[bookmark: _Hlk208910736]Schools Briefing Note: Move to new Free School Meals (FSM) application & Reporting System:
Audience: Only for schools with pupils in Year 3 and above.  Please ignore If your school does not have pupils in Year 3 and above.
For all Hertfordshire schools with Y3+ pupils:
Following approval at the recent Schools Forum, Hertfordshire is preparing to move to a new FSM application and reporting system for all year 3+ pupils.
The below table provides direct links to the relevant application forms.  Further information can still be found at www.hertfordshire.gov.uk/freeschoolmeals 
	Year group
	System
	Hosted by
	Applications accepted from
	Reporting system

	Nursery, Reception – Year 2
	Universal Infant Free School Meals) Registration form
	Hertfordshire County Council
	Now
	SOLERO (no change)

	Y3 – Y13
	Dfe free school meals application system
	Department for Education
	9th December 2025
	DfE hosted system



Actions Required
Read and familiarise yourself with how to use and navigate the new FSM system, using the slides below
￼




NOTE – From the 9thDecember schools will take responsibility for processing a small number of applications found to be “not eligible” from the Customer Service Centre.  Schools will receive further instructions on how to do this on the 8th December via the Schools Bulletin. 

· Any questions arising on how to use and navigate the system please contact 
CS.enquiries@hertfordshire.gov.uk
                               
· For any issues regarding requesting access to the service, contact the DfE sign in team directly via the contact us form 

· Infant, Nursery, Reception – Year 2: No change for now; schools continue to use SOLERO for application information.

Migration of Pupil Records – Key Dates and Actions  
· 14th Nov - Migration process begins - all currently eligible pupil records from SOLERO will be migrating to the DfE system. 
· Schools are advised to download a copy of their SOLERO data on Friday, 14 November, for record-keeping purposes.

· 17th Nov - Schools will be able to access pupil data within the DfE FSM system
· Guidance on how to view pupil records, in the new DFE FSM system is available in slides 29–32. 
· Mid Dec - Second migration (mop up) - Capturing eligible applications submitted since original migration.  These applications will still appear in SOLERO until the transition is complete.

Timeline for Changes
· 14th November 2025: Migration of all currently eligible children from SOLERO to the DfE system.
· 17th November 2025: All migrated applications from this date can be viewed via the new DfE system
· 9th December 2025:. SOLERO will be switched off for Years 3+ applications. All applications from this date (including migrated) will be viewed via the new DFE system.
· 11th and 16th December 2025: School drop-in sessions hosted by HCC and DfE for schools to raise queries about the new system.

What do schools need to do to prepare?
· Attend the drop-in sessions, 11th or 16th December to discuss the system and learn from others already using it.  Invites will be sent to schools via e mail during the 1st week in December.
If you have any questions, please contact: CS.Enquiries@hertfordshire.gov.uk 
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Accessing the Check a family’s Eligibility 
Service







14Digital Data Technology


• Once logged in and your request for the check a family’s 


eligibility as been approved, you will have a list of the services 


you have access to.


• For free school meals, click on Check a Family's Eligibility


• Once clicked, you will be taken to the main dashboard


Click Check a Family's 
Eligibility
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Run a check for one parent or guardian
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Click Run a check for one parent or guardian.


Start the eligibility check
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Confirm you have consent from the parent to carry out a check on 


their behalf. 


If you click the confirm consent button you will see an error 


message asking you to select the checkbox first


Confirmation of consent
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Provide the following information:


• First name


• Last name


• Email address – this can be the parent’s email or the 


school’s email if the parent does not have one


• Date of birth


• National Insurance number or asylum support reference 


number


Click Perform check.


Enter the parent or guardian’s 
details
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You’ll see a loading page saying Checking your entitlement.


Wait for the check to complete
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If the parent or guardian is entitled, you’ll see a message 


confirming this.


Click Add children’s details.


Review the result
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Enter the first name, last name, and date of birth for each child 


attending your school.


• Click Add another child if you need to add multiple 


children.


• Once all children are added, click Save and continue.


Add children’s details
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Review the information you’ve added with the parent to ensure 


its correct.


When confirmed, click Add details.


Check and confirm details
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You’ll see a confirmation page saying the children’s details 


have been added to the Department for Education system.


