
Information Management & Data Directorate (IMDD), Information Access Unit, Greater Manchester Police 
Openshaw Complex, Lawton Street, Openshaw, Manchester, M11 2NS

FREEDOM OF INFORMATION REQUEST REFERENCE NO: FOI/26/017748/G 

I write in connection with your request for information dated 29/09/2026, received by Greater Manchester 
Police (GMP) for the following information: 

Question 1 - I would like to be provided with a copy of the Job Evaluation Questionnaire that 
was completed as part of the grading process for the police staff role of Evidential Property 
Management (EPM) Officer within the Evidential Property Management Team (EPMT) (dated 
May 2025) 
-------------------------------------------------------------------------------- 

Question 2 - I would like to be provided with a copy of the Job Evaluation Questionnaire that 
was completed as part of the grading process for the proposed police staff role of Forensic 
Reception and Biometric Officer within the Forensic Reception Unit, Forensic Governance 
(Forensic Services) (dated March 2026) 

Result of Searches 

Following receipt of your request searches were conducted within Greater Manchester Police (GMP) 
to locate the requested information. I can confirm the information requested is held by GMP.  

Please see attached the requested Job Evaluation Questionnaires: 

• Evidence Management Unit (EMU) Officer

• Forensics Reception and Biometric Officer

Where redaction occurs within the attached documents, this relates to Section 40(2) Personal 
Information, this represents information that identifies a living individual, to disclose this information 
would breach the principles of the GDPR and the Data Protection Act 2018.  Personal data is defined 
by Article 4 of the GDPR and Part 1 of the Data Protection Act 2018, and means any information relating 
to an identified or identifiable natural person. An identified natural person is one who can be identified 
directly or indirectly from that data. 

Information Management & Data 

Directorate (IMDD) 

Information Access Unit 

 

Date:  26th October 2026 

Our ref: FOI/26/017748/G 
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GLPC JOB EVALUATION SCHEME 

 

JOB EVALUATION QUESTIONNAIRE (JEQ) 

 

VERSION 0.3 (adapted Dec 2024 for use by GMP) 

 

   

Name (Individual completing 

the form): 

  

   

Post Title:  

Forensic Reception and Biometric Officer 

 

   

Pre-evaluation Grade (if 

existing post): 

 

 

 

   

District/Branch:  

Forensic Services Branch 

 

   

Section/Unit:  

Forensic Services Reception Unit 

 

   

Post No (if existing post):   

   

Responsible To: Forensic Services Reception Supervisor  

   

CONTENTS AGREED BY: 

 

Name of individual completing the form:  Name of Manager:

 

Signature:      Signature: 

Date:       Date:  22/4/26 

07/04/26 
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INSTRUCTIONS 

 

The purpose of this questionnaire is to record key information and job content to help in the evaluation of the 

post.  The information should relate to the post and not to the individual who might occupy it at present. 

 

An up to date job description and an organisational structure chart should also be attached. 

 

MAIN PURPOSE / REASON FOR THE JOB: 

Please describe in detail the overall purpose of the job.             

 

Staff are responsible for providing an efficient and effective reception service for the Forensic Services 

Branch for submissions of work into the branch which are intended for examination by both internal physical 
forensic units and for external physical Forensic Service Providers.  
They are responsible for the continuity, integrity and secure appropriate storage of all exhibit types across 
all offence types, and for ensuring that they reach their intended destination to undergo the necessary 
examinations.  
They receive deliveries of exhibits from all CSI Units,  Evidential Property Stores and custody suites across 
GMP and must ensure that all exhibits are correctly packaged, labelled, and stored, must record details of 
all receipts onto the Forensic Services Work Management System to ensure continuity.  
Once examinations have been completed, staff are responsible for the return or destruction of exhibits, 
ensuring that exhibits are either returned safely to the relevant officer, Evidential Property Store or CSIU, or 
are destroyed, and that appropriate documentation is completed and stored. 
 
