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MANUAL OF GUIDANCE FOR PREPARATION OF CASE FILES HOW TO USE THIS MANUAL
This manual has been prepared for use by police officers, police staff and CPS prosecutors concerned with the preparation, processing and submission of prosecution files. Every effort has been made to ensure that this manual uses straight forward language and that it reflects current CJS processes.
In support of the Director’s Guidance on Charging (4th edition), this manual introduces the concept of a “National File Standard” (NFS) and outlines the process for upgrading the NFS according to key trial issues identified at a case management hearing at Magistrate’s Court or for Crown Court Trial.


Section1 provides a concise outline of the case file building process, required file contents and the process for obtaining CPS charging advice where necessary. Adherence to the guidelines contained within this section will greatly assist both police and CPS in ensuring that files are built proportionately and contain the key information required to support a prosecution.


Section 2 provides guidance to police supervisors regarding the supervision of case files. It outlines the responsibilities that police supervisors have in respect of the endorsement of particular MG forms, and in supervising the content in terms of quality assurance. Whilst it is understood that the structures for supervision will vary from force to force, the fundamental principles outlined in this section apply irrespective of the supervisory model adopted. Also included in this section is a description of how to manage case files with multiple offences and multiple offenders, together with some practical examples to illustrate variations.


Section 3 sets out each of the MG forms in numerical order with a description of the form’s purpose, a copy of the form, annotated to assist completion, and, where needed, more detailed guidance on completion. Attention is drawn to sections that must be completed together with an explanation as to what information is required within each form. It is intended that this section can be used to provide an overall understanding of the purpose and required content for all MG forms or used as a reference for completion of particular forms as needed.
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This manual is not intended to replace other existing guidance (for example the Director’s Guidance on Charging – 4th edition) but rather to be read in conjunction with such documents. Consequently, where a reader may require more information from other such documents, some references or web links have been included in the manual to enable further research to be undertaken if needed.
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SECTION 1

A GUIDE TO CASE FILE BUILDING



1.1      INTRODUCTION

1.1.1       This first section of the Manual of Guidance gives a guide to the main aspects of preparing a case file together with an outline of the process for obtaining a charging decision. The more specific details of completing the MG forms can be found in Section 3.

1.1.2      The police and the CPS share a common goal – the successful prosecution of persons who have committed offences in circumstances where the public interest requires a prosecution. It is the responsibility of the police to investigate offences, and the responsibility of the Crown Prosecution Service (CPS) to prosecute people who are charged as a result of police investigations. The Police will determine the charge in the offence categories as specified in the Director’s Guidance on Charging (this can be found on the CPS website www.cps.gov.uk). These are mostly summary contested and non-contested offences and either way guilty pleas. There are a number of important exceptions, which must be referred to a CPS Prosecutor for charging advice. The CPS will determine the charge in cases that in the opinion of the Director of Public Prosecution require the exercise of an informed legal judgment by a Crown Prosecutor.

1.1.3      Where the police consider there is sufficient evidence to charge a suspect with any offence (other than an indictable only offence), and determine that it is in the public interest instead to administer a simple caution, a reprimand or final warning  in  the  case  of  a  youth,  or  other  out  of  court  disposal  (except conditional cautions), the police may do so  without further reference to a Crown Prosecutor.

1.1.4      All reports and files sent to the CPS for prosecution must be prepared and submitted in accordance with this manual. It sets out national standards for the preparation of case files, their content and format.

1.1.5      This  manual  applies  to  all  cases,  whether  the  defendant  is  charged, summonsed or proceedings commenced by postal requisition, except those dealt with under Section 12 of the Magistrates’ Courts Act 1980 (as amended by the Magistrates’ Courts (Procedure) Act 1998) which is the procedure for allowing defendants to plead guilty by post.



1.2      THE GOVERNMENT PROTECTED MARKING SCHEME

1.2.1      The national forms used to prepare a case file are numbered and have the prefix ‘MG’. All MG forms carry a Government Protected Marking Scheme header and footer. The scheme assists the police and CPS in complying with the Data Protection Act 1998, and ensures that all agencies which share information, handle it according to the same security classification.

1.2.2      The  scheme  categorises  material  into  four  classes,  namely  ‘Restricted’,

‘Confidential’, ‘Secret’ and ‘Top Secret’.

1.2.3      MG forms carry the protective headings ‘Restricted’ and/or ‘Confidential’.

1.2.4      Restricted  information:  material  falls  into  this  category  if  accidental  or deliberate compromise of the material would be likely to cause substantial distress to individuals; prejudice the investigation; facilitate the commission of crime; breach undertakings to maintain confidence of information provided by third parties; or breach data protection restrictions, for example, information supplied to police by a witness in confidence (home address details) or police briefing material.

1.2.5      Confidential information: material falls into this category if it would prejudice individual security or liberty; impede the investigation or facilitate the commission of serious crime, for example, material regarding covert operations/observation points or information supplied by a covert human intelligence source (which does not reveal his/her identity). Material that would reveal the identity of a source/undercover officer would be classed as ‘Secret’.

1.2.6      It  is  up  to  the  person  completing  the  form  to  decide  what  the  correct classification should be and delete the heading which does not apply.

1.2.7      The chequered banding on the forms identifies material which, when complete, is not disclosable.



1.3      UNIQUE REFERENCE NUMBER (“URN”)

1.3.1      A URN must be allocated to a case file at the earliest opportunity to allow tracking and monitoring of the case where possible. This process should start at the CPS pre-charge advice stage where the URN will be recorded on the MG3/3A.

1.3.2      When completing a case file the URN must be entered on all MG forms. The endorsement of the URN on each page of each form ensures that if material



becomes separated from the file, it can be easily identified and maintains continuity.

1.3.3      A URN is divided into 4 discrete elements:

1.   Force PNC Code (01 - Met) comprising 2 digits

2.   BCU, Division/Sub Division (AA, BA etc.) comprising 2 letters

3.   Numeric identifier (02389 etc.) to a maximum of 5 digits

4.   Year (03, 04, etc.) comprising 2 digits

Example:

1                     2                     3                     4

	
01
	
AT
	
00642
	
04




1.3.4      Allocating a URN for case files involving multiple offences and/or offenders will need to be closely monitored to avoid duplication. Specific guidance on when and how these case files should be numbered is contained at 2.4 of Section 2. This includes obtaining guidance from the CPS regarding the splitting or merging of case files.



1.4      ARREST / SUMMONS NUMBER (ASN)

1.4.1      The ASN is the number agreed between a police force and PNC to identify an individual defendant in a case linked to one or more offences. The offences are identified by standard CJS Offence Codes provided through PNLD (the Police  National  Legal  Database)  and  are  allocated  a  specific  sequence number against the ASN.

1.4.2      The  combination  of  an  ASN,  an  offence  code  and  its  sequence  number against the ASN is a Criminal Prosecution Reference (CPR), held by police force systems and PNC, and used as the basis for tracking the progress and result of a prosecution. It is therefore important that this information is entered specifically on an MG4 - Charge Sheet and MG21 - Forensic Submissions together with the matching URN.

1.4.3      As well as helping to track prosecutions, the provision of this information will enable improved resulting quality and timeliness, and support the collection of management information.



1.5      GUIDELINES FOR FILE BUILDING INTRODUCTION
1.5.1     An investigator must gather together the documents acquired during the investigation of an offence from the outset. The case file is built from those documents, whether they contain evidence or not. It is not necessary for a suspect to be held in custody before starting to build the case file. All reasonable lines of enquiry must be followed, not only those that appear to point to a certain person being responsible.

The file building process starts with the production of a ‘Pre-charge report’ which is used to seek a charging decision (see below). Following a decision to charge, the custody officer will determine whether to release the defendant on bail (either with or without conditions) or refuse bail and keep them in custody to be put before the court, where a remand in custody may be sought. The content  of  the  file  subsequently  produced  for  court,  the  ‘National  File Standard’ will depend on the anticipated plea of the defendant (see 1.8 onwards).

THE CHARGING DECISION

1.5.2      Under the Criminal Justice Act 2003, responsibility for determining the charge is  split  between  the  police  and  CPS.  In  general  terms  all  indictable  only offences, and contested either way offences must be referred to the CPS. For detailed guidance as to which offences must be referred to the CPS for a charging decision – see The Director’s Guidance on Charging, 4th  Edition – www.cps.gov.uk

1.5.3      In making charging decisions both custody officers and Crown Prosecutors take into account the provisions of the Code for Crown Prosecutors and the evidential  tests  therein,  which  need  to  be  satisfied  before  a  case  can  be properly charged.

1.5.4      The Full Code Test has two stages – firstly that the evidence is sufficient to provide a ‘realistic prospect of conviction’, and secondly that a prosecution is needed in the public interest.  Only if these two tests are satisfied can a charge be laid.

1.5.5      In cases where a remand in custody will be applied for and it is not possible to apply the Full Code  test  at  that  time because all  the  evidence  is  not  yet available, then the Threshold Test is applied by Crown Prosecutors. Firstly, the prosecutor must be satisfied that there is at least a reasonable suspicion that



the person to be charged has committed the offence. Secondly, the prosecutor must  be  satisfied that  there are reasonable grounds  for  believing  that  the continuing  investigation  will  provide  further  evidence,  within  a  reasonable period of time, so that all the evidence taken together is capable of establishing a realistic prospect of conviction in accordance with the Full Code Test.

The Threshold Test may only be applied where the prosecutor is satisfied that

all the following four conditions are met:

a)  there is insufficient evidence currently available to apply the evidential stage of the Full Code Test; and

b)  there  are  reasonable  grounds  for  believing  that  further  evidence  will become available within a reasonable period; and

c)  the seriousness of the circumstances of the case justify the making of an immediate charging decision; and

d)  there are continuing substantial grounds to object to bail in accordance with the Bail Act 1976 and in all the circumstances of the case an application to withhold bail may be properly made.

1.5.6      Where the investigator considers there is sufficient  evidence  to  charge  on either of the tests, the case should be referred to the CPS or custody officer as appropriate for a charging decision. Where the Crown Prosecutor or custody sergeant cannot make a decision immediately, the custody officer may decide that the suspect should be bailed, with or without conditions. See 1.7.2 Pre- charge bail conditions for further information.

1.5.7      Conditions may now be imposed on bail pre-charge even where the Crown Prosecutor or custody officer considers there is insufficient evidence to charge at that time.

THE REFERRAL PROCESS

1.5.8      Since June 2010, there has been in place a more responsive daytime charging service delivered by the CPS in respect of volume crime.  This service operates every day from 9am to 5pm Monday to Friday except for Bank Holidays (see Annex A). For out of hours advice and Bank Holidays/weekends, CPSD will continue to provide charging decisions as now.

1.5.9      Charging advice by the CPS is provided in two ways:

(i)     Having sent through the MG3 and case material in advance (usually electronically), officers ring a dedicated telephone number and speak to a



Crown Prosecutor who reviews the evidence, discusses the case, and provides the charging decision on an MG3, which will usually also be sent electronically.

(ii)    Serious  and  complex  cases  will  continue  to  be  dealt  with,  where appropriate, through face-to-face consultation with a CPS lawyer. Service Level Agreements, which have been agreed with every force, set out the modernising  charging  arrangements  locally  and  reference  should  be made to this to obtain detailed guidance on procedures. In particular, the SLAs detail which cases are not suitable for telephone advice; broadly those involving:

         a fatality

         rape / serious sexual assault;

         child abuse;

         large scale or long term fraud;

         substantial or complex video or audio key evidence;

         evidence of such complexity that it would be likely to take longer than

90 minutes to provide charging advice;

	any other cases deemed suitable for referral by the police gatekeeper and agreed by the local CPS level D manager.



1.6      DOCUMENTATION FOR A CHARGING DECISION CPS CHARGE CASES
1.6.1      Prosecutors  will  ordinarily  make  charging  decisions  on  the  information provided by the MG3 (Report to Crown Prosecutor), MG3A (Further report to Crown Prosecutor) and any key evidence. These forms make up the ‘Pre- charge report’ for a charging decision, along with other documents which vary depending on the type of report being prepared i.e. whether there is an anticipated guilty or not guilty plea. However, the method of communication with the CPS may dictate the form of the document.  Pre-charge reports should be compiled in accordance with Annex C.

1.6.2      Key evidence is that evidence which either alone (i.e. the evidence of one key witness) or taken together with other evidence (e.g. a number of key witness each of whom provide some key evidence) and relevant exhibits establish every element of the offence to be proved, identify the offender and show that he or she committed the offence with the necessary criminal intent.



1.6.3      Where witnesses provide accounts of the same events that differ in a material respect, MG11 witness statements must be supplied in respect of each. As a general guide, where an officer considers that witnesses' accounts vary sufficiently,  then  statements  should be  provided  for  each  witness and  this should be recorded on an MG3 for the information of the CPS lawyer providing the charging decision.

1.6.4      Corroborative statements or continuity evidence will not be required to be submitted with the MG5 or MG3 unless already contained within the statement of a key witness.  Other evidence supporting or repetitive of key statements will  not  be required.    However,  the  MG3 should  indicate  corroborative  or continuity evidence is available.

1.6.5      These papers should also be accompanied by any unused material which exists  that  may undermine  the  prosecution  case  or  assist  the  defence  in relation to bail (see R v DPP ex parte Lee, section 2.2.11). Information impacting upon the decision to withhold or allow the granting of bail must be included and provided to the prosecutor, for example, if relevant, the crime log or incident report should be produced.

1.6.6      Any background information, which is considered relevant for the prosecutor to know, should be noted on the MG3, e.g. the background to domestic violence cases can be particularly important and useful for the prosecutor as it may indicate how the evidence could be strengthened and may help to inform the public interest test.

1.6.7      Whether a brief summary of the interview on the MG5 or one contained in a ROTI/ROVI or full transcript is required depends on the seriousness of the case and role and importance of the interview in relation to the facts to be proved or inferences to be made. The brief summary need not be type written, but must be legible.

1.6.8      A PNC print of suspect(s) previous convictions / cautions / reprimands / final warnings is also required

1.6.9      If the prosecutor cannot make a charging decision, form MG3 will be completed with an action plan outlining what key evidence is required together with any other specified information. If this material cannot be secured, the investigator should arrange to seek further advice from the prosecutor. Once further action has been carried out, the report should be re-submitted with form MG3A (Further Report to Prosecutor) completed and attached for a charging decision.



1.6.10    The MG3/3A forms MUST NOT be given to the defence or any third party under any circumstances as they contain information on the strengths and weaknesses of the case. The forms are also subject to legal privilege between police and CPS only.

1.6.11    Once a charging decision has been made, a National File Standard (NFS) file as required by the Director’s Guidance must be produced for the prosecution of the case. See Annex C.

POLICE CHARGE CASES

1.6.12    Generally,  there  is  no  specific  documentation  required  to  obtain  a  police charging  decision for those cases where this is appropriate.  However, the rationale for the charging decision should be recorded on an MG6 where a summary only offence is charged and it is anticipated that a not guilty plea will be entered as the suspect has put forward a specific defence or has denied the offence in interview. This then becomes part of the post-charge NFS for the first hearing at court.

1.6.12    Where the Threshold Test is used to charge an imprisonable summary only offence, the police must record on an MG6 how the Test requirements are met and how the evidential stage is satisfied. This will be provided to the CPS with the file for the first hearing. The Threshold Test may not be used to charge a summary only offence that does not carry imprisonment.



