
Pro-forma to assist the grading of jobs 

	Directorate
	Neighbourhoods

	Division
	Housing Services

	Post Title
	Domestic Abuse Caseworker

	Proposed Grade
	6


The information you provide on this pro-forma will help to form the basis of the grade for the role; therefore, it is essential you provide as much detail as possible to assist the team in this process and give as many examples/details as possible to help the team to understand the detail of the job.

Please note that as this is a standard form which is used for every job type not all areas may be appropriate to the post being evaluated. Therefore only complete those sections that are applicable to the post.

The Guidance Notes booklet contains important information that you will need for completing this form. If you need any further advice or assistance on the completion of this form please contact HR.

Please provide a summary of the Service/Team that the role will based.

	The Domestic Abuse Caseworker will be based within the Community Safety Team in Housing Services, part of Manchester City Council's Neighbourhoods Directorate. 
The team plays a vital role in creating safe and sustainable communities by addressing anti-social behaviour, domestic abuse and violence, tenancy breaches, tenancy misuse and other complex housing management issues. The service works closely with residents and a wide range of statutory and voluntary sector partners to safeguard vulnerable individuals, resolve complex cases and improve community safety outcomes.

Key Areas of Work

The post holder will lead on the management of all domestic abuse cases reported to Housing Services, providing specialist support, advice and case management to victims and their families. Key responsibilities include:

Assessing risk and providing tailored support to victims of domestic abuse, including advice on safety measures and available support options. 
Managing complex domestic abuse cases from referral through to resolution and ensuring appropriate safeguarding measures are implemented. 
Working in partnership with agencies such as Greater Manchester Police, Adult and Children's Services, Greater Manchester Mental Health Services, Women's Aid and other support organisations. 
Representing Housing Services at Multi-Agency Risk Assessment Conferences (MARAC), Multi-Agency Tasking and Coordination (MATAC) meetings and other multi-agency forums to develop coordinated action plans. 
Conducting home visits, carrying out risk assessments and identifying measures to improve the safety and security of victims and their households. 
Maintaining accurate case records, monitoring performance information and ensuring timely communication with residents throughout case progression. 
Providing professional advice, guidance and support to colleagues and partner agencies on domestic abuse, safeguarding and housing-related matter.

Contributing to wider community safety objectives by supporting vulnerable residents, promoting independence and helping to resolve complex neighbourhood issues. 

This role is central to Manchester City Council's commitment to protecting vulnerable residents, reducing the impact of domestic abuse and ensuring that residents feel safe and secure within their homes and communities. 


List the key tasks of the job (no more than 5). These are the main duties and responsibilities of the post and will indicate the nature of the work involved.

	Main tasks/duties/responsibilities

Attend the fortnightly Domestic Abuse Multi Agency Risk Assessment Conference (MARAC). Coordinating referrals to the MARAC process, carrying out quality control checks and coordinating actions with other agencies. Attending other associated meetings and steering groups. 
Lead and manage domestic abuse cases from initial referral through to resolution, undertaking risk assessments, support planning and safeguarding interventions to protect victims and their families.

Providing support to Domestic Abuse survivors, managing risk and safety planning. Maintain accurate case records and performance information, ensuring effective case management, timely communication with residents and compliance with safeguarding, housing and data management requirements.

To provide advice, guidance and support to colleagues on domestic abuse and violence.

Work collaboratively with partner agencies including Greater Manchester Police, Adult and Children's Services, Women's Aid and other support services to coordinate effective multi-agency responses and improve outcomes for residents.


	Percentage of time
30%
40%

15%

15%


Section (1) -  Knowledge 

This factor measures the knowledge required to do the job.

	(1a) Is it essential for the post holder to have a qualification to do this job? (To be able to answer ‘Yes’ it must be a requirement on the Role Profile.) 



	No                  (Delete as appropriate)



	(1b) If yes, please state the qualification necessary : -



	 

	

	

	Duration of course

	


(1c) Please describe the type and depth of knowledge required below including the following: 

· What knowledge of Council procedures and working practices are involved?

· What knowledge of legislation and/or national guidelines is required?  

