	ROLE PROFILE
Part1
	Role
Title
	PSD BUSINESS SUPPORT MANAGER
	Dept
/LPA
	PROFESSIONAL STANDARDS DEPARTMENT

	
	
	
	VETTING LEVEL
	 SC
	 
	 
	50079620
	

	Grade/Rank
	PO1

	Responsible To
	Head of Professional Standards Department (PSD)

	Staff Line Managed
	Business Support Team Supervisor, Complaints and Misoncuct Co-ordinators and PSD Administrator



	Reviewed by (Manager)
	CI Beth Pirie
	Date
	06/10/2020

	Purpose of Job
	Lead the Business Support Team in providing effective and professional support to the Head of Department and Senior Management team, act as the delegated Appropriate Authority as detailed in the Home Office Guidance 2020 to review and assess all complaints received within Professional Standards and conduct Severity Assessments in relation to internal conduct matters.

	Key Accountabilities
	1. To review and assess all complaints/correspondence received within the department and ensure that they are correctly recorded as required by the Police Reform Act 2002 and the Police (Conduct) Regulations 2020
2. To conduct Severity Assessments for internal conduct matters. And consult with PSDI’s on threshold tests in investigations arising from public complaints.
3. To request fact finding is undertaken by PSDI’s, and review results before making a handling decision in accordance with legislation.
4. To attend monthly SMT meetings, bi-weekly meetings with HOD, and monthly meetings with the DCC to provide a business overview for BST and represent the team across the department.
5. To identify all cases that may need referral to the Independent Office for Police Conduct (IOPC) and bring to the attention of the Investigating Officer to ensure timely referral.
6. To ensure SMT are aware of any high risk, or sensitive cases received into PSD at the earliest opportunity 66. To provide quarterly o performance data to the IOPC.
7. To provide any other data as requested by the Home Office, IOPC and other external agencies.
8.To review and authorise closure of files submitted by District and Department in respect of recorded complaints.
9. To oversee and supervise the organisation of Misconduct Hearings and Meetings including independent liaison with the Legally Qualified Chair, Police Federation, Unison, and Counsel. Ensure that the Guidance in respect of Complaints and Misconduct Procedures is complied with.
10. To ensure that data held within the PSD Centurion complaints computer system is reliable and accurate. To facilitate the provision of reports from the Centurion system to provide information to Senior Management Team (SMT) and other stakeholders.
11.To liaise with counterparts in other forces ensuring we are consistent in our approach, and to attend PSD Business Support regional meetings.
12. To provide senior management to a team of Business Support staff, ensuring that high standards are maintained; and representing them at the Senior Management team meetings
13. To provide specialist advice to police officers of all ranks and police staff on complaints and misconduct procedures, ensuring the provision of sound advice, accurate information and relevant, current guidance on methods and practices
14. To implement Force Policy on Equal Opportunities, Health and Safety and Data Protection and to comply with the legislation and the standards of ‘good’ practice
15. To act as departmental co-ordinator in relation to the disclosure of police officers’ disciplinary/misconduct and and/or criminal convictions (CPIA and Section 18 Disclosure Manual); entailing liaison with and advice to police officers subject to such, Criminal Justice Unit Managers, the Crown Prosecution Service and other interested parties.
16. To participate on any internal working parties or project groups as instructed by the Head of Department.     
17. To maintain regular contact with a range of internal and external people and organisations ie IOPC, Home Office, CPS etc, involved with Professional Standards processes, ensuring that effective channels of communication are maintained.
18. To give regular and effective service
 
Note: This role profile is designed to assist postholders with understanding what is expected of them in their role.  Hampshire Constabulary may ask them to undertake other duties, as required, which are not necessarily specified on the role profile but which are commensurate with the grade of the post. The role profile itself may be amended from time to time within the scope and general level of responsibility attached to the post.

	Additional Requirements
	Maintain personal responsibility for collection, recording, evaluation, information sharing, review, retention and disposal of information in compliance with codes of practice and Guidance in the Management of Information, Information Security Policy, procedures and legislation.
 
The role holder is required to visit various locations within Hampshire and the Isle of Wight during working hours, and therefore needs to have the ability to travel as necessary.
 
May be asked to carry out fire warden duties to meet required standards if required.
All officers and staff must be aware of risk in relation to their role, please view the appropriate Health & Safety Risk Assessment for the role.



	ROLE PROFILE Part2
CVF Recruitment Competencies
	We are Emotionally Aware Level 2
We Take Ownership Level 2
We Deliver, Support and Inspire Level 2
We Analyse Critically Level 2
Integrity

	Education/ Qualifications
	Essential: Educated to QCF Level 5 OR work experience deemed to have brought the postholder to a comparable level.
Desirable: A management qualification. Any further academic or vocational qualifications particularly in law or public administration.

	Experience and Skills
	Essential: Considerable experience of managing a team.
Effective in the production of written and statistical reports.
Desirable: Legal experience. Knowledge of local central government systems. Working knowledge of Police (Conduct) Regulations 2004 and/or Police Reform Act 2004. Familiar with the Criminal Justice System and the structure of the Police Service


	Approved by HR
	Tam Pardoe
	Date
	March 2008
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