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	S260: Make administrative arrangements for the release of individuals from custody  

	Overview:
	This unit is about making administrative arrangements for all the official documentation, cash, travel warrants and personal property to be available so that individuals can be released from custody. Accuracy, timeliness and confidentiality are critical in this area of work, as is the ability to liaise effectively with internal and external authorities.

	Links:
	Administrative, arrangements, release, individuals, custody

	Specific skills:
	· Accuracy
	· Timeliness

	· Confidentiality 

	

	Performance Indicators
	Knowledge & Understanding

	Process information about the release of individuals from custody
1. Maintain systems which give you adequate notice about individuals’ eligibility for release

2. Identify correctly individuals eligible for release in time for the necessary documentation and entitlements to be prepared

3. Provide information about release dates and terms

· to the internal and external authorities who require this information

· only to those authorised to have this information

· in the required format

· at the required time

4. Communicate in ways that can be understood by individuals, responding to their different needs, abilities and preferences.

Prepare documentation and entitlements for individuals on release 

5. Identify correctly the entitlements of individuals on release

6. Prepare those entitlements for which you are directly responsible accurately and in time for release

7. Prepare the required documentation in line with legal and organisational requirements

8. Notify others in time for them to prepare entitlements ready for release
	A. Current, relevant legislation, policies, procedures, codes of practice and practice advice for making administrative arrangements for the release of individuals from custody

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 legal and organisational requirements which impact on the release of individuals from custody

E. Manual and computerised systems for providing notice about individuals’ eligibility for release, and how to use them

F. The range of different internal and external authorities involved in the release of individuals, and how to identify the correct authorities in each case

G. The importance of confidentiality, and how to ensure information is only available to those authorised to have it

H. The range of documentation required on release, and how to prepare it

I. The range of entitlements of individuals on release, and how to prepare these

J. Others in the organisation who are involved in preparing entitlements on release

K. The types of documentation which must be completed and how to complete it correctly.
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