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Job Description Questionnaire 
 
Part 1: Job Description 
 
 
JOB TITLE 
 

 
: 

 

Independent Custody Visiting (ICV) Scheme Manager 

 
LOCATION 
 

 
: 

 

Sackville House, Lewes 

  
 
DEPARTMENT 
 

 
: 

 

Office of the Sussex Police & Crime Commissioner (OSPCC) 

 
 
GRADE 
 

 
: 

 

SPA9 

 
WORKING HOURS 
 

 
: 

 

28 hours, five days a week, normal working hours, plus 

evenings, as required. 

 
 
REPORTS TO  
 

 
: 

 

Head of Performance 

 
JOB PURPOSE 
(Why does the job exist?)  
 

 
: 

 
To effectively maintain and support the delivery of the 

Sussex Police & Crime Commissioner’s (PCC) statutory 

responsibility to provide an Independent Custody Visiting 

(ICV) Scheme.  

 

The ICV Scheme consists of representatives from the local 

community to visit each of the five police custody centres 

throughout Sussex: Brighton; Crawley; Eastbourne; 

Hastings; and Worthing. Unannounced visits are made by 

pairs of ICV volunteers at varying times of the day and 

night to ensure a consistent pattern of visits. The ICVs 

complete a written report form after their visit that is 

passed to the ICV Scheme Manager to investigate, resolve 

and report back on any issues. 

 

Custody visiting is an important role, ensuring that those 

detained in police custody are properly cared for in 

accordance with the relevant Police & Criminal Evidence Act 

(PACE) Codes of Practice. The Scheme is also important in 

securing local community confidence in the police and in 

the detention process.  
 

 
KEY ACCOUNTABILITIES 
 

1 To maintain, manage and deliver an effective ICV Scheme that ensures the welfare 

of detainees and supports the statutory oversight and scrutiny function of the PCC. 

The role requires the post-holder to manage approximately 50 ICV volunteers, 

ensuring that they undertake their responsibilities to a high standard, maintain their 

independence, and conduct themselves appropriately on their visits.   

2 To ensure the PCC is made aware of any legislative developments on matters 

relating to police custody that could have an impact on the delivery of the Scheme. 

To provide advice and briefing documents relating to police custody to enable the 

PCC to hold the Chief Constable to account.  
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3 To investigate, resolve and report back on any issues arising from custody visits to 

representatives from both the OSPCC and Sussex Police, thereby providing effective 

scrutiny of the welfare of detainees in police custody suites. This requires an ability 

to problem-solve on a day-to-day basis. 

4 The post-holder must possess good interpersonal skills and be able to work with 

police officers at Chief Inspector and Inspector ranks within Sussex Police, as well as 

external service providers, to improve the wellbeing of those in police custody. 

5 The post-holder will be the main point of contact for all matters relating to the 

Scheme. This will include maintaining effective networks with relevant stakeholders 

including: Sussex Police, Association of Police & Crime Commissioners (APCC), 

Independent Custody Visiting Association (ICVA), and ICV Scheme managers in 

other Office of Police & Crime Commissioners (OPCCs) in England and Wales. The 

post-holder will also represent the OSPCC at internal and external training, meetings 

and conferences, as required.   

6 The post-holder will ensure the Scheme runs optimally by recruiting, training and 

organising networking opportunities for the ICV volunteers to ensure they remain 

engaged and motivated, and feel supported, rewarded and valued in the fulfilment of 

their role.    

7 The OSPCC also operates a CCTV Monitoring Scheme and Border Force Panel, with 

ICVs viewing public-place CCTV cameras managed by the Sussex Police and ICVs 

visiting detainees at police custody facilities at Gatwick Airport on a monthly basis. 

The post-holder is responsible for maintaining, managing and delivering this Scheme 

and Panel on behalf of the PCC, ensuring that the Force complies with the relevant 

Codes of Practice in their monitoring of public place CCTV.  

8 To undertake other duties appropriate to the grade and character of work as may be 

reasonably required, including specific duties of a similar or lesser graded post. 

 
 
ORGANISATIONAL STRUCTURE CHART  (this job and job titles for supervisors/colleagues  - 
if the job holder manages staff, please specify on the chart who and how many people they 
manage) 
 
No line management responsibilities. See separate structure chart. 
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Part 2: Person Specification  
 

  
ESSENTIAL 

 

 
DESIRABLE 

 ▫ Essential criteria are those that are 
critical for the satisfactory 
performance of the role 

▫ It is expected that all applicants 
meet the essential criteria to be 
eligible for appointment  

 

▫ Desirable criteria are 
those that enhance the 
person’s capacity to do 
the role 

▫ These are not generally 
listed as essential as 
they can be acquired 
once in employment. 

 
QUALIFICATIONS  
 

 

▫ Educated to A-level or equivalent by 

experience. 

 

 

▫ Commitment to 

continued professional 

development. 

