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Throughout this document the term ‘provider’ refers to primary schools, nursery schools and non-statutory settings participating in the Pre-School Education Programme.

[bookmark: _Toc62722968]Technical 

[bookmark: _Toc62722969]1.0	What browsers does the portal work on?
The portal works on:
 	Internet Explorer Version 10 (32 & 64 bit)
	Safari (latest version)
	Chrome
Edge

[bookmark: _Toc62722970]1.1 	Where do I get access to the school portal?
For schools with C2k the School Portal is accessed through My School, connecting to EA from where you should click on the link to the EA Admissions School Portal

Or:-

Log onto www.eani.org.uk select ‘School Management’ from top menu and Click ‘Digital Admissions Online Resource Hub’ and scroll down to link 
For schools/pre-schools without C2k the School Portal access at:-
https://providerportal.eani.org.uk/ProviderPortal_Live/Account/Account/Login

[bookmark: _Toc62722971]1.2	What details do I need to log into the School Portal?
All providers should have received the communication from EA’s IT Department by 8 December 2020 which provided a reminder of your login details.

[bookmark: _Toc62722972]1.3	Will I only get one login for the School Portal?
In a primary school a single login will cover P1 and Reception (if applicable).  If a school has a nursery unit or an Irish medium unit, a separate login(s) will be provided.  The email issued by 8 December 2020 offered providers the option to request an additional login for September 2021 admissions.

Nursery schools with a mixed pattern of attendance have been provided with separate logins for full time and part time applications but a report is available which gives a composite view of both.  Playgroups will have one login. 

[bookmark: _Toc62722973]1.4	Can a provider have more than one login to enable multiple users to access the School Portal?
Yes. As per question 1.3 the email issued offered providers the option to request an additional login. The provider will be responsible for ensuring that appropriate staff are given access to the School Portal and for ensuring that passwords on the account are changed as necessary to ensure that the information in the School Portal is secure.

[bookmark: _Toc62722974]1.5 	I have not received my login details, what do I do?
If you did not receive the email issued as referred to at 1.2 and 1.3 regarding your login details, contact the Admissions Helpdesk by telephone or email. 

[bookmark: _Toc62722975]1.6	I have activated the two step verification code. How do I deactivate this?
If you have activated the two step verification you will get a prompt when logging in, the verification code will be sent via email.
To turn this off click on the Username on the top right hand side and hit the two step verification button- this will give you the option to turn this functionality off. 

[bookmark: _Toc62722976]1.7	What should I do if I have registered on the School Portal but have not received a verification email?
Check for an email from Education Authority Admissions Please check in your ‘spam’ or ‘junk’ folders. If you are unable to find it and it has been at least 24 hours since registering, contact the Admissions Helpdesk by telephone or email.

[bookmark: _Toc62722977]1.8	What should I do if the link in my verification email does not work?
Please try copying and pasting the link directly into your internet browser. Failing that contact the contact the Admissions Helpdesk by telephone or email.

[bookmark: _Toc62722978]1.9	I have forgotten my password, what can I do?
On the login page click on the ‘Forgotten your password?’ link, click on this and follow the instructions on screen. You will be asked to enter your username and the email address that is associated to the school. Click on the link provided in the email issued and use the temporary password provided, this will then let you reset the password.

[bookmark: _Toc62722979]1.10	How do I change my password?
Once you are logged into the School Portal, Click on ‘My Account’ and then ‘Change Password’

Password not accepted –
Please note: When you create a new password it must:

· Have minimum of 10 characters and no more than 128 characters
· Have a minimum of 2 numbers
· Contain at least 1 lower case character
· Contain at least 1 upper case character
· Contain at least 1 special character (e.g. #, $, *)
· Not be the same as the username

[bookmark: _Toc62722980]1.11	Can I change my email address?
There is no facility to change the email address associated to the school on the portal but if you wish this to be changed contact the contact the Admissions Helpdesk by telephone or email and the email address can be updated against the user account.

