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Job Description:
Safer Custody Administrator		 


















































	Function:
	Safer Custody 

	Position:  
	Safer Custody Administrator

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Head of Safer Custody

	Additional reporting line to:
	Safer Custody Manager

	Position location:
	HMP Peterborough 

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	To provide reliable, organised administrative support to the Safer Custody team, helping make sure all processes around prisoner safety, wellbeing, and risk management run smoothly. The role supports safer custody officers, managers, and wider staff by keeping records accurate, communication clear, and actions followed up.



	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
The job holder will be required to carry out the following responsibilities, activities and duties:
· Maintain up-to-date safer custody logs (ACCT, concern lines, violence reduction, self-harm monitoring, etc.).
· Input, update and quality-check information on relevant systems.
· Track actions and deadlines, ensuring nothing is missed.
· Support communication between safer custody staff, residential units, healthcare, and other departments.
· Help coordinate meetings (e.g., ACCT reviews, safer custody meetings) — including sending invites, preparing documents, and taking notes.
· Follow up on outstanding actions with staff where needed.
· Assist with preparing reports, weekly/monthly stats, and updates for managers.
· Ensure concern lines are logged correctly and passed to the right people.
· Help maintain safer custody folders, systems, and shared drives.
· Support the team in meeting policy requirements and audit standards.
· Highlight any gaps or issues in recording or communication processes.
· Help maintain accurate paperwork for inspections and internal reviews.
· Answer queries and provide support to staff regarding safer custody processes.
· Manage email inboxes related to safer custody and triage messages appropriately.
· Undertake any other admin tasks that help the department run effectively.
The duties/responsibilities listed above describe the post as it is at present and is not intended to be exhaustive. The Job holder is expected to accept reasonable alterations and additional tasks of a similar level that may be necessary. Significant adjustments may require re-examination under the Job Evaluation scheme and shall be discussed in the first instance with the Job Holder
 




	2. 3. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	
· Contractual compliance
· Operational Stability
· Service Delivery Targets achieved or exceeded
· Compliance with HMCIP Expectations
· Compliance with Prison Service Orders and Instructions




	4. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	Person Specification

Essential 

· Strong organisational and admin skills.
· Good attention to detail and accuracy in record keeping.
· Confident using computer systems and spreadsheets.
· Able to handle sensitive information discreetly.
· Good communication skills and a calm, professional approach.




Desirable Criteria

· Experience in a custody, justice, or safeguarding environment.
· Understanding of safer custody processes (ACCT, violence reduction, safeguarding).
· Ability to work well under pressure and manage multiple tasks.




	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.
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Head of Safer Custody


Safer Custody Manager


Safer Custody Administrator
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