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Using the Kirklees Eligibility Screening Tool (FACES) 
Date: 14th September 2009 
Author: A.M. Tomlinson 
 
Version History 
 
Date Comments 
14/09/2009 Original Document 
25/11/2009 Document updated to incorporate details about forwarding 

information from FACES into the PLA 
23/12/2009 Details about version number message added 
 
The Kirklees Eligibility Screening Tool is a questionnaire which assesses an 
individual’s eligibility for services and support, based on the responses given 
to a set of questions, and a set of scores allocated to those questions. The 
tool is based around the Fair Access to Care Services (FACS) criteria. 
  
An electronic version of the screening tool has been produced which both 
allows the questionnaire to be completed interactively, and then determines 
the service users eligibility for services.  
 
This guide describes how to use the electronic tool to perform an eligibility 
screening. 
 
The document can be found on the Intranet under the documents menu on 
the Adult Services Home page. 
 
From the Kirklees Intranet Home page… 
• Goto the Adults and Communities home page (link found under the 

Services menu) 
• Goto the Adults Services home page (link found on the right hand side in 

the Service Sections menu)  
• Click on the link named ‘Documents Adults Services’ found on the left 

hand side of the screen 
• Click on the link ‘Assessment Forms, valid from Janaury 2010’ 
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Scroll down to find the Eligibility section. 
 
Download the document and open it. A message will appear asking whether 
the macros (computer program) contained within the document should be 
enabled. These macros are used by the tool to determine a service users 
eligibility, The Enable Macros button should be clicked. 
 

 
 
The document will open. A message will appear which displays the version 
number and date the document was last updated. 
 

Click Here 
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Check that the version number displayed matches the latest version number 
of the document notified to your team and published on the Intranet. If the 
document you are using is an older version please close it and download the 
latest version from the Intranet.  
 

 
 
The cursor will be positioned over the first field within the tool that is to be 
completed. This is used to record the name of the service user that is being 
screened for eligibility. 
 
Once the name has been entered press the TAB key to move onto the next 
field and enter the date of birth. Repeat this process. 
 
If it is necessary to go back to the previous field at any time press the SHIFT 
and TAB keys together. 
 
The cursor keys can also be used to move between the fields within the 
document. The down and right cursor keys will move the cursor to the next 
field, whilst the up and left cursor keys will move the cursor to the previous 
field. 

Enter the service user name here 

Check This 
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Some of the fields in the eligibility screen document offer the user a choice 
between a set of alternatives. These are known as combo boxes. The 
question which asks about the gender of the service user is one example of a 
combo box field. 
 
When this field is selected a down arrow symbol will appear on the right hand 
side of the field. Use the mouse to click on this arrow and a list of options will 
appear. Use the mouse to point at the appropriate option to select it. 
 

 
 
Most of the fields in the screening tool are tick boxes, which can either be 
marked with a cross or left blank. These fields are known as check boxes. 
The question which asks whether anyone under the age of 18 lives in the 
service user’s home is an example of a check box. 
 

         
 
To put a cross in a check box, or to remove a cross from a check box use the 
TAB key to select the field and then press the space bar. This will cause a 
cross to appear in the check box if it was previously clear, or will clear the 
check box if it already contained a cross. 
 
Crosses may also be placed in check box fields by simply clicking on the field 
with the mouse. 
 
For most questions within the tool the service user must choose one response 
from a range of alternative responses.  
 

 

1. Click on this arrow symbol 

2. Use mouse to select appropriate 
option and click on it 

Press space bar to put a cross in this box 
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Be careful to avoid clicking on two or more check boxes for the same 
question, as unfortunately the FACES document can not prevent this 
automatically. If the wrong check box is selected in response to a question the 
incorrect check box must be cleared and the correct check box selected 
instead. 

 
 
Once all the questions in the screening tool have been completed, the service 
user’s eligibility for funded services must be assessed. Go to the bottom of the 
document and click on the Assess button.  
 

 
 
This will check that all questions have been answered, and that no questions 
have been given multiple answers. If there are any problems with the 
responses then these will be listed in a second Word document.  
 

Only one check box must be selected for each question !!! 

Click here to assess the screen user 
eligibility 
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All questions which have not been answered, or which have been answered 
incorrectly, should be corrected and the Verify button pressed again. Repeat 
this process as necessary 
 
If no errors are found in the document an assessment of the service user’s 
eligibility will be made. One of three messages will be displayed. 
 
Message Meaning 
Not Eligible to complete the 
PLA 

The service user has not demonstrated 
substantial or critical needs in any of the 
FACS domains. The service user should be 
sign posted to information and other 
organisations which might offer assistance 

Eligible to complete the PLA The service user has demonstrated 
substantial or critical needs in one or more 
FACS domains. The rest of the FACES 
document should now be completed (see 
below). 

Refer to social worker The tool is unable to determine if the service 
user is FACS eligible, but their responses 
indicate that a social worker should review the 
details. The rest of the FACES document 
should be completed (see below). 
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A summary of the responses given to each question and a breakdown of how 
eligibility has been determine will be saved within a third Word document. 
 

 
 
The overall eligibility will also be shown at the bottom of the screening 
document. 
 
If the service user is eligible to complete the PLA or if they need to be referred 
to a social worker the remaining fields within the document must be 
completed. 
 
The Verify Save and Forward to PLA button must then be pressed. 
 

 
 
The personal information which has been entered will be verified, and 
document can be saved. 
 
If the information entered into the FACES tool needs to be forwarded to the 
PLA then a new instance of the PLA should be opened prior to this button 
being pressed. 
 
 
 
 

Press this button to complete the process 


