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WARWICKSHIRE PROBATION TRUST
Job Description
Job Title:

Accredited Programmes Tutor -Probation Service Officer

Salary:

Band 3 pay points 49-74  £21,391 - £27,102 p.a.
Hours:


37 hours per week (includes evening work)
Location:

Joint Programmes Unit, Sheriffs Court Coventry

Accredited programme delivery sites are throughout the Coventry and Warwickshire areas

However the Warwickshire Probation Trust reserve the right to require you to work at any of our main office locations throughout the County, which we may reasonably require you to do giving 4 weeks prior notice

Responsible to:
Programme Manager
Main Purpose:
To participate in the delivery, monitoring and evaluation of accredited programmes.

Key Tasks:
Work in consultation with probation officers, managers/supervisors and administrative staff in the following areas:

Context of Role

· An accredited programme is a programme for use with offenders  in Probation Trusts and  the Prison Service.  Programmes are delivered on a groupwork basis or one-to-one basis.

· There are now eight programmes within Warwickshire that are accredited.  These are the One-to-One Programme, Think First, Drink Impaired Drivers Programme, Community Sex Offender Programme, Controlling Aggression Learning to Manage (CALM)  the Offender Substance Abuse Prevention Programme (OSAPP). The Womens Programme and The Integrated Domestic Abuse Programme (IDAP) Probation Service Officers are currently involved in the delivery of all Programmes.
· The postholder will be required to play a full part in the work of the team, be flexible and positive in their attitude to working with offenders.

Programme Work

Accredited programme delivery in the Warwickshire Probation Trust is carried out jointly with the Staffordshire and West Midlands Probation Trust.  Staff are based in offices in Coventry and delivery programmes to offenders in both Coventry and Warwickshire.  The Joint Unit is managed by the Warwickshire Probation Trust.
· Participate in the delivery, monitoring and evaluation of accredited programmes.  This will include evening and weekend work.
· Undertake the psychometric testing of offenders and record onto the relevent data base. 

· Motivate and remove obstacles to offenders attending programmes through timely key working.

· Enable individuals to address their offending behaviour through the smooth running and professional delivery of the  programme.
· Work with the group dynamics to safely and effectively manage the risk of harm posed by offenders attending the programme.

Training

· Training is provided to prepare tutors for this role.  All applicants will need to be available to attend this training.
Organisation/administration

· Establish and maintain an administrative system that accurately records attendance, the offenders’ current situation and their next appointment.
· Comply with and undertake  the Area enforcement policy and procedure.
· Liaise with and refer to Probation Officers and any other organisational resource as and when necessary.

· Assist in the preparation of documentation relating to work undertaken and maintain statistical information to aid evaluation and future planning.

General

· Attend service meetings and working groups as required.

· Attend training courses appropriate to the duties of the post.

· Comply with the service’s anti-racism and anti-discrimination policies.

· Any other duties commensurate with the grading and responsibilities of the post as defined by the Chief Executive.
After consultation and prior notice, the Warwickshire Probation Trust reserves the right to vary the duties and responsibilities of staff under conditions prescribed in national agreements.  The above duties, therefore, could be altered as the future changing needs of the Probation Trust may require, and as we move to competency base job descriptions.
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