
Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 1 www.worcestershire.gov.uk  

 

 

 

 

 

School Admissions Guidance for 
Worcestershire Residents 

Completing an On-Line Application 
for First, Primary, Middle and 
Secondary Schools  

 

Document Details: 

Status: 0.1 

Date: September 2018 

Document Location: 
http://www.worcestershire.gov.uk/downloads/download/577/school_admissions_booklet_and_g
uides  

Contact: School Admissions Team 

 

 

 

 

 

http://www.worcestershire.gov.uk/
http://www.worcestershire.gov.uk/downloads/download/577/school_admissions_booklet_and_guides
http://www.worcestershire.gov.uk/downloads/download/577/school_admissions_booklet_and_guides


Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 2 www.worcestershire.gov.uk  

 

 

 

 

 

 

 

http://www.worcestershire.gov.uk/


Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 3 www.worcestershire.gov.uk  

 

Contents 
School Admissions Guidance for Worcestershire Residents ....................................................... 1 

Completing an On-Line Application for First, Primary, Middle and Secondary Schools ............... 1 

Contents ................................................................................................................................. 3 

Introduction ............................................................................................................................. 5 

School Admissions Website, Information, Help and Relevant Links ........................................ 6 

Making an On-line Application ................................................................................................. 7 

Setting Up/Registering an Account .......................................................................................... 7 

Logging in to the Citizen Portal.............................................................................................. 10 

Creating a New Application ................................................................................................... 11 

Selecting the Transfer Group ................................................................................................ 13 

Find Child .............................................................................................................................. 13 

Additional Child’s Details ....................................................................................................... 15 

Address Details ..................................................................................................................... 15 

Child’s Current School .......................................................................................................... 15 

Preference School Search .................................................................................................... 16 

Terms and Conditions/Data Protection .................................................................................. 20 

School Place Offer. Preview Your Application and Submit Your Application ...................... 22 

Please note the following closing dates: ............................................................................ 24 

Editing an Existing Application .............................................................................................. 24 

Please note the following closing dates: ............................................................................ 26 

Changing Your Details .......................................................................................................... 26 

Personal Details ................................................................................................................ 26 

Contact Details .................................................................................................................. 26 

Change Email Address ...................................................................................................... 27 

Change Password ............................................................................................................. 27 

Change Secret Question ................................................................................................... 27 

Change of Circumstances ................................................................................................. 27 

Help/Frequently Asked Questions ......................................................................................... 27 

Q: Do I need to know my Council Tax reference number to apply?.................................... 27 

Q: I have Lost/forgotten my password, what do I do? ........................................................ 27 

Q: I cannot find my preferred school, what do I do? ........................................................... 27 

Q: Do I need to complete a paper application form as well as the online form? ................. 28 

http://www.worcestershire.gov.uk/


Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 4 www.worcestershire.gov.uk  

Q: Where can I find the School’s Admissions Policies? ..................................................... 28 

Q: Can I change the details on my application form? ......................................................... 28 

Q: I am moving house, what should I do? .......................................................................... 28 

Q: How will I learn of the outcome of my application? ........................................................ 28 

Q: I don’t know/have a UID (Unique Identifier), what do I do? ............................................ 29 

Q: Where can I get some help with my application? .......................................................... 29 

 

http://www.worcestershire.gov.uk/


Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 5 www.worcestershire.gov.uk  

 

  

Introduction 

 

This guidance has been created to help guide Worcestershire residents, through the on-line 
admission process for intake to all first, primary, middle and secondary schools. 

It is very important that you read the appropriate Admission Book before completing an 
application, including considering how your child will travel to their preferred school(s).  It is also 
important that you read the school’s Admission Policy as some schools require a supplementary 
form to be completed.  All of these documents are available to view at the link below shown on 
the next page. 

To make an on-line application you will need a valid email address so you can register, receive 
confirmation that your application has been submitted and also receive your school offer. 

