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I

FSM Eligibility Checker User Guide

Introduction

The Free School Meal Eligibility Checker allows parents to check their eligibility for
free school meals and to help your school apply for pupil premium.

Parents do an online check by entering their personal details (including their National
Insurance or National Asylum Seekers number) and the name and school of at least one
child.
These details are processed via the Department for Education and a decision is
immediately available online regarding FSM eligibility.
Schools that have "FSM administrators" configured will be able to see the results of all
parents connected with their school.
For parents who are eligible for FSM, schools will be able to submit applications to claim
pupil premium.
Please note that schools need to submit applications for free meals and pupil
premium to the Local Authority - the results from the FSM eligibility checking service
merely provide information to schools that some of the parents are eligible. It us up to
each school to take the next steps.

User guide download
If you would like to be able to download and/or print this user guide, please click here to
get the PDF version.

See next:
Setting up the FSM service for your school
Viewing eligibility check results
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The checking process from the parent's viewpoint
Applying on behalf of a parent

II

School setup
In order to be able to make full use of the FSM Eligibility Checking Service, schools need
to have certain settings configured.
Please click on each item below to view the details.
Parents can carry out eligibility checks online regardless of whether the school has
completed all the setup steps. However, only schools where setup has been completed will
be able to access the results.

AutoUpdate
In order to ensure the system has the latest data about all the pupils on roll at the
school, each school should use the free AutoUpdate software to export pupil and
parent data directly from the MIS.
A school technician/Nominated Contact needs to configure these data exports.
A how-to guide on installing and activating AutoUpdate is available via the USO Support
Site User Guide.

OpenCheck
The free OpenCheck school status information service must be enabled.
This means that a Nominated Contact should go to the OpenCheck website, log in and
set a status message for the school.
Once the school sets up a message, the service is considered to be "enabled" for the
school.
After the initial configuration, OpenCheck can also be updated by a school saving the
term, inset and holiday dates so that the system can display the correct status
automatically.
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OpenCheck status can also be updated from the ParentComms mobile app by school
users that have the correct permissions.

FSM service administrators
It is important that a school has at least one person who has the designated role of
FSM Service administrator.
The Headteacher should specify who has this role via the admin side of the FSM
eligibility checker website.
Only FSM administrators will be able to view the data from parents checking their
eligibility.
FSM administrators will also be able to re-check parents' eligibility at any time to see if
the status has changed.
To set the administrators, the Headteacher needs to select their names on the admin
page of the FSM website:

Sharing data with the local authority
Each school needs to use the settings on the administration page to decide whether
the data regarding FSM eligibility results should be visible to the LA via this site.
If set to No, the LA will see results that exclude your school.
If set to Yes, the LA will see your school's results along with others.
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See also:
Viewing eligibility check results
The checking process from the parent's viewpoint
Applying on behalf of a parent
Introduction to the FSM service

III

Eligibility checking
A parent may perform an eligibility check because they have been directed to the website
by the school but they may also have discovered independently through a casual online
search.
In either case, they will be able to check their eligibility and the result will be saved for
the school they have named as the one that their child attends. They may or may not
enter the information correctly, in which case the school may receive details of a child
unknown to them.

Results for parents
When a parent performs a check, the decision is instantly available on screen.
If a parent is eligible for free school meals, a notification email is sent to the school to
alert them of this.
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A parent may receive a response that is not a straightforward yes or no. They may get a
response telling them to try again in a number of weeks or to provide some additional
documents manually.
A parent may also get a response that says: "Sorry, but the entered values could not be

matched to any living person listed in UK Government records. Please double-check your details
then try again." - In such instances, the application will not be recorded and will not show up in a
school's list.
Please be aware that in the event a parent is entitled to FSM claims are not processed
automatically. A school must still file a claim with the local authority in order to claim any
funds that may be due.

Results for schools
Parents' eligibility check results are not sent by email in order to safeguard everyone's
personal data.
It is up to a school administrator to log into the site and view the eligibility check results.
An administrator can also run an eligibility check for a parent, provided they have all the
necessary information to do so.
Please note: In schools where not all the setup criteria has been met and an
administrator is not set up, if a parent shows as being eligible for FSM, an email alert will
be sent to the Head, explaining what needs to be done in order for this information to be
accessible.

Viewing the results via the Admin page
Once you have logged in via the "Administrator" button and selected your school, you
should be able to access details of eligibility checks related to your school. Please note
that in order to see data, you must have the correct permissions which are assigned by
the Head as described in the FSM services administrators section.

The page view
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The page consists of a set of panels, each of which can be closed, if you have no wish
to see the information inside all the time.

Inside the Information panel, you will see a summary of incomplete data that has been
received from your school.

The number shown indicated contacts that do not have mobile numbers when exported
from your school's MIS.
Any contact that does not have a mobile number will be unable to complete the entire
linking process.
Should you wish to fill in the missing information, click the Show details button to obtain
a list, then enter their mobile number into the MIS. Any new information will be
processed in the data export that should be coming from your school every evening.

