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To start your online application, visit our website:

https://emsonline.sunderland.gov.uk/CitizenPortal LIVE/

This document has been created to help guide you through completing an
online application for Free School Meals via the Family Portal.

Through the portal you can make applications for Free School Meals and 2 year
old Free Childcare.

To make an online application you will need a valid email address to complete
the registration process and to receive confirmation of your application.

If you have any difficulties making an application please contact us by
telephone: (0191) 561 1417 or email:
freeschoolmeals@togetherforchildren.org.uk or use the contact us link on the
Family Portal.
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How to qualify for free school meals
To be eligible you must be in receipt of one of the benefits listed below:

e Income Support

e Income-based Jobseeker's Allowance

e Income-related Employment and Support Allowance

e Support under part VI of the Immigration and Asylum Act 1999

e Child Tax Credit, provided they are not entitled to Working Tax Credit and have an
annual income, as assessed by the Inland Revenue that does not exceed £16,190 or

e Guarantee element of Pension Credit

e Working Tax Credit run-on paid for 4 weeks after you stop qualifying for Working Tax
Credit

e Universal Credit

Children who receive Income Support or Income-based Jobseeker's Allowance in their own

right are also entitled to receive free school meals.

If you receive one of the benefits above and your child attends a school nursery class or
nursery school they must receive nursery education before and after the lunch period to be

eligible to receive free meals.

Every child in reception, year 1 and year 2 receive a free school lunch. However, if you
receive one of the benefits listed please make an application for free school meals as this
will ensure that the school your child attends receiving additional funding to support your

child’s education.
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How do | apply for free school meals?

You can apply online via the Families Portal using the following link:

https://emsonline.sunderland.gov.uk/CitizenPortal LIVE/

ko)
Sunderland Family Portal

# Home & Login & Register (& English/Cymraeg~

Don't have an account? Please register

Welceme to the Family Portal

Email Address (3] ing service

= | . Please enter the email address you

used when registering

e service to apply for a free school meal, you will need to use these login details
Password for this service and will not need to re-register.

a If you are new to the portal please use the Register option

In order to use the Family Portal please ensure that your computer/device is running ene of the below browsers

+ Internet Explorer 10

- Internet Explorer 11
+ Mozilla Firefox (latest version)
- Google Chrome (latest version)

Forgotten your password?

We will then check your eligibility and let you know whether you qualify for Free School
Meals.
Setting up your account on the Family Portal

You will need to register with a valid email address to use the Family Portal. You need only
do this once, as when you have set-up your account you will be able to use your email
address and password to log-in to the account again.

Logging-in with a Family Portal account

If you have previously registered with our Family Portal enter the email address you used to
register and your password and click Login.

# Home

Don't have an account? Please register

Email Address
=

Password
e,

Forgotten your password?

Together for Children Sunderland April 2017


https://emsonline.sunderland.gov.uk/CitizenPortal_LIVE/

New user of the Families Portal

If you are new to the Family Portal website and creating an account for the first time or
need to re-register with a new email address please click Register where it says Don’t have
an account? Please Register. This will open the Registration screen. You will need to

complete your details for all boxes marked with an *

Security Details About you Contact Details

Email Address = | @& aperson@gmail.com -

Confirm Email * aperson@gmail.com -
& | ap @g Passwords must be a minimum

of 8 characters, not longer than
| 15 characters and must contain a
minimum of 2 number(s).

Password* | @ ‘ |

Confirm Password * % Remember that your password is
case sensitive.
Secret Question * & Mothers Maiden Name
Secret Answer * ol

Setting up your account
Enter you Email Address and input the same address into the Confirm Email box.
Enter your chosen Password and enter the same password into the Confirm Password box.

If you click in the box to enter information it will provide guidance about setting up a
password. Your password will need:

To be at least 10 characters long and up to a maximum of 128
Must contain at least one of each of the following:

- UPPER CASE CHARACTER

- lower case character

- number

- special character these include ! ” £S% ~ () _-+.? @ Space
Select your Secret question from the drop down menu

Type in the answer to your Secret Question in to the Secret Answer box then click Next
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Providing information about you and your family

This will open the About You tab, Fields marked with an * must be completed
Select your Title from the drop down menu

Enter your Forename and Surname

Select your Gender

Click on Next or you can click Previous to return to the previous screen

Security Details About you Contact Details

Title= | & | Please select
Forename * -
Surname * -

Gender = & Please select a gender

Previous Next

Providing information about where you live and how to contact you

Security Details About you Contact Details

To find your home address please enter your postcode and then click Find Address. If you do not know your postcode, look it up here. If your
address is not listed, press the ‘Enter Address Manually” and type the correct address in the boxes provided

Postcode * A MK41 6AS

Find Address Enter Address Manually

25, Milton Road, Clapham, Bedford, MK41 6AS
44, Milton Road, Clapham, Bedford, MK41 6AS A
66, Milton Road, Clapham, Bedford, MK41 6AS

85, Milton Road, Clapham, Bedford, MK41 6AS v
101, Milton Road, Clapham, Bedford, MK41 6AS

Find Address
to search for your house from the
Find Address

Enter your Postcode and then click
postcode that you have provided.

