In-Year Admissions Portal’ guidance 
if you have not already registered).  

 

 
 
 
Once you have logged in, Click on ‘school places’ to start a new application 
for a child. 
 

 
 

 

https://one.walthamforest.gov.uk/CitizenPortal_LIVE/Account/Login?ReturnUrl=%2FCitizenPortal_LIVE%2F
https://one.walthamforest.gov.uk/CitizenPortal_LIVE/Account/Login?ReturnUrl=%2FCitizenPortal_LIVE%2F
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How to add 

a Child 

When you click on school places, you must add a child before you can start 
an application. 
 
To add a 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 (*). 
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How to start 

a new 

Application 

When you have successfully added your child, you will be able to create a 
new application. 
 
Click on the Start new application link under the child’s details as shown 
below: 
 

 
 
You will then be taken to a webpage which will allow you to select and start 
completing an application. 
 
Click on ‘In-Year Common Application Form’ 
 
 

 
After you have clicked on the above, you will be taken through the 
application one step at a time. (You will need to make sure you complete all 
parts correctly). 
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 Please select the reason from the drop-down menu as to why you wish your 
child to change schools and the date they require the school place.  If you 
are applying for the next academic year, between 1 July and 31 August, 
please select 1 September. 
 
(Please note that in-year applications can take up to 15 school days to be 
processed. So please be realistic with your date of when you wish your child 
to start education.)  
 
Then click ‘Confirm’ in order to proceed. 

 
 
Once you click confirm, the system will check the academic year your child 
is eligible for. This will be calculated by taking the child’s date of birth into 
consideration.  
 
If the correct academic year is shown, please click Next. 
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Additional 

Information 

The next page asks for additional information, for example, if your child 

would be considered a staff child, looked after or a twin.  Please ensure you 

complete this correctly otherwise it may delay your application. 

 

 
 
Then click ‘Next’. 
 

Address 

Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Next to progress to the address page.  
 
It will confirm your address and also ask you if you are moving home in the 
near future. It will allow you to put in a new address and the date you will be 
moving to any new address you have provided. 
 
If you are not moving, you can leave this question blank and click ‘Next’. 
 
Please note you must provide evidence in regard to proof of address for 
yourself and your child. 
 
You can email copies of all the documents requested by sending them to: 
Admissionsevidence@walthamforest.gov.uk  
 

 

 

 

mailto:Admissionsevidence@walthamforest.gov.uk
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Additional 

Questions 

Click Next to progress to the next page which will ask you additional 
questions about your child. 
 

 
 
If you tick the check box to select ‘yes’ you will then be asked to provide 
further details. You must provide the name of the school that the child was 
excluded from and the dates when the child was excluded. 
 
 

 
 
If you do not enter the details and click ‘Next’, you will not be able to 
progress any further and you will be shown the prompt below: 
 

 
 
Once you have entered the information please click on ‘Next’ 
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Childs 

Current 

School 

You will be asked for your child’s current school. Please search and select 
the name of your child’s current school 
 
Then click ‘Next’ to proceed to the next section. 
 

 
School 

Preference 

When you click Next you will progress to another page called school 
preferences: 

 
 
 
You will then be able to search and select the first school you would like to 
apply for by entering the name of the school and clicking search.  
 
When you click search the school will appear beneath the search and you 
will need to locate and double click on the school  you would like and then 
click ‘Next’.  
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 You will then be taken to a page called ‘preference reasons’:  

Sibling - this is where you can select if your child has a sibling (brother or 

sister) already attending the school you have selected as a preference. 

Please see below: 
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 Click on ‘Next’.  You will be asked to provide your preference reasons, 

please see below: 

  

After you have selected your reasons please click on Next. 

Other 

Reasons 

Click ‘Next’ you will progress to another page called other reasons 
 

 
Click Next to proceed . 
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 You will then be taken to a page called ‘your preferred schools’, where you 
can view your preferred schools, change the order of your preferences 
and/or add another school. 
 

 
 
Click ‘Next’ to progress to the next stage once you have selected your 
schools.  
 
 
 

Terms and 

Conditions  

 

 
Terms and conditions and declaration,  
(Please read this carefully). 
 
Please check all is correct and then confirm below. 
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Data 

Protection  

 
Please read this section carefully 
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Declaration Please read the following declaration before you submit the application. 
 
 

 
 
When you have read the declaration and accepted, please click on ‘Submit 
Now’ to submit the form. 
 
 
 
 
 
 

Application 

confirmation  

 
You will now see the following page which will confirm that your form has 
been submitted to the school admissions service. 
 
You will also be able to view and print a copy of your submitted application 
form. 
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 You have now successfully completed an application for your child.  
 
You will receive an automated application submission email as confirmation. 
If you do not receive this email please contact the admissions team on 020 
8496 3000. 
 
If you would like to see the progress of your child’s application you can log 
back into your account and check by clicking on Messages. 
 
This will allow you to check if any messages have been sent by the school 
admissions service about your application. 
 

 
 


