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Job Description

	POST:
	Responsible Officer  – Community (Days to include occasional evenings for late night reporting)


	RESPONSIBLE TO:
	Team Manager 


	LOCATION:
	CRC office with occasional travel to other offices for team admin days and team meetings. 


	MAIN PURPOSE OF POST:
	· To manage a caseload of service users on their supervision orders during their time in custody and on their licence period after release from custody.

· To successfully reduce reoffending, rehabilitate and reintegrate service users back into the community.
· To ensure a cohesive risk assessment and sentence plan is generated for each service user, continuing on from the resettlement plan generated by the custodial resettlement team.

· To complete all necessary reports and administrative tasks to support the supervision of your service users both in custody and the community.

· To provide pathways, support and appropriate interventions to enable successful resettlement for all service users in both a group and on a 1-1 basis.
· To work with internal and external partners, agencies and commissioners including MH Prison Service, Community Rehabilitation Companies (CRC’s), National Probation Service and other community based supporting agencies to achieve the desired outcomes and KPI’s for the service. 


	SALARY:
	£22,865 increasing to £25,500 after one year of service, pa inclusive.


SERVICE DETAILS:

Penrose Criminal Justice Service delivers custodial resettlement and community supervision services for service users across London as part of the wider Transforming Rehabilitation Programme. The service users being supported have a wide range of resettlement needs and have varying and sometimes complex needs. 

The Penrose CJS Community service is designed to deliver interventions and support to manage the supervision orders of service users released into the community that have received a prison sentence and have been assessed as low risk of serious harm. Support delivered is wide ranging and based on individual need. You will support the service user to adhere to and achieve the cohesive resettlement plan generated from the custodial resettlement team. 
You will be responsible for contributing to the targets set by Penrose in partnership with MTC Novo and the area CRC. One of the key targets will be delivering positive outcomes to reduce reoffending rates. The ability to work within a service user focussed setting and to be able to develop excellent working relationships with other partner agencies is vital to this role. 
Community Responsible Officers will be expected to have the necessary skills to be able to facilitate structured 1-1 sessions and group sessions, develop and maintain a cohesive risk management plan and sentence plan for service users, be responsible for the case management of the care of service users on their caseloads and ensure that good links are made with the CRCs and other partners.  
KEY AREA’S OF RESPONSIBILITY.

· Protecting the public and preventing future victims.
· Adhere to enforcement procedures in line with their order, including the completion of recalls, breach referrals and risk escalation referrals as necessary.
· Work directly with prison staff to facilitate resettlement planning.
· Resolve the immediate resettlement needs directly, or by ensuring referral of the resettlement need to a partner.
· Provide resettlement advice and signposting to all service users.
· Regularly review the service user’s progress with the Resettlement Plan agreed before release from custody.
·  Ensure that the service user is designated to a named Responsible Officer within the cohort most relevant to their needs, with specific arrangements to support the allocated persons on the day of release organised according to individual need.
· Work with other service providers to ensure its services complement existing provision in prison and in the community. 
· Deliver a resettlement service that deals with service users’ immediate resettlement needs. This service will be coordinated and will focus on immediate issues relating to accommodation, health, employment, finance and debt. 
·  Resolve any immediate presenting issues and revisit resettlement needs and planning regularly to enable the service user to successfully complete the period of supervision.
· Support to ensure that the service user: has suitable accommodation; is returning to employment; or is being signposted to the relevant agencies providing employment or training opportunities post-release. Signposting will be provided for finance and debt advice, and to specialist support for service users subject to domestic or sexual abuse; who may be or have been sex workers; and those needing specialist mental health or substance misuse support.
· Encourage all service users to participate in additional rehabilitative services provided through its Getting It Right programme.
· Work with other agencies and co-commissioned services including but not limited to Substance Misuse Services; health services; the Service user Learning and Skills Service (OLASS); and the Department for Work and Pensions (DWP) Benefits Advisers and Work and Programme Providers.
· Supply regular progress, action and performance reports to their line manager.
· Ensure in the first 48 hours in the community is focused on achieving stability and meeting basic needs. 
RESETTLEMENT:

· Act as named Community Responsible Officer for service users as designated by the Team Manager / Service Manager.

· Plan and/or deliver individual support and resettlement packages for the service users, liaising with the appropriate agencies and care professionals to ensure successful delivery of the plans.

· Deliver 1-1 and group support / interventions as required.
· Constantly ensure there is genuine engagement with the service user using appropriate methodologies and inventions to encourage and support their engagement and progress towards greater independence in the community.
· Provide / arrange for various advice, advocacy and or information to service users in relation to physical health matters, substance misuse welfare benefits, education, employment and training, life skills and any other identified support needs.
· To positively respond to service users who may need assistance, seeking the support of the appropriate responsible officer if necessary in emergencies.
· Dealing with any disputes or emergencies.

· Having an understanding of the needs of the client group and working in an understanding and flexible manner using assessment and evaluation skills.

· Updating service user information to the service user management unit (system) with relevant information.
· Ensure that at all times work is conducted within the policy and procedural framework established, ensuring full up to date knowledge and understanding of policies, procedures and legislation at all times. 
LIAISON WITH THE LOCAL COMMUNITY

· To act as a public representative of the Project, ensuring good community relations, particularly with partners, are maintained at all times.  

· To liaise with other agencies, ensuring that information is accurately and promptly communicated to other relevant professionals.
ADMINISTRATION

· To undertake administrative tasks as part of regular duties ensuring that these are completed accurately and in a timely manner.
· Reporting of incidents as per Penrose Options Policies and procedures.

