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JOB
OUTLINE						               

	Dept:
	Environment and Property
	Section:
	Community Safety

	Post No: EPCS01004
	Designation:
DARDR Administrator
	Grade:
	Grade 7



	Purpose of Job:

To work to address domestic abuse by assisting in the review of domestic abuse related deaths and the implementation of actions arising from the reviews to help to protect people who are at risk of harm from domestic abuse.

	Main Duties/Responsibilities:

Under the general supervision of, and as directed by, the Community Safety Manager

1. To receive and acknowledge receipt of a notification of a domestic abuse related death and to administer the arrangements for the scoping reports and other information relating to the case.

2. To arrange meetings of the Community Safety Partnership to consider cases to determine whether a review is required, the appointment of an Independent Chair and Author and the submission of information to the Home Office.

3. To liaise with the Independent Chair and Author in each case to agree the dates of meetings for panel members and to arrange for invitations and information, including meeting agendas and minutes, to be distributed confidentially to the agreed invitees.

4. Liaise with the Independent Chair and Author in preparation of agendas for meetings of panel members and accurately record information shared at panel meetings for inclusion in the minutes.

5. To liaise with the relevant parties in each case to require the submission of information in a timely manner, to monitor progress with submissions and liaise with the Independent Chair and Author to provide updates on the information being submitted. 

6. To receive and record information submitted for each case and ensure that the documents are confidentially distributed to panel members ahead of their meetings.

7. To prepare formal letters on behalf of the Chair upon request and arrange secure delivery of the same to the intended recipients.

8. To monitor the implementation of actions agreed following Individual Management Reviews and similar reviews, as agreed by panel members in each case, and the implementation of the multi-agency action plan agreed by the Community Safety Partnership for submission to the Home Office following each case review.

9. To liaise with the Independent Chair and Author to arrange meetings of the Community Safety Partnership to review the findings of each case and reach agreement on the submission of the relevant reports and action plans to the Home Office.

10. To submit the reports on each case to the Home Office and liaise with the Independent Chair and Author to relay the recommendations from the Home Office, complete actions to implement the recommendations and submit the amended report when required to do so.

11. To arrange publication of the case reports as guided by the Independent Chair.

12. To take part in educational and public information projects to raise awareness of the consequences of domestic abuse and bring about change through education intervention measures.

13. To maintain systems and records, including information sources, equipment and computerised records of work activities and actions.

14. To work towards the performance indicators of the Council and within the policies of the Department and Council.

In addition, other duties at the same level of responsibility may be allocated at any time           

Note: 	Some duties will be restricted by levels of competence and certain duties and responsibilities will only be allocated to the Domestic Abuse Interventions Officer with supervision in place.

NB:   The Council is an equal opportunities employer and provider of services.  The 
          Council has a statutory duty to promote race equality, and all employees must be 
          aware of that duty and work to the Council’s equality standards.
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