1.7      BAIL DECISIONS

1.7.1      Decisions on bail are made by the custody officer. Decisions to charge need to be  made  in  accordance  with  the  Director’s  Guidance.  Where  there  is sufficient evidence to charge, the custody officer will need to decide whether to:

	release without charge on bail for the Duty Prosecutor to make a charging decision; or

	release without charge on bail (but not for the purpose of a charging decision, e.g. to consider a restorative justice disposal); or

         release without charge (e.g. where there are mental capacity issues); or

         charge and bail; or

         remand in custody following charge to put the defendant before the court.



PRE-CHARGE BAIL CONDITIONS

1.7.2      Pre-charge bail conditions can be applied where a suspect is bailed pending a charging decision by the CPS or where it is considered that further enquiries are required and conditions are necessary to satisfy the relevant risks under the Bail Act.  Any conditions imposed must be appropriate and justifiable.  A person  bailed  may  appeal  to  a  custody  sergeant  for  a  variation  of  the conditions or to a magistrates’ court.

1.7.3      If the investigator believes that it is necessary to impose conditions for the reasons below, he/she should make representations to the custody officer. Conditions can only be imposed if they are necessary to seek to prevent a person from:

	Failing to surrender – previous conviction for absconding, defendant has no fixed abode or has indicated he/she will not appear;

	Committing   offences   on   bail   (current   and   previous)   –   offence committed on bail (details of charges, bail dates and conditions should be given), the ‘lifestyle’ of the defendant is such that it is likely offending will continue, e.g. a drug habit;

	Obstructing the course of justice and/or interfering with witnesses - the defendant has threatened to interfere with witnesses (or has a history of such behaviour) or will hinder the recovery of property, and/or;

The conditions are necessary

	For the person’s safety – there is a real threat of revenge from the victim’s family, or friends etc., or the person is suicidal, a drug addict or suffering from mental disorder;

	If a child or young person, for that person’s own welfare or own interests – the defendant has threatened self-harm, or is being coerced by older  youths/adults to commit  crime  or  does  not  have  a  stable  family background.

1.7.4      Form MG4A is used to record bail conditions.

BREACH OF PRE-CHARGE BAIL

1.7.5      Where  a  defendant  has  been  arrested  for  a  breach  of  pre-charge  bail conditions, the custody officer has the option of releasing the defendant on bail, with or without conditions, or referring to a prosecutor for a charging decision regarding the offence for which the suspect was bailed. Once charged, it may



be appropriate for a remand in custody application to be made to the court.

1.7.6      See Annex B for the contents of a breach of bail file.

1.7.7      Breaching bail conditions pre-charge is not an offence: it provides grounds for an arrest. It is only a failure to surrender to bail that gives rise to a new offence for which the custody officer will make a charging decision.

BREACH OF POST-CHARGE BAIL

1.7.8      See Annex B for the contents of a breach of bail file.




1.8     THE NATIONAL FILE STANDARD (NFS)

POST-CHARGE NATIONAL FILE STANDARD (anticipated guilty plea cases).

1.8.1      The Pre-charge report forms the basis of the National File Standard for the first court hearing.  See column 1B at Annex C.

1.8.2      The National File Standard File applies to cases initiated by summons as well as by charge.

1.8.3      If a defendant decides to enter a not-guilty plea at court or elects to have the case heard at Crown Court, a contested case ‘upgraded file’ (see column 3. at Annex C) will be required.

POST-CHARGE NATIONAL FILE STANDARD (for anticipated not guilty pleas)

1.8.4      The pre-charge report for an anticipated not guilty plea forms the basis of the

National File Standard for the first court hearing. See Annex C.

1.8.5      All statements that have been taken from witnesses, whether ‘key’ or not, should be forwarded to the CPS with the file.

1.8.6      Key witness statements should appear on the file in the following order:

          Victim/main witness

         Non-police witness

         Expert witness

         Other police officer(s) in the order they witnessed events

         Officer in the case (OIC)

1.8.7      See column 2B at Annex C for case file contents.

1.8.8      The Post-charge National File Standard will be upgraded where a not guilty plea is entered at the first hearing and the case is proceeding to trial, or where



a case is to proceed to the Crown Court (see 1.10 and column 3 Annex C).




1.9      CASE MANAGEMENT

1.9.1      The Court must undertake active case management to ensure cases are dealt with effectively and justly. In contested matters, this includes the early identification of trial issues. These may be such matters as any specific defences (for example self-defence), identification, forensic evidence or other matters in issue. The Prosecution is under a duty to actively assist the Court in fulfilling its duty of case management. This will include compliance with any directions the Court may make. It is crucial that the Prosecutor is provided with sufficient information to assist and progress case management. In non- contested matters, the Prosecutor needs to be provided with sufficient information to deal with  the case and any sentencing  issues, for  example compensation details and application for other ancillary orders (e.g. football banning order). The Case Management Form to be completed by the CPS and HMCS at court can be found at:

http://www.justice.gov.uk/criminal/procrules_fin/index.htm




1.10    UPGRADED FILES (For indictable only and ‘contested’ cases)

1.10.1    Further upgrading will be necessary where it is clear that the case will be heard in the Crown Court, or the case is contested (as opposed to an anticipated  not  guilty  plea).  A  case  is  ‘contested’  when  there  is  a  clear indication from the defendant at plea stage (or plea before venue stage for either way offences) that he or she will plead not guilty and therefore the case should be prepared for trial. The disclosure forms (MG6C, 6D and 6E) will need to be added to the Post-charge NFS along with further evidence to produce  an  ‘Upgraded  file’  which  must  be  submitted  to  the  agreed timescales.

1.10.2    See column 3. at Annex C for file contents.

1.10.3    A brief outline of the disclosure requirements that will apply when completing such files is shown at section 1.14.



1.11    TYPING OF CASE FILES.

1.11.1   There is no prescribed format for the font, line spacing or their general appearance. Manuscript or hand-written statements can be provided in cases to be finalised as early guilty pleas in magistrates’ courts and may present the most proportionate approach to case preparation.

1.11.2    Generally typed statements will be required for all summary trial cases, except motoring cases, unless there is a local agreement with the courts to accept hand -written statements. Where provided, hand-written statements must be legible, comprehensible and sufficiently clear to produce good quality photocopies.

1.11.3    Committal papers prepared for, and statements used in, the Crown Court must be typed.

1.11.4    In order to meet Disability Discrimination Act requirements, typed copies of case file documents should be in either Arial or Verdana font 12. Any variation in the font size that may be required at court should be recorded as part of the special measures for the witness so that CPS can provide an appropriate document for the witness to read on day of trial.



1.12    REMAND IN CUSTODY AND MG7

1.12.1    After charge, a custody officer has to make a decision on whether to grant bail, or whether there are reasons why bail should not be granted. If there are reasons why bail should not be granted, then the investigator should seek a remand in custody at the first court hearing.

1.12.2    The investigator is responsible for ensuring that the custody officer has all the relevant information in order to make a decision on whether grounds exist to refuse bail.

1.12.3    If the detainee is kept in police custody after charge, the decision as to whether a remand in custody is to be sought at court lies solely with the Crown Prosecutor.

1.12.4    The Crown Prosecutor will determine in all the circumstances whether the Threshold Test may be applied.  To ensure this is a fully informed decision, the police should provide all material relevant to the objections to bail which has been  considered  by the  custody officer.  This should  be  done  through  the completion of a detailed form MG7 (Remand in custody application). Details



should  also  be  included  of  any  conditions  that  would  be  appropriate  for conditional bail if the court does not remand the defendant in custody.

1.12.5    Where  the  Prosecutor  applies  the  Threshold  Test,  the  Investigator  will  be informed of the date when the Full Code Test is to be applied. The Investigator will be under a duty to expedite the gathering of evidence and allow the Full Code Test to be applied.

1.12.6    The detention or continued detention of an offender is a serious step to take and imposes strict Custody Time Limits (CTL) to be complied with at each subsequent stage of court proceedings.

1.12.7    The law will only allow unconvicted defendants to be kept in custody before trial for a very limited period. This period is called a custody time limit. If the police and the CPS (the prosecution) do not at all times prepare the case diligently and expeditiously, the court has to release the defendant, however serious  the  alleged  crime.  This  can  lead  to  victims  and  witnesses  being harmed and the case may be lost. Custody cases must be prioritised and delays must be explained or escalated according to agreed local procedures. Common causes of delay are medical and forensic evidence; these need to be requested and provided as quickly as possible.



1.12.8    CTLs apply as follows:

	From 1st appearance in custody (i.e. the first appearance before the court charging a person with the offence) at court to the start of the trial for a summary only or either way offence: 56 days (8 weeks)

               From 1st appearance in custody to committal for trial at the Crown Court:

70 days (10 weeks)

               From the date of committal in custody to the start of the trial at Crown

Court: 112 days (4 months)

		In the case of indictable only (IO) offences sent to the Crown Court under sections 51 and 52 Crime and Disorder Act 1998, (including any either way offence sent with the IO offence) from 1st  appearance in magistrates’  court  to  the  start  of  the  Crown  Court  trial:  182  days  (6 months & 2 weeks)

1.12.9    If a remand to secure local authority accommodation for a child or young person under 17 years is sought, see 1.12.19 below.



1.12.10  The MG7 must  be as detailed as possible.  It must contain  details  of  any substantial grounds that support the request for a remand in custody or the imposition of bail conditions and also how much time is required to prepare the case file. Failure to provide sufficient information may lead to a refusal to impose conditions, remands in custody, or lead to adjournments for shorter periods than are required.

1.12.11  Confidential information must not be included on the MG7. Use the MG6 for this purpose. If any information undermines the prosecution case, or assists the defence in their bail application, forms MG6C and E must be prepared. See guidance notes 12 and 13 (R v DPP, ex parte Lee) on MG6 in Section 3.

GROUNDS TO SEEK A REMAND IN CUSTODY

1.12.12  The court must find that there are substantial grounds for believing that an offender will:

	Fail to surrender – previous conviction for absconding, defendant has no fixed abode, the defendant has indicated he/she will not appear; and/or

	Commit offences on bail (current and previous) – present offence committed on bail (details of charges, bail dates and conditions should be given), the ‘lifestyle’ of the defendant is such that it is likely offending will continue, e.g. a drug habit; and/or,

	Obstruct the course of justice and/or interfere with witnesses – the defendant has threatened to interfere with witnesses (or has a history of such behaviour) or will hinder the recovery of property, and/or;

	A remand in custody is necessary for the person’s safety – there is a real threat of revenge from the victim’s family, or friends etc., or the person is suicidal, a drug addict or suffering from mental disorder; and/or,

		If a child or young person, for that person’s own welfare or own interests – the defendant has threatened self-harm, or is being coerced by older youths/adults to commit crime or does not have a stable family background.

INTIMIDATED AND VULNERABLE WINESSES

1.12.13  Where a remand in custody is sought, consideration must be given  as to whether there is a risk of the defendant trying to intimidate witnesses (directly or indirectly) whilst remanded in custody. If there are grounds to believe this is likely, full details of witnesses and their contact details must be included on



form MG6 so that this information can be passed to the Prison Service in order to prevent the defendant from contacting witnesses whilst on remand.

COURT IMPOSED CONDITIONAL BAIL

1.12.14  In order to be prepared for those occasions when the court may not remand in custody but grants bail, consideration should be given to including suitable and appropriate bail conditions on the MG7 which the CPS can ask the court to impose in the event bail is granted. Conditions can only be imposed on bail by the court if they are necessary to prevent the person from:

         Failing to surrender to custody

         Committing further offences whilst on bail

         Interfering with witnesses or obstructing the course of justice.

1.12.15  The following are suggested bail conditions which can be sought from the court where relevant:

         To live and sleep at a specified address

          To notify police of any change of address

          To report to a police station (daily, weekly, or other period)

	Not to enter a certain area or building (it is essential to state the road boundaries for an area and include a map where possible)

	Not to contact (directly or indirectly) the victim and/or any prosecution witness

          To surrender his/her passport

          To observe a curfew between set times (consider the ‘doorstep condition’

where the defendant must appear at the door when required by police)

          A condition of residence at a bail hostel

          Electronic monitoring of a child or young person.

BAIL APPEALS

1.12.16 Where a person is charged with, or convicted of, offences punishable by imprisonment, the Bail (Amendment) Act 1993 (BAA) gives the prosecution a right of appeal to a Crown Court judge against the granting of bail by magistrates.   The right is exercisable by a Crown Prosecutor or CPS agent, once appeal against bail has been approved at a senior level. There is a defined order of decision making from a senior lawyer  within the CPS for



approval of decisions to appeal bail and there are also stringent time limits for the service of the appeal notice. A log is kept in CPS Branches of all appeals.

1.12.17 The right of appeal may only be exercised if the prosecutor has made representations that bail should not be granted.

1.12.18  Prosecutors should only appeal in cases of grave concern where there are substantial grounds under the Bail Act 1976 which would allow the court to refuse bail.    The  prosecutor  considering  whether  an  appeal  is  appropriate should apply an overarching test of whether there is a serious risk of harm to any member of the public or any other significant risk of harm to any member of the public or any other significant public interest ground.

REMANDS TO SECURE LOCAL AUTHORITY ACCOMMODATION FOR YOUNG OFFENDERS

1.12.19  If a remand in custody is sought from the court for a child or young person, this will only be to local authority accommodation unless the criteria regarding the seriousness of the offending apply:

	The young offender is charged with or has been convicted of a sexual or violent offence or an offence punishable (for an adult) with 14 years’ imprisonment; or

	The defendant is charged with or convicted of one or more imprisonable offences, which together with any other imprisonable offences of which s/he has been convicted amount (or would if s/he were convicted of the offences charged) to a recent history of repeatedly committing imprisonable offences while remanded on bail or to local authority accommodation; and, in either case, the court is also of the opinion that only remanding them to local authority accommodation with a security requirement would be adequate:

          To protect the public from serious harm from the offender, or

          To prevent the commission of imprisonable offences by the offender.

In order to impose a security requirement on a young offender’s remand, there must be a risk of the young offender either failing to surrender, or committing offences on bail, and in every case the court must be satisfied that it is in the young offender’s own welfare or interests.

THE ‘KEY’ WITNESS IN REMAND CASES

1.12.20 The National File Standard must include previous convictions/cautions of prosecution witnesses who have provided key witness statements in a case



where a file is submitted for a remand in custody or where the person has been bailed initially and a remand in custody is now sought. If a key witness statement has been made by a police officer, form MG6B should be included if applicable. If none of the prosecution witnesses has previous convictions/cautions this should be recorded on the case file.

1.12.21  If an audio or visually recorded interview has been conducted, an SDN should be prepared principally for the MG5.

1.13   RECORDS OF INTERVIEW

It is necessary to provide a written record of what the defendant said during interview on the case file. There are three types of interview record: a short descriptive note (SDN), a record of taped (or audio) recorded interview (ROTI)/record of visually recorded interview (ROVI) and a transcript (a full verbatim record of what was said).



INTERVIEW NOTES – SHORT DESCRIPTIVE NOTE (SDN)

1.13.1    WHAT IS AN SDN?

An SDN is a brief account of what was said by the defendant in an interview. It can be recorded on one of three forms, depending on the circumstances:

	MG5 (Police Report) – where a case summary is necessary on the file, the SDN should be included on this form i.e. for a first hearing file. The start and end times of the interview should be included; or

	MG11  (Witness  statement)  –  where  a  police  officer  has  written  a  key witness statement; or

	MG15 (Record of Interview) – in all other cases. As the SDN is not an exhibit, the exhibit box on MG15 does not require completion. It is also unnecessary  to  note  tape  counter  times  or  use  the  ‘person  speaking’ column in such cases.