Staff receive PACE DNA samples from arrestees and must ensure the correct and timely processing of 
these in order to meet statutory time limits.  They contribute to the maintenance of the National DNA 
Database by ensuring the correct processing and loading of these samples.  
They check the details of all received PACE DNA samples against arrest records held on the Police National 
Computer, and report and/or resolve any discrepancies by liaison with other units, including GMP Criminal 
Records Unit and custody suites, to ensure that inaccurate or incomplete records are corrected.  
They resolve complex PACE DNA issues to ensure that arrestee samples are readily available for 
comparison with crime scene samples.  
They interrogate various systems and custody records to assist with decision making regarding whether a 
PACE DNA sample should be processed or destroyed.  
They destroy PACE DNA samples, if deemed appropriate, ensuring that all relevant computer systems, 
officers and staff are updated, and provide information to officers relating to whether a new sample should be 
obtained.  
 
Staff assist in the recruitment of ethical Police Officers and staff by obtaining DNA and fingerprint samples 
for use in pre-employment biometric vetting checks. 
They assist in the identification of contamination of crime scenes or exhibits by ensuring that all employed 
Police Officers, and relevant Police Staff have biometric samples correctly maintained on elimination 
databases 

 

MAIN RESPONSIBILITIES, DUTIES & TASKS:  Please list main job areas showing average proportion of the 

time spent on each.   

Please list the duties required for this role: Please identify how often each occur  – 

Daily, weekly, monthly, quarterly, or annually 

 
Responsible for the receipt, accurate recording and 
safe storage of exhibits and evidence including items 
of property, fingerprint dockets and lifts and 
photographic evidence from crime scenes submitted 
for forensic examination. 

 
Distribute submitted exhibits as necessary within the 
Forensic Services Branch or forward to external 

 

Daily 

 

 

Daily 
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Forensic Service Providers, ensuring that 
appropriate authorisation is in place. 

 
Liaise directly with external Forensic Service 
Providers to arrange for exhibits to be collected/ 
returned and/or to raise issues of continuity. 

 
Liaise directly with members of Evidential Property 
Store staff to trace/locate exhibits which are missing 
from consignments received from them, and for the 
resolution of continuity and integrity issues. 

 
Responsible for the return or destruction of exhibits 
in line with unit guidelines, and branch and force 
policies, ensuring that exhibits are either returned 
safely to the relevant officer, Evidential Property 
Store or CSIU, or are destroyed, and that appropriate 
documentation is completed and stored. 

 
Investigation and resolution of any issues that arise 
when processing submissions or returns of exhibits. 
 
Responsible for handling samples in line with the 
requirements of the Human Tissue Act 2004 and 
liaison with relevant representatives in relation to 
issues regarding such exhibits and legislation. 
 
Review and assess PACE DNA samples to ensure 
the integrity and quality of the sample and ensure 
that any issues are correctly reported and/or 
rectified. 

 
Check the details of all received PACE DNA samples 
against arrest records held on the Police National 
Computer, and report and/or resolve any 
discrepancies by liaison with other units, including 
GMP Criminal Records Unit and custody suites, to 
ensure that inaccurate or incomplete records are 
corrected.  
 
Manage the timely processing of PACE DNA 
samples to ensure that the statutory time limit for 
processing, as defined by the Protection of 
Freedoms Act (PoFA) 2012 is met, and avoid the 
unnecessary destruction of samples. 

 
Interrogate various systems and custody records to 
assist with decision making regarding whether a 
PACE DNA sample should be processed or 
destroyed.  

 
Destroy PACE DNA samples, if deemed appropriate, 
ensuring that all relevant computer systems, officers 
and staff are updated, and provide information to 
officers relating to whether a new sample should be 
obtained.  
 
Ensure that force and national policies, and 
legislation, are adhered to in respect of the recording, 
retention and destruction of PACE DNA samples. 

 

 

Weekly 

 

 

Daily 

 

 

Daily 

 

 

 

Daily 

 

Weekly 

 

 

 

Daily 

 

 

Daily 

 

 

 

 

Daily 

 

 

 

Daily 

 

 

Daily 

 

 

 

Daily 
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Ensure that the NDNAD is correctly administered 
and maintained in line with the associated policies 
and legislation. 
 
