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1. Introduction

Legal Aid NSW administers state government funding for 28 Women’s Domestic 
Violence Court Advocacy Services (WDVCASs) across NSW through the 
Women’s Domestic Violence Court Advocacy Program (WDVCAP).

This manual outlines the best-practice model of WDVCAS service delivery. The 
manual forms a part of the 2015-18 service agreement between Legal Aid NSW 
and WDVCAS Service Providers. 

All WDVCAS staff, Service Providers and Service Provider management 
committee members should be acquainted with the principles, standards and 
policies set out in this manual. WDVCAS staff must comply with this manual at all 
times.

2. Aim of the WDVCAP

Women and children experiencing domestic violence face numerous and diverse 
legal, social and economic disadvantages.

In many cases they will have experienced some or all of the following: physical, 
verbal and sexual violence, ongoing threats to their physical and/or emotional 
safety, lack of access to the legal system, social and geographical isolation, lack of 
family and community support, inadequate income support and credit/debt issues, 
housing insecurity, health issues, threats to immigration status and encounters 
with the family law and child protection systems.

The WDVCAP was formally established in 1995. The aim of the WDVCAP is to 
provide a holistic service which:

■■ assists women and children who have experienced or who are experiencing 
domestic violence to obtain effective legal protection from NSW Local Courts 
through applications for ADVOs;

■■ facilitates their access to a network of professional services that can assist 
them with their other legal and social/welfare needs; 

■■ through partnerships with other services and agencies assists in building local 
capacity to respond effectively to domestic violence; and

■■ provides case management to victims with complex needs for the duration 
of the court process in certain circumstances in Campbelltown and Wagga 
Wagga.

Through these services, the WDVCAP aims to provide victims with:

■■ Improved access to and understanding of the ADVO and criminal justice 
process;

■■ Effective legal protection through an ADVO;

■■ Appropriate ADVOs designed to fit their specific needs;

■■ Effective and appropriate legal representation;
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■■ Access to a support system that can assist them with their other legal and 
social welfare needs; and

■■ Improved experience of the justice system, for example, being able to obtain an 
appropriate final order as quickly and efficiently as possible.

The WDVCAP is founded on a human rights approach to the provision of services 
to people in domestic violence situations. This approach acknowledges:

■■ A commitment to the United Nations Convention on the Elimination of All Forms 
of Violence Against Women, the United Nations Declaration on the Elimination 
of Violence against Women and the United Nations Convention on the Rights of 
the Child;

■■ The gendered nature of domestic violence and its disproportionate impact upon 
women;

■■ The negative impact of exposure to domestic violence upon children and the 
relevance of domestic violence as a child protection issue;

■■ The disproportionate impact of domestic violence on women who may already 
be disadvantaged, in particular Aboriginal women, women from culturally and 
linguistically diverse backgrounds, women with disabilities, women in same-sex 
relationships and older women;

■■ The need to adopt a holistic, multi-pronged approach to the provision of 
services to victims of domestic violence; and

■■ The need to continually improve responses to victims of domestic violence at 
an individual and systemic level.

3. What is domestic violence?

Domestic violence includes any behaviour, in an intimate or family relationship, 
which is violent, threatening, coercive or controlling, causing a person to live 
in fear. It is usually manifested as part of a pattern of controlling or coercive 
behaviour. 

Domestic violence can include physical, sexual, verbal, psychological, mental, and 
emotional abuse; stalking; harassment; financial abuse and manipulation; denial of 
freedom and choice; and control of access to family and friends. 

An intimate relationship refers to people who are (or have been) in an intimate 
partnership whether or not the relationship involves or has involved a sexual 
relationship, i.e. married or engaged to be married, separated, divorced, de facto 
partners (whether of the same or different sex), couples promised to each other 
under cultural or religious tradition, or who are dating. 

A family relationship has a broader definition and includes people who are related 
to one another through blood, marriage or de facto partnerships, adoption and 
fostering relationships, sibling and extended family relationships. It includes the full 
range of kinship ties in Aboriginal and Torres Strait Islander (ATSI) communities, 
extended family relationships, and constructs of family within lesbian, gay, 
bisexual, transgender, intersex or queer (LGBTIQ) communities. 
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People living in the same house, people living in the same residential care facility 
and people reliant on care may also be considered to be in a domestic relationship 
if their relationship exhibits family-like dynamics.

4. Terminology

Throughout this document the term ‘victim’ is used as it is the term that is 
most familiar to WDVCAS staff. Use of this term is not intended to imply 
disempowerment of women. The WDVCAP acknowledges the strength and 
survival of women who have experienced or who are experiencing domestic 
violence.

Due to the gendered nature of domestic violence, the document generally refers to 
men as perpetrators and women as victims, except where other types of domestic 
relationships are involved such as same-sex relationships and mother-daughter 
relationships.

A person who has applied for an ADVO is referred to as the ‘applicant.’ A person 
against whom an ADVO is or has been sought or who is or has been charged with 
a domestic violence offence(s) is referred to as the ‘defendant.’

The term ‘Aboriginal’ is used throughout the document to describe Indigenous 
Australians living in NSW as it is the term that is most commonly used.

5. ‘It Stops Here’ NSW Government Domestic and 
Family Violence Framework for Reform

In 2014 the NSW Government launched the It Stops Here Reforms. The Reforms 
aim to improve the state-wide response to domestic violence, primarily through a 
new model of service delivery known as Safer Pathway. 

WDVCASs have been selected to host a key component of Safer Pathway – a 
network of Local Coordination Points (LCPs) for women victims of domestic 
violence across NSW. LCPs provide victims with threat assessment, case 
coordination and referral to a Safety Action Meeting (SAM) if necessary. LCPs also 
provide secretariat support to SAMs.

Although WDVCASs host LCPs, the two service delivery functions are separate. 
Legal Aid NSW provides funding for LCP service delivery that is separate from – 
and in addition to – regular WDVCAS funding.

Safer Pathway implementation commenced in September 2014 and is scheduled 
to roll out across NSW over three to five years. This means that an increasing 
number of WDVCASs will become host to a LCP over the course of the 2015-18 
WDVCAP Service Agreement.

This manual relates to regular WDVCAS service delivery only. WDVCASs that host 
a LCP should refer to the LCP Policy Manual for further guidance.
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6. What is a WDVCAS?

WDVCASs are funded by Legal Aid NSW to provide information, assistance and 
court advocacy services, and case management and case tracking in certain 
circumstances, to women and children experiencing domestic violence.

Funding is provided to incorporated, not-for-profit non-government organisations 
through a triennial Service Agreement with Legal Aid NSW.

Funding is provided to the Service Provider organisation to employ a WDVCAS 
Co-ordinator and other staff, and to cover administrative costs relating to the 
operation of the WDVCAS.

WDVCASs that operate in areas with a high percentage of Aboriginal or people 
from culturally and linguistically diverse (CALD) backgrounds are funded to employ 
Aboriginal and Multicultural Specialist Workers.

7. What does a WDVCAS do?

The role of a WDVCAS is to advocate on behalf of women and children who have 
experienced or are experiencing domestic violence and to assist them to obtain 
legal protection through an ADVO. Specifically, the role of the WDVCAS is to:

■■ Facilitate the client’s access to the court system to obtain effective legal 
protection;

■■ Ensure clients are referred to the WDVCAS before court and at court, by NSW 
Police Force, Local Courts staff and other services;

■■ Provide clients with legal information about the court process and their options 
in relation to the process before court, at court and after court; WDVCAS 
staff do not provide legal advice but ensure appropriate early referral to legal 
practitioners for advice and representation;

■■ Assess, at each stage of the process, the client’s needs for legal and social/
welfare assistance and facilitate her access to services which can assist with 
these needs;

■■ Ensure that WDVCAS clients in private AVO applications receive legal advice 
and representation;

■■ Ensure that the conditions of the client’s AVO (provisional, interim and final) are 
appropriate and workable in the client’s circumstances;

■■ Ensure where possible that final AVOs are made without unnecessary delay;

■■ Ensure that clients receive support to feel safe throughout the court process as 
far as possible;

■■ Work co-operatively and collaboratively with NSW Police Force and Local 
Courts staff, legal practitioners and local services to improve court outcomes 
for clients; and

■■ Ensure that clients receive case tracking and case management throughout the 
court process in certain circumstances (in Campbelltown and Wagga Wagga only)
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On ADVO list days, WDVCAS workers must attend court from 9am until the list is 
completed to ensure that all women in ADVO applications can access WDVCAS 
support.

WDVCASs deliver the following services to women experiencing domestic 
violence and their children:

■■ information;

■■ assistance and referral; 

■■ court advocacy; and

■■ case management and case tracking in certain circumstances.

Information

This includes legal information. Legal information involves describing legal 
procedures or processes and includes providing basic information about:

■■ Domestic violence legislation and other areas of law;

■■ Making an application for an ADVO;

■■ Making a complaint to the NSW Police Force regarding an ADVO and/or a  
criminal offence;

■■ Court proceedings including AVO applications and hearings;

■■ How to make an AVO effective including reporting of “breaches”;

■■ The role of the NSW Police Force; and

■■ The role of legal representatives including individual legal practitioners, 
representatives from Legal Aid NSW including the Domestic Violence 
Practitioner Scheme (DVPS), Police Prosecutors and community legal centres.

Legal information does not include telling women the most appropriate course 
of legal action to take, interpreting the law or assessing the consequences of any 
legal course of action. This is called legal advice. If a woman needs legal advice, 
she must be referred to a legal service or legal practitioner.

WDVCASs are not a legal service. WDVCAS staff do not provide legal advice.

Assistance and referrals

WDVCASs do not generally engage in ongoing casework or case management of 
clients. A WDVCAS’s engagement with a client is short-term, focused on ensuring 
legal protection and assessing the client’s other legal and social welfare needs 
and making appropriate referrals.

It is important that WDVCAS workers understand the boundaries of their role and 
act within those boundaries.
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A WDVCAS provides a range of assistance within its role depending on its 
resources. This may include providing information and making referrals, assisting a 
client to make an AVO application, making a complaint to police about a breach of 
an AVO or other criminal offence or writing a letter of support for a client to another 
agency, e.g. a housing provider.

Referrals include:

■■ Legal services (e.g. family law, care and protection, credit and debt);

■■ Housing services (e.g. refuges, Housing NSW, Staying Home Leaving 
Violence);

■■ Counselling and practical support services (such as professional counsellors, 
family support services); and

■■ Financial assistance services (e.g. Centrelink, financial counsellors).

Wherever possible, ‘warm referrals’, in which the referrer introduces the client 
to another service, should be made.

Court advocacy

An advocate builds relationships with key partners (such as NSW Police Force, 
Local Courts, legal representatives) in order to gain specialist knowledge about 
the systems and services available to assist women and children experiencing 
domestic violence. Advocacy involves using this knowledge in a respectful and 
collaborative way to assist women to negotiate these systems effectively.

This may also involve advocating on her behalf (with her consent) with other 
organisations.

Examples of court advocacy include working with the Domestic Violence Liaison 
Officer (DVLO) or Police Prosecutor to ensure ADVO conditions are appropriate to 
the client’s needs; ensuring women receive the support and assistance they need, 
both when addressing breaches and when disclosing offences against them; and 
helping prevent secondary victimisation of women by the court system.

Advocacy does not mean providing legal representation or advice.

Case management and case tracking

In Campbelltown and Wagga Wagga, WDVCAS Service Providers receive 
additional funding to provide clients with case tracking and case management in 
certain circumstances. This model includes:

■■ monitoring and communication of court outcomes to clients during the case 
tracking process;

■■ support for clients while at court, including hearings;

■■ safety planning;

■■ referral to appropriate support services, and

■■ ongoing case management of victims with complex needs.
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8. Principles guiding WDVCAS service delivery

■■ The safety of each woman and other persons with whom she is in a domestic 
relationship (including children) and of workers has priority;

■■ Women are treated with dignity, respect and sensitivity;

■■ Women are supported and assisted to receive services on an equitable basis;

■■ Women are able to identify and express their needs and make decisions in a 
supportive and non-judgemental environment. This includes the right to refuse 
a service and not have this decision prejudice their future access to services;

■■ Women have the right to confidentiality and are informed of situations where 
that confidentiality may be limited e.g. in relation child protection issues;

■■ Services will work co-operatively, collaboratively and in a co-ordinated way 
to ensure the best possible services are delivered to women and children 
experiencing domestic violence;

■■ Women experiencing domestic violence are provided with appropriate advocacy;

■■ A culture of intolerance about domestic violence is promoted amongst 
communities and individuals;

■■ Women receive quality services from appropriately skilled workers;

■■ Services are accessible to all women and children who have experienced or 
are experiencing domestic violence.