1.13.2    WHAT MUST AN SDN CONTAIN?

An  SDN  should  generally be  written  in  the  third  person,  although  specific sections should be written in direct speech (see admissions below). It should summarise the questions covering the main elements of the offence(s) and the responses given.

An SDN must include the following:

         Admissions, which prove ‘the elements of the offence’, written in direct



speech. It is not sufficient to say ‘the defendant fully admitted the offence’. The words ‘full and frank admission’ should also be avoided;

	The defendant’s version of events where this is disputed, specific denials and any explanation for committing the offence(s);

         Any mitigating circumstances given, including any expressions of remorse;

	Anything  said  by  the  defendant  in  relation  to  aggravating  factors:  pre- meditation, admission of prior knowledge of vulnerability of the victim, lack of remorse shown.

INTERVIEW NOTES – RECORD OF TAPED INTERVIEW (ROTI) OR VISUALLY RECORDED INTERVIEW (ROVI)

1.13.3    A ROTI or ROVI should only be prepared for inclusion on a committal file or when the SDN is deemed insufficient for summary trial purposes. A number of areas are still producing and exhibiting a ROTI as a matter of routine on upgrade files without any consideration as to why it is needed.

1.13.4    A ROTI/ROVI is a more comprehensive record of the questions and answers given in an interview.

1.13.5    Where a ROTI or ROVI is required:

         It must be written on form MG15

	ROTIs/ROVIs will be produced as an exhibit by the person transcribing the tape (i.e. not the OIC).

	When direct speech is referred to in the ROTI, the identity of the speaker and the tape counter time must be noted in the margin

         If handwritten, must be legible.

1.13.6    In all cases the record must include:

(i)  the admin section at the top of the form fully completed;

(ii) the fact that the caution was given (this need not be written out in full as the wording is prescribed);

(iii) that the suspect was reminded of their entitlement to free legal advice (if they changed their mind and either subsequently requested legal advice or declined it, this too must be noted);

(iv) any significant statement or silence before the interview was put to the suspect;



(v) use of any special warnings and responses given;

(vi) details of any offences to be taken into consideration (TIC)

1.13.7    It should also include:

	all admissions made to the offence(s) under investigation and questions and answers leading to the admission – write these out in the words used by the suspect

	statements or questions about possible defences, alibis, assertions that others were involved, ambiguous/qualified admissions, any questions asked by  the  suspect  and  answers  dealing  with  the  issues  of  bail  and/or alternative pleas/charges

         responses regarding aggravating factors and/or mitigating circumstances

(can be summarised in the third person).

1.14   THE DISCLOSURE PROCESS

1.14.1    ‘Disclosure’ is the process of informing the defence of any unused material, which has been recorded or retained by the police and not disclosed to the defence with the evidence.  Unused material (relevant  material  obtained  or generated during the course of a criminal investigation but which is not being used as evidence) must be retained and recorded by police. It is important that the Prosecution Team adopt consistent practices across England and Wales.

1.14.2    The disclosure process is a statutory duty under the Criminal Procedure and Investigations Act 1996 including Codes of Practice (CPIA). There is also a Common Law duty on the prosecutor to disclose material before the duty arises under the Act, where it is significant, e.g. a victim’s previous convictions or information that might affect a bail decision. There is also a duty on the police to provide the CPS with information that may mitigate the seriousness of an offence. The investigator must inform the prosecutor as early as possible whether any material weakens the case against the accused.

WHEN DOES THE DUTY TO DISCLOSURE ARISE?

1.14.3    Not everything that is revealed to the CPS will be disclosed to the defence.

Generally, a Prosecutor’s duty to disclose unused material to the defence is triggered by:

          A not guilty plea in the magistrates’ court, or



	A committal, i.e. the service of evidence in an indictable only case sent to the Crown Court under section 51(1) Crime and Disorder Act 1998 or on transfer of a case for trial to the Crown Court.

1.14.4    The duty of disclosure continues as long as proceedings remain, whether at first instance or on appeal.

1.14.5    All of the unused material is revealed to the prosecutor by way of schedules on forms MG6B, C, D, and E (see below). There is an agreement between the CPS and ACPO that crime reports and incident logs will be revealed to the CPS as a matter of routine.

WHEN AND HOW MUST MATERIAL BE RECORDED?

1.14.6    Information must be recorded at the time it is obtained/seized, or as soon as is practicable after that. Material must be recorded in a durable or retrievable form. If it is not practicable to retain the original record, e.g. because it forms part  of  a larger record which  is to be destroyed,  the  information must  be transferred accurately to a durable and easily retrievable form. Photocopies are acceptable. Details of relevant phone calls concerning a case must also be recorded.

DISCLOSURE ROLES AND RESPONSIBILITIES

1.14.7    The CPIA sets out three distinct roles which impose different duties on the police:

(i)     The Investigator – all police officers have a responsibility to record and retain relevant material obtained or generated by them during the course of the investigation.

(ii)    The Officer in Charge of an investigation – has special responsibility to ensure  that  the  duties  under  the  Code  are  carried  out  by  all  those involved in the investigation and for ensuring that all reasonable lines of enquiry are pursued, irrespective of whether the resultant evidence is more likely to assist the prosecution or the accused

(iii)    The Disclosure Officer – the person responsible for:

               Examining the material retained during the investigation; and,

	Revealing material to the prosecutor on MG6C, MG6D & MG6E schedules, ensuring that the descriptions are sufficiently detailed and contain sufficient information to enable the prosecutor to make an informed decision as to whether or not the item meets the tests



for disclosure; and

	Certifying   where   necessary   that   action   has   been   taken   in accordance with the requirements of the CPIA Code of Practice.

These roles involve different functions and they may be performed by three different people or by a single person (who may be a police officer or a member of police staff).

DISCLOSURE FORMS

1.14.8    There are four disclosure forms:

(i)     MG6B – This gives details of the discipline record and convictions (if any) of any police officer/member of police staff that is involved in the case. It also includes Penalty Notices for disorder. If no officer/member of police staff has a disciplinary consideration (or conviction) there is no need to put the form on the file, an entry on the MG6 to this effect will suffice. This form can also be used to declare the convictions/disciplinary matters of employees of other investigative agencies on behalf of whom the CPS prosecutes e.g. UK Border Agency.

(ii)    MG6C  –  The  schedule  of  relevant  non-sensitive  material  will  be disclosed to the defence and any material described on it may also be disclosed to the defence on instruction from the CPS. Material that must be  listed  on  the  schedule  covers  all  relevant  unused  non-sensitive material recorded, retained or generated during the course of an investigation. The exception to this is material seized during the course of a major investigation which has not been examined due to its lack of immediate and apparent relevance to the investigation. This falls outside the CPIA and is not ‘unused material’ but its existence must be recorded on form MG11 with the appropriate caption, i.e. ‘the following material has not been examined by the investigator or disclosure officer and is considered not to fall within the CPIA definition of prosecution material’.

If an item of unused material contains both sensitive and non-sensitive material, it must be listed on the MG6C as being an ‘edited version’ or
‘edited’ e.g. a pocket notebook entry containing both the personal details of a witness and the circumstances of the arrest. Block out the sensitive part (witness details) on a copy of the original with a dark marker pen (never white correcting fluid). The original must never be marked. Do not list the unedited version on the MG6D.



(iii)    MG6D – The schedule of relevant sensitive material will not be disclosed to the defence because it is not in the public interest to do so. You must state the reason why the item should not be disclosed to the defence. For example, details that identify an observation post must not be disclosed to the defence.

If there is no sensitive material in a case, endorse form MG6D to that effect and submit it with the MG6C and MG6E.

Where you think you have material that is very sensitive, such as information  from  a  covert  human  intelligence  source  (CHIS),  make contact with the prosecutor who will refer you, as necessary, to the appropriate person for advice.

(iv)   MG6E – Disclosure Officer’s Report. On the MG6E the following information must be brought to the attention of the CPS:

         Material which contains a first description of an offender (Para 7.3

CPIA Code of Practice); or

	Material which might undermine the prosecution case or assist the defence.

The disclosure officer must record on the form the following:

	Whether the undermining or descriptive information was originally listed on the MG6C or MG6D

         The original item number from the MG6C or D

	Briefly, the reason for it being recorded on the MG6E, e.g. ‘Contains first  description  of  suspect’,  or  ‘May  cast  doubt  on  reliability  of witness’.

The prosecutor must always inspect, view or listen to any material that could reasonably be considered capable of undermining the prosecution case against the accused or of assisting the case for the accused. The Disclosure officer may need to consult with and allow the prosecutor to inspect the retained material.



DESCRIBING THE MATERIAL.

1.14.9    Both the MG6C and MG6D schedules must describe the material in a detailed and accurate way so that it is obvious to anyone reading the form what the item is and a decision can be taken as to whether that item should be disclosed to the defence or not.

1.14.10  For a more comprehensive CPS/Police guide to the disclosure of unused material see the Disclosure Manual at www.cps.gov.uk





PRE_CHARGE REFERRAL PROCESS TO CPS

ANNEX A





Police investigator consults supervisor for AUTHORISATION TO REFER case




Supervisor decides
REFERRAL NOT REQUIRED Case is suitable for police charge or alternative disposal (e.g. NFA, simple caution, restorative justice etc.)

Supervisor decides case
MEETS REFERRAL CRITERIA
for pre-charge advice or charging decision made in accordance with category of offence

Supervisor decides REFERRAL NOT YET READY Suspect either remains in
detention (PACE clock
permitting) for further investigation or is released on bail





POLICE CHARGE DECISION
Straightforward cases


TELEPHONE REFERRAL
Volume crime cases


FACE-TO-FACE CONSULTATION
Serious / complex cases





Suspect charged

Suspect on pre- charge bail

Investigator rings
Charging Centre
9am – 5pm Mon-Fri

Suspect
in detention

Investigator rings Charging Centre at any time


Investigator contacts CPS and makes an appointment in accordance with local protocol



ANNEX B



FILE CONTENTS FOR BREACHES OF BAIL

	ARREST FOR BREACH OF PRE-CHARGE POLICE BAIL

	
ARREST for failing to surrender (FTS) to police bail and/or breach of bail condition(s) (BBC)

	
A. Insufficient evidence to charge original offence: continue investigation.
	
B. If no further action (NFA)
on original offence(s):
	
C. Charging decision obtained pre or post arrest for original offence.

	
FTS - Consider charge for failing to surrender.




File contents:
MG4
MG4A/B/C MG5
Pre cons




BBC - Release on same or amended bail conditions or unconditional bail for original offence(s) – no bail offence committed.

File contents:
Details of breach on MG6 and included in original NFS file.
	
FTS - Charge with failing to surrender only and release on police bail with or without bail conditions to court.

File contents:
MG4
MG4A/B/C MG5
Pre cons




BBC - release, no bail offence committed.




File contents:
N/A
	
FTS - Charge with original offence(s) plus the FTS bail offence. Release on bail with
/ without conditions to court OR consider
RIC application.

File contents:
NFS plus:
Details of breach on MG6
Include bail offence on MG4
MG4A/B/C MG7
MG8


BBC - as above except no bail offence committed.




File contents:
As above

	
ARREST FOR BREACH OF POST-CHARGE BAIL

	
D. Arrest for breach of police bail condition(s) (if prior to 1st court hearing).
	
E. Arrest for breach of court bail conditions (after 1st or subsequent hearings).
	
F. Arrest on Failing to Appear (FTA)
warrant.

	
Take defendant to court and apply for remand in custody OR police release on the same or amended condition(s).


File Contents: (RIC only) Access original NSF plus: MG7
MG8
MG11s
	
Take defendant to the court for application for RIC or bail with or without condition(s).



File Contents:
Access original NSF plus: MG7
MG8
MG11s
	
Charge with FTA and comply with warrant instructions e.g. take defendant to the court for application for RIC or bail with or without condition(s).


File Contents:
Access to original NSF plus: Warrant - endorsed
MG11s (details of circumstances of breach and arrest e.g. number of attempts to arrest, evades capture etc.)
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ANNEX C

The NFS involves the preparation of the prosecution case by;
          The production of an accurate, fair and balanced outline of the offence(s) /case.
	The provision of sufficient information for sentencing of an admitted offence or for the progression of the case following the entry of a not guilty plea and the identification of trial issues (at a case management hearing).
          The taking of the essential (key/eye) witness statements only and,
          The removal of any avoidable bureaucracy in the preparation of the (digital) case file.

SIMPLE, STRAIGHTFORWARD ANTICIPATED GUILTY PLEA CASES
	In simple, straightforward cases where the officer can see no obvious challenges to the evidence then a case summary will be sufficient, provided it contains the details of what the defendant said in interview and the effect of the offence on the victim.
	Where the officer considers that the prosecutor may require additional information either to properly review the case and/or to elicit a guilty plea at the first hearing then any statement or exhibit gathered in the course of the investigation which will assist should also be served.

KEY EVIDENCE AND STATEMENTS
Key evidence is that evidence which either alone (the evidence of one witness) or taken together with other evidence (further witnesses or exhibits) establishes;
          the points to prove for each offence and,
          the person(s) to be charged committed the offence with any necessary criminal intent.

Key evidence is usually available at the point of charge.
It would usually include statements from;
	Civilian Witnesses in the course of the investigation unless they have no bearing on the case.
          Police Officers who have witnessed any aspect of the offence.

It may also include expert witnesses e.g. forensic scientists whose evidence establishes one or more of the points to prove.

Where numerous witnesses provide differing evidence relating to the same events, MG11 witness statements should be provided in respect of each witness.

Key statements would not usually include police statements that deal solely with
          Arrest.
          Continuity of an exhibit or procedure.
          Exhibiting items whose provenance is unlikely to be in dispute.
          Corroboration of another officer’s account.

Other forms of key evidence include:
	CCTV (and other visual/multi-media) – where there is evidential value and to be relied upon.(e.g. if it shows or proves the offence)
          Streamlined Forensic Reports
          Other documents or forms, e.g. drink drive forms (MGDD).
	Medical evidence - even if the required evidential material is not yet available, an indication of the medical position should be given.

DETERMINING WHETHER A CASE IS A GAP OR AN NGAP CASE A guilty plea may be anticipated where either;
	the suspect has made a clear and unambiguous admission to the offence and has said nothing that could be used as a defence. (e.g.
“I hit him first because I thought he was going to hit me” or “I did walk out of the shop without paying but I just forgot. I did not mean to”, etc.),
or
	the suspect has made no admission but has not denied the offence or otherwise indicated it will be contested and the commission of
the offence and identification of the offender can be established by reliable evidence
(e.g. of a police officer or another reliable independent witness) or the suspect can be seen clearly committing the offence on a good quality visual
recording.

ASSESSING WHETHER A CASE IS SUITABLE FOR SENTENCE IN THE MAGISTRATES’ COURT

A case may be suitable for sentence in the magistrates’ court UNLESS

	The overall circumstances of the offence are so serious that a sentence of more than six months imprisonment justifies sending the case to the Crown Court, or

          The offence has been committed whilst the suspect was subject to a
Crown Court order.
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SECTION 2

PROSECUTION TEAM SUPERVISION AND CASE MANAGEMENT




2.1     INTRODUCTION

2.1.1      Effective supervision of a case file should ensure that the evidence is gathered in time and to the right and proportionate standard. Police must ensure that processes are in place to ensure that case files are built and quality assured to the appropriate standard in order to avoid any subsequent re-working after submission to the CPS.

