Fixed Penalty Notice (FPN) Process
This Fixed Penalty Notice process is to be followed in conjunction with Suffolk County Council Fixed Penalty Notice Code of Conduct 
FPNs are issued as an alternative to prosecution, it gives the parent the option to pay a fine to discharge their liability for failing to ensure regular school attendance in accordance with The Education Act 1996 s.444.
An FPN should only be requested after school have 
1. Investigated / communicated with the family to understand the reason for the unauthorised absences.
2. Confirmed that the child subject to the FPN is safe and well.
3. Have tried to resolve any barriers to attendance 
4. Considered EWO/School intervention and felt this not appropriate.
5. Unauthorised absence threshold for FPN, as set out in own schools Attendance Policy has been reached.
	
FPN Portal Access -	All Fixed Penalty Notice requests need to be made through the Suffolk partner portal. 
Each school is entitled to a portal account as part of the LAs offer. To request an account please email victoria.winter@suffolk.gov.uk giving full name of the proposed account holder and their ‘named’ school email address. 
If the new account is due to a change in staff member please provide full name of the person who has left the post so that their account can be closed, this will protect against potential data protection breaches.
Once you have completed the registration process your account will be activated, once activated the portal can be accessed by
1. Click Link:	https://connect.suffolk.gov.uk/restricted/fpn   
2. Sign in using Suffolk partner portal log in
3. When you are asked to sign into Microsoft account you need to use ‘another account’ and put in your user name. Do not use your email address 
Your user name is usually  firstname.surname@suffolk.partners 

 This user guide details how to access the portal and completion of the form.

	 
When the FPN request has been completed it will appear in your FPN list and will show the status of each request. Appendix 5 gives the meaning of each status within the portal.
Appendix 3 is a template of the Fixed Penalty Notice that is sent out to parents
The wording in orange in the template is taken exactly as written in the portal, therefore please be mindful of spelling and grammar when inputting this information. The dates in blue are calculated by the system.
Appendix 4 is the Final warning letter which is sent to parents after 28 days if no payment has been received.
If an FPN is paid within 28 days this will show in the portal as paid and there will be no further action taken by the LA in regards to that specific FPN.


What Happens with Fixed Penalty notices that remain unpaid after 28 days?
Flow Chart Appendix 2
Parents are not prosecuted for failing to pay an FPN. The prosecution is for the original offence of a parent failing to ensure regular school attendance
After day 28 a decision needs to made as to whether the case should be considered for prosecution through the courts. This decision is made by considering any mitigating circumstances as well as the overall attendance or attendance patterns of the pupil
Following the Final Warning Letter being sent to parent, the FPN Team will Email the portal account holder an Authorisation To Prosecute (ATP) form, Appendix 4. Schools will have one calendar month to complete the ATP form and return to the FPN Team along with an up to date registration certificate if they would like the case to be considered for legal action.  
If the ATP form is not completed and returned the assumption will be that the school does not feel the case is appropriate for legal action and alternative arrangements have been made to resolve the attendance concerns.
When a completed ATP form is returned, it is sent to panel for a final decision. The ATP panel meet within the first 10 days of each calendar month, As these meetings are time restricted returned ATP forms will be heard in numerical order (lowest number first,using original FPN reference number).  During these meetings each case is considered independently and in accordance with The Code for Crown Prosecutors. 
Where cases are agreed at panel a Single Justice Procedure (SJP) Notice is sent to the parent on the next available date. 
The available dates are pre-determined by the courts of justice. Suffolk County Council are limited in the number of school attendance prosecution cases that can be put through to the courts in a calendar month. This limitation will determine the length of time between ATP submission and court paperwork being issued.
Once SJP paperwork is received by the parent they have 21 days in which to respond to the courts. They can respond by
1. Sending in their plea and any mitigation
2. Sending in plea and requesting full court hearing
3. No response to paperwork

In cases 1 and 3 the court hearing will go ahead as planned, aimed to be within 14 days but subject to court time. SCC are made aware of the outcomes to these cases usually within 3 weeks.
If parents request full court hearing, parents & SCC will be notified of the next available court date for case to be heard in a local magistrates court, this date could be several weeks hence. 

				Appendix 1 – FPN Process

Child returns to school after unauthorised absence threshold for FPN has been met. 




Complete referral for Fixed Penalty Notice through FPN Portal within 15 school days. 




Fixed Penalty Notice Issued to parent aimed to be within 10 school days of referral. Appendix 3




No payment received
FPN paid £60 within 21 days
FPN paid £120 within 21 – 28 days



Final Warning Issued to parent. Appendix 4
Portal status Notice to Court



Parents have discharged their liability for absence. 
No further action to be taken.



