
Applying for a school place  

1) Firstly, you will need to visit the admissions website. www.telford.gov.uk/admissions 

 

2) If you would like information in regards to schools please visit the webpage that applies 

to you. Each website will contain an information booklet and mini guide. 

 

 

 



3) When you come to applying you can apply via the ‘Apply for a school place’ page.  

Alternatively, while you are visiting the webpage’s (Starting school, Infant to Junior, 

Secondary schools) you can go via ‘How do I apply’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4) Once you have selected ‘Apply for a school place’ you will be directed to the My Telford 

page. You will need an account on My Telford to access the application form.  If you haven’t 

done already, you will need to register.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

You will then complete the following... 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) Once completed you will come to the My Telford homepage. You will see School Admissions 

on the left hand side. Please select.  



6) My Telford will ask you to log in again to go into the online application system. To create 

your application you will need to select `Add application’ on the left hand side.  

 

 

7) The system will then ask you to update your profile before you can make the application. 

When you click on the `click here to update your profile’ it will ask the following: 

 

              Please select which one applies to continue. You wont be able to continue this application if 

you do not pay council tax to Telford & Wrekin. Select save then continue to `add 

application’. 

 

8) The application will question your parental responsibility. If you do not have parental 

responsibility you will need to ask the guardian that does to complete the application.  If you 

have joint responsibility you will need to state that yourself and person you share 

responsibility with are happy for the application to go ahead.  After selecting which applies 

to you, the system will ask you whether the child is looked after by the authority (child in 

care). Please answer Yes if this applies to you.  



 

9) Child detail section asks for the child’s details and what type of school place are you 

applying for.  

 

 

 

 

 

 

 

 

10) The address selection asks for your current address.  

 

 

 

 

 

 

 

11) Current school or setting asks where your child currently attends whether it be nursery or 

school.  

 

 

 

 

 

 

 



12) The next section asks whether the child has a statement of Special Education Needs or an 

Education health care plan. Please select.  

 

 

 

 

 

 

 

 

The section below asks if you will be applying for another child in the same year group so 

that we are aware of the sibling connection. If you are applying for more than one child 

you will need to complete separate applications for each one.  

13) The next part is to select your school preferences. To note, in the banner you will see 

your catchment school. You can have up to three school preferences, to add more 

preferences please select the button ‘+ add next preference’. 

 

 

 

 

 

 

 

 

 

 

 

 

 



14) On the next screen you can see which schools you’ve selected for example, Charlton and 

Hadley learning community have been selected here. If you want to change the preference 

order you can use the up and down arrows on the left side of the boxes. When you save this 

page you are saying you want those schools you have chosen and that you want them 

allocated in that order. Please make sure you also read the terms and conditions and tick 

agree to continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15) On clicking finish your application will be submitted.  You will have an 

acknowledgment email and also you can see your submission via your My Telford 

profile.  


