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	You must be able to: 

	1. Understand the administration of parking and traffic challenges.

	1.1 Explain the provisions and constraints of relevant legislation, codes of practice, Traffic Regulation Orders and the Data Protection Act.
	
	
	

	1.2 Explain how to access, use and interpret the information needed to process challenges, representations and Civil Parking Notice (CPN) appeals.
	
	
	

	1.3 Evaluate the importance of keeping accurate and up to date records of information and decisions.
	
	
	

	1.4 Explain how to validate information in the administration of parking and traffic challenges.
	
	
	

	1.5 Explain the features and use of specialist software to process and record challenges, representations and CPN appeals.
	
	
	

	1.6 Explain the types of internal evidence needed to support reliable decisions for the administration of parking and traffic challenges.
	
	
	

	1.7 Explain when and why it may be appropriate to reactivate the enforcement process.
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	2. Be able to process the receipt of challenges, representations and CPN appeals.

	2.1 Record the receipt of written challenges, representations and CPN appeals.
	
	
	

	2.2 Confirm that the information is complete, accurate, consistent and valid.
	
	
	

	2.3 Decide whether to allow or uphold the appeal against recognised eligibility criteria.
	
	
	

	2.4 Provide accurate advice and information on the progress and outcome of the case.
	
	
	

	3. Be able to respond to challenges, representations and CPN appeals.

	3.1 Confirm that the information is complete, accurate, consistent and valid.
	
	
	

	3.2 Suspend the enforcement process while cases are being investigated.
	
	
	

	3.3 Obtain additional evidence where gaps are identified.
	
	
	

	3.4 Seek appropriate advice on cases beyond their level of authority.
	
	
	

	3.5 Refer cases beyond their level of authority to the right person.
	
	
	

	3.6 Inform customers of the decision and possible courses of action they can take within the agreed timescale.
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	3.7 Adhere to organisational policies and procedures, and legal and ethical requirements when responding to challenges, representations and CPN appeals.
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