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INFORMATION PACK

Dear Applicant

APPLICATION TO BECOME AN INDEPENDENT CUSTODY VISITOR

Thank you for vyour interest in becoming an

Independent Custody Visitor. This is a high-level “The ICV role creates the
volunteering role and requires  significant )
commitment. The scheme operates 24 hours a day, 7 opportunity to ensure that

days a week, 365 days a vyear. Volunte(.er.s are some ofthe most vulnerable
expected to undertake an average of 1 visit per

month throughout the year, visiting all suites across people in society are being
Dorset (Bournemouth, Weymouth & Poole). appropriate/y treated when

This pack provides further information about the they areina StI’GSSfUl and
role of a custody visitor and the application process. sometimes unfamiliar
Please read this document in full before completing
the accompanying application form and monitoring situation.”
guestionnaire. Please note CVs are not accepted.
Applications are accepted either by email or by post.

Please ensure that you complete the monitoring questionnaire and return it with your application. The
information provided on the questionnaire is for statistical monitoring purposes only and will not form part
of the selection process.

Please find attached the links to our latest visit walk through and to our website

Dorset Independent Custody Visitors - visit walk-through - YouTube

Custody Visitors | Dorset PCC - Dorset Police & Crime Commissioner

If there are any aspects of the application or role that you would like to discuss, please email us at
opcc-governance@dorset.pnn.police.uk or call, 01202 229084.

Yours sincerely

Yvonne Fenwick
Governance Manager

Office of the Dorset Police & Crime Commissioner Do Rs ET
Force Headquarters, Winfrith, Dorchester, Dorset DT2 8DZ POLICE & CRIME
T 01202 229084 www.dorset.pcc.police.uk COMMISSIONER
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APPLICATION GUIDANCE

Why it is important to follow these guidance notes

Reading these guidance notes will help you complete our application form correctly. The following points
are particularly important:

e We do not accept CVs and we will not consider any we receive.

e In completing your application, you will need to think very carefully about how you complete the
selection criteria section which requires you to give examples to show how you feel you meet each
quality separately. We explain more about this below under Section 2 ‘Relevant Skills and Experience’.

e Please complete all sections of the form in typed format or normal handwriting. Applications can be
downloaded from our website and completed electronically. Applications by email are acceptable.

Each section of the application form should be completed as follows:
1. PERSONAL DETAILS

Please complete all the details in this section.

2. RELEVANT SKILLS AND EXPERIENCE

This is an extremely important section. Please observe the following instructions very carefully. Failure on
your part to do so may result in the rejection of your application.

The person specification gives a list of qualities that are essential for the role as well as a further desirable
quality.

You will need to give practical examples to show how you meet each of the given qualities. Please note
that your response to each quality area must not exceed 200 words.

It would be prudent to word your answers using the acronym STAR. STAR stands for Situation, Task,
Actions and Results. We only need one example to be used to show how you match the competency. For
example:

Quality A — Must be able to demonstrate good communication skills

Situation — In my previous role | was responsible for dealing with customer complaints. A customer called
in to complain that they had found a packet of biscuits within the packet of toilet rolls they had purchased.
Task — My task was to ensure that the customer’s complaint was dealt with appropriately.

Actions — | offered the customer an apology and a gift voucher which fully refunded the cost of the toilet
rolls and advised our packing department about the issue to ensure it did not happen again.

Results — The customer was happy with my response and the packing department confirmed that this had
been an oversight.
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You can draw on skills/experience that you have gained as a result of doing paid work, voluntary work,
work in your own home, or work at school/college/university, to show how you meet the qualities
required. You may well find that you repeat information when saying how you meet the different qualities.
This does not matter. It is important that you show how you meet each quality separately, regardless of
what you may have said elsewhere on the form, to enable the shortlisting panel to score each section
separately based on the examples you have given. Supporting documents will not be forwarded to the
shortlisting panel and must not be attached to your application.

3. EMPLOYMENT

In this section you should detail your current or last employer. This includes the nature of their business
e.g. retail, policing. You should also provide a brief outline of the duties you perform or performed whilst
employed in that post.