Request for Authorisation to Prosecute (ATP) forms and updated registration certificates sent to school Appendix 6











Appendix 2 – Unpaid FPN Process

SJP hearing takes place aimed within 14 days
Adjourned until next available face to face court date
Parent found not guilty or no case to answer
Withdrawn
Proven. parent found guilty of offence
Parent does not respond to court
Parent requests full court hearing
Parent has 21 days to respond to the court with their plea and any mitigation.  

Parent responds to court
Case not felt suitable for prosecution.
 
Agreed cases taken to prosecution through to Single Justice Procedure (SJP) 
SJP Notice issued to parent.
Note: Once issued SCC should not withdraw except in exceptional circumstances

ATP panel consider submitted case 
No completed ATP or updated registration certificate received. 
Completed ATP form and academic year to date registration certificate returned. Submitted to next available ATP Panel. 
FPN Withdrawn
Request for Authorisation to Prosecute (ATP) forms and updated registration certificates sent to school Appendix 6

Appendix 3 – Fixed Penalty Notice letter 1 (3 pages)
Our Ref:FPNTEST11111
[bookmark: Text14]Date: 28/04/2022
Tel: 0345 606 6172	
Email: PenaltyNotice@suffolk.gov.uk
Website: http://www.suffolk.gov.uk/SCCPNParent
Parent address as per portal

  



[image: SCCblack(2tier)]Dear Parent,

EDUCATION ACT 1996 Section 444
Child: child, Date of Birth: dd/mm/yyyy
School: School name

This fine is specific to you  parent and each parent may be in receipt of a Penalty Notice for each of their children.
I have received a referral from school name for child, who has unauthorised absences recorded against them at the school. Therefore I enclose a Penalty Notice which gives you the opportunity to pay a penalty fine instead of being prosecuted for the offence given above. 
The amount of the penalty is currently £60 and payment should be made within 21 days (dd/mm/yyyy). If payment is made after 21 days but before 28 days the penalty will be doubled to £120. If payment is not received by (dd/mm/yyyy), you may be prosecuted for the offence of failing to ensure your child’s regular attendance at school and could be subject to a higher fine. 
How to pay:
Online: the quickest and easiest way to pay a penalty notice is via our website, please visit www.suffolk.gov.uk/sccpn  
By Telephone: please call 0345 606 6172 to arrange a call back to pay this penalty notice by debit or credit card. This service is available 08:30-17:30 Monday to Friday excluding Bank Holidays.
By Post: you can send a cheque or postal order made payable to Suffolk County Council to the following address:	
Suffolk County Council, PO Box 258, Stowmarket, IP14 9BU

If you have any questions about this matter, in the first instance contact your child’s school who have not authorised this absence. 
[image: ]Yours sincerely
 

On Behalf of Suffolk County Council

Penalty NoticePenalty Notice No: FPNTEST11111


[S.444A EDUCATION ACT 1996] AND [S.105 EDUCATION AND
INSPECTIONS ACT 2006]
Please read all notes carefully.
PART 1
Any child of compulsory school age who is a registered pupil at an Educational Provision and fails to attend regularly at that Educational Provision, the parent is guilty of an offence under s.444 Education Act 1996.
To:  parent
Date of Birth (if known): 
Of:	parent address
You are a parent of child (called in this notice “the pupil”) who is a registered pupil at school name
Between absence start date  - absence end date the pupil failed to attend regularly at school name
This notice gives you the opportunity to pay a penalty fine instead of being prosecuted for the offence given above. The amount of the penalty is £60/£120 in accordance with the time limits set out below and no further action will be taken if the penalty is paid.
The amount of the penalty is currently £60 and payment should be made by one of the methods listed over the page within 21 days. If payment is made after 21 days but before 28 days the penalty will be doubled to £120.
Method of Payment
Payments may be made online via http://www.suffolk.gov.uk/SCCPN . Alternatively by Cheque payable to ‘Suffolk County Council’ with your penalty notice number (FPNTEST11111) clearly written on the back.
All payments must be made in full to the following address:
Suffolk County Council, PO Box 258, Stowmarket, IP14 9BU
Please include your penalty notice number on the reverse of the cheque.  If you require a receipt please enclose a stamped addressed envelope.
Part payments will not be accepted and no reminders will be sent. If payment is not received by day 28, you may be prosecuted for the offence and could be subject to a fine of up to £1,000.
This notice is issued by:  Victoria Winter Fixed Penalty Notice Officer, for Education Attendance Service of Suffolk County Council, Russell Road, Ipswich, Suffolk IP1 2BX.

