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Data – PN Portal – Since the start…

Penalty Notice Status
For those where a PN was 
issued

For all PN Portal 
Requests…

Declined 1182 8.55%
Issued 6.68% 754 754 5.46%
Paid 76.68% 8660 8660 62.65%
Proceed To Prosecution 7.13% 805 1107 8.01%
RequestToWithdraw 0.01% 1 8 0.06%
Submitted 781 5.65%
Unpaid 4.78% 540 540 3.91%
Withdrawn 4.70% 531 789 5.71%
Total 11291 13821

Penalty Notice Status For those where a PN was issued For all PN Portal Requests…
Holiday Absences 100.00% 10418 12090 100.00%

Declined 0.03% 3 476 3.94%

Issued 7.13% 743 743 6.15%
Paid 78.67% 8196 8196 67.79%
Proceed To Prosecution 5.56% 579 874 7.23%
Request To Withdraw 0.01% 1 8 0.07%
Submitted 0.00% 692 5.72%
Unpaid 4.42% 460 460 3.80%
Withdrawn 4.19% 436 640 5.29%

Grand Total 100.00% 10418 12090 100.00%

Penalty Notice Status For those where a PN was issued For all PN Portal Requests…
Unauthorised Absences 100.00% 874 1730 100.00%

Declined 0.00% 706 40.81%
Issued 1.26% 11 11 0.64%
Paid 52.86% 462 462 26.71%
Proceed To Prosecution 25.86% 226 233 13.47%
Submitted 0.00% 89 5.14%
Unpaid 9.15% 80 80 4.62%
Withdrawn 10.87% 95 149 8.61%

Grand Total 100.00% 874 1730 100.00%

Penalty Notice Status For those where a PN was issued For all PN Portal Requests…
Holiday Absences 92.26% 10418 12090 87.48%
Unauthorised Absences 7.74% 874 1730 12.52%
Grand Total 100.00% 11292 13820 100.00%



Overview – PN Portal

• This will allow schools to login and submit requests for PNs via a Web-based Portal.

• The Prosecution Team will process requests via the portal, allowing the team to:

1. Ask for Further Information

2. Decline the request

3. Withdraw the request

4. Issue a Penalty Notice

• Schools will then be able to track progress via the Portal too.

• All info about the portal is available via our penalty notice webpage on BSO -
https://bso.bradford.gov.uk/content/education-safeguarding/attendance/penalty-
notices-august24
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Logging into the Portal

• One person from each school will be responsible for rolling out 
access to the Penalty Notice Portal to staff.

• If you are not sure who this person is, or you wish to change 
who this person is, you can contact us via PN@bradford.gov.uk

• This lead person is responsible for rolling out access to other 
users for their school. 

mailto:PN@bradford.gov.uk


Rolling out access

1. Go to “User Management” section by clicking on the “two people” 

icon on the left hand of the screen



2. Click on the “Create User” button at the right-hand side of the 
screen



3. Create a user by entering First Name, Surname, and email 
address.  

I would advise leaving phone number blank, as the user can 
input this themselves when completing the registration process.  
Click on “Save” once completed.



And then repeat for further 
users…

FAQs:

1. You can provide users from outside your school/organisation 
with access to the portal, but your school/organisation remains 
responsible for the security of the data contained within the 
Portal.

2. It does not matter which MIS your school uses (SIMS, Bromcom, 
Arbor etc), the portal is web-based and uses data you share with 
Bradford Council.



Click here to log into the portal:

https://education-fpn.cloud.mrisoftware.com/

Remember to save the 
link as a “favourite” in 
your favourites bar!

http://fpn.capitaone.cloud/
https://education-fpn.cloud.mrisoftware.com/
https://education-fpn.cloud.mrisoftware.com/
https://education-fpn.cloud.mrisoftware.com/


Creating a new Penalty Notice 
Request
• Select the 

school the FPN 
request is from 

• You only need 
to do this if 
you are linked 
to more than 
one school
  



Search for the student the FPN 
request is for  



Click on the “Start new request” 
icon in the bottom right of the card – 
select a reason for the request  

Remember…
Holiday Absences = Unauthorised Leave during Term Time
Unauthorised Absences = Sporadic Poor Attendance over 
10 weeks +



Click Next to take you to the Carers step – add one 
or more parents and carers 

NB – Some children will 
already have a parent linked to 
them – Click on “Include?”  

Plea for help…
1) Please ensure parent names are Capitalised
2) No need to add a salutation (Mr / Mrs / Ms etc) 



Click Next to take you to the Dates step – add 
the From (Start) and To (End) dates, and the 

number of sessions missed  
Tips:
1. The start date should be the 

child’s first day of absence 
2. The end date should the child’s 

last day of absence 

Using this example, the start date of 
absence would be 15th October 2025, 
the end date would be 24th October 
2025.
Number of sessions missed = 15



Click Next to take 
you to the “Upload 
Evidence step”

Select one or more 
files by clicking on 
“Choose”

The text at the top 
reminds you of 
what is needed 
(Evidence)

You should be 
attaching the new 
LOA E-Form docs 
here (copy of the 
form, email to 
parent)  



Click Next to take you to Further Information 
step – it is optional to record text here  

This is a good place to let us know where you would like to consider different 
approaches to issuing a penalty notice – i.e.
1. Where leave is extended (20 days +) but you feel a PN is appropriate, not 

a prosecution.
2. Where a PN should be issued to only one parent and not both.
3. Where an address has changed between the school writing to the parent 

and the request for a PN.