Please note: The child’s postcode determines which Local Authority is your Home LA and where 
you should apply. If the postcode is within another Local Authority, outside of Worcestershire 
(e.g. Birmingham, Dudley, Herefordshire, etc) then you should seek advice from your Home  LA 
on how to apply.   You can still make an application for a Worcestershire school through your 
Home LA. 

If you have any questions, please contact the Worcestershire Hub on 01905 822700. 
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School Admissions Website, Information, Help 
and Relevant Links 

As well as making an on-line application, you can access helpful information from our website: 
www.worcestershire.gov.uk/schooladmissions  

You will be presented with the options below and can click on each of the options to view more 
information about each section: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Remember to read the Information for Parents Book and the Admission Policies of the 
Schools you wish to consider applying for. 
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Making an On-line Application 

On-line applications for school places for Worcestershire residents can be made by clicking the 
Apply on-line button on our website. This guide will take through the process step by step. 

Setting Up/Registering an Account 

Before you create and complete an on-line application you will need a valid email address.  
Once you have an email account you can follow the steps below: 

• Go to the school admissions website: www.worcestershire.gov.uk/schooladmissions   

• Click  ‘Apply online’ 

• The page below will open: 
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 If you have previously registered with the Citizen Portal enter the ‘Email Address’ you 
used to register and your ‘Password’ and click ‘Login’ 

 If you are new to our school admissions website and creating an account for the first 
time or need to re-register with our online school admissions website click ‘Register’ 

 This will open the ‘Registration’ screen. Enter your details. Fields marked with an * are 
required fields: 
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 Enter your ‘Email Address’ and input the same address into ‘Confirm Email Address’ 

 Enter your chosen ‘Password’ and enter the same password into ‘Confirm Password’ 

Passwords must be a minimum of 10 characters, no longer than 128 characters and must 
contain a minimum of 2 number(s), minimum 1 lower case letter, minimum 1 upper case letter, 
minimum 1 special character and not be the same as the user name.  Remember that your 
password is case sensitive. 

 Select your ‘Secret Question’ from the drop down menu 

 Type in the answer to your ‘Secret Question’ into the ‘Secret Answer’ box 

 Select your ‘Title’ from the drop down menu 

 Enter your ‘Forename’ and ‘Surname’ 

 Select your ‘Gender’ 
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 Enter your ‘Postcode’ and then click ‘Find Address’ to search for your house details 
from the postcode you have provided 

 If your address does not appear after entering the ‘Postcode’ and clicking ‘Find 
Address’ then click ‘Enter Address Manually’ and enter your address details 

 If you do not know your postcode then click where it says ‘I don’t have a Postcode’ and 
you can enter your address details manually 

 Please provide a ‘Home Phone’, ‘Mobile Number’ or ‘Work Phone’ 

 When you have entered all of your details click ‘Submit Registration’ 

An email will now be sent to the email address you have used to register with. 

Please check your inbox (including any Junk/Spam folders) for an email confirming your 
completed registration – you will need to click the link in the email to complete the registration 
process, only click the link once.  

N.B.  This must be done within 7 days of receiving the email or the registration will 
become invalid 

After clicking the registration link in the email you receive, you will be asked to log in. Enter your 
‘Email Address’ and ‘Password’ 

 You have now completed your registration with the Worcestershire Citizen Portal 

 Click Home to return to the Home page. 
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Logging in to the Citizen Portal 

Once you have successfully registered with our admissions website you will be able to login and 
start making an application. 

 

 

 

 

http://www.worcestershire.gov.uk/


Completing an On-Line Application for First, Primary, Middle and Secondary Schools  

 

Page | 12 www.worcestershire.gov.uk  

This section of the guidance shows you how to login to the Citizen Portal if you have already 
registered, further sections of this document, explain how to make an application, how to reset 
your password or change your email address. 

 Open the Citizen Portal: https://emsi.worcestershire.gov.uk/CitizenPortal_LIVE/ Enter 
your ‘Email Address’ and ‘Password’ and click ‘Login’ 

 You will see the following screen when you have logged in: 

Creating a New Application 

This section of the guidance will take you through ‘Creating a new application and submitting’ 
your school application. 

