WARWICKSHIRE PROBATION AREA
Job Description

Job Title:


Relief Assistant Warden 

(Approved Probation Premises)
Salary grade:


Band 2  Fixed pay point 23
Hours:



As and when required (casual)
Location:
Approved Probation Premises in Leamington Spa and Nuneaton
Responsible to:
Area Probation Manager/Senior Probation Officer and Deputy Manager
Objectives:

 To maintain a secure and well managed Approved Premises. Maintain the security and safety of the buildings and grounds. Work to & implement the Approved premises aims and objectives, including contributing to protecting the public.

Main Duties and Responsibilities:
1. To contribute to the general supervision of all residents and for the maintenance of good order when on duty.

· To provide feedback to colleagues coming on shift, including assisting with the completion of a written handover risk review.

· To monitor and where appropriate challenge residents inappropriate behaviour and report all relevant incidents to Duty Assistant Warden/management. 

· To assist the Duty Assistant Warden to resolve and monitor potentially volatile situations and where necessary seek appropriate Management advice, via the on-call system.

2. To contribute to maintaining the daily log book and to oversee and record such administrative and cash handling tasks as are delegated by the Duty Assistant Warden/Manager. The latter includes a shared responsibility for the ‘working float’, plus recording and providing receipts for daily cash transactions with residents.

3. To contribute to the compliance and enforcement of licence/order/bail requirements and Approved premises rules. To also contribute to the completion of breach statements in bail cases.

4. Experienced relief staff will have access to verify and record information using the Service I.T. databases.
5. To assist the Duty Assistant Warden in the admission and induction of new residents and where necessary reinforce licence/bail conditions.
6. To assist the Duty Assistant Warden to receive and check in all prescribed medication and to oversee residents accessing their medication in line with Approved Premises procedures.
7. As directed by management to complete regular observation checks of residents assessed as being at risk of self harm/ serious health issues. This will include the completion of a self harm monitoring form.

8. With the Duty Assistant Warden to share responsibility for the security of the building, including; using CCTV surveillance; reception of/induction of visitors/contractors; completion of bag searches and completing room searches as directed by management.

9. To assist the Duty Assistant Warden with the clearance of residents belongings in line with service procedures.

10. To assist the Duty Assistant Warden with the notification of immediate building repair requirements and ensuring that health and safety and fire regulations are complied with. This includes regular testing of Pinpoint and fire alarms.
11. Experienced relief staff may be required to assist the Duty Assistant Warden with liaison with other Probation Areas and external agencies in relation to residents and accepting bail referrals in accordance with local policies/procedures.

12. Where possible to be competent in being able to provide basic first aid treatment when required. 
13. To consult the out of hours on call Approved Premises Manager for advice where appropriate and to provide relevant information to assist management in the effective enforcement of all cases. To also provide the initial out of hours point of contact for Probation to access senior management.
The post holder will be expected to comply with the Service’s Anti-Racism and Anti-Discriminatory polices.
The post holder will work under the general supervision of the Approved Premises Duty Assistant Warden.
Special Requirements:
The post holder must maintain a high degree of confidentiality in exercising the tasks commensurate with the post.

After consultation and prior notice, the Warwickshire Probation Board reserve 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 Service may require.
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