9. Priority client groups 

Depending upon demand and resources, WDVCASs are required to assist to 
women and children who have experienced or are experiencing domestic violence 
in the following circumstances:

■■ Women who are considering ADVO proceedings and require information, 
advice and referral;

■■ Women in ADVO applications (Police and privately initiated) which are being 
heard on a mention basis on AVO list days (as an applicant, or as a defendant 
at the discretion of the WDVCAS Co-ordinator);

■■ Women in ADVO applications (Police and privately initiated) which are being 
heard on a mention basis on other court days (as an applicant, or as a 
defendant at the discretion of the WDVCAS Co-ordinator);

■■ Women in ADVO applications (Police and privately initiated) which are set down 
for a defended hearing (as an applicant, or as a defendant at the discretion of 
the WDVCAS Co-ordinator);

■■ Women in APVO proceedings who have been subjected to stalking and 
intimidation, where there is no previous intimate relationship, subject to the 
discretion of the WDVCAS Co-ordinator. E.g. by someone whose apparent 
intention is for the purpose of forming a relationship; or by a new partner of the 
client’s ex-partner;
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■■ Women in criminal charge matters involving domestic violence which are being 
heard on a mention basis with or without an associated ADVO application 
(as a victim witness, or as a defendant at the discretion of the WDVCAS Co-
ordinator);

■■ Women in criminal charge matters involving domestic violence which are set 
down for a defended hearing with or without an associated ADVO application 
(as a victim, or as a defendant at the discretion of the WDVCAS Co-ordinator);

■■ Women in ADVO applications (Police and privately initiated) which are the 
subject of an appeal to the District Court (as an applicant, or as a defendant at 
the discretion of the WDVCAS Co-ordinator); and

■■ Intervention programs under the Criminal Procedure Act 1986, such as Circle 
Sentencing, subject to the choice of the victim in the proceedings to have a 
support person present.

10. Services that cannot be provided by a WDVCAS

WDVCASs must not provide any services to perpetrators of domestic violence. 
This does not include women defendants where the WDVCAS Co-ordinator is 
satisfied that the defendant in the proceedings is a victim of domestic violence.

WDVCASs must not provide ongoing case management of clients, except where 
specifically funded to do so in Campbelltown and Wagga Wagga.

WDVCASs must not provide legal advice to clients. Under the Legal Profession Act 
2004 (NSW), there may be legal consequences if WDVCAS workers give legal advice.

11. Relevant legislation

WDVCAS service delivery is underpinned by the following State and 
Commonwealth legislation and their objects. WDVCASs must understand and 
comply with this legislation.

■■ Crimes (Domestic and Personal Violence) Act 2007 (NSW);

■■ Victims’ Rights and Support Act 2013 (NSW);

■■ Crimes Act 1900 (NSW), regarding domestic violence-related criminal offences;

■■ Family Law Act 1975 (Commonwealth);

■■ Children and Young Persons (Care and Protection) Act 1998 (NSW); and

■■ Provisions for Circle Sentencing under the Criminal Procedure Act 1986 
(NSW).

In particular, Part 13A of the Crimes (Domestic and Personal Violence) Act 2007 
(NSW) enables information sharing in situations of domestic violence in order to 
prevent or lessen a serious threat to a person’s life, health or safety. WDVCASs 
should familiarise themselves with Part 13A and ensure compliance with its 
requirements at all times.
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12. Best practice model of WDVCAS service delivery

Legal Aid NSW and WDVCASs have worked over time to produce a best practice 
model of service delivery. The key elements of this model are: 

■■ Emphasis on pre-court and at-court servicing;

■■ A human rights-based approach;

■■ WDVCAS autonomy such that they are clearly identifiable as both distinct 
services and members of a greater WDVCAS network;

■■ Collaboration with NSW Police Force, Local Courts and other members of the 
justice sector, particularly on ADVO list day;

■■ Individual WDVCASs being located with various community and not-for-profit 
agencies but linked through membership of a state-wide network;

■■ Systemic advocacy on behalf of women and children who have experienced or 
are experiencing domestic violence;

■■ Staff-directed servicing with Coordinators having the responsibility for the 
design and delivery of local services on a day to day basis;

■■ Focus on the particular needs and entitlements of people from CALD and 
Aboriginal backgrounds; and

■■ Engagement of non-WDVCAS workers in the delivery of court advocacy 
services via rosters of seconded workers or, in certain circumstances, 
volunteers (if approved by the WDVCAP Manager).

13. Governance

Good governance requires Legal Aid NSW, members of Service Provider 
management committees, Service Provider staff and WDVCAS staff being aware 
of their responsibilities, taking those responsibilities seriously, being willing 
to evaluate their own effectiveness and make improvements where these are 
required.

Through good corporate governance, the potential of WDVCASs to deliver the 
best possible services to clients will be maximised and maintained.

Legal Aid NSW

Legal Aid NSW is committed to ensuring that the WDVCAP:

■■ Delivers accessible, consistent and high quality services to women and 
children experiencing domestic violence;

■■ Works collaboratively with justice system partners and other organisations 
to improve access to justice for women and children experiencing domestic 
violence; and

■■ Pursues continuous improvement across NSW.
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Legal Aid NSW funds WDVCASs through the 2015-18 WDVCAP Service 
Agreement. The Service Agreement sets out the responsibilities and obligations 
of the Service Provider. This policy manual forms a part of the standard Service 
Agreement.

Legal Aid NSW is responsible for monitoring the compliance of WDVCASs and 
their Service Providers with the requirements of the Service Agreement and the 
policy manual.

Should a WDVCAS be in breach of its obligations, Legal Aid NSW may withhold 
funding until the breach has been addressed.

The WDVCAP Unit

The WDVCAP Unit within Legal Aid NSW is responsible for overseeing the 
operation and funding of WDVCASs across the state.

The WDVCAP Unit sits within the Community Partnerships Division of Legal 
Aid NSW. The WDVCAP Manager reports directly to the Executive Director, 
Community Partnerships, who reports to the CEO, who in turn reports to the Legal 
Aid NSW Board, the Attorney-General and the NSW Parliament. 

The WDVCAP Unit is not responsible for providing advice on internal Service 
Provider issues such as staff conflicts, recruitment and retention issues or 
performance management of staff. It will only intervene where there is a potential 
breach of the WDVCAS Service Agreement. 

WDVCAP Unit responsibilities

The WDVCAP Unit has the following responsibilities:

■■ Funding: Administering funding to WDVCASs and seeking enhancement 
funding on behalf of the WDVCAP.

■■ Service Agreements: Developing Service Agreements and monitoring 
WDVCAS Service Provider compliance with them.

■■ Service delivery: Appointing appropriate Service Providers to deliver 
WDVCAS services and entering into Service Agreements with these agencies; 
monitoring and enforcing compliance with Service Agreements and assisting 
Service Providers to make improvements where compliance is an issue.

■■ Training: Providing training, forums and other development opportunities 
to WDVCAS staff, seconded workers and legal practitioners working with 
WDVCASs, and joint training opportunities with other agencies.

■■ Mentoring: Working with individual WDVCASs where required to address local 
issues and problems with key stakeholders including the NSW Police Force 
and NSW Local Courts. 

■■ Monitoring, evaluating and reporting: Analysing WDVCAS and other relevant 
data to ensure the WDVCAP is meeting its objectives.

■■ Strategic direction: Developing and implementing the strategic direction of the 
WDVCAP.
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■■ Legal policy reform: Working with other agencies to address legal, policy and 
practical issues affecting women and children experiencing domestic violence.

■■ Promotion and development: Promoting the WDVCAP to clients and other 
agencies on a state-wide basis through publications and other media.

14. WDVCAS NSW Inc.

Legal Aid NSW funds WDVCAS NSW Inc., the peak representative body for 
WDVCASs across the state.

WDVCAS NSW Inc. is staffed by an Executive Officer and governed by a Board 
comprised of WDVCAS workers.

WDVCAS NSW Inc. works towards improving the response to women 
experiencing domestic violence and their children through advocating for policy 
and law reform. WDVCAS NSW Inc. also promotes the profile of WDVCASs and 
facilitates communication and collaboration between services. 

As an independent, separately incorporated association, WDVCAS NSW Inc. 
is able to perform a political lobbying function that is outside the ambit of the 
WDVCAP Unit and Legal Aid NSW. The organisation determines how and when it 
meets and what positions to take on different issues. It receives financial support 
from Legal Aid NSW under a Service Agreement that outlines the roles and 
responsibilities of both parties.

WDVCAS NSW Inc. meets regularly with the WDVCAP Unit.

15. WDVCAS Service Providers

Service Providers are non-government incorporated entities that enter into Service 
Agreements with Legal Aid NSW to provide WDVCAS services.

The primary role of the Service Provider is to provide support and direction to the 
WDVCAS to ensure compliance with the WDVCAP Service Agreement.

The Service Provider is responsible for recruitment and management of staff, 
financial management and performance oversight of the WDVCAS. The Service 
Provider should undertake this role in consultation with the WDVCAS Co-ordinator, 
who is responsible for the day-to-day operation of the Service.

The Service Provider appoints the WDVCAS Co-ordinator but would generally not 
be involved in the day-to-day operation of the WDVCAS. Service Providers often 
manage multiple programs so it is reasonable to expect that the WDVCAS Co-
ordinator will take on a significant level of program management. 
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An appropriate Service Provider is one that is able to demonstrate the following:

■■ An understanding of domestic violence and its complexities;

■■ An understanding of the role, functions and services of Legal Aid NSW and 
other legal service providers;

■■ An understanding of the NSW justice system;

■■ A commitment to best-practice service delivery for women and children 
experiencing domestic violence as outlined in this manual; and

■■ A willingness and ability to comply with the WDVCAS Service Agreement, 
WDVCAP policy manual and any other relevant operational documents.

In addition to its responsibilities under the Service Agreement, WDVCAS Service 
Providers are responsible for the following.

Recruitment, supervision and development of WDVCAS staff

a) Employing WDVCAS staff in accordance with the prescribed funding allocation 
and staffing complement;

b) Ensuring that position descriptions and selection criteria are based on minimum 
competencies and are regularly reviewed (template position descriptions are 
annexed to this document);

c) Ensuring that recruitment of WDVCAS staff is based on a fair and transparent 
selection process and that selection is based on merit;

d) Ensuring that staff have the relevant competencies required for their position;

e) Developing and implementing appropriate employment policies including in 
relation to disputes and complaints resolution processes; 

f) Ensuring that staff employment conditions comply with NSW legislation relating 
to occupational health and safety, equal opportunity and anti-discrimination;

g) Providing staff induction on all relevant policies and procedures;

h) Supervising the overall operation of the WDVCAS and providing for appropriate 
external supervision and support for WDVCAS staff; and

i) Providing professional training and development opportunities for WDVCAS Co-
ordinators.
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Delivery and promotion of WDVCAS services and local problem 
solving

a) Providing appropriate office facilities, office equipment and a dedicated phone 
line and message bank facility for the WDVCAS; 

b) Ensuring that WDVCAS services are delivered efficiently, effectively and in 
accordance with WDVCAP policy manual;

c) Ensuring that the WDVCAS has protocols in place which address client safety 
and worker safety;

d) Ensuring that there are procedures in place for dealing with potential, perceived 
or real conflicts of interest;

e) Ensuring that strong working partnerships are established and maintained 
between the WDVCAS and key agencies, particularly NSW Police Force and 
NSW Local Courts;

f) Ensuring that the WDVCAS is maintained as a discrete service within the 
Service Provider’s organisational structure;

g) Promoting the WDVCAS locally;

h) Resolving local-level service delivery issues between the WDVCAS and other 
agencies or, where these cannot easily be resolved, seeking advice from Legal 
Aid NSW on how best to manage the situation; and

i) Ensuring that persistent, systemic problems or difficulties be notified to the 
WDVCAP Unit for further action as required.

