Job Description

Main Purpose of Job:
To protect public health by delivering a range of services for which the Council is responsible in relation to food safety, food hygiene, food business registrations and approvals, food poisoning investigations, occupational health and safety, skin piercing, infectious disease control, and all port health functions for Lowestoft port, at a level appropriate to the post holder’s qualifications, experience and competence.

To assist in developing a culture of continuous improvement and performance, ensuring the Council’s values and behaviours are embedded in delivering a customer focused service.

Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Corporate Responsibilities 

1. To participate in major corporate projects either in an environmental health or other capacity.
2. To work closely with internal partners and other organisations to develop partnership working in support of joint corporate initiatives. 
3. To deliver continuous improvement in processes and practices within the Food and Safety Team and across the wider organisation to support the rapidly changing environment in which we work.
4. To achieve Council and service objectives by using delegated legislation (for which officers are authorised) to react to, and control risks to health and safety.
[bookmark: _Hlk82268643]
Responsibilities Specific to the Role

5. To support in the delivery of the full range of statutory services for which the Council is responsible in relation to the food and safety service, commensurate with the postholder’s grade, qualifications and experience. 
6. Collecting samples, making decisions and judgements on the outcome of sampling activities, including monitoring of shellfish and water.
7. Carry out investigations, enquiries, visits and interventions including responding to complaints about duty holders and their practices, negotiating at all levels to secure compliance with legislative requirements having regard to the council’s Compliance and Enforcement Policy.
8. Gathering evidence, interviewing witnesses and assist in the preparation of case files in connection with criminal cases.
9. Liaise with internal and external partners, and support joint investigations and initiatives as required.
10. Maintaining confidentiality, dealing safely and effectively with sensitive personal information tactfully and in accordance with the law relating to data protection.
11. Work outside of normal working hours as required to control risks.
12. Follow the council’s requirements regarding safeguarding, child protection and modern slavery – identifying and dealing with threat, risk and harm to persons at risk.
13. Communicate and respond to consultations from other service areas including the provision of advice.
14. Meet corporate and team customer service standards. 
15. Effective planning and prioritising of both reactive and programmed workload and maintenance of accurate records.
16. To assist the Lead Food and Safety Officers as required to meet the needs of the food and safety service.
17. To provide reports to the Lead Food and Safety Officers on projects for which the post holder has been assigned responsibility.
18. Any other duty, as directed, and commensurate with the qualifications and experience of the post holder and the grading of the post.
19. To promote and adhere to the workplace values of our organisation.

Line Manager:   Lead Food and Safety Officer

Political Restriction: 
This post is not politically restricted.

	[image: http://fred2/sites/teams/SMT/Comms/Team%20Documents/Corporate%20Logos/East%20Suffolk%20logo/2.%20Digital%20-%20Screen%20Use%20-%20Low%20Res/East%20Suffolk%20Logo%20-%20Screen%20-%20Colour%20-%20Unboxed%20-%20PNG.png]
	Job Title:
	Regulatory Support Officer

	
	Service Area:
	Environmental Services & Port Health

	
	Team:
	Food and Safety

	
	Salary:
	Band 5 – Band 6 career grade 



Note:	This is a description of the job as it is constituted at July 2022 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary. It is the Council’s aim to reach agreement to such reasonable changes with the post holder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the post holder

Page | 6
CAREER GRADE & PROGRESSION FRAMEWORK 

REGULATORY SUPPORT OFFICER (FOOD AND SAFETY) 

This career grade applies to all appointed Regulatory Support Officers. Individuals may be appointed within the range scp 18 – scp 27 depending on qualifications, experience and competency, and subject to service needs. The framework sets out the progression criteria (the specific qualifications, experience and competencies) required at each salary band.

Annual incremental progression will take place each April through the current salary band until reaching the top of current salary band, subject to the minimum levels of competence being achieved as set out in this framework. 

Progression within the salary band may be accelerated or halted dependent upon the achievement of the identified levels of competence, set out within this framework and as specified by the individual’s line manager. 

Further progression to the next salary band will be dependent on performance and the achievement of the appropriate progression criteria and will be at the discretion of Head of Service taking into account all performance factors, service needs at that time and an appropriate vacancy existing in the establishment. 

An individual’s experience and achievement will be assessed as part of the My Conversation process in terms of reviewing progress made in the previous year and setting targets for the following year.  If performance is not considered to be satisfactory, the Food and Safety Manager may withhold progression within the current salary band.

	Grade
	Band 5

	Band 6 
Additional Requirements

	Job Description/ Level
	Regulatory Support Officer – Entry level
	Regulatory Support Officer – Experienced

