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Prison Officer Job Description 
 
SPS JOB DESCRIPTION 

 
Post:   Prison Officer  
Location:  Various  
Pay Band:  JP1-3 
Report to:   Justice 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 Prison 
Officer role, and the Role Profiles that detail the demands and responsibilities 
associated with each stage of the Prison Officer Career Development Pathway.   
 
Job Purpose: 
 
Prison Officers provide care, safety, security and advocacy for those in custody, both 
within prisons, and within the community. They are responsible for supervising, 
managing and supporting those in custody decently, lawfully, safely and securely, 
ensuring that the routines of the prison operate effectively, and serving to ensure public 
safety. 
 
They build and maintain relationships with people in custody based on mutual respect 
and trust. They are flexible and non-judgemental, adopting a holistic approach to case 
management, tailored around individuals and their particular needs, while recognising 
that these may change. They support people to find employment; to improve 
relationships with their families and with the communities they live in; and to manage 
their own lives better.  
 
Experienced Prison Officers are highly-skilled practitioners who demonstrate expertise 
across a diverse range of duties and responsibilities in a complex and demanding 
environment.  In the SPS, they routinely work independently, engaging in reflective 
practice to improve their own performance, and collaboratively, to help improve the 
practice of others, and achieve positive outcomes for those in our care.   
 
Key Responsibilities of the role: 
 
Managing people in our care 
 

 Conduct or contribute towards person-centred case management, co-producing 
purposeful support plans with individuals. 

 Delivering, under supervision, structured interventions (i.e. offending behaviour 
programmes) designed to enable those in our care to address their needs and to 
reduce their risk of re-offending. 

 Identifying vulnerable people in custody and dealing with any instances of self-harm 
in accordance with the SPS Talk To Me protocols. 

 Managing prisoner grievances and complaints to conclusion (for straightforward 
issues) or upward referral, in accordance with relevant procedures. 
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 Acting as team member, and occasionally team leader, in escorting prisoners in 
transit (e.g. to or from court, other establishments, workplaces, hospital etc.) on both 
a scheduled and unscheduled basis. 

 Providing informal advocacy in support of individuals in custody in the context of 
establishment procedures such as case conferences. 

 Establishing meaningful working relationships with individuals in custody to 
encourage a positive approach to rehabilitation and personal development. 

 Work with partners and stakeholders to optimise outcomes for individuals in custody 
and ensure a coordinated approach to information sharing and personal 
development planning.  

 
Guidance 
 

 Guide and advise less experienced colleagues in the practical discharge of duties 
and application of the policies and operating principles of their establishment, and 
the wider SPS. 

 Acting, at all times, as a professional role model to other staff and those within our 
care.  

 
Safety and Security  
 

 Conducting security searches on those in custody in accordance with SPS 
standards. 

 Identify and directly intervene in the event of operational incidents to de-escalate 
situations, minimise risk and reduce likelihood of reoccurrence. 

 Maintain an awareness of underlying security issues within the designated working 
area and manage or refer issues and situations as they arise. 

 Maintain a comprehensive understanding of all rules, policies and laws that govern 
Prison Officer practice and legitimately work within these at all times.   

 
Administrative  
 

 Carryout administrative duties in relation to prisoner records by maintaining accurate 
and timely data in accordance with the SPS rules, procedures and case 
management principles. 

 
Specific Skill Requirements 
 
Some Prison Officers will have involvement in specialist functions within the 
establishment and will need to enhance their knowledge and skills accordingly.  
Although still expected to take part in the core activities of case management in relation 
to individuals, their work will include more group based interactions, in one or more of a 
range of fields such as: 
 

 Vocational Training (VT) Work Party: Officers working within VT work areas will be 
qualified assessors teaching individuals in order to develop and enhance 
employability skills.  They will provide training and guidance in their field of expertise, 
supporting individuals in attaining recognised industry/technical awards. 

 Health and Wellbeing: Officers working as PTIs within this remit will be qualified to 
assess and deliver health and wellbeing clinics, courses and programmes aligned to 
physical fitness, nutrition, mental well-being, anxiety, sleeping disorders, substance 
misuses, lifestyle/weight management and stress.   
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 Programmes/Links Centre: Officers will deliver accredited programmes/interventions 
aimed at reducing reoffending, motivating transformational change and delivering 
induction and pre-release modules. 

 Catering: Officers will be qualified assessors in food and nutrition. They will work with 
individuals to support them to achieve recognised catering qualifications and to gain 
experience working within busy food preparation areas and kitchens.   

 Throughcare Support: Officers will work across the custody-community boundary to 
develop support and capacity for individuals on release, working with and influencing 
partners within the Justice sector and beyond. They will help individuals navigate 
through the complex environment of support networks and services post-release.  

 Community Custody Unit: Officers will work with women in the newly developed 
Community Custody Units, collaborating with community partners, developing and 
delivering gender appropriate and trauma-informed therapeutic approaches to 
rehabilitative care. 

 
General 
 

 Understanding and fully accepting the legal authority and responsibilities that fall 
within the Prison Officer role, ensuring the meticulous observation and application of 
SPS Standard Operating Procedures. 

 Providing a safe and healthy working environment for prisoners, visitors and 
colleagues through the delivery of proper standards, hazard identification and risk 
assessment.  

 Engaging in required learning, managing their own professional development and 
maintaining and enhancing the skills and knowledge they require to evidence 
professional practice and maintain professional certification. 
 

NB: Prison Officers will, in addition, be expected to carry out such transactional or 
security-focused duties as may be required in order to meet the day to day operational 
demands of the establishment.  
 
Entry Qualifications and Training: 
 
Minimum of 2 SCQF National 6 Awards (e.g. Higher Grades) and SCQF National 5 
awards in Maths and English, or relevant experience. 
 
Prison Officers will be required to undertake continuing professional development as 
part of their role, including learning up SCQF level 11. 
 
Experience: 
 

1. Problem Solving & Decision Making 
Have demonstrable aptitude for working pro-actively and using initiative to 
recognise and respond to changing situations and making balanced decisions, to 
ensure the safety of yourself and others. (ESSENTIAL) 

 
2. Working with Others 

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



Annex 3 SPS POPP Agreement 
 

 OFFICIAL - SENSITIVE  

3. Communication & Interpersonal Skills 
Developed communication skills, both written and verbal, with evidence of ability 
to vary style of communication to ensure mutual understanding. (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: 
 
Prison 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 place a demand 
on the physical capacity of the individual.  
 
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 that form the Prison Officer’s core duties and responsibilities are likely 
to result in greater than normal emotional demands.    
 
Given the 24 hour operating cycle of any prison, Prison Officers may be rostered for duty 
at any time.  
 
 