Date of issue:  dd/mm/yyyy

Penalty Notice No: FPNTEST11111

 PART 2
Please complete the following and return this page with your payment. Please ensure that you write your penalty notice reference number FPNTEST11111 on the back of your cheque or postal order:
Name: ……………………………………………………………………………………………………
Address: …………………………………………………………………………………………………
I attach payment in the sum of £…………    Cheque/Postal Order Number: ……………
Signed:……………………………………………………………………………………………………
NOTES
1. Contact Details
If you have any queries about this notice, please contact: Education Attendance Service, telephone number: 0345 606 6172, Suffolk County Council, PO Box 258, Stowmarket, IP14 9BU.
2.  Amount of penalty.
The amount of the penalty is as follows:
When paid within 21 days       £60
When paid within 28 days     £120
3.  Code of conduct.
This notice is issued in accordance with the Code of Conduct as drawn up by Suffolk County Council. The Code of Conduct maybe read on Suffolk County Council website.
The local Code of Conduct sets out the procedures and terms under which Penalty Notices can be issued in Suffolk.  Authorised persons should issue Penalty Notices in compliance with the Code of Conduct in order to ensure that the powers are consistently applied.
4.  Withdrawal
There is no statutory right of appeal once a notice has been issued. The grounds that the Local Authority may withdraw a notice are limited but if a parent shows written evidence of an absence or that they had no responsibility for the absence [ie: court orders for other parent’s time with child; medical evidence from Health Professional indicating unfitness to attend school or in consultation with schools the notice should not have been issued] and after consultation with the school the notice may be withdrawn by the Suffolk County Council. If it is shown that the penalty notice should not have been issued to you or has not been issued to you in accordance with the local code of conduct, a letter of withdrawal will be sent to you.
5.  Payment
You should complete the notice above and send it with payment to Suffolk County Council, PO Box 258, Stowmarket, IP14 9BU

6.  Prosecution
If you do not pay the penalty, and the notice is not withdrawn, you will be prosecuted for the offence of failing to ensure your child’s regular attendance at school. You will receive a separate summons for this which will give you notice of the time and date of the court hearing. You will be able to defend yourself and you would be advised to seek legal representation; in some circumstances you may be entitled to legal aid.

Appendix 4 – Final Warning Letter (2 pages)Our Ref: FPN11111
Date : 18 August 2023
Tel : 0345 606 6172
Email: PenaltyNotice@suffolk.gov.uk
Website : www.suffolk.gov.uk/SCCPN

[image: SCCblack(2tier)]

Parent
Parent address






 
	
 
Dear Parent
FINAL NOTICE TO PARENTS	
EDUCATION ACT 1996 SECTION 444
child – dd/mm/yyyy
School name

I wrote to you on dd/mm/yyyy issuing a penalty notice following recorded unauthorised absence between start date of absence and end date of absence, of child, who is a registered pupil at school name.

This notice gave you the opportunity to pay a penalty fine instead of being prosecuted for the offence given above. The notice clearly stated that if payment was not received by dd/mm/yyyy, you may be prosecuted for the offence and could be subject to a fine of up to £1,000. 
You have not paid the penalty, and the notice is not withdrawn. In failing to meet your legal responsibilities in this matter, you are now served a FINAL NOTICE that Suffolk County Council will begin legal proceedings against you. 
You will receive legal paperwork in the form of a Single Justice Procedure Notice. The notice will contain a plea form which must be completed and returned to the courts in accordance with the guidance provided in the notice. You may wish to seek legal advice.
However if you feel there is additional information Suffolk County Council should take into consideration you may fill in the attached and return it to the above address
Yours sincerely 
[image: ]
Stuart Hudson
Strategic Lead for Suffolk Family Focus School Attendance Service 

Reference: FPN11111
Parent name: Parent
Parent DOB: 
Pupil name: child
Pupil DOB: dd/mm/yyyy

Mitigating circumstances:
Please use the space below to write what you want Suffolk County Council to know about offences and yourself. Mitigating circumstances are facts about the offences or yourself which tend to make the offences less serious. Ensure you sign at the end of your mitigation. (You may attach any documents you wish Suffolk County Council to take into consideration)





















Appendix 5 – Meaning of each status within the FPN Portal

Triage					          Received by FPN team 
Duplicate fine this academic year	Child has been issued one FPN already this academic year
Outside compulsory school age	child has not yet reached the prescribed day following their 5th birthday. If child has then check date of birth and term issued are both correct.
To be reviewed – late issue	FPN request made more than 15 days after absence end date. 
Ready to be issued	ready for next FPN batch to be sent. If FPN remains at this status for longer than 2 weeks please contact FPN team 
Issued pending early payment	within 21 days of FPN being sent to parent. £60 to satisfy 
Issued pending later payment	between 21 and 28 days of FPN issue date. £120 to satisfy. 
Final warning letter	Day 28. Final warning letter sent to parent
Notice to court	Day 29.period to determine if legal action appropriate
Paid					           Parent has made payment
Withdrawal request	School / FPN Team request withdrawal. Reason for withdrawal specified in withdrawal section
Withdrawn				           Withdrawn letter sent
Refused	Refused by FPN team. Outside Code of Conduct or missing information.
Paused	Timescales of FPN paused. Most used when parents request additional time to pay at lower rate due to financial hardship. Can also be used by school if they are unable to respond to a parents dispute in a timely manner
Summons				           Court Paperwork sent to parents
Awaiting prosecution	Deadline for parents to submit mitigation to court has past. Waiting for court hearing
Prosecuted				           Court decision