[bookmark: _Toc62722981]1.12	When I am logged in I get an error message re: ‘Session Time Out’ 
If you are experiencing this ‘Session time out’ error there are a few steps that can be followed to resolve this. Firstly, ensure that you are using the correct URL to login
https://providerportal.eani.org.uk/ProviderPortal_LIVE/Account/Account/Login  
Secondly, if you can delete your Internet History and re-open your Web browser session this should remove any information that may be cached in the browser and clear any previous sessions.
Instructions on Internet History deletion below:
The following guidance is for Internet Explorer 11. To do delete browsing history:- 
Click on this ‘cog’ icon at the top right of the screen.
Then select ‘Internet options’ 
On the next screen click on the ‘Delete’ button 
Next make sure the following boxes are ticket and then click on the ‘Delete’ button
You will then be brought back to this screen – click ‘Ok’
Close your Browser- and then open a new browser session and navigate back to the School Portal login page- 
https://providerportal.eani.org.uk/ProviderPortal_LIVE/Account/Account/Login  
Now try and log in again with the correct details.
If still experiencing problems – suggest restarting the machine or trying logging in on another computer/device.

[bookmark: _Toc62722982]1.13	Will the allocation of places be entered on the School Portal for playgroups?
Yes, on 12 February 2021 the Pre-School Education Group (PEG) will consider the number of funded places to be allocated to Playgroups for 2021/22 and these will be entered on the school portal.

[bookmark: _Toc62722983]1.14	How do providers view all details on an individual application?
Providers may click on each specific child’s name to see full applicant details but these are also provided in a range of reports. Refer to the School Portal User Guide for further information.

[bookmark: _Toc62722984]1.15	Will providers be able to view all applications at all preferences?
The EA has refined the view of applications so that providers will only see first preferences initially. Once an applicant is refused admission their application will be visible to second or subsequent preference providers as they need to be considered. 

Where the EA sees that an application has not been actioned they may prompt the provider that consideration is required. 

[bookmark: _Toc62722985]1.16	Will providers be able to filter applications?
Yes. Providers will be able to filter applications in the School Portal by:
· Preference e,g. 1, 2,3 etc;
· Status e.g. Provisional, Refused etc; and
· Received within a date range.

[bookmark: _Toc62722986]1.17	Will providers be able to print reports for particular applications?
Yes. Providers will be able to print reports by:
· Preference e,g. 1, 2,3 etc; and
· Status e.g. Provisional, Refused etc

Specific reports are available to enable mixed pattern nursery schools or primary schools with Irish Medium Units to print a composite list of applicant names.

[bookmark: _Toc62722987]1.18	Will preferences be ranked in order of admissions criteria in the School Portal?
No. The Portal will not apply admissions criteria. However if desired, providers can either download a list of applications or run Pre-school or Primary Detail Report and export either of these to Excel where applications can be sorted, filtered and information added to suit a provider’s individual requirements. You should ensure reports are exported to excel to facilitate presentation of the reasons for preference.

Refer to the School Portal User Guide for more information.

[bookmark: _Toc62722988]1.19	Can we print digital applications?
Yes. A report has been created to print individual applications (either a single application by entering the Student ID shown in the School Portal or all applications). It is strongly recommended that providers wait until the closing date before printing as a parent might decide to change their application.  

Refer to the School Portal User Guide for more information.

[bookmark: _Toc62722989]1.20	Will providers be given instructions on how to export information from the School Portal and how to merge these details into Microsoft or other products?
Yes. Refer to the School Portal User Guide for more information.
A tutorial video on exporting reports will be available in the Digital Admissions Hub.

[bookmark: _Toc62722990]1.21	When will nursery schools/units be able to view penultimate applications through the School Portal?
Nursery schools/unit will be able to see penultimate applications through the School Portal from the opening of the admissions procedure on Thursday 7 January 2021.