Viewing eligibility results
The outcome of all checks made online by parents are available to the school in the
Reports section of the page.
There are two tabs in which the details are shown.
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The first tab titled "Full details of FSM eligibility checks" lists all pupils and parents
where the parent has successfully linked their own account with the account of the
child(ren) attending your school.

The second tab, "FSM eligibility checks for children not matched to school data"
also shows valid results from eligibility checks conducted by parents.

The main difference is that it was not possible to match the pupils shown in the second
tab with data received from the school. If you recognise these pupils as belonging to
the school, applications can still be processed as normal. This does not affect the
eligibility check providing valid data to the school.

Click the Submit button to attempt a re-match to happen.

This sends a request to the FSM Support Team to see if a match can be made. In some
instances, this is simple but at other times, the data submitted by the parent and the
data provided by the school are completely dissimilar.
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In such cases, a match cannot be confirmed and certain pupils will remain in the
"unmatched" report.
A Nominated Contact from the school is welcome to contact the Service Desk by raising
a case to obtain advice on how such cases can be resolved.

Sorting the eligibility results
You may find a very long list of parents who have done online eligibility check. Since
the ones of interest are those that are eligible, you can easily sort the list using the
filters available in the column headings. The column headings should look as shown
below to allow sorting:

If you do not see the sorting options, enable them by clicking on the filter icon.

Reducing the results list
If you have a long list of eligibility check results that are not relevant to you, you can
hide the ones you no longer wish to display.
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When viewing the eligibility results column (titled "Eligible?") you will generally see Yes
or No. In some instances, where the check was done before 1 April 2018, you may see
the response "No Trace - Check data". Such a person would have originally been found
not eligible as a result of some incorrect information being entered. You will not see
such a status for anyone whose first check is done after 1 April 2018.

If any entries have been hidden, you can display them again by clicking the amber
"Show hidden applications" button.

Rows that were previously hidden will appear highlighted on a red background. You can
then use the tickboxes on the left to permanently un-hide some hidden rows or to add
more rows to those being hidden. Use the green button once the relevant selections
have been made.
To hide the information click on the amber button again which should now read "Hide
hidden applications"
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Re-checking eligibility on behalf of parents (in bulk)
Once a parent has done an online eligibility check, their details will be stored in the
system. This means that it becomes possible for the school's system administrator to
re-check their eligibility status periodically.
Re-checks are run in bulk and can be done as frequently as required. Depending on the
number of people being checked, this takes a little while and you will be notified by
email when the results are available.
Click the Run New Check button and initiate the process.

Please note that doing a re-check will check every single parent that has ever
done a check or has had an initial check done on their behalf by an
administrator.

Re-check results
When the re-check results are available, the only ones shown by default will be
those where the status has changed. This effectively means that if no changes have
been highlighted since the previous check, your results list will be completely blank.
Initially, you will only see changes. If you wish to view all the parents details, you can
do so by unticking the box shown below:

Please note that it is possible that after running a recheck on checks originally done
before 1 April 2018, some of those who were originally found as "not eligible" may now

© 2021

11

FSM Eligibility Checker User Guide

show a status of "No Trace - Check data" as it is likely some of the information
provided originally was incorrect. Such results can be hidden if you do not wish to see
them.

You can also view a history of a specific previous eligibility check by selecting a
date from the menu instead of viewing all previous checks.
The full results of the latest check will, by default, by shown in the panel titled
"Reports", which is the panel above the one containing the re-checks.
Using the last column on the right, you will be able to tell whether a parent's details
were in fact re-checked or whether the essential information needed to do so was
missing.

Please be aware that on rare occasions, re-checking a particular parent's eligibility
won't be possible. In such instances, the parent's "last checked" date won't change.
This is due to compliance with data protection legislation as each parent can choose to
remove their saved National Insurance number or Asylum Seeker's number from the
system. When this information is not available, a recheck can't be done.
You can encourage the parent to do a re-check themselves via the site, where they
will need to supply the relevant details again, or you can offer to do it for them, if they
provide you with the relevant details.

See also:
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Applying on behalf of a parent
The checking process from the parent's viewpoint
Introduction to the FSM service
Setting up the FSM service for your school

IV

Applying on behalf of a parent
It is a possible for a school's administrator to perform an eligibility check on behalf of a
parent, provided all the necessary information is available.
To do this, log into the Administration side as usual and select the option Apply on behalf
of a parent from the Admin menu.

To do the check, first select your school to move on.
You will now need to enter the parent's basic details which include date of birth and
NI/NASS number. A check cannot be processed without these.

The check will be done immediately after you click the Submit button and the result will be
available immediately on-screen.
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You will need to confirm whether the parent wishes to receive free meals should they be
eligible (the answer is "yes" by default).
If you want to be able to save the parent's details so you can do a quick re-check
of their status in future, you must also enter the name of their child before clicking
Submit.

