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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Planning Enforcement Officer

	GRADE:
	SCP 27-37 (career grade with bar at SCP32 and further progression in accordance with the criteria in the Person Specification)


	POST NUMBER:
	6369A

	RESPONSIBLE TO

	Deputy Team Leader/Team Leader Planning Enforcement

	JOB SUMMARY:

	To work closely with and be responsible to a Deputy Team Leader (or in the Deputy Team Leader’s absence the  Team Leader) and assist in providing a high quality, customer-focused planning enforcement service.  

To investigate alleged breaches of planning control, pursuing the most appropriate and effective action to remedy these.

To fully assess and make recommendations to the Deputy Team Leader (or Team Leader as appropriate) for reported breaches of planning control and exercising any delegated authority as agreed. 
To provide advice on the need for permission/consent and negotiate effective solutions to breaches of planning control. 

To handle enquiries from customers and elected Members. 

To assist with/be the case officer in serving formal notices.
To assist with or be the case officer (as appropriate to case complexity, level of experience and achievement of an RTPI recognised planning qualification) in relation to enforcement notice appeals, liaising as appropriate with planning colleagues in other Service Teams.
To provide excellent levels of customer service to internal and external customers, stakeholders and elected Members ensuring that the targets of the Service are met. 

To contribute to the periodic review of enforcement processes and procedures to ensure that the Team delivers a quality service within the resource level that is available.

	ROLE REQUIREMENTS:
	

	1.
	Act as case officer for all types of allocated enforcement cases.


	2.
	Undertake site visits to gather evidence in relation to all case work as well as accompany other team members on site visits as required. 

	3.
	Maintain accurate up to date records of all relevant events in the ‘life’ of an enforcement case.

	4.
	Consider all relevant legislation under the Town and Country Planning Act, the Town and Country (General Permitted Development) (England) Order, etc., to establish whether a reported breach constitutes development, is considered to be ‘permitted development’ and whether it is a criminal offence.

	5.
	Assess all established breaches of planning control against development plan policy and material considerations making recommendation(s) in a report to the Deputy Team Leader / Team Leader as to why it constitutes a breach planning control and the most effective/efficient solution. 

	6.
	Communicate clearly and effectively to all customers – developer(s) and complainant(s) – as well as Parish Council’s and elected Members on the progression of investigations including established breaches. 

	7.
	On agreeing a course of action with the Deputy Team Leader / Team Leader, communicate effectively to developer(s)/relevant party(ies) the need for planning permission/consent and provide advice on the most effective way to resolve the breach. 

	8.
	On agreeing a course of action with the Deputy Team Leader / Team Leader, undertake effective negotiations with the developer(s)/relevant party(ies) with a view to resolving the breach(es) of planning control. 

	9.
	Liaise with appropriate Service Planning Officers, colleagues in other sections of the Council and external agencies in establishing and resolving breaches of planning control to ensure matters are dealt with in the most effective and comprehensive manner possible. 

	10.
	Liaise, prepare papers and seek formal advice, when agreed by the Deputy Team Leader / Team Leader, with/from Legal Services. 

	11.
	Prepare formal Notices for issue under Section 171C, Section 330 of the Town and Country Planning Act and Section 16 of the Local Government (Miscellaneous Provisions) Act 1976.    

	12.
	Either assist with, or prepare the Council’s report(s) and papers where formal action under the Town and Country Planning Act is considered necessary. 

	13.
	Either assist with, or prepare the Council’s written statements for Enforcement Appeals as required. 

	14.
	When required, with assistance as necessary from the Deputy Team Leader/ Team Leader, act as a witness presenting factual evidence for the Council in any Court proceedings.  

	15.
	Respond, if allocated, to requests under the Freedom of Information Act/Environmental Information Requests and be responsible for necessary redaction to ensure compliance with GDPR and ensuring deadlines are achieved.  

	16.
	Liaise with Service Planning Officers and monitor progress in respect of the determination of planning applications directly related to live enforcement investigations. 

	17. 
	Depending upon experience, deputise for Deputy Team Leader / Team Leader at times of absence or where there is a peak in workloads. 