[bookmark: _Toc62722991]1.22	Will providers be able to see an application that no longer needs to be considered?
The status of a 2nd or subsequent preference child who was previously Allocated or Refused by your pre-school/primary school will change to ‘No Longer Required’ if their application is recalled to a higher preference.

NB - Should a parent withdraw their application or change their preference during the procedure e.g. due to a house move you will no longer see it in the School Portal and the EA will contact you in such an event.

[bookmark: _Toc62722992]1.23	Will providers be issued with an alert when an application requires consideration?
Providers will be able to view applications on which they are listed as second (or subsequent) preference when the application has been rejected at first preference on the school’s portal.

Where the EA sees that an application has not been actioned they may prompt the provider that consideration is required. 

[bookmark: _Toc62722993]1.24	What email address will alerts from the School Portal be issued to?
Email alerts will be sent to the address associated with the login to the School Portal.

[bookmark: _Toc62722994]1.25	Can a provider change the status recorded for an applicant in the School’s Portal e.g. from Refused to Allocated if there is a need to alter the original decision?
Whilst the admissions procedure is ongoing, a provider can amend the response to an application, where the status has been either Allocated or Refused. 

Refer to the School Portal User Guide for more information.

[bookmark: _Toc62722995]1.26	When does it apply its published admission criteria to determine which children should be admitted?
As has been the practice in previous years, providers can only consider applications once the closing date has passed. All applications, online and any paper applications received should be considered at the same time.

Once the EA confirms that the school portal is available again after the closing date, first preference applications can be considered if all documents have been submitted by parents. If all documents have not been provided  providers should wait until after 12 noon on Friday 5 February 2021 before holding a meeting of the Board of Governors/Management Committee to finalise decisions on applications when you have received all verifying documentation (if requested). If all documentation is not provided by 12 noon on Friday 5 February 2021 you will be required to consider applications in light of the information provided by parents.

Arranging meetings to discuss and take decisions on applications:- Board of Governors and Management Committees are encouraged to schedule meetings in advance of the admissions procedure commencing and arrange timely meetings throughout the procedure as and when required.

[bookmark: _Toc62722996]1.27	When do providers make their final decisions on which children are to be admitted?
As has been the practice in previous years, providers should consider further preference applications as/when required to do so and allocate the available places to those applicants who best meet the published criteria. This can result in displacement and as is the case in previous years, changes may occur up until the close of the procedure.

[bookmark: _Toc62722997]1.28	Where do providers record/ add verified documentation on the School Portal?
This facility within the School Portal is not being utilised. Each provider will be required to consider documentation to satisfy themselves whether it verifies if the applicant meets their specific admission criteria and to maintain a record of this as it may be required in the event of an appeal.  Providers can add columns to the School Portal Excel Record Report for example ‘Verified Yes/No’ and ‘Verified Date’ column or other descriptive indicators.

[bookmark: _Toc62722998]1.29	What do I do as a C2k user if I do not have access to AnyComms?
School staff who require access to AnyComms Plus must be set up with individual user accounts.  The School Principal must submit an online form Secure File Transfer AnyComms Plus User Access available on C2k Exchange.   Contact the C2k Service Desk 08706011666 if necessary.

[bookmark: _Toc62722999]1.30	What do I do as a C2k user if I do not know the AnyComms Username and Password?
Existing AnyComms Plus users can click Request Reset using the link below or contact the C2k Service Desk 08706011666 if necessary.
https://c2k.anycommsplus.avcosystems.com/ResetPassword.aspx



[bookmark: _Toc62723000]Citizen Portal 

[bookmark: _Toc62723001]2.1	Must parents apply online?
Due to the COVID-19 pandemic parents should be encouraged to apply online.  Digital Assistance is available via the EA website or Admissions Helpdesk (Refer to FAQ 2.27 for contact details).  
Aside from COVID-19, the EA has adopted a ‘digital first’ approach and whilst applying online is the EA’s preferred method of application it is not compulsory. Paper application forms will be provided where necessary and the parent can contact the Admissions Helpdesk for a form.
Paper application forms will not be available from Providers or on the EA website during the online application period.  (See 2.34)

[bookmark: _Toc62723002]2.2	Will there be a field that enables parents to record whether or not their child has special / additional needs?
No. GDPR prohibits the collection of information that is not needed for the admission function.

