
 

 
  

Student Casework Professional Investigator  
 

Reference: EHA2411-0123 
Salary: £42,155 - £47,423 per annum 

Grade 9, Points 36-40 
Contract Type: Permanent 
Hours: Full Time (36.25 hours per week) 
Location: 
 
Accountable to: 
 
Reporting to: 

Ormskirk 
 
Head of Student Casework 
 
Head of Student Casework  

 



 

 
 
 

 

About the Role  

 
In 2020 the Student Casework team was established as one strand of the newly formed 

Governance, Quality Assurance and Student Casework Department. The Student Casework 

team provides professional support for the management and operation of centrally managed 

processes relating to: 

 

• Academic appeals 

• Academic malpractice 

• Complaints 

• Criminal conviction panels 

• Disciplinary panels 

• Fitness to practice 

 

Following a restructure in the Facilities Management team, responsibility for investigation 

and management of serious and complex disciplinary cases will move into the Student 

Casework Team. The Student Casework Professional Investigator post is an exciting new 

role, created to support this function within the regulations and procedures for student 

casework, and to deliver professional case investigations. 

 

The changing landscape of the sector means increasingly serious, complex cases are 

presenting potential risk or exposure to the University and its reputation. This role enables 

the University to manage and conduct investigations into student complaints and 

misconduct, including sexual misconduct and violence, sensitively and appropriately. The 

post holder will investigate and fact-findings based on the balance of probabilities, in relation 

to a range of allegations related to student complaints and misconduct. They will provide 

advice to internal stakeholders on relevant University procedures, decisions, and risk 

assessments.  

 

The role is a critical component of the department’s aim of a highly professional support 

service for student casework. It will ensure our approach to student conduct cases and 

complaints is robust and that cases are investigated in line with sector expectations, legal 

and regulatory requirements. Significantly, the role holder will ensure that students feel they 

have been listened to; that their concerns have been taken seriously and that they have 

been addressed fairly. 

 

 

 

 

 

 
 

 

 
 



 

 

 

 

About You 

 

We are seeking someone who has developed their skills and experience from working in 

related roles, across one or more areas such as customer complaints, case-handling, legal 

or investigative roles.   

The post holder should be an excellent communicator, be focused on enhancing the 

experience of our students, and have a high degree of emotional resilience to deal with 

sensitive and potentially distressing matters. They should adopt a solution-focused 

approach, dealing positively and proactively with all challenges presented. The role may 

require working with young or vulnerable people and will require compliance with the 

University’s Safeguarding Policies. 

 

Duties and Responsibilities  

 
Student Casework team  

 

To pro-actively contribute to the medium-term planning and strategic development of the 

department. 

 

1. To maintain all policies and procedures within the Student Casework team’s remit. 

This will include, for all areas of student casework:  

 

a) Making recommendations to the Academic Board for procedural change where 

appropriate  

b) Ensuring that the Student Casework team’s policies, procedures and practices are 

compliant with existing regulatory frameworks and good practice guidance  

 

2. To ensure that high quality, student-facing guidance is available to support students 

to easily navigate through and understand all areas across student casework, with 

particular emphasis on the Student Disciplinary Regulations 

 

3. To ensure that there is a clear framework and supporting guidance in place to enable 

staff to effectively undertake their duties relating to student casework 

 
 

 

 

 



 

 

 

 

4. To maintain a sophisticated knowledge and understanding of the internal and 

external environment and regulatory requirements and where necessary present 

them to a range of audiences. Identify developments or risks which have the 

potential to impact on or expose the University’s approach to areas within the 

Student Casework team’s remit. 

 
5. To be part of the national student casework practitioners’ network. Remain updated 

on new and emerging developments across student casework, ensuring continued 
improvement and that policy and procedures are aligned with sector best practice 
(OfS, CMA, OIA, QAA) and relevant legislation  

 

6. To act as line manager to designated posts including, as appropriate,  recruitment,  

induction and performance management, ensuring delivery of service excellence 

through a high performing team 

 

Student Casework  

 

7. To be responsible for student complaints and serious complex disciplinary cases, 

while  providing a professional and student-focused approach.  This includes 

communication with students, policy development, projects, and governance 

 

8. To risk assess students on a case by case basis, making judgements and decisions 

to ensure the wellbeing and safety of all relevant parties, students, staff and the 

wider community. 

