
JOB PROFILE

POST TITLE: Decision Maker – Disclosure Unit

GRADE: E

DIRECTORATE: Financial Services

RESPONSIBLE TO: Disclosure Unit Supervisor

LOCATION: Rugby

JOB PURPOSE: To be responsible for the decision making and 
disclosure element in relation to all disclosure requests 
such as DBS; Pressing Social Need; Common Law 
Disclosures etc. and all elements of Civil Disclosure 
from the public and external bodies which includes 
legal aid requests.

MAIN RESPONSIBILITIES:
1. To manage processing all disclosure requests by application of 

documented Warwickshire Police procedures  which requires taking 
personal responsibility for risk assessing the relevancy, accuracy and the 
proportionality of non-convictional, convictional and not guilty information.

2. To be responsible for the compilation and submission of disclosure files to 
the Chief Officer Delegate (COD) for authorisation of disclosure.

3. To be responsible for the decisions relating to non-disclosures.

4. To provide advice and guidance to all Warwickshire Police staff, internal 
departments and external customers to ensure compliance with relevant 
processes.

5. To work, as directed by the Disclosure Supervisor, to deliver an effective, 
high quality service to the organisation.

6. To monitor and evaluate on-going disclosure processes and to advise on 
decisions.  To highlight any trends, advise and make recommendations on 
police disclosure procedures and Force Policy.

7. To participate in meetings provide relevant feedback and work as part of 
the team.

8. To mentor new starters and the training and supervision of the Disclosure 
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Assistant in all areas of Civil Disclosure. 

9. To be familiar with and support the aims and objectives of the team, 
section, department, directorate and organisation.

10.To undertake other duties commensurate with the nature, level of 
responsibility and grading of this post, as required.

Special Conditions: Exposure to disturbing/unpleasant images or tasks.

Security level: MV

PERSON SPECIFICATION 

Knowledge: 
 A Level 3, or equivalent, qualification. 
 An understanding and good working knowledge of disclosure procedures 

and the relevant legislation. 
 Knowledge of Quality Assurance Framework (QAF) and statutory code of 

practice.
 Demonstrable evidence of a commitment to personal and professional 

development.

Desirable: 
 A working knowledge of police disclosure procedures.

Experience:
 Experience of co-ordinating disclosure and related processes.
 Experience of gathering, risk assessing and analysing evidence in order to 

make recommendations
 Experience of working in a confidential environment demonstrating a high 

level of personal integrity and discretion when dealing with confidential 
matters.

Desirable: 
 Previous experience of co-ordinating disclosure processes within a 

policing environment.  

Key Skills:
 Ability to work to tight deadlines and changing priorities. 
 Ability to quickly absorb information and understand new disclosure 

policies and processes.
 Ability to prepare clear and concise reports, witness statements and notes 

of Court hearing.  
 Ability to communicate with a wide range of people both verbally and in 

writing.  
 Ability to be flexible, using own initiative and working without direct 

supervision.  
 Excellent IT skills, including the use of databases, spreadsheet applications

and computerised resource planning systems.
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BEHAVIOURS: PRACTITIONER
All post holders are expected to know, understand and act within the ethics and 
values of the Police Service. These nationally recognised behaviours and values 
are set out in the Competency and Values Framework (CVF). 

The CVF has six competencies that are clustered into three groups: 
 

 Resolute, compassionate and committed
 Inclusive, enabling and visionary leadership
 Intelligent, creative and informed policing

Under each competency are three levels that show what behaviours will look like 
in practice.

This role requires the post holder to be operating at or working towards Level 1 of 
the CVF.

Author: Katharine Grasby

Date: February 2022
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