[bookmark: _Toc62723003]2.3	Will the application collect information on whether or not a child attended a Surestart programme?
No. GDPR prohibits the collection of information that is not needed for the admission function.

[bookmark: _Toc62723004]2.4	Will the application collect information on a child’s community background?
Yes. If an integrated nursery unit or an integrated primary school is listed as a preference the parent will be prompted to indicate whether their child’s community background is Protestant, Catholic, Other/None.

[bookmark: _Toc62723005]2.5	Will a parent be guided to know whether or not they are applying for Pre-school/Reception/Primary based on their child’s date of birth?
Yes, if parents do not already know which places they can apply for they will be guided on the EA’s website.

[bookmark: _Toc62723006]2.6	Can a child who has been retained in pre-school for an extra year as a result of a statement apply through the Citizen Portal?
No. As in previous years, parents of children with a statement of special educational needs will not be applying through the Citizen Portal. The placement of a child with a statement will be managed through the Special Education Department of the EA.

[bookmark: _Toc62723007]2.7	Will parents be able to make an application to nursery schools/nursery units for underage children?
Yes – this is unchanged from previous years. Underage applicants will be considered in Stage 2 of the pre-school admissions procedure.

[bookmark: _Toc62723008]2.8	Can a parent use a child’s ‘known as’ surname when making an application?
The Citizen Portal will prompt a parent to use the child’s birth certificate name. The legal advice is that The Children (NI) Order 1995 makes it quite clear that where there is a residence order in place in respect of a child, no person shall cause the child to be known by a new surname without the consent of all those with parental responsibility or the leave of the court. Even without a residence order, schools/the EA should never alter the child’s surname on the register without the written consent of those with parental responsibility or on production of an appropriate court order.

[bookmark: _Toc62723009]2.9	Does a parent have to identify which pre-school their child attends when completing a P1 application?
Yes. When Adding a Child to My Family parents will be presented with a list of funded pre-school settings from which they are asked to select the one their child attends. This could be ‘None’ if applicable or if the pre-school attended is not a funded provider, select ‘Pre-school not on list or paying for place’.

[bookmark: _Toc62723010]2.10	Does a parent have to complete individual applications if they have twins/ triplets?
A parent will register once but he/she will need to add each child to ‘My Family’ and then make an individual application for each one. 

[bookmark: _Toc62723011]2.11	Are parents informed that providers receive the information they have provided on the application? 
Yes. The EA has reviewed the GDPR statements contained in the Citizen Portal and on the paper application forms to inform parents who their information may be shared with.

[bookmark: _Toc62723012]2.12	If a parent applies online will this mean their details will be stored in the system until next year therefore making process simpler going forward? 
Yes – this is already so for the Primary 2021 intake where the majority of children are currently attending funded pre-school settings in 2020/2021 school year.

[bookmark: _Toc62723013]2.13	Can a parent apply online more than once?
A parent is asked to declare that he/she has submitted only one application either online or on paper. However, a parent can apply more than once.

[bookmark: _Toc62723014]2.14	How will the EA know whether a parent makes more than one application?
A process which is carried out to ‘match’ applicant data can identify any potential duplicate applications before they are released into the School Portal. In addition the EA has administrative functions that facilitate identification of duplicate applications. The EA will utilise these to contact parents prior to the closing date in order that only one application is progressed. 