Confidentiality and privacy

Service Providers must have in place documented policies and procedures for 
safeguarding client confidentiality and must effectively communicate these to all 
staff.

Clients must also be informed of their rights in relation to client confidentiality.

As part of the induction process, new staff members must be trained in these 
confidentiality procedures. Staff must also understand that a breach of client 
confidentiality may be deemed a breach of their conditions of employment and 
may result in the termination of their employment.

A confidentiality statement is to be signed by all WDVCAS staff and seconded 
workers. A copy is to be held by each worker and the signed originals kept in the 
secure administration files of the WDVCAS.

Service Providers must abide by all relevant privacy legislation and information 
sharing protocols including, where applicable, the Domestic Violence Intervention 
Court Model (DVICM) Privacy and Information Exchange Procedures, and Part 
13A of the Crimes (Domestic and Personal Violence) Act 2007 (NSW) and the 
associated Domestic Violence Information Sharing Protocol.
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All WDVCAS staff and seconded workers are required to maintain the 
confidentiality of clients. In compliance with the Privacy and Personal Information 
Protection Act 1998 (NSW), no private or personal information of the client is to be 
provided to any other person or agency except: 

■■ with the client’s consent;

■■ in Campbelltown and Wagga Wagga, in accordance with the DVICM Privacy 
and Information Exchange Procedures;

■■ as required by law (e.g. to report children at risk of harm or in order to comply 
with a subpoena); or

■■ in accordance with Part 13A of the Crimes (Domestic and Personal Violence) 
Act 2007 (NSW) and the associated Domestic Violence Information Sharing 
Protocol.

WDVCASs should have a pro forma client consent form for releasing client 
information to another agency or for obtaining client information from another 
agency. A template can be obtained from Legal Aid NSW.

Client files

WDVCASs must ensure that all information relating to their clients is kept 
confidential except in the limited circumstances listed above.

WDVCAS staff responding to legal demands to disclose information should be 
aware of the circumstances where their clients can claim professional confidential 
relationship privilege or sexual assault communications privilege. WDVCAS Co-
ordinators should seek legal advice before any records are disclosed.

Access to client files should be determined by the WDVCAS Co-ordinator. Client 
files should be kept locked in a secure location for at least five years. 

Service Providers must ensure that WDVCAS files are maintained and destroyed 
in accordance with relevant legislation.

WDVCASs should have documented procedures in place for recording the 
provision of services to WDVCAS clients. Procedures should cover:

■■ Recording information services provided to clients; 

■■ Assessing a potential client’s eligibility to receive a service and informing a 
client if the WDVCAS is unable to provide a service;

■■ Opening and maintaining a client file where a service is to be provided to a 
client;

■■ Completing WDVCAS Client Contact Forms and keeping other records 
including: 

■› Relevant documents (e.g. copies of AVO applications, orders made and 
other court papers relevant to the client’s matter);

■› File notes with dates on developments in relation to the matter, for example, 
records of injuries disclosed, advice of service of applications/orders, 
breaches and whether the breaches have been reported to police and a 
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medical practitioner, charges for breaches, applications for legal aid, future 
court dates, letters of advice to the client on court outcomes and referrals to 
other services; and

■› Copies of formal notifications of children at risk.

■■ Recording the names of legal practitioners providing representation and advice 
in relation to the matter;

■■ Recording the assistance provided to the client and checking this where 
appropriate, for example, ensuring that all deadlines are met and that services 
are consistent with WDVCAP Policies;

■■ Regularly reviewing client files to ensure clients receive high quality services;

■■ Ensuring client confidentiality and keeping copies of signed client consent 
forms where information is to be disclosed; and

■■ Filing and storing paper documents and files for the required statutory 
period.

Conflict of interest

A conflict of interest arises where a WDVCAS staff member or a member of the 
management committee is in a position to obtain a benefit that derives from the 
person’s association with the WDVCAS, committee or Service Provider.

A conflict of interest can also arise for a WDVCAS in a particular matter in which a 
client is seeking the services of the WDVCAS and the WDVCAS has assisted the 
other party in a previous matter.

For a conflict of interest to exist it is not necessary to show that a person 
attempted to obtain a benefit or may in fact obtain a benefit. It is enough that the 
person could be perceived to be in a position to obtain a benefit. Both perceived 
and actual conflicts of interest can affect the integrity of the WDVCAS and the 
Service Provider and community confidence in the service.

Below are some examples of actual or perceived conflicts of interest, inclusive of 
possible solutions.

Example:
A client (mother) requests assistance from a WDVCAS in relation to an ADVO 
where the other party is her daughter.

The WDVCAS has previously assisted the daughter in relation to an ADVO 
against her mother.

The WDVCAS Co-ordinator can resolve the issue by ensuring that both clients 
have access to assistance by contacting and referring the mother to another 
service, if possible, or by allocating a seconded worker who has had no 
contact with either client to the matter to provide assistance. File notes to this 
effect must be recorded and kept.

It is essential that Service Providers and WDVCASs formalise a process for 
managing conflicts of interest that may arise.



16

WOMEN’S DOMESTIC VIOLENCE COURT ADVOCACY PROGRAM POLICY MANUAL 2015 LEGAL AID NSW

These usually involve explicit ways of managing a possible conflict, for example, 
by declaring an interest, relying on the affected party to waive any objection or 
removing conflicted persons from making a decision.

In each case, management should be informed of the conflict and action should 
be taken to address the conflict.

The Service Provider and WDVCAS must ensure that all staff and clients (where 
appropriate) are made aware of the formal conflict-of-interest process adopted by 
the Service Provider and the WDVCAS.

Joint employment

In some areas, part-time WDVCAS staff may obtain additional employment within 
other agencies. Management committees of WDVCAS Service Providers must 
ensure that there is no conflict of interest for the workers or for the WDVCAS 
because of the worker’s other employment.

Management committees of WDVCAS Service Providers must identify the 
potential for conflict arising from joint employment undertaken by WDVCAS staff 
and ensure that staff are able to recognise potential conflict arising from this 
situation.

The Service Provider should also ensure that WDVCAS staff make clear to clients 
their role and the service they represent when providing services.

Complaints and dispute resolution

A complaint may relate to the quality of services provided, or to the diligence, 
competency, behaviour or attitude of staff. Complaints may represent an 
opportunity to improve practices and procedures or may enable a WDVCAS to 
enhance its reputation as a responsive and responsible service.

Each WDVCAS Service Provider must have in place procedures for obtaining 
feedback from clients, key partners and referral agencies.

Service Providers should also have in place a formal complaints handling process 
to manage all complaints, including complaints received from:

■■ Clients;

■■ Community members;

■■ Other services; and

■■ WDVCAS staff, other Service Provider staff and management committee 
members.

The complaints handling process must be accessible and transparent. Useful 
resources on complaint handling policies and procedures can be found on the 
NSW Ombudsman’s website at: http://www.ombo.nsw.gov.au/show.asp?id=133.

http://www.ombo.nsw.gov.au/show.asp?id=133
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Where Legal Aid NSW receives a complaint about a WDVCAS, Legal Aid NSW 
will, with the consent of the complainant, forward a copy of the complaint to the 
management committee of the Service Provider for resolution and seek a report 
on the outcome of the complaint.

Legal Aid NSW will not investigate a complaint unless it raises a potential breach 
of the WDVCAS Service Agreement or WDVCAP Policy Manual.

Code of conduct

The Service Provider should also develop a code of conduct for WDVCAS staff. 
All WDVCAS staff must sign the code of conduct and copies must be provided to 
each worker with the signed originals kept on record within secure administration 
files.

The code of conduct should aim to ensure that:

■■ The highest standard of professionalism is exercised within each worker’s area 
of responsibility;

■■ Workers maintain appropriate professional boundaries with clients and 
colleagues;

■■ Waste of resources is avoided;

■■ The WDVCAS is represented in a positive way at all times, and

■■ WDVCAS business is conducted in an efficient and ethical manner.

16. Staffing

WDVCAS-specific requirements

All WDVCAS staff must be women. Being a woman is a genuine occupational 
qualification for WDVCAS work. The WDVCAP has been granted an exemption 
under s.31 of the Anti-Discrimination Act 1977 to enable WDVCASs to recruit and 
employ only women.

The Service Provider should ensure that WDVCAS staff are women who have the 
appropriate skills, qualifications and/or experience for their positions.

Service Providers should undertake appropriate checks and screenings to 
determine the suitability of applicants. These should include working with children 
checks.

Worker hours

The Service Provider must ensure that the Co-ordinator position is a full-time 
equivalent (FTE) position. Where applicable, the Service Provider must take all 
reasonable steps to ensure any Specialist Worker positions are at least 21 hours 
per week.
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Specialist Workers

Service Providers should note that in relation to the employment of Aboriginal 
Specialist Workers, Aboriginality is a genuine occupational qualification.

An Aboriginal person is defined under s.4 (1) of the Aboriginal Land Rights 
Amendment Act 2001 as a person who:

■■ is a member of the Aboriginal race of Australia, and 

■■ identifies as an Aboriginal person, and 

■■ is accepted by the Aboriginal community as an Aboriginal person.

The Service Provider should be satisfied in relation to all three elements of this 
definition.

In relation to Multicultural Specialist Workers, being of a CALD background is also 
a genuine occupational qualification.

Template position descriptions for WDVCAS staff are annexed to this document.

Supervision, debriefing and mentoring

It is essential that WDVCAS staff dealing with domestic violence, child abuse 
and sexual assault should have adequate professional debriefing and mentoring 
opportunities. The WDVCAP Unit provides a mentoring service to WDVCAS staff 
through the WDVCAP Project Officer (Mentoring).

Each WDVCAS should develop a debriefing process and professional support for 
WDVCAS staff and seconded workers in order to reduce stress, trauma and day-
to-day work pressures. Regular external supervision must be offered to all paid 
WDVCAS staff.

The Service Provider and WDVCAS Co-ordinator should also ensure where 
possible that staff do not work outside their normal hours of employment. If it is 
necessary for a staff member to work outside their normal hours, this work must 
be covered by relevant insurance policies.

Service planning

A strategic plan is a valuable tool that enables staff to consider long-term 
objectives and evaluate the effectiveness of WDVCAS services. The aims and 
objectives of the plan should be consistent with the aims and objectives of the 
WDVCAP.

Strategic plans should be kept simple and should focus on WDVCAS performance 
indicators, outcomes and clients.

An operational plan which specifies individual tasks, staff responsible for those 
tasks, resources required and a timeline for the completion of those tasks should 
be developed. Legal Aid NSW can provide templates to assist with this process.
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Service reporting

WDVCAS Co-ordinators must ensure the timely entry of client data into the 
WDVCAP replace. Data collection is a critical element of the planning process and 
forms part of a WDVCAS’s reporting obligations to Legal Aid NSW.

Legal Aid NSW has access to non-identified WDVCAS data.

All materials used in the collation of data such as WDVCAS client contact forms 
must be retained by the WDVCAS and stored appropriately in client files.

WDVCASs must also enter data as necessary into the CRP, the electronic system 
by which WDVCASs receive referrals from NSW Police Force.

WDVCASs must submit financial reports and performance reports in accordance 
with the WDVCAP Service Agreement. The performance reports must address the 
expected levels of performance set out in each WDVCAS’s Service Agreement. 

If Legal Aid NSW identifies a performance issue with a WDVCAS, the WDVCAS 
may be required to undergo some form of special performance monitoring.

Assistance will be provided to the WDVCAS to enable it to address any issues of 
concern. This could include a formal visit by the WDVCAP Unit. A report of the visit 
outlining discussions held during the visit, issues identified and action to be taken 
will be provided to the WDVCAS Co-ordinator and Service Provider.

17. Domestic Violence Justice Strategy requirements

The Domestic Violence Justice Strategy (DVJS) is an operational framework that 
outlines standards justice agencies must meet in order to improve the criminal 
justice system’s response to domestic violence in NSW. As part of the DVJS, 
WDVCASs must meet the following standards:

■■ Receive all NSW Police Force referrals for women identified as victims of a 
domestic violence incident in the WDVCAS area; and

■■ Proactively attempt to contact these women within one business day of 
referral to offer support.