· What relevant experience is required?                                                                                                                           
	The post holder will require an understanding of housing management, community safety and safeguarding practices, together with an awareness of domestic abuse legislation (Domestic Abuse Act 2021) and the impact domestic abuse has on victims, families and communities. The role demands the ability to manage complex and sensitive cases, work effectively with a range of partners and make informed decisions to reduce risk and improve outcomes for residents.
Thorough understanding of Manchester City Council's housing management functions and neighbourhood service delivery.
Knowledge of safeguarding procedures, referral pathways and escalation processes for vulnerable adults and children. An understanding of the Care Act 2014 and safeguarding guidance, in particular Working Together to Safeguard Children.

Knowledge of housing legislation, tenancy enforcement and powers available to social landlords to tackle domestic abuse, anti-social behaviour and tenancy breaches

Detailed knowledge of MCC Housing Services’ domestic abuse policy and procedure is essential.  The role holder will be expected to feed into any updates or reviews of the policy and procedure.

Understanding of information sharing, data protection and confidentiality requirements when working with vulnerable residents and partner agencies.

The role holder must be trained in trauma informed practice and work collaboratively with service users.

The role holder must possess excellent levels of literacy and numeracy; in order to be confident in communicating clearly, negotiating and influencing a range of audiences/key partners orally, verbally and in writing. 
The role holder will use a range of IT software – QL (housing management system), Locata (rehousing system), all Microsoft Office applications (Outlook, Excel, PowerPoint etc..) and reporting systems. 



Section (2) -  Mental Skills

This factor assesses the mental skills required for the job. It includes analytical, problem solving and judgmental skills It also includes creative and developmental skill, planning and strategic skills.

(2a) 

	Problem/Issue
	Y/N
	Details / examples required

	What kinds of problems are encountered by the jobholder that they must resolve personally? 

Analytical 

Planning and Organising
Problem Solving & Decision Making

Partnership working

	Y
Y
Y

Y

	Confidently applies analytical, logical and critical thinking to gathering, analysing and acting upon key data. Develops, implements and tests lasting solutions to problems whilst formulating plans to manage a changing environment. When determining the actions to take when respond to a domestic abuse victim.
Impeccable time management skills to ensure work is completed to deadlines and required standards. Clearly sets defined objectives, plans activities and projects in advance and responds well to changes; identifies and coordinates resources, managing time effectively. An example is the requirement to provide updates on casework to set deadlines for the MARAC.
Reacts to immediate problems and barriers of a highly complex nature with associated risk factors, delivering pragmatic solutions often under extreme reactionary pressure and tight deadlines. Utilises innovative skill to identify remedies and whilst considering policy and procedure, is confident in adopting and justifying non-standard processes and decision making. An example would be balancing all the requirements of the victim and practicalities of different type of support in DA cases.
Must work in collaboration with multiple partners in order to provide the best outcomes for victims of domestic abuse. Must be able to influence, engage and build strong relationships & partnerships, with internal and external services and agencies to facilitate the delivery of excellent services to vulnerable tenants.


	Do these problems usually come from a variety of different sources? 
	Y
	· Residents
· Tenant/Resident Association

· MP / Councillor

· VCSE groups

· Police

· Social Services

· Other professional services


(2b) Does the job involve the development of any plans for actions, activities or events that are to happen in the future?

(This is project management, strategic planning or planning of events for which the jobholder is responsible. This does NOT include workload planning and/or scheduling. Questions on this come later.)

 Yes            (Delete as appropriate.)

(2c) If ‘yes’ please select the most appropriate option from the list below that describes the longest period ahead that the jobholder will be expected to plan.  Please give details: -

	How far ahead
	Y/N
	Details / Examples

	 Up to a week


	
	

	 Up to a month


	Y
	Plan and prepare for the fortnightly MARAC meeting. Ensure that all actions are completed and updated on the shared system.

	Up to 3 months


	
	

	Up to a year


	
	

	More than a year


	
	


Section (3) - Interpersonal / Communication Skills

This factor measures the Interpersonal and Communication Skills required for the job. 

