
In Year Transfer Applications
All applications are completed and submitted online.

For further information about Admission to Schools and to get your application started, 
please go to www.tameside.gov.uk

Do you want access to a PC to complete your application? 
Try visiting your nearest Tameside Library, who offer members, free access to the internet, for up to one hour per day.

If you are not a Library member it is easy to join and membership is free. 
For more information, please visit Computers, Technology and WiFi (tameside.gov.uk)



New users
Please click on Children & Families 

to get started

Already have a 
registered Account?

Please login at 
https://admission.tameside.gov.uk/CitizenPortal_LIVE/en

And click on School Places 
(guidance continues on page 12)



Select
Schools & Education



Select
School Admissions



Select the box containing 

Request for an In-Year Transfer



Please ensure you read all
of the information on the 

page, including:
• How are places allocated
• Finding out if your child has been offered a 

school place 
• What to do if your child is refused a place
• Adding your child to a school waiting list
• If your child is transferring from Elective 

Home Education
• The Fair Access Protocol

Click on either of the links to get started



You will need a 
Citizen Portal account

Click register an account

All you need to register an account is an email address 
and a secure password that you create for yourself.

The password will need to have:

• A minimum of 10 characters in length and contain:
• At least 1 capital
• At least 1 lower case
• At least two numbers
• A special character, for example ! or #
• And it must not be the same as your username

Once you have an account you will be able to log in at any time

https://admission.tameside.gov.uk/CitizenPortal_LIVE/en



Enter your details on this page 
(please include at least 1 telephone number)

When you receive this message, you 
will need to access your email to 

verify your account.

When you’ve done that, you should 
receive this message. Your account is 

now ready to use.



Click on School Places

You will now need to add your child to 
your account



 For children born after 1st December 2003, if the father registers the child’s birth together with the mother and his name appears on the birth certificate, he shares PR with the 
mother;

 The mother and father can enter into a Parental Responsibility Agreement – a formal document which is signed by both parties and lodged at court;
 The father can apply to the court for a Parental Responsibility Order. To gain an order the father has to satisfy the court that he has a sufficient level of commitment and degree 

of attachment to the child.

Enter your child’s details

Important notes!

1. Please check that you have entered the correct date of
birth, as this will confirm which year group your child is in.

2.Please also ensure that you have Parental Responsibility
for the child.

The Children Act 1989, describes parental responsibility (PR) rather
than parents' rights. If you were married when the child was born,
both of you will have PR for the child. A father, who was not married to
the child's mother when the child was born, will not automatically
have PR for that child. But can acquire it by agreement with the child's
mother or by applying to the court. He can also acquire it by marrying
the child's mother after the birth.

Where a child’s parents are married at the time of birth, the father
automatically receives PR as well as the mother and therefore has an
entitlement to be involved in decision-making. If the parents marry at
a later date the father acquires PR at that stage. In the case of
unmarried couples a father does not have PR for the child, unless it is
specifically acquired. PR can be acquired in one of three ways:

You will need to click on the 
address box to confirm it is 
correct.

When everything is 
competed click here



If you have more than one child, click add 
child, to enter their details. 

You will need to do this for every child, that 
requires a school place.



Start new 
application

(If you have added more than one child to 
your account, there will be a box for each of 

them shown here, please ensure you 
complete an application for each child)



Check that the postcode is correct and click 
continue

Click on,  ‘Change School during the current 
school year’.

(Your child's date of birth may generate other options, such as New to 
Reception or Secondary school, if they are applicable) 



Enter the reason you want to change school

Please note:  LA means Local Authority, in this instance it means 
Tameside.

Enter the earliest date that you would want you child 
to start at a new school

This should be no later than 6 ‘school’ weeks from the date you submit
the application.
(If the earliest required start date entered is in excess of 6 ‘school’ weeks
from the submission date, the application may be closed without
processing (No school will be allocated). One of our officers will advise
you if this should happen.

Click Confirm

This will open another box (shown in green) which confirms your child's
current year group and the year group they will be in at the time of
starting the new school. This is generated by your child’s birth date and
the required ‘start’ date you have entered.
if the information shown is incorrect, please check the dates you have
entered.

Click ‘Next’ to continue



Additional Child Details

• An Education Health Care Plan (EHCP) is a plan which is issued by the 
Local Authority (LA). (If your child’s plan was not issued by Tameside, 
please let us know which LA it was issued by)

• Public care refers to any child that is or has been, in the care of the 
Local Authority, such as Foster Care, Care Order or a children's home 
(you can upload your ‘appropriate proof’ later in the application, or you can 
submit it separately by email to scholadmissions@tameside.gov.uk ensuring 
you include the child’s name and date of birth)

• If your child is a twin or triplet, you will still need to complete an 
application for each child

Important note: please be careful to only select these options if they 
apply to your child. If you tick any of these boxes and they do NOT apply, 
it may cause a delay in processing your application.

Click ‘Next’ to continue



Address Details
Please check that that the address shown here is the correct home*

address for your child.
(*In the event of your child having/or spending time at, more than one 
address; the one that is registered for child benefit payments should be 

used)

Moving house?

If you are not planning to move house, please leave this section blank.