For example, if a referral is received at 10am on Monday, the WDVCAS must 
attempt to contact the client by 5pm Tuesday; if a referral is received at 4pm on 
Friday, the WDVCAS must attempt to contact the client by 5pm Monday. 

WDVCASs should attempt to contact clients by telephone wherever possible. If a 
client does not answer, WDVCASs should attempt to contact them at least another 
two times in a five-day period. 

If a referral relates to a woman assessed as at serious threat (e.g. by the Police), 
the WDVCAS should consider continuing to contact them and/or refer the matter 
back to police for further investigation.

All incoming referrals should contain information about how and when it is safe to 
contact clients. WDVCASs must follow these instructions. 
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WDVCASs should record all attempts to contact a client on their file and in the 
Central Referral Point (CRP) system.

Contacting clients referred to the WDVCAS

First attempt – within one business day of referral

Total attempts – at least three times in a five-day period 

The Local Courts serviced by the WDVCAS and the geographic area covered by 
specialist workers should be clearly defined and publicly displayed in the public 
waiting area of the WDVCAS office and in all resource materials and publications.

Where a WDVCAS is considering options to relocate or expand its current 
premises, issues of accessibility and the cost of making new or expanded 
premises accessible should be considered and discussed with Legal Aid NSW.

Outreach services and other strategies should be used to reach potential clients 
and to address disadvantage arising from remoteness or language difficulties.

On-referral

Receipt of all Police referrals under the DVJS means that WDVCASs will on 
occasion receive a referral for a woman living in a Local Court location that they 
do not service, or in relation to whom there is no ADVO or criminal charge matter.

In these circumstances, the WDVCAS must contact the woman to offer support. 
If the woman consents to receiving a service, the WDVCAS can either assist her 
directly or on-refer her to an appropriate local service.

For example, if a WDVCAS receives a referral for a woman seeking an ADVO at a 
local court they do not service, the WDVCAS should contact her to offer support. If 
the woman consents, the WDVCAS can then refer her to an appropriate service in 
the local court area.

WDVCASs cannot on-refer a woman to another service without first contacting her 
to seek consent. This is because WDVCASs are the only service legally allowed 
to proactively contact women victims referred by NSW Police Force or NSW Local 
Courts.

Threat assessment

As part of Safer Pathway, NSW Police Force officers must complete a Domestic 
Violence Safety Assessment Tool (DVSAT) for the victim of every domestic 
violence incident they attend. 

The DVSAT assesses the level of threat to a person’s safety, based on known 
indicators of risk and an officer’s professional judgement. A victim can be 
assessed as either at threat or at serious threat using the DVSAT. 

Police must attach the completed DVSAT for each victim to the referral they make 
through the CRP. This means that WDVCASs should receive a copy of the DVSAT 
for each referral. 
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If a WDVCAS receives a referral for a victim assessed as at serious threat, 
the WDVCAS should prioritise this victim as far as possible. For example, the 
WDVCAS should attempt to contact her first, before attempting to contact referrals 
assessed as at threat, and consult with the relevant Domestic Violence Liaison 
Officer (DVLO) to make sure the victim’s immediate safety is secured.

While WDVCASs are not obligated to use the DVSAT, they are strongly 
encouraged to do so if their workload permits. The DVSAT is a very useful tool for 
eliciting important information from clients and accurately assessing the level of 
threat to their safety. 

For more information about the DVSAT, refer to the LCP manual and the DVSAT 
guide available at www.domesticviolence.nsw.gov.au. 

18. Client and worker safety

The safety of WDVCAS clients, staff and seconded workers should be given the 
highest priority at all times.

Not only physical safety but also emotional and psychological safety should be 
considered.

Safety risks should be identified and managed by the Service Provider and 
WDVCAS via a comprehensive approach that includes:

■■ Having a process for identifying potential safety risks to the client and/or her 
children or other people with whom she is in a domestic relationship;

■■ Providing information and assistance to women who choose to remain with a 
violent partner which can help protect her or reduce the likelihood of further 
violence;

■■ Having service premises which promote safety, for example, adequate physical 
security measures in place to meet the needs of clients and workers and 
interview rooms to ensure confidentiality and privacy;

■■ Having a written safety policy that is monitored and reviewed on a regular 
basis. Safety training is provided to staff on an ongoing basis in keeping with 
the safety policy;

■■ Having a safe room at court and established safety procedures with the Local 
Court and NSW Police Force and measures to ensure the safety of women 
and children within the court precinct. These procedures should be reviewed 
regularly with staff;

■■ Having a policy for notifying police of any perceived threat (including 
possession of firearms or other weapons);

■■ Being aware of legislative measures available for the protection of clients for 
example, non-inclusion of a client’s residential address on an ADVO (s.43, 
Crimes (Domestic and Personal Violence) Act 2007 (NSW));

■■ Ensuring that WDVCAS staff and seconded workers names are not disclosed 
in open court;

http://www.domesticviolence.nsw.gov.au


22

WOMEN’S DOMESTIC VIOLENCE COURT ADVOCACY PROGRAM POLICY MANUAL 2015 LEGAL AID NSW

■■ Having a policy for reporting children at risk of harm;

■■ Having a policy for reporting the disclosure of serious criminal offences 
committed against the woman and/or her children or other persons with whom 
she is in a domestic relationship; and

■■ Having procedures in place for ensuring that WDVCAS contacts with clients do 
not jeopardise client safety (e.g. telephone contact, contact in public situations).

19. Accessibility of services

WDVCASs should ensure that they are well known to their client group or potential 
client group and that all women and children experiencing domestic violence have 
access to the service.

The service must be relevant to a diverse range of women and any barriers to 
accessing the service must be identified and addressed. One way of addressing 
barriers may be to recruit staff from backgrounds that match the client population.

WDVCASs should make links with local specialist services to ensure they are 
informed about the needs of specific groups, practical issues and referral options, 
for example: Aboriginal organisations, services for multicultural, lesbian and 
transgender women, older women’s services, disability services, services for 
women with a mental illness, services for women with substance abuse issues 
and women in prison.

Services should have in place procedures and practices for ensuring:

■■ Staff are aware of the demographics of the local community and of cultural 
sensitivities when dealing with local client groups;

■■ Recruitment and selection have regard to the importance of cultural 
understanding and sensitivity by all staff. Staff vacancies should be advertised 
among specialist organisations and groups;

■■ Staff are provided with training on working with women with diverse needs;

■■ Proactive use of WDVCAS specialist workers to engage with Aboriginal and 
CALD communities and incorporation of their knowledge into client service 
delivery strategies;

■■ Flexible modes of service delivery, for example, visits to communities to engage 
potential clients (without impacting on service delivery at court);

■■ Engagement with other community workers who can advise on the specific 
needs of other disadvantaged groups within the community;

■■ Guidelines and training on communicating with clients experiencing language 
barriers (e.g. use of interpreters and training in the use of TIS and face-to-face 
interpreters), including the use of interpreters at court;

■■ WDVCASs are aware of the family violence provisions in the Migration 
Regulations and are able to make referrals to appropriate agencies who can 
assist women to make an application under these provisions;
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■■ Procedures for promoting the WDVCAS to potential clients who are 
disadvantaged by reason of their remote location, language difficulties, cultural 
background, disability or other factors contributing to their isolation.

The Local Courts serviced by the WDVCAS and the geographic area covered by 
specialist workers should be clearly defined and publicly displayed in the public 
waiting area of the WDVCAS office and in all resource materials and publications.

Where a WDVCAS is considering options to relocate or expand its current 
premises, issues of accessibility and the cost of making new or expanded 
premises accessible should be considered and discussed with Legal Aid NSW.

Outreach services and other strategies should be used to reach potential clients 
and to address disadvantage arising from remoteness or language difficulties.

20. Working relationships with key partners

WDVCASs rely on co-operative and collaborative working relationships with their 
key partners in order to provide effective services and positive outcomes for their 
clients. It is also important that WDVCASs work with these agencies to develop 
effective strategies in delivering domestic violence services. These key partners 
are:

■■ NSW Police Force, responsible for frontline emergency responses to domestic 
violence, investigating domestic violence offences, and initiating the criminal 
justice response, including prosecution of criminal charges, and applications 
for AVOs. Strong partnerships between WDVCAS Co-ordinators, WDVCAS 
staff, Domestic Violence Liaison Officers (DVLOs) and Police Prosecutors are 
essential.

■■ NSW Local Courts, responsible for assisting women to initiate private 
applications for AVOs, for court services and facilities, for facilitating the hearing 
of AVO and criminal charge matters, for measures to improve safety at court 
and for providing access to a safe space at court. Strong partnerships between 
WDVCAS Co-ordinators and Local Courts staff are essential.

■■ The legal profession, which provides legal advice and representation to women 
appearing in AVO, criminal charge and related (e.g. family, civil law) matters; 
and

■■ Other non-government and government organisations, which provide services 
to victims of domestic violence and which may be a source of referrals and 
seconded workers for WDVCASs.

These working relationships are important not only in ensuring WDVCASs receive 
and are able to make effective client referrals, but also by ensuring the effective 
and efficient operation of the court process and positive client outcomes.

WDVCAS staff, seconded workers, NSW Police Force and Local Courts staff 
should have a shared understanding of their roles and responsibilities in relation 
to referrals, use of court facilities, communication and dispute resolution, data and 
information exchange.
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21. Seconded workers 

A vital role of the WDVCAS Co-ordinator is to work towards the establishment of a 
roster of trained social welfare professionals to assist women seeking protection in 
the Local Court. Once this is established, the Coordinator is then responsible for 
managing the roster.

A number of WDVCASs rely on workers from other agencies whose employers 
have agreed to their participation on the roster.

‘Seconded’ workers are women professionals and are usually drawn from local 
community agencies, such as family support services, refuges and community 
health centres, which commit workers as part of their paid employment to 
participate on the WDVCAS roster. The aim in using seconded workers in the 
Program is threefold:

■■ As a means of involving a range of government and non-government agencies 
in assisting victims of domestic violence directly and in an effective way;

■■ As a means of developing and maintaining strong links between the WDVCASs 
and other agencies; and

■■ As a means of ensuring appropriate referral networks for WDVCASs, and 
building up an effective social support system for clients in the community.

It is the responsibility of the WDVCAS Co-ordinator to seek out interest from 
individual workers and negotiate availability to assist on a WDVCAS roster with the 
workers’ employers.

The WDVCAS Co-ordinator is responsible for advising the seconded worker and 
her manager of the dates required for attendance at least one month in advance. It 
is recommended rosters are prepared four to six months in advance if possible.

In relation to WDVCAS work, the Co-ordinator is responsible for recruitment, 
rostering, providing access to WDVCAS training, mentoring, supervising and 
debriefing the seconded worker.

The seconded worker’s employer should meet all other employer obligations and 
responsibilities.

Legal Aid NSW recognises that establishing a seconded worker roster can be 
challenging, particularly for those WDVCASs located in regions where there are 
few other services. Legal Aid NSW’s Project Officer (Mentoring) is available to 
assist WDVCASs to establish or maintain rosters.

In some limited circumstances, it may not be possible to establish an effective 
roster. WDVCASs should work with Legal Aid NSW to determine whether such 
circumstances exist.

Legal Aid NSW also recognises that there may be some circumstances in which 
volunteers may be able to enhance the services provided by the WDVCAS. 
Services should seek Legal Aid NSW’s approval in writing to engage volunteers, 
but this approval will only be granted in cases where the WDVCAS has 
appropriate volunteer recruitment, support and monitoring processes in place (see 
Section 7.12 of this document for further information).
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22. Legal representation of clients

WDVCAS Co-ordinators are required to develop working relationships with suitably 
qualified local legal practitioners who are interested and available to provide legal 
services to WDVCAS clients.

Ideally, such practitioners are experienced in criminal and family law matters and 
have a particular interest in domestic violence and its impact on the community.

Legal representation can be obtained through a Domestic Violence Practitioner 
Scheme (DVPS) where one exists, through local practitioners, local Community 
Legal Centres, Women’s Legal Service NSW or pro bono lawyers. Police 
Prosecutors may use their discretion to act for private ADVO applicants on a 
mention basis.