2.1.2      Police supervision should support an investigation from the beginning and should intervene to ensure that evidence is gathered in accordance with an investigation plan. Where necessary, there should be early consultation with the CPS, particularly as outlined in Section 1 at paragraph  1.5.9(ii).  Supervisors  should  also  ensure  that  any  ‘action plan’ is followed. Crown Prosecutors may provide guidance and advice to investigators throughout the investigative and prosecuting process and this may include lines of enquiry, evidential requirements and assistance in any pre-charge procedures and ID parades. Crown Prosecutors will be pro-active in identifying, and where possible, rectifying  evidential  deficiencies  and  bringing  to  an  early  conclusion those cases that cannot be strengthened by further investigation. In CPS referred cases, any charging decision or advice will be recorded on the MG3 and supplied to the police.



ROLE OF POLICE SUPERVISOR

2.1.3     The supervisory role in case preparation may be carried out by police officers or police staff in a designated role.   Early front end proactive police supervision during the investigative stage is a critical component for success. It is a key feature of the ‘Director’s Guidance on Charging’ that the taking of witness statements by the police will be reduced, however it does not imply that the investigation should be curtailed. The



Criminal Procedure and Investigations Act 1996, places a duty on investigators to pursue all reasonable lines of enquiry and to record and retain all relevant material.

2.1.4      It is essential that an officer in the case or a single point of contact is clearly identified whilst the investigation is ongoing and a case file is being built. The arresting officer is not necessarily the person who deals with the prisoner and compiles the case file from start to finish. Responsibility and accountability for the case file is paramount.

2.1.5     Supervisors must  check that  the file complies with  the  National File

Standard content as per the Director’s Guidance.




2.2     SUPERVISORY ENDORSEMENT OF FORMS

MG3 – Report to Crown Prosecutor for Charging Decision

2.2.1     The endorsement by the police supervisor on the MG3 is an indication that:

(i)      The evidence justifies the prosecution and the evidential content of the file is sufficient to support the proposed charges;

(ii)     It  is  necessary  in  the  public  interest  for  the  offender  to  be prosecuted;

(iii)    The correct material and information is provided to the CPS as per the Director’s Guidance and the Pre-charge Report content is appropriate for the plea for which it has been prepared.

(iv)    Referral to the CPS is authorised.

2.2.2     The supervisor should ensure that the officer submitting the MG3 is identified.

2.2.3     The  supervisor  should  ensure  a  file  is  flagged  correctly  where  the suspect has been identified  as a Prolific and other Priority Offender (PPO), or youth offender (YO) and where the offence involves a hate crime, domestic violence or is racially aggravated. Supervisors should recognise their responsibilities and take into account any timeliness targets required for PPO cases.



2.2.4     In all cases before charge, where the police have sought advice or a decision by the CPS, the supervisor should be aware that the charging decision will be based upon the reports submitted to the CPS and the police investigator seeking that advice or decision will be indicating on the MG3 whether that named supervisor has been consulted.

MG3A – Further report to Crown Prosecutor for charging decision

2.2.5      This form follows on from the MG3 and is used to update the Duty Prosecutor on the progress of an enquiry in cases where further evidence was sought. The investigator must ensure that the MG3A is attached to the case file and the results of any Action Plan are recorded. Where it is apparent that yet further evidence is required before the charging decision can be given, another action plan should be agreed between the police and Duty Prosecutor and details recorded on the form. Appropriate review and  return  bail  dates  should  be agreed.

2.2.6      After  a  review  of  the  new  evidence,  the  Duty  Prosecutor  should  consider whether the charging decision can now be taken. Charges should be specified, or drafted as appropriate.

2.2.7      The date of the MG3 or the most recent MG3A should be entered by the investigator.

MG5 - Police Report

2.2.8     All  cases  charged  by  police  will  be  notified  to  the  CPS  through  an amended MG5, to be known as the ‘Police Report’. It is crucial that the content of the MG5, including the case and interview summaries, are objective, fair and balanced and are of the highest quality. This is because all the stakeholders (e.g. prosecutors, court and defence) rely upon its contents. A poor quality MG5 is likely to lead to wasted time, increased costs and delayed proceedings. In all cases the supervisor must complete the ‘Supervisor’s Certification’. This certifies that the information in parts 1 to 7 of the Police Report is an accurate summary of the available evidence in the case. It also ensures that the file has been built to the required standard.  If it has not been possible to obtain all necessary information to ensure the file has reached the required standard, an MG6 must be completed to indicate why and when missing information/evidence will be available.








MG6 – Disclosure series

2.2.9     It is not expected that supervisors will acquaint themselves with the details of all unused material in every case. What is required is the appropriate check to ensure that:

(i)      The forms MG6C and MG6D contain a sufficient description of the items to enable the prosecutor to decide whether they are likely to require disclosure to the defence;

(ii)     The form MG6E contains adequate information;

(iii)    Any item  that requires further examination by the  prosecutor is sufficiently identified.

2.2.10   The supervisor’s comments on any of the above aspects of the case or deficiencies in the file should be made on an MG6. The identified additional information/evidence should be verified by the supervisor prior to submission to the CPS.

The MG6 is also used in the following circumstances:

a) where the police proceed to charge a summary only offence where the suspect has put forward a specific defence or denied the offence in interview, the police decision maker will record the reason for doing so on an MG6 and provide a copy to the CPS with the file for the first hearing;

b) where the Threshold Test is used by the police to charge an imprisonable summary only offence, the police will record how the Threshold Test requirements are met and how the evidential stage is satisfied. This will be recorded on an MG6 and provided to the CPS and provided to the CPS with the file for the first hearing.

Note: the Threshold Test may not be used to charge a summary only offence that does not carry imprisonment.

The MG6 should also record the information necessary for common law disclosure in accordance with R v DPP, ex parte LEE. It should also take



account of all reasonable lines of enquiry and confirm that relevant agreed targets for the capture/submission of evidence have been identified correctly.

R v DPP, ex parte LEE (1999) 2 Cr App. R 304, DC

2.2.11   Following the decision in LEE, the prosecutor should consider disclosing the following, at pre-committal stage, in the interests of justice:

(i)      Previous convictions of the victim, or any material that might assist an application for bail;

(ii)     Anything that may assist the defence to argue that there should be no committal at all, or committal on a lesser charge;

(iii)    Anything that may assist an argument for abuse of process;

(iv)    Information that may assist the defence to prepare for trial where delay may affect such preparation (i.e. witnesses you have spoken to that you do not intend to rely upon). This information is not always going to be disclosed to the defence since Justice Kennedy said this would depend very much on what the defendant chose to reveal about the nature of his case.

These are only examples and must not be construed as a definitive list of categories. In all cases the prosecutor must consider disclosing in the interests of justice any material that is relevant to sentence (e.g. information that might mitigate the seriousness of the offence or assist the accused to lay blame in whole or in part upon a co-accused or another person).

MG7 – Remand Application

2.2.12   Endorsement   means   the   supervisor   is   satisfied   that   adequate information has been provided to the CPS and agrees with the recommendation for the type of remand sought and the grounds upon which it is based.

MG20 – Further Evidence/Information report

2.2.13   Where the police supply further information/documents to the CPS, the supervising officer will sign the MG20 to show that such information is



attached, legible and complete. Where a file, or the provision of further information requested by the CPS or CJU, will not be submitted within the required timescale, the officer in the case must ensure that there is an adequate explanation for the delay on the MG20 and that this information is communicated to the CPS/CJU.

2.2.14   Supervisors will ensure officers and police staff respond to CPS requests within the appropriate timescale and facilitate the necessary resources and time to achieve this.

MG21 – Submission of work for scientific examination

2.2.15   The supervisor shows that they authorise the submission of requests to the Forensic Science Provider (FSP). An additional budgetary authority is also required on the form and may be required from a different person to the reviewing supervisory officer. Supervisors should be aware that if, for any reason, the circumstances of the case change or the case is discontinued and the forensic evidence is no longer required, then the supervisor should ensure the FSP is informed immediately to prevent the unnecessary use of resources and costs.

MG4F – NFA Letter Template

2.2.16   Signing the letter and notifying the accused that no further action is being taken in relation to a relevant offence(s) is the responsibility of the custody officer. The CPS charging decision, upon which this is based, remains the responsibility of the CPS. For offences where the CPS is not required to make the charging decision, the custody officer will make the decision to NFA without referral.



2.3     FILE TYPE AND CONTENT

2.3.1     The supervisor is responsible for ensuring that a file is fit for purpose, both in terms of content as per Annex C, quality assurance and that it is submitted in sufficient time for review prior to the first court hearing.

2.3.2     In determining whether a case file is fit for purpose the supervisor should consider the nature of the hearing. The file submitted must be sufficient to  enable the prosecutor to deal effectively with  the  hearing without



seeking an adjournment.

2.3.3     The MG forms must be placed in numerical order on the file.

2.3.4     It is vitally important that a police supervisor carries out a critical review of the case papers to ensure the content of a remand file is correct. This is particularly important prior to an occasional court appearance where the Duty Prosecutor is likely to be from a different area or may be an agent acting on behalf of the CPS. Contents of a remand file will be based on 1B. or 2B. of Annex C depending on the anticipated plea.

2.3.5     Where a defendant is in custody, the CPS will monitor any custody time limit (CTL) for each defendant. Supervisors should be aware that no extension of the CTL will be granted unless the prosecution can show that they have acted throughout with due diligence and expedition.



2.4     CASE FILES INVOLVING MULTIPLE OFFENCES AND/OR OFFENDERS

2.4.1     It is important from the outset that investigators/case builders identify and correctly consider the number of files to be submitted to deal with the number and type of  defendants and offences. The combinations which are likely to arise are:

                       Single Offender, Multiple Linked Offences

                       Single Offender, Multiple Non-Linked Offences

                       Multiple Offenders, Linked Offences

                       Multiple Offenders, Non-Linked Offences

2.4.2     General Principles

Charges for any offences may be included in the same file with the same

Unique Reference Number (URN) if those charges:

(i)      are founded on the same facts, or

(ii)     form, or are a part of a series of, offences of the same or a similar character.

As a result, case files containing charges which are not linked in either of the ways mentioned above will need to be split into separate files, each



with a different URN.

2.4.3     Single Offender, Multiple Linked Offences

If the offences are based on the same facts, or form a series of offences of the same or similar character, they may be submitted as one file with a single URN.

Example: A defendant is charged with four offences, (a) possessing a Class B drug with intent to supply, and (b) three assaults (ABH). The prosecution case on the drugs matter was that when police executed a search warrant at the defendant’s home address they discovered a large quantity of cannabis divided into wraps, plus pipes, scales and other ancillary items. During the course of the search the defendant assaulted three police officers.

Such a case may be submitted as one file with a single URN, as the offences are based on the same facts.

2.4.4     Single Offender Multiple Non-Linked Offences

If the offences have no link, either factually or being of the same or similar nature, they must be submitted as separate files, each with a different URN.

Example: A defendant is charged with four offences, (a) possessing a Class B drug with intent to supply, and (b) three assaults (ABH). The prosecution case on the drugs matter was that, when police executed a search warrant at the defendant’s home address they discovered a large quantity of cannabis divided into wraps, plus pipes, scales and other ancillary items. The assaults are unconnected as they occurred some days earlier when the defendant was involved in a disturbance and was arrested for obstruction and assaulting police officers.

The offences are not founded on the same facts, nor are the offences of a similar character. Separate files, each with a different URN, should be submitted to deal with the different offences.

File 1: Drugs offence



File 2: Assaults (the 3 assaults may be submitted on one file as they are based on the same facts and form part of a series).

2.4.5     Subsequent Offences

It is appropriate to include on the same file charges that flow as a result of each other.

Example: A defendant suspected of assault during the course of an investigation whilst on Part IV Bail, offers money to the complainant to retract the complaint. This may be charged as an attempt to pervert the course of justice. The assault and pervert the course of justice could properly be submitted together on one file with a single URN.

In such cases, however, the more usual scenario would be for the defendant to have been first charged with assault, prior to the offer of money. A file would already have been submitted for the assault. When the pervert the course of justice is charged it should be submitted as a separate file with a different URN. The CPS might then decide it is appropriate to merge the cases.

2.4.6     Multiple Offenders, Linked Offences - Same Offence

Offenders charged with the same offence may be submitted on the same file, with the same URN.

Example: Three offenders arrested during the course of a burglary. Each could be charged with a joint offence of burglary and one file would be submitted with a single URN.

If a new offender was subsequently charged with the same offence, the file for that new offender should be submitted under a new URN. However, the Crown Prosecutor may then merge the related files.

Applying the example above, some days after the arrest of the 3 burglars, a fourth is located who was acting as lookout. The fourth offender’s file should be submitted as a separate file with a different URN.



2.4.7     Multiple Offenders, Linked Offences - Different Offences

As a general rule, it is not appropriate to include on the same file, with the same URN, more than one offender when there are no offences to link them together, even though there may be a factual link.

Example: D1 and D2 are both arrested living in the same squat. Both have been identified from shop CCTV as stealing from shops at different times and dates. There is no evidence that they offend together. The fact that they have been arrested together is not sufficient for them to be included on the same file with the same URN.

Sometimes it may be appropriate to include two or more defendants on one file, even though they are not charged with the same offence, if the offences  separately  alleged  against  them  are,  on  the  evidence,  so closely related by time or other factors.

Example: In a public house, D1 assaults V1. V2 assists V1 and is assaulted by D2. Even though D1 and D2 have not acted jointly together to enable them to be charged with a joint assault on V1, it is one incident closely related by time (and probably other factors, location, witnesses, etc) and it is appropriate to submit one file with one URN.

If the case is more complex, either in terms of the number of offences or offenders then more than one file should be submitted.

Example: Following a league football match, a number of hooligans become involved in incidents with visiting supporters who are escorted by police to the railway station. A number are arrested at points along the route and others are arrested after the visiting supporters have left the area.

A variety of offences of public disorder and minor assault are charged.  On  the  definition  above,  this  is  a  case  in  which  the offences alleged are closely related by time or other factors, such as location and witnesses. The complexity is such that separate files  to  deal  with  individual  defendants,  or  smaller  groups  for



specific incidents, should be submitted, each with a different URN.

2.4.8     Multiple Offenders, Non-Linked Offences

In some cases offenders are charged with linked offences and the investigation reveals that individual offenders have committed other offences.  In  such  a  case  the  following  separate  files  should  be submitted:

(i)      a file that deals with the linked offence

(ii)     a number of other files as necessary to deal with the individual offences.

Example: D1, D2, D3 are arrested stealing from a shop. Upon being searched  they  are found  to  be  in  possession  of  other  property identified as being stolen from two other local stores.

PACE searches at their homes reveal the following: D1: Property stolen in a burglary.
D2: Property stolen in an unrelated burglary. D3: Drugs.
In such a case, files should be submitted as follows: D1, D2, D3: Joint shop thefts.
D1: Burglary/handling as appropriate. D2: Burglary/handling as appropriate. D3: Drugs offences.
Thus, one investigation results in the submission of four files, each with a separate URN.

2.4.9     Post File Submission

Any decision to split or merge a case after it has been submitted to the CPS will be taken by a Duty Prosecutor. When submitting a file, an investigator/supervisor who is aware of a possible link to another case should inform the Duty Prosecutor of that fact so that a decision as to merging the cases may be taken at an early stage.






2.5     CPS REVIEW OF THE CASE FILE

2.5.1     Duty Prosecutors must apply the Code for Crown Prosecutors when reviewing any case received from the police, and continue to do so during the life of a case, to be satisfied that there is sufficient evidence to provide a realistic prospect of conviction against each defendant for each offence and that it is in the public interest to proceed. Crown Prosecutors must also consider any human rights issues that arise.