During the process of creating a school application you are able to save any details and return 
later on to continue the application if you wish. 

 

 

 

 

 

 

 

  

 

 

 

 

 Click ‘Apply for a School Place September 2019’  

 If you have any existing school applications or school place offers, they will appear on 
this screen. You can ‘View Offer’, ‘View Application’ or ‘Start New Application’ 
against existing applications/offers. 
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If the child you are applying for is not shown here then click ‘Add Child’ in the bottom right 
hand corner. 

 

 

 Enter your child’s ‘Legal Forename’,’ Middle Name’ (if applicable), ‘Legal Surname’, 
‘Gender’, ‘Date of birth’ and your ‘Relationship to Child’.  Please note, the fields 
marked * are required fields. 

 Tick if you have ‘Parental Responsibility’ or not, where more than one person has 
‘Parental Responsibility’ both parents should be in agreement over the preferences 
before submitting an application. 

 Click on the address bar to verify the home address (populated from your registration 
details) or select ‘Click to add a new address’. 

 Click ‘Add Child’.   

If the child you are applying for is shown in Make a New Application, then click ‘Start New 
Application’ against the child: 

Selecting the Transfer Group 

The ‘Date of Birth’ you have entered for your child is used to determine the ‘Transfer Group’ 
you are applying for - if you enter an incorrect ‘Date of Birth’ this could affect finding the 
‘Transfer Group’ you require (Reception Year Group for 2019/20 for example) 

 

 Select the ‘Transfer Group’ you wish to apply for. For example ‘Reception Year Group 
for 2019/20’ for a child starting Reception in 2019 
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Please note the following Transfer Groups are available for 2019, but they will only appear for 
you to select, if the date of birth you have entered for your child is eligible. 

 

 Reception Year Group for 2019 – (for children starting in Reception) 

 Transfer to Junior Schools (Y3) - 2019 

 Transfer to Middle Schools (Y5) 2019 (not Evesham) 

 Transfer to Middle School (Y6) 2019 (Evesham Only) 

 Transfers to High School (Y7) – September 2019 

 Transfers to High School (Y8) – September 2019 

 Transfers to High School (Y9) – September 2019 

Find Child 

This screen will only appear if your child is due to transfer to either middle or secondary school 
and you have received a letter from School Admissions containing your child’s ‘UID’ (Unique 
Identifier). 

 

 You will now see the ‘Find Child’ screen.  Enter the ‘UID’ into the ‘Unique Identifier’ 
box on the left hand side and check the child’s ‘Date of Birth’ is correct and click ‘Next’: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 You can continue without the ‘UID’ by clicking the ‘No UID’ button on the right hand side 
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Additional Child’s Details 

 Read through the questions on screen and select the appropriate answers for your child 

 

 

 

 

 

 

 

 

 

 

 

 

 Click ‘Next’ to continue 

 

Address Details  

 The address of the child you have previously entered will appear. Check this is correct 
and if not, click on the ‘My Family’ link to amend the details against the child you are 
applying for 

 If applicable, read through the ‘Returning Service Families Only’ section and set the 
required options. (only for those returning from overseas that are in the Armed Forces or 
Crown Service).  Leave this section blank if you are not a returning service family 

 Click ‘Next’ to continue 

 

Child’s Current School  

If you are applying for a middle or secondary school place, you will be asked to enter the 
child’s ‘Current School’ – Primary school applications will not have this screen, so you 
can move onto the ‘Preference School Search’ section below. 

On the ‘Current School’ screen you will be asked to enter details about the child’s current 
school (if they already attend school). 
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 You can search using the Schools located in’ and ‘School Name’ or a combination of 
these to search for the current school here – you can narrow the search by selecting the 
Local Authority (For example: Worcestershire – which will appear at the top of the drop 
down list). Please note if you search using ‘Postcode’, it is the school postcode and 
not your child’s postcode you should use here. 

