
Completing Sanction Notifications – Hints and Tips 

 

From 16 January 2017 automated sanction notifications are available.  
 
Where automatic sanction notifications are generated by Universal Credit, an agent 
is required to complete mandatory fields within the ‘Notification Personalisation’ 
section of the Sanction Portal to ensure that a fully completed notification is issued to 
the claimant. 
 
Completion of the notifications 
 
The agent must be mindful that when they complete the ‘Notification Personalisation’ 
section, the exact text they enter in the mandatory fields appears on the notification. 
The fields can be any from the following:  
 

 Employer name 

 Job title 

 Name of the provider 

 Name if the provision 

 End date of the period of failure 

 Appointment date (the date the claimant failed to attend) 

 Appointment location (the office the claimant failed to attend) 

 Appointment time (the time the claimant failed to attend) 

 Evidence not provided 

 Change not reported 

 Particular, specific work search action 

 Work prep requirement 

 Required action to comply 
 
Dos and don’ts when completing the notification  
 
To avoid grammatical errors appearing on the automated notification agents must 
consider the following:  
 
For example:  
 
When entering the ‘Job title’ avoid terms such as ‘receptionist’ or ‘fitness instructor’ 
and use ‘a receptionist’ or ‘a fitness instructor’  
 
When entering the ‘Appointment location’ avoid terms such as ‘JCP’ ‘UC Outlet’ and 
‘local office’ and use the full office address such as ‘Tottenham Jobcentre’ or 
‘Didsbury Jobcentre’ 
 
The Personalisation fields must not start with a capital letter, end with a full stop or 
other punctuation mark and must not contain ‘you’ ‘your’ etc.  The text entered here 
will appear mid-sentence on the automated notification, for example ‘did not update 
and provide copy of CV’ ‘did not apply for a vacancy with Tesco’ 



 
The ‘Action taken to comply field is limited to 300 characters and must not start with 
a capital letter, end with a full stop or any other punctuation mark and must not 
contain you, your etc.    
 
 
Copies of all sanction notifications are held in: Sanction Notifications 
 
 
Extracts taken from sanction notifications:  
 
The following shows a good and bad example of how wording, grammar and 
punctuation can affect the style of a completed UC96  
 
Example 1: 
 
This is an example of the correct wording, grammar and punctuation expected on a 
claimant notification.   
 

 
 
Example 2: 
 
This is an example of how the notification may look if these steps aren’t taken.  
 



 