[bookmark: _Toc62723015]2.15	What do providers do if a child’s details on the School Portal do not match those on verifying documents? 
Providers should view the applications and consider all information submitted via the school portal, verify the date of birth and ensure that each child’s name has been recorded as shown on the birth certificate. Should there be any changes to the child’s details, please complete the Applicant and Pupil Details Correction Form available on the Digital Admissions Hub and forward to the Pre-school or Primary Admissions Office by email to preschooladmissions@eani.org.uk or primaryadmissions@eani.org.uk

[bookmark: _Toc62723016]2.16	Is the address which providers are verifying based on the child or parent?
It is child’s address which requires to be verified. The portal facilitates a separate address to be entered for a parent e.g. if a social worker was making an application for a Looked After Child.

[bookmark: _Toc62723017]2.17	Will the Portal accept addresses outside NI?
Yes, including those in the Republic of Ireland.

[bookmark: _Toc62723018]2.18	Will postcodes of new builds / new housing developments be picked up by the system?
Yes, if the address is contained in the Ordnance Survey Northern Ireland (OSNI) pointer file which is the source of addresses used by the Citizen Portal. Addresses can be entered manually if a house does not have a postcode.

[bookmark: _Toc62723019]2.19 	Will parents be able to view criteria through the Citizen Portal?
No. Parents can view admission criteria on the EA website by opening a separate window on their browser.

Whilst criteria cannot be viewed from within the Citizen Portal for September 2021 applications this is a planned future development.

[bookmark: _Toc62723020]2.20	If a parent submits an application can they change/edit it?
Yes. A parent can change their paper/online application up until 12 noon on Friday 29 January 2021.

[bookmark: _Toc62723021]2.21	Can a parent change their first preference at any time?
No. A parent can change their paper/online application up until 12 noon on 29 January 2021. After 12 noon on Friday 29 January 2021 a change of preference in exceptional circumstances can be made up until 12 noon on Friday 5 February 2021 within primary and Stage 1 of the pre-school procedure by contacting EA in writing.  Further details on Changes of Preference in Exceptional Circumstances will be available on the Admissions webpage of the EA Website. 

[bookmark: _Toc62723022]2.22	Where can parents access the Citizen Portal web address?
Parents can access the link to the online application via Admissions webpage of the EA Website. 



[bookmark: _Toc62723023]2.23	Will a parent be able to list a mixed pattern nursery school/unit as 1st and 2nd preference (i.e. where a nursery school/unit has a full time and part time availability?
Yes – a parent will be able to list both full time and part time as separate preferences.  This can be consecutively but is not necessarily the case, e.g.
1 Provider A 	full-time place
2 Provider B 	full-time place
3 Provider C 	part-time place
4 Provider A	part-time place

[bookmark: _Toc62723024]2.24	Will a parent be able to add AM / PM (part time sessions) as a preference?
No – pre-school legislation enables parents to list full time or part time as preferences, it does not recognise morning and afternoon sessions as preferences.

[bookmark: _Toc62723025]2.25	Will the process encourage / prompt parents to choose FT and PT for their 1st and 2nd preferences?
No – guidance to parents will recommend that they list at least four preferences but the order of preferences is a matter for parents.  
Where a pre-school provider offers FT and PT parents will be prompted to consider listing the alternative pattern of a pre-school provision as an additional preference if they have not already done so.

[bookmark: _Toc62723026]2.26	Can a late application be made online?
No - as the online portal closes at 12 noon on Friday 29 January 2021 late applications have to be submitted on paper.  (see 2.34)

[bookmark: _Toc62723027]Helpdesk and Digital Assistance 

[bookmark: _Toc62723028]2.27	What is the contact details for the Admissions helpdesk?
Admissions Helpdesk is 028 9598 5595 or
Email:-  preschooladmissions@eani.org.uk or primaryadmissions@eani.org.uk 

[bookmark: _Toc62723029]2.28	What hours will the Admissions Helpdesk operate?
Between Thursday 7 January 2021 and Friday 29 January 2021 inclusive, the Admissions Helpdesk will operate from 8.00 am to 8.00 pm, Monday to Thursday; and from 8.00 am to 5.00 pm on Fridays.   Any further updates on the operational hours of the Admissions Helpdesk will be available through the EA’s social media and website. 