2.6     PERFORMANCE MONITORING

2.6.1     A number of joint performance standards have been agreed by ACPO and the CPS in relation to the management of the charging process. These are supported by a variety of delivery measures against which areas can gauge their performance.

2.6.2     The Joint Performance Standards:

	Standard 1 – Police will undertake an effective, early investigation to reduce use of pre-charge bail

	Standard 2 – Police will obtain ‘key evidence’ before referral to a prosecutor for a charging decision

	Standard  3  –  Police  will  themselves  charge  or  NFA  cases  in accordance with the DPP’s Guidance on Charging

	Standard 4 – CPS will provide an immediately accessible service for the telephone referral of cases

	Standard 5 – CPS will ensure early face-to-face consultations are provided for serious, sensitive and complex cases

	Standard  6  –  CPS  will  ensure  that  charging  decisions  are consistent and in accordance with the Code for Crown Prosecutors and appropriate legal and policy guidance.



2.7     CASE PROGRESSION

2.7.1    The importance of progressing a case has been recognised. Case progression may be achieved in various ways from area to area and will address any delays with a view to more cases being effective at court.



2.8     AT COURT

2.8.1     Local arrangements should be made for the efficient service of ‘Initial Details of the Prosecution Case’ (IDPC) (formerly known as Advanced Information) to the court and to the defence. This may be undertaken at any stage from point of charge onwards. The CPS should ensure the defence sign for receipt of any IDPC, particularly any hard copy of audio/visual recordings served.

2.8.2     At  the end of  any breach  of  bail  conditions  hearing,  the  prosecutor should complete the bottom of the MG8 and ensure prompt delivery of the form to the relevant police station and CPS office. This is for onward transmission to the Witness Care Unit to update the victim and witnesses as to the bail position of the defendant.

2.8.3     The CPS lawyer should notify the police immediately after court of any requirement to upgrade a case file, and in any event within 24 hours.

2.8.4     The CPS will alert the court to any offences taken into consideration (TICs) listed on the MG18. Where such information is not available at the first hearing, the CPS prosecutor should apply to the court for a short adjournment to enable such information to be provided.

CASES FOR COURT – INITIAL COURT HEARING

2.8.5  Cases  need  to  be  built  proportionately  by  the  police  to  ensure  that progress is made at court and that any unnecessary adjournments are avoided. The objective is also to limit witnesses to only those that are required, which avoids unnecessary anxiety to victims and witnesses and wasted time and delay at court.



CASE MANAGEMENT ACTIONS FOLLOWING A ‘NOT GUILTY’ PLEA

2.8.6     In any case in which a not guilty plea is entered, the prosecutor, at the case management hearing, will:

	Explore with the defence any evidence that can be agreed or read out to the court.

	Proactively assist the court in the identification of the issues for trial in compliance with the Criminal Procedure Rules.

	Complete a Case Management Form – the court and relevant parties are under an obligation to complete this form. It sets out the areas in dispute between defence and prosecution and is the main record to direct further file build and any additional material which the police may need to obtain to provide for the Prosecution for trial.

              Agree a timetable for the management of the case with the court.

              Notify the police of any specific further evidential requirements

as soon as possible and in any case within three working days.




2.9     DISCONTINUANCE

2.9.1     The reviewing lawyer should consult with the police before reaching a decision to terminate a case or substantially alter the charge.

2.9.2     Whenever   a   decision   is   made   to   terminate   a   case,   reduce   or substantially alter a charge, the CPS will notify the police and the victim of the reasons for the decision.

2.9.3     If the police have indicated that they do not wish to be consulted, either by local arrangements about types of case or in a specific case, then there is no requirement on the CPS reviewing lawyer to consult before making the decision, although confirmation of the reasons should nevertheless be given
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SECTION 3

GUIDE TO COMPLETION OF MG FORMS



MG2:   Special needs assessment

MG4:   Charge record

MG4A: Bail grant/variation

MG4B: Request to vary conditional bail

MG4C: Surety/security

MG4D: Postal requisition – info to youth/ parent or guardian

MG4E: Postal requisition – adult defendant

MG4F: NFA letter

MG5:   Police report

MG6:   Case file evidence/information

MG6A: Pre interview briefing record

MG6B: Police officer/staff misconduct record

MG6C: Disclosure schedule – non sensitive unused material MG6D: Disclosure schedule – sensitive unused material MG6E: Disclosure officer’s report
MG7:   Remand in custody application

MG8:   Breach of bail

MG9:  Witness list

MG10: Witness non-availability MG11: Witness statement MG12: Exhibit list
MG14: Conditional caution MG15: Record of interview MG16: Bad character
MG18: Offences taken into consideration (TIC)


MG19: Compensation

MG20: Additional information/evidence covering report

MG21: Submission of forensic exhibits report

MG21A: Additional submission of forensic exhibits report.


MG2 – WITNESS ASSSESSMENT FOR SPECIAL MEASURES


The purpose of this form is:
	To advise the CPS of the potential need for special measures for a witness likely to be called to give evidence in a case
	To support the CPS in making an application to a court for specified special measures to meet the witnesses’ needs.









One form to be used for each vulnerable or intimidated witness.





Show here the type of witness requiring Special Measures




Generally, an MG2 need not be completed in an anticipated guilty plea case. If a not
guilty plea is entered, then an MG2 will need to be completed
subsequently. See
notes on rear of
MG11.


Officers should ensure that information entered here is based both on the witnesses own views regarding their eligibility as well as the officer's observations and opinion. See Notes
3.1 and 3.2.







Record the views of the witness as any court considering a special measures application must consider all the circumstances of
the case.




























This is the officer completing the MG2.



MG2 – INITIAL WITNESS ASSESSMENT GUIDANCE NOTES
1.      Witness Availability

1.1    As soon as an officer takes a witness statement he/she should:

(i)      Accurately record the witness’s non-availability to attend court by completing the section on the rear of the MG11.

(ii)     Indicate on the boxes on rear of the MG11 whether the witness will require any special assistance if attending court and/or whether the witness needs support as a vulnerable or intimidated witness.

(iii)    Complete an MG2 except in anticipated Guilty plea cases.

(iv)    Hand to the witness (or parent or guardian as appropriate) any available witness information in accordance with locally agreed arrangements.

2.      Initial Witness Assessment – MG2

2.1    Form  MG2  covers  those  cases  that  require handling under  the  ‘Special  Measures’
procedure for vulnerable and/or intimidated witnesses.

2.2    Completion of this form is designed to help the police officer inform the CPS of the information required to make an application to the court for special measures.

3.      Completing form MG2

3.1    For any vulnerable or intimidated witness the court must take into account the nature and circumstances of the offence and the age of the witness and any of the following factors that appear to be relevant:

                Social and cultural background and ethnic origin of witness
                Domestic and employment circumstances of the witness
                Any religious beliefs or political opinions of the witness
	Any behaviour towards the person by the accused, the family or associates of the accused or any other person likely to be an accused or a witness in proceedings.

3.2    It is essential that the witness is asked for their views as any court considering granting a measure must take account of all circumstances of the case and in particular the views of the witness when deciding where the interests of justice lie.

3.3    Section 5 of the MG2 asks for views of interested parties such as a parent or guardian. It should only be completed in appropriate cases where the views of the witness can be supported or assisted by such a person. This may include:

               the views of the carer about the witness going to court
               how supportive is the carer of the child and the prosecution
               strengths and weaknesses of the child, such as:
        developmental age
	linguistic and emotional development (e.g. the child’s level of understanding, or grasp of time intervals – may be relevant to specimen charges).
        attention span (relevant to requests for breaks when giving evidence)
	the child’s preference, the carer’s and police view about how the child should give evidence (i.e. use of screens, TV link, and/or other special measures).


MG4 CHARGES



The purpose of this form is:
         To record the specific offence(s) that a defendant has been charged with
         To record the defendant’s reply after charge
         To record the grant of unconditional bail.





If specimen or additional charges, this should be clearly marked at the top of the form.



Include dialect where appropriate to aid provision of interpreter at court.


Charges must follow the precise wording contained on the Police National Legal Database.







Charges should be numbered sequentially. Additional charges
should be numbered in sequence following on from the first set of
charges.

Record any reply after charge contemporaneously.


MG4A BAIL GRANT / VARIATION



The purpose of this form is:
         For the custody officer to grant conditional bail and record those conditions
         For the custody officer to vary conditions on which bail was initially granted.



If conditions involve security or surety, MG6C should also be completed.

Variation
Only complete this when conditions have been varied so that the most recent conditions can be easily identified.



Variation
Enter the number of each bail condition to be varied. If all conditions are removed enter
“all conditions removed” and explain why in the right hand
column.



If a security or surety has changed enter “surety/security changed” and complete a new MG4C.




State specific reasons why the conditions are necessary.


Variation
State reasons for the variation.



Variation
It is only necessary to list the conditions that have been changed. If an MG4A computer generated form is used, police may wish to print out all the conditions of bail following an
application for variation.





Variation
Enter either the varied condition’s details or state “conditions removed”.


MG4B REQUEST TO VARY CONDITIONAL BAIL



The purpose of this form is:
	To document a defendant’s request to vary police imposed conditional bail. It should be passed to a custody officer for a decision
This form must not be used if a defendant has already appeared in court to answer charges or if a court has imposed conditional bail.





Is this a first or a subsequent request to vary the conditions?







Describe here what variation has been requested by the defendant.

Describe here what reasons the defendant has given for seeking the variation.













This section will be completed by the custody officer.





If application granted complete an MG4A


MG4C SURETY / SECURITY




The purpose of this form is:
	To record details and the undertaking of a surety or security taken by the custody officer to ensure the attendance of an accused at court, or return to a police station following release from police custody.
This form may be used in addition to other police bail conditions where appropriate.







If a surety or security is to be taken, rule through the section that does not apply.

This form may only be used in conjunction
with MG4A (Grant or Variation of Conditional bail).


In order to withdraw surety or security. See notes 2.5 and
2.6.






If the surety or security is the result of a variation in conditional bail, then enter the number of the variation in this box as shown in the accompanying MG4A.



Inform the surety of any variation to police bail conditions. Failure to do so may affect the court’s decision on seizure.




If there are reasons to believe that the suspect will commit further offences or interfere with witnesses then a surety or security should not be used.


MG4C – SURETY AND SECURITY GUIDANCE NOTES


1.      SURETY

1.1       A surety is a person who gives an undertaking to ensure an accused person’s return to custody. A surety’s only obligation is to secure attendance of the person at court. The surety is not expected to prevent further offences or interference with witnesses by the accused.

1.2       Section 3(4) of  the Bail Act 1976 provides that a  person granted bail in  criminal proceedings may be required, before release on bail, to provide one or more sureties to secure their surrender to custody.

1.3       The use of conditional bail powers may replace or complement the imposition of a surety or security.

1.4       When a custody officer is considering the release of a person from police custody on bail whether after charge or seeking a charging decision, it is for the custody officer to consider whether a surety may be required, and the setting of any associated financial surety.

1.5       A surety may be required to agree a sum of money to be forfeited in the event of a failure to surrender to custody. The forfeit of the amount of money may only take place where the accused fails to surrender to custody at the appointed time and place.

1.6       In the case of a surety no sum of money needs to be physically deposited (this would be a security – see below), though the custody officer will need to be satisfied that the person standing surety would have the means to forfeit the sum in the event of an accused person’s failure to surrender.

1.7       The value of any financial surety should be considered appropriate to the seriousness of the offence. In lieu of a cash surety, consideration may be given to other goods that have a realisable value.

1.8       It follows, then, that a surety should only be used where there is a reason to suspect a failure to appear. If there are reasons to suspect further offences or witness interference, a surety should not be used.

1.9       Where a person is unable to provide adequate surety, the custody officer should consider alternative means of ensuring the attendance of the accused at court, such as a security or further bail conditions.


2.      STANDING AS A SURETY

2.1       A person may be considered suitable to stand as a surety, according to Section 8 of the Bail Act 1976, following an assessment by the custody officer of the following factors:

         The proposed surety’s financial resources

	How the surety would propose to pay the sum of money if the accused fails to appear

         Their character and any previous convictions

         Their relationship to the accused.

2.2       Before accepting a person as a surety, custody officers must be confident that the person standing as surety has the means to pay. The surety must also be made to understand that the payment of the agreed sum may be required in full, in the event that the accused fails to answer their bail and surrender at the appointed time and date.

2.3       Generally it is good practice to ensure that a surety:

          Is over 18 years of age


	Has the financial means to meet their obligation (to the satisfaction of the custody officer)

          Has a permanent address

          Is likely to be able to secure the attendance of the accused.

2.4       In most cases, the surety will be required to appear before the custody officer or court to enter into the agreement.

2.5       Where a person contacts the police to state that they no longer wish to stand a surety, they should be required to make a statement, outlining the reasons why. In these circumstances, if the police feel that a failure to answer bail is now likely, the accused may be arrested under the Bail Act 1976.

2.6       If the surety has been imposed as a result of court bail, this withdrawal statement should be presented to the court and directions sought. In the event of a failure to appear the court will decide the appropriate course of action.

2.7       The key difference between this arrangement and the taking of a security is that no money actually changes hands unless the accused fails to surrender to custody.


3.      SECURITY

3.1       A security is a sum of money or item of value that may be lodged with the custody officer against the accused’s surrender to custody.

3.2       Section 3(5) of the Bail Act 1976 provides that where a person is granted bail in criminal proceedings, they may be  required, before release on  bail,  to  provide a security to ensure their surrender to custody.

3.3       The decision to require a security is for the custody officer to consider. Where it is considered, it is for the custody officer to determine its extent.

3.4       A security should not normally be taken from youths, but see paragraph 4 below.

3.5       The security may be lodged by the detainee or another person acting on their behalf.

3.6       Though not a requirement, the likely fine that might be imposed by the court in the event of a guilty plea should be considered in determining the amount of security required. In certain cases the security may exceed the eventual fine imposed by a court.

3.7       Where a person is unable to provide adequate security, the custody officer should consider bail with conditions, or refuse bail if there are the required grounds to believe that the detained person may fail to appear at court in answer to their bail.

3.8       Before any security is accepted, the custody officer must be satisfied that the cash/item is in the ownership of the provider of the security.

3.9       Where a security belongs to a third party, the custody officer must be satisfied that the third party is aware that the security will be forfeited if the accused fails to surrender at the appointed time.

3.10     A security is normally provided in cash, although exceptionally goods may be offered as security. All the custody officer will need to be mindful of is any storage implications or difficulties in realising these goods for cash.

3.11     Cheques, credit cards and other non-cash payments should not be accepted.


4.      SPECIAL CONDITIONS RELATING TO YOUTHS (Under 17 YRS)

4.1       Whilst in cases involving adults, surety and security may only be used to secure attendance at court and forfeiture may only take place in the case of a failure to surrender to custody, different circumstances may apply to cases involving youths.

4.2       Section 3(7) of the Bail Act 1976 provides that, where the accused is a youth and


his/her parent or guardian stands surety for him/her, the court may require the surety to secure that the youth complies with any condition of bail imposed. This requirement may only be imposed with the consent of the parent or guardian and the sum in which the parent or guardian is bound may not exceed £50.


MG4D POSTAL REQUISITION – PARENT/GUARDIAN



The purpose of this form is:
	To notify a parent/guardian that  a youth has been charged (by post) with the offences shown and the time, date and location of the first court appearance.





MG4D POSTAL REQUISITION



The purpose of this form is:
	To inform a youth of the offences with which they are being charged (by post) and the time, date and location of the first court appearance.





