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Job Outline
Post:	 Community Payback Supervisor 
Service:	 Health and Social Care Partnership

Section:	Children's Health, Care and Justice Services

Grade:	G6
Job Purpose:	Provide direct supervision and support to service users who have been issued with unpaid work orders ensuring individuals are fully aware of their responsibility to comply with the order and the standards of work. Unpaid work supervisors will also promote the opportunities for someone on unpaid work to develop new skills to provide a high quality community based intervention which balances pay back to the community with opportunities for individuals to address their offending behaviour whilst supporting them towards positive change; and to provide individuals with an opportunity to gain the skills and access the supports required to lead positive lives and desist from offending.

STRUCTURE CHART 


A. KEY DUTIES & RESPONSIBILITIES

1. Supervise and advise service users on team and individual placements and demonstrate and model how to undertake the tasks to enable service users to carry out their work.
 
2. Ensure that individuals subject to a period of unpaid work are made fully aware of their responsibility to comply with an order of the court.

3. Provide assessment for prospective jobs in terms of time components, tooling and quantities of material required and provide cost estimates incorporating materials to the client, if requested.

4. Ensure the accurate completion of standard documentation regarding attendance and performance of service users and submit documentation to the relevant office.

5. Supervise a group/team of service users undertaking unpaid work based projects, support them to work as a team completing tasks, model pro social behaviour and challenge behaviour when necessary.

6. Provide one-to-one supervision to individuals on singular unpaid work placements, where necessary.

7. Take responsibility for ensuring appropriate use of vehicles and comply with transport guidelines and health and safety policies.

8. Ensure standards of work performance are maintained by service users participating in unpaid work.

9. Carry out daily task risk assessments to ensure the health, safety and wellbeing of self and of service users and clients.

10. Be responsible for the tools used by those undertaking unpaid work ensuring their safekeeping and proper usage at all times.

11. Ensure any damage to vehicles/equipment is reported immediately to the unpaid Work Placement Co-ordinator or relevant office.

12. Provide a general assessment of the overall performance of service users including assessment of behaviour, punctuality, manners etc.

13. Maintain management information systems including electronic databases and spread sheets in accordance with the General Data Protection Regulation.

14. Ensure all administrative tasks are being handled responsibly including the completion of incident/near miss or incidence of violence forms.

15. Attend court in relation to breach of unpaid work proof hearings with a view to confirming the validity of events.

16. Adhere to the Partnership’s procedures in relation to the protection of vulnerable people at all times.

17. Undertake training programmes to assist development and meet service objectives.

18. Participate in team meetings as and when required.




B. GENERAL RESPONSIBILITIES

19. Ensure that any materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the Partnership’s policies and procedures.

20. Ensure all activities for which the post holder is responsible are delivered in accordance with Council’s Equality and Diversity Policies and the statutory and general specific Equality Duties.

21. Ensure that the Partnership’s Customer First Service Commitment is followed in all dealings with the customers and clients of the Service.

22. Promote the health and safety of employees at work and of service users through the implementation of the Council’s policy on health, safety and welfare at work and Service Health and Safety arrangements in accordance with all relevant statutory requirements, leading by example.

23. Promote the Partnership’s policies and procedures for good records management, ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements.

24. Participate in the East Ayrshire FACE Time process annually in accordance with the Council’s procedures. 



















Person Specification
	Designation: Community Payback Supervisor 
	Post No:

	Service: Health and Social Care Partnership
	Section: Children’s Health Care and Justice Services 



	Attributes:
	Essential Criteria
	Desirable 

	
Qualifications


	· Full current driving licence (with no more than 6 penalty points) and able to achieve the ‘permit to drive’ for Council vehicles.

	· Appropriate Craft qualification or equivalent vocational qualification in a relevant discipline e.g. :
· Painting and decorating 
· Joinery
· Horticulture

	Knowledge & Skills





	· Demonstrate knowledge of pro-social modelling approaches, with the ability to work and actively support and guide service users
· Demonstrate how to effectively undertake a variety of practical tasks to ensure an acceptable project outcome
· Able to efficiently control a work team, motivate its members and maintain team discipline.
· Good communication skills.
· Good organisation and time management skills.
	· Demonstrate an understanding and knowledge of the underlying issues which contribute to involvement in offending behaviour.
· Demonstrate awareness of the requirements of Community Payback Order guidance.
· Demonstrate working knowledge of building trade/construction or horticulture disciplines. 
· Report writing skills. 
· Good ICT skills

	Experience







	· Engaged effectively and provided supervision/coaching and relevant support to groups and individuals across a variety of work settings.
· Worked within a team with a varied mix of background e.g. age, skill and motivation.
· Collated information and reported on progress.
	· Worked with people who have previously been involved in the justice system.

	Employees are the FACE of East Ayrshire and are expected to demonstrate our FACE qualities and behaviours

	Quality 
	Behaviour

	Flexible 

	· Have an open mind and look for better ways of doing things.
· Embrace new technologies to improve services for the people we serve.
· Welcome opportunities to learn and grow.

	Approachable
	· Develop positive and productive relationships with everyone.
· Listen, notice, respond and engage.
· Manage our reactions and think about how our behaviour affects others.

	Caring
	· Embrace working in a team and working with others.
· Take pride in your role, serving our community and strive to be the best we can be. 
· Be kind to others and to ourselves.

	Empowered
	· Have the courage to try new things.
· Work with others to find the best solutions.
· Help everyone to realise their full potential.




Community Payback Placement Co-ordinator


Community Payback Supervisor
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