[image: SCCblack(2tier)]Appendix 6 – Authorisation to Prosecute Form (3 pages)
Authorisation To Prosecute Form (FPN)
To be completed by the school and submitted to LA for consideration for a prosecution under the Education Act 1996 Section 444 following a parental choice not to discharge their liability (ie FPN remains unpaid)
School Name: [Type here]

Parent Name: [Type here]					Parent DOB if available: [Type here]
Details of each FPN subject to this parent’s potential prosecution.
	FPN Number
	Child Name
	Relationship to Child

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Academic Year Attendance 
	Did parents communicate reason for absences?
	Yes / No
	Comments: 



	Child Name
	Attendance %
Academic year to date
	Number of unauthorised absences 
	Number of authorised absences

	
	
	
	

	
	
	
	

	
	
	
	



If FPN issued for Term Time holiday only, please skip to childs view
	Parental Co-Operation
	Y
	N
	Comment

	Is parent able to exercise control of child?
	
	
	

	Is parent supportive of school (i.e. detentions/homework/uniform)
	
	
	

	Did school make parent aware of unauthorised absences prior to FPN issue?
	
	
	In person / letter / Telephone 

	Have School invited parents for meeting regarding current attendance
	
	
	

	In your opinion has the parent done everything possible to ensure regular school attendance of their child at school?
	
	
	

	
	
	
	

	Any Other Factors
	
	
	

	Does parent have learning/language difficulties?
	
	
	

	Does parent have a diagnosed physical disability or mental health issue?
	
	
	

	
	
	
	

	
	
	
	

	Pupil Factors
	
	
	

	Does pupil have a medically diagnosed recurring medical condition?
	
	
	

	Is the pupil involved in offending or anti-social behaviour?
	
	
	

	Are there any identified issued not address by other agencies?
	
	
	

	Does the pupils absence effect siblings or other students?
	
	
	

	
	
	
	

	Are school aware of any previous convictions for parents for non regular school attendance?
	
	
	

	
	
	
	



Involvements
What pre-referral work, if any, has been undertaken by the school? (and what was the outcome?)
	Actions
	Outcome

	
	

	
	

	
	

	
	



Details of other professions involvement including outcomes or if ongoing
	Team
	Key Worker
	Comments

	HEALTH (including GP; CAMHS, School Nurse, Adult Mental Health Service)
	
	

	Social Care Team
	
	

	Other Education Professionals (including PRU; AT, EP, SNO, LOB, Inclusive Services)
	
	

	YOS / Police
	
	

	Special Educational Needs (indicate if School Action/School Action +/EHCP)
	
	

	Other Agencies (eg Suffolk Young Carers)
	
	

	Number of Letters sent to parent
	

	Number of Meetings Arranged
	

	Number of Meetings Attended by parent
	


Childs View if available:


 
	Are school aware of any mitigating or difficult family circumstances?



The Academy/School understands and accepts that the decision to follow through with this referral depends upon the evidence available as disclosed to Suffolk County Council who will make the decision to proceed.
Whilst there is no charge for the prosecution, should the matter be directed for a trial, the academy/school has the right to instruct a solicitor or barrister in these matters.
	Academy/School’s Comments: What outcome are the school hoping to achieve for the child/young person? How will a prosecution enable the Child to attend school?


	Signature on behalf of the School:
	Date

	Position:



Please attach updated registration certificate
2
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Logging In Page 3

Before logging in for the first time you will need to have set up an
account.

Instructions on how to do this will be sent separately. Contact the
FPN team (details on the back page) if you need further help.

The portal address is https://connect.suffolk.gov.uk/restricted/fpn

which should take you to the screen below....

Font Size: A Page Colourr A
Suffolk ae

County Council Search suffolk.gov.uk..

») 3ign In Register Redeem Invitation

Sign in with an external account

SCCLogin [ Suffolk Partner Portal Log In )

Click ‘Suffolk Partner Portal Log In’ to begin the sign in process.....

=. Microsoft Important : you must enter
your portal account
username in this box e.g.

[Email address, phone number or Skype Your.Name@suffolk.partners

Can't access your account?

Sign in




https://connect.suffolk.gov.uk/restricted/fpn



Logging In Page 4

Click ‘Next’ to move on to the password screen. This will be the
one you set up originally. If you’ve forgotten it you can reset it here
using the ‘forgotten my password’ link. You will also be told if your
password has expired and you need to reset it.

BY Microsoft

test@suffolk.partners

Enter password

Password

Forgotten my password

After entering your password click ‘Sign in” to complete the final
step of the process.