(3a) Does the job involve training people who are not the post holder’s staff? (This must be a required feature of the job and does not include giving formal presentations to committees etc. Questions on presentations will come later.)

Yes/No                  (Delete as appropriate.) 

(3b) If yes please list below who and details of what they will be training.

	WHO
	WHAT
	HOW OFTEN

	N/A

	N/A
	N/A


(3c) Does the job involve any of the following: -

(N.B. involving people other than work colleagues)

	Type of communication


	   Y/N
	                     Details

	Advising and or guiding people 

	Y
	Providing advice and guidance to service users.

Providing advice to staff engaging with residents experiencing abuse.

Providing advice on housing issues to multi-agencies – Police, Community Care Navigator (NHS), Social Services, etc.


	Persuading and/or influencing people 

	Y
	Persuading and influencing agencies represented on the MARAC about housing issues or requests for service.


	Negotiating (e.g. contracts with external suppliers or similar, with trade unions or outside agencies etc)
	N
	

	Formal advocacy (i.e. pleading the Authority’s case in an external, formal setting, and not acting as a witness.)
	N
	

	Caring Skills (i.e. for direct contact with clients requiring care)
	Y
	Trauma-informed practice 
Excellent knowledge of safeguarding vulnerable adults/children practices. 


(3d) Please indicate the types of communication skills the job requires

	Type


	Y/N
	Details

	Oral


	Y
	Excellent oral communication skills – being able to positively influence and challenge key decisions. Present data and reports at meetings.

	Written including reports, e-mails, memos


	Y
	Writing reports to be presented at the MARAC. Corresponding with partners.
Communications with stakeholders to action complex cases/resolution plans.

	Delivery of formal presentations


	Y
	Present data/information at multi-disciplinary meetings/groups. 


Section 4 - Physical Skills 

This factor looks at the Physical Skills required for the job. It covers manual and finger dexterity, hand-eye co-ordination, co-ordination of the limbs and sensory co-ordination. 

Most office-based jobs require jobholders to utilise basic keyboard and mouse skills in order to write emails, letters, reports, use spreadsheets etc. 

Please indicate below if the job requires physical skills beyond* those expected of most office-based employees and please provide examples. 

*this can include touch-typing and the use of specialist technical equipment. 

Note: it must be a requirement of the job, not a personal skill of the jobholder.

N/A
Is the ability to drive necessary to undertake the range of duties and full workload of this job? 

Yes / /No
Section (5) -  Initiative and Independence

This factor measures the scope allowed to the jobholder to exercise initiative and take independent actions. 

(5a) Are all the main activities, tasks and duties of the job covered by written procedures or verbal instructions?

Yes               (Delete as appropriate)

(5b) What, typically, is the highest level of decision which the jobholder would be expected to make without referring to a manager? 
Please give examples/details.

	Approve emergency rehousing for victims of domestic abuse, according to guidance.
Approve action plans for victims of domestic abuse in partnership with other members of the MARAC.

Approve works to properties to enable victims of domestic abuse to remain safely in their own home.


 (5c) Will the jobholder be expected to deal independently with: -

	Problem


	Yes/No
	Examples

	Unexpected problems

(i.e. the timing of these problems may come as a surprise, but they are covered by recognised procedures)
	Y
	Responding to an urgent request to rehouse the victim of domestic abuse. 

	Unanticipated problems

(i.e. problems for which there are no recognised procedures or precedents)
	N
	The postholder would refer to their manager.


Section (6) -  Physical Demands

This factor measures the type, amount, continuity and frequency of the physical effort required by the job.  

Most office-based jobs would require only a basic level of physical effort: the tasks or activities are undertaken mainly in a sedentary position and allow for considerable flexibility of movement. There may be limited requirements for standing walking, bending or stretching, or an occasional need to lift or carry items.  Keyboarding would normally be considered as basic physical effort.

If the physical demands of this job are greater than a basic level, please provide details below (No more than two): -

	Activity Description
	% of working time and frequency of activity

	N/A
	N/A


Section (7) - Mental Demands

This factor measures the degree and frequency of the mental concentration, alertness and attention required by the job. 
(7a) Please select the highest level of mental concentration that is required of the jobholder:

	      Level
	Tick
	      Details
	How long does this mental attention usually have to be applied for at any one time?
	How frequently? 

