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	Role Title

	Planning Enforcement Officer

	Job Family
	Neighbourhoods

	Competency Level
	All Colleagues

	Scale
	Scale 6 – PO2 Career Grade

	Purpose 

To undertake the Council’s responsibilities for the investigation and resolution of alleged breaches of planning control under the Town and Country Planning Acts and related legislation in the Borough. To assist in the achievement of the authority's key purposes and the continuous improvement of its performance. To assist in maintaining consistency with the Council's quality and equality perspectives.

	Generic Accountabilities (SC 6)
	End Results/ Outcomes

	Communicate effectively with internal and / or external customers/ service users.  Act as point of contact for the service.   Provide information and resolve problems, within scope of role, escalating to line manager as required.
Ability to communicate effectively with the Council’s customers sometimes in difficult and confrontational situations
Persuasion and negotiating skills to resolve competing  issues, Sound organisational skills, Well‐developed written and presentational skills, including writing well-constructed reports, Ability to understand written and verbal information.

Ability to produce high quality work consistently and to meet deadlines
	Resolve non-routine customer/service queries.

Customers are satisfied with the response, or aware that issue has been escalated.

Assess and prioritises telephone and personal callers and responds appropriately.

Relevant, accurate, understandable and timely information is provided.

A positive image of the Council is promoted.

	To work with colleagues and team leaders to identify areas for improvement, ensuring the support offer remains appropriate for all service users. 


	Service users express satisfaction with service provided.

	Organise and maintain records and documents using the appropriate council process / system.

	Received documents, correspondence etc. are recorded, distributed and processed correctly.

Photocopying, faxing, shredding, enveloping, franking etc. are completed to required standards and productivity.

Records /information are well organised and accessible.

Records are kept up-to-date.

Follow-up with internal/external customers to obtain missing/outstanding records.


	Create document, reports, correspondence from the information provided, using standard formats and software


	All materials are produced to the required legislative and or Council standards and timescales.

Recorded information is accurate.

	Database maintenance – access and update relevant databases and generate reports for management information.
	Reports are accurate, complete and meaningful.



	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.



	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.


	All policies and procedures are complied with.



	Job Specific Accountabilities (Sc 6)
	End results/Outcomes

	Authorised officer for the undertaking of the Council’s statutory functions in relation to Town and Country Planning Act, permitted development rights and associated legislation.
Demonstrable ability to interpret and assess plans

Planning enforcement/ investigation/ required to support the functions of the team

Determine whether a breach of planning control exists and to recommend what appropriate action should be pursued to remedy the breach as speedily as possible.

Authorised officer for the undertaking of the Council’s statutory functions in relation to the Town and Country Planning Act 1990 ( as amended) and associated legislation


	Work is carried out in compliance with the requirements of the relevant officer authorisations/service policies/ procedures 

Carry out investigations to recommend a remedy to rectify identified breach, communicate with proprietors, agents other interested parties.

Taking enforcement action drafting of notices, letters, pursuit of prosecutions and other actions through the courts, direct action.

Work is carried out in compliance with the requirements of the relevant officer authorisations/service policies/ procedures.

Carry out inspections to identify planning breaches and best practice methods of remedying breaches. 

Write reports, appeal statements, enforcement notices and communicate with proprietors and other interested parties.

	Maintain up to date knowledge of all legislation, government advice, case histories and new techniques of investigation.

To investigate complaints relating to unauthorised development and other contraventions of planning control, using enforcement techniques of surveillance and evidence gathering/inspections, accurately record and electronically. 

Provide advice to developers, Members, the public, other departments and outside bodies verbally and in writing, and record such advice. Advice on permitted development and enforcement enquiries and to make assessments of Permitted Development, in accordance with the Police and Criminal Evidence Act.


	To include the preparation of notices.  

Is considered by peers to have “expert” knowledge in Planning/Planning Enforcement.

Conduct primary visits in line with set targets and ensure IT systems are updated and appropriate action taken on cases within agreed time scales.

Participate with supervision a range of work, provides competent, correct, and timely advice on planning/planning enforcement matters.

	Generic Accountabilities (SO1-SO2)
	End Results/Outcomes

	Deliver a specialist aspect of service delivery, which engages customers / stakeholders and enables them to make effective use of the service.


	The service is delivered to the quality, organisational and professional standards required 

Customer / stakeholder expectations are managed in relation to what can be delivered.