A tip when searching for a school, try entering part of the school name, for example 
‘Jose’ for ‘St Joseph’s’ or the first 4 digits of the School postcode, as it should make it 
easier to find the school you’re looking for 

 If after searching you are still unable to find the school, you can tell us where the child is 
currently being educated by typing the name into the ‘Currently educated at’ box 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To select a school, click on the ‘School Name’ this will then take you to the Preference 
School Search 

 If you have typed in the name of the school in the ‘Currently educated at’ box click 
‘Next’ to continue 

Preference School Search  

On the ‘Preference School Search’ screen you will be asked to find the school preferences for 
the child. You can express a preference for up to 3 schools: 

 Enter the ‘School Name’ and use the ‘Search’ button to locate your preferred school 

A tip when searching for a school, try entering part of the school name, for example 
‘Cherr’ for ‘Cherry Orchard or the first 4 digits of the School Postcode as it should make 
it easier to find the school you’re looking for. 
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 You can search using the ‘Postcode’, ‘Schools located in’ and ‘School Name’ or a 
combination of these to search for the school – you can narrow the search by selecting 
the Local Authority (For example: Worcestershire) 

 A list of school options will appear, which will tell you how many schools have been 
found (in the example below this says ‘4 School(s) found’ and how many pages there 
are (which you can click ‘Next’ or ‘Previous’ on to see additional schools) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When you have found the school you require, click on the name of the school to select it 

 

 

 

 

 

 

 

 

 

 If your child has a sibling already attending the school and will still be attending when 
your child starts, select Yes 
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 Enter the ‘forename’, ’middle name’ (if applicable) ‘surname’, ‘gender’ and ‘date of 
birth’ of the sibling  

 Enter the siblings address 

 Click ‘Next’ to continue 

 Check the school details are correct and select ‘Next’ to continue 

 At this stage you will receive some questions to answer in order to support your 
application for this school, select the appropriate answers against these questions to 
proceed 

The types of questions you will need to answer will depend on the type of school you’ve 
selected as a preference 

 

 You will then be given the chance in ‘Other Reasons’ to write in any other reason to 
support your application for that school. A maximum of 3000 characters is allowed 
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A Tip,  on some devices, the time allowed may be limited.  If you have a lot of text to add, 
it is advisable to type your text into a Word document and then copy and paste into the 
‘Other Reasons’ box.  If you wish, you can omit this section and continue to the end of 
the process, then revisit this page to add your reasons. 

 

 Click ‘Next’ to continue. This will add your preferred school to the list 

 Click ‘Add a new preferred school’ to add another preference if you wish 

 Repeat the above few steps to select up to 2 more school preferences, remembering 
that you can have a total of 3 preferences. You don’t have to choose 3 preferences, you 
can choose only one or two; but note there is no guarantee you will be offered your first 
preference so it is always wise to use all 3 preferences. 

You can always ‘Re-order’ your preferences once you’ve selected them if you wish, use the 
‘Re-order’ up and down arrows as shown below. You can also ‘Edit’ or ‘Remove’ any of your 
preferences and the details you set on this screen: 
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 Once you are happy with your ‘School Preferences’ click ‘Next’ 

Please note: Transport is not necessarily offered to the school you prefer, if transport to school 
is an issue for you, you may wish to contact the ‘Education Travel Team’ on 01905 765765 
prior to naming your preferences to check whether your child is eligible for transport to your 
preferred school. 

 

Terms and Conditions/Data Protection  

School Place Offer. Preview Your Application and Submit 
Your Application  
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Read through the ‘Terms and Conditions’ and ‘Data Protection’ sections 

 You will by default receive your offer of a school place via email, this is shown as  ‘Yes’ 
against ‘I would like to receive my offer of a school place via email’– if you do not wish 
to receive your offer via email you will need to change this option to ‘No’ and notify 
School Admissions in writing of this. 

 The email of a school place will be sent to the email address used to make the 
application via the Citizen Portal. 

