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	JOB DESCRIPTION


			
	Job Title:
	Community Patrol Officer
	Job Number:
(Official use ONLY)
	DES 2237

	Department / Service:
	Operational Services
	
	



	Grade:
(and salary)
	G4
[bookmark: _GoBack]£27,041 to £32,910
+ 10% Shift Allowance*
	Post Restrictions:
	N/A

	Main location:
(i.e. where primarily based)
	Council Offices, Farnborough Road, Farnborough Hampshire GU14 7JU
	Sensitive and/or Regulated Activity: 
(i.e. for which DBS check required)
	Yes

	* May be subject to review


	
	Job Purpose
(Max 100 words)
	To provide a customer focused and reassuring uniformed community patrol service that works in partnership with others to maintain a safe, welcoming and well maintained local environment.
 


	
	Main Duties
	
	Frequency  i.e. how often

	General Duties & Responsibilities
	In accordance with all relevant laws, policies, procedures and guidance –

1) (a)    To undertake high visibility uniformed patrols in priority areas such as town centers or other locations identified by the Community Safety Team or detailed within legislative orders such as Public Spaces Protection Orders (PSPOs).

(b)  To provide reassurance to members of the public and obtain statements (where necessary) in order to support the work of the Community Safety Team or to promote the requirements of any legislative orders i.e. PSPOs.

(c)   To take appropriate and proportionate action, to identify, investigate and, resolve antisocial behaviour issues (e.g. under-age smoking and/or street drinking, cycling on footpaths, loitering, use of psychoactive substances and urinating and defecating in public) utilising police accredited powers or council delegated authority.

2) To undertake general community patrols throughout the borough or designated areas –

(a) To identify, investigate, remove and/or resolve enviro-crimes (e.g. Dog fouling, un-taxed and/or abandoned vehicles, graffiti, fly-tipping, littering etc) by the most appropriate means; including, where appropriate, by enforcement action.

(b) To promote and uphold the Council’s by-laws by the most appropriate means; including, where appropriate, by enforcement action.

(c) To identify, resolve and/or respond to other community and/or environmental issues, defects and risks as may be appropriate; taking such steps to ensure community / environmental safety, protection and/or improvements as appropriate or, as the case may be, to minimise or reduce the impact or risks concerned (e.g. reduce the risk of flooding).

3) (a)   To provide an effective stray dog service, including the collection, handling, kennelling and return of stray dogs to their owners, and the provision of follow-up advice, guidance and support as may be appropriate.

(b)  To investigate and resolve, as appropriate, dog-related complaints and service requests (e.g. dog fouling, complaints of straying or aggressive dogs etc) by the most appropriate means; including, where appropriate, by enforcement action.

4) To liaise and work with key partners and agencies (e.g. the police, interest groups, housing associations, and other government bodies), to deter enviro-crime, anti-social behaviour, homelessness, and improve and enhance the environment.

	Daily

	Compliance & 
Enforcement Activities

	
(a) To respond to, investigate and resolve enviro-crime and ASB–related complaints, service requests and associated enquiries by the most appropriate means.

(b) To gather, handle and prepare evidence of enviro-crime and/or inappropriate behaviour(s) where appropriate (e.g. photographs, formal witness statements, carrying out formal interviews, including interviews under caution etc).

(c) Where appropriate, to issue warning notices and/or Fixed Penalty Notice’s (FPN’s) for enviro-crime and/or anti-social behaviour or make referral for prosecution or other enforcement option as appropriate.

(d) Where appropriate, to prepare for and represent the Council at Court (including prosecution and appeal hearings) as may be required.
 
	As required

	Other Duties 
& Responsibilities
	5) To promote the community patrol service in all work activity, engaging with members of the public, partners and other services as appropriate.

6) To assist in the development, review and implementation of service policies, procedures, specifications and/or guidance and to contribute to the development of the service generally.

7) To assist in the gathering, collation, analysis and monitoring of relevant data and information to help inform service policies, procedures, specifications and/or guidance as may be required.

8) To assist in the preparation and publication of relevant guidance and/or other information for members of the public and other interested parties as may be required; inclusive of information for the Council’s website.

9) To liaise and work in partnership with other corporate services, external agencies, and any other relevant bodies in respect of service functions and any other projects that may be allocated from time to time.

10) To prepare and issue all necessary correspondence, documents, information and/or guidance (e.g. emails, letters, reports, evidence, court case files etc) necessary in exercise of the role.

11) To ensure that all activities are suitably recorded, and information is reliable, accurate, complete, timely and is securely handled, redacted and/or stored to maintain confidentiality where applicable.

12) To help implement new regulations and legislation as required.

