


Making an application for Free School Meals 
The following instruction is to assist parents and carers who wish to make a claim for Free School Meals (FSM).  All applications for FSM must be made via the Citizen Portal.  The application process is quick and easy to do. 
The Citizen Portal can be accessed from the Liverpool City Council Website by clicking the link below www.liverpool.gov.uk/benefits/free-school-meals/
Before making an application, users must have an account set up. In most cases the parent/carer of a child will already have a Citizen Portal account as this will have been used to register children for admissions. 
If a new account is required a new account can be set up by registering for the Citizen Portal by clicking Register an Account as shown below. 

If you have an account but the username or password has been forgotten, please follow the onscreen instructions to reset your account by clicking Forgot Password? link.  
Adding children to your family on the Citizen Portal  
1. Log into Citizen Portal 
2. You check the details of the children you have already registered in the portal in the My Family section shown below, and you can also add new children here. 
  

3. Once the My Family section is open, you can add children to your account by clicking Add Child as shown below

4. The following screen will load, please complete all of the required information on this page, and select the address listed or add a new address if your address has changed.  Then click Add child. 

How to make an application for Free School Meals 
1. From the first screen, select the Free School Meals Icon 

2. Select the Apply button 

3. The page that loads contains important information about Free School Meals and the application process. Please take time to read and understand this information.  
Then click Continue 

4. The screen below will load, this is the area where the children linked to your account are held.  From here you can add more children if they are not shown on the screen.  

Please note, the date of birth, National Insurance Number or NASS number shown on the above screen must belong to the name of the person on the account.  
5. Select the child you wish to apply for Free School Meals for by ticking the box on the child’s name as shown below. Please note, if you are applying for more than one child, you MUST submit one application for each child, therefore only include one child on each application. 

6. Click Continue 
7. Complete the questions on the Childs Details page that loads below. Then click Continue

8. The Review Application page will load, here you can review the details you have submitted and if all the details are correct – select Continue. If the details are incorrect, go back and amend as required. 

9. The Declaration page will load as shown below, tick the declaration box and click Accept 

	Version 
	V2

	Date 
	23.04.2025


10.A Confirmation screen will load confirming the free school meals application has been submitted and the reference number, you must click Finish to complete your application. 
 

11. You will now receive an email to the email address account that you have used to set up your access. 
If you are applying for more than one child, you may now repeat the process from steps 1 to 11 to make further applications for each child. 
End
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Information on this page will be used to confirm your eligibility to free school meals with the Department for Work and Pensions.
In order to check your eligibility:
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