 You can also see a printer friendly version of your application by clicking ‘Preview’.  If 
you wish, this version can then be printed and kept for your own records. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Before you can submit, you must select ‘Yes’ against:  

‘I declare that I have checked the information given on this form and believe it to be 
correct. I declare that I have read and agree to the terms and conditions set out above’ 

 

 If you wish to save the details and submit later you can click ‘Return Later’ 

 Finally, when you’re happy with the application and you would like to complete and 
submit the application, click ‘Submit Now’ 
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You have now submitted your application, you do not need to take any further action.  

If you need to make changes to the application, you can do so up until the stated closing date 
and time. If you need to make any changes to the application, you MUST make sure you re-
submit your application, otherwise your application will not be considered. 

Please note the following closing dates: 

 First, Primary & Middle Schools – 15 January 2019 

 Secondary Schools – 31 October 2018 

Once you have submitted your application, you will receive an email to confirm this.  You are 
advised keep this email as it can be used as proof of your application. 

Editing an Existing Application 

If you wish to make changes to your application, you may do so by logging back into the Citizen 
Portal website at any time until 23:59 on the closing date (First, Primary & Middle Schools: 15 
January 2019, Secondary Schools: 31 October 2018) 

 Open the citizen portal: https://emsi.worcestershire.gov.uk/CitizenPortal_LIVE/    

 Enter your ‘Email Address’ and ‘Password’ and click ‘Login’ 

 Go into the ‘Apply for School Admissions Here’ 

 You will see a section here entitled ‘View or change existing applications/offers’ 

 Against any children with the badge ‘Application Submitted’ against them, you are 
able to ‘Change Application’, ‘View Application’ or ‘Start New Application’: 
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 Click ‘Change Application’ to edit an existing application you have submitted 

 You will be asked to confirm you wish to change the application 

 You can view your application if you wish by clicking ‘View Application’ to read through 
the application you have already submitted. This will open a separate window. You can 
click ‘Cancel’ if you do not wish to make changes or click ‘Continue’ to proceed and 
make changes to the application you have submitted 

 If you clicked ‘Continue’ to make changes to the application you will see a warning 
advising you that you must resubmit before the date/time given. If you require help with 
the application please see the ‘Creating a new application’ section of this guidance. 

 If making changes to the application you will need to go through all of the application 
screens again, making changes where required. Once you have made your changes, 
you must click ‘Submit Now’ within the ‘Submit Your Application’ section 

 

Once you have submitted your application you will then see the following message: 
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You have now submitted your application; you do not need to take any further action  

If you need to make changes to the application, you can do so up until the stated closure date 
and time. If you need to make any changes to the application, you MUST make sure you re-
submit your application, otherwise your application will not be considered. 

Please note the following closing dates: 

 First, Primary & Middle Schools – 15 January 2019 

 Secondary Schools – 31 October 2018 

Once you have re-submitted your application, you will receive an email to confirm this.  You are 
advised keep this email as it can be used as proof of your application. 

 

Changing Your Details 

You are able to change your personal details by logging into the Citizen Portal and selecting ‘My 
Account’ in the top right hand corner: 

 

 

 

 

 

 

 

 

 

 

 

 

Personal Details  

After logging into the Citizen Portal, within ‘My Account’ > ‘Personal Details’ you can 
view/amend your: Title, Forename, Surname and Gender here. Click ‘Save’ when you have 
made any amendments. 

Contact Details  

After logging into the Citizen Portal, within ‘My Account’ > ‘Contact Details’ you can 
view/amend your: address details and telephone numbers on this screen. Click ‘Save’ when 
you have made any amendments. 
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Change Email Address  

After logging into the Citizen Portal, within ‘My Account’ > ‘Change Email Address’ you can 
view/amend your: Email Address and Password here. Click ‘Submit’ when you have made any 
amendments. 

Change Password  

After logging into the Citizen Portal, within ‘My Account’ > ‘Change Password’ you can 
view/amend your Citizen Portal Password. Click ‘Submit’ when you have made any 
amendments. 

Passwords must be a minimum of 8 characters, no longer than 15 characters and must contain 
a minimum of 2 number(s). Remember that your password is case sensitive. 