 

9. To autonomously undertake trauma-informed investigations into student misconduct, 

including sexual misconduct and violence, in accordance with the Student 

Disciplinary Policy and the Sexual Violence Policy. This includes taking responsibility 

for any potential risk or exposure to the University or its reputation. 

 

10. To independently undertake student complaint investigations, taking into account 

complex and sensitive issues and in accordance with the Student Complaints 

Procedure.  

 

11. To be responsible for the coordination and delivery of investigations allocated 

through the University’s Student Complaints, Student Disciplinary and Fitness to 

Practise Regulations and Procedures  

 

 

 



 

 

 

 

12. To be responsible for confidential, in-depth investigations, working with staff, 

students and external stakeholders. Ensure that the University investigates cases 

professionally, in accordance with internal regulations and procedures, sector 

expectations and in line with good practice and relevant codes and/or guidance 

frameworks.  

 

13. To communicate with, and interview relevant parties, gather evidence and reach fact-

based findings . Make reasoned decisions and exercise sound judgment informed by 

evidence taking account of complex information 

 

14. To be a point of contact for police and other external agencies involved in cases, 

including legal representation 

 

15. To produce investigation reports, form conclusions, make clear decisions and 

determine appropriate outcomes. 

 

16. To produce clear and accurate letters detailing outcomes and responses to 

complainants and appellants. Ensure all communications are compliant with GDPR 

and other relevant legislation  

 

17. To present cases at Disciplinary Hearing Panels and to senior University decision-

makers, under scrutiny and in the presence of the responding party 

 

18. To undertake all areas of casework activity, taking into account the complex, legal 

and sensitive issues, always with a regard to confidentiality, mental and physical 

health, equality, diversity and inclusion.  

 

19. To provide leadership and specialist support including accurate and succinct advice 

and guidance to designated investigating officers to enable them to make informed 

decisions on cases.  

 

20. To pro-actively reflect on practice and lessons learned from investigations to ensure 

that the University has a robust approach to learning from student cases, and that all 

lessons learned are implemented effectively. Support activities for continuous 

improvement and draw on forms of student feedback to influence the overall student 

experience 

 
 

 

 



 

 

 

 

21. To Ensure that student complaints and disciplinary cases are considered in a fair and 

appropriate manner, in compliance with all relevant regulatory frameworks.  

 

22. To support students with all casework processes, including internal and external 

referral to relevant support services 

 

23. Provide specialist regulatory advice to staff and students about all stages of the 

process  

 

24. Maintain detailed records relating to active and archived cases, in line with GDPR 

requirements, including precedents in the resolution of cases 

 

25. Have an excellent working knowledge and understanding of regulatory guidance for 

handling student casework, such as the Office of Independent Adjudicator (OIA). 

 

26. Support the Head of Student Casework, as point of contact for the University, with 

respect to complaints which are submitted for review to the OIA 

 

27. Support the Head of Student Casework with a suite of staff development training 

sessions and guidance documents relating to student casework. Ensure the 

designated pool of officers who have the authority to make decisions on student 

casework issues are appropriately trained for this specific role . This pool will include 

staff, professional body representatives and the Edge Hill Students’ Union. 

 

28. Deal with all sensitive information and data in a confidential manner and adhere to 

Data Protection Regulations and University protocols. 

