
Synergy Core Guidance for submitting Penalty Notice 
request forms 

Page | 1 

Contents Page 
Page Numbers 

Online Penalty Notice request forms 



Synergy Core PN Online Request Forms 

Page | 2 

 
Log in to SAM via the below link 

 
Select “Online Forms” from the list.

(Please Note – if you are attached to more than one school you will need to select the correct 
school first) 
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Input the search criteria so that you can find the young person (YP). Use either  
forename and surname only or surname and DoB only - and click search 

 
This will bring a list of YP that match the criteria and will also show you any previous forms that 
have been submitted  
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Click on the drop down on the right of the screen “Select & Submit Form” 

 
Select the correct penalty notice form, then click “Add” 

 
Check that the details are correct. If not click “Back”. If correct click “Start” 
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The first page is guidance on how to complete each form and what information you will 
need ready to submit with your request. Once you are happy click “Next” 

 
You are now in the parent information section. Any boxes with a red border are mandatory 
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 The information in the boxes that are shaded red or green are guidance or key information 
notes. Make sure you read them as they are important and slightly different in each area and 
on each form. This may prevent your request from being rejected or you omitting to submit 
any key paperwork

 
There is space for parent/carer's details to be added to the form. Please make sure that you fill 
in all the information for any additional parents

 
Once this is completed click “Next” 

 
This will then take you to the “Referral Details” (this will look different on each form) 

 
Fill in all the details and then click next 
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You are now in “Your Detail” section. Fill in all your details and read the guidance in the red 
highlighted box

 
Once you have done click “Next” 

 
Please Note – 

You are now in the “Add Documents” section. It is very 
important that you add all relevant documentation to support 
your application, or the form could be rejected and you will 
have to complete a new form for this YP.  
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Click “Attach documents” 

 

Click “Browse” and find the document you wish to attach (as one pdf bundle) Upload the 
file that you wish to send

 
Fill in the description box on the file box - this should be the name(s) of the YP.
Then click “Attach Document” 
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Check/tick the “Please confirm the attached documents are correct” box 

 
Once all documents have been added click “Submit” 

 
Click “Finish” 




