
Northumberland County Council 
– School Admissions

Applying Online using the Citizen Portal

Applications for Reception – September 2024



If you have forgotten your password please use forgotten 
password link. The link may go Into your email junk/spam 
folder. If you experience any problems please email School 
Admissions with a contact telephone number so we can call 
you back schooladmissions@northumberland.gov.uk

If you have already used the 
Portal before you can log into 
your account.



Once logged in if you wish to change any of your registration details, go to ‘My Account’



If you have not used to the portal before, you 
will need to register. 



Complete the registration

Create a password. Make 
sure to include letters, 
numbers and special 
characters (e.g., !@*% etc.)



Remember to submit the 
registration.



Once you have submitted your registration, log into your emails and click on the link to 
verify your account. 



Login.

Enter to email and password you used to 
register.



Once in the portal, click the “My Family” button.



Select “Add Child”.



Once all the boxes are 
complete, select “Add 
Child”. 

Click on the address to 
activate it or select another 
address if appropriate.



Click to go back.



Click on “School Places”.



Click “Start new application”.



Click “continue to apply”.



Click on the blue transfer group box.



Click to state if your child is SEN, 
Looked After or if they are a twin, triplet 
etc.

Enter your council tax number. 

Once complete, click “Next”.



Enter and “Moving Home” or 
“Forces Family” information.

Once complete, click “Next”.



Check that your 
child’s current school 
information is correct.

Once checked, click 
“Next”.



Search for the school you wish to 
apply for.



Select the school you wish to apply for.



Enter any relevant “sibling” information.

Click “Next”.



Enter the reason why you are 
applying for selected school. Once 
complete, click “Next”.



Enter any other reason or details for 
applying for your selected school. 
(NOTE: this is not mandatory). 

Once complete, click “Next”.



If you wish to add more schools to the application, click “add a new 
preferred school” and repeat the process. Once complete, click “Next”.



Once complete, click “Next”.

Add any supporting evidence, for example, 
medical or social services information. If you 
have any issues, email 
schooladmissions@northumberland.gov.uk.



Scroll to the bottom of the page.



You can preview your application here.

Tick the declaration box to enable 
submit. Once ticked, click “submit” to 
finish the application process.



Once submitted, you should receive an email with your application reference number (check your junk/spam 
folder). If you do not receive this, you will need to complete the application again.