13) To administer payments as required.

14) To attend, assist and support corporate events and activities (e.g. Fireworks night, Victoria Day, Donkey Derby, Military Parades and other key events). NB: This may involve additional weekend and public holiday working.

15) To assist the Council in response to any civil contingency and/or emergency as may be appropriate or directed.

	Daily / As required

	Note:
	Main duties may be subject to change.
	


	
	Budget & Income Responsibilities

	Duties & Responsibilities
	Budget / Income level(s)
	Indicative Frequency

	Handling and taking payments for small amounts
	N/A
	2-3 times weekly



	
Staff Reports & Responsibilities

	Direct Reports
	Job No
	Title
	 Other Comments

	Responsible to
	DES XXXX
	Service Manager Place Protection
	See organisational structure & position charts (page 8)*

	
	DES 2235
	Senior Street Scene Officer
	

	Responsible for
	N/A
	N/A
	

	*May be subject to change







	Additional & Special Conditions

	Duties, Tasks & Activities
	(E)ssential or (D)esirable
	How Assessed
i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal

	
Third Party Services – Registration & Vetting

The post holder will (on employment) need to be suitably registered and/or vetted (having undergone all necessary training and checks) with relevant third parties deemed necessary to perform aspects of the role. For example, this may include CSAS  accreditation and vetting by Hampshire Constabulary and registration with the DVLA for database access.
 
	E
	I

	
Uniform

The post holder will be required to wear an accredited uniform, epaulettes  and accreditation badges. 
 
	E
	I

	
Working Hours

Working hours are organised in accordance with the service and will include evenings, weekends, public holidays and as required. There is a need to be flexible, ready to change working hours at short notice, to ensure service delivery. 

The post holder will be required to work an average 37 hours a week on a shift pattern working weekdays and one weekend (07:00am to 15:00pm) in four on a rota basis (with the following Monday and Tuesday as rest days).
 
	E
	I

	
Working in water

The post holder may be required to enter bodies of [moving] water (e.g. ponds and streams).
 
	E
	I

	
Other Duties 

For reasons of organisational efficiency, flexibility and responsiveness, as well as personal development, the post holder may be required to -

(a) multi-skill within and/or across the organisation; and/or 

(b) undertake such other duties, responsibilities and projects …

… as may reasonably be required from time to time to a level commensurate with the role and general responsibilities of the post.
 
	E
	I



	Corporate Standards

	
The post holder must carry out all duties and responsibilities with full regard to the Council’s suite of employee standards and policies, inclusive of Health & Safety, Equality & Diversity, ICT Acceptable Use Policy,  Values and Behaviours Framework etc. NB: This list is not comprehensive.
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	PERSON SPECIFICATION
	



	Experience, Knowledge, Technical Competencies & Qualifications 
	

	
	Skills, Abilities, Qualities & Attributes
(NB: Verification may be required)
	(E)ssential or (D)esirable
	How Assessed
i.e. (A)pplication form / (I)nterview / (T)ests or (App)raisal

	Skills, Knowledge & Technical Competencies
	Good organisational and administrative skills.
	E
	A / I / T 

	
	Good interpersonal skills including the ability to deal with conflict, antisocial behavior and those who are breaking by-laws or behaving inappropriately.
	E
	A / I

	
	Good verbal and written communication skills to competently produce emails, letters, reports, statements, court case files etc.
	E
	A / I / T

	
	Ability to analyse, interpret, understand and implement legislation, regulations, guidance, codes of practice and conditions that relate to them.
	E
	A / I

	
	Ability to identify and effectively apply the most appropriate compliance and/or enforcement option(s) in the circumstances.
	E
	A / I / T

	
	Ability to establish, develop and maintain positive working relationships with all stakeholders.
	E
	A / I

	
	Proven ability to learn quickly and effectively.
	E
	A / I

	
	Computer and mobile device literate.
	E
	A / I

	
	Good working knowledge of the Environmental Protection Act 1990, Health & Safety at Work Act 1974 and other legislative regimes relevant to the post.
	D
	A / I

	
	Good working knowledge of PACE, RIPA, CPIA and Human Rights Legislation and ability to consider and transpose this into all service related work.
	D
	A / I

	
	Good investigative skills and knowledge of investigation / enforcement techniques, practices and principles. 
	D
	A / I / T

	
	Ability to prepare for and present evidence in court.
	D
	A / I

	
	Ability to interpret and explain complex information clearly, accurately and using everyday language.
	D
	A / I / T

	
	Ability to conduct suitable and effective on-the-spot risk assessments. 
	D
	A / I

	
	Working knowledge of UNIform or CONFIRM software.
	D
	A / I

	Experience
	Experience of working with businesses and members of the public at all levels.
	E
	A / I