	General

(Basic attention, e.g. for reading work instructions etc)
	
	
	
	

	Enhanced

(Including checking documents for correctness, carrying out calculations etc
	Y
	Writing reports for the MARAC. 
Updating case notes on domestic abuse cases

Providing verbal updates on cases to the MARAC
	Hours
Varied but for most of the working day
Hours
Varied but for most of the working day

4 Hours


	Daily
Daily

Fortnightly

	Concentrated

(E.g. writing reports that require the ordering of facts, carrying out complex calculations manually, preparing a formal presentation etc)
	
	
	
	


(7b) Please select the highest level of sensory attention required to ensure that the tasks and duties of the job are carried out correctly? Sensory attention, is attention of the sensing organs (eyes, ears, nose, fingers) as in watching, looking, listening, smelling or touching.

	    Level
	Y/N
	     Details
	How long does this sensory attention usually have to be applied for at any one time?
	How frequently? 

	General (i.e. the level required for day-to–day activities, such as moving from one place to another.)
	
	
	
	

	“Concentrated” (i.e. when the jobholder needs to be particularly alert, for example to traffic or the actions of children, or when taking minutes.)
	Y
	Reviewing complex information and data on a daily basis. 
Listening and understanding key issues, liaising with the team and key partners to provide advice/guidance.
	Whole working day
	Daily


(7c) What level of work related pressure is experienced? (Tick as many as apply from the lists below): -  

	Type
	Frequency (please tick)
	

	
	Daily
	2-3 times per week
	Once a week or less 
	Details/Examples

	Predictable deadlines


	Y
	
	
	Updating case work, providing reports for the MARAC 

	Unpredictable deadlines


	
	Y
	
	urgent e-mails or casework requiring urgent response/review.

	Conflicting demands

(I.e. more than 1 person requiring assistance simultaneously)
	
	Y
	
	Managing/leading a team of Neighbourhood Housing Officers. 

	Unavoidable interruptions

 (I.e. that make it difficult to complete the current task.  Must have no choice but to change to the new task)
	
	
	Y
	Emergency responses to domestic abuse events. 


Section (8) - Emotional Demands

This factor measures nature and frequency of the emotional demands on the jobholder arising from contacts or work with service users/client base. (This does not include colleagues/managers). 

If relevant please give an example of the emotional demand and frequency below

Only provide details if the emotional demands of this job are greater than a basic level.
	Details of emotional demand
	Repeated in the normal duties of the job? 

(Y/N)
	How often? 

(Several times a day, daily, 2-3 times a week, weekly, monthly, less than monthly)
	Will the demand be in person or via subject matter?  (ie direct contact with service user/client or via reports and/or case files.)

	Supporting / liaising vulnerable residents who have experienced domestic abuse & discussions with perpetrators of domestic
	Y
	Daily
	Direct contact with service users 

	Managing cases of domestic abuse
	Y
	Several times a day
	Case files


Section 9 - Responsibility for People

This factor measures the responsibility of the jobholder for individual, or groups of, people (members of the public, service users, clients) other than employees supervised or managed by the jobholder. 

(9a) Does the job involve the provision of a service which has a direct impact on people? (For instance this means the duties of the job directly improve the service provision of the users).

Yes /                    (Delete as appropriate)

If yes please give examples/details

	The role involves daily & regular direct work with residents, having a positive impact on their lives by responding to and dealing with complaints The role holder is responsible for the provision of support to the victims of domestic violence who live in an MCC property. 


(9b) Does the job involve the responsibility for implementing or enforcing any Statutory Regulations. Please see guidance notes
'Statutory regulations' in this context are only those for which the authority is the implementation or enforcement agent, the jobholder must be personally responsible for enforcement or implementation to choose this option. Managers or other staff who have to comply with such regulations are NOT "implementing" these regulations.
Yes, implements

Yes, enforces                                             (Delete as appropriate)

Yes, implements and enforces                    

No
(9c) If yes please give details/examples below

	


Section (10) - Responsibility for Supervision

This factor measures the direct responsibility of the jobholder for the supervision, co-ordination or management of employees, or others in an equivalent position. 

