
SUCU personal casework process

Member makes contact with the Branch 
Administrator.  Membership details checked. Personal casework request forms sent to 

the member, and returned to Branch 
Admin

● Request
● Chronology

Initial assessment of case by Branch Administrator

Member needs immediate representation and ongoing support. 
E.g.:

● Member already subject to a formal procedure and a 
meeting is scheduled

● A timely intervention is required

Branch Administrator contacts volunteer personal caseworkers 
to check their availability.  Checks Buddy availability to shadow 
caseworker if necessary. Note: It may take time to allocate a 
volunteer caseworker.

Member does not need/want immediate representation and 
ongoing support, or it’s unclear if representation is needed 
at this point

Member needs basic 
advice such as what 
University 
procedures are 
relevant to their 
situation.  This is 
provided by the 
Branch Administrator

Member would like more detailed advice, or an expert 
appraisal of their case is needed.  Eg

● What options they have in their situation
● What strategy/tactics they could use to achieve 

their desired outcome

Branch Administrator books an appointment for the 
member at a casework surgery (held 3 weekly)

Advice is given at the surgery 
and this is sufficient to help the 
member  

Advice is given and after a further 
appraisal at the surgery it is decided 
that representation and ongoing 
support is needed

Branch Administrator sends the casework request 
documents to the volunteer personal caseworker

Volunteer personal caseworker makes contact with 
the member

http://ucu.group.shef.ac.uk/wp-content/uploads/personal-casework-application-form.doc
http://ucu.group.shef.ac.uk/wp-content/uploads/Chronology.doc

