POLICE — STAFF

Job Description

Professional Standards Investigator

Post Number:
Grade /Scale:
Weekly Hours:

Department:
Location Work Base:
Status:

Responsible To:

Job Role/Purpose:

Health and Safety:

Contacts:

Equality and Diversity:

KC122

6

37

Weekend working and overtime will be required on occasion
Professional Standards Department (Complaints)

Tigers Road, Leicester

Funded — Fixed Term until 31/03/2026

Detective Sergeant

To lead or assist in investigation relating to members of
staff/Police Officers arising from complaints/intelligence,
potentially leading to criminal outcome and/or disciplinary
action.

Please note: For this role you must be trained in taking
evidential statements, conducting PACE compliant interviews,
handling evidence and exhibits and complying with disclosure
obligations to a PIP1 level, or to be willing to undergo this
training as part of the role.

To comply with the health and safety policy and its associated
procedures and co-operate with your manager and the force to
protect your health and safety and that of other people. To
comply with the relevant risk assessments for your job role and
report accidents, incidents and near misses.

Police and police staff of the Force, Chief Officers, other forces,
NCA, OPCC, IOPC, HM Coroner, external organisations,
members of the public

Actively advance diversity /equality, work towards eliminating
discrimination, harassment and victimisation and foster good
relations between all groups of people.

Person Specification
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Knowledge, Skills & Abilities

Essential Criteria

Knowledge/ Education:

e To hold a degree, or equivalent qualification, undertaken in English, or have
experience of working at a level requiring the use of English to that standard

e Broad knowledge of legislation and procedures associated with the investigation
of serious crime and corruption (PACE, CPIA, CJA, POCA, HRA) as well as a
general awareness of police powers and policies

Work Experience:

e To have recent experience in a role requiring the use of investigation skills in
dispute/conflict resolution, crime-related or Human Resource areas, and the
ability to undertake complex criminal/internal investigations into issues of integrity
and corruption

e To have experience in the use of Microsoft Word, Excel and Power Point

e Experience of successfully working as part of a team and understanding the need
to support colleagues

Personal/lnterpersonal Skills, Aptitudes:

e A flexible approach to the changing demands of the role and be prepared to work
within and outside the Force area to support own and colleagues’ investigations,
as well as weekend and overtime work when required

¢ An ability to plan, manage and prioritise workloads to meet deadlines with limited
supervision and be able to assist colleagues whenever necessary

Special Skills:
e Able deal with confidential and sensitive material with knowledge of and
adherence to GDPR and Data Protection Act

e To have information and evidence gathering skills and the ability to interrogate
computer systems

e Good interviewing techniques either by experience or attendance on an
Interviewing Skills course and understanding of the impact of PSD investigations
on those under investigation

e Excellent communication skills (written and oral) and an ability to prepare and
deliver detailed reports and briefings to senior officers and external agencies

e To hold a full current driving licence*

*Reasonable Adjustments may be made under the Equality Act 2010
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Desirable Criteria

Knowledge / Education:
e Experience of attending court/hearings and presenting evidence
Work Experience:

To have experience of dealing with / handling complaints and demonstrate a
basic knowledge of a complaints system

Special Skills:
e To have experience in conducting both criminal and misconduct interviews and

knowledge of the differences between the two

Core Responsibilities/ Accountabilities

Operational:

Establish complaint handling steps or investigation terms of reference with the
complainant and then undertake all aspects of investigations into police actions,
ensuring compliance with legislation, identified guidelines and standards.

Identify, secure and review all relevant material relating to public complaints,
including material of a sensitive and distressing nature.

Consider whether the complaint handling is likely to cause a risk of prejudice to
any ongoing criminal investigation or court proceedings and if so, liaise with the
CPS for advice before notifying the Appropriate Authority with a view to
suspending the complaint handling.