 
 
KNOWLEDGE, SKILLS  
& EXPERIENCE 
 
 
 
 
 
 
 
 
 
 
 
 

 

▫ Proven experience of volunteer 

management, with demonstrable 

competence or aptitude in managing 

and motivating others. 

 

▫ Proactive, self-disciplined approach 

to tasks and problem-solving with the 

ability to work in a busy environment 

and to tight deadlines.   

 

▫ Strong organisational skills, taking 

personal responsibility for meeting 

targets, managing work priorities 

flexibly in order to meet changing 

circumstances and deadlines. 

 

▫ Outstanding oral and written 

communications, including the ability 

to influence, negotiate and challenge, 

where necessary. 

 

▫ Good interpersonal skills, with an 

ability to communicate effectively 

with individuals of varying ranks and 

seniority, both internally and 

externally.   

 

▫ Ability to develop and maintain 

effective working relationships and 

networks, with internal and external 

partners. 
 
▫ Experience of chairing meetings, 

facilitating seminars and undertaking 

public speaking roles, where 

required. 

 

 

 

 

▫ Understanding the 

statutory requirements 

of the police and police 

governance, including 

the context in which the 

PCC operates. 

 

▫ Experience of working in 

a political environment.  
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▫ Demonstrating integrity, tact and 

diplomacy in handling confidential 

information and sensitive issues. 
 
▫ Ability and willingness to work 

flexibly in line with the nature of the 

job, including attendance at evening 

meetings. 

 

▫ Good levels of IT literacy, including 

Microsoft Office and Outlook. 
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Part 3: Additional Information 
 
1. Who is the job holder likely to communicate with on a regular basis and to what extent 

are they expected to influence, persuade and motivate others? 

 

Internal: PCC, Chief Executive Officer, Chief Finance Officer and all officers within the OSPCC on a 

day to day basis. 

 

External: Senior police officers at Chief Inspector and Inspector rank, within Sussex Police and 

other police force areas; senior officers from other external service providers including: APCC, 

ICVA, and Scheme managers from other OPCCs in England and Wales.  

 

The post holder will represent the OSPCC at local, regional and national meetings and conferences, 

acting with full authority to ensure that the PCC fulfils statutory functions.  

 

This includes the authority to make decisions on behalf of the PCC, where appropriate. The post 

holder will also need to have an ability to understand the political nature of the OSPCC, to work 

within it, and continue to maintain political independence at all times. 

 

2. Please give examples of the main problems and challenges the job holder will typically 

come across in their day to day role and describe how they would be expected to resolve 

them.   

 

Co-ordination of statutory requirements under the Schemes 

 

The post holder will be responsible for maintaining, managing and delivering effective ICV and 

CCTV Monitoring schemes which support the statutory oversight and scrutiny function of the PCC.  

 

This will include managing approximately 50 ICV volunteers, ensuring that they undertake their 

responsibilities to a high standard, maintain their independence, and conduct themselves 

appropriately on their visits.   

 

The post holder will also be responsible for ensuring that the PCC is made aware of any legislative 

developments on matters relating to police custody that could have an impact on the delivery of 

these schemes.  

 

Problem solving and management of the Schemes 

 

The post holder will be required to problem-solve on a day-to-day basis, including investigating, 

resolving and reporting back on any issues arising from custody visits to representatives from both 

the OSPCC and Sussex Police.  

 

Effective management of the 50 ICV volunteers is essential to ensure that both of the Schemes 

remain effective and fit-for-purpose.  

 

3. To what extent does the job holder have discretion to take action/make decisions?  

Please give examples.  Do they have to refer decisions to others for ratification or are 

they required to take the lead? 

 

In representing the OSPCC, the post holder will have the autonomy to make decisions on behalf of 

the PCC, where appropriate.  

 

It is also important that, where further ratification or consultation is required, the post holder is 

able to use their discretion to ascertain the appropriate level of decision making required. 
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4. Please explain the different parts of the organisation this role impacts upon and why.  

Please also highlight if it involves any partnership working with external stakeholders. 

 

This role directly impacts on the ability of the PCC to hold the Chief Constable to account for the 

delivery of policing that is efficient, effective and responsive to the needs of the public. This is a 

statutory function of the PCC and has a direct impact on the reputation of both the PCC and the 

OSPCC. 

 

The post holder must be fully conversant with the statutory requirements of the PCC and take 

responsibility for compliance with the relevant legislation.  

 

External: Senior police officers at Chief Inspector and Inspector rank, within Sussex Police and 

other police force areas; senior officers from other external service providers including: APCC, 

ICVA, and Scheme managers from other OPCCs in England and Wales.  

 

 

I HAVE READ THE ABOVE JOB DESCRIPTION AND ACCEPT THE DUTIES OF THE POST 

AS SET OUT THEREIN 

 

Signed: ....................................................................... 

 

Print Name: …………………………………………….. 

 

Date:   .......................................................  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