Please be aware that if your check results in a different response rather than a
straightforward Yes or No, the parent's details will not be saved for later use. If you
wish to do re-check for a person whose response was one of the below, you would have
to do it again from the beginning, by inputting all the details. The following responses are
possible:

· The DfE's response indicates that it is not possible to provide a final result for this eligibility

check, as not all of the information needed is yet available to them. This issue should be
resolved within 4-6 weeks. Please re-run this check after this period has elapsed.
· The DfE's response indicates that it is not possible to determine your eligibility status

automatically. You will need to provide documents including proof of household earnings in
order that a check can be performed manually.
· Sorry, but the entered values could not be matched to any living person listed in UK

Government records. Please double-check your details then try again.
· The DfE's response indicates that it is not possible to determine your eligibility status

automatically. You will need to raise a query manually.

You can perform this check for as many parents as required. At the end of a check click
the "Restart the check process..." button.

© 2021

Applying on behalf of a parent

14

See next:
Viewing eligibility check results
The checking process from the parent's viewpoint
Setting up the FSM service for your school
Introduction to the FSM service

V

The parent's experience
Accessing the site
Parents go to the Eligibility Checker website and click on the Check Eligibility button to
get started.

On the first page, they have several options.
Someone who has a USO account already can simply log in.

© 2021

15

FSM Eligibility Checker User Guide

Someone who has no account that they know of can take a different route.
Someone who has forgotten their username or password or both, can take action to
retrieve these.
A parent either needs to log in or create a new account in order to run the test. This is
very quick as only the essential details are needed.

Who has a USO account?
Quite a lot of people actually.

Anyone who works in a participating school
Many parents themselves work in a school that is part of the USO system so they will
naturally have an account issued by the school. If so, parents should use this account
to log in and link their children.

Anyone who has used eAdmissions
Parents who have used eAdmissions to apply for school places will have a USO account
from using that process. Despite being used for the eAdmissions process, that account
does not have their children linked to it. Children can only be officially linked to a
parent's account once they are on roll in a school and have an account of their own.

Anyone who has used AdEPT's PAY+ service
If a parent has used one of these services they already have an account and at least
some of their children linked to that account. This allows them to go through the
process more quickly.
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Should they have an additional child at a school that does not use PAY+ or parental
reporting, they should link themselves to those children's accounts in order that all
relevant schools can be notified in case the parent is eligible for free school meals.

Setting up a USO account and performing a check
The school of the child (or first child) must be selected.

Then all relevant information needs to be entered in order to run the test. This will
include details of at least one child, without which a test cannot be completed.

A text message containing a PIN code is then sent to the mobile number provided. This
number needs to be entered on screen so that the process can continue.
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After the PIN is confirmed, an account gets created for the parent.
The account details are shown on screen. The parent then needs to name a child that
is attending school by clicking on the green button.

If a parent knows the child's USO username, they will then be able to simply link the
child by entering that username.
They can repeat the same process for several children which is necessary if children
attend different schools.
If all children attend the same school, and the MIS records are set up correctly, linking
to the first child should result in the parent being linked to all children in that school
automatically. (If the MIS information is entered differently, it is likely that other
children will not be automatically linked.)
When children are linked in this way, they appear in the first tab on the management
and reports page (the tab called "Full details of FSM eligibility checks").
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If the username isn't recognised by the system or is unknown, the parent needs to go
through a few steps to select the school and then enter the child's first and last name
and date of birth in a series of steps.

When children's details are entered via the method above, the parent is able to do an
eligibility check and the school has access to a valid result. However, entering child
details in manually rather than matching to an account this results in the child being
listed under the second tab titled "FSM eligibility checks for children not matched to
school data".
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The parent is then directed to the final step of submitting the check to be processed.

If the parent is doing a re-check and their NI number is missing from the system
(because they have chosen to remove it), they will be prompted to enter this
information in order to perform the check.

Once a child's details and all the necessary parent details are provided, the eligibility
check results are returned and shown on screen, followed by some instructions to the
parent regarding the next step.
If your school has fully configured all the setup requirements to use the FSM service,
the parent will see a message like this:

If the school has not yet set up all the pre-requisites, the parent will see a message
like this:
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Please be aware that where the school has not met all the pre-requisites in setting up
the FSM Eligibility Checking Service the parent can check their eligibility after which a
certificate will be available that they can print off or email to the school. A full USO
account will not be set up in such instances.

Performing a check when the parent already has a
USO account
Parents with existing USO accounts can log into the system and perform a check.
If their child attends a school that uses PAY+ or online parental reporting, then at least
one child should already be linked to their account and they can simply enter their
NI/NASS number and get a quick result.
Their initial view, after logging in, will look similar to this:

In such instances, when a parent logs in, they will see at least one child listed and can
simply go ahead with the check. They could also try and match any other children they
may have at a different school to ensure all schools know of the results.
A parent in this situation would simply need to enter their NI/NASS details.
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A mobile number confirmation may be required, depending on whether the parent
already has a mobile number saved in the system or not.
The parent will get an immediate, on-screen result and the data will be saved for the
school to view.

See next:
Viewing eligibility check results
Applying on behalf of a parent
Introduction to the FSM service
Setting up the FSM service for your school
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