The service meets organisational requirements and reflects customer / stakeholder requirements / needs, within organisational constraints.



	Maintain all required records and information. Analyse and interpret complex information, for input into reports.
	Procedures are adhered to and all information is correctly recorded and processed.

Accurate, complete and relevant information / records / reports are provided for internal and/or external use. 

	Develop specialist documents / materials / activities to support / promote the service area.
	All materials / activities are delivered to the required standards and timescales.

Communications are clear, well planned and effectively targeted.

	Deliver a specialist aspect of service delivery, which engages customers / stakeholders and enables them to make effective use of the service.


	The service is delivered to the quality, organisational and professional standards required 

Customer / stakeholder expectations are managed in relation to what can be delivered.

The service meets organisational requirements and reflects customer / stakeholder requirements / needs, within organisational constraints.



	Maintain all required records and information. Analyse and interpret complex information, for input into reports.
	Procedures are adhered to and all information is correctly recorded and processed.

Accurate, complete and relevant information / records / reports are provided for internal and/or external use. 

	Develop specialist documents / materials / activities to support / promote the service area.
	All materials / activities are delivered to the required standards and timescales.

Communications are clear, well planned and effectively targeted.

	Develop good working relationships, develop community links and communicate effectively with internal / external organisations / partners and stakeholders. Represent specialist area internally and / or externally.
	Specialist work area reputation is maintained or enhanced.

Stakeholders are engaged with activity relevant to them.

Positive feedback is received from stakeholders.

Best practice is shared.

	Ensure the necessary standards relating to safeguarding best practices/protocols are effectively communicated, monitored and maintained as relevant within the scope of this post.
	Safeguarding standards are monitored and maintained in compliance with Council policy 



	Job Specific Accountabilities In addition to above:   

(SO1-SO2) 
	End Results/Outcomes

	Authorised officer for the undertaking of the Council’s statutory functions in relation to planning investigations.


	Work is carried out in compliance with the requirements of the relevant officer authorisations/service policies/ procedures.



	To be competent and have experience in planning enforcement investigations.

Less supervision, than scale 6 planner and able to work flexibly to deadlines.
	To include the preparation of reports, appeal statements and reports of evidence for prosecutions, informal hearings, negotiate with developers.

Responsible for small/medium sized projects for senior implementation. 

To comment on planning applications and obtain warrants

Negotiate with residents, members, create         solutions, and initiate enforcement action using adopted policies guidelines.

	Authorised officer to investigate, site visits, assessments for remedy

Prepare reports, appeal statements and evidence for prosecutions attend and present reports and evidence, attend informal hearings public inquiries and negotiate with developers  

Following investigations and site visits to determine whether a breach has occurred, to make assessments as to what remedy would be most appropriate to remedy the breach

To prepare detailed reports, and to attend and present reports and evidence on the Council’s behalf to Committee meetings, informal hearings, public inquiries and prosecutions, and negotiate with developers and members of the public.

To take responsibility for small to medium sized projects and to assist senior staff in the implementation of major projects,

To negotiate with residents and members to resolve neighbour disputes and create acceptable solutions, where there are clear breaches of adopted policy guidelines and where there is  demonstrable harm to amenity, recording all data accurately on the council’s electronic systems

Prepare written submissions for appeals and give evidence in informal hearings and minor public inquiries
	Work is carried out in compliance with the requirements of the relevant officer authorisations/service policies/ procedures

Carry out inspections to assess changes of use developments and identify planning breaches and best practice methods to ensure the breach is remedied.

Write reports on appeals, notices, prosecutions and comment on planning applications, obtain warrants, attend court. 

Conduct primary visits in line with set targets and   ensure IT systems are updated and appropriate action taken on cases within agreed time scales.



	To be fully competent and have experience in the full range of planning & enforcement activities relevant to level of authorisation.


	To include the preparation of reports, and progression of legal proceedings within Planning Enforcement



	To take a lead operationally
	To lead on illegal beds in sheds, HMO & or similar enforcement matters

	Generic Accountabilities (PO1-PO2)
	End Results/outcomes

	Provide advice and make recommendations based on up to date knowledge and analysis / evaluation of information.

Manage escalated or complex customer issues within the relevant area.
	Expert advice, information, interpretation and support are provided on the full range of technical / professional issues within the area of responsibility.