MG4E POSTAL REQUISITION



The purpose of this form is:
	To inform an adult defendant that they are being charged (by post) with the offences shown and the time, date and location of the first court appearance.















MG4F NOTIFICATION OF NFA



The purpose of this form is:
	To inform a suspect that no further action is to be taken in respect of a matter for which that person was arrested.



MG5 POLICE REPORT



The purpose of this form is:
         To summarise the details of a case for first hearing at a magistrate’s court
         To form the basis of the prosecution in the event of a guilty plea.
See NPIA NCALT Managed Learning Environment ‘Streamlined Process’ module re further guidance.






























Where the defendant has admitted the offence(s) charged in interview, the actual wording of the admission should be shown as this may help a defence lawyer in deciding whether to advise the defendant to enter a guilty plea.

See Note 1. re “no comment” interviews and use of special warnings.























See Note 2.2 re types of orders on conviction.


Section 9 of the MG5 must be completed if compensation is required irrespective of whether the person seeking compensation
has been sent an MG19 and/or has completed it.
This is because the MG19 may not have been
returned in time
for the first court hearing and if the defendant pleads guilty the award
of compensation will rely on the details contained
in the MG5.


















This section is intended to enable the CPS lawyer at court to answer any queries raised by the defence or
the court as to whether a conditional
caution was
considered in this case, and if not, the reasons why.




MG5 – CASE SUMMARY GUIDANCE NOTES


1.       NO COMMENT INTERVIEWS AND SPECIAL WARNINGS

1.1    The prosecutor, defence and court will need to be informed about what happened when the defendant was interviewed and the guidance contained in the header to section 2 of the MG5 should be followed.

1.2    Where the suspect refuses to answer certain questions or to answer satisfactorily, after due warning, a court or jury may draw such inferences as appear proper under the Criminal Justice and Public Order Act 1994 sections 36 and 37.

For more information on adverse inferences see:

http://www.cps.gov.uk/legal/a_to_c/adverse_inferences/

1.3    In such circumstances section 2 on the MG5 should record that a no comment interview took place, special warnings were given (as set out in a - e below) and also record the questions that were asked following the warning.   The exact words used should be recorded rather than paraphrasing.

1.4    For an inference to be drawn the suspect must be told, in ordinary language:

a)   What offence is being investigated;

b)   What fact they are being asked to account for;

c)   This fact may be due to them taking part in the commission of the offence;

d)   A court may draw a proper inference if they fail or refuse to account for this fact;

e)   A record is being made of the interview and it may be given in evidence if they are brought to trial.


2.      ORDERS ON CONVICTION

2.1    Where an order on conviction is sought, police must supply sufficient details to the Prosecutor to justify application for the order sought and any documentation must be attached to the file.

2.2    Such orders include:

          Exclusion order – such as from licensed premises or sporting grounds.

          Anti-Social Behaviour Order.

          Protection from Harassment Act restraining order.

	Compensation order – may be made on conviction, where there has been some personal injury, loss or damage to any person, for the offence charged or taken into consideration. Courts often award compensation at the first hearing so it is important that, where known, an estimate of the cost of loss or damage is included on the MG5. Additionally, full details of any victim likely to be awarded compensation should be shown on the MG6.

	Forfeiture order – this can be made where a person has been convicted of an offence in relation to the use or possession of property subject to this order to prevent any person claiming ownership of the property concerned.

	Destruction order – is an order to destroy the property concerned, e.g. controlled substances, offensive weapons etc.



	Proceeds of crime – Confiscation order. Where a defendant has benefited from his crime then the court may make a confiscation order. This order directs the defendant to pay a sum of money with a provision that if he fails to pay within a set period he will have to spend a further period in prison. With certain types of offences the court can look beyond the particular offence and decide whether the defendant has a “criminal lifestyle” and can then assess the defendant’s proceeds from all his criminal conduct.



MG6 CASE FILE EVIDENCE AND INFORMATION



The purpose of this form is:
	To inform the CPS prosecutor of all relevant background information (some of which may not be disclosable to the defence) for an effective case review
         To assist the prosecutor in considering both the evidential and public interest tests
         To provide target dates for the supply of relevant types of evidence.
         To document the rationale for police charging decisions in accordance with Director’s
Guidance on Charging (v4).













Target date for medical statements is important as it enables a charging decision to be made. See Note 5 re relevant protocol.


Disclosure obligations are initially important: see 1.14 of Section
1 of the Manual of Guidance for more details.




















It is important to advise CPS whether the defendant is a candidate for a POCA application and what stage enquiries have reached in cases where POCA is being considered. These matters need to be taken into account as part of the prosecution process at the earliest opportunity.

The FIU will provide information to CPS in accordance with nationally agreed processes.









This section is to be used to document the rationale for a police charging decision in the circumstances described, in order that a CPS prosecutor can review this, where applicable, prior to the first court appearance.


















This section has been introduced as part of a cross – CJS initiative to protect vulnerable and intimidated witnesses and is designed to enable the Prison Service to prevent detainees held on remand from threatening or intimidating witnesses prior to trial. It must be completed, in addition
to an MG7 where a remand in custody is sought and there is a risk that a defendant may try to intimidate witnesses in the case.



MG6 – CASE FILE INFORMATION GUIDANCE NOTES


1.         Only one MG6 needs to be completed per file regardless of the number of defendants.

2.         A separate copy of the information to the Prison Service regarding vulnerable-intimidated witnesses must be completed for each defendant for whom a remand in custody is sought. This is because defendants may be sent to separate prisons on remand and may pose different threats to different witnesses.

3.         This form is a restricted communication between police and CPS and it will not form part of the Initial Details of the Prosecution Case (IDPC) or be copied to the defence, or to the judge in indictable only offences.

4.         Guidance on the type of information required on the form is given below. It is not intended as an exhaustive list and officers should not feel restricted in any way as to the information supplied and may use the form to express opinions.

5.         Medical Evidence

The target date is important in relation to medical statements that are awaited. The 2001
Accident and Emergency protocol jointly agreed between ACPO, the CPS and the British
Medical Association should be adhered to for obtaining statements from hospital staff.

6.         Forensic Evidence

The delivery date for the forensic report is a key matter and is contained within section 12 of the MG21 (Forensics Submissions form) that must be completed in such cases and a copy attached to the MG6.

7.         Visually Recorded Evidence

This applies to existing child protection visually recorded interviews, visually recorded interviews with  youths and vulnerable/intimidated adults, and  any other form of  visually recorded evidence including CCTV and police ‘body worn video’. Particular problems are often encountered when visually recorded evidence from multiplex systems is copied (many of which are obtained by police from private or commercial enterprises), and a target date for providing such copies must be identified.

8.         Victims/Witnesses

Where “vulnerable/intimidated” witnesses are referred to in section 5b. and c. of the MG6, it should be noted that child witnesses/victims automatically qualify for special measures. See MG2 for more details.

9.         Witnesses who have refused to make a statement

In section 5d. the names of any witnesses who have refused to make a statement should be shown along with any reason or opinion as to why they have refused. Details of any evidence that this witness could give should be explained as this might become relevant in cross- examination should that individual be called as a defence witness. Care should be taken in determining the evidence that these witnesses may hold and whether it may be prejudicial to the prosecution case/support the defence case.

10.       Other offenders

Details of other offenders still sought, including information re enquiries made and likely timescales for further enquiries, should be recorded in section 6a.

Details of those persons arrested and bailed who are likely to be charged with offences linked to  this  case  should  be  recorded  in  section  6b.  Any  persons  charged  with  ancillary or unrelated offences but are likely also to be charged with a joint offence or one related to this case should also be included.

Where a person involved in the same incident has been cautioned, conditionally cautioned, or given  a  final  warning/reprimand or  other  out  of  court  disposal  (e.g.  Penalty Notice  for Disorder), brief details of that person and the reason why this course of action was taken,



rather than a prosecution should be recorded in section 6c.

Show at section 6d. any persons involved in the same incident who may or may not be co- defendants, but who have been charged and will be connected to this file at a later date, or are to be dealt with separately.

11.       Additional information

Section 9 of the MG6 should be used for any information that would assist the prosecutor and is not catered for within other sections of the form.

Examples include:

                  Are there any witnesses who could be accomplices?

Show names of persons who are prosecution witnesses but who were in some way involved in the offence and could therefore be classed as accomplices (e.g. in a public order case where there are some suspicions that witnesses may have been involved in the offending but have not been prosecuted).

	Others arrested and interviewed but not charged or dealt with by alternative disposal.

Give details of persons who are not co-defendants on the file but who were arrested and were not charged or  summonsed. State the reasons for this, e.g. insufficient evidence, enquiries continuing, etc.

                  Praiseworthy conduct of witnesses.

Officers may tell the CPS of any conduct by non-police witnesses that is particularly praiseworthy or  meritorious. Meritorious conduct by police officers should only be recorded when it is also subject of an internal police recommendation for a commendation or bravery award. This will enable the prosecutor to tell the court.

               Victim’s Charter and Witness Care.

Unless otherwise apparent within the case papers show the victim’s views on the grant of bail along with any police comments. When a defendant is charged with any of the following offences, the victim’s views about the granting of  bail should always be obtained (whether or not a victim personal statement (VPS) has been completed):

o	Offences where violence has been used or threatened towards an identifiable victim, e.g. robbery, assaults, riot, violent disorder, affray etc.;

o Sexual offences;
o Blackmail;
o False imprisonment and kidnapping;

o	Arson  with  intent  to  endanger  life  or  being  reckless  as  to  whether  life  was endangered;

o Offences involving explosives;

o	Offences involving threatening or intimidating witnesses, e.g. perverting the course of justice.

This applies to the granting of bail by a custody officer or the court and to an application to vary conditions.

                  Intimidation/victimisation.

Where there are grounds to fear that a victim/witness is being or is likely to be intimidated or further  victimised,  details  should  be  provided.  Include  any  specific  arrangements  for protection and attendance at court. Provide details if the witness is unlikely, through fear, to attend court and give evidence. Liaison between the police, CPS and courts over victim and witness care should continue throughout the life of the case. Particular regard should be given to cases involving racist motivation where there are grounds to fear racial intimidation.



12.       R v DPP, ex parte LEE (1999) 2 Cr App. R 304, DC

Following the decision in LEE the prosecutor should consider disclosing the following, at pre- commital stage, in the interests of justice:

	Previous convictions of the victim, or any material that might assist an application for bail

	Anything that may assist the defence to argue that there should be no committal at all, or committal on a lesser charge

                  Anything that may assist an argument for abuse of process

	Information that may assist the defence to prepare for trial where delay may affect such preparation (i.e. witnesses you have spoken to that you do not intend to rely upon). This information is not always going to be disclosed to the defence since Justice Kennedy said this would depend very much on what the defendant chose to reveal about the nature of his case.

These are only examples and must not be construed as a definitive list of categories. In all cases the prosecutor must consider disclosing in the interests of justice any material that is relevant to sentence (e.g. information that might mitigate the seriousness of the offence or assist the accused to lay blame in whole or in part upon a co-accused or another person).

13.       R v DPP, ex parte BEANEY and KING, R v (1999) EWHC Admin 432 (14 May 1999)

The case of LEE was endorsed with the caveat that:

	The prosecutor ought to make enquiries to see if there is other material that he ought to obtain and disclose, and

                  In response to focused questions showing relevancy, the prosecutor cannot say “I
haven’t got it”.

It is crucial to bear in mind that the common law duty of disclosure is an aspect of the duty to ensure a fair trial, so it should not be confined to any particular stage of the proceedings or type of case.

14.       Rationale for Police Charging Decision

This section is only for use where the charge decision is not required to be made by the CPS and the circumstances are such that paragraphs 4 or 18 of the Directors Guidance on Charging (v4) require police to evidence the rationale for charging on an MG6.

Where the police proceed to charge in accordance with the DGC (v4) they will assess the case to determine:

           the evidence which supports the charge;

	the justification for treating the case as an anticipated guilty plea suitable for sentence in a magistrate’s court (where that is a requirement);
           the reason why the public interest requires prosecution rather than any other disposal. Where the police proceed to charge a summary only offence where the suspect has put
forward a specific defence or denied the offence in interview the police decision maker will record the reason for doing so on an MG6 and provide a copy to the CPS with the file for the first hearing in the case.



MG6A RECORD OF PRE-INTERVIEW BRIEFING



The purpose of this form is:
	To enable officers to document any pre-interview briefing given to a suspect’s solicitor or legal representative.



MG6B POLICE OFFICER/STAFF MISCONDUCT RECORD



The purpose of this form is to advise the CPS of instances where a police officer (including special constables) or member of police staff involved in the case has:
         A criminal conviction or caution
         Been charged with a criminal offence
         Been subject of an adverse judicial finding
	A relevant misconduct outcome recorded or has been notified of a requirement to attend a misconduct meeting/hearing.









There is no requirement to complete a negative MG6B (or equivalent) to prove that an individual has no such matters against him/her.




Where an officer or member of police staff has any doubt as to whether this form should be completed they are advised to consult the Professional Standards Dept of the relevant force before doing so.







Whilst the MG6B is primarily intended for recording police/police staff misconduct, it may also be used for staff from other prosecuting agencies as appropriate.



MG6C POLICE SCHEDULE OF RELEVANT NON-SENSITIVE MATERIAL



The purpose of this form is to:
	Inform the prosecutor of the description and existence of all non-sensitive material relevant to the case
         Inform the prosecutor of the location of the material for inspection
	Allow the prosecutor to record whether the material is disclosable, clearly not disclosable, or to allow inspection.


 (
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Description – items should be fully described in a clear, detailed and accurate manner to help the prosecutor determine whether the material might fall to be disclosed.

If the item is difficult to copy, the prosecutor should consider allowing inspection by the defence where disclosure is required.





Detail whether the
item is attached on the file or stored elsewhere. State
precisely where the
item can be found/located.



Each completed form should be individually signed and dated.


For a more comprehensive CPS/Police guide to unused  material  search the Disclosure Manual at www.cps.gov.uk


MG6D POLICE SCHEDULE OF RELEVANT SENSITIVE MATERIAL



The purpose of this form is to:
         Inform the prosecutor of the description and existence of all sensitive material relevant to the case
         Inform the prosecutor of the reason for sensitivity
	Allow the prosecutor to record whether they agree that the material is sensitive or the prosecutor needs to make a Public Interest Immunity (PII) application to the court.









Each item must be consecutively numbered.

If ‘No’, liaise with
Disclosure Officer.




Description of the
‘relevant material’ should be sufficient to enable identification of the item without disclosing the source or nature of sensitivity.

The sensitivity should be recorded without disclosing the nature of the source of sensitivity.



For a more comprehensive CPS/Police guide to unused  material search  the Disclosure Manual at www.cps.gov.uk



MG6E DISCLOSURE OFFICER’S REPORT



The purpose of this form is:
	To highlight to the prosecutor unused material (sensitive or non-sensitive) that undermines the prosecution case or assists the defence
         To inform the prosecutor of any unused material that needs to be disclosed under Paragraph
7.3 of the Code of Practice
         To provide the CPS with the disclosure officer’s certification
         To give details of material likely to be covered by paragraph 7.3 on rear of the form.







Provide CPS with copy of any item listed.
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Either schedule MG6C
or MG6D.



Corresponding item number as shown on MG6C or MG6D schedule.

An explanation of the reasons that an item may undermine the prosecution case or assist the defence must be entered here. This will include a police response to the defence case where supplied.











Where more than one Disclosure Officer is involved, each should submit a separate MG6E (unless they merely corroborate one another).