Service or Crown Servant family

If this does not apply to your child, please leave blank.

Important note: please be careful to only select options that apply. 
If you tick any of these boxes and they do NOT apply, it may cause a 
delay in processing your application.

Click ‘Next’ to continue



Additional questions

Please tick all that apply to your child and provide additional
details and/or evidence where required.

If you have more than one child, please remember, that you will
still need to submit individual applications for each child, even
though you have ticked this box.

Click ‘Next’ to continue



Current school
(this should be the school your child attends now, NOT the school you want 

them to go to. 
(If your child is not currently attending school please leave this blank)

If the information shown is correct, you can go ahead and  click Next.

If it is incorrect click on Change current school

Search for your child’s current school here. 

If you are unable to find the current school, type zzz in the box indicated  
and then Search. 

Type your information in the box and click Select School.

Click on  Not able to find the school?



Preference school search

This where you will select the school(s) that you would like your child to
attend

You will ONLY be able to apply for an In-Year transfer to schools within
Tameside. If you are a Tameside resident and want to transfer to a
school outside Tameside, you will need to apply to the Local Authority
the school is in, e.g. if the school is in Stockport, you will need to apply
to Stockport School Admissions.

You can select up to 3 schools for an In-Year Transfer, add your first one
now.

Enter the name of the school (leave the postcode box blank), click search
and a dropdown list will appear. When you see the correct school, click
Select school to the right-hand side of the school.

If no results are shown, try amending/shortening your text, for example, 
if you are searching for St  Peter’s Church of England Primary school 
and it’s isn’t showing, you could try typing just St Peter and then click 

search, this will give you a list of schools to choose from.

Please note: some schools have the same name, so take care to select 
the correct one by checking the address which will be shown under the 

school’s name.



Sibling
This box is only to be completed if there is a sibling that already attends
the school and will still be attending on the start date you entered 
earlier. If this applies, tick the box indicated before clicking Next, then 
complete the steps shown below.

If you do not have a child already attending the school or they will have 
left before this child starts, leave blank and click Next

Enter the details of the child that currently attends and click 
Next

Please note: information about claimed siblings, will be checked and 
verified by the Admissions Team.

Check that the school details are correct and click Next



Preference reasons

These are the reasons that you have selected the school.

Please tick all that apply to your child. and provide additional details 
and/or evidence where required.

Click Next to continue

(continued)

Please tick any that apply to you child

Other reasons

Use this box to enter any further information that you think we may 
need to be aware of.

Click Next to continue



Your Preferred Schools

You can add up to 3 schools on an In-Year Transfer application.
To add another school, click Add preferred school and repeat the process. 

If you think you may have missed something or want to add/amend any 
details in the application, you can click Edit.

If you have changed your mind about a school and no longer want to 
include this as a preference, you can click Remove.

If you do not want to add a 2nd or 3rd preference school, click Next

If you have added more than one school, you will see that ‘arrows’ have 
appeared beside each school under the heading Reorder. You can use 

the arrows to ensure you have the schools in the correct order of 
preference, this is the order we will process them in.

For example: if the 1st preference school has a place to offer, we will not take 
any further action for preferences 2 and 3.

Click Next to continue.



Submitting your application

Please read the information provided on this page, before 
submitting your application.

If you have any further questions or queries, please 
contact the School Admissions Team on 0161 342 4004 

(phone lines are open from 10am to 2pm on weekdays) or 
schooladmissions@tameside.gov.uk



Checking for updates on your application
When you application has been processed, updates/outcomes will be sent, via your Portal Account

You will receive an email advising you that changes have been made and to 
login to your account to view them.

Once you have logged in, click on School Places

Finally click on the ‘status’ box, highlighted in yellow



Each preference school, will either have an 
update next to it or be blank as shown on this 

example……..

1st preference – The Heys Primary School
This means that it has NOT been possible to offer a place at
this school as they are currently full in the required year
group (further details are provided in the additional text)

As the 1st preference school is currently full, processing 
continues….

2nd preference – Hurst Knoll Primary School
This means that a place IS available at this school and has
been allocated to your child (further details are provided in the
additional text)

As it has been possible to allocate a place at the 2nd

preference school, the 3rd preference school does not need to 
be processed.

3rd preference – Rosehill Methodist Academy
The status is left blank as no update is required

Other update statuses may be provided, however, they will always be 
accompanied by additional text which will explain the outcome.



Frequently asked Questions

I’ve forgotten my password – how do I access my account?  
Click Forgot your password? from the login page and follow the information provided.

I’ve moved house, how do I change my address on the Portal?
Login to your account and select the My Account icon from the top right-hand side of the home page.

From the list on the left-hand side of your screen, select Contact Details then select the box which says Use another address.
Enter your new details and click save. 

This will open another box showing the other people whose details are included in your account and asking if you would like to update the address information for them 
also. Ensure the boxes the boxes are ticked at the side if each name and click update.

I want to change the preferred schools on my application, can this be done?
Once an application has been submitted, it cannot be amended. You can however submit a new application for different preference schools but be aware that each new 

application with ‘overwrite’ the previous one. 
e.g. your original application has only one preference school, and you like to add a 2nd or 3rd preference. You would need to submit a new application which includes 

your original preference.