Suffolk Secure

Authentication Portal ) )
You will now receive a text

message or call (on the

For security reasons, we require additional

information to verify your account num be r y0u |n |t|a | Iy

_ o provided) with a verification
We've sent a text message with a verification
code. H H
SO o B503 code which will allow you

access to the system. Please

Verification code . . (-
( ] enter it here and click ‘sign

in” to complete the log in
process.





Viewing your FPN'’s / Sorting

Page 5

After logging in to the system the first screen you should see is the

one below.

Fixed Penalty Notices

Fixed Penalty Notices

Missing Certificates. You need to upload attendance certifcates for 29 pupils before the FPNs can be issued.
Click on Advanced Filters and select "Not uploaded” under the Attendance certificate heading to view the FPNs which require attention

To create a new FPN click on the CREATE NEW FPN button.

Create new FPN |

Advanced Filters +

= Al FPNs -~
Number Date issued
FPN20381 29/03/2018
FPN20380 29/03/2018

Parent issued to

Parenty 7

Parenty 6

Pupil

Fizzy Sherbert

Lemon
Sherbert

Certificate
uploaded
+»

No

No

Has ever
been
paused

No

No

€ Q
Status Reason
Issued pending early ®
payment
Issued pending early ®
payment

By default this will be a list of All (your) FPN'’s. You can click on any
of the column headers to order these FPN'’s in various ways. The
ones below are filtered in descending date order with the newest

at the top...

Z= All FPNs ~

Number Date issued ¥
FPN20371

FPN20379 29/03/2018
FPN20380 20/03/2018
FPN20381 29/03/2018
FPN20368 29/03/2018

Parent issued to

Alastair Burnett

Parenty 5

Parenty 6

Parenty 7

Candy Cane

Pupil

Fred Bassett
Pear Drop
Lemon
Sherbert

Fizzy Sherbert

Space Dust

Certificate

uploaded

No

Mo

Mo

Mo

No

Has ever
been
paused

No

No

No

e Q
Status Reason
Issued pending early ©
payment
Issued pending early ®
payment
Issued pending early ®
payment
Issued pending early ]
payment
Issued pending early ®

payment





Viewing your FPN’s / Advanced Filters Page 6

You can also use the Advanced Filters + button to sort these FPN’s in
various ways. Clicking on it will open the following list...

Status Reason Date issued Attendance certificate Paused
Y T Y A\ Y v Y T

Apply Filter

Clicking on any of these drop downs and using the Apply Filter’
button will bring up a selection of FPN’s that match these
parameters. Below you can see that I've applied the filter to view
all FPN’s that have outstanding certificates as per the message on
the previous screen...

Advanced Filters -

Date issued Attendance certificate tatus Reason Paused
T T Mot uploaded E| E‘ T E|
Apply Filter
= All FPNs ~ Q
Has ever
Certificatey been
Number Date issued ¥ Parent issued to Pupil uploaded \ paused Status Reason
FPN20371 4/04/2018 Alastair Burnett Fred Bassett No No Issued pending early @
payment
FPN20379 29/03/2018 Parenty 5 Pear Drop No Issued pending early o
payment
FPN20380 29/03/2018 Parenty 6 Lemon No Issued pending early @
Sherbert payment
FPN20381 29/03/2018 Parenty 7 Fizzy Sherbert \ No No Issued pending early o
payment

All of the filters in here work in the same way so if you want to see
all FPN’s you’ve issued in the last week you can etc... Please be
aware though that the more filters you apply the more restrictive
the results will be. You can apply more than 1 at once!





Viewing your FPN’s / Search functionality Page 7

You can also use the Q boxtolook up a
record.
You can search for names, FPN numbers and status reasons.

If you want to search on partial text then use the asterisk (*) key to
do a wildcard search e.g. typing *raw to search for the surname

‘Rawson’ should still bring back results....

To search on partial text, use the

asterisk (*) wildcard character.

raw Q,

It will bring back everything that contains the word ‘raw’ in one of
the searchable columns. In this instance all the records containing
the surname ‘Rawson’ and/or the status reason ‘Withdrawal
requested’ have been revealed

Advanced Filters +

iE Active FPNs~ “raw Q
Has ever been

Number 4 Date issued Parent issued to paused Status Reason
FPN20093 168/03/2018 IMark Rawson Mo Notice to court [
FPN20083 16/03/2018 Parenty McParentface No Withdrawal requested ]
FPN20051 15/03/2018 Nigel Havers Yes Withdrawal requested ]
FPN20050 15/03/2018 Nigel Havers No Withdrawal requested ]
FPN20039 Nellie Elephant No Withdrawal requested ]
FPN20022 Mark Rawson MNo Ready to be issued )

Bear this in mind when using the ‘search’ function.