Change Secret Question  

After logging into the Citizen Portal, within ‘My Account’ > ‘Change Secret Question’ you can 
view/amend your Citizen Portal Secret Question. Click ‘Submit’ when you have made any 
amendments. 

Change of Circumstances  

See the details on the Citizen Portal screen regarding a change of circumstance. 

Help/Frequently Asked Questions 

Q: Do I need to know my Council Tax reference number to 
apply? 

A: No, a Council Tax reference number is not needed for you to apply on-line in Worcestershire. 

Q: I have Lost/forgotten my password, what do I do?  

A: If you need to retrieve your password, click the ‘Forgotten your password’ link on the Citizen 
Portal log in screen. You will be asked to enter the e-mail address and the answer to your 
‘Secret Question’ entered during your registration.  Your password will be emailed to this email 
address. 

You can also change your password after logging in within the ‘My Account’ > ‘Change 
password’ menu 

Q: I cannot find my preferred school, what do I do?  

A: Try entering just a few letters of the school name, e.g. Match for Matchborough First School, 
or George for St George’s and then click the ‘Search’ button.  Do not put any details in the 
postcode box. 
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Q: Do I need to complete a paper application form as well 
as the online form?  

A: No. Duplicate forms can cause delays in the application process as additional checks need to 
be made. Where duplicates are received, the most recently received on time application will be 
the one processed and any previous applications withdrawn. However, you may need to 
complete an additional supplementary form if you apply for a Voluntary Aided (Church) school, 
Foundation school or Academy school to allow the governors to consider your application in 
accordance with their admission criteria. 

Q: Where can I find the School’s Admissions Policies? 

A: The policies for all types of schools can be found on the Worcestershire County Council 
Website under ‘School Admissions Policies and Appeals’ 

Q: Can I change the details on my application form?  

A: Yes, you can edit any of the details on the on-line application form right up to the appropriate 
closing date, but not after. 

*If you edit the application, do not forget to re-submit your form. 

See the ‘Editing an Existing Application and Resubmitting’ section of this guidance for 
instructions on how to do this. 

Q: I am moving house, what should I do?  

A: The application form should be completed showing the address as at the time of application. 
If you move in the time between first completing the form and the closing date, resubmit your 
application giving the new address. 

If you move after the closing date, contact the School Admissions in writing giving details of your 
new address so that we can contact you at the correct address.  It is the address of the child as 
at the closing date that determines the priority given to the application for the first round of 
allocations. 

Please note, in all instances of address changes, you will need to send independent supporting 
evidence of this to School Admissions.  For full details please refer to Section 8B of the 
Information for Parents Book. 

Post: School Admissions, Prime House, Woodbury Lane, Norton, WR5 2PT 

Email: Primeschooladmissions@babcockinternational.com  

Q: How will I learn of the outcome of my application?  

A: You will receive an email giving details of your offer of a school place on the date specified in 
your application.  You will also be able to view the outcome of your application by logging on to 
the website using your password on or after the relevant offer date. 

Offer dates First, Primary & Middle Schools 16 April 2019 
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A letter giving details of the offer of a school place will only be sent to those applicants who 
have applied by completing a paper application form.  The letter will be sent via second class 
post on the relevant offer date.  

Please note that you will only be able to view the outcome of your application online if you have 
applied online via the Citizen Portal.  If you apply by paper application form, you will not be able 
to view information online. 

Q: I don’t know/have a UID (Unique Identifier), what do I 
do? 

A: If your child is a Worcestershire resident and is currently attending a Worcestershire School 
(excluding Nursery), letters will have been sent to schools for them to give to you regarding your 
child’s UID (Unique Identifier). Don’t worry if you don’t have the UID as you can submit an 
application without it by clicking on the ‘No UID’ button – see page 11, Find a Child. 

Q: Where can I get some help with my application? 

A: If you have any questions, or need some assistance, please contact the Worcestershire Hub 
on 01905 822700 
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