www.justice.gov.uk

January 2014 
 FOI 88077
Freedom of Information Request
You asked for the following information from the Ministry of Justice (MOJ): 

“Please could you provide me with:

Any guidance or training materials given to the clerks at the centre regarding how to deal with appeals submitted on the SSCS1 but without the required notice.”
Your request has been handled under the Freedom of Information Act 2000 (FOIA).

I can confirm that the information requested above can be released and to that end please find attached the relevant standard operating procedure pertaining to your request entitled “To register a Non-Compliant appeal on GAPS2”

It should be noted that if an appeal is deemed non-compliant it will be registered on the GAPS2 database. However, GAPS2 does not allow us to enter representative details at this stage and so the appeal will in these circumstances be returned to the appellant direct.
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