Obtain witness evidence from victims and witnesses by the most appropriate
means and in compliance with relevant policies and procedures (witness charter,
Achieving Best Evidence, Whistle blower policy).

Carry out interviews of officers/staff members which are PACE compliant where
appropriate, or otherwise compliant with Police Conduct Regulations.

At any point during the handling of a public complaint, identify when the
mandatory referral criteria for the IOPC is met and prepare a referral within
appropriate timescales as mandated by statutory guidance.

During an investigation, identify and refer to the Appropriate Authority where there
is any indication that an officer or staff member has breached the Standards of
Professional Behaviour to the level of misconduct or gross misconduct. In these
cases, prepare a written severity assessment for the Appropriate Authority and
relevant documentation to serve a notice of investigation.

Carry out appropriate checks and prepare a welfare risk assessment when
serving a notice of investigation on an officer or staff member. Ensure that
appropriate welfare measures are in place by liaising with their line manager,
welfare SPOC, Police Federation and Unison as required.

On conclusion of investigations, prepare and submit Investigator Reports that will
withstand public scrutiny relating to complaint, misconduct and criminal matters to

POLICE STAFF 2025




POLICE — STAFF

the Appropriate Authority, Independent Office for Police Conduct and/or HM
Coroner where a death has occurred. Within these, provide a recommendation in
reports as to whether the standard of service provided by the police was
acceptable or not acceptable, or whether an officer or member of staff has a case
to answer for a breach of the standards of professional behaviour. Identify and
progress learning issues arising from investigations.

Assume the role of Investigating Officer for misconduct meetings/hearings and
liaise with the Hearings Officer, East Midlands Legal Services and Presenting
Officer. Attend case conferences and prehearing meetings and to prepare and
serve evidential bundles on officers/staff. As the Investigating Officer, attend
hearings and give evidence.

Assume the role of the Officer in the Case for criminal prosecutions, liaising with
CPS and Counsel throughout, preparing case files, attending court hearings and
case conferences and give evidence. Attend inquests and give evidence.

Communication:

Engage meaningfully with public complainants, remaining sensitive to complex
needs and working to overcome other barriers to engagement including cultural
mistrust of the police. Tailor communication to secure the best possible account
and manage expectations of the complaints process whilst seeking to restore
trust in the police service. Manage interactions with confrontational and non-
compliant individuals in a constructive manner.

Maintain regular communication with staff/officers under investigation and
complainants and other interested parties in the form of meaningful 28 day
updates.

Liaise with the OPCC, IOPC, Crown Prosecution Service, NCA, HM Coroner and
other agencies regarding investigations and other relevant issues.

Liaise with senior management, welfare and Corporate Communications prior to,
during and after a hearing/meeting or criminal trial.

Support the OPCC/IOPC by acting as a point of contact for the Force and
providing relevant documentation where complainants request a review of their
complaint handling/investigation and where the IOPC carries out an independent
investigation.

Ensure that communication with all parties is as transparent as possible whilst
also taking into account the force’s obligation to comply with GDPR and Data
Protection Act 2018.

General:

To undertake such other duties commensurate with the post as may be required
for the safe and effective performance of the job. This role description should
develop along with changing demands of policing reflected in Force objectives
and priorities.

Competencies and Values
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The competency and values framework set out nationally recognised behaviours.

The framework has 6 Competencies — each competency can be split into 3 levels to fit around
policing and non-policing roles see here: Competency and Values framework

We analyse critically

We are innovative and open-minded
We are emotionally aware

We take ownership

We collaborate

We support and inspire

All competencies are underpinned by 3 Values that should underpin everything that we do:

Respect and Empathy
Courage
Public Service

Other

Security Check Levels refer to vetting for the specific levels that relate to this job role:

Management Vetting (MV). Please note, due to the level of vetting required all applicants must
have 5 years continuous residency in the UK at the time of application.

Car User: Yes (Casual Allowance)
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https://www.college.police.uk/career-learning/competency-and-values-framework