Legal Aid NSW Domestic Violence Practitioner Scheme (DVPS)

The DVPS provides duty solicitor services to WDVCAS clients in a number of 
Local Courts throughout the Sydney Metropolitan Region and various regional and 
rural areas across NSW.

The DVPS currently operates at Waverley, Burwood, Bankstown, Liverpool, 
Fairfield, Campbelltown, Sutherland, Kogarah, Blacktown, Penrith, Gosford, 
Woy Woy, Wyong, Balmain, Downing Centre, Hornsby, Mount Druitt, Newtown, 
Parramatta, Windsor, Albury, Belmont, Cessnock, Dubbo, Maitland, Newcastle, 
Nowra, Port Kembla, Port Macquarie, Tamworth, Toronto and Wollongong.

The DVPS is funded by Legal Aid NSW. Legal Aid NSW is responsible for the 
appointment and accreditation of DVPS practitioners.

DVPSs use legal practitioners from the private profession who are rostered 
to attend court on AVO list days to represent WDVCAS clients in private AVO 
applications at mention and hearing through a grant of legal aid or on a pro bono 
basis. They are also available to provide legal advice to clients with police-initiated 
AVOs on ancillary matters, such as family law, debt and victim’s compensation.

Wherever possible, DVPS practitioners are to negotiate with defendants for 
resolution of minor family law matters, such as contact arrangements, in the Local 
Court.

WDVCAS Co-ordinators are responsible for developing and managing their roster 
of DVPS practitioners. WDVCAS Co-ordinators must distribute an identical copy of 
the roster to all DVPS practitioners listed on the document. 

DVPS practitioners are required to attend court on their negotiated rostered 
date and to participate on the court roster on a regular basis. Where a DVPS 
practitioner cannot attend on their rostered date, the practitioner should notify the 
WDVCAS Co-ordinator and arrange a swap with another practitioner on the roster 
as early as possible.
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DVPS practitioners should ensure that future mentions are listed on court 
dates when the WDVCAS is able to be present and particularly when a DVPS 
practitioner will be present. DVPS practitioners must be available to undertake 
defended hearings on behalf of WDVCAS clients with a grant of legal aid and to 
ensure that full instructions and preparation for the defended hearing takes place.

Grants of legal aid in ADVO matters

Where no DVPS is available, WDVCAS staff should place their client in contact 
with a private practitioner who can represent them, if they are eligible, with a grant 
of legal aid. Referral may also be made to a CLC or local Legal Aid NSW office.

Legal aid is available to an applicant in an ADVO matter when the application 
relates to a protected person who lives in a domestic relationship as defined under 
Legal Aid NSW policy. For aid to be granted in these matters the applicant must 
satisfy a means test.

Legal aid is also available to defendants in AVO matters and cross-applications in 
certain circumstances.

23. Professionalism at court

WDVCASs should have in place procedures for ensuring that staff and seconded 
workers understand their professional obligations while at court. These include:

■■ Adhering to appropriate dress standards when attending court and when in 
contact with clients and other professionals. This should take into account any 
risk to safety e.g. high heel shoes are not appropriate;

■■ Observing safety procedures and protocols for WDVCAS clients’ safety and 
worker safety at court, outside of the court and at the workplace;

■■ Being aware of and complying with court rosters and relief arrangements;

■■ Observing protocols and etiquette required by the court, in line with those 
observed by the legal profession;

■■ Complementing the operations of the court and other agencies working with 
the court;

■■ Supporting the integrity of the court proceedings; and

■■ Co-operating with DAGJ on any matter relevant to work and safety when 
working at court. While at court, the workplace is controlled by the DAGJ 
through the Registrar of the court.
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24. Use of NSW Local Court safe rooms

WDVCASs often use dedicated spaces within a courthouse known as ‘safe 
rooms’ or ‘shine rooms’, to meet with clients, primarily on ADVO list days. These 
spaces remain the property of NSW Local Courts and WDVCASs must work in 
partnership with Local Courts staff to develop standard procedures in relation to 
their use.

WDVCASs must ensure that defendants are not granted entry to safe rooms. If a 
male support person accompanies a client, WDVCASs should allow them into the 
safe room where appropriate, unless their presence will distress other clients in 
the room. 

If a man attends court as an applicant in an ADVO or criminal charge matter and 
asks to use the safe room, the WDVCAS should grant access where appropriate 
unless the man’s presence will distress other clients in the room.

If the latter is the case, the WDVCAS should arrange with Local Courts staff to 
accommodate the man in another appropriate space within the court precinct.

25. Child protection

WDVCAS Co-ordinators, staff and seconded workers are subject to NSW 
legislation relating to the mandatory reporting of children at risk of significant 
harm.

Section 23 of the Children and Young Persons (Care and Protection) Act 1998 
(NSW) refers to domestic violence as an indicator that a child may be ‘at risk of 
harm’ and includes the following circumstances:

“(c) the child or young person has been, or is at risk of being, physically or 
sexually abused or ill-treated,

(d) the child or young person is living in a household where there have been 
incidents of domestic violence and, as a consequence, the child or young person 
is at risk of serious physical or psychological harm,” …

Under section 27 of the Children and Young Persons (Care and Protection) Act 
1998, a person required to report a child at risk of harm is:

‘… a person who, in the course of his or her professional work or other paid 
employment delivers health care, welfare, education, children’s services, 
residential services, or law enforcement, wholly or partly, to children.’

It is the Co-ordinator’s responsibility to ensure that reports as required are made 
to the NSW Department of Family and Community Services (FACS) by paid 
WDVCAS staff. 

Reports to FACS should be made following discussion with the client wherever 
possible. A record should be kept on file of any reports made. 
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26. Client referrals

It is important that WDVCAS staff and seconded workers are able to identify a 
woman’s legal and social welfare needs and provide appropriate information and 
referrals for further assistance.

In order to do this the WDVCAS should have an intake and assessment procedure 
and use this to obtain information about the client’s referral needs.

WDVCAS staff and seconded workers should explore referral options with the 
client, ensure she is comfortable with these and ensure that all referrals are made 
with her consent.

Pamphlets or other information in relation to the referral service should be 
provided to the client where appropriate.

The WDVCAS should maintain contact with a list of relevant agencies including 
legal service agencies and social welfare agencies, such as NSW Police Force, 
Domestic Violence Liaison Officers (DVLOs), Local Courts, Legal Aid NSW offices, 
community legal centres, private solicitors, refuges, Centrelink and other non 
government organisations, that provide assistance including the names of specific 
contact persons within those agencies.

WDVCAS staff and seconded workers should be aware of the role and purpose 
of other relevant agencies and services as well as their referral processes. They 
should also check on a regular basis that referral services have the capacity to 
provide the services for which clients are being referred.

When making a referral, care should be taken to prevent a conflict of interest (e.g. 
referral to a private practitioner who may have already assisted the other party).

The WDVCAS should also have mechanisms for obtaining feedback from women 
regarding referrals and address any concerns about referrals that may arise.

27. Legal policy, interagency and community 
education work

WDVCAS Co-ordinators are in a unique position to identify systemic issues 
impacting on their clients and to contribute to policy and law reform through 
various forums.

Legal Aid NSW supports the participation of WDVCASs in interagency 
committees. Legal Aid NSW recognises the value to clients in developing 
collaborative working arrangements with other organisations including referral 
arrangements and the utilisation of seconded workers.

Participation in interagency activities by WDVCASs should relate directly to the 
promotion of the WDVCAP and its principles. Service delivery to clients must 
remain a WDVCAS’s first priority.
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WDVCAS workers may also, subject to service delivery priorities, participate in 
community education programs to raise awareness about domestic violence and 
promote the existence of their service within their local community (for example, 
through their local domestic violence committees, White Ribbon Day activities 
etc.).

28. Volunteers

The complexity of domestic violence requires a professional response. 

For this reason, Service Providers are not to employ or use volunteers or students 
to provide WDVCAS services, unless approval has been obtained in writing from 
Legal Aid NSW. It is up to Legal Aid NSW to determine the situations where 
volunteers may be used and any conditions that might be applied to such use.

29. WDVCAP forums

Legal Aid NSW holds two forums each year in Sydney for WDVCAS workers 
and service providers. These forums include training sessions, updates and 
presentations on current issues and legislative changes, and important networking 
and support opportunities. 

The first forum is held in March each year. The second forum is held mid-year at 
the same time as the NSW Magistrates’ Conference 

All workers are expected to attend the mid-year forum as all NSW Local Courts 
are closed due to the Magistrates’ Conference. 

Each WDVCAS must send as many workers as possible to the March forum while 
ensuring that court responsibilities are met. For example, if a service’s ADVO list 
day coincides with the March forum, the service must ensure that enough workers 
are at court to cover the list.

The WDVCAP funding formula includes funding to enable WDVCAS workers to 
attend the forums. While service providers are encouraged to attend the forums, 
Legal Aid NSW cannot meet any service provider travel and accommodation 
costs.
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30. Training

Legal Aid NSW provides a regular schedule of training courses to WDVCAS 
workers. 

a) Core Training – all new workers must attend the next available Core Training 
session.

b) Seconded Worker Training – all seconded workers must attend the next 
available Seconded Worker Training session as soon as they join a WDVCAS 
roster.

c) Core Refresher Training – all existing workers must attend a Core Refresher 
Training session at least once in every three-year Service Agreement period.

d) Co-ordinator and Assistant Co-ordinator Training - all Co-ordinators and 
Assistant Co-ordinators are expected to attend this annual training in 
November.

WDVCAS workers can also access general Legal Aid NSW training for legal 
practitioners and community workers. Information about each year’s training 
schedule is available on the Legal Aid NSW Learning Management System (LMS). 

While this training is generally voluntary for WDVCAS workers, the disability 
awareness e-learning module available on the LMS must be completed by every 
WDVCAS worker.

31. Client survey

WDVCASs must conduct a client satisfaction survey at least once in every 
three-year Service Agreement period. The survey should examine whether the 
WDVCAS as a whole is providing an effective service to clients. 

WDVCASs must use the template developed by the WDVCAP Unit to undertake 
the survey.  The collated results of the survey must be provided to Legal Aid NSW.

32. WDVCAS publications and branding

All written and recorded materials produced entirely or in part with WDVCAP 
funding, including those providing clients and other agencies with information 
about the WDVCAS, are to be approved by Legal Aid NSW before they are 
published or made available to the public.

Where material has been produced by an individual WDVCAS and is subsequently 
used by Legal Aid NSW, Legal Aid NSW will publicly acknowledge the producers.

Publications must acknowledge WDVCAP funding and display the Legal Aid NSW 
and WDVCAS logos. The WDVCAS logo may be adapted by individual WDVCASs 
to include a reference to the specific name of the service.
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Annexures

1. WDVCAS position descriptions

CO-ORDINATOR

The Co-ordinator exercises a high level of responsibility for the overall 
management of the WDVCAS and for making decisions relating to its operation. 
The Co-ordinator is responsible for overall WDVCAS service delivery.

In doing so Co-ordinators exercise a high degree of autonomy and provide high-
level expert advice. Their work includes but is not limited to, the following duties:

■■ Establishing, managing, coordinating and monitoring the funding and overall 
operation of a WDVCAS; 

■■ Assisting Service Provider compliance with reporting and other requirements 
under the WDVCAP Service Agreement, this policy manualand other 
operational documents;

■■ Recruiting, supervising and supporting a small team of WDVCAS staff and 
seconded workers and ensuring they have access to appropriate training; 

■■ Developing and administering operational policies and administrative tasks, 
systems and processes for the effective operation of the WDVCAS before, at 
and after court including the collection, recording, reviewing and storage of 
client information, conflict of interest, client confidentiality and privacy, referrals 
to and from the WDVCAS, client and worker safety, staff professionalism, child 
protection notifications and follow-up assistance; 

■■ Developing and implementing, in consultation with Specialist Workers and 
local community organisations, strategies aimed at ensuring that the WDVCAS 
is relevant and accessible to a diverse range of women and children and 
responsive to their needs; 

■■ Developing and implementing strategic and operational plans aimed at 
ensuring the effectiveness of the WDVCAS and compliance with WDVCAP 
outcomes;

■■ Developing and maintaining strong working relationships with key WDVCAS 
partners including NSW Police Force, Local Courts, legal representatives and 
referral agencies and facilitating access to those services;
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■■ Sourcing seconded workers from appropriate agencies who can assist in 
WDVCAS court work where possible; co-ordinating a roster of seconded 
workers; ensuring they have the knowledge and skills to undertake WDVCAS 
work and providing them with regular updates and debriefing;

■■ Undertaking high level liaison and advocacy with and on behalf of WDVCAS 
clients where required;

■■ Providing high-level advice and contributing to legal policy reform through the 
WDVCAS Network, court user and other forums.