Issues are managed through to a satisfactory conclusion.

Risk to the Council is minimised.

	Contribute to the development of service plans to meet strategic business goals. 
	Strategic and operational input is provided to wider business planning and development.

Customer needs are identified.

Services meet legislative and policy requirements.

	Research developments in relevant area. Collate process and analyse information / data. Translate outputs into advisory reports / documents / actions as appropriate. 
	Relevant information / data are managed efficiently and accurately. 

Accurate and relevant information / reports / documentation are produced.

Trends and issues are identified and prioritised.

Statutory and procedural obligations are fulfilled. 

Management decision making is supported.

	Lead on the development, implementation, maintenance and management of systems, policies, procedures and / or standards within area of responsibility.
	Changes to systems, policies and / or procedures are identified and recommended.

All updates, amendments, developments are tested and approved prior to delivery.

Customers receive prompt, accurate policy / procedural updates.

Service standards are improved.

	Work closely with others to support/Manage the development and delivery of improvements in processes and procedures.  
	Identifies gaps in service provision/highlight policy issues and makes recommendations to resolve the issues.

Agreed improvements are developed, delivered and evaluated.

Issues and recommendations are brought to the attention of senior managers.

Benchmark against best practice authorities and center of excellence.

	Prepare and present a full range of reports (both standard and non-standard) covering area of responsibility.
	Reports are prepared, distributed / presented to the appropriate committee/ to the required standards and timescales.

Evidence based recommendations are made.

	Manage a portfolio of Projects and Reviews.

Lead on specific projects as required.
	Projects are delivered to agreed specification, timescales and budgets.

Change initiatives are successfully integrated and implemented across all impacted service areas.

Value for money is achieved.

Ongoing savings secured.

	Co-operate with and support colleagues.
	Colleagues are supported.

Required information is provided.

	Job Specific Accountabilities in addition to above ( PO1-PO2)
	End Results/outcomes

	Authorised officer for the undertaking of the Council’s statutory functions in relation to Planning Enforcement and associated legislation.
	Work is carried out in compliance with the requirements of the relevant officer authorisations/service policies/ procedures

Carry out inspections to assess and resolve planning issues and progress planning applications where appropriate.

Write reports for appeals, planning, and recommendations and communicate with proprietors, agents and other regulatory services.

	To take the lead in progressing complex enforcement cases and enforcement projects

To process complex enforcement complaints and neighbour disputes, involving members and residents, which may not be clear cut, and negotiating acceptable solutions, and dealing sensitively in all written and oral communications, recording all data electronically

.

To manage your own caseload of complaints, ensuring a constant throughput of work, and to supervise the team in the absence of the Deputy Manager (Enforcement).Checking reports, supervising, motivating and directing other junior staff in the team

To maintain an up to date knowledge of all legislation, government advice, case histories and new techniques and give advice on these unsupervised. To draft, monitor and review planning policies and guidelines. Where appropriate, recommend changes in technical procedures. Identify and investigate problems making recommendations for creative and practical solutions

Deputising for senior managers in presenting reports for decision under delegated authority, and assisting in presentation of reports to committee

To prepare and manage the preparation of the councils case at all levels of appeal, including giving evidence under cross examination at public inquiry and in court recording all data accurately on the council’s electronic systems.

Prepare written submissions for appeals and give evidence in informal hearings and minor public inquiries.

To prepare committee reports, appeal statements and evidence for prosecutions, and to attend and present reports and evidence on the Council’s behalf to Committee meetings, informal hearings, public inquiries and prosecutions, and negotiate with developers and members of the public.
Mentoring of Graduate/Junior enforcement officers 
	To include the service and enforcement of complex notices under the Town and Country Planning Act and associated legislation, prosecution of offenders, Court attendance, obtain warrants, the preparation of reports, update procedures & policies.

To comment on complex planning applications, complex enforcement and deal with complex cases. Conduct primary visits in line with set targets and ensure IT systems are updated and appropriate action taken on cases within agreed time scales.

Introduction of new innovative way of working to ensure the enforcement element is successful.

Case load is managed and distributed fairly. Team is supervised well.

Appropriate advice is given to clients. 

Policies and guidelines are kept up-to-date and all employees informed.

Recommendations are given for technical procedures, and problems investigated in timely maner.

