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Justice Manager Job Description  
 
SPS JOB DESCRIPTION 

 
Post:   Justice Manager  
Location:  Various  
Pay Band:  JP4 
Report to:   Unit Manager 
Hours of Work:   
Shift Work:  Yes 
 
This job description should be read alongside the accompanying Quality 
Statements, which inform the underpinning professional standards for the Justice 
Manager role.   
 
Job Purpose: 
 
Justice Managers represent the first level of management within the Justice Professional 
job family and promote positive outcomes for those in SPS care through the 
management, support and supervision of Prison Officers, and the oversight of person-
centred case management.  They are responsible for the delivery of custodial and 
rehabilitative services on a daily basis, within a prescribed area of responsibility.  
 
Justice Managers ensure that appropriate standards of delivery are met through the 
effective management and leadership of Prison Officers, individually and across 
functions. Justice Managers are responsible for maintaining service delivery and, 
through their management of people and resources, for continually improving 
operational practice and processes, ensuring that these are safe, humane, secure, 
lawful and purposeful. 
 
Key Responsibilities of the role: 
 
Leading Professional Practice  
 

 Line-managing Prison Officers and Custodial Security Officers, leading and 
maintaining high-performing teams, enabling and empowering individuals to develop 
common focus and deliver shared objectives in the care and management of people 
in custody. 

 Rostering and deployment of staff within a designated area and commensurate with 
the Prison Officer Career Development Pathway. 

 Manage the full range of procedural HR functions including absence and leave 
approval, employee grievance and disciplinary management, training needs 
identification and delivery, and others.  

 Manage staff performance in accordance with SPS standards and procedures. 

 Managing change and leading on continuous improvement within their area of 
responsibility. 

 
Effective Partnership Working 
 

 Establish and develop professional relationships with a range of partners, third sector 
organisations and other service providers to manage, inform, negotiate, influence 
and co-produce partnership arrangements which aim to improve outcomes for 
individuals. 
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Operational Management 

 

 Establishing and managing secure and stable environments ensuring risk 
management, security measures and standard operating procedures are applied 
consistently and effectively, and taking corrective leadership action when they are 
not. 

 Assessing, responding to and managing incidents in accordance with SPS policy, 
legislation and standard operating procedures. 

 Supervising deployment of Control and Restraint procedures as necessary and 
completing post-incident processes and procedures. 

 Taking responsibility for defined and agreed team performance outcomes.  

 Managing production outputs and facilities service provision, including but not limited 
to programme delivery, cleaning, catering and laundry services and other regime 
outputs including industries and training. 

 Taking responsibility for health and safety, fire safety and accident investigations 
within a designated area. 

 Ensuring compliance with intelligence management policy and procedures. 

 Providing operational management in line with standard operating procedures, 
including but not limited to night and patrol shifts. 

 
Delivery of a Person-Centred Approach 

 

 Assessing and ensuring management of suicide risk and other vulnerabilities.  

 Managing the population within a designated area of the establishment. 

 Managing ‘Removed from Association’ orders and ensuring adherence to Rule 95 
Rule 41 processes. 

 Managing the handling of complaints from individuals in custody. 

 Approving risk and case management plans 

 Leading on initiatives that seek to develop the employability of those in custody. 

 Managing and assuring the quality of Case Management processes and practice. 
 
Continuing Professional Development 

 

 Maintaining a sound professional knowledge of a defined range of policy, practice 
developments and underpinning principles.  

 Maintaining awareness and understanding of key changes to the corporate agenda 
and wider Scottish Government initiatives, and how this impacts on deliverables.  

 Taking responsibility for their own continuing professional development and 
supporting and ensuring the appropriate application of learning by those they line 
manage. 

 Leading a supportive learning environment, by ensuring the continuous improvement 
of professional practice, helping others to develop skills and knowledge and ensuring 
ways of working that encourage staff to stay connected and share learning. 

 Promoting good practice, creating a management culture where innovation and new 
ideas are encouraged and supported. 

 
Prison Administration 
 

 Undertaking and enabling procedural audits and reviews in a timely and accurate 
manner. 

 Ensuring any delegated budget spending is managed within set limits and is 
accurately controlled, regularly monitored and reported on. 
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 Overseeing deployment of staff in relation to escorts. 

 Checking and approving critical paperwork, such as Warrants. 

 Undertaking and assuring Parole and Case Management reviews. 
 
Qualifications: 
 
Justice Managers are required to complete the First Line Manager Development 
Programme delivered by SPS College within 18 months of appointment. 
 
Experience: 
 
1. Planning, implementation and control 
Significant exposure to the day to day rules, routines and operating principles of the 
prison environment, able to identify appropriate steps to take action when challenges 
arise and able to ensure appropriate steps are taken and lessons learned. (ESSENTIAL) 
 
2. Communication & Interpersonal Skills 

Communicates clearly, accurately and effectively, both orally and in writing, with 
purpose, an understanding of the needs of the audience and a commitment to good 
record-keeping. 
 
3. Change Orientation 
Identifies need for change, recognises obstacles to change and works proactively to 
remove them, focuses others on the positive aspects of change, leads and enables 
others to implement change. (ESSENTIAL) 
 

Personal Attributes (ESSENTIAL): 

 Commitment to the SPS Vision and Values, and organisational goals. 

 Strong interpersonal skills, including assertiveness.  

 Personal integrity.  

 Personal resilience and the leadership ability to motivate others. 

 Self-motivated, with the ability to learn quickly and effectively.  

 An awareness of personal health and wellbeing to operate safely and effectively in 
the role.  

 Informed, defensible decision-making, with consideration of multiple view-points. 

 The ability to remain calm under pressure and lead others in difficult situations.  

 Self-confidence and emotional intelligence.   

 Awareness of the need to act as positive role model in all interactions with individuals 

while maintaining professional standards at all times.  

Working Environment: 
 
Justice Managers work principally within SPS establishments and there will inevitably be 
some occasional exposure to environmental and/or working conditions which may 
feature unpleasant or hazardous elements.  Full training will be provided in this regard, 
including formal training in Control and Restraint procedures which will place a demand 
on the physical capacity of the individual.  
 
Justice Managers will spend the majority of their time in a variety of prison buildings 
including halls, education facilities, workshops and other communal areas.  The role can 
be somewhat physically demanding in that it involves walking and standing for a 
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proportion of the time and there will be infrequent occasions where physical fitness and 
dexterity will be required to assist in the secure handling of challenging situations.   
 
The potentially intense nature of the interactions with individuals in custody and their 
families may exert emotional demands on Justice Managers, as may the subject matter 
of written and verbal communications. 
 
Given the 24 hour operating cycle of any prison, Justice Managers may be rostered for 
duty at any time.  