Responsibilities to the Service Provider

Report to the Management Committee of the Service Provider, as required.

Essential skills and knowledge

■■ Demonstrated knowledge and understanding of the dynamics, complexities and 
legal and social welfare consequences of domestic violence;

■■ Demonstrated knowledge and understanding of the criminal justice response 
to domestic violence including ADVO applications and criminal prosecutions 
and related legal matters such as family law, care and protection, migration and 
victim’s compensation issues;

■■ Demonstrated knowledge and understanding of Legal Aid NSW policies in 
relation to grants of legal aid for people in domestic violence matters;

■■ Ability to deliver services in accordance with the WDVCAP Service Agreement, 
this policy manual and operational documents;

■■ Excellent organisational, administrative, financial and management skills;

■■ Ability to recruit, train, supervise and support WDVCAS staff and seconded 
workers; 

■■ Ability to develop and implement service delivery strategies aimed at ensuring 
the relevance, accessibility and responsiveness of WDVCAS services to a 
diverse range of women and children;

■■ Excellent communication skills, particularly in negotiation, advocacy and 
conflict resolution; 

■■ Knowledge of and an ability to work effectively with interpreter services; and 

■■ Excellent networking skills.
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Decision-making and accountability

The Co-ordinator is accountable to the representative of the Management 
Committee/Board of Management of the Service Provider for the efficient and 
effective management of the WDVCAS, WDVCAS staff and resources, but 
exercises a high degree of autonomy and is responsible for the management of 
the WDVCAS on a day-to-day basis.

The Co-ordinator provides advice and recommendations to the Management 
Committee/Board of Management regarding financial and service planning issues, 
priorities and strategies.
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ASSISTANT CO-ORDINATOR/OUTREACH WORKER

The Assistant Co-ordinator exercises a high level of responsibility and provides 
high-level expert advice. Their work includes, but is not limited to, the following 
duties:

■■ Assisting the Co-ordinator in the overall administration/co-ordination of the 
WDVCAS including the supervision of administrative staff;  

■■ Assisting the Co-ordinator in developing and administering operational policies 
and administrative tasks, systems and processes for the effective operation of 
the WDVCAS;

■■ Co-ordinating/managing the operation of discrete areas of the WDVCAS such 
as an outreach service, including supervision of administrative staff; 

■■ Co-ordinating projects at the request of the Co-ordinator; 

■■ Undertaking a variety of tasks relating to the operation of the WDVCAS, under 
the general direction of the Co-ordinator; 

■■ Representing the Co-ordinator at external meetings and forums as requested.

Essential skills and knowledge

■■ Knowledge and understanding of the dynamics, complexities and legal and 
social welfare consequences of domestic violence;

■■ Knowledge and understanding of the criminal justice response to domestic 
violence including ADVO applications and criminal prosecutions and related 
legal matters such as family law, care and protection, migration and victim’s 
compensation issues;

■■ Knowledge and understanding of Legal Aid NSW policies in relation to grants 
of legal aid for people in domestic violence matters;

■■ Ability to deliver services in accordance with the WDVCAS Service Agreement, 
this policy manual and other operational documents;

■■ Good organisational, administrative, financial and management skills;

■■ Ability to implement service delivery strategies aimed at ensuring the 
relevance, accessibility and responsiveness of WDVCAS services to a diverse 
range of women and children;

■■ Good communication skills, particularly in negotiation, advocacy and conflict 
resolution; 

■■ Knowledge of and an ability to work effectively with interpreter services; and 

■■ Good networking skills.

Accountability

To the WDVCAS Co-ordinator.
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ABORIGINAL SPECIALIST WORKER 

The Aboriginal Specialist Worker exercises a high degree of autonomy and 
provides high-level expert advice on how to make WDVCAS services relevant, 
accessible and responsive to Aboriginal women and children. 

Aboriginality is a genuine occupational qualification. An Aboriginal person is 
defined under s.4 (1) of the Aboriginal Land Rights Amendment Act 2001 as a 
person who:

a) (a) is a member of the Aboriginal race of Australia, and 

b) (b) identifies as an Aboriginal person, and 

c) (c) is accepted by the Aboriginal community as an Aboriginal person. 

The Service Provider should be satisfied in relation to all three elements of this 
definition.

The work of the Aboriginal Specialist Worker includes, but is not limited to, the 
following duties:

■■ Attend court on ADVO list days and other days as required, in particular, 
mentions, hearings, criminal charge matters to provide information, assistance 
and referral and court advocacy for WDVCAS clients and in particular 
Aboriginal women and children, as directed by the Co-ordinator;

■■ Provide high level expert advice and assist the Co-ordinator to develop and 
implement strategies aimed at making WDVCAS services relevant, accessible 
and responsive to the needs of Aboriginal women and children; 

■■ Develop solid working relationships and referral networks with local services 
that respond to the particular needs of Aboriginal women and children;

■■ Develop links with local Aboriginal communities to promote the services of the 
WDVCAS and encourage women to use the services of the WDVCAS;

■■ Participate in NAIDOC Week and other local Aboriginal activities which help 
promote the services of the WDVCAS, subject to workload and resources of 
the WDVCAS;

■■ Where appropriate and subject to the wishes of the client and the Aboriginal 
Specialist Worker herself, attend Circle Sentencing to provide support for 
Aboriginal women in domestic violence related matters; and

■■ Provide feedback to the Co-ordinator about local issues affecting Aboriginal 
clients and access to WDVCAS services and legal processes.
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Essential skills and knowledge

■■ Understanding of domestic violence, its complexities and consequences, 
particularly as they affect Aboriginal women and children, and sensitivity to 
their needs;

■■ Knowledge and understanding of the criminal justice response to domestic 
violence including ADVO applications and criminal prosecutions and related 
legal matters such as family law, care and protection, migration and victim’s 
compensation issues;

■■ Knowledge and understanding of Legal Aid NSW policies in relation to grants 
of legal aid for people in domestic violence matters;

■■ Ability to deliver services in accordance with the WDVCAP Service Agreement, 
this policy manual and operational documents;

■■ Ability to work with local Aboriginal communities and the broader community to 
promote awareness of domestic violence and WDVCAS services;

■■ Good communication skills, particularly in negotiation, advocacy and conflict 
resolution;

■■ Good networking skills; and

■■ Good organisational and administrative skills.

Accountability 

To the Co-ordinator.
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MULTICULTURAL SPECIALIST WORKER 

The Multicultural Specialist Worker exercises a high degree of autonomy and 
provides high-level expert advice on how to make WDVCAS services relevant, 
accessible and responsive to women and children from CALD backgrounds. 
Therefore, women of CALD background are preferred in this position.

The work of the Multicultural Specialist Worker includes, but is not limited to, the 
following duties:

■■ Attend court on ADVO list days and other days as required, in particular, 
mentions, hearings, criminal charge matters to provide information, assistance 
and referral and court advocacy for WDVCAS clients and in particular CALD 
women and children, as directed by the Co-ordinator;

■■ Provide high level expert advice and assist the Co-ordinator to develop and 
implement strategies aimed at making WDVCAS services relevant, accessible 
and responsive to the needs of CALD women and children; 

■■ Develop solid working relationships and referral networks with local services 
that respond to the particular needs of CALD women and children;

■■ Develop links with local CALD communities to promote the services of the 
WDVCAS and encourage women to use the services of the WDVCAS;

■■ Participate in local CALD and general community activities which help promote 
the services of the WDVCAS, subject to workload and resources of the 
WDVCAS; and

■■ Provide feedback to the Co-ordinator about local issues affecting CALD clients 
and access to WDVCAS services and legal processes.

Essential skills and knowledge:

■■ Understanding of domestic violence, its complexities and consequences, 
particularly as they affect CALD women and children, and sensitivity to their 
needs in particular women who are isolated, newly arrived and/or refugee 
women and women with limited language skills;

■■ Knowledge and understanding of the criminal justice response to domestic 
violence including ADVO applications and criminal prosecutions and related 
legal matters such as family law, care and protection, migration and victim’s 
compensation issues;

■■ Knowledge and understanding of Legal Aid NSW policies in relation to grants 
of legal aid for people in domestic violence matters;

■■ Ability to deliver services in accordance with the WDVCAP Service Agreement, 
this policy manual and other operational documents;

■■ Ability to work within local CALD communities and the broader community to 
promote awareness of domestic violence and WDVCAS services;
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■■ Ability to implement service delivery strategies aimed at ensuring the 
relevance, accessibility and responsiveness of WDVCAS services to a diverse 
range of women and children;

■■ Good communication skills, particularly in negotiation, advocacy and conflict 
resolution; 

■■ Knowledge of and an ability to work effectively with interpreter services;

■■ Good networking skills;

■■ Good organisational and administrative skills; and

■■ At least one other community language and/or a good understanding of issues 
affecting women and children of CALD backgrounds.

Accountability 

To the Co-ordinator.
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WDVCAS ADMINISTRATIVE ASSISTANT

The Administrative Assistant provides administrative support to the WDVCAS and 
assists with the conduct of case tracking meetings (in Campbelltown and Wagga 
Wagga only). The work of the Administrative Assistant includes, but is not limited 
to, the following duties:

■■ Assist the Co-ordinator in the day-to-day maintenance and administration of the 
WDVCAS, particularly maintenance and safe storage of client information as 
directed by the Co-ordinator;

■■ Assist in the collection and recording of WDVCAS data on the WDVCAP 
replace, as appropriate;

■■ Assist in the preparation of reports, as required by the Co-ordinator and/or the 
Service Provider, as appropriate;

■■ Provide secretariat support for interagency information sharing meetings (case 
tracking) as appropriate (in Campbelltown and Wagga Wagga only);

■■ Establish and maintain administrative systems and oversee ongoing file 
management; 

■■ Other duties as directed by the Co-ordinator or Assistant Co-ordinator as 
appropriate.  

Essential knowledge and skills

■■ Understanding of domestic violence and its impact on clients of the WDVCAS;

■■ Good organisational and administrative skills;

■■ Good communication skills; and

■■ Computer skills.

Accountability

To the Co-ordinator.
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WDVCAS COURT ADVOCACY WORKER

The Court Advocacy Worker is generally employed on a sessional basis to carry 
out WDVCAS work, such as the work undertaken by seconded workers. The work 
of the Court Advocacy Worker includes, but is not limited to, the following duties:

■■ Assist the Co-ordinator/Assistant Co-ordinator at court to provide information, 
assistance, referrals and court advocacy to WDVCAS clients;

■■ Assist the Co-ordinator/Assistant Co-ordinator to work in partnership with NSW 
Police Force, Local Courts, legal representatives and referral agencies;

■■ Refer complex client information, assistance, referral and court advocacy 
needs to the Co-ordinator/Assistant Co-ordinator for assessment;

■■ Ensure the safety of WDVCAS clients at court by accompanying them into and 
out of court and obtaining copies of orders and other notices from the court 
staff on behalf of WDVCAS clients, as required;

■■ Adhere to WDVCAP Policy Manual in undertaking their work, in particular those 
relating to client confidentiality and privacy, referrals to and from the WDVCAS, 
client and worker safety, staff professionalism, child protection notifications and 
follow-up assistance;

■■ Collect data for the WDVCAP replace and any other information, as directed by 
the Co-ordinator/Assistant Co-ordinator;

■■ Undertake WDVCAP Core Training through Legal Aid NSW.