	
	Experience of dog handling and welfare.
	D
	A / I

	
	Experience in a front-line public service role.
	D
	A / I

	
	Experience in the inspection of premises, vehicle and/or other sites.
	D
	A / I

	
	Experience in enforcement and conducting investigations (from initial receipt to completion).
	D
	A / I

	Qualifications
	No specific qualifications required in preference to proven abilities commensurate to the requirements of the role; but good standard of education required.
	E
	A / I

	
	Keen to learn and develop and to become an accredited community safety officer.
	E
	A / I

	Personal Attributes
	Self-motivated & enthusiastic.
	E
	I / T

	
	Flexible and well organised.
	E
	A / I

	
	Works well under pressure.
	E
	A / I / T

	
	Team-player (with ability to act autonomously).
	E
	A / I

	
	Accurate and diligent.
	E
	A / I / T

	
	Attention to detail.
	E
	A / T

	
	Pragmatic.
	E
	A / I

	
	Assertive.
	E
	A / I

	
	Resilient.
	E
	A / I

	
	Able to demonstrate Rushmoor Behaviours.
	E
	A / I

	Other 
	Able to work weekends, public holidays and out of normal office hours as required by the duties of the post.
	E
	I

	
	Full driving licence.
	E
	A / I


	



	Organisational Structure & Position



	Directorate Level (may be subject to change)

	[image: ]



	Service Level - Environmental Health & Housing Services (may be subject to change)

	
Head of Environmental Health & Housing
DES 0030





	Principal Licensing Officer
DES 0095
Licensing Officers
DES 0096
DES 0098
DES 0099
Env. Control Technician 
DES 0254
Env. Control Officer 
DES 0255
Env. & Airport Officer
DES 0255
DES 0105
EH Technical Assistant
DES 0252
EH Technical Officer
DES 0250
Principal EHOs
DES 0100
DES 0105
Environmental Health Manager
(Licensing)
DES 0075
Housing S&E Officer
DES 0460
Private Sector Housing Officers
DES 0475
DES 0480
DES 0482
Housing Officers
DES 0350
DES 0360
DES 0368
DES 0370
DES 0430
DES 2228
Snr. Housing Officer
DES 0355
Private Sector 
Housing Manager
DES 0470
Housing Strategy & Enabling Manager
DES 0450, DES 0451
Housing Options Manager
DES 0345
Community Patrol Officers

DES 2236
DES 2237
Senior Com. Patrol Officer
DES 2235
CCTV Operators
DES 2221
DES 2222
DES 2223
DES 2226
DES 2227
DES 2228
CCTV Supervisor
DES 2222
EHO’s (Food)
DES 0090
EHO’s (Food)
DES 0080
DES 0110
Principal EHO (Safety)
DES 0070
Principal EHO (Food)
DES 0070
Environmental Health Manager
(Food/ Safety)
DES 0060




	Team Level – Community Patrol Officers (may be subject to change)

	Environmental Health Manager
(Licensing)
DES 0075
DES 2235 Senior Community Patrol Officer
Community Patrol Officer
DES 2236

Community Patrol Officer
DES 2237


	
NOTES
	

	
NB(1):
	
Some posts are marked politically restricted or sensitive under the Local Democracy, Economic Development and Construction Act 2009. 

Politically restricted posts are those where the post holder is prevented from having any active political role either in or outside the workplace. The restrictions aim to prevent politics coming into play where an employee is in a politically influential position. Politically restricted post holders are not be able to: -

a) Hold or stand for elected office or;

b) Participate in political activities, publicly express support for a political party or undertake other activities such as canvassing on behalf of a person who seeks to be a candidate or;

c) Speak to the public at large or publish any written or artistic work that could give the impression that they are advocating support for a political party.

Sensitive posts meet one or both of the following criteria:

a) Giving advice on a regular basis to the authority itself, to any committee or sub-committee of the authority or to any joint committee on which the authority is represented; or where the authority is operating executive arrangements, to the executive of the authority; or any committee of that executive; or to any member of that executive who is also a member of the authority and/or;

b) Speaking on behalf of the authority on a regular basis to journalists or broadcasters.
 

	
NB(2):
	
This job description only contains the principal accountabilities relating to the post, and does not describe in detail all the tasks, duties and/or activities required to carry them out.
 

	
NB(3):
	
The details contained in this Job Description reflect the duties and responsibilities of the job at the time it was prepared. However, it is inevitable that over time, the nature of the job may change. Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed. Such variations are a common occurrence and consequently, the Council will expect to revise this Job Description from time to time and will consult with the postholder as appropriate.
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