Job Description: Prison Visits Orderly
Role Purpose
The Prison Visits Orderly supports the smooth and safe running of the prison visits area by assisting staff, serving visitors, maintaining cleanliness, and contributing to a positive and respectful environment. The role helps ensure that all visitors experience a welcoming, well managed, and secure visit.

Key Responsibilities
Visitor Support
· Assist staff in welcoming and directing visitors within the visits hall.
· Provide polite, professional customer service to all visitors, ensuring they feel supported throughout their visit.
· Help maintain an orderly and calm environment in line with prison rules and safeguarding expectations.
Catering and Refreshments
· Prepare and serve hot drinks and basic food items in the visit's café area.
· Restock shelves, fridges, and display units to ensure the café is well always supplied.
· Follow hygiene and food safety standards when handling, preparing, and serving refreshments.
Cleaning and Maintenance
· Clean the visits hall, café area, and surrounding spaces, including tables, floors, and equipment.
· Ensure all areas remain tidy, safe, and presentable throughout the day.
· Report any maintenance issues or hazards to staff promptly.
Operational Support
· Assist staff with setting up and closing the visits hall.
· Follow all security procedures, including appropriate handling of equipment and materials.

Skills and Qualities
· Excellent communication and customer service skills.
· Ability to work as part of a team and follow staff instructions.
· Reliable, punctual, and able to maintain ambitious standards of cleanliness.
· Awareness of professional boundaries and the importance of confidentiality.
· Willingness to learn and follow food hygiene and safety procedures.

Additional Requirements
· Commitment to maintaining a safe, respectful, and secure environment.
· Ability to remain calm and professional in a busy or pressured setting.
· Flexibility to support different tasks within the visits area as needed.

Signatures
Orderly Name: ______________________________________
Orderly Signature: __________________________________
Date: ______________________
Manager Name: _____________________________________
Manager Signature: _________________________________
Date: ______________________