Click Next to take you to Submission next – you must 
agree to the Terms & Conditions to click Submit



Click Submit displays a 
confirmation window



Responding to requests for more 
information

1) Double Click on the child’s 
name



Scroll down, working 
through requests for 
information marked in Blue

Click here and search for the document you 
have been asked to attach



Answer question by typing the answer into this 
box

Once you have answered the questions and 
provided the additional information, click on the 
“Resubmit Button”



Monitoring Progress / Viewing 
the outcome

1) Every time you log into the 
system, you will see a list of 
requests made, together with 
their current status

2) You can also filter the 
status of your penalty 
notice requests to focus on 
specific penalty notice 
requests

3) You can also see specific 
updates and information by 
double clicking on the child’s 
name…



Viewing updates on the child’s 
record

You can request to withdraw a 
penalty notice at any time by 
pressing this button.  You will be 
asked for an explanation.



Understanding how parents/carers 
pay their penalty notice

The PN Portal 
automatically 
generates the PN 
Notice and sends it 
the parent(s) via first 
class post.

This is our current 
template.



Payment Online

Using the QR code or going to 
www.Bradford.gov.uk/pay takes you to this page

Scroll down the 
page and find this 
link

You are then taken to this new 
webpage.  Scroll down and make 
sure you click on the correct 
School Absence Link (the old one 
will eventually disappear)

You enter the relevant reference number from the 
penalty notice, press continue, and you are presented 
with limited information to ensure you pay the correct 
notice(s).

http://www.bradford.gov.uk/pay


How does a parent contact our 
team about a penalty notice?

• Please do not share phone numbers / email addresses for the 
team.

• All contacts by parents should be made via our online form:

www.Bradford.gov.uk/ContactPN 

http://www.bradford.gov.uk/ContactPN


Upcoming Developments…

No more Notices to Improve (NTI) for Schools…

• In September 2024 we asked schools to issue NTIs, formerly known 
as Warning Notices – Thank you for doing so!

• We have been pushing the developers to integrate NTI functionality 
into the portal since then

• The planned release of this has been pushed back a number of 
times, but the developers are planning on releasing this in January 
2026.

• This will not change the portal experience for users, however you will 
be able to request PN’s for sporadic poor attendance more quickly, 
removing the need for schools to issue NTIs.

• Further updates will be released to portal users over the next few 
weeks – So don’t do anything differently before then!



Questions Submitted

1. If a child with special educational needs is taken on an 
extended holiday by their parents and the absence exceeds 
40 sessions — due to the child’s improved wellbeing and 
happiness while abroad with immediate family — can the 
£2,500 fine be reduced or reconsidered?

2. Sometimes families have 2 holidays in space of 6 weeks 2 
lots can’t be added until 1 is paid.

3. When selecting the salutation of parent, it often jumps to a 
different one (e.g. Select mother and it picks doctor , is this a 
known issues?



Questions?



Leave of Absence 
E-Form
5 Minute Guide

November 2025



Bradford Schools Online (BSO)

• Bradford Schools Online provides a walkthrough on how the E-Form 
works.  

• This includes:
• How parents submit a request
• How schools can review a request and approve / reject a request.

• www.Bradford.gov.uk/LOAForm - Link to Form for Parents to use

• https://bso.bradford.gov.uk/content/education-
safeguarding/attendance/leave-of-absence-e-form - BSO Pages
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Schools Process:

• Once parent submits a request, an email is automatically 
generated and sent to the parent to confirm that a request has 
been made, and another sent to the school…

This link allows you to review this individual request

This link allows you to review all requests submitted and processed for your school 
(TIP - save this link as a favourite)

This 4 digit number is the last 4 digits of your School 
URN i.e. 380/9999



Reviewing the individual request

This is the detail provided by the parent when submitting their request for a LOA for their child.  You can then decide 
whether to approve or reject the request. 
NB – Where a family submits a request for children that attend more than one school, the other child details are 
viewable too, and whether the request was approved/rejected/not yet actioned.



Rejecting the request You are prompted to provide a 
reason why the request is 
rejected.

IMPORTANT!
Whatever you write here will be 
shared with the parent via the 
rejection email they will 
receive once you press “Send 
Email”.

You can also change your mind 
and return to the previous 
screen by clicking “Cancel” 
(Not visible here)



Rejecting the 
request…

Parent receives an email 
confirming that their request has 
been rejected.

IMPORTANT:
You will receive a copy of this 
email.  Please keep it for your 
records, and remember to attach a 
copy should you need to request a 
Penalty Notice.

This is the text you entered 
previously.



Downloading a copy of the Request Form

• You will need to download a copy of the parent’s LOA request form should you 
decide that it is appropriate to request a penalty notice.

• To do this, you will need to use your “View All Submissions” link (that one we 
suggested you should save as a favourite).

• You should then see a list of requests that are either “Awaiting Approval”, 
“Approved” or “Rejected”.  By each request is a “Print” Button – Click “Print” for the 
request you wish to download.

• A pop up will appear, with the form displayed, you can save from here.  



Questions Submitted

1. Can we still use paper forms for parents to apply for request 
of leave as our parents will struggle to do it online?

2. Parents are only adding one parent - how do we or can we 
add a second? If they only list one parent only one gets a 
FPN as we haven't notified the other in the reply of the 
decline?

3. If a parent doesn't fill in the online request but takes a child 
out of school for a holiday what can a school do? 
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