 

29. Support and assist the Head of Student Casework in planning and implementing the 

team agenda throughout the academic year. This includes reporting annual and 

periodic reviews for university committees  

 

30. Implement and deliver regular training events for administrative and academic staff 

across the University 

 

31. Undertake other appropriate duties as required by the Head of Student Casework, 

including deputising for them in their absence 

 
 
 
 
 



 

 
 
 

 
In addition to the above all Edge Hill University staff are required to:  

 

a) Adhere to all Edge Hill’s policies and procedures, including Equality and Diversity 

and Health and Safety 

 

b) Respect confidentiality: all confidential information should be kept in confidence 

and not released to unauthorised persons 

 

c) Undertake appropriate learning and development activities as required 

 

d) Participate in Edge Hill’s Performance Review and Development Scheme 

 

e) Adhere to Edge Hill University’s environmental policy and guidelines and undertake 

tasks in a sustainable manner 

 

f) Demonstrate excellent Customer Care in dealing with all customers 

 

 
Eligibility 
 
Candidates should note that shortlisting will be based on information provided on the 
application form with regard to the applicant’s ability to meet the criteria outlined in the Person 
Specification attached. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

   
Please note that applications will be assessed against the Person Specification using the  
following criteria, therefore, applicants should provide evidence of their ability to meet all criteria.   
 
Methods of Assessment include Application Form (A), Supporting Statement (S), Interview (I), 
Test (T) & Presentation (P). 
 

  
Essential 

 
Desirable 

 

Method of 
assessment  
(A/S/I/T/P) 

 

Qualifications 
 

1. A degree or equivalent qualification *  A 

2. Significant experience in an equivalent post  *  A 

 

Experience and Knowledge 
 

3. Experience of managing student disciplinary casework 

and at least one of the following areas: 

1.Student complaints.  

2. Academic appeals 

3. Academic malpractice 

                4. Fitness to practice 

*  S/I 

4. Experience of understanding complex regulations and 

applying these into everyday practice  

*  I 

5. Working knowledge of the key requirements and best 
practice of external bodies including: The OIA, QAA 
and OfS 

*  S/I 

6. Experience of dealing with confidential and sensitive 

investigations or casework, demonstrating fair and 

consistent application of the regulations and the 

importance of precedent. 

*  S/I 

  

 

 
 

 

 
 



 

 
 

7. Experience of making reasoned decisions informed by 
evidence and complex information, within a regulatory 
framework. Exercise sound judgement taking into 
account  the needs and views of all parties and 
communicate these findings orally or in writing 

*  S/I 

 

Abilities and Skills 
 

8. Excellent written and oral communication skills *  A/I 

9. Ability to absorb complex information from different 

sources and present findings 

*  I 

10. Ability to work accurately with meticulous attention to 

detail with well-developed organisational skills with the 

ability to manage and prioritise a workload with strict 

deadlines 

*  S/I 

11. Excellent IT skills including Microsoft Office, Excel, 

Word and Databases 

*  A/I/T 

12. Ability to approach the role in a positive way 

demonstrating professional judgement and emotional 

resilience in the conduct of their duties at all times 

*  S/I 

13. Ability to work independently and as part of a team, 

supporting colleagues when required 

*  S/I 

14. Be enthusiastic and self-motivated towards the 

completion of tasks 

*  I 

15. Proven ability to write detailed, accurate and succinct 

investigation reports 

*  I/T 

 
  



 

 
 
 

 
 

How to Apply 
 
When you are ready to start the formal application process, please visit our Current Vacancies 
page and click ‘vacancies’, search for the role you wish to apply for, and click ‘Apply Online’. 
The online application form can be completed in stages and can be revisited at any time. The 
form automatically saves as you enter your information and it is simple to move backwards 
and forwards throughout at any time prior to submission. Help is available at each stage to 
guide you through the form. Before final submission, you can preview your application and 
can then choose to refine or submit the form. 
 
Please refer to the advert for the closing date for this vacancy, all applications must be 
submitted by 11.59pm on this date. Following the closing date, we will contact you by email 
to let you know whether or not you have been shortlisted to participate in the next stage of 
the selection process. We try our best to inform all applicants within two working weeks 
following the closing date. 
 

Application > Shortlisting > Interview > Outcome 
 

For informal enquiries about this vacancy you may wish to contact: Amanda Price, Head of 
Student Casework at Pricea@edgehill.ac.uk.  
 

At Edge Hill University we value the benefits a rich and diverse workforce brings to our 
community and therefore welcome applications from all sections of society. 

 

 

http://www.edgehill.ac.uk/jobs
http://www.edgehill.ac.uk/jobs

