Parents Guide to Admission forms on MCAS

Please use this guide to help you fill out your child’s admissions forms on MCAS.

Once you have logged into your MCAS account you will see your child’s account as pictured below, as
your child is new to Fairfields Primary School we require parents/carers to complete our admissions
forms.

Once signed in to MCAS you will see the ‘Admission Form’ tab on the left hand side, please click on
the tab which will take you to the required forms.
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Required Fields and Documents

You will see a message at the top of the page to inform parents how the details entered will be
updated, please note that the fields marked with an asterisk* are required fields.

Please see the two blue boxes (shown below)- ‘Parental Consents’ and view your ‘Personal Data’. You
can click into both boxes and provide the requested information/permissions. Once complete please
ensure you ‘submit changes’- the green box in the top left corner.
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You will notice that there are additional documents, once read they will need to be ticked to verify
you have read and understood them.

Student Details

Next you will see your child’s details, please complete your child’s details only, as parents contact,
email and address details are on the ‘Your Personal Details’ tab you do not need you to duplicate this
information.
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Other details

This is the next section you will see, please tick the relevant fields for your child. Please ensure you
‘submit changes’ once complete, before leaving your MCAS account.
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Medical Information

You will then see a section where you can provide your child’s medical information, ‘Medical
Conditions’ has a drop box where you can select multiple conditions or allergies.

Medical

NHS Number

Blood Group

Emergency Cansent fo School

Paramedical Support

Medical Conditions
Disabiliies Select

Linked Surgery

Once you have filled out all of the required fields and relevant information, please ensure you click
on Submit changes so that your child’s information is saved. This is located at the top of the
admission form page.
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Once your changes have been submitted, the school will verify the information and you will then see
a data collection form in place of the admission form. Going forward if you wish to update any of
your information you can select the data collection form from the menu, update your information
and submit the changes for verification.