Research and resolve issues raised by Forensic 
Service Providers in relation to PACE DNA samples 
which have failed to load to the NDNAD, to ensure 
their successful re-loading. 

 
Research and resolve issues raised by FINDS in 
relation to PACE DNA samples, to ensure the 
accuracy of PACE DNA records held on the NDNAD, 
requesting destruction of samples where 
appropriate.  

 
Liaise with officers to pursue the retaking of rejected 
DNA samples. 

 
Maintain an appointment system for fingerprint 
appointments for members of the public in relation to 
fingerprints required for immigration or DBS 
(Disclosure and Barring Service) reasons, 
communicating with the customer to determine their 
requirements and ensuring that related payments are 
received by GMP.  

 
Attend appointments with members of the public, 
checking their identity and documentation before 
taking their fingerprints for immigration or DBS 
reasons.  Specifically in relation to DBS 
appointments, ensure that the taken set of 
fingerprints is delivered to the Fingerprint Unit for 
their examination. 

 
Assist in the recruitment of Police Officers by 
obtaining DNA and fingerprint samples for use in pre-
employment vetting checks for candidates within the 
recruitment process. Coordinate the taking of such 
samples at various GMP sites and ensure that all 
required information and equipment is available to 
enable this.  

 
Notify GMP Forensic Intelligence Officers of any 
forensic matches obtained related to candidates 
within the recruitment process in order that such 
matches can be researched.  

 
Notify GMP Vetting Unit of any relevant forensic 
matches obtained related to candidates within the 
recruitment process in order that vetting can be 
continued appropriately and decisions can be made 
regarding whether to continue with the employment 
of the individual.  

 
Assist in the identification of contamination of crime 
scenes or exhibits by ensuring that all employed 
Police Officers, and Police Staff in specific roles, 
have biometric samples stored on elimination 
databases: Contamination Elimination Database 

 

Daily 

 

Daily 

 

 

 

Weekly 

 

 

Weekly 

 

Daily 

 

 

 

 

 

Weekly 

 

 

 

 

Weekly 

 

 

 

 

Monthly 

 

 

Monthly 

 

 

 

Weekly 
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1.2 *Numbers 

If the numbers supervised vary throughout the year (e.g, if the post has temporary supervisory responsibility), 

please provide details of maximum and minimum numbers and timescales. 

 

None 

 

 

 

1.3 Deputising 

Does the post have any formal deputising responsibility for managing employees? If so please indicate the 

nature of the responsibility and how often it occurs. Indicate the number and type of staff affected. 

 

None 

 

 

 

1.4 Project Teams 

Does the post lead/manage or supervise any project teams? If so, indicate the type of project team, its 

composition, how long the post holder has this authority and the level of authority (e.g. Allocate work, instruct, 

direct, organise, training, appraisal, discipline). 

 

 

None 

 

 

 

1.5 Contract staff / Agency Workers 

Specify any responsibility that the post has for contract or agency workers. Indicate the number involved and 

the nature of the responsibility. 

 

None 

 

 

 

1.6 Location of Employees 

Are the employees supervised / managed by the postholder based at the same place of work, or on different 

site(s) or are they mobile?  How often would the manager be at the same location as the employees? (For 

hybrid working arrangements, it would be the contracted place of work that needs to be taken into account.) 

 

N/A 

 

 

2. Creativity and Innovation 

The extent to which the work requires innovation and imaginative responses to issues and in the resolution of 

problems. 
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2.1 Examples of Creativity / Innovation 

Give examples of areas where the post requires creativity and innovation in for example design, specifications 

and tendering, counselling and caring, application of IT, policy development, interpersonal skills, written or 

spoken word. 

 

 

Staff follow documented policies, procedure and legislation in their processes. 

 

2.2 Examples of Problem Solving 

Give examples of typical problems / situations a post holder will need to resolve during the course of their 

work. Indicate how frequently each type of problem / situation is likely to occur. 

 

Staff are often required to resolve problems when there is an issue with a work request;  there could be missing 
exhibits which need tracing, issues with continuity or integrity of exhibits.  Problems with information being 
missing or incorrect, incorrect forms used, samples having passed their statutory time limit for processing, 
deadlines missed, quality issues arising, etc. These types of issues arise almost daily and staff in this role will be 
the first point of contact for resolving these issues.   
 