Viewing your FPN'’s / Lists Page 8

Another thing to be mindful of is which list you are currently
looking at. By default you will be in the All FPN’s list but you can
change this to view only the Active FPN’s, the Closed FPN’s and the
Rejected FPN’s lists which can aid you with your searches...

Advanced Filters +

== All FPNs - Q
All FPNs
Certificate Has ever
Active FPNs
uploaded been
Closed FPNs Jate issued Parent issued to Pupil L3 paused Status Reason
Rejected FPNs
——— 29/03/2018 Parenty 7 Fizzy Sherbert  No No Issued pending early ®
payment
FPN20380 29/03/2018 Parenty 6 Lemon No No Issued pending early ®
Sherbert payment
FPN20379 29/03/2018 Parenty 5 Pear Drop No No Issued pending early ®
payment
FPN20378 1/03/2018 parenty 4 Jelly Bean No No Not paid - final warning ®
FPN20376 16/02/2018 Parenty 3 chewy sweet No No Notice to court ]
FPN20375 Parenty 2 Flying Saucer No No Refused ®
FPN20374 13/02/2018 Tony Tiger Sherbert Dip Yes No Notice to court ®
FPN20373 Rice Krispy Marsh Mallow  No No Duplicate fine this ®
academic year
FPN20372 Alastair Bumnett Fred Bassett No No Duplicate fine this ]
academic year
FPN20371 4/04/2018 Alastair Bumnett Fred Bassett No No Issued pending early ®

payment

The column headers, advance filter and search box will work the
same regardless of which list you are viewing. Although do note
that some of the advance filter selections might not be applicable
to the list you are viewing e.g. you won’t return any results by
applying the status reason ‘ready to be issued’ in the Closed FPN’s
list.





Fixed Penalty Notice — Creating FPN’s Page 9

To create a new FPN, click on the button to

bring up the screen below...

Create an FPN Request

LLERT RN ETE  Data Accuracy Statement

‘Wou must select at least one pupil from the column on the left and one parent (for simplicity the word "Parent” here includes any adult with responsibility for the pupil) from the
column on the rnight. An FPN will be issued to EACH parent on the right for EACH pupil in the left selected. For example, if you have selected 2 pupils and 2 parents a total of 4
FPNs will be issued. You can select a maximum of 4 pupils and 2 parents. if you need to issue FPNs to more than two parents for the same pupils you can do so by submitting an
additional form.

PUPILS PARENTS
Pupil 1~ Parent 1*
Q Q
+ Add new line Parent 2

Q
ABOUT THE ABSENCE

Absence start date *

| E
Absence end date *
| &
Absence start daie is a required
field.
Q
Absence end date is a required
field.

If the pupil is already in the system then use the magnifying glass
to look them up. As before you can search on their name or UPN
and you can do a partial search using the asterisk (*) key

Lookup Records

Ses Q
« Full Name Unique Pupil Number  Date of birth First name 4  Last name 4
v Tony AT1111111234 2/02/2007 Tony
Bertie Bassett AD0DD00333445 13/03/2013 Bertie Bassett
Blackfriars Bobby H736373837367 11/06/2008 Blackfriars Bobby

Charlotte Charlotteson H456456456456 10/04/2012 Charlotte Charlotteson





Fixed Penalty Notice — Creating FPN’s Page 10

After selecting the pupil you will need to do the same for the
parent. Note : there will be 1 FPN issued to each parent/pupil
combination.

To add additional pupils in the same family click on the +2dd new line
box. You can add up to 4 pupils.

Once you’ve added the pupils and parents you will need to add in
the absence dates and select the school term. Note : The absence
must start and end on a weekday.

PUPILS PARENTS
Pupil 1* Parent 1 *
Bertiz Baszett x Q Daotty Day ®x Q
Pupil 2 Parent 2
Blackiriars Bobby x Q Migel Havers x Q
+ Add new line

|

School term *

Usethe EE  icon to look up dates and the @ icon to look up
the term.

Click m to move on from this page





Fixed Penalty Notice — Creating FPN’s Page 11

If the absence period is older than 15 days you will then be taken
to the ‘Late Submission’ box and asked to provide a reason for the
delay in reporting the absence. After you’ve entered the reason
you might need to click outside the text box to activate the ‘Next

button

Absence Details Data Accuracy Statement

LATE SUBMISSION
Please give a reason as to why this request is being submitted late *

Sorry, only just returned from heliday

Previous MNext

After submitting this you will arrive on the ‘Data Accuracy
Statement’ page where can review the FPN’s you are about to
submit. You must be sure to check these are correct before
accepting the statement and submitting the FPN(s).

Absence Details «  Late Reason « (= el TG =1ET Y g

Review

Clicking on Submit will create the following FPNs

Please review this data for accuracy before submitting the form.

