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Appendix 1 – Domestic Violence Incident Report Form (DV1)
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Please note that this procedure is supported with guidance within the Domestic Violence  (DV)Toolkit

Early identification (please refer to DV toolkit for guidance)
Reporting, Interviewing & Assessment

Where a resident reports domestic violence, the Housing  Officer / Anti-Social Behaviour Officer is required to conduct an initial interview with the survivor and complete the Domestic Violence Incident Report Form DV1   and the Diversity Monitoring Form within 24 hours of the initial report. 

Conduct the interview in a safe environment for both staff and tenant. Respect the wishes and needs of the tenant when arranging an interview. The initial interview is a key part of Viridian’s response so it is important to do it effectively. Please use to the checklist and ensure that you discuss all the issues listed
Open a case on the ASB database within 24 hours of the initial report.

	Interview checklist

	Immediate safety

	· Discuss how to achieve immediate safety and prevention of incidents (eg is there somewhere else to stay if at risk/ do you have a bag of essentials at hand if you need to flee in an emergency)
· Discuss what a safety plan is – refer to Survivors Handbook 
· Advise that Women’s Aid helpline can provide further support with this. Make phone line available if survivor wants to discuss this  



	Are emergency repairs needed? 

	· Get any security repairs or repairs linked to the domestic violence dealt with as an emergency

	Is emergency accommodation needed? (refer to the Toolkit for further guidance)

	· Explain local authority homeless provision 
· Explain refuse provision through Women’s Aid
· Offer to contact Women’s Aid to arrange access to a refuge
· Offer referral letter to Homeless Persons Unit if appropriate; 
· call Homeless Persons Unit if they are to present themselves

	Legal action against perpetrator (civil action) by survivor  (refer to the Toolkit for further guidance)

	· Discuss the legal options available (refer to Legal Action section for more detail) eg non-molestation order / occupation order
· Offer to find out a Family Law solicitor in the area from the Women’s Aid phone line or make the phone available to survivor to call themselves
· Offer to make appointment with solicitor

	Legal action against the perpetrator (criminal action) (refer to the Toolkit for further guidance)

	· Explain the role of the Community Safety Unit and the provision of officers specially trained to deal with DV and Hate Crimes (refer to Legal Action section for more detail);
· Offer to refer matter to the Community Safety Unit (refer to Appendix 2 for useful contact numbers)
· Explain requirement to advise police of DV incidents and that this can be done anonymously.

	Support from police (if already reported to police) (refer to the Toolkit for further guidance)

	· If the matter has already been reported to the police; check to whether  appropriate action been taken by the police  
· Has the response been within a reasonable time period
· Has there been a referral to the Community Safety Unit or not
· Were there bail conditions on the perpetrator?
· If there are any concerns we can liaise with the police . Please get survivor permission first

	Permanent rehousing (refer to the Toolkit for further guidance)

	· Discuss Management transfer process(refer to Tenancy issues section for action on individual tenancies)

	Agree Action Plan

	· Based on the options discussed write the actions agreed further to the interview and set target dates for completion

	Agree safe contact arrangements

	· Is it safe to send letters to home address

	Agree importance of survivor keeping in regular contact

	· Agree that survivor will make contact at least monthly particularly if they will be away from their permanent address  

	Referral to support services

	· Women’s Aid or other specialist support agency
· Shanti (is a specialist project offering to advice and emergency accommodation to Asian women experiencing domestic violence)

	Security measures

	· If a survivor wishes to remain in their current home:
· Find out whether there is a Sanctuary scheme in the local authority. 
· If there is no local authority provision discuss with line manager before approving any: 
· a) emergency security improvements  
· b)  security improvements recommended from a crime prevention officer visit.  

	Child Protection

	· If there are issues concerning the safety of children or vulnerable adults, discuss with line manager and  report to Social Services 


At all times

· Give priority to the victim’s immediate and longer-term safety, whether s/he leaves the property or not.

· Do not compel or insist that the survivor takes a course of action; we take a ‘survivor-led approach’
Before the interview 

· Offer same sex staff to carry out the interview wherever possible, and/or officers of the same cultural background.

· Check for the need for interpreting, and arrange if needed– (offer first language interviewing even where they are able to communicate in English).

· Check the tenancy status (e.g. whether joint tenants) of the survivor and perpetrator – this affects the options for action.

· Be aware of what other agencies – both local and national – have to offer.

· Have available the DV Directory for the local authority (if this resource exists)

· Print off a copy of the DV Survivors Handbook ( www.womensaid.org.uk)

· Ask if the survivor would like us to supervise any children present so that they do not need to be attend the interview

During the interview 

· Make sure that they know your name, where and how to contact you

· Explain the approach that Viridian take to domestic violence ie that we take the matter seriously and take a ‘survivor led’ approach and will help the survivor reach their own decisions on the action they want to take  

· Explain your role: that you are there to offer support and advice and will help wherever it is practical and possible for the organisation to do so.

· Recognise that the survivor’s safety may depend on strict confidentiality – check if it is safe to send them letters, or to phone them at home.