Staff must check the details of all received PACE DNA samples against arrest records held on the Police National 
Computer, and report and/or resolve any discrepancies by liaison with other units, including GMP Criminal Records 
Unit and custody suites, to ensure that inaccurate or incomplete records are corrected.  
They must research and resolve issues raised by Forensic Service Providers in relation to PACE DNA samples 
which have failed to load to the NDNAD, to ensure their successful re-loading. 
They must research and resolve issues raised by FINDS in relation to PACE DNA samples, to ensure the accuracy 
of PACE DNA records held on the NDNAD, requesting destruction of samples where appropriate.  
They must liaise with officers to pursue the retaking of rejected DNA samples. 

 

2.3 Guidelines, procedures and systems 

To what extent is the work undertaken by the post determined or assisted by guidelines, procedures and 

systems? Indicate how: 

Work instructions exist for most processes within the unit.  Staff follow the work instructions to ensure that 

processes are completed correctly and in a consistent manner.  

 

Force policy must be considered in relation to the taking of biometric samples from police officers and staff.  

 

Home Office FINDS (Forensic Information Databases Service) policies must be considered and adhered to in 

relation to the loading of PACE DNA samples to the National DNA Database and of the loading of police officer 

and staff samples to the CED (Contamination Elimination Database). 

 

Legislation, including statutory time limits for processing, must be considered in relation to a lot of the exhibits 

which staff handle. 

 

 

3. Contacts and Relationships 

The degree of personal contact and the nature of relationships with others required to carry out the job. 
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They are responsible for the continuity, integrity and secure appropriate storage of all exhibit types across all 
offence types, and for ensuring that they reach their intended destination to undergo the necessary examinations.  
They receive deliveries of exhibits from all Evidential Property Stores and custody suites across GMP and must 
ensure that all exhibits are correctly packaged, labelled, and stored, must record details of all receipts onto the 
Forensic Services Work Management System to ensure continuity.  
Once examinations have been completed, staff are responsible for the return or destruction of exhibits, ensuring 
that exhibits are either returned safely to the relevant officer, Evidential Property Store or CSIU, or are destroyed, 
and that appropriate documentation is completed and stored. 
It is important that staff have the ability to communicate with a variety of people in order to ensure the continuity 
and integrity of exhibits and to resolve any issues which may arise. This ensures the efficient processing of 
submissions, ensures that issues are resolved early in the process, that exhibits are readily available and easily 
trackable, and that timescales for results can be met. If staff did not do this effectively, it may result in exhibits 
being lost, not examined, examined under the wrong details, or timescales for court not met.  
 

 

 

 

11.3 Experience 

Describe the type of experience required to do the job (e.g. domestic/non-work environment/voluntary 

work/academic work/other). 

 

Carried out relevant duties and tasks including the inputting, recording and checking of information. 
 
Competent in using computer systems including Microsoft packages and the Internet. 
 
Experience in dealing with queries and clerical routines. 

 

 

 

 

 

 





RESTRICTED 

RESTRICTED 

 
Creativity and Innovation 
 
Give examples of creativity which the post will require e.g., problem solving, creativity in 
communication etc. Indicate to what extent the work will be assisted by guidelines, 
procedures, or systems. 
 
Evidence Management Unit Officers are accountable for ensuring that the integrity and 
continuity of the exhibits seized by Greater Manchester police is maintained at all times whilst 
they are under the control of the Evidence Stores, EMU officers are employed in a position 
of trust, and they are key to ensuring that the chain of evidence remains intact. 
 
EMU officers are required to work to a high degree of accuracy and attention to detail and 
use sound judgement to make decisions in relation to the management of evidence within 
the Evidence Store setting. 
 
They are responsible for all aspects of health and safety including risk assessments and 
ensuring that appropriate measures and controls are in place within the workplace and for 
conducting checks, monitoring, and record keeping in relation to equipment and storage 
facilities, correct packaging, labelling, identification of potential hazards and 
responding/taking appropriate action in relation to any safety issues or equipment faults to 
ensure the forensic quality of exhibits is preserved at all times. 
 