Accountability

To the Co-ordinator.
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WDVCAS CASEWORKER (CAMPBELLTOWN AND WAGGA WAGGA 
ONLY)

The Caseworker provides support, advocacy and referral for clients in the day-to-
day running of the WDVCAS, and provides case management and case tracking 
to clients. The work of the Caseworker includes, but is not limited to, the following 
duties:

■■ Assist the Co-ordinator/Assistant Co-ordinator at court to provide information, 
assistance, referrals and court advocacy to WDVCAS clients, including at 
hearings, as required;

■■ Provide appropriate case management, case tracking and support to clients, 
including safety planning;

■■ Compile and maintain case notes, ensuring client information is appropriately 
collected and kept securely;

■■ Assist the Co-ordinator/Assistant Co-ordinator to work in partnership with NSW 
Police Force, Local Courts, legal representatives and referral agencies;

■■ Refer complex client needs to the Co-ordinator/Assistant Co-ordinator for 
assessment;

■■ Ensure the safety of WDVCAS clients at court by accompanying them into and 
out of court and obtaining copies of orders and other notices from the court 
staff on behalf of WDVCAS clients, as required;

■■ Adhere to the WDVCAP policy manual in undertaking their work, in particular 
those relating to client confidentiality and privacy, referrals to and from the 
WDVCAS, client and worker safety, staff professionalism, child protection 
notifications and follow-up assistance;

■■ Collect data for the WDVCAP replace and any other information, as directed by 
the Co-ordinator/Assistant Co-ordinator;

■■ Undertake WDVCAP Core Training through Legal Aid NSW.

Accountability

To the Co-ordinator.
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WDVCAS INTAKE WORKER (CAMPBELLTOWN AND WAGGA 
WAGGA ONLY)

The Intake Worker assists with the provision of case management and case 
tracking to clients. The work of the Intake Worker includes, but is not limited to, the 
following duties:

■■ Assist the Co-ordinator/Assistant Co-ordinator at court to provide information, 
assistance, referrals and court advocacy to WDVCAS clients, including at 
hearings, as required;

■■ Assist the Co-ordinator/Assistant Co-ordinator to work in partnership with NSW 
Police Force, Local Courts, legal representatives and referral agencies;

■■ Manage the receipt of referrals and proactively contact women victims of 
domestic violence in line with required timeframes to offer assistance and 
assess their level of risk and need;

■■ Liaise with Caseworkers to provide clients with appropriate case tracking and 
case management, under the guidance of the WDVCAS Coordinator/Assistant 
Coordinator;

■■ Compile and maintain case notes and client files, ensuring client information is 
appropriately collected and kept securely;

■■ Refer complex client needs to the WDVCAS Co-ordinator/Assistant Co-
ordinator for assessment;

■■ Ensure the safety of WDVCAS clients at court by accompanying them into and 
out of court and obtaining copies of orders and other notices from the court 
staff on behalf of WDVCAS clients, as required;

■■ Adhere to the WDVCAP policy manual in undertaking their work, in particular 
those relating to client confidentiality and privacy, referrals to and from the 
WDVCAS, client and worker safety, staff professionalism, child protection 
notifications and follow-up assistance;

■■ Collect data for the WDVCAP replace and any other information, as directed by 
the Co-ordinator/Assistant Co-ordinator;

■■ Undertake WDVCAP Core Training through Legal Aid NSW.

Accountability

To the Co-ordinator.
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WDVCAS SECONDED WORKER STATEMENT OF DUTIES

‘Seconded’ workers are professional women and are usually drawn from local 
community agencies, such as family support services, refuges and community 
health centres, which commit workers as part of their paid employment to 
participating on the WDVCAS roster. The aim in using seconded workers in the 
WDVCAP is threefold:

■■ As a means of involving a range of government and non-government agencies 
in assisting victims of domestic violence directly and in an effective way;

■■ As a means of developing and maintaining strong links between the WDVCASs 
and other agencies; and 

■■ As a means of ensuring appropriate referral networks for WDVCASs, and 
building up an effective social support system for clients in the community.

Participation in the work of the WDVCAS should include agreement for seconded 
workers to attend WDVCAP Seconded Worker Training as required. 

Seconded workers should also be encouraged to avail themselves of other training 
in relation to domestic violence, for example, training provided by the Education 
Centre Against Violence (ECAV).

Duties

■■ Assist the Co-ordinator/Assistant Co-ordinator at court to provide information, 
assistance, referrals and court advocacy to WDVCAS clients;

■■ Assist the Co-ordinator/Assistant Co-ordinator to work in partnership with NSW 
Police Force, Local Courts, legal representatives and referral agencies;

■■ Refer complex client information, assistance, referral and court advocacy 
needs to the Co-ordinator/Assistant Co-ordinator for assessment;

■■ Ensure the safety of WDVCAS clients at court by accompanying them into and 
out of court and obtaining copies of orders and other notices from the court 
staff on behalf of WDVCAS clients, as required;

■■ Adhere to the WDVCAP policy manual in undertaking their work, in particular 
those policies relating to client confidentiality and privacy, referrals to and from 
the WDVCAS, client and worker safety, staff professionalism, child protection 
notifications and follow-up assistance;

■■ Collect data for the WDVCAP replace and any other information, as directed by 
the Co-ordinator/Assistant Co-ordinator;

■■ If unavailable for rostered dates, arrange for a replacement in accordance with 
the procedures in place and notify the Co-ordinator/Assistant Co-ordinator at 
the earliest opportunity; and 

■■ Be available for WDVCAS seconded worker training, and be present for court 
information updates as provided by the Co-ordinator/Assistant Co-ordinator 
and debriefing as required.

Accountability

To the Co-ordinator/Assistant Co-ordinator.
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2. WDVCAP practice guide 

The following is an attachment to the Women’s Domestic Violence Court Advocacy 
Program (WDVCAP) policy manual and should be read in conjunction with the 
WDVCAP Service Agreement.

This document is a guide to Women’s Domestic Violence Court Advocacy Service 
(WDVCAS) work.  It is acknowledged that local factors and circumstances will 
affect the service delivery of individual WDVCASs and Services need to be flexible 
and proactive to ensure the most effective and efficient service is delivered to 
clients.

Please also note that the information below relates to the provision of core 
WDVCAS services such as court advocacy, information and referral. 

For details of additional WDVCAS services in Campbelltown and Wagga Wagga, 
please see Annexure 4.

Introduction 

The WDVCAP aims for a consistent and professional approach to service delivery 
across the program.  

It is crucial that strong working partnerships are developed with WDVCAS key 
partners: NSW Police Force, NSW Local Courts, legal practitioners including 
Domestic Violence Practitioner Scheme (DVPS) Panel practitioners, the 
community sector and other relevant agencies. Liaison with partner organisations 
is vital to ensure a woman’s experience throughout the court process is as stress-
free as possible and that her needs are met in relation to her Apprehended 
Violence Order (AVO).

It is important to develop and implement systems for working at court that respect 
the needs and requirements of both WDVCASs and partner agencies whilst 
ensuring the needs of the client are met. A ‘team’ approach is vital, particularly on 
AVO list days.

The bottom line should always be the client and meeting her individual needs at 
a critical time.  Achieving this can be challenging in a working environment that is 
stressful, demanding and chaotic. It requires a skilful, committed, collaborative and 
highly professional approach.

Client and worker safety

The safety of clients, their children and WDVCAS workers must be given the 
highest priority at all times.

WDVCAS workers should ensure that a safety assessment is undertaken when 
contact is first made with a client and that safety continues to be reassessed whilst 
the client remains in regular contact with the WDVCAS during the court process.

Clients should be assisted to develop a safety plan.
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WDVCASs should ensure clients are provided with information on the effects of 
domestic violence on children and young people.

Service Providers should ensure that premises utilised by the WDVCAS provide a 
safe environment for WDVCAS workers and clients. 

Pre-court assessment and assistance

■■ Contact may be made with a client before or after the court process for an AVO 
has been initiated. A referral to the WDVCAS may be made by another agency 
e.g. a Local Court or community-based service or by the police through a more 
formal referral system such as the Yellow Card.

■■ A file should be opened for a client when contact is made with the WDVCAS. 
Brief and objective file notes should be recorded in relation to advice given and 
action taken. The client file should be conveyed to court each time the matter is 
listed.

■■ At this time, information and advice may be provided about the AVO process 
and referrals to other agencies and/or legal practitioners may be made. An 
assessment of the client’s safety will be undertaken and advice given to assist 
with safety planning. 

■■ If the court process for an AVO and/or charge matter has already been initiated, 
more detailed information should be provided. This may include: directions 
to the court house, safe room and who to look for at court; information and 
discussion about the conditions of the AVO that reflect the client’s individual 
needs and are realistic; safety assessment and advice; and referral to other 
agencies as required for other legal and social needs.

Court list and file preparation before ADVO list day

■■ Using the WDVCAP replace, WDVCAS staff should print out a list of returning 
clients for that list day – this report is called ‘Known Client Court Appearances’. 
Please note: data entry must be up to date (at least to that court date) to 
enable this function to be useful. It is an extremely useful report that avoids 
hand writing forward dates of client court matters in a diary.

■■ Obtain a copy of the court list. A copy of the main list can be obtained when it 
is closed off (usually 4 - 5 days before the list day) and arrangements should 
be made to receive a copy of the Supplementary List the day before court. An 
updated copy of the list should be obtained after you arrive at court on the list 
day as fresh matters may be added that morning.

■■ Run the names from the court list through the WDVCAP Replace to ascertain if 
any past clients have new matters on the list and retrieve relevant files to take 
to court.

■■ Call the Domestic Violence Liaison Officer (DVLO) the day before court to 
discuss relevant issues in relation to each matter. E.g. service; possible high-
risk clients and/or other parties; interpreter arrangements.
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■■ Write any relevant information on the WDVCAS copy of the court list and 
highlight for easy reference on list day.

■■ Organise documents and files for transport to court.

At court

■■ Paid workers should arrive at court allowing enough time to set up the safe 
room and prepare for clients. Seconded workers and DVPS practitioners should 
arrive at an agreed time according to their rosters.

■■ Workers should wear a badge identifying the WDVCAS and adhere to a dress 
code appropriate for court.

■■ Ensure where possible that women involved in AVOs are referred directly to the 
WDVCAS when they arrive at court – this may be by court staff, police, and/or 
the information person on duty.

■■ Ideally and if space allows, the attending police (usually DVLOs) will be located 
in the safe room with the WDVCAS.  Coordinators should liaise with police to 
obtain up to date information about individual matters, including interpreter 
requirements.

■■ The Coordinator or other designated WDVCAS worker should perform a meet 
and greet role and maintain a running sheet as clients arrive. This will ensure 
no client is missed, particularly at courts where the AVO list is large.

■■ The Coordinator will then introduce each client to a worker. The worker will 
be supplied with the client file (if one has been opened) including appropriate 
WDVCAS forms. The Coordinator will note the worker’s name on the running 
sheet next to the name of the client. There may be some circumstances in 
which clients will need to be seen quickly e.g. the client is unwell; has childcare 
issues; the defendant is represented by a legal practitioner.

■■ The worker will ascertain the client’s needs; fill out information forms including 
the Conditions Sheet and give information/make referrals according to the 
individual needs of that client. If changes are required to a Provisional or 
Interim Order, brief notes should be made on the back of the Conditions Sheet 
providing explanation for the DVLO and Prosecutor.

■■ When work is completed for that client, the worker brings the completed 
paperwork to the Coordinator and is introduced to another client. The 
paperwork will form the basis of a new file or will be added to the client’s 
existing file.

■■ Conditions Sheets for police applications are passed on to the DVLO(s) to 
enable negotiation with the defendant. During the process of negotiation, 
some changes may be made in consultation with the client. When negotiations 
are finalised, the DVLO will accompany the woman into court and pass the 
Conditions Sheet on to the DVLO or Police Prosecutor with instructions.

■■ In private applications, or for appropriate female defendants in police 
applications, the client will be referred to the Domestic Violence Practitioner 
Scheme (DVPS) solicitor on arrival at court where one is available. Depending 
on time constraints, the client may need to see the DVPS practitioner first and 
speak with the WDVCAS worker later.
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■■ If a client needs advice about other legal matters such as family law, debt, 
property or victims compensation, make note of their needs and ensure 
they are referred to the DVPS practitioner for advice. If there is no DVPS in 
operation, ensure the client is referred to a legal service or practitioner.

■■ If the client needs to obtain a copy of the AVO before leaving the court house 
she may need to a wait for a period of time, otherwise a copy may be posted to 
her.

■■ Advise the client to make a number of copies of the AVO and have access to a 
copy at all times.

