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FPN Portal Guide 

This document describes the functionality for school users and local authorities within the Fixed Penalty 

Notices portal.  
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Searching and Filtering 

 
 
The portal provides the ability to search by first and last name of a student.  
 

 
 
There are several filters available to both local authority and school staff.  
 
School filter – allows users to filter based on schools they have been granted permission to. A local 
authority user will be able to see all schools at your local authority. Whereby a school may have access 
to one or a few schools.  

 
 
Year filter – allows users to filter the list of students based on year groups between 0 and 16. 
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Actions filter – allows users to filter the list of students based on the current (or previous) status of their 
FPN: 
 

• Review submitted requests 

• Action needed 

• Review resubmitted requests 

• Review requests to withdraw 

• Review unpaid fines 

• View issued notices 

• View withdrawn notices  

• View declined requests 

• Review potential prosecutions 

• View proceeded to prosecution 

• View paid notices 

• View partially paid   

 
Reasons filter – allows users to filter the list of students based on the reason for the request.  
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Student Card and Details 

Each student is displayed in a card view. The card view displays how many current, previous, withdrawn 

or declined FPNs they have had since using the FPN portal.  

 

If the FPN is current the card will show the reason for the request with status and date. The date is when 

that status occurred.  

  

Clicking on the card opens the record in a detailed view. 
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Adding a New FPN Request 

Both Local Authority and Schools can create a new FPN request.  

Select the school the FPN request is from. 

Local Authority Users will have access to all schools. School Users will only see their school(s).  

 

Search for the student the FPN request is for and click on the card once. This will enable the plus button 

in the bottom right of the card. 

 

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

The list of reasons might be different to the ones shown in the screenshot (this is down to configuration 

by your Local Authority).  

 

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

 

Enter the full postcode (with a space e.g. MK41 6DZ) and click Find. Select the address from the 

dropdown list.  
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If no addresses are found for the postcode you search by you can enter a new address. 

 

If the postcode search returns a list of addresses but the parents address is not displayed, please 

contact your local authority to get this added.  
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Click Next to take you to Dates step – add one or more dates or date ranges. This step will also allow 

you to optionally record the total number of sessions the absence period(s) equates to e.g. 10 sessions.  

 

Click Next to take you to Evidence step – select one or more files – the text at the top is what is defined 

by the Local Authority in Configuration – Evidence. 

 

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

 

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

the text is what is defined by the LA in Configuration (Terms and Conditions). 
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Click Submit displays a confirmation window. 
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Reviewing Requests 

As a Local Authority you can now see all Submitted requests across All Schools. 

Select All Schools in the school dropdown and Review submitted requests in the Actions dropdown. 

 

You can use the name search to find a specific request. 

 

Click on the card to open the details of the request. You can download a document by clicking on it to 

view the evidence provided.  
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Potential Prosecution (England Only) 

If the request is for a parent and student combination with at least two previous offences since mid-
August 2024, the request will default to a status of Potential Prosecution. The local authority can see 
these requests by selecting Review potential prosecution in the actions filter.  
 

 
 
Select a record to view the details. Parents with the status Potential Prosecution cannot have a letter 
issued to them. Local authorities can review and either Withdraw or Proceed to Prosecution.  
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Editing Requests 

Click on the Edit button to make any changes e.g. correcting spelling errors etc. Once changes have 

been made click on the Save button. 
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Request Information 

Click on the Request Information button if you spot something that the school needs to correct or send 

you. Add information in the appropriate section and click Submit. 

 

Clicking Submit will send the school an email. Next time they log into the portal they will see which items 

need action. 

To find which notices need to be actioned, select the Action needed in the Actions dropdown. 

 

Click on a child that has actions required to see what is being requested. 
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Action items are shown in blue highlight, and that section will be editable. 

Once required information has been entered or uploaded click on the Resubmit button. 

To view the resubmitted requests, change the actions dropdown view to Review resubmitted requests. 
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Decline Request 

Click on the Decline button if you want to reject/decline the whole request. 

 

Add the information for why you are declining the request and click Submit. 

The school will get an email and be able to view all Declined Requests via the Actions dropdown. 

To find which notices have been declined select View declined notices in the action’s dropdown. 

This will show any child that has ever had a declined request. 

 

Click on the card to view the details of why a notice was declined. 
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Withdraw Request Before Issue 

Click on the Withdraw button if you want to Withdraw the notice with no further action. 

You can choose to withdraw against one or more parents on the request. 

Select a reason and click Withdraw. 

 

The list of reasons will be configured by your Local Authority.  
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Proceed to Prosecution 

Click on the Proceed to Prosecution and choose which parent (s) are moving to prosecution and give a 

reason. 

 

Click Submit. 

The status of the parent will change to Proceed to Prosecution and an information icon will be 

displayed. Hovering over the icon will display the information that has been recorded in the prosecution 

details box.  
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Promote Offence (England Only) 

When a penalty notice request is submitted through the portal; where a previous resolved penalty notice 

was recorded outside the portal from when the regulations changed in August 2024 use the Promote 

Offence button. 