This includes applying their own knowledge and expertise to risk assess all incoming items 
of seized property into the evidence store ensuring compliance with health and safety 
procedures, such as manual handling guidance, working at height, using relevant equipment 
to provide a safe working environment. Taking into consideration specific requirements for 
the safe handling and storage requirements for high-risk items such as firearms and 
ammunition, DNA, bladed articles, drugs, and all hazardous or dangerous substances. 
 
Although procedural guidelines and policy is available to support EMU officers they are 
required to interpret and apply the control of hazardous substances to health regulations 
2002 (COSHH) guidelines and other legislation such as the Health and Safety at Work Act, 
Data Protection and Waste Management regulations and take ownership of the decision-
making process when risk assessing items at all stages from receipt for storage to final 
disposal. 
 
The electronic property management system (ePMS) is used to record movements in relation 
to evidence, however there is also a degree of manual checking and recording of information. 
 
EMU officers are also required to support professional development and training activities 
for exhibit management, including self-development and contributing innovative ideas for 
streamlining and the management of evidence, including process reviews to improve exhibit 
storage, handling, transport, and disposal. 
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Contacts and Relationships 
Describe the regular contacts of the post within the: unit, section, division/branch or 
departments, Authority, the public, external forces/groups and organisations, their purpose 
and frequency: 
 
EMU officers are required to communicate effectively and fluently both verbally and written 
with a range of people and they are in regular contact with internal and external parties on 
behalf of GMP, including victims of crime, next of kin, solicitors, and suppliers.  They act as 
a point of contact to provide assistance and advice as necessary, in person, via e mail, 
telephone and written correspondence.  
 
Internal communication includes daily contact with operational officers, public enquiry 
counter officers, the forensic services branch, police coroners’ officers and District 
supervision, including EPM SPOCs (Insp/Chief inspector or equivalent ranks).  They are also 
required to engage with District SLT’s.  
 
External contact with members of the public is on a daily basis normally by telephone or 
written correspondence, including letter and e mail.  Regular enquiries are received from 
professional bodies such as legal representatives or the prison service for example.  Contact 
is also maintained with suppliers to co-ordinate collection and disposal services for items 
requiring specialist or secure destruction. 
 
EMU Officers are also responsible for handling complaints from members of the public by 
telephone or in writing, which also involves managing and dealing with conflict.  
 
There is also a requirement of EMU officers to attend at court or to provide written updates 
to HM Coroner or attend face to face meetings. 
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Decisions – Discretion 
 
Give examples of the MORE IMPORTANT decisions/recommendations the post will make 
and the policies, procedures that are available to guide/influence how decisions are made.  
 
It is an integral role requirement for an EMU officer to be confident in making the correct 
judgement and decisions to ensure that every piece of evidence is stored correctly and 
securely so that it is not compromised, and its forensic quality is preserved.  Maintaining the 
integrity and continuity is integral to the chain of evidence. 
 
It is also vital that all of the relevant checks are made prior to returning items to owners and 
next of KIN and when processing items for disposal, including interpretation and appliance 
of the relevant legislation and policy within the decision-making process.   
 
Will advise be available from the manager/supervisor or other sources and if so, how readily?   
 
EMU officers are expected to take ownership of decision making in relation to all aspects of 
evidence store related tasks and although they have access to an EMU team leader working 
across multiple sites, they will not be closely supervised, meaning that EMU officers are 
empowered to make their own decisions.  

 

 
Decisions – Consequences 
What are the implications of an error of judgement in this post? Please give examples. 
 
Evidence may be lost or compromised, meaning that dangerous offenders are not brought 
to justice or evade prosecution, resulting in poor outcomes for victims of crime and families 
of deceased persons, reputational damage, and loss of public confidence in GMP. 
 
To add some context in relation to the level of responsibility in this post and the 
consequences of making an error of judgement.  If a freezer check is missed or not 
completed properly or a potential malfunction is not identified, meaning that appropriate 
action to re-locate exhibits is not taken in a timely manner, this will lead to crucial forensic 
evidence linked to 100’s of live cases being compromised as a result of samples being 
destroyed or becoming unusable for testing leading to missed DNA opportunities. 
 