■■ Advise the client that the AVO may be varied or revoked and advise her how to 
make that application.

■■ The Coordinator and the DVPS Practitioner should ensure they discuss DVPS 
matters dealt with on the list day. Ensure all DVPS paperwork is complete and 
inserted into the client’s file.

■■ The WDVCAS Coordinator should debrief with seconded workers before they 
leave court. The extent of the debriefing will depend on that day’s experience 
at court and any incidents that occurred. A follow up phone call may be 
appropriate.

■■ It is also important to debrief with DVLOs, paid workers and the DVPS solicitor 
(e.g. have lunch together). This plays an important part in maintaining and 
nurturing good working relationships with key partners.

Obtain the results of all matters – either from court office, DVLO or Prosecutor. It 
is crucial to obtain this information for data entry to be completed and to ensure 
client files are up to date.

Post-court

■■ WDVCAS Coordinator should undertake further debriefing with WDVCAS 
workers if required.

■■ Go through files and complete any unfinished paperwork, including WDVCAP 
replace information.

■■ Information should be entered on the WDVCAP Replace in a timely manner, 
preferably within a week of that list day.  It is preferable for a WDVCAS worker 
who is experienced in the work at court to input the data to ensure consistency 
and accuracy.

■■ If applicable, remind clients of their next court date, either through a letter (if it 
is safe to send mail to the client in question) or other form of communication.

■■ Referrals should be completed for clients’ ongoing legal and welfare needs.

■■ Other follow-up as required – with clients, police, legal practitioners.

■■ If appropriate and in consultation with the client, reports should be completed 
and forwarded to the FACS Helpline regarding any child protection issues.
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Limited ongoing contact with clients

■■ Contact will vary according to the individual needs of the client but may include 
information and advice regarding: breaches, variations, extensions, revocations, 
charges and appeals; referrals to other agencies; liaison with DVLOs or other 
police; liaison with and/or referral to legal practitioners; and preparation for 
defended hearings.

■■ In Campbelltown and Wagga Wagga, the WDVCAS is funded to provide case 
tracking and case management in certain circumstances for the duration of the 
court process. For more information, please see Annexure 4.

Limitations of the WDVCAS 

■■ WDVCASs do not provide casework or case management of clients, except 
in Campbelltown and Wagga Wagga in certain circumstances.  Engagement 
with clients is short term, focused on ensuring legal protection, assessing other 
legal and welfare needs and making appropriate referrals to other organisations 
including legal practitioners.

■■ WDVCAS workers should not give legal advice. Under the Legal Profession Act 
2004 Sect 14 (1), there may be legal consequences if WDVCAS workers give 
legal advice.

WDVCAP Mentoring Officer

Provides assistance to all WDVCASs by undertaking the following:

■■ Assisting to develop effective relationships with key partners at a local level;

■■ Ongoing contact by phone and email in relation to WDVCAS practice;

■■ Liaison with Service Providers as appropriate, particularly in relation to 
WDVCAS day to day operation;

■■ Developing and delivering WDVCAS training – Core, Seconded and Refresher;

■■ Collaborating with the NSW Police Force in relation to WDVCAS work and 
presenting at police training courses on a regular basis;

■■ Promoting the WDVCAP and providing information at meetings and forums 
regarding the Program and work of WDVCASs

■■ Providing support to WDVCAS staff where appropriate;

■■ Liaising with the WDVCAS Network Inc and their Executive Officer; and 

■■ Providing appropriate advice and information to Legal Aid NSW in relation to 
domestic violence and WDVCAS work. 
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3. Communication protocol between WDVCAP Mentoring 
Officer and WDVCAS NSW Inc.

OVERVIEW

It was recommended in the Review of the WDVCAP Expansion Report 2011-
12 that a protocol be developed regarding the Mentoring Officer function in the 
WDVCAP Unit. 

This protocol has been developed in order to clarify the ambit of the role of the 
Mentoring Officer; the types of communication the Mentoring Officer needs to 
have with Women’s Domestic Violence Court Advocacy Services (WDVCASs), 
Service Provider organisations and WDVCAS NSW Inc.; and the types of issues 
the Mentoring Officer is not in a position to respond to. 

Specific examples are provided at the end of this Protocol to illustrate the role of 
the Mentoring Officer in practice. 

Role of the Mentoring Officer

The Mentoring Officer has extensive practice experience working in a WDVCAS. 
Her role is to inform WDVCASs of the WDVCAS best-practice model of service 
delivery and assist them to meet their key performance indicators as set out 
in their Service Agreement. The Mentoring Officer is expected to assist new 
WDVCASs to establish procedures and practices in their office and at Court; 
provide advice to WDVCASs about how to resolve local issues; attend meetings 
with Local Court and NSW Police Force representatives to discuss practice 
issues; and conduct service visits with WDVCASs at the Local Courts they service 
to ensure best practice standards are being maintained. In order to perform 
this function the Mentoring Officer must necessarily have regular contact with 
WDVCAS staff directly providing a service. 

The Mentoring Officer also plays a fundamental role in feeding into WDVCAP 
Unit policy work and overall WDVCAP governance. The Mentoring Officer 
contributes practical case examples and solutions to the WDVCAP Unit; 
contributes to government legal policy submissions; and attends meetings with 
NSW Government Departments about a range of domestic violence practice 
and procedural issues. In order to perform this function the Mentoring Officer 
must necessarily draw on examples and case studies provided by WDVCAS 
staff working on the ground. This involves regular contact with both individual 
WDVCASs and importantly the Executive Officer of the Network. 
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It is not the role of the Mentoring Officer to provide an employment supervision 
function or to be involved in staff disputes between WDVCAS employees and their 
Service Providers. Although the Mentoring Officer can provide WDVCAS workers 
with support and brainstorm approaches to resolve local issues, she cannot 
provide input into issues that are legally within the domain of the Service Provider 
to address. It is expected that where WDVCAS staff members have problems 
with their Service Providers or in relation to their employment, these issues be 
addressed at first instance with the Coordinator of the WDVCAS and then with the 
Service Provider organisation. 

Relationship of the Mentoring Officer to WDVCAS NSW Inc. 

The Mentoring Officer will on occasion perform similar functions to the Executive 
Officer. Both the Mentoring Officer and the Executive Officer need to draw on 
practical examples in contributing to domestic violence policy work. Whereas the 
Mentoring Officer will provide examples at meetings and in submissions within a 
NSW Government legal policy framework, the Executive Officer will draw on case 
studies and examples in performing lobbying and legal policy functions within a 
political framework. 

Given that there will inevitably be some cross-over between these two positions, 
the below protocol sets out a means through which information that is relevant to 
both roles can be brought to the attention of both the Mentoring Officer and the 
Executive Officer. 
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PROTOCOL

WDVCAS staff should contact the Mentoring Officer at first instance, directly by 
telephone or email, if they: 

a) Have a practice issue in their local area that effects their service delivery; 

b) Need to workshop or brainstorm ideas relating to WDVCAS service delivery; 
and/or 

c) Are having troubles dealing with NSW Local Court staff, practices and 
procedures or NSW Police Force staff, practices and procedures and these 
issues are of a localised nature. 

WDVCAS staff should contact the Executive Officer at first instance, directly by 
telephone or email or any other preferred method established by the Executive 
Officer, if they: 

a) Have a broad policy, legislative or practice concern that is, or could be, 
occurring on a State-wide basis; 

b) Have encountered issues that are best dealt with from a political perspective 
and outside a NSW Government structure; and/or 

c) Have case studies and examples to contribute to legal policy reform or political 
lobbying tasks that are being actioned by the Executive Officer. 

WDVCAS staff should not contact the Mentoring Officer about the following issues: 

a) Salaries, wages and individual employment contracts; 

b) Concerns with Service Provider practices and procedures, unless they impact 
on service delivery to clients and/or ability of the WDVCAS to meet key 
performance indicators; and/or 

c) Employment disputes. 

Where the Mentoring Officer has been contacted by a WDVCAS staff member 
about a practice issue they will: 

a) Discuss the issue with the WDVCAS employee; 

b) Determine if the issue is a “local issue” or potentially a “State-wide issue”; 

c) Find out if the issue has been raised at a Network meeting; 

d) Inform the Executive Officer of the issue, by way of email or telephone, only 
where the issue may also be a state-wide issue that may require political 
action. 
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Where the Executive Officer has been contacted by a WDVCAS staff member 
about a political/lobbying issue they will: 

a) Discuss the issue with the WDVCAS staff member; 

b) Determine if the issue is a “local issue” or could be a “State-wide issue” that 
requires political lobbying and/or legal policy reform; 

c) Inform the Mentoring Officer of the issue, by way of email or telephone, only 
where the issue may be a “local issue” or where the issue could appropriately 
be dealt with within a NSW Government structure (e.g. through a meeting with 
representatives from NSW Local Courts). 

To ensure effective communication is maintained between the WDVCAP Unit and 
the Executive Officer of the Network, representatives of the WDVCAP Unit will 
meet with the Executive Officer quarterly to review key issues and these Protocols.
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 EXAMPLES

Situation 

A WDVCAS employee is having trouble at one of her Local Courts. She’s not 
getting the Court List sent to her anymore and has been told by Registry staff that 
the WDVCAS needs to get the list from the DVLO. The problem is the DVLO is 
often away from court and does not always get to attend the AVO list day. 

Solution

In this instance the WDVCAS employee would call the Mentoring Officer as their 
issue relates to a practice issue they cannot resolve at one Local Court and can 
quickly be dealt with by a meeting between a representative of Local Courts and 
the WDVCAP Unit. Given the issue can be dealt with locally, in this instance the 
Mentoring Officer would not contact the Executive Officer to inform her that this 
issue had been raised. 

Situation 

A WDVCAS employee has for many months noticed that there has been a sudden 
increase in ADVOs being taken out by NSW Police Officers for carers overseeing 
young people residing in out-of-home supervised boarding houses. The WDVCAS 
employee is concerned that the NSW Police Officers are not assessing the history 
of violence in these situations and the power imbalance that may or may not 
inform the relationship between the young person and the carer. The employee is 
also concerned more generally that ADVOs are not being used appropriately all 
of a sudden by NSW Police Officers and thinks that maybe a circular might have 
been sent around about this issue to all Police. 

Solution 

As this issue is largely a broader legislative review and policy issue, the issue 
should first be raised with the Executive Officer of the Network. The Executive 
Officer could raise this issue at the next AVLICC meeting, canvas whether this 
issue is occurring in a number of areas across NSW, and undertake some political 
lobbying work to have the practice, and potentially domestic violence legislation, 
altered. Given that the issue might also relate to NSW Police Force practice more 
generally, the Executive Officer should also advise the Mentoring Officer of the 
issue so that she can raise it at the next meeting between the WDVCAP Unit and 
representatives from the NSW Police Force. 
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4. Additional WDVCAS functions in Campbelltown and 
Wagga Wagga

Service 
category

Definition
C
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g

Case tracking refers to the exchange of information between the 
WDVCAS and relevant agencies for the purposes of monitoring the 
progress of domestic violence matters through the court process, 
thereby improving victim safety and offender accountability.

Case tracking includes: 

■■ WDVCAS response to referral within one business day, with first 
attempts to contact victim made by phone (at least three attempts 
in the first two business days); 

■■ Report back to referring agency regarding outcome of contact 
attempts at the next interagency information sharing meeting 
(case tracking meeting);

■■ Intake and initial assessment of client;

■■ Monitoring through case tracking meetings; and

■■ Communication of court process and outcomes.

The services of the WDVCAS are voluntary and clients may decline 
assistance at any stage, however matters in which a client declines 
assistance will be tracked at interagency information sharing meetings 
for the duration of the court process.

Case tracking is also undertaken for those clients who do not respond 
to attempted contact, or where a conflict of interest is identified.
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In addition to the case tracking services provided to all clients, clients 
identified as requiring case management are provided with: 

■■ Documented risk assessment and needs assessment;

■■ Safety planning;

■■ Advocacy at court, including at hearing; and 
Information and referrals, including in the following areas as 
appropriate: financial issues; housing; security; legal advice and 
representation; compensation; counselling; mental illness; drug 
and alcohol use; disability; homelessness; and child protection 
matters.

The level of case management provided to each client is based on 
an assessment of his or her level of need and of risk.  
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