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	S257: Administer documentation for the appeals process  

	Overview:
	This unit is about providing limited administrative assistance in the appeals process. You have to ensure that the correct appeals documentation is available, and that details of the appellant are recorded.  

	Links:
	Administer, documentation, appeals, process

	Specific skills:
	· Accuracy
	· Confidentiality

	· Communication 

	

	Performance Indicators
	Knowledge & Understanding

	Provide appeals documentation
1. Ensure the correct appeals documentation is available

2. Ensure the appellant is aware that the establishment is not able to provide any advice about their appeals

3. Ensure the appellant is told to contact relevant sources if they require further information or advice 

Record details of appellants

4. Record and document details of the appellant accurately on systems, in line with organisational requirements

5. Inform only authorised people about the appellant

6. Refer to a higher authority if your are in doubt about your role in assisting individuals with appeals 
	A. Current, relevant legislation, policies, procedures, codes of practice and  practice advice for administering documentation for the appeals process
B. Current, relevant legislation and organisational requirements in relation to race, diversity and human rights
C. Current, relevant legislation and organisational requirements in relation to health and safety
D. The documentation individuals need if they are intending to appeal against their conviction and/or sentences
E. The importance of not providing individuals with advice about their appeal
F. The higher authority to whom you should refer if you are in doubt about your role in assisting individuals with appeals
G. The types of documentation which must be completed and how to complete it correctly.
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