
Parents’ Guide to Admissions 
Portal 

 

This document has been compiled to assist parent(s) / carer(s) in completing an online 
application for their child’s admission to a Torfaen school. 

Before completing any application for admission to school, applicants should ensure that 
they have read the School Admissions Policy. This booklet and further information on 
admission arrangements is available from the Council’s website, address as below. 

If you have not already done so, you will first need to register with a valid email address. 

Email: school.admissions@torfaen.gov.uk 

Visit: www.torfaen.gov.uk 
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http://www.torfaen.gov.uk/


Home Page 
 

 



Registration 
 

 

 

 

 

 

 

 

 



 

Complete the details to register for an 

account. 



 

 

If you don’t find your address 

you can type it in ‘Enter 

address manually’. 



 

 

If you have not received an 

email then please check your 

junk/spam folder.  

What happens Next 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 



Log in 

 

  

 

If you already have an account, then please log in 

with your details.  



Your Home Page 

  If you have already registered children in your 

account from a previous application they will be in ‘my 

family’. If you need to add a new child to your account 

select ‘my family’ then ‘add child’ to add the child to 

your account. You only need one account no matter 

how many children you are applying for. 



 

Confirm the child lives with you or 

select ‘add new address’ to 

change the child’s address. Then 

‘Add child’.  



Check personal details 

 
 

Lastly please check that your details are up to 

date. If you have moved, please update your 

details via ‘My account’.  



Adding an Application 

 

 

 

 
To start an application go to ‘School Places’. 



Start the application 

 

 



What application do you want to make? 

 

 

Please select the correct transfer group that 

matches your child. If you do not see the transfer 

group you require then you may be too early/late 

so please check our website for further 

information www.torfaen.gov.uk  

http://www.torfaen.gov.uk/


In-year applications only 

 

Here you will need to tell us why you 

want to change your child’s school 

and what date you would like the 

change to take please (the date is a 

guide only and cannot be 

guaranteed).  



 

 

 

 

 

Answer the questions by adding a tick where 

appropriate. Then select ‘next’.  



 

 

  

If your child is a Service Child (Parents 

currently serving or have served within the 

past two years in the Army, Navy, RAF or as 

a Reservist you need to specify here?   

 



If you are moving home, please 

provide your new address (for in-year 

transfers only). 

  



This is for nursery applications only 

 

 
 

This box is a prompt to advise you of the process 

to request an early start (rising 3 place). To be 

considered for a rising 3 place you must select it 

when you choose your school.  



Confirm current school

 

If your child’s current school is correct 

select ‘next’. If not, please update it by 

selecting ‘change current school’.  



Your school preferences

 

Please select search and a list of Torfaen schools 

will appear. If you wish to apply for another 

school not in Torfaen, you will need to contact 

that authority directly.  



Preference reasons 

 
 

The rising 3 question is only applicable 

for nursery applications. If you do not 

tick here, then your child will not be 

considered for an early start.  

If you are selecting the school due to 

medical reasons please tick here and 

provide the supporting evidence as 

requested.  



Sibling 

 
 

 

If your child has a sibling attending (due to attend 

the school) then please provide the details here. 

Siblings are not taken into consideration for 

nursery applications.  



Other reasons 

 

This is where you can provide additional 

information on why your child should attend the 

school selected. Information relevant to the over-

subscription criteria will only be taken into 

consideration. You will also need to advise us if 

you are applying to a school that the LA do not 

do the admissions for such as a catholic school 

here.  



Additional preferences 

 
 

Here you can select a 2nd/3rd school preference 

which is strongly recommended. Please ensure 

they are ranked in the order of your preference.  



Supporting evidence 

 
  

Here you can upload any supporting evidence, 

such as consultants’ report, council tax letter, 

birth certificate etc.  

Please note that proof of date of birth must be 

submitted with a nursery application.  



Submit application 

 
Please read the terms & conditions before 

submitting your application. You can also preview 

your application from here.  

When you are happy then please tick the box 

and ‘Submit’.  



Submission confirmation 

 

Once you have submitted your application you 

will receive an email. If you do not receive this 

email, please check your junk/spam folders. If 

the email has still not been received, please log 

back into your account to ensure it has been 

submitted. If the application is showing as 

submitted and you still have not received an 

email confirmation, then please email 

school.admissions@torfaen.gov.uk  

mailto:school.admissions@torfaen.gov.uk
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