· In your interview show empathy and try to develop a sense of trust. Take the survivor seriously - believe what he or she is saying. If you doubt any of the information provided check it later. 

· Recognise the need for a positive response 

· Remember that their problems may be compounded by racist reaction, language and cultural barriers.

· Invite the survivor to discuss what they have been experiencing. Approach this part of the interview with sensitively. Try and find out if action has already been taken on the matter.

· Find out what they want to achieve. Discuss the options open to them, agreeing an initial action plan.

· Check whether the survivor can provide supporting evidence.

· Use the above checklist as a prompt to go through the options available to the survivor. If appropriate, emphasise that they do not have to leave home to receive support from Women's Aid (see Advice & Information below). However, Women's Aid can help them to move to other areas within the UK, and support them in the new area.

· Give them information about what help other local agencies can offer:

· Legal advice from a solicitor, law centre or Citizens Advice Bureau.

· Women's Aid and local authority homelessness sections provide a 24-hour service.

· Recognise that survivors may return home a number of times in the hope of saving the relationship and ending the violence. 

· Clarify how you will keep in contact following the interview. Keep in contact if at all possible, but respect their wishes if they don’t want you to contact them at all.

Things not to do during the interview

· Judge or blame.

· Unrealistically raise the survivor's expectations of what can be achieved especially concerning rehousing.

· Pressurise the survivor into making immediate decisions – the agreed action plan can be updated following the interview. Don’t get frustrated because they take a long time to decide what they want to do.

· Fob off someone who comes to you for help, or be flippant, cynical or sceptical.

· Ask them what they did to provoke the violence. 

· Ask for proof of violence. 

· Focus only on what they, alone, can do to resolve the situation.

· Make choices for them.

· Ignore your intuition if you suspect someone is being abused. 

· Insist on joint interviews with their partners.

· Give out the address and phone number of where they are staying, for any reason.

· Promise to give a letter or pass on a message to them or from them, or facilitate contact in any way.

After the interview

· Consider whether there are child protection issues that may need referral to social services. If so speak to your line manager and report to relevant Social Services department immediately. 

· For all cases, speak to line manager within 24 hours of interview to discuss case and proposed actions (see below) .

· Line manager to consider whether there are any support issues for staff member dealing with the case eg counselling / protected time / advice

· Mark case records to ensure that a victim’s whereabouts are not disclosed. 

· Copy Form DV1 to interviewee within 2 days (if safe to do so), including agreed follow-up actions by both Viridian and the survivor.

· Keep a copy of the DV1 and Diversity Monitoring Form on the office central file

· Complete actions as agreed in Action Plan (eg refer to specialist agencies and individuals, e.g. Women's Aid.

· Complete referral form for police /community safety unit records (remove names and addresses if consent not given to disclose personal details)
· Update the actions completed on the database, complete a file note record of the interview and copy the Action Plan under the case reference on the ASB database
Initial review with line manager / case conference

The Anti-Social Behaviour /Housing Officer and the Regional Housing Manager/ASB Team Leader will discuss the case within 24 hours of the initial interview. 

At this review the following will need to be considered:

· Review of proposed action plan actions  with timescales to be approved by line manager (including whether legal advice is required before progressing) 

· Health and Safety precautions necessary for staff dealing with the tenancy

· Whether a case conference is required for this case

· Whether a MARAC or MAPPA should be requested from the police / crime and disorder partnership.

The Anti-Social Behaviour /Housing Officer should record the key points or actions from this review on the ASB database case file within 24 hours of the review.

If a case conference is required, this must be arranged within a maximum 10 working days of the initial report.  The ASB Team Leader / Regional Housing Manager will decide which other staff are needed to attend – e.g. maintenance regarding security. When appropriate, we invite external agencies such as the Police, Social Services, etc. Further case conferences may be held if required, if the case is particularly serious. 

The case conference reviews the action plan agreed with the survivor and makes decisions - e.g. security measures, tenancy issues, legal action, etc. 

The Anti-Social Behaviour /Housing Officer will record the outcome of the case conference on the ASB database and notify the tenant in writing of any decisions within 5 working days of the case conference.

Dealing with subsequent incidents 

If a further incident is reported a new DV Incident Report Form will need to be completed and the procedure re-started. All subsequent incidents will need to be recorded on the ASB database.
Monitoring and review of DV cases

The ASB Team Leader or Regional Housing Managers will ensure that all live cases are reviewed 2-weekly. This review considers:

· Progress in implementing the action plan

· Whether the action plan needs to be reviewed – is another case conference needed?

· Whether communication with the survivor is effective – do they understand what action is being taken? Are they confident in our approach?
· Is the survivor co-operating with investigations / contact and if not why?
· Whether the case is ready to be closed

The ASB Team Leader or Regional Housing Managers will record the outcome of the review on the ASB database and ensure that the survivor is informed of pertinent decisions on their case.