10(a) Please confirm details of the Team that the role will sit (ie number of reports, who the role will report to, any managers/supervisors who report to this role etc  - Please attach a structure chart or provide details below)
The Domestic Abuse Caseworker sits within the Housing Support & ASB Team and reports directly to the Community Safety Manager. The post forms part of the wider Housing Support & ASB Service, led by the Head of Housing Support & ASB, which in turn sits within the Home & Place function under the Strategic Lead – Home & Place. The Domestic Abuse Caseworker works alongside six Housing Management Caseworkers and collaborates closely with colleagues across Housing Services and partner agencies to deliver effective support and safeguarding interventions for residents.
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(10b) Does the job involve any of the following?

	Responsibilities
	Y/N



	Regular checking of work


	N

	Regular allocation of the work of the team


	N

	Organisation of the team’s work


	N

	Evaluation of working methods


	Y

	Employee development


	N

	All aspects of the recruitment process


	N

	All aspects of the disciplinary process


	N


(10c) How many different buildings are these employees based at? 
One primary office, with expectation to travel to range of sites including tenant’s homes, other offices, offices of other professional agencies. 
(10d) Does the job involve the demonstration of duties, giving advice and guidance or training of other employees?  

Yes / No                          (Delete as appropriate)
(10e) If yes, please list details below:

	To Whom (job groups)


	For what purpose (e.g. demonstrating, guiding, training etc)
	How often?



	Neighbourhood Housing Officers

	Guiding / Advising
	On occasion


	Neighbourhood Housing Officers
	Demonstrating
	On occasion 


Section (11) - Responsibility for Financial Resources

This factor measures the direct responsibility of the jobholder for financial resources, including cash, vouchers, cheques, debits and credits, budgets and income. 
(11a) Does the job involve any responsibility for financial resources? (Must be a defined responsibility in the job description)

No         (Delete as appropriate)
(11b) If yes please list details below :-

	Financial Responsibility
	Value of average amounts processed/total budget
	Details of responsibility



	Handling cash, cheques, invoices or other financial transactions .
	£ per year
	 N/A

	Accounting for receipts or expenditures


	£ per year
	N/A

	Budget setting/monitoring


	£ per year
	

	Long term financial planning


	£ per year
	N/A

	Income collection or 

Generation
	£ per year
	N/A

	Other please specify


	
	


(11c) Is the jobholder personally responsible for expenditure from a budget? If so, please indicate amount of the total budget.

	Up to £10,000 (Small)
	
	£50,000 - £250,000 (Large)
	
	Over £1 million (Extremely Large)
	

	£10,000 - £50,000 (Considerable)
	
	£250,000 - £I million (Very Large)
	
	
	


(11d) How much discretion does the jobholder have over how this overall budget is spent? (please tick) 

	Less than 5%


	
	5% -20%
	
	Over 20%
	


Section (12) - Responsibility for Physical Resources

This factor measures the direct responsibility of the jobholder for physical resources.

(12a) Which of the following physical resources does the jobholder have the most responsibility for? Please tick Select no more than two using 1 and 2 to indicate level of importance.  “1” being highest responsibility and “2” being second.
	Responsibility
	Level of Responsibility (1st & 2nd )
	Example(s)

	Manual or computer information/information systems
· Personally produce or process manual or computer information

· Adaptation, design or development of computerised information systems (must be a regular feature of the job)
	1st
	Providing information on domestic abuse cases to the MARAC

	Equipment or tools: (including vehicles and PCs)
· use and/or maintain (state value)

· adaptation, development, design or procurement (state value and range)
	
	

	Buildings, premises, external locations:

· Cleaning or maintenance/repair of building (state which)

· Security

· Adaptation/development/ design/ procurement or disposal (state which)
	
	

	Supplies and stocks:

· Ordering supplies or equipment from external supplier (state value and range)

· Safekeeping or security (state value and range)
	
	

	Personal possessions of others: (state what and total value)


	
	


Section 13 - Responsibility for Policy Writing/Advice and Guidance 

This section covers the jobholder’s responsibility for policy development, research and advice in relation to any of the above Responsibility factors (sections 9-12).  For the purpose of job evaluation policy means Corporate/ Council-wide policies and NOT departmental processes, procedures or strategies.