Sanctions may also be imposed on GMP by governing bodies such as the forensic regulator. 
 
There is a risk of accident in the workplace or harm, or serious injury to staff, if health and 
safety procedures are not adhered to and regular safety inspections are not completed etc.  
 
There is a risk of explosion or fire, if hazardous/dangerous substances are not stored in the 
correct conditions. 
 
There is a risk of contracting a Blood Borne Virus if poor and incorrect packaging of items 
is not identified at the earliest opportunity by EMU officers.  
 
A data breach could occur if items containing personal data for example are not disposed 
of correctly or are returned to someone who is not entitled to the data. 
  
Items may be returned to the wrong person or incorrectly disposed of, resulting in significant 
distress, for example inappropriate items being released to a next of KIN or personal 
possessions belonging to a perpetrator being incorrectly returned to the victim of crime or 
the loss of items with sentimental value to a family, also leading to civil litigation claims 
against GMP and negative publicity. 
 



RESTRICTED 

RESTRICTED 

 
Resources 
Is the post responsible for any resources (other than staff) e.g., cash, tools, vehicles etc. If 
so, please clarify and include any estimated values.  
 
EMU officers are responsible for handing, storing, security and safekeeping of significant 
volumes of cash assets (£100,000’s), controlled drugs (street value in excess of 1 million 
pounds), firearms, valuables such as jewellery and artwork etc, in an evidence store setting. 
 
Is there any responsibility for evidence/evidential material? Please give examples. 

 
EMU officers are responsible for the correct handing, storage, safekeeping, continuity, and 
security of evidence including high risk items such as cash, drugs, firearms and hazardous 
or dangerous substances including chemicals and explosives and items contaminated with 
bodily fluids.  

 
 

 
Work Environment - Work Demands 
 
Will the work be subject to: change, interruption, conflicting priorities, deadlines etc.? 
Please give examples. 
 
Workloads are demand driven and are constantly subject to change at short notice including 
requests to send critical items for forensic testing or digital examination or to make items 
available for court on request of the judge/coroner. 
 
Workloads are continually subject to fluctuation due to targeted operations, execution of 
search warrants or days of actions such as Vulcan or AVRO etc and it is impossible to predict 
the volumes and types of evidence that is likely to be recovered from these types of 
operations. 
 
Other initiatives such as firearms amnesties, weapon surrender or large-scale events such 
as Parklife also impact on workloads and storage capacity.  
 

 
Work Environment - Physical Demands 
Is there any physical effort involved in the job e.g., standing, lifting etc.? Please give 
examples. 
 
Manual Handling, including standing, moving, and lifting of items of differing sizes and weight 
including contaminated or hazardous substances for example, furniture, cannabis farm 
equipment, firearms and explosives, weapons, bladed articles large quantities of drugs, 
chemicals, intimate forensic samples, bloodstained clothing.  
 
 

Work Environment – Working Conditions 
Describe the working conditions e.g., office, warehouse, workshop, driving vehicle, outside, 
noise, dirt etc. 
 
Working environment consists of a general office area, warehouse space, external storage 
rooms and there is also a requirement to work outdoors, in various weather conditions.  Some 
aspects of the role can involve working in a dirty environment i.e., areas that are used for the 
storage of drugs and associated equipment including plants seized from cannabis farms etc. 
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Work Environment – Work Context 
Will there be any risk to personal safety, illness, or health? Please give examples. 

 
Yes, if items are not packaged or stored correctly this can lead to EMU officers receiving 
needle stick or puncture wounds from contaminated items and exposure to Blood Borne 
Viruses including Hepatitis.   
 
If Health and Safety Legislation is not adhered to including safe storage systems and regular 
checks of equipment in use, this could increase the risk of an accident, resulting in serious 
injury. 

 

 
Knowledge and Skills 
Detail any specific knowledge, skills or experience required that is not already covered in 
the job description e.g., academic qualifications, IT skills.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 