For pre-committal Common Law disclosure outside of CPIA obligations see R v DPP ex parte
LEE (Guidance notes
12 and 13 on MG6).




MG7 REMAND IN CUSTODY APPLICATION



The purpose of this form is:
	To enable police to request the prosecutor to make an application for a remand in custody or on conditional bail.
         It also informs the prosecutor of the specific grounds on which the application is sought.





Where category 3. applies, officers must complete the relevant section on the MG6 to ensure that the
defendant is restricted from contacting vulnerable witnesses/victims whilst
detained on remand.                                                                                                                                                                          Where the case involves a breach of
bail conditions, enter
Include sufficient information to show that there are substantial grounds for opposing unconditional bail.
(See Note 1.)




Information that the court needs to be told includes:
  Nature/seriousness of offence
  Defendant’s antecedents or previous convictions
  Defendant’s lack of associations/community ties
  Defendant’s previous bail record
  Is defendant currently on bail for other offences?
  Strength of evidence against defendant.






   Enter reasons for adding conditions to any grant of bail and state what the conditions should be.
   The information supplied must satisfy the court that conditions are necessary to prevent the defendant failing to answer bail, committing further offences, interfering with witnesses or obstructing the course of justice.
   Adding a “doorstep” bail condition will allow police to insist that an offender presents themselves in person during curfew.

these on MG8



If arrested on warrant insert “Arrested on Warrant” here. Attach an MG11 detailing the circumstances of arrest e.g. evaded capture and log events/number of attempts to execute the warrant.





Child Abuse cases
(See note 2)







Complete this section to enable jointly charged defendants to be dealt with at the same court appearance.




MG7 – REMAND APPLICATION GUIDANCE NOTES


1.         Reasons to justify opposition to bail:

1.1    Fail to Surrender:

          Conviction for absconding.

          Defendant has no fixed abode, community ties, or is a foreign visitor to the UK.

          Likely sentence may be an incentive to abscond.

          Defendant has expressed an intention not to attend court etc.

1.2    Commit Offences on Bail:

	Current offence committed on bail or in breach of sentence (if so, give details of previous offence(s), dates, conditions etc).

          Current offence committed on licence and/or electronically tagged.

	Number  of  charges/TICs/previous convictions  show  persistent  and  continuous offending over a period of time.

          Offender has said that he/she will continue to offend.

          ‘Lifestyle’, e.g. commission of further offences may be likely to support drug habit.

          Current offence involved substantial planning by defendant.

1.3    Interfere with Witnesses/Obstruct the Course of Justice:

	Defendant has a history of such behaviour, or has made threats to interfere with witnesses, the recovery of property or the arrest of accomplices.

	Although  intimidation may  be  hard  to  substantiate, the  court  will  need  to  be presented with real grounds for the objection to bail.

1.4    Defendant’s Own Protection or Welfare:

	Defendant has threatened self harm or medical evidence suggests that this may occur.

	Declaration by victim, their family/friends, or wider community to seek revenge; or conduct/atmosphere that suggests this is a possibility.

2.         Child abuse cases.

In a child abuse case the court will consider the interests of the child victim(s). Officers must discuss with Social Services the impact of any proposed bail conditions on the child/children. If a condition would prevent any affected child/children returning home then police should indicate the views of Social Services re this on an MG6 as this is likely to be sensitive or confidential information.

Police should also consider the position of any child who is not a victim but who may reside at an address to which the defendant might be bailed.



MG8 BREACH OF BAIL CONDITIONS



The purpose of this form is:
	To provide the prosecutor with details of the original charges, conditions imposed and evidence of how these conditions are alleged to have been breached.
         It also enables the prosecutor to provide police with the result of the breach hearing.






This time constraint is in accordance with Section 7(4) Bail Act
1976, otherwise the court cannot hear the application and further
detention is unlawful.




It is good practice to attach an MG11 outlining the alleged breach, circumstances of arrest (e.g. defendant attempts to evade capture, etc), and any responses from the defendant (on arrest or in interview) as to why he/she breached bail. This will enable the prosecutor to address
any justification for the breach raised by the defence at court.

This form is to be completed for a breach of police or court imposed bail conditions. It may be hand written but must be legible. The form must be copied to the defence (given to defendant or their legal representative) and to the court as soon as possible.



Insert original
or new URN as appropriate. See Note 1






At the end of the hearing the Crown Prosecutor must ensure that these papers are attached to the original file. Direct contact must be made immediately with the officer in the case if
bail is granted in cases involving vulnerable or intimidated witnesses.




MG8 – BREACH OF BAIL CONDITIONS GUIDANCE NOTES


1.         Breach of bail conditions can occur in two different situations:

(i)            The defendant is arrested for breach of conditional bail relating to the offence for which the conditions were imposed. In these circumstances record the original URN in the upper box. A new URN is not required in these circumstances.

(ii)           The defendant is arrested for a new separate and unrelated offence and at the same time is also on police/court conditional bail for a previous separate offence. In these circumstances record the URN as follows:

	If the defendant is charged with new offence(s), record the new URN in the upper box and previous offence URN in the lower box for breach of bail conditions.

	If the defendant is not charged with the new offence but kept in custody for breach of bail conditions on the previous offence(s), record the previous original URN in the upper box only.


For guidance on breach of pre-charge conditional bail see ACPO Guidance on Bail with Conditions
(pre-charge).



MG9 WITNESS LIST



The purpose of this form is:
         To provide the prosecutor and Witness Service with witness information and contact details
	To indicate to the prosecutor the number of statements and whether or not the statement has been attached to the case file
         To inform the prosecutor as to which witnesses are victims or intimidated witnesses.






An MG9 should be completed for all post - charge files.

The form should be dated to indicate when PNC checks were conducted on witnesses.









If there is a change to the details of a known witness, a revised MG9 should be submitted, headed “Revised Witness List”. The revised list and any accompanying MG11s should be sent with a covering note on form MG20, highlighting the new witness and/or MG11s.

Witnesses should be listed as follows:
   Victim/main witness
   Non-police witness(es)
   Expert witness(es)
   Other police officers (in order they witnessed events)
   Officer in case (OIC) Witness MG11s should
appear on the file in the
same sequence.






Before the MG9 is passed to the Witness Service the previous convictions column should be edited out.








Witness details will only be passed to the Witness Service once the relevant Witness Care Unit has obtained consent from that witness to do so.

Where more than one MG11 has been taken from a witness, the number of MG11s should be indicated here.



MG10 WITNESS NON-AVAILABILITY



The purpose of this form is
	to provide a prosecutor with a composite picture of the non-availability of all prosecution witnesses
         to inform the prosecutor of reasons for non-availability.







An MG10 should be completed for all post - charge files.

The Crown Court reference box is for
the indictment number where known.















Problems may arise when a police officer has a changeover from nights to late shift. Recording
an “O” on the MG10 on the day of the late shift indicates unavailability
for attendance at court at
10am having finished
duty a few hours earlier.

The witnesses’ names should be indexed by entering consecutive numbers within the brackets (as per MG9). As each witness’s non- availability is entered into one of the monthly columns, the witness number should appear at the head of that column.


The prosecutor should not disclose reasons for witness non-availability. See Note 6.













In order to avoid misunderstanding, where a witness has no dates to avoid this
should be stated at the bottom of the form. The words “(name) – no dates to avoid”
will suffice.

When an MG10 is submitted, it must accurately reflect all witnesses’ dates to avoid. It must also be updated expeditiously, in order to
prevent officers from being called on an inconvenient date. See Notes 5 and 7.



MG10 – WITNESS NON-AVAILABILITY GUIDANCE NOTES



1.         This form is generally required to be submitted with all post-charge case files.

2.         This  form  is  classified as  “RESTRICTED”(when complete) –  NOT  DISCLOSABLE, and should not be passed to anyone other than the prosecution when complete.

3.         Police officers are to indicate their non-availability on the form by the use of the appropriate codes.

4.         CODE DEFINITIONS.

Where:

          Code “O” is used, details should be included at the bottom of the form.

	Code “C” is used, a brief description of the duration, location and subject of the course should be included in the space at the bottom of the form.

	Code “S” is used, an indication should be given as to whether an officer is fit to travel to court to give evidence despite the sickness or injury. Where the officer has no personal objections, a brief account of the nature of the sickness or injury should also be included.

5.         Where an MG10 has already been submitted and the police become aware that witness availability has changed, a revised MG10 should be submitted to the CPS as soon as possible, and in any event within 4 days.

6.         The MG10 is a RESTRICTED document. It contains details of when witnesses may be away from their homes. This information, wrongly disclosed, may lead to unfortunate consequences. Prosecutors are reminded that the phrase “unavailable” is all that needs to be revealed. This practice should be agreed with the court.

7.         Police officers are reminded that when an MG10 is submitted, it must accurately reflect their dates to avoid. It must also be updated expeditiously, in order to prevent the officer being called to court on an inconvenient date.



MG11 WITNESS STATEMENT



The purpose of this form is:
        To provide the written evidence of a witness;
        To obtain a witness’s consent to disclose medical records;
	To identify any needs for special measures for vulnerable and intimidated witnesses and to indicate the willingness of a witness to attend court.













Include full name to enable a PNC check to be completed















The witness should sign after the last word of their statement (as well as at the bottom of each page).

















It is essential to record either the specific dates to avoid or the fact that the witness has no dates to avoid.
See Note 3

Where you have more than one vulnerable or intimidated witness in the case, a separate MG2 must be completed for each witness in
an anticipated not guilty, contested or indictable
case.

The VPS gives victims of crime an opportunity to record the effect a crime has had upon them.
See Notes 7 –
12.








The question re
‘particular needs’ is generic to all witnesses not
just those requiring Special Measures.
See Note 5.



MG11 – WITNESS STATEMENT GUIDANCE NOTES


1.      Statements from witnesses should be recorded on form MG11. Where statements are visually recorded on video or digital format, they may also be recorded on the form MG15.

2.      The rear of the MG11 includes space for recording information regarding the statement maker including means of contact including mobile phone number and email address. Wherever possible the preferred method of contact should be established and shown.

3.       The dates to avoid for the witness be recorded on the rear of the MG11.  Where there are no dates to avoid this must be shown as absence of information re dates to avoid may lead to a delay in setting a trial or the trial being set for an inappropriate date (and/or dismissed).

4.      There is an opportunity for the witness to indicate their willingness to allow police to access medical records relating to their injury/hospitalisation and for the use of  these during the prosecution. The witness should sign to indicate their willingness.

5.      Support can be provided to a witness whether or not they are already receiving support from the Witness Service or other agency. Key elements of the witness care information on the rear of all the MG11s in a case should be collated on an MG6. These include:

	In cases where witnesses have specific care needs in attending court, the officer should record the existence of those specific needs and arrangements that police have made to deal with them. For example a disabled witness may have difficulty in attending court and transport provision arranged.

	Recording  any  difficulties  that  a  witness  has  in  expressing  themselves,  e.g.  through difficulties in language or mannerisms.

	Indicating  the  measures  taken  to  address  specific  care  requirements  of  vulnerable witnesses, in particular those with learning difficulties or the less physically able. This may include attendance of key support workers, any measures taken to obtain witness statements or the provision of continuing support in cases of abuse.

	Recording any requests for stand-by arrangements (permitting witnesses to wait at known locations near the court where they can be contacted by telephone) or arrangements for use of pagers/mobile phones to call witnesses.

6.       Officers will need to understand the relevant provisions of Part II of the Youth Justice and Criminal Evidence Act 1999, and the importance of identifying witnesses who potentially fall into the above categories, as soon as possible. Further information can be found in  the Guidance Notes for form MG2 (see 3.3).

7.       Any individual victim of crime, or proprietor or partner in a small business can make a Victim Personal Statement (VPS). A VPS can also be made by a relative or partner of a homicide victim or the parent or carer of a child or adult with learning difficulties. The scheme is entirely optional for victims and they should be offered the chance to make a VPS but should not be pressured to do so.

8.       A VPS is often taken at the same time that a witness statement is taken on an MG11 and would usually be recorded on the same form following the ‘evidential content’. If taken at this time, the VPS is referred to as a ‘stage one’ VPS.

9.       A victim who does not make a VPS initially can do so at any time thereafter. A victim can also make a second (or subsequent) VPS to update the information given in a previous VPS. Such a VPS is known as a ‘second stage’ VPS. These will also usually be taken on an MG11.

10.     Where the VPS is taken at the same time as the witness statement there should be a clear separation on form MG11 between the evidential part of the statement and the VPS. A caption should be inserted between the two to make this separation clear. A second stage VPS should also have this caption to distinguish it from an evidential witness statement.

11.     The caption should read as follows (but duly amended according to whether it is a first stage or second stage VPS):



‘I have been given the Victim Personal Statement (VPS) leaflet and the VPS scheme has been explained to me. What follows is what I wish to say in connection with this matter (in addition to what I said in my previous victim personal statement). I understand that what I say may be used in various ways and that it may be disclosed to the defence’.

12.     A fresh MG11 should be used to take a second stage VPS. This can be taken at any time prior to sentence. It would normally be expected to focus on the longer term effects of the crime on the victim.

13.    When making a statement, a victim will have the opportunity to discuss any other concerns they may have including:

          Whether to choose to receive further information about the progress of the case

          The offender’s bail

          Details about vulnerability as a victim or as a potential witness

          Whether compensation might be sought, and

	Whether  the  victim  might  wish  to  participate  in  a  restorative  justice  outcome  where appropriate.



MG12 EXHIBIT LIST



The purpose of this form is:
         To inform the prosecutor of the exhibits that are to be produced in evidence in the case
         To indicate the location of the exhibits if a copy is not contained within the case papers.





List items in the order that they appear in the statements.




Insert the number used to identify the property in the police property store/system.





Consider photocopying non- documentary items such as knives etc.


Tick if the original exhibit is submitted with
the file. Police should retain
originals until
requested by the
CPS



Accurate information on the current location of an item is vital to ensure that it can be located by persons other than officers involved in the case.








Date the form to assist CPS and police supervisors to determine the chronological order of form submissions,
such as when additional items are exhibited after the initial submission.



















Any additional exhibits should be recorded on the MG12 as they become known, marked
‘ADDITIONAL’ and forwarded to the CPS under cover of MG20

Each item must be given an exhibit reference number that is made from the initials of the person producing it with a
sequential number e.g. WR1, WR2 etc.
If two people
have the same initials, then use the second letter of the family name, e.g. Walter Roberts - WRo1, William Richards
– WRi1etc.



MG14 CONDITIONAL CAUTION



The purpose of this form is:
	To record details of a conditional caution including the offences to which it applies and the conditions to be complied with by the offender.
	To record the offender’s agreement to the conditions and for confirmation by the OIC or other authorised person that the conditions have or have not been complied with by the offender.




MG15 RECORD OF INTERVIEW




The purpose of this form is:

	To provide a written record of a suspect interview (audio/visual) or visually recorded interview(s) with vulnerable or intimidated witness(es).









This “drop – down” box describes the different uses to which the form may be put.



Show who else was present and their relationship with the person being interviewed.


A record of interview is an exhibit and should be produced by the person creating the interview record.




If used for contemporaneous notes, the tape counter times column should not be used.





When the MG15 is used for contemporaneous
notes the officer should sign at the foot of the
page. The interviewee
should sign at the end of the body of text after the relevant endorsement.