In all but a few exceptional situations the responsibility for policy development, research and advice will only relate to one of the four responsibility factors even though there may be a knock-on impact under another factor e.g. a financial policy that constrains highway development should be claimed under Responsibility for Financial resources; while a highways policy that has financial implications should be considered under the Responsibility for Physical Resources factor.

(13a) Is it a defined requirement of the job to develop or contribute towards the development of policies and procedures?

 No                            (Delete as appropriate)

(13b) If yes, please choose one area from the table below that best describes the policies that the jobholder will be developing.

	Area
	Tick

	The well being of people (service users) – section 9
	

	The management of employees – section 10
	

	The Authority’s financial affairs – section 11
	

	Physical resources – section 12
	

	No responsibility 
	


(13c) If yes, please choose the appropriate level of defined responsibility from the list below:

	Responsibility
	Tick
	Please provide details

	Provides an input to the decision process but is not specifically responsible for the end result.
	
	

	Equal, shared responsibility for the final outcome of a consensus decision.
	
	

	Takes the final decision on what the policy should be.  Final responsibility lies with the jobholder.
	
	


(13d) Is it also a defined responsibility of the job to provide advice and guidance on the application of policy or external regulations/legislation in this area?

Yes / No           (Delete as appropriate)

(13e) If yes, what does this responsibility for providing advice and guidance relate to?

· Internal policies

· External regulations/statutory requirements

· Both of these                                                             (Delete as appropriate)
Section (14) - Working Conditions

This factor measures exposure to disagreeable, unpleasant, uncomfortable or hazardous working conditions arising from the environment or from working with people. 

Most-office based jobs would not expose post-holders to unpleasant, uncomfortable or hazardous working conditions. 

Exceptions could be made for those posts that require some outdoor working, such as site visits, or those jobs that require regular contact with rude or aggressive members of the public. 

Please state below and provide examples if this post exposes post-holders to working conditions beyond those normally expected of an office-based post. 

Regular exposure to uncomfortable conditions such as reviewing sensitive and distressing witness statements, resident reports, footage, audio recordings etc.. 
Occasional exposure to extreme poor property condition, including human/animal excrement; needles/drug paraphernalia; foul smells etc.. 
Occasional contact with hostile/confrontational/aggressive members of the public. 

This factor measures exposure to disagreeable, unpleasant, uncomfortable or hazardous working conditions arising from the environment or from work with people. 

(14a) Which of the following working conditions (if any) apply to this job?

	Working condition
	Tick
	Frequency

(e.g. daily, several time a day, sevel times a week, weekly monthly etc)
	Duration

(Average % of time on each occasion)
	Details/Examples

	Working outdoors – mostly exposed (most of the time with no cover – e.g. Refuse Collectors)
	
	
	
	N/A

	Working outdoors – partly exposed (some of the time e.g. care worker shopping for clients – ‘in and out’)
	
	
	
	

	Working outdoors – mostly protected (little time outdoors e.g. van driver doing deliveries)
	X
	Weekly
	2 Hrs per week
	Visiting hard to reach resident sin their homes or a safe location,

	Verbal abuse - casual

(Random use of swear words.  No response required from the jobholder)
	X
	Weekly
	30-mins
	Communicating with residents

	Verbal abuse – serious

(Specifically directed at the jobholder who is obliged to listen while carrying out duties)
	X
	Yearly
	30-mins/1hr
	Communicating with residents 

	Aggressive behaviour/physical abuse

(Aggressive behaviour specifically directed at the jobholder/excessive threats of assault)
	X
	Yearly
	30-mins/1hr
	As above, but escalation to threats. 


	Unpleasant/hazardous conditions

(e.g. excessive heat or cold, working at heights, working with pneumatic drills, site visits)
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