Parent: Madeline Day

1x FPN for Bertie Bassett

1 x FPN for Blackfriars Bobby

Parent: Dotty Day

1 x FPN for Bertie Bassett

1 x FPN for Blackfriars Bobbv

DATA ACCURACY STATEMENT

You must accept the data accuracy statement to continue *
| confirm that the infermation contained in this form is correct and that | am authonsed to instruct Suffolk County Council to issue fixed penalty notices to all the

d
| Accepted ) A
s
Previous @
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After pressing ‘submit’ you should be taken to the confirmation
screen below...

Fixed Penalty Notices /| FPN Request Received

FPN Request Received

You have requested that the following FPNs are issued:

Parent: Madeline Day
1% FPN for Bertie Bassett

1 x FPN for Blackfriars Bobby

Parent: Dotty Day

1% FPN for Bertie Bassett

1 x FPN for Blackfriars Bobby

Please note that because the absence relating to this request tock place over 14 days ago, 2 member of the team will need to review this request before the FPN
can be sent out.

In certain cases, where the pupil is not of mandatory school age or where a fine has already been issued in this academic year, the FPN waill not be issued.

The FPN’s have now been submitted to the FPN team at SCC for
review. You can now track their status from the original FPN screen.

To return to that screen click on the button or on the
Fixed Penalty Notices = FPN Request Received  breadcrumb trail at the top

of the page. You can also create a new FPN directly from this

screen by clicking
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When logging an FPN for a student or pupil who isn’t already in the
system you will need to create a new record for them. On the
‘Absence Details’ screen you will see the option to do this for both
parents and pupils.

UGN RN ETEE  Data Accuracy Statement

‘fou must select at least one pupil from the column on the left and one parent (for simplicity the word "Parent” here includes any adult with respensibility for the pupil) from the
column on the right. An FPN will be issued to EACH parent on the right for EACH pupil in the left selected. For example, if you have selected 2 pupils and 2 parents a total of 4
FPNs will be issued. You can select a2 maximum of 4 pupils and 2 parents. if you need to issue FPMNs to more than two parents for the same pupils you can do so by submitting an
additional form.

PUPILS PARENTS
Pupil 1* Parent1*
Q Q
+ Add new line Parent 2
e
Q
( Create New Pupil Record )
S —— ™
ABOUT THE ABSENCE ‘ Create Mew Parent Record '

Absence start date *

Clicking on the ‘Create New Pupil Record’ to bring up this box

Add pupil

You will need to provide the :-
Pupil Details
- First Name

Date of birth *

Last Name

i3

Unique Pupil Number *

Date of Birth
Unique Pupil Number

and then click ‘submit’
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The pupil should now be in the system and you can add them using
the o icon

Adding a parent/carer works in the same way but the address will
also be mandatory so the team knows where to send the FPN
notice to.

Add parent

Parent Details

First name *

z
a
it \.;/

PLEASE MAKE SURE THAT YOU ENTER THE CORRECT ADDRESS AS
THIS IS WHERE THE FPN NOTICE WILL BE SENT.

IF ISSUING A NOTICE TO AN EXISTING PARENT IN THE SYSTEM BE
SURE TO CHECK WITH YOUR OWN RECORDS THAT THE ADDRESS
IS STILL CURRENT. IF NOT, PLEASE INFORM THE FPN TEAM WHO

CAN CHANGE THIS FOR YOU.
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Please remember that you must upload a valid registration
certificate for every FPN issued. The FPN team will not issue a

letter to the parents without one.

To upload a certificate click on the arrow to the right of the screen
in the status reason box and select ‘upload certificate’

Advanced Filters -

Date issued Attendance certificate  Status Reason Paused

T E| Y  Notuploaded E‘ Y  Triage E| T

Z=AllFPNs ~
Number Date issued Parent issued to Pupil
FPN20341 Custard Donut Dolly Donut
FPN20342 Custard Donut Jam Donut
FPN20343 Sugar Donut Dolly Donut
FPN20345 Custard Donut Dolly Donut
FPN20346 Custard Donut Jam Donut
FPN20361 Smatie Smart Cola Bottle
FPN20382 Barry Bacon Bruce Bacon
FPN20383 Barry Bacon Kevin Bacon

i

Certificate
uploaded

No
No
No
No
No
No
No

No

Has ever
been
paused

No
No
No
No
No
No
No

No

Apply Filter

Status Reason
Triage
Triage
Triage
Triage
Trage
Trage
Triage

Triage

View FPN
Withdraw
View messages
New message

Upload certificate

[Note that | have used the advanced filters to reveal all the FPN’s
that have no certificate uploaded and are in ‘triage’ status — which
means waiting to be process by the FPN Team.
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After clicking on ‘upload certificate’ the following box will open
up...

(& Edit

Fixed Penalty Notice

Number *

FPN20341

Parent issued to Regarding Pupil
Custard Donut Dolly Donut

School term Academic year
Spring Term 2017/2018
Absence start date Absence end date
20/03/2018 22/03/2018

Upload certificate of attendance *

Mo files selected.