Next, go to Finalise applications and follow the instructions 


for the children you’ve added.


Children’s details added







24Digital Data Technology


On the Finalise applications page:


• Add the details of each application into your internal school 


system.


• Once complete, return to the Finalise applications page.


Update your school’s system
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• Tick each application that you’ve added into your system.


• Click Finalise application.


Mark applications as complete
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• Click Yes, finalise now if you’ve added the details into your 


system.


• If not, click No, return to the table, which will take you 


back to the previous page.


Mark applications as complete
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• If you clicked Yes, finalise now, the details will be removed 


from the Finalise applications page.


• You can now find the record on the Search all records 


page.


Record finalisation
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Run a batch check
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Click Run a batch check to check if multiple pupils are eligible 


for free school meals.


Start the batch check
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Follow the instructions on the page to download the batch 


check template as a CSV file.


Download the batch check 
template
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Open the CSV file in your spreadsheet software. You’ll see columns 
for the following information:


• Parent’s National Insurance number


OR


• Parent’s asylum support reference number


• Parent’s date of birth


• Parent’s last name


Add the details for all parents you want to check, save the file, and 
upload it to the page where you found the template.


Click Run Check.


Download the batch check 
template
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The system will process the records and show progress, for 


example: 


“4/33 records processed.”


Monitor progress
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When all checks are complete, and no errors are found, you’ll 


get a downloadable file. Open the file to see an additional 


column with results for each parent. The results can be:


• Entitled: The children of this parent or guardian are entitled 


to free school meals.


• May not be entitled: The children may not be entitled. 


Provide supporting evidence for your local authority to 


review.


• Could not check: The parent or guardian’s information 


does not match departmental records.


• Error: There was an issue accessing the data for this 


parent or guardian.


Download the results
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If there are issues with your data, you’ll see an error page 


listing the problem rows in the CSV file. For example: “Line 10: 


Issue with date of birth.”


To fix this:


• Open the CSV file and locate the line mentioned (e.g., “Line 


10”).


• Note: “Line 1” refers to the first row where you entered a 


parent’s information.


• Correct the data and save the file.


• Re-upload the updated file and click Run Check again.


Fix errors in your upload
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Finalise applications
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Click finalise applications to find applications that are entitled 


but have yet to be added into the school Information 


Management System. 


Finalise applications
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On the Finalise applications page:


Add the details of each application into your internal school 


system.


Once complete, return to the Finalise applications page.


Update your school’s system
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• Tick each application that you’ve added into your system.


• Click Finalise application.


Mark applications as complete
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• Click Yes, finalise now if you’ve added the details into your 


system.


• If not, click No, return to the table, which will take you 


back to the previous page.


Confirm finalisation
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If you clicked Yes, finalise now, the details will be removed 


from the Finalise applications page.


You can now find the record on the Search all records page.


Record finalisation
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Search all records
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Go to the ‘search all records’ tab to search for all records within 


your school. 


Search all records’ tab
Improved feature
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All the applications added to the service for your school will be 


shown in this list. 


Use the filter panel to narrow down your search. You can filter 


by one or more of these fields:


Search by keyword. 


• Child’s last name


• Child’s date of birth


• Reference number linked to the record (parents often have 


this)


• Application status (e.g., Entitled or Not Entitled)


Date ranges


Status


You can combine selections to make the search more specific for 


example you might select last 3 months AND status Entitled.


Search with filters 
 


Improved feature
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You will see the following status throughout the service.


• Entitled: The application is eligible but waiting for the school to 


add it to their records.


• Evidence needed: The application needs supporting evidence 


to be attached or sent to the LA


• Receiving Entitlement: The entitlement has been added to the 


school’s records.


• Sent for review: The application is currently waiting for the LA to 


review the application and evidence.


• Reviewed Entitled: The LA has reviewed the application and 


deemed it eligible.


• Reviewed Not Entitled: The LA reviewed the application but 


found it ineligible.


For further information about the record, click the reference link. 


Status and their meanings
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Download a PDF form
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Go to the ‘Download PDF form' 


Download a PDF form
New feature
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Select the link that says Free School Meals claim form. This will 


open up a PDF that you can print out for parents to complete. 


Download a PDF form
New feature







Final slide – DDT Logo
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