Contact with the perpetrator

The perpetrator may approach us at some stage to discuss tenancy issues. In general, we should not interview perpetrators of domestic violence regarding the incidents that have occurred. However, while we offer advice on other matters – including the tenancy – we should not discuss the domestic violence even if the perpetrator does so. If we take any action that affects the perpetrator’s tenancy position, we obviously need to keep them informed what we are doing. If we need further legal advice, get authorisation from your line manager.

Programmes to change the behaviour of perpetrators 

If the perpetrator presents themselves requested support to change their behaviour, the officer must make a record of this on the ASB database and provide them with the details of the Respect phone line and web address.

Respect is the UK Association for schemes working with perpetrat5ors of domestic violence. Their national phoneline is open Monday, Tuesday, Wednesday and Friday 10am-1pm and 2pm-5pm.

Respect Phoneline - 0845 122 8609

Website address: http://www.respect.uk.net/
Closing cases

Use these criteria as a guide when deciding to close cases, either at case conferences or one-to-one reviews: 

· No incidents for at least three months 

· No response from the survivor for three months 

· Survivor rehoused (either through Viridian or otherwise) and no other action required/ongoing 

· Survivor  requests that no further action be taken 

· Successful action taken against perpetrator and the survivor is satisfied that case can be closed.

Before formally closing a case, tell the survivor that we are planning to do this, and ask whether they are in agreement with this action. If not, ask their reasons and consider whether we need to undertake further actions but do not close case until survivor consents.

A DV case can only be closed on the approval of an ASB Team Leader or Regional Housing Manager.

Feedback

When closing a case, the will arrange for a satisfaction survey to completed with the survivor  feedback on the service they got from Viridian. Record their response on the ASB closed case satisfaction monitoring spreadsheet, so it can be used to review the effectiveness of our approach.

Staff experiencing domestic violence

Where a member of staff is experiencing domestic violence we will provide a supportive environment by:

· Allowing staff experiencing domestic violence to receive counselling and advice during work time (where the business allows this)

· Consider taking action to end the contract of staff found guilty of perpetrating domestic violence

· Make available resources and information on dealing with domestic violence to staff

· Promoting our stance on domestic violence (relating to staff and residents) in communication to staff.

If a staff member wants to make use of the above provision they should speak to their line manager or if necessary contact Human Resources.  
If a line manager becomes aware of a member of their staff experiencing domestic violence they should confidentially inform Human Resources so that they can be prepared for any contact from next of kin or further action such as a referral to counselling.

Appendix 1

	Domestic Violence 
INCIDENT  REPORT  FORM DV1

	TO:
Senior Housing Officer / ASB Officer
	

	TENANT(S) AFFECTED

	Name(s)
	D.O.B.

	

	Address
	Note: detail safe method of communication eg mobile no., alternative address for correspondence

	

	OTHER HOUSEHOLD MEMBERS

	Name 

	D.O.B.
	Relationship

	Name 

	D.O.B.
	Relationship

	Name 

	D.O.B.
	Relationship

	Name 

	D.O.B.
	Relationship

	TYPE OF INCIDENT                         (tick relevant incident or incidents)

	Verbal abuse
	Written abuse
	Abusive behaviour

	Physical assault
	Damage to property
	

	Other (describe)

	WHERE AND WHEN DID THE INCIDENT(S) TAKE PLACE ?          
Give brief details

	

	HAVE ANY OTHER AGENCIES BEEN INVOLVED? 
(e.g. Police, Social Services, Doctor, Hospital, Women’s Aid, Women’s Refuge.) Give full details including crime reference number, name and contact details

	

	

	WERE THERE ANY WITNESSES?
(Give details of their willingness to give evidence if appropriate)

	

	

	HAS EITHER THE VICTIM OR THE ALLEGED PERPETRATOR BEEN INVOLVED IN THIS TYPE OF INCIDENT BEFORE?       (If yes, give details)

	

	WHAT ACTION WOULD THE TENANT LIKE?

	Management Transfer
	No Action
	Transfer

	General Advice
	Emergency re-housing
	Details of other Agencies

	Additional Security
	Other (referral to police /community safety unit) 

	N.B. Viridian may not be able to provide all of the services and you may need to contact/refer to other agencies for assistance.

	ACTION TAKEN OR RECOMMENDED

	

	OTHER COMMENTS

	

	REPORT COMPILED BY
	

	SIGNED
	

	DATE
	

	TENANT’S SIGNATURE
	

	DATE
	


	REPORT ON VISIT/INTERVIEW WITH VICTIM

	

	(Continue on a separate sheet of paper if necessary)

	REPORTS ON INTERVIEWS WITH WITNESSES AND OTHERS

	

	COMMENTS AND RECOMMENDATIONS

	

	MANAGEMENT TRANSFER

	Is the tenant requesting a management transfer?
	Yes / No

	Has the tenant already submitted a transfer form?
	Yes / No

	Management transfer recommended?
	Yes / No

	REPORT COMPLETED BY
	

	DATE
	

	N.B Please attach any supporting documents

	Notes:
	1.  Housing Officer / ASB Officer to call a case conference within 10 working days or sooner.

	
	2. Further reporting to be by memo/ email
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