Assist in developing and implementing enforcement process and procedural changes that will yield improvements to the enforcement service.

Attend meetings of the Planning Committee, Parish Councils and other user groups as may periodically be required.

Plan, programme and prioritise own work in order to meet deadlines, targets and timetables.

Ensure the proper maintenance of planning and enforcement records on the planning service case management system. 

Attend meetings and undertake site visits including outside normal working hours when required, including any Bank Holiday cover that the Assistant Director wishes to be provided. 

Maintain an appropriate awareness of legal developments affecting planning enforcement and Council policy relating to planning in general. 

Undertake training and development as agreed between the post holder and the Deputy Team Leader/ Team Leader.

	17.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	18.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response stage to an emergency which may involve duties outside of the post holder’s normal job description and at times outside of normal contracted hours.

c) To participate in the recovery stage following an emergency.

	19.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within the post holder’s competencies in other departments and/or at other locations.

	20.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	21.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	22.
	Safeguarding 

Adhere to the Council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	23.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

Essential Car User and driving licence. Ability to visit sites in all parts of the Borough independently.
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PERSON SPECIFICATION
	JOB TITLE:
	Planning Enforcement Officer

	POST NUMBER:
	6369A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Degree, or equivalent and either eligibility for, or currently undertaking, Royal Town Planning Institute (RTPI) supported postgraduate level planning training qualification. 

· Willingness to undertake postgraduate, or other equivalent programme of, training leading to a recognised planning qualification.
	· Degree in planning or related discipline. 

· Membership of the Royal Town Planning Institute or equivalent.

	EXPERIENCE
	· Experience of working in a planning environment or similar regulatory function

· Team working

· Experience of working in a customer focused environment
	· Experience of working in an investigative sector

· Experience of working in Local Government

	SKILLS & KNOWLEDGE
	· Some knowledge of the UK Town and Country Planning system

· Some experience of operating within a legal framework.

· Use of computer based systems such as Outlook, Word and Excel
	· Experience of Town Planning systems and development management procedures 

· Knowledge of the development industry.

	OTHER REQUIREMENTS
	· Effective communication skills – verbal and written

· Effective numeracy skills

· Ability to work in a pressured environment

· Ability to remain calm in confrontational situations

· Ability to liaise effectively with members of the Council

· Negotiation skills

· Analytical skills

· Time management  working to tight  deadlines
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

1. The post is graded from SCP 20/24-37 inclusive with one ‘bar’ at SCP 32 to distinguish further progression through the grades. The following table sets out the criteria for assessing progression beyond the ‘bar’. 

SCP 33-37
Achievement of an RTPI recognised planning qualification (including through the successful completion of external planning training funded by the Council).

With the agreement of the Team’s Deputy Team Leader / Team Leader (taking into account level of experience and the complexity and sensitivity of the case), able to defend a decision to take enforcement action by presenting the Council’s case at an Appeal Hearing or Inquiry (including liaison and working with the Service’s other planning teams as necessary). 

With minimal assistance, able to construct evidence and prepare and submit the written case for a Written Representation appeal relating to enforcement action and to do the same for a Planning Hearing or Public Inquiry. 

Able to progress, negotiate and make recommendations on more complex enforcement applications/cases (including those involving consideration of cross-cutting issues between the Service’s planning teams) and any of those requiring to be reported to Planning Committee and also exercise any delegated authority appropriate to the post.

Able to work effectively, as required and as necessary, with the Council’s legal services officers. 

Able to work with external consultants in any specifically commissioned work by the Planning and Development Service or the Strategic Development & Delivery Team.  

Able to represent the Council in any external meetings relating to enforcement matters / current investigations / cases where formal action is being taken.

Able to represent the Planning Enforcement Service on Corporate projects.

Able to prepare and present reports to Councillors as and when required.

Able to provide support, guidance, and assistance to any graduate officer rotating into the Planning Enforcement Team.
Compliance with the above criteria, in the view of the Service Manager, will enable progression beyond the ‘bar’ up to SCP 37.






	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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