4, VOLUNTEERING

In this section you should detail your volunteering experience. This includes the organisation you
volunteered for. You should also provide a brief outline of the role you performed whilst in that post.

5. DISCLOSURE OF CONVICTIONS/CAUTIONS OR BIND-OVERS

The declaration should be read very carefully. Additionally, if you have been convicted or cautioned for an
offence in any country, please ensure you attach any relevant background information. Please note
disclosure under this section is not an automatic bar to appointment and each case is assessed on an
individual basis. If in doubt, declare.

6. HEALTH

Please complete all the details in this section.

“I gain skills that | can
transfer to my day job. For 7. REFERENCES
me, | used to really struggle
with public speaking
Throwing myself into this
realm has been invaluable,
and | have used this

Please give details (including title, initials and current
address) of two referees who are NOT related to you
who have agreed to support your application.
newfound confidence in Referees will be asked to provide an insight into your
large groups to progress my character and commitment and to comment on your
career in my day job.” suitability for the role as an Independent Custody
NATALIE: Chair of ICV Panel | Visitor.
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Disability

The Office of the Police and Crime Commissioner welcomes applications from disabled people and
guarantees to interview disabled applicants who meet the essential qualities of the appointment applied
for. For this purpose, ‘disability’ means any physical or mental impairment which has a substantial and long
term (over 12 months) adverse effect on your ability to carry out normal day to day activities.

Adjustments for Applicants

Applicants who experience problems in completing the application form due to a disability are encouraged
to contact the Governance and Contact Manager to discuss other methods of completion. Additionally,
applicants who may require adjustments to the interview or interview location, again due to a disability,
should also contact the Governance and Contact Manager as soon as possible.

Additional Information

All applicants are subject to vetting. In particular, any offer of appointment will be subject to the
satisfactory completion of vetting procedures, including local and national security checks (if relevant
international), identity validation and confirmation of medical suitability. Supplementary vetting checks
will also be carried out on applicants’ partners, family, associates etc. if appropriate. You must therefore
advise them that these enquiries will be made. However, results of all vetting enquiries will not be
disclosed.

ROLE DESCRIPTION

® To arrange custody visits with fellow custody visitors, in line with agreed schedules.

® To keep the Scheme Manager and fellow custody visitors informed of any problems with scheduled
custody visits.

® To carry out custody visits to designated police stations in line with the scheme guidelines and training.

e To check on the conditions in which a detainee is kept, their health and wellbeing and their legal rights
and entitlements, with reference to PACE Code C.

e \Where appropriate, consult the detainee’s custody record to clarify and check any concerns raised by
the detainee.

e To discuss with the custody officer any concerns and requests arising from the custody visit and bring to
the custody officer’s attention any issue that needs to be dealt with.

e To complete the Independent Custody Visitor Report Form, ensuring that all relevant information is
recorded correctly, clearly and concisely.

e To complete and submit expense claims in line with the scheme guidelines.

e To attend enhancement training sessions as appropriate (minimum of one each year).

e To attend quarterly meetings of Independent Custody Visitors (minimum of three each year).

® To carry out the duties of an Independent Custody Visitor with regard to the Health and Safety
requirements of the Custody Visiting Scheme.

® To carry out the duties of an Independent Custody Visitor as set out in the scheme’s guidelines and
Memorandum of Understanding.
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PERSON SPECIFICATION

Essential Qualities

A - Effective communication — communicates ideas and information effectively, both verbally and in
writing. Uses language and a style of communication that is appropriate to the situation and people being
addressed. Ensures others understand what is going on.

B - Respect for race and diversity — considers and shows respect for the opinions, circumstances and
feelings of colleagues and members of the public, no matter what their race, religion, position,
background, circumstances, status or appearance.

C — Team working — develops strong relationships and works effectively as a team member. Actively
supports others to achieve team goals.

D - Planning and organising — plans and carries out activities in a methodical and well-structured way.
Prioritises tasks, uses time in the best possible way, and works within appropriate policy and procedures.

E - Resilience — shows resilience, even in difficult circumstances. Acts in a confident way when challenged,
controls emotions and does not get emotionally involved in disputes.

F - Personal responsibility — the appointed person must be able to follow procedures and be adaptable
should procedures change.