[bookmark: _Toc62723030]2.29	What assistance will be provided to help parents apply online?
The EA has created a range of materials for direct use by parents and for providers to advise parents of should they contact a provider by phone or email. These materials are available on the admissions area of the website.

A number of these materials have been translated and videos are provided in British and Irish Sign Language and subtitles in some languages.

There will be no face to face digital clinics due to the COVID-19 situation.  

EA staff will be available to provide digital assistance during the application period for applicants who require additional help or who may require the services of an interpreter.  Parents who need assistance can book an appointment for telephone or virtual assistance by phoning the Admissions Helpdesk (028) 9598 5595.

[bookmark: _Toc62723031]2.30	Will the ‘Digital Admissions – Citizen Portal Guidance’ be available in other languages?
Yes, this leaflet is available in Irish, Polish, Portuguese, Lithuanian, Romanian and Arabic. Parents/Providers will be able to translate it to a number of other languages if required using the accessibility tool ‘Recite Me’ feature on the EA’s website.  

Further information on accessibility tool can be found on the EA website.

[bookmark: _Toc62723032]2.31	Will the portal be translated?
No – the portal is only available in English at present.

[bookmark: _Toc62723033]2.32	Can providers assist parents to complete the online application?
In light of the continued COVID-19 situation, this would be at the discretion of each provider.

Providers had been guided in October 2020 by the Department of Education through its school admissions circular guidance to not hold physical open days but rather recommended that providers proceed with alternative options where possible.   Providers can refer to the respective circular guidance as issued by DE (Nursery/Primary Circulars and Playgroup Circular).


[bookmark: _Toc62723034]2.33	If schools wish to host information sessions and allow parents to use the computers to fill out applications, are they going to be able to access their emails on C2kni network?

Due to the current COVID-19 situation and the PHA/Department Guidance the hosting of information sessions in January 2021 would not be an option for the online application procedure - intake for September 2021.   

Information below would be applicable at a time when safe to do so.

Access to webmail sites such as Hotmail, Outlook.com is controlled by each individual School.

By default, access to webmail sites is generally blocked by C2k internet filtering policy unless nominated. School user accounts (which are used to log on to devices) are made members of the Internet Advanced security group. Making members of security groups can be carried out by the C2k Manager in each school. Full details of how to do this are contained in the C2k Information Sheet EN039 – Managing Internet Filtering (which is also available on C2k Exchange). It can take several hours for changes to security groups to replicate across the C2k network so C2K advises schools to ideally make these changes at least one day before they are generally required.

School devices have to be logged on with a C2k account – either a named account of a member of staff or a guest account. It would be best practice for schools to create Guest User Accounts (EN030) and add them to the Internet Advanced group (EN039 – appendix B). This should be done in advance of hosting information sessions.

Please note that the above only applies to Primary Schools and Nursery Units within Primary Schools. Nursery Schools or Playgroups are excluded.

Providers at all times should remember their responsibilities under GDPR regulations. 

[bookmark: _Toc62723035]2.34	Are paper applications still available and from where?
Refer to (FAQ 2.1)

Paper applications will only be available from the School Admissions Service of the Education Authority (EA) by contacting the Admissions Helpdesk (Refer to FAQ 2.27).  

Applications will not be made available to providers.  Parents will be guided to make a direct request to the EA.  The EA will endeavour to support and assist the parent in applying online in the first instance.  Should a paper form be issued to a parent they will be guided to return the form along with their child’s birth certificate and any supporting documents required directly to the EA.  Should any provider receive a completed form, they should send to the respective Admissions Office immediately by secure email.  The EA will make available to the provider the information from the paper form, together with any documents received via the online portal.  