Clicking on the button allows you to choose the offence (2nd or 3rd) and the date of the last offence 

against each parent it applies to.  

 

When you click the Submit button it creates a dummy FPN record in the FPN database using the date of 

last offence as the last issue date. If you select 2nd offence and issue a letter it will automatically fine at 

the higher rate. If you select 3rd offence it will set the parent status to Potential Prosecution. 
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Match Carers 

If you are happy to proceed to Issuing the notice you must first match the carers.  

This displays any existing carers for the selected student from the data in MRI Education. In the screen 

below there are no existing carers so therefore I can click ‘Add new carer’ 

 

This creates a new person record in MRI Education and links the person as a carer to the student 

record. 

 

Once all carers have been either matched or added click Save Matches. If all carers have been matched 

the Match Carer button will be greyed out.  
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Issue Notice 

If you then wish to Issue the notice click on Issue. 

 

The letter will get generated as per your Issue GOV.UK Notify template. 

If the notice is a second for the parent / student in a three-year rolling period (as of August 2024 in 

England) the higher fine will automatically be calculated and displayed on the letter. 

We have added a placeholder called ((payment_info)) which we recommend that you use in your letters. 

This will automatically update the letter when it is the parents second fine. This will come out on the 

letter like this if this is the first offence:  

The penalty is £((initial_fine_amount)) if paid by ((first_payment_date)).  After this date the 

penalty rises to £((increased_fine_amount)) and must be paid by ((last payment date)). 

Example - The penalty is £80 if paid by 16/01/2025. After this date the penalty rises to £160 and 

must be paid by 17/01/2025 

This will come out on the letter like this if this is the second offence:  

The penalty is £((increased_fine_amount)) if paid by ((last_payment_date)).  This is no option 

to pay a discounted amount as this is the second notice issued to you for this child’s absence in 

the last 3 years. Example - The penalty is £160 if paid by 17/01/2025.  This is no option to pay a 

discounted amount as this is the second notice issued to you for this child’s absence in the last 3 

years.  

You will see a “All letters have been generated successfully” message in green at the top right of the 

screen. 

The letter will be queued up in GOV.UK Notify. You can view a copy of the letter within your GOV.UK 

Notify Letter Dashboard. The letters are printed at 5:30pm and dispatched the next working day 

(Monday to Friday). 

A copy of the generated letter is displayed in the Documents and Letters section in the FPN portal. This 

can be downloaded from here. This letter is also accessible to the school the student attends.  
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You will also notice that the payment reference number has been generated and displayed against each 

parent – this payment reference will be calculated as per the rules your local authority has set in the 

Configuration area. 

 

As a Local Authority you can now see all Issued notices across All Schools. 

Select All Schools in the school dropdown and View issued notices in the Actions dropdown. 
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Withdraw Notice After Issue 

Click Withdraw if you want to withdraw a letter once it has been issued. 

Select a reason and click on Withdraw this will generate the letter as per the Withdraw GOV.UK Notify 

template. 
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Request to Withdraw 

A School cannot directly withdraw a notice or request, but they can request to withdraw. 
 

 
 
Click on the request to withdrawn button enter a reason against the parent(s) you are making the 
request against and click ‘Request to withdraw’. 
 

 
 
The local authority will be able to filter by ‘Review requests to withdraw’ and review and withdraw if 
appropriate.  
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Create Payment File 

The Payment’s area allows local authorities to create payment files and update payment information. 

 

Create a payment file – allows you to enter a range of date and pick Issued, Withdrawn or Unpaid 

notices. 
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Update Payments 

Update payments – either by uploading a file (must be in a specific format). 

 

 

Payment information can be updated manually – local authorities can search by Student Identifier or the 

Payment Reference. 

 

Unpaid fines will also get displayed for local authorities that allow late payments. 

 

 
 

Parent status gets updated based on payments made (or not) in the time allowed. 
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Unpaid Fines 

Unpaid status is displayed where a parent hasn’t paid their fine in time. Change the action dropdown to 

‘Review unpaid fines.’ 

 

If your local authority sends ‘non-payment letters’ e.g. intention to prosecute this can be achieved by 

clicking the Non-Payment button.  

 

Clicking on the Non-Payment button  

Generates letters based on the GOV.UK Notify Non-Payment Template ID set in Configuration. 
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If the fine remains unpaid you can choose to mark the status as No further action or click Proceed to 

Prosecution.  
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Previous, Withdrawn, Declined Penalty Notices 

Search for a child and on their card, you can see how many current, previous, withdraw or declined 

requests they have. 

 

Clicking a card to see the details and navigate to the Previous, Withdrawn, Declined section 

 

From here you can open any of the accordions to see details of the previous FPNs. 
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The record is displayed in read only but you can still download any documents and letters to support 

preparing court packs etc.  

 

 