MEMORANDUM OF UNDERSTANDING

On appointment, or reappointment, all Independent Custody Visitors are required to sign the
Memorandum of Understanding which summarises their agreed responsibilities and the Police and Crime
Commissioner’s expectations of each Custody Visitor. The Office of the Police and Crime Commissioner
(OPCC) may revise the Memorandum of Understanding from time to time as required.

Independent Custody Visitors are supplied with the full guidelines for the Independent Custody Visiting
Scheme and there is an expectation that these guidelines will be fully complied with at all times. You
should particularly note the following points which highlight what the OPCC requires from each individual
Custody Visitor.

APPOINTMENTS

Appointments are for an initial term of three years which is subject to a six-month trial period (which may
be extended if required). We hope that the ICV will be able to commit to a minimum of 3 years
volunteering to this scheme. Subject to continuing satisfactory performance and suitability, the OPCC may
re-appoint an Independent Custody Visitor for a subsequent term of three years, up to a maximum of
three terms (i.e. 9 years total service).
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ANNUAL REVIEWS

All Independent Custody Visitors are required to participate in the Annual Performance Review process
undertaken by the Chair or Scheme Manager. The annual reviews are held to review the performance of
each Independent Custody Visitor and to determine their willingness and ability to continue.

CHANGE OF CIRCUMSTANCES
You are required to notify the Scheme Manager of any change in circumstances which will affect your
position as an Independent Custody Visitor, e.g. if you are arrested and charged with a criminal offence, or
become a magistrate, special constable, or police officer, or undertake any other work which may present
you with a conflict of interest.

EXPENSES

Your work as an Independent Custody Visitor is entirely voluntary but certain reasonably incurred
expenses, including travel, may be claimed. Expense claims made on the appropriate form should be
submitted monthly with necessary supporting receipts.

MISCONDUCT

By signing this Memorandum of Understanding, you are agreeing to have regard to and, so far as possible,
abide by the standards and policies of the OPCC’s Independent Custody Visiting Scheme and to adhere to
the Code of Practice and National Standards for the duration of your appointment(s) as an Independent
Custody Visitor. The procedures for dealing with misconduct are set out in the Scheme Guidelines which
include an appeal process.

IDENTITY CARD
Your identity card should only be used for the purpose of making custody visits. If it is used for any other
purpose, it will be withdrawn and your appointment as an Independent Custody Visitor will be terminated

VISITING IN PAIRS

You can only make a custody visit when accompanied by another accredited Independent Custody Visitor.
There are no exceptions to this requirement, and Police custody staff are advised they should not allow
anyone who is unaccompanied to make a custody visit. No more than two people should make a custody
visit together.

NUMBER OF VISITS

You will be expected to make a minimum of eight and a maximum of sixteen visits per year. Visits will be
allocated to you on a quarterly basis, to be carried out within a one-week time frame for urban stations
and a one-month time frame custody suites. It is up to each pair to arrange between themselves a
mutually convenient time to visit. If you are unable to carry out any visits assigned to you, you should
ensure that the Scheme Manager is notified as soon as possible.

MEETINGS AND TRAINING

The Independent Custody Visiting Panel meets four times a year to discuss visits made. In addition, training
exercises are arranged, normally twice a year. Independent Custody Visitors are expected to attend at least
one training exercise and at least three of the Panel meetings per year.
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IMPARTIALITY AND CONFIDENTIALITY
You must not involve yourself in individual cases or give advice to detainees. You must maintain the
confidentiality and/or any personal details of both detainees and other Independent Custody Visitors.

DOCUMENTATION
You are required to complete a report form for every custody visit made (even when there is nobody in
custody) and submit the top copy promptly to the Scheme Manager.

PERSONAL DETAILS
You are required to inform the Scheme Manager promptly of any change of address or telephone number.

“l also enjoy the challenge that every visit
brings. You do not know how the detainee
behind the cell door is likely to react to your
presence or questions, and | enjoy engaging
with people and leaving them in a better place
than when | met them, even if this is just
through offering them my ear and recording
any concerns.”

GARRY - Former Deputy Chair of ICV Panel
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