Parents applying to Irish medium settings will be able to do so through the online portal. However, if they wish to complete their application in Irish, they may obtain an application form in Irish from the EA School Admissions Service.

Applications will be available from 7 January 2021.  (Refer to Admissions Helpdesk contacts FAQ 2.27)

[bookmark: _Toc62723036]2.35	Can paper applications be accepted until 12 Noon on 29 January 2021?
Yes – the period during which punctual online and paper based applications can be made is the same i.e. between 7 January at 12 noon and 29 January 2021 at 12 noon.
Paper applications can be accepted after 12 noon on 29 January 2021 but will be treated as late.  Friday 5 February 2021 at 12 noon is the last date/time for receipt of new applications to be processed before the close of procedure on 27 April 2021 for Pre-School (Stage 1) and Primary One and parents in these age groups receive the outcome of their application on 28 April 2021. 

[bookmark: _Toc62723037] 2.36	How do paper applications get added to the system?
Providers cannot key applications to the portal.  The EA will key paper applications to the back office system and details will show in the School Portal for providers to consider the application should it become a provisional status application for your setting. 

[bookmark: _Toc62723038]2.37	How are parents notified if/where their child is being offered a place?
Parents who submitted an online application will be able to view their application on the Citizen Portal on 28 April 2021 (Pre-School Target Age and Primary One).  Parents who may have completed a paper form will be contacted through a suitable means of communication.  Schools/Playgroups can take their own decisions whether to communicate also with parents of children you are accepting.  The EA is responsible for communicating with parents whose child was not offered a place.  Information on how parents will be notified following the close of Pre-School Stage 2 will be available in due course. 


[bookmark: _Toc62723039]2.38	Can providers email parents to notify them of their placement instead of sending a letter?
	Yes providers may email placement letters to parents as long as an email address is available for every applicant. The e-mail should be sent in accordance with GDPR for receipt on 28 April 2021 (Pre-School Stage 1, Primary One).  

[bookmark: _Toc62723040]2.39	Will EA issue a Final Placement list to each provider of the children being offered a place?
No – this will not be necessary as providers will be able to see this information in the School Portal.

[bookmark: _Toc62723041]2.40	Do parents have to type the actual name of the provider they are selecting as a preference?
No. Parents will select the provider from a drop down menu. The name will reflect what is contained in the published admissions criteria and in the website search function. A search facility exists to assist parents finding a provider.

[bookmark: _Toc62723042]2.41	Is there a maximum number of preferences a parent can list on the online application?

Yes. As was the case with the paper application form previously used a parent will be able to list six preferences online. They are advised to contact the EA if they wish to list more than six preferences.

[bookmark: _Toc62723043]2.42	Will providers still have to retain copies of any paper application forms/ verification documents uploaded through the Document Upload etc. for audit purposes?
	The EA will review its audit requirements and confirm whether there is a need to issue updated guidance. 
The Department of Education has been asked to review its advice to schools on disposal of records.

[bookmark: _Toc62723044]2.43	At what stage do schools enter details of applicants into SIMS?
Development of the new Document Upload Hub has taken priority over the integration of the application details captured in the Citizen Portal and the school SIMS system. As a result, this facility will not be offered this year and schools can, if they wish, proceed with the manual input of new entrants’ data as soon as it is received.

[bookmark: _Toc62723045]2.44	How will providers know if a child is socially disadvantaged?
Parents who have applied online and who are claiming priority because of social disadvantage should tick the appropriate box in the application. 
Parents will be guided how their Benefit can be verified.  The information ticked on the online application will appear when you view a child’s application or run a report.

The Department for Communities will provide verification via the EA for claimants in receipt of any of the following benefits (i) Income Support; (ii) Income-based Jobseeker’s Allowance; or (iii) an award of Income Support which has been converted into an Employment and Support Allowance and the level of benefit remains the same.  When the verification is received the EA will provide this to respective provider(s).