If your address does not appear after entering the Postcode and clicking

. Ender Address Mania .
then click and enter your address details.

If you do not know your postcode then click | don’t have a Postcode and you will be able to
type in your address details.
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Please provide us with a phone number either: Home Phone, Mobile Number or Work
Phone.

. i Submit Reqgistration
When you have entered all of your contact details please click

An email will now be sent to the email address that you have used to register. Please check
you inbox (including any Spam or Junk folders) for an email from No Reply. You will need to
click the link in the email to complete the registration process. If you are unable to click on
the link you can also copy and paste it in to the internet browsers address bar.

After clicking the registration link, you will be asked to log in. Enter the Email Address and
Password that you used to register.

Email Address
=
Password

a,

Your registration is now complete.
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Logging into the Family Portal to make an application

Once you have completed your registration with the Family Portal you will be able to make
an application.

This guidance will tell you how to make an application reset your password or change your
email address.

Open the Family Portal https://emsonline.sunderland.gov.uk/CitizenPortal LIVE/

Enter your Email Address and Password and click Login

# Home

Don't have an account? Please register

Email Address

Password

a,

Forgotten your password?

. Forgotien your password? .
If you have forgotten your password then click on the QOB PR Enter your email

address to be sent a link regarding changing your password. You can also change your
password when you are logged in to the Family Portal by clicking My Account and selecting
the Change Password option.

-

My Family

Click on

have provided. If you have already provided a child’s details you do not need to provide

this shows your own details with any of your children’s details that you

them again. However, you can add additional children at any time. You may wish to provide
details of all of your children even if you do not wish to make an application for them at this

time.

To add a child click Add Child and fill out the child’s details and address. Click Add Child to
save the child’s details and you will see them added to the My Family section.
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1

Free School
Meals

Click the Home button to return to the main screen and click on
If you have previously made other Free School Meals claims they will be shown.

Click Apply to start a new Free School Meals claim.

& Home & My Arcount O Sign Cut

¥§ Free School Meals

To begin your application for Free School Meals simply click on the Apply button

About Contact Us Terms and Conditions Privacy Notice Cookies Policy

There are 6 steps to making the application.
Step 1 - Introduction

Please read through the Apply for Free School Meals introduction

# Home & My Account @ Sign Oul

Step 1 Step 2 Step 3 Step 4 Step § Step 6

Apply for Free School Meals

It mponart for chikaren 1o have @ go hous mes 1 you cannot e eligibie for Tree school meats, To be ehgible you MUstbe
zhing ane of the following and y. misst aliend a state school mmmm«wmmmmumm
URRH Part Vi of eive Working Tax

Credit and that your annual Rousenol income (a5 assessed by her Maje o3 not exteed £16,190. ¢

Related Employment and Support Allowance (ESA) Working Tax Credit ‘run an’ mmmmhamnmwmmmummm
mmmmqmmummum 3 conta direcily 1o request assistance.) For Tuther phease .._\---.Hn
wmmuw-w Dt 0 :
[

Click m to proceed

Step 2 — Personal Information

To check if you are eligible for Free School Meals with information held by Her Majesty’s
Revenue and Customs (HMRC) and Department of Work and Pensions (DWP) we require
your Date of Birth, National Insurance Number or National Asylum Support Service Number
along with your details.
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pStepd |p Step b
o | Sumemary | | Give Comsent

I your detaits are not comect, phease navigate to the Contact Details section %
using the My Account ink in the navigation bar

Address

L | 34, Chich Walk, Marsion Moreiayne, BEDFORD, Samshire, MKA3 01

Enter your Date of Birth

Enter your National Insurance Number following the correct format e.g. AB123456C
Or

Enter your National Asylum Support Service number e.g. 12/03/65784

Your Address, Home Phone, Mobile Number, and Gender will appear on the right hand
side. If these are not correct, click My Account in the top right hand corner of the Family
Portal screen and amend the required details.

You can now either select an existing child to add to your Free School Meals claim or you
can click Add Child to add in details about the child or children you wish to include in the
Free School Meals application.

To include an existing child in the application

Click the Include in Application slider bar against each child you want to include so that Yes
appears.

Click Continue
To add a child to this application

Click Add Child
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Add Child

Add a child

Forename Daisy

User

Female

10-March-2015

Surmname

Gender

Date of Birth

B [ B B B

Ethnicity WBRI - White British

First Language & | English v

Relationship to Child & | Father
Your relationship to this child (i.e. you are the Father of this child)

Parental Responsibility 8} Yes
QO No
If you have legal responsibility for this child, select Yes

Select Address

"~ & 66Milion Road Clapham Bediord MKA1 6AS
" ocCickwaddnewaddress
=

Enter the child details. Fields marked with an * must be completed.

