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Step-by-step guide

How to apply to schools

Before you begin, have the following at hand to make the process easier:

•	 Your ID and password

•	 Cellphone number and e-mail address

•	 Alternate person with contact details in the event that you are not available.

•	 Scanned documents (labelled according to each document):

	� The last official school Report Card | Results of the learner, for learners 
who have been to school

	� ID | Birth certificate | passport of the learner; OR
	� Study permit (foreign learners); OR
	� Proof of application (study permit) or police affidavit
	� Immunisation card (Road to Health Chart) for Primary Schools only
	� Proof of residence

 •	 Return to the Admissions Login screen.

•	 Enter your ID and password.

•	 Select Parent Login.

https://admissions.westerncape.gov.za/admissions/login
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 •	 Use the options on the left hand side to view:

	� Your profile;
	� Learner application;
	� Uploaded documents;
	� Track your application status; and 
	� Submit your enquiries.

•	 Capture the Primary Parent’s information.

•	 Add your cellphone number. If you have an e-mail address include this as you will 
be notified using both channels.

•	 The legend at the top changes colour as each section is completed.

•	 Select Save and Return.

 •	 Learner already attending school: Enter the CEMIS number and click Search.

•	 Select New application if you are applying for Grade 1.
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 Step 1: Learner Profile

•	 Capture all the learner’s information.

•	 Select Save and Next.

 Step 2: Required Grade

•	 Provide all the information required.

•	 Select Save and Next.
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 Step 3: School Programmes

•	 Provide all the information required.

•	 Select Save and Next.
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 Step 4: Select Schools

•	 Read the criteria before selecting schools.

•	 Select the school from the School Selection list. Apply to at least 3 schools.

•	 Select Add School. 

The messsage below appears after adding each school.
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 Step 4: Select Schools | Sorting schools in order of preference

•	 Select Click here.

•	 Select school name and move to the position using the blue arrows.

•	 Select Save.

•	 Answer the question in the pop up screen.

•	 Select OK if you are happy with the order.

Add Siblings

•	 Select the sibling icon to add a sibling at the school.
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 Add Siblings

•	 Enter the CEMIS number of the sibling. Select Save.

 Upload

•	 Select Choose file to select each document. 
HINT: Ensure that the file name and document type correspond, e.g.  
Birth certificate of the learner >>> File name: Birth Cert

•	 Once you’ve selected all documents, Click on Upload. 

Birth cert.pdf

Immunisation.pdf

Report Card.pdf

Residence.pdf

•	 You will be alerted by a pop up message when the documents have been 
successfully uploaded.

•	 Select OK.

•	 The uploaded files will be appear below the Name column.

•	 Select Next.

 Final Step: Summary / Submission

•	 Summary of application: This is all your captured information.

•	 Declaration: Acknowledgement that the certified documents will be submitted to 
the schools within SEVEN days of the parent confirming the place at the school.

•	 Select Yes.

•	 Select Submit Application.
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 Final Step: Summary / Submission

•	 Click on Ok.

Confirmation of Submission

•	 Congratulations, your application has been submitted. 

•	 You will receive correspondence via SMS and e-mail (if applicable).

Tracking and Printing of Submission

•	 Select Click here to view. Select the year of your application.

•	 Select the View/Print icon to print a copy of each application.

•	 Track your application using Track Application Status.



92023 Admissions | How to Apply to Schools

 Enquiries

•	 Use this to submit ALL enquiries.

•	 Message must include the learner’s details as follows:

	� Name and Surname
	� Date of Birth
	� ID / Passport number
	� CEMIS

 Admission Application period: 14 March – 15 April 2022

•	 During this period you can ONLY withdraw an application and add or remove 
siblings.

Confirmation of acceptance of school period: 27 May – 17 June 2022

•	 Parents must confirm acceptance of the places at schools between 27 May and 
17 June 2022.  
Login to the Admissions website to track your applications using your ID and 
password.

•	 In the case that the learner is accepted at more than one (1) school and you, the 
parent/guardian/ward do not make a final decision and confirm the school of choice 
by 17 June 2022, the first school where the application was successful, as ranked 
by you, will be activated automatically. All other application(s) will be withdrawn in 
order to resolve learners blocking places at schools.

•	 After 17 June 2022, parents/guardians/wards only have 3 days to accept a place if 
they are offered a place at school.

Submission of certified documents to the school:

•	 Certified copies of supporting documents must only be submitted to the school 
once the learner has been accepted.

•	 These certified hard copies must be submitted to the school where the learner will 
be attending within seven days of the parent confirming the place at the school.

https://admissions.westerncape.gov.za/admissions/login

