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What's new in the service
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Search all records

Following feedback from you we've updated the 

colours for each status to better communicate what 

each status means.

Why: To better align with user expectations

What is new or improved in this version

Archive a record

Archive a record that you no longer want to see as active in 

your list. For example, if a child no longer attends your 

school or duplicate applications are in the system.

NEWIMPROVED

Restore record

To reactivate a record that has been archived.

Why: To give you the functionality to better manage the 

children who are active in your school list for free school 

meal checks

NEW
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Setting up your account on DfE Sign-in
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If you have never used the Department for Education Sign-in 

before, you will need to create an account. 

• Go to https://services.signin.education.gov.uk/

• Click create a DfE Sign-in account

• Follow the pages to enter your details and email address 

• Add the verification code

• Create a password (at least 14 characters)

• Registration is completed

Register for DfE sign-in

https://services.signin.education.gov.uk/
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Login via: https://services.signin.education.gov.uk/

• Once logged in, click request access to an organisation

• Search for your school

• Click on the school

• Review the request, add a reason for the request and click 

confirm

• A member of the free school meal team wilthin DfE will then 

add you to the free school meal service that you will be 

testing. 

Connect to an organisation

https://services.signin.education.gov.uk/
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• Go to https://services.signin.education.gov.uk/

• Click Start now

• Type in your email address associated with your DfE Sign-in 

account. Click next

• Type in your password and click sign in

• Follow the pages to enter your details and email address 

• Add the verification code

• Create a password (at least 14 characters)

• Registration is completed

Sign-in

https://services.signin.education.gov.uk/
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Requesting Access to the Check a Family’s 
Eligibility service



10Digital Data Technology

• Once you have registered and logged into DfE sign in, look at 

'Related actions' on the right side

• Click the link for 'Add services to my account'

Request Access – Part 1
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• If you have more than one organisation, it will route you to the 

Select Organisation screen

• Select the organisation you want access to the service for

• Select the “Check a Family’s Eligibility” service from the 

options

• Press continue

*If you aren’t an approver, it will display a notification box at the top of the 

page

*For any issues regarding requesting access to the service, contact the 

DfE sign in team directly via the contact us form 

https://help.signin.education.gov.uk/contact-us 

Request Access – Part 2

https://services.signin.education.gov.uk/approvals/select-organisation?action=request-service
https://help.signin.education.gov.uk/contact-us
https://help.signin.education.gov.uk/contact-us
https://help.signin.education.gov.uk/contact-us
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• Select the sub-service for Check a Family’s Eligibility service

• You will see “FSM – School Role”

• Select this role and click on Continue

• Review your service request

• Click on Add service

• This will take you to a confirmation page which will inform you of 

the next steps

The review new service should display the organisation you are 

requesting access to the service for, the name of the service and the 

role that was selected on the previous screen

Request Access – Part 3

Your Organisat ion
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Accessing the Check a family’s Eligibility 
Service
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• 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



17Digital Data Technology

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
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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.

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



39Digital Data Technology

• 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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Pending applications
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Click Pending applications to see a list of applications that 

have been appealed and require review. These applications will 

include any supporting evidence provided.

Access pending applications
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On the Pending applications page, click the reference 

number of the application you want to review and make a 

decision on.

Select an application
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• Open your email and locate the supporting evidence 

associated with the reference number.

• Open the Guidance page to check the acceptable 

evidence criteria.

• Use the guidance to decide whether the application should 

be approved or declined.

Review supporting evidence
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• Click Approve or Decline.

• A confirmation page will appear with the options:

o Yes, approve/decline now

o No, return to table

• If the application is declined, include a clear explanation of 

why it was declined.

• You will then inform the parent about the decision.

Approve or decline the 
application
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Search all records



47Digital Data Technology

Go to the ‘search all records’ tab to search for all records within 

your school. 

Search all records’ tab
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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 
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You will see the following status throughout the service.

• Entitled: The application is eligible but waiting for you to add it 

to your records.

• Evidence needed: The application needs supporting evidence 

to be attached or shared with you

• Receiving Entitlement: The entitlement has been added to 

your records/internal management information system.

• Sent for review: The application is currently waiting for you to 

review the application and evidence.

• Reviewed Entitled: You have reviewed the application and 

deemed it eligible.

• Reviewed Not Entitled: You have reviewed the application but 

found it ineligible.

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

Status and their meanings
Improved feature
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Archive record
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• You can archive a single record from either 'Pending 

applications’, ‘Finalise applications’ or 'Search all records'

Archiving a record
New feature
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• Select the reference number for the individual you'd like to 

archive.

• When in the record, click the 'Archive record' button

Choose the record you'd like 
to archive

New feature
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When you shown this question, you can 'Archive now' if you're 

sure, or 'Cancel archive' if you've made a mistake.

Confirm you'd like to archive a 
record

New feature
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Restore record
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• You can see your 'Archived' records in the status of the 

search all records

• Clicking into the record using the reference number

• You can then 'Restore' the record if you've made a mistake 

or they're returned to your school

Restoring an archived record
New feature
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Download a PDF form
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Go to the ‘Download PDF form' 

Download a PDF form
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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
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Guidance for reviewing evidence
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Go to the ‘Guidance for reviewing evidence' and you can read 

the eligibility statements for different benefits.

Guidance for reviewing 
evidence
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Use the 'Show' link to view more information about the criteria 

for that benefit.

Guidance for reviewing 
evidence
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