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Legal Administration 
	S357: Manage case files

	Overview:
	Receive and open case files, review and update case files, prepare court bundles, process appeal documentation and follow up actions, prepare case files for closure and close case files.

	Links:
	S356– Build Case Files; S355 – Administer Legal Files

	Specific skills:
	· Organising

· Planning
	· Problem solving
	· Checking

· Attention to detail
	· Analysing

· Communicating

	· Performance Indicators
	· Knowledge & Understanding

	1. Receive and open a case file

2. Review the file and plan its management to meet required deadlines

3. Obtain or identify the location of all file documents and materials

4. Produce and amend documents as requested

5. Liaise with the relevant people to progress the case

6. Keep the case file up to date, checking documentation is complete

7. Make sure information is kept secure and confidential

8. Prepare court bundles as requested, checking documentation is complete

9. Consult other people where necessary

10. Submit documents on time

11. Action and record hearing outcomes as necessary

12. When necessary, process appeal documentation as requested

13. Liaise, as appropriate, with the relevant people to progress the appeal

14. Record the outcome of the appeal where relevant

15. Prepare the case file for closure

16 Notify relevant people that the case file is closing

17 Close the case file

18. Arrange for the case file to be archived


	A. The administrative services that you are responsible for and the limits and scope of your responsibilities and authority in providing these services

B. Where and when to refer matters that are beyond your authority

C. The organisation’s policies, procedures and constraints that affect administrative services in the area of responsibility and how to apply them

D. Legal and organisational requirements covering the security and confidentiality of information

E. Legislation, regulations and codes of practice that apply in the sector to their area of responsibility

F. Working culture and practices in the sector

G. Procedures for receiving and opening a case file

H. The structure, format and content of a case file

I. How to carry out research and identify sources of information

J. The organisation’s house style and requirements for presentation of correspondence and documents 

K. The importance of accuracy and attention to detail when dealing with information in a legal context

L. Methods of liaising and communicating with relevant people 

M. How to keep the case file up to date 

N. The documents that are required for court bundles

O. How to check that documentation is complete at each stage of the process

P. Who to consult if further information is needed

Q The timescales and deadlines that apply to the case and the consequences of failing to meet them

R. How to action and record hearing outcomes

S. The appeal documentation required and how to process it

T. How to record the outcome of an appeal

U. The organisation’s procedures for closing and archiving case files




