	ROLE PROFILE
Part1
	Role
Title
	FORENSIC SUBMISSIONS OFFICER
	Dept
/LPA
	SCIENTIFIC SERVICES/ CRIME OCU

	
	
	
	VETTING LEVEL
	 
	 
	 
	STAFF
	

	Grade/Rank
	Scale 5

	Responsible To
	Forensic Resource Manager

	Staff Line Managed
	None 



	Reviewed by (Manager)
	 Leigh Aggar, Deputy Forensic Submissions Manager
	Date
	30/11/16

	Purpose of Job
	To be responsible for checking, authorising and validating all forensic submissions. To provide a range of administrative services for the Scientific Services Department (SSD) of Hampshire Police

	Key Accountabilities
	1. To answer queries and directing other enquiries on to other members of SSD staff as appropriate. To review and provide advice and act as a point of contact to Investigators, Crime Scene Investigators (CSI’s), Forensic Service Providers (FSP’s), and Crown Prosecution Service (CPS).
2. To supervise quality of and authorisation and rejection, within agreed financial limits, of forensic items to be submitted from the force to various internal and external forensic providers in relation to practicality, forensic potential and cost effectiveness. This will include the tasking of MG21 and MG/DDE submission forms.
3. To be able to effectively and accurately cost submissions in terms of prices lists set by forensic providers and to check and monitor expenditure on forensic services.
4. To take responsibility for DNA mouth swabs, checking, processing and continuity of DNA, PACE, volunteer and vulnerable person samples.
5. To take responsibility for researching and analysing various computer records to include RMS & PNC to inform the National DNA database of any updates regarding samples held. The advice given will be followed by the National DNA Database (NDNAD) and will directly affect the integrity of the database.
6. Keep up to date with new Acts and initiatives that affect DNA processing and act as a single point of contact for such initiatives to include Criminal Procedures and Investigations Act (CPIA) & Protection of Freedom Act (POFA).
7. To be aware of Force policies on equal opportunities, Health and Safety, Data protection and comply with the legislation and the standards of good practice.
8. 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.
 
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 1
We Deliver, Support and Inspire Level 1
We Analyse Critically Level 1
Transparency

	Education/ Qualifications
	Essential: Educated to Educated to QCF Level 2 (five passes to include English and Mathematics) OR work experience deemed to have brought the postholder to a comparable level.
 
Desirable: Academic or vocational qualification at OFC Level 3 that is relevant to the post

	Experience and Skills
	Essential: 2 years working in a busy office environment, using a wide range of office equipment and complex record keeping systems.
Experience of monitoring budgets and financial tasks.
Computer literate, experience using computers for data entry.
 
Desirable: Knowledge of Police organisation and structure, including their computer systems or in a Scientific environment.
Knowledge of Excel spreadsheets.


	Approved by HR
	Jayne Beddall
	Date
	24/11/2016

	ROLE PROFILE Part3 CPD
	 



	 
 
Competencies
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Underpinning Values
		All roles are expected to know, understand and act within the ethics and values of the Police Service.

	Resolute, compassionate and committed
	[image: http://cvf/images/CVF_circle.jpg]

	We are Emotionally Aware
	Level 1
	

	We Take Ownership
	Level 1
	

	Inclusive, enabling and visionary leadership
	

	We are collaborative
	Level 1
	

	We Deliver, Support and Inspire
	Level 1
	

	Intelligent, creative and informed policing
	

	We Analyse Critically
	Level 1
	

	We are Innovative and Open Minded
	Level 1
	

	 
	

	Impartiality
	

	Integrity
	

	Public Service
	

	Transparency
	




	Initial Development skills for new to role period
	RMS Supervisors course to provide the post holder with the required RMS access & capabiliities during the FRMU4 authorisation process.
All staff are required to complete mandatory e-Learning including annual DSE and Fire Safety plus any role-specific training required.




	Continuing Professional Developement
	 

	Career Pathways
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