For parent(s) in receipt of Universal Credit they will be able to upload their Universal Credit statement as part of the document upload application feature. 

A parent who submits a paper application for a pre-school place will be guided on the application how to provide verification of benefit. 	

[bookmark: _Toc62723046]2.45	If the Social Disadvantage question has not been answered on the online application but a parent submits Benefit Verification how should this application be regarded?
Where the box on the online form is not ticked and the Benefit Verification is provided this should be accepted and processed in line with the Department’s timetables. 
Where the box is ticked but verification of entitlement is not received by the provider a child cannot be deemed to meet the socially disadvantaged criterion.

[bookmark: _Toc62723047]2.46	At what point do schools apply for a Temporary Variation/Temporary Flexibility?
This is unchanged from previous years. Schools applying for a temporary variation/temporary flexibility should do so as soon as possible.

[bookmark: _Toc62723048]2.47	What is the procedure for temporary variation requests?
This is unchanged from previous years. However schools could use the download and export facility within the School Portal to cut and paste details of the applicants for whom the temporary variation is being sought into the Department of Education pro-forma or to submit a request for Temporary Flexibility to the Pre-School Education Group in cases of temporary flexibility.

[bookmark: _Toc62723049]2.48	What are the key dates for the admission procedure?
The key dates for the various admission procedures are contained in DE Circular 2020/11 Open enrolment in nursery, primary and post primary schools – timetables.  These can be accessed at:- www.education-ni.gov.uk/publications/de-circular-202011-open-enrolment-nursery-primary-and-post-primary-schools-timetables-2021-2022

[bookmark: _Toc62723050]2.49	How are parents advised that they have to provide ALL documentation, even that required by their second or subsequent preferences providers to their first preference?
Parents are advised of this for both the online application and paper application. The introduction of online admissions has not changed this requirement.  As previously advised for the application process for September 2021 intake there is a new facility within the application process for ‘Document Upload’. 

[bookmark: _Toc62723051]2.50	How is supporting evidence/ verifying documentation passed on to second and subsequent preferences?
	Whether an application has been made online or on paper when an applicant has been refused admission the supporting documentation will be available to the subsequent provider in the Document Upload Portal.  The EA where required will forward any documentation not available via the upload portal.   Guidance on Document Upload will be made available to Providers. 

[bookmark: _Toc62723052]2.51	If supporting documentation has not been submitted by 12 noon on 5 February 2021, should the application be considered late?
No – if an application has been submitted by 12 noon on Friday 29 January 2021 it will be a punctual application.
It is a matter for first preference providers to consider their approach to contacting parents about documentation that has not been submitted as requested through the admissions criteria, in the same way that they would have done in previous years, if supporting documentation had not been attached to the paper application form.

If supporting documentation e.g. Benefit Verification or proof of address has not been submitted by 12 noon on Friday 5 February 2021 then the evidence is late. Pre-school providers should not consider late documentation until Stage 2 of the admissions procedure. Primary schools should not consider late documentation until after the close of the procedure.

This consideration does not refer to the birth certificate which must be submitted for all applicants.
Refer to DE Circular 2013/24: A School’s duty to verify application information for guidance on offering a place subject to receipt of verifying documents.
[bookmark: _Toc62723053]3.1	Pre-School/School decisions on applications during COVID-19
 	During the COVID-19 pandemic, some schools or playgroups have and may continue to encounter logistical limitations or other difficulties or having to make alternative arrangements for those involved in admission decisions.  Schools/Playgroups can make necessary arrangements by putting in place appropriate measures to conduct admissions decisions, e.g. MS Teams, Skype, telephoning conferencing or other to make timely decisions on applications.  In all cases you should comply with current GDPR regulations and PHA Guidance.  Reminder GDPR information can be accessed here .
[bookmark: _GoBack]
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