&

Click on browse and find the file on your computer. Once selected
click ‘open’ to add the certificate and ‘Submit’ to attach it to the
FPN. You can then close this box and return to the main screen.

The page may need to be refreshed (F5) before you notice that the
upload certificate status has changed.
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There are a couple of ways for you to send and view messages
between to and from the FPN Team. From the main screen you will
notice the view messages tab...

Fixed Penalty Notices

To create a new FPL ISQEATE NEW FPN button.
Create new FPN “

Advanced Filters +

= Active FPNs~ Q

Click on this to view all the messages you’ve sent and received

regarding your logged FPN’s. By default this will load up the
received messages.

FPN Messages

All messages sent between your school and the Suffelk County Council FPN Team

= Received from FPN team - Q

Created On Regarding FPN Message
16/03/2013 4:37 PM FPN20093 Here's a new message back to youl )
8/03/2018 2:35 PM FPN20002 Hello? o
7/03/2018 6:40 PM FPN20001 fdsfadfdsa

You can order these by date, FPN number or search for a specific
FPN using the search bar...

Remember to use the (*) key
to wildcard search e.g. *20001
will return FPN200001

*20001 Q,
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From this screen you can also toggle the message view to flick
between messages you’ve sent to the FPN team and messages
you've received...

= Received from FPN tea 20001 Q
Received from FPN team )
Sent to EPN team Regarding FPN 4 Message
FPN20000 This is my message. @
1/03/2018 3:23 PM FPN20000 This is my message to the school. @

To view the full content of the message (if it’s too big for the
screen) then click the arrow on the right and select view message
to open it up...

FPN Messages

All messages sent between your school and the Suffolk County Council FPN Team

i= Sent to FPN team~ Q
Created On 4 Regarding FPN Message
20/03/2018 2:42 PM FPN20114 sdadfasfaf )
19/03/2018 11:18 AM FPN20108 Just testing this to make sure we can send a message to the FPN team View Message
without any issues
19/03/2018 11:13 AM FPN20002 Amessage to FPN °

19/03/2018 11:11 AM FPN20093 sending a message back to FPN ®
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A pop up box should then appear with further details...

O View Details

Regarding FPN *

FPN20108

Message ~

Created On

19/03/2018 11:18 AM

Direction

To SCC

Just testing this to make sure we can send a message to the FPN team without any issues

From School Contact

Due by

Created By

SYSTEM

You can also view messages and complete various other actions by
using the drop down arrow in the status reason column on the

main

= Active

Number 4
FPN20157
FPN20155

FPN20154
FPN20147

FPN20126

screen...

FPNs~

Date issued
21/03/2018
21/03/2018
20/03/2018

19/03/2018

Parent issued to
Vivian Banks
Madge Bishop

harold bishop

Nigel Havers

Madeline Day

Pupil

Carlton Banks
Charlene Bishop
Charlene Bishop
dasdas
dasdasda

China Crisis

Has ever

been

paused Status Reason

Yes Paused

Yes Paused

No Issued pending early
payment

No Issued pending early
payment

No Issued pending early

payment

3
View FPN
Resume
Withdraw

Messages

New message

Upload certificate
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What you are able to do here is entirely dependent on the status of
the FPN you are viewing. Some of the actions you can take though
are....

View FPN — Allows you to view all details on an FPN (this will be
the only thing you can do on a closed FPN)

Withdraw — Request a withdrawal of an FPN (you must provide a
valid reason)

Pause — Pause an issued FPN (you can only do this once per FPN)
Resume — Resume a paused FPN

Upload Certificate — Upload and attach a certificate of registration
to a selected FPN

View Messages — view all messages related to the selected FPN

New message — Send a new message to the SCC FPN Team
concerning the selected FPN

= All FPNs ~ Q
Certificate Has ever
uploaded been
Number 4 Date issued Parent issued to Pupil +» paused Status Reason
FPN20387 Parenty 7 Fizzy Sherbert  No No Duplicate fine this
academic year
FPN20386 Brenda Bacon Bruce Bacon No No Triage
FPN20385 Brenda Bacon Kevin Bacon  No No Withdrawn View FPN
Withdraw
FPN20384 Brenda Bacon Bruce Bacon No No Withdrawn )
View messages
FPN20383 Barry Bacon Kevin Bacon No No Tnage New message
Upload certificate
FPN20382 Barry Bacon Bruce Bacon No No Triage P

FPN20381 29/03/2018 Parenty 7 Fizzy Sherbert No No Issued pending early
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For any gueries please contact :

Email : penaltynotice@suffolk.gcsx.qov.uk

Tel : 01473 265722



mailto:penaltynotice@suffolk.gcsx.gov.uk
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