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Custodial Security Officer Job Description  
 
SPS JOB DESCRIPTION 

 
Post:   Custodial Security Officer  
Location:  Various  
Pay Band:  CS1 
Report to:   Justice Manager 
Hours of Work:  
Shift Work:  Yes 
 
Job Purpose: 
 
Custodial Security Officers enable the prison to run safely and securely through the 
effective management and control of all visitors, contractors and staff in and out of the 
prison, including vehicle access within the establishment.  They will be proactive in 
recognising and responding to all security and health and safety related matters, working 
with staff, contractors and visitors to create and maintain a safe and secure environment 
characterised by respect and dignity.  
 
Key Responsibilities of the role: 
 
1. Gate and Patrol Duties 

You will assist in maintaining the security and administration of the gate/vestibule 
area, including control of vehicles and pedestrians entering and leaving the 
establishment. You will also carry out perimeter security checks throughout the day 
and night by means of regular patrols.  
 

2. Operations Room 
You will monitor security systems including closed circuit television, alarm and 
communication systems relating to perimeter and staff security within the ECR, 
escalating issues as they arise (including raising an emergency response including 
blue light services when appropriate in accordance with procedures).  
 

3. Searching 
Assisting in the assurance of the safety of individuals, the establishment and the 
SPS by searching staff, contractors, prisoner visitors and official visitors using SPS 
security technology and techniques, alerting appropriate colleagues in the event of 
suspicious circumstances. You will be required to ensure compliance with SPS policy 
and prison rules by searching people and property. 
 

4. Front of House  
You will be the first point of contact for meeting and greeting visitors to the 
establishment and will interact with people from a wide range of backgrounds in a 
positive, polite and respectful manner. You will be responsible for controlling access 
and egress and for monitoring and logging those entering and exiting the 
establishment. In so doing you will ensure policy and procedures are followed and 
that appropriate identification and vetting is undertaken. You will exercise vigilance 
when logging incoming mail and escalate concerns in a timely manner as and when 
they arise.  
 

5. Contractor and Visitor Security 
You will be responsible for escorting external contractors and visitors throughout the 
establishment, ensuring the safety and security of individuals, buildings and 
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equipment.  You will remain vigilant and escalate emerging issues, in line with SPS 
policies and procedures. 
 

6. Safe Working Area 
You will maintain an awareness of security, housekeeping and health and safety 
issues within your working area, ensuring the general safety and wellbeing of those 
within that working environment.  You will also raise any matters of health and safety 
with regard to contractors while under escort. 
 

7. Providing Advice 
You will provide staff, visitors and prisoners with information on prison rules, 
procedures and routines, whilst demonstrating care, compassion, dignity and respect 
to all. This may also include providing appropriate advice and information via 
telephone.  
 

8. Administration 
Responsible for recording prisoner numbers and other data using standard SPS IT 
systems and exchanging information with internal and external contacts as 
prescribed by policy in line with data protection requirements. You will ensure that all 
records are accurate and complete. 
 

9. Learning and Development 
You will engage in training and personal and career development activities in order 
to maintain and improve core competencies and to ensure compliance with all legal 
and other mandatory requirements.  
 

10. Compliance with Policy and Legislation 
In deployment of your duties such as searching, you will be required to understand 
and exercise the powers prescribed under the Prison Rules.  You will also be 
required to be trained in Control and Restraint. 

 
Working Environment: 
 
Custodial Support Officers 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 
demand an appropriate level of physical fitness, on appointment and throughout the 
Officer’s operational career.  
 
The role can be somewhat physically demanding in that it involves walking and standing 
for a large 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 interactions with those in custody that form the Custodial Support Officer’s core 
duties and responsibilities are unlikely to result in unduly emotional demands.    
 
Given the 24 hour operating cycle of any prison, Custodial Support Officers may be 
rostered for duty at any time.  
 
 
 
Qualifications: 
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Minimum of two National 5 qualifications, including Maths and English or relevant 
experience. (ESSENTIAL) 
 
Commitment to undertake formal training and qualifications to support your learning and 
development. (ESSENTIAL) 
 
Experience: 
 
1. Security Experience 

Experience of maintaining the security of premises, staff and the public, including 
undertaking patrols, inspections and monitoring security systems. (DESIRABLE)  
 

2. Customer Service 
Experience of working in a people facing environment, with the ability to interact well 
with people to ensure a welcoming environment is created. (ESSENTIAL) 

 
3. Problem Solving & Decision Making 

Be pro-active and use your initiative to recognise and respond to all security matters, 
making balanced decisions to ensure the safety of yourself and others. 
(ESSENTIAL) 
 

4. Working with Others 
Work experience which demonstrates your ability to work effectively within teams, 
interact with people and build successful working relationships (ESSENTIAL). 

 
Personal Attributes: 
 
1. Commitment to SPS Vision & Values 

Commitment to the SPS Vision and Values, and organisational goals through the 
achievement of personal and team targets/objectives. (ESSENTIAL) 
 

2. Communication & Interpersonal Skills 
Ability to provide staff, visitors and prisoners with standard information about prison 
rules, procedures and routines, whilst demonstrating care, compassion, dignity and 
respect to all. This may also include providing information by telephone. 
(ESSENTIAL) 
 

3. Following processes & procedures 
Evidence of your ability to follow processes, procedures and instructions to ensure 
accuracy and standards are met. (ESSENTIAL) 
 

4. Fitness 
The role will place a physical demand on the individual and therefore a level of health 
and wellbeing will be required to operate safely and effectively. (ESSENTIAL). 

 
5. Numeracy & literacy skills 

Basic level of numeracy and literacy skills in order to comprehend and clearly 
articulate information. (ESSENTIAL) 

 