· To complete reports (either electronically or written), including service users resettlement plans, case notes and other documentation for managers, members of the management board and other agencies, as directed by your line manager in a timely and accurate manner and in accordance with policy and procedure

· To input and extract information from computerised packages, client monitoring system, and other database systems.  
· Any other general administrative tasks to be completed ad hoc as requested by the management team.
HEALTH & SAFETY

· To take individual responsibility with the other Team Managers, Service Manager, London CRC and HMP Service for the personal health and safety of all people working, or service users. Report any concerns relating to health & safety issues at the earliest opportunity to their immediate line manager.
· Ensure that you are fully conversant with all aspects of Service and Penrose Health & Safety Policy, Hygiene, Fire Alarm and related policies and procedures dealing with issues of aggression, emergencies etc.
· Undertake all required training including BIONIC, security awareness and developmental.

EQUAL OPPORTUNITIES

· Ensure the consistent and effective implementation of the Penrose Options Equal Opportunity Policy and Procedures.  

· Positively promote an environment within the service which respects the different ethnic cultures of the service users.
AUTHORITIES:

· Signing documents in conformity with the Authorisation Policy.
ACCOUNTABILITIES:

· The successful resettlement of service users into the community.
· Accurate and up to date service user records and resettlement plans.
· Comply with any required standards or procedures as detailed in the Organisation’s ISO9001 QMS and London CRC.
· Achievement of KPI targets and personal objectives.
OTHER DUTIES

· Attend meetings and training commensurate with the post of Community Responsible Officer, as requested by your line manager. 
· Maintaining a friendly and supportive environment within the service/prison.

· When requested to provide guidance and support to relevant workers, such as volunteers, students, etc., in line with the relevant policy and procedure.  

SHIFT PATTERNS / ROTA’S

· Shifts generally operate between 9am and 5.00pm, 5 days per week depending on the requirements of the service. Some evening work may be required for late night reporting of service users. Community Responsible Officers will also be required to attend occasional meetings and training.
Person Specification

Community Responsible Officers
	Qualifications and Experience
	Rating
	Application Form
	Interview

	Appropriate professional qualification:

NVQ / Diploma level 3 in Health & Social Care / Criminal Justice or professional equivalent
	Desirable
	(
	

	Experience of working with vulnerable individuals who may have mental health issues / substance misuse / challenging chaotic  behaviours 
	Essential
	(
	(

	On the job experience of delivering resettlement plans and providing appropriate interventions for service users and liaising with other professionals to bring the plans to fruition
	Desirable
	(
	(

	Clear evidence and experience of successful reintegration of service users into the community
	Essential
	(
	(

	Experience of providing resettlement support and practical assistance within a secure environment or outreach support role.    
	Desirable
	(
	(

	Experience of working with the service user client group/ or transferable skills group
	Desirable
	(
	(

	Knowledge
	Rating
	Application Form
	Interview

	Excellent understanding of the resettlement and social  needs of vulnerable individuals
	Essential
	(
	(

	Understanding and practical application of key legislation regarding  criminal justice, social care, housing, and mental health
	Essential
	(
	(

	Knowledge of Health & Safety and Equality legislation and practice
	Desirable
	(
	(

	Understanding and practical knowledge interventions of the social and societal marginalisation can be attached to people with mental health issues and offending behaviour
	Essential
	
	(

	Skills and abilities
	Rating
	Application Form
	Interview

	Excellent and proven ability to form effective positive and motivational relationships
	Essential
	
	(

	Excellent communication skills both written and oral with both internally and externally with  outside agencies and bodies
	Essential 
	
	(

	Able to influence and negotiate positive outcomes with the service users and supporting professional bodies
	Essential 
	(
	(

	Ability to maintain accurate records and write clear reports using bespoke software and branded packages
	Essential
	(
	(

	Sensitive to both service user and staff needs 
	Essential
	
	(

	Ability to deliver plans to accomplish work Goals and objectives.  Ability to arrange and assign work to use resources efficiently.  Ability to develop strategic plans, organizational structures, and systems to fulfil legislative or mission driven organizational goals.
	Essential
	(
	(


Competences

Community Responsible Officer
	Competency
	Definition
	Level

	Oral communication
	Communicates in a way that is unambiguous using appropriate terminology and non-verbal communication, providing accurate data that influences and informs the recipient.  
	Level B - Can communicate with a range of people in a positive and inclusive manner which maintains their attention.


	Written communication
	Expresses ideas clearly in a well structured manner, using correct grammar and appropriate terminology. Uses a variety of media.
	Level A - Writes well-structured, error free written documents.

	Sensitivity
	Shows awareness of the diversity of those they work with and for and is aware of their own influence both. Recognises the impact of own behaviour on others.
	Level B - Recognises, understands and responds to feelings and needs of others, even when they may be very different to their own.

	Coaching and motivating
	Directing and guiding others in the performance of their tasks. Establishing a spirit of working together to set and achieve goals.
	Level B - Independently takes the initiative to provide direction, support and feedback, motivating another to takes the agreed steps.

	Team working/ working with others
	Contribute actively on issues/solutions even when the issue is not the responsibility of the individual.
	Level A - Work with others internally and externally to deliver solutions/results.

	Customer focus
	Understand customer needs and requirements and act accordingly. Ensuring high level of service delivery to deliver customer satisfaction.
	Level B - Actively investigates further needs of the client and demonstrates their desire to deliver the best to the client.

	Results Orientation
	Actively focused on achieving results and objectives.
	Level A - Works purposefully to achieve objectives and tasks on time and as agreed.
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