Once you have entered the child’s details click Add Child and Continue
Step 3 — Additional Information
Step 3 will ask you a question relation to your Free School Meals claim.

Enter a date into the both “When would you like your Free School Meal Claim to start
from?” Please note This is not a guarantee but will assist us with your application. Also note
that Free School Meals cannot be back dated.

Once you have entered the date, click Continue
Step 4 — Summary

The Summary screen will give a summary of your Free School Meals claim, which will detail
the Claimant Details and the Children who you have included in the claim, along with the
Additional Information.

Click Continue to proceed. If you do need to make any changes to the any details click Back.
Step 5 — Give Consent

You must read the Declaration statement. This is to ensure that you understand that we will
use the information that you have provided to check if you are eligible to Free School Meals,
but also that you provide permission for your details to be stored in a database so that Free
School Meals can be provided, should you be eligible.
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+Stepd | » Step 5

Step 3 Step 6
Additional Information Summary Give Consent Eligibility Results

+ Step 1 v Step 2 v

Introduction Personal Information

Accept

Once you have read the statement, click the square box to place a tick in it.
Click Accept
Step 6 — Eligibility Results

Using the information that you have provided we will check if you are eligible using the DfE’s
Eligibility Checking Service.

You will receive an Application Reference number that you can store and use if you need to
contact us about your application.

Click Finish

If you have any further enquiries about your application please contact us on:

(0191) 561 1417 and provide your Application Reference number.
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Changing your details

You are able to change your personal details by logging into the Family Portal and selecting
My Account in the top right hand corner.

Personal details

After logging in to the Family Portal, within My Account - Personal Details you can view or
amend your Title, Forename, Surname and Gender here. Click Save when you have made
any changes.

Contact details

After logging into the Family Portal, within My Account — Contact Details you can view or
amend your Address Details and Telephone Numbers. Click Save when you have made any
changes.

Change Email Address

After logging into the Family Portal, within My Account — Change Email Address you can
view or amend your Email Address and Password here. Click Submit when you have made
any changes.

Change Password

After logging into the Family Portal, within My Account — Change Password you can view or
amend your Family Portal Password. Click Submit when you have made any changes.

Your password will need to be:

At least 10 characters long and up to a maximum of 128

Must contain at least one of each of the following:

- UPPER CASE CHARACTER

- lower case character

- number

- special character these include ! " £S% ~ () _-+.? @ Space

Change Secret Question

After logging into the Family Portal, within My Account — Change Secret Question you can
view or amend your Family Portal Secret Question. Click Submit when you have made any
changes.

Change of Circumstances

See the details on the Family Portal screen regarding a change or circumstance.
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Help — Frequently asked questions

What happens after | have made my application?
We will check to see if you are eligible for Free School Meals

If we are able to confirm that you are eligible you will receive an email requesting that you
log in to the Family Portal where a message in the Messages section will confirm that your
children are eligible.

We will inform your child or children’s school so that Free School Meals can start from the
Monday of the next week.

If we are not able to confirm that you are eligible you will also receive an email requesting
that you log in to the Family Portal where a message in the Messages section will inform you
about the next steps you will need to take.

We must receive a completed application along with any required evidence of benefit
entitlement before Free School Meals can be granted.

Entitlement to Free School Meals cannot be backdated.
Lost of Forgotten Password

If you need to retrieve your password, click on the Forgotten you passwork link on the
Family Portal log in screen. You will be asked to enter the email address and the answer to
your Secret Question entered during your registration. Your password will be emailed to
this email address.

You can also change your password after logging in within the My Account — Change
Password menu.

I need some help with my application

If you have any questions, please contact the Free School Meals Team — (0191) 561 1417 or
email: Freeschoolmeals@togetherforchildren.org.uk

What happens if my circumstances change?

If you are claiming free school meals due to receiving a benefit, Tax or Universal credit then
you must inform us immediately if your circumstances change. If you stop receiving one of
the benefit, Tax or Universal credit then you should contact us and you will no longer be
entitled to Free School Meals.

What do | need to do to make sure that my claim for Free School Meals continues?

We review your free school meals claim regularly using the DfE Eligibility Checking service.
This service only confirms whether you are or aren’t entitled to Free School Meals. It does
not provide any other information. If we cannot confirm that you are entitled through doing
this check, we will contact you for up to date evidence of the benefits, Tax or universal
Credits that you receive.
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Will | need to re-apply if my child changes school?

You child remains entitled to free school meals as long as you are eligible. Free school meal
entitlement follows you child and any new school will be informed of their entitlement.

My child is in Reception, Year 1 or Year 2 — why am | being asked to complete a Free
School Meal application?

All children in Reception, Year 1 and Year 2 receive a free school lunch funded by the
Government. However, if parents of children in those year groups receive the benefits, Tax
or Universal credits that would mean that they are eligible for Free School Meals, the school
will receive Pupil Premium if the parent makes an application for Free School Meals. Pupil
Premium is additional funding paid to the school to purchase extra teaching support or
resources to enhance children’s education.
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