Reports to Senior Managers are clear and presented well.
WF is represented appropriately in court and liabilities reduced.

Reports/statements prepared in advance. 

WF represented accordingly. 

Day to Day mentoring, oversight and technical knowledge provided. 

	Nature of Contacts 

	Scale 6 - SO1-SO2
Involves supporting and guiding residents, stake holder and third parties to ensure a successful service 

May involve direct contact with members of the public including dealing with challenging situations where influence may be needed.

Liaise with and/or advise senior members of staff regarding service issues, problems and processes.

Deal with people at all levels confidently, sensitively and diplomatically.
Build and sustain effective relationships with all internal and external stakeholders. 

PO1 - PO3

A deep and through understanding of legal and regulatory framework for Town Planning and enforcement. 

An understanding of management concepts, practices gained through experience. 

Typically involves Heads of Service, and Senior Managers across the authority, and external agencies and organisations providing advice.
Develop sensitivity, persuasiveness, and negotiation and assertiveness skills to communicate with diverse audiences in emotive circumstances.   Deal with people at all levels confidently, sensitively and diplomatically.


	Procedural Context

Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   

Decisions will be made based on Council procedures.

This post demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service needs. 
Ability to work flexibly during normal working hours and out of hours to support neighbourhoods working model.
Other reasonable duties as required by management.



	Key Facts and Figures 

Post will be expected to travel within the Borough in the course of duties.

	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Knowledge, Skills and Experience
Scale 6
1. Proficient at handling difficult people effectively Negotiation skills, Good verbal communication
2. Experience in interpreting plans, calculating areas and volumes.
3. Experience of working independently and on own initiative to meet deadline

4. Experience of organising work and maintain satisfactory work records

5. Experience of working in a team environment

6. To participate, with appropriate supervision, in the full range of work of the team including responding to general enquiries, assessing works to trees and tree preservation orders, enforcement investigations and advertisement control. 
SO1-SO2 in addition to above
7. Proven Experience in a range of technical activities relating to planning legislation and planning enforcement. 

8. Understanding and working knowledge of Planning Law

9. Proven Experience in Planning Legislation in relation to the Town and Country Planning Act and associated legislation

10. Proven Experience in providing sound advice to members of the public, colleagues, councillors, interested parties and external organisations in relation to the Permitted Developments and the Town and Country Planning Act either in person, by phone or through correspondence.

11. Experience of working in and with multi-agency enforcement to achieve compliance across a range of service areas, i.e. Tasking days Projects, Ward Walks

12. To be proficient in the collection & presentation of evidence
13. Proven experience working with planning related systems, GIS, CIVICA, MVM
14. Experience of RIPA and interviewing under PACE, 
15. To have the ability to write witness statements and appeal statements
PO1-PO2  in addition to above
16. Substantial experience in being a proficient planning enforcement investigator

17. Substantial experience in preparing detailed written submissions for appeals and assist in preparing evidence in connection with informal hearings and public inquiries and prosecutions.
18. Ability to carry out through research information and implement change 
19. To work with key stakeholders in improving service quality and promoting creative and innovative ways of tackling local problems, ensuring services are developed which meet the needs of our community and are accessible to all users. 
20. Demonstrable level of analytical skill to assess to interpret and assess complex plans and develop policy.
21. Persuasion and negotiating skills to resolve complex competing issues
22. Experience with prosecutions, and interviewing under PACE, RIPA and POCA
23. Highly developed written and presentational skills, including writing well constructed reports and effective verbal presentations , Experience of working in a political environment providing briefings to Members or Company Executive.

24. Highly developed organisational skills   



	Indicative Qualifications

Scale 6 Entry level for non-graduates with minimum of proven experience in Town Planning/Planning enforcement
SO1-SO2

Educated to degree standard, or training for (or has) planning related qualification 
or

 post qualification experience in any planning related discipline  

                                                                      or  

proven experienced investigation skills, in planning enforcement 

Working towards membership of Royal Town Planning Institute (RTPI) , member of NAPE (desirable) 
PO1-PO2

   Qualification or degree in planning related discipline and  proven experience in as a town planner or planning enforcement officer , 
                               Non- Qualified Planner

    Must have extensive investigative experience  in planning enforcement,  membership of           Royal Town Planning Institute (RTPI)  or member of NAPE (desirable) 
                                      

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.



Generic Scale 5-6
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