	Main Accountabilities
	· Under the direction of the Lead Food and Safety Officer, undertakes investigations in connection with food safety and hygiene, occupational health and safety, public health including skin piercing and infectious disease control, and port health functions.  
· As directed and supervised by an Authorised Officer, carries out unaccompanied revisits to check compliance, record findings and report back. 
· Identify unregistered activities and take action to secure registration of unregistered activities.
· Assist in identifying unapproved food establishments requiring approval.
· Promote the FHRS scheme, monitor businesses are communicating valid FHRS ratings and take appropriate action where they are not.
· Develop initiatives to support businesses e.g. webinars and online support to improve compliance.
· Carry out health promotion work e.g. assess, score and issue healthy eating awards.
· Negotiates with external agencies, organisations, businesses and individuals to ensure that legislative requirements are either met or action taken in line with the Council’s Compliance and Enforcement Policy.
· Undertake all regulatory activities in accordance with the Council’s policies and with the Regulators’ Code, PACE, RIPA, HRA and the CPIA etc. with an understanding of the burden of proof for criminal matters.
· Provide information, education, advice or coaching to businesses, employees or members of the public. 
· Gather information through visits, surveys and other methods.
· Collect shellfish and water samples for the classification of shellfish production and relaying areas and ongoing environmental monitoring of these areas.
· Provide practical, technical and scientific activities to support investigations/complaints/projects.
· Competence in the use of temperature measurement and sampling equipment including calibration and basic maintenance.
· Assist in the investigation and control of cases and outbreaks of food poisoning, food borne and other public health risks. Collect investigation data, arrange the collection, submission and examination of specimens.
· Gather evidence from a variety of sources, including taking statements from witnesses, manage evidence.
· Undertake directed surveillance in accordance with an approved RIPA authorisation and Human Rights legislation.
· Take action as directed by FSA Food Alerts, HSE Bulletins or similar.
· Escalate matters beyond the scope of the role to an Authorised Officer.
· Under minimal supervision, takes samples for analysis consistent with the post-holder’s qualifications and competence.
· Under minimal supervision, draft sampling plans and reports.
· Under minimal supervision, draft and maintain shellfish Local Action Plans.
· Makes timely, appropriate, accurate and complete records of activities undertaken and work done, including contemporaneous notes for evidential purposes and using the IT systems provided in accordance with training & procedures.
	· Under the direction of the Lead Food and Safety Officer, carries out official controls to check food safety compliance in non-approved category C-E premises.
· Under the direction of the Lead Food and Safety Officer, carries out interventions in connection with occupational health and safety, public health including skin piercing and infectious disease control, and port health functions.  
· Take formal food samples.

	Qualifications, Knowledge and Experience required
	Qualifications/Experience:
· Level 3 qualification/certificate in relevant subject, PLUS additional practical and procedural knowledge gained and demonstrated through achievement of relevant industry food safety qualifications/courses and relevant experience in the activities undertaken by the Food and Safety Team. 
· Able to produce technical reports, notices and letters concerning EH interventions and projects
· High level of numeracy and literacy
· Trained and assessed as competent to collect shellfish and water samples.
· Record keeping systems, processes and practices and data reporting on workloads, sampling projects, project progress.

Desirable:
· Level 3 qualification in occupational safety and health e.g. NEBOSH General Certificate.
· Relevant experience of interacting with businesses, employees, members of the public on regulatory matters.
	Qualifications/Experience:	
As Band 5 plus: 
· Level 5 qualification – Higher Certificate in Food Control or equivalent (Food Law Code of Practice recognised qualification)
· Associate member of relevant professional body eg CIEH
· Competent to undertake formal sampling

	Skills and Abilities:
	

	Analysing and solving Problems
	· Uses analytical and judgemental skills to interpret information, resolve problems, and seek advice and support when necessary.
· Uses spreadsheets or proprietary software to manipulate and analyse data and derive conclusions.

	Communicating with others
	· Communicates effectively at all levels, both verbally and in writing.
· Gathers, processes and shares information and intelligence with appropriate partner agencies in accordance with DPA/GDPR.
· Remains calm and professional when faced with challenging behaviour encountered when undertaking enforcement activities.
Uses human behavioural factors to improve compliance.

	Initiative & Independence
	· Able to organise and prioritise own workload.
· Uses initiative and decision-making skills.
· Undertakes inspections, surveillance and monitoring visits alone.
Ability to identify safeguarding and modern slavery issues and refer via the council’s procedures.

	Mental and Emotional Demands
	· Ability to work occasionally outside normal office hours, including at weekends and at night.
· Able to deal with stress arising from having to make judgments on when to refer matters to an Authorised Officer. 
Able to deal with stress associated with dealing with situations requiring sensitivity.

	Impact on People
	Able to routinely undertake regulatory activities, whilst having regard for the need for fairness, reasonableness, proportionality and necessity and in accordance with legislative requirements, including human rights.

	Managing and Supervising others
	· None


	Managing budgets
	None

	Managing Physical Resources
	· Able to deal with personal, sensitive and confidential information in an appropriate manner.
Proficient in the use, care and maintenance of sensitive and expensive measurement and sampling equipment.

	Working & Environmental Conditions
	· Ability to remain calm and professional in the face of provocation, aggression, hostility and threatening behaviour.
· Able to recognise and react appropriately to potential hazards in unfamiliar working environments such as food manufacturing, warehousing, vessels, cellars, open land.
.



	Values
	An essential requirement of this role is to work in accordance with ESC values.  Progression within the career grade is subject to actively displaying and developing the required behaviours appropriate to an individual’s grade.


	Other Requirements
	· Physically fit and able to negotiate ladders, inspect low and high level areas and walk reasonable distances.
· Sensory abilities e.g. ability to assess visual, audible or olfactory evidence. 
· Travel and ability to be mobile across the East Suffolk district and further afield on occasions will be a requirement of this role.
· Flexibility to work at all Council workplaces and other locations to meet the requirements of the position.
· A commitment to own development and to supporting training and development initiatives.
· Awareness of commercial confidentiality. 
· Ability to maintain the highest level of integrity at all times along with the ESC values
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