The body of text should include:
   Admissions
   Main salient points
   Aggravating factors
   Mitigating circumstances
   Significant silence etc
   Summary
   Special
Warning
   Offences TIC
Manual of Guidance 2011 - Section 3


MG16 EVIDENCE OF BAD CHARACTER AND/OR DANGEROUS OFFENDER INFORMATION



The purpose of this form is:
         To provide information to the prosecutor regarding the defendant’s bad character that may be adduced at trial
	To indicate to the prosecutor any dangerous offender information regarding the defendant that may influence sentencing by the court.

Further information regarding bad character provisions can be found at www.cps.gov.uk



MG18 OFFENCES TAKEN INTO CONSIDERATION (TIC)


The purpose of this form is:
         To list those other offences that the defendant has agreed to have taken into consideration
(TIC) when appearing at court for other offence(s) charged.





MG18 must be typed for cases committed to Crown Court. Otherwise TICs must be legible if hand written.





Show here the total number of TICs listed in the schedule part of the MG18.
















Record here any comments that accused makes when signing the receipt.
Manual of Guidance 2011 - Section 3












Where a compensation form
MG19 has been sent to the victim, this fact should be recorded on the MG18 to ensure that the
prosecutor is aware that

compensation is required.                                                                                                                                                                                                                                     Where offences to be TIC carry driving licence endorsement and a disqualification they may only be TIC where one or more of
To avoid any potential later claim by the defendant that TICs may have been added without their knowledge, officers should rule a clear line after the last TIC entry on each MG18, and get the defendant to sign the form
to show they have agreed to their inclusion. This should be done on all MG18 sheets in the case. The defendant having signed the MG18, should be supplied with a copy.















Offences should be listed in chronological order.

the offences for which the defendant is convicted is also endorsable or may
lead to disqualification.
See Note 2.



MG18 – OTHER OFFENCES (TIC) GUIDANCE NOTES


1.   Offences committed by the defendant and not included in the list of charges or on the indictment may be taken into consideration (TIC) by the court when sentencing if:

          The defendant admits them and consents to them being TIC

	The court has jurisdiction (e.g. a magistrates’ court cannot TIC an indictable only offence), and

	The offences are similar to the offence(s) for which the defendant has been convicted. If the offences to be TIC are dissimilar to the one(s) for which the defendant has been convicted they should not be TIC without the court first considering whether, in all the circumstances, it is proper to do so.

2.   Caution should be exercised when taking into consideration offences which, if they were charged, may result in disqualification under “totting up” provisions.

3.   It is essential that MG18s are fully completed prior to the first hearing. This will enable TICs to be dealt with if the case is concluded and sentencing occurs. If the case is concluded at that hearing, the issue of compensation can also be dealt with by the court.



MG19 APPLICATION FOR COMPENSATION


The purpose of this form is:
         To allow a victim to complete details of their loss, injury or damage
         To provide the prosecutor with the details to make an application for compensation in court.





Section 9 of the MG5 must be completed if compensation is required irrespective of whether the person seeking compensation has been sent an MG19 and/or has completed it.
The reason for this is that in the event of an initial guilty plea at first appearance at magistrates’ court, the MG19 may not have been returned and is unavailable to the prosecutor at the time the court deals with compensation.



Original documents to be retained by police. Copies to CPS should be edited so as to not disclose the victim’s address.
See Note 9.



Documents to support claims e.g. estimates should be included at time of submission. Any delay in receiving this information should be noted on MG6.
See Note 7.









Original documents to be retained by police. Copies to CPS should be edited so as to not disclose the victim’s address.
See Note 9.





MG19 – COMPENSATION CLAIM GUIDANCE NOTES


1.      A defendant may be ordered to pay compensation for any injury, loss or damage resulting from an offence to which he has pleaded guilty or been convicted, or which he has asked to be taken into consideration (TIC).

2.      Where possible, the form MG19 should be completed at the same time as the statement of  complaint .  The victim should be  given a  form MG19 as  soon as  possible after the defendant has been charged or the offence has been listed as TIC. If it has not been possible to obtain details before an early hearing, an estimate of the damage or loss should be included in the MG5.

3.      Where a victim has difficulty in completing the form (e.g. through illness, age or illiteracy) police should provide assistance to do so.

4.      The names and addresses of  all claimants must be listed on form MG6 and marked as restricted unless MG19s have been completed in respect of all those witnesses.

5.      Section C of the MG19 should include details of any doctor, dentist or other specialist who has attended to the claimant in order that statements can be obtained where required.

6.      The victim can make a claim for loss of “no claims” insurance bonus where applicable.

7.      Where a victim requires more time to provide full details this should be noted on the MG6 but submission of the file should not be delayed. A brief estimate of damage/loss should, in the meantime be included on form MG5 (see 2 above).

8	Details received from the victim after file submission should be sent to the CPS under cover of form MG20.

9.      Originals of estimates, receipts, bills etc in support of the claim should be retained by police.
Copies, edited to ensure the victim’s address is not disclosed, should be provided to the CPS. The originals must not be edited. The CPS must also ensure the copies passed to the defence do not contain details of the victim’s address.

10.    By local agreement, standard agreed lists showing the value of  repair or replacement of
Council/police property may be prepared and used to inform applications for compensation.

11.    The Magistrates’ Association has guidelines to assist in the setting of awards for personal injury.



MG20 FURTHER EVIDENCE/INFORMATION REPORT




The purpose of this form is:
         To inform the prosecutor of further evidence or information concerning the case
         To indicate what forms are submitted with the MG20.















Indicate what documents are attached by marking the relevant box. Where there are a number of different documents within
the same category, the number should be entered in the box.

Complete URN to ensure that the information on
this form is correctly linked to the original file.











If there are delays in obtaining information, give reasons and state how much longer is required.



MG21 SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION



The purpose of this form is:
         To accompany samples submitted for forensic examination
         To provide an audit trail
         To request provision of details on specific points to prove the case
	To provide the scientist with target dates for case management together with a list of exhibits submitted for examination.







Unique Reference Number (URN) – required on each page.













Insert details of reviewing lawyer where known.

This contact may be the case file builder or person assisting the
OIC.






Must accord with
Force protocol.




Indicate here whether any aspect of the submission
is required
urgently.





Early notification of changed circumstances or discontinuance
will save time and resources for all agencies.
















Include between times and/or dates where applicable.




Include further details of:
   Whether a scientist has attended scene and result of his/her examination.
   Is the case linked to previous submissions ?
   Does it form part of a serious investigation ?
   What are the major lines of enquiry?
   The result of pre-charge
CPS advice.
   The points you want the
FPS to prove.
   The crime scene assessment.
   Result of the Forensic
Strategy Group meeting in a major enquiry.
In particular:
   Has a crime been committed ? (e.g. is the powder a restricted drug or does the hard disk
contain unlawful images?)
   When did the crime take place?
   Can a suspect be identified for this crime?
(e.g. DNA or other means of contact such as fibres).
   Can the identified suspect be linked to the victim?
(e.g. DNA or other means
of contact such as fibres).

Further points to consider for inclusion:
   Can the identified suspect be linked to the crime scene? (e.g. DNA or other means of contact such as fibres).
   Are there any links between this crime and other crimes?
   Are there any links between the suspect and other
suspects or crimes?
   Is there evidence to corroborate or refute the suspect’s allegation (e.g. tears to clothing tending
to show use of force?).
   Are there any other specific questions to
be addressed?






National Firearms Forensic Intelligence Database (NFFID). Must be included for all firearm related offences.





These are FSS forms and assist with brief additional information not contained in the MG21.
They are currently only available for specific types of offence, namely:
    Assault (non sexual)
involving blood and fibres.
    Auto crime and burglary involving
fibres
    Offences involving broken glass
    Offences involving footwear impressions.

CCTV, crime scene video etc.










Include all
forenames



Arrest/Summons number must relate to this particular suspect.




All relevant target dates must correspond with those recorded
on MG6.
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Use this part of form MG21 to list and describe individually the items submitted for scientific examination and to show continuity for delivery and receipt of submissions.







Full but concise description. No abbreviations.

Must correspond with exhibit label.




Highlight any such risks in column for description of items.





MG21 – SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION GUIDANCE NOTES



1.      It is vitally important that completion of the forms and submission of the samples is conducted expeditiously and, in any event, soon after the capture of harvest of such samples. This will allow for optimum results to be obtained without any degradation of the sample(s) submitted.

2.      Due regard must be given by all officers to the joint protocol between police, CPS and FSS when submitting samples for examination. This protocol allows for first stage reports that will provide sufficient information upon which to base a charging decision together with more detailed evaluation reports subsequently that will contain all necessary information to support the trial process as well as any issues that may be raised by the defence.

3.      Completion of the MG21.

Section 4 – ‘Contact details’. In the event of any queries relating to the submissions, a definitive contact point needs to be identified. In the case of the police this may not necessarily be the OIC but may be a case builder or other person directly assisting the OIC. The CPS contact point will be the reviewing lawyer in pre-charge advice cases.

Section 6 – ‘Budgetary authority for submission’. In addition to a supervisory authority for submissions, authority is required from a budget holder in accordance with any force protocols. Unauthorised submissions will not be accepted by Forensic Services.

Section 7 – ‘Circumstances of incident’. This section provides the OIC with the opportunity to explain the surrounding circumstances and MO of the offence to which the samples relate and will be similar to the circumstances contained in the crime report. This section should be completed in conjunction with information shown in Section 8.

Section 8 – ‘Points to prove’. Discussions and decisions between police, CPS and FSS regarding the specific issues that are required to prove the case should be recorded, e.g. whether sexual intercourse has taken place. Do not attach a copy of the MG3 as this is strictly a communication between the police and CPS.
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M
anual
 
of
 
Guidance
 
2011
 
- 
S
ect
i
on
 
3
)
Section 9 – ‘Additional information’. Include any additional information that is relevant to the case and may assist the FSS with examination of the submitted samples. In particular the Critical Success Factors Form adds specific information upon which the FSS will rely according to the type of offence and samples submitted.


MG21A SUBMISSION OF ADDITIONAL WORK FOR SCIENTIFIC EXAMINATION





The purpose of this form is:
         To advise the FSS of additional forensic submissions in a case. See notes for guidance on MG21 re completion

Manual of Guidance 2011 - Section 3
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ng Stated here is Itended to persuade you o plead guity.

e Pagesors
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<Datendant copy>

Witen Charge(s)
59 statements endosed/MCA statamant of facks orly

URN

[Nome &address of defendant] P S

Custody number
W anplcatie)

Dete of irth

ArrestiSummons
Number

POSTAL
REQUISITION

You

re charged with the offence(s) below.
On fdate} at Rime]

[rame and address of Magistrates’ Coust Jwill heas the case.

General notes
Please read al of this nofice and evenying sent with tis chargs caretul before you fil in
any of the forms.

The charge lsts the offences which the prosecuor says you have commited. The evidence
for this s in the enclosed winess statemerts. This nctice tells you sbout the court
pracedure andhe chaices openta you. I lsa tels you how ta il in the plea form enclosed!
ith this charge.

Warning
If you do not reply 1o the cherge, or aftend cour, the court may find you guity in your
ahsence.

Police Bail
1f you are on police bl forthe affence(s) you da nat have ta return tothe polce stafion and!
your police bai has been cancelled

Advice and help
If you need acvice about what o co you shod get help from a solictor or advice agency at
once. f you cannot afford a solctor you may be sble o get free advice ahout your piea, or
how 1o apply to the court for a representation order (legal aic) S0 that you can have a
solctor f the hearing. Do not wait urtl you first come {0 court If you need any general
advice shaut the caur, cartact the court offce at [address of the court offce]

Page 10113
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CHARGE(S)

<PNLD charge>

s offence carries penaty poits |

[Statement of facts]

A brief statement of the case i set out below. This statement may be used a5 a summary
ofthe prosesuion case f you plead iy,

{<Statement of facts>}

[<Prosecutor default costs statemerts]

Charge Authorised by:
Prosscutian cantact detals:

Date:

Page 20t 13
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<Datendant copy>
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Your choices

After rescing all the papers, you must decide which course of acton 1o take. You can do
e of the follawing

1. Youmay lead guitty by post — Section 1 explains what to 40; or
2. Youmay sitend court an plead guikty — Section 2 explsins wht to do; or
3. Youmay leac not guity — Secti

n 3 explains what o do

Decide how you wart to plesd ta each offence lited n the charge. If you need help with
this, see a solor or advice agency at once. I i unlkely that the court would make an
order for youto he represeed by a solictor forthes offences.

1f you need any general help about this charge contact the court offce. The address is at
the top of tis nofice.

Section 1 - Pleadi

9 ity by post

If you admit the offences It in the charge, you may plsad guity in witing without
attending court. Iftis is your decision, ik those offences in Columa 1.0n the plea form,
Sion the form and return 1o the court. You need ot tten court on the date shown onthis|
retice.

Fill nthe enclosed statemert of means form and send i 1o the court wih your plea form.
Giving these cetalls helps the court cecide the right amount of any fine. If you do not give
these detals you may be ordere {0 pay a fine which is more than you can afford. You
Should a0 tel the court anyifing abolt the offences or yourselthat you feel the court
Shoukd know when deciding what sertence 10 give you. To do s fil In the mitigating
cifcumstances section of the plea form. Send the completed plea formto the court with
your statemert of means.

[¥ou must sen your photocard driving licence and the paper courderpart o the court
before the hearing cate. | you do not do i, you wil comit an offerce and you cence
will be suspended unfi the court has received! 1. Yau wil nat be alowed to crive while your
lence is suspened ]

atthe hearngthe cour il har oy
+ i sttemert o facts]
+ the winess satements wih thess papers, o a summary of ther,
+ any fher matters incluted with tris charge (such as aclam fo costs);
+ detllsof your iving recors; and
+_anyiring you e onthe lea andl statemert of means forms
[ | Fage st 13
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I you wart to plead gulty in wrting you must act guickly. il i the plea form and the
Statement of means form and send them ta the court sa that they get here o least ree
days hefore the hearing date shown nths charge.

1f you plead ity by post, you wil normally he convicted by the cort on the date shown n
the charge. The court may put the case back far up to four weeks wihout having o el .
The court wil write to you s0on after the hearing to tell you what sertence the magistrates.
have gven you

Ifthe court decides notto accept your guity plea, i wiltell you why inwriting and give you a
fresh hearing date.

Changing your plea

If you have sent the ples form o the court saying that you wart 1o plescl guity, you can
change your mind at any time before the hearing. If you do changs your mind you must tell
the courtinwiling as 5000 as possile that youwart to pleac not oty

Section 2 - Pleading guilty at court

1f you admit the offences listed in the charge and want to plead guity, you can o this in
person at court. If s s your decsion tck those offerces in Cokanin 2 on the plea form,
Si0n the form and sen 1 fo the court. You must atend court on the date and ot the time
Shawn in the charge.

[¥oumust bring your photocard driving licence and the paper counterpart o the hearing
or send t to the cout before the hearing date. 1 you do not o this, you wil commit an
offence an your icence wil be suspendect il the court has recefved . You wil not be:
allowectto crive whie you ence is suspenect]

Complete the statement of means form and send f 1o the court sothat f reaches the court
atleast three days before the hearing or bring f with you to court 5o that  can be handedto
the magistrates ot the hearing

At the court hearing, youwillbe asked if youwant to plead ity. The courtwillthen hear
* lthe statement o facts}]
* the witness statements with these papers, or a summary of ther;
« any other maters included with this charge (such as  clim for costs);
« detalls of your oiving record; and
« anything you say aboutthe affences and your income and expenses.

ETm| Fage dar1a
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The court willthen decide what sertence to give you. I you are fived fr this ofiencethe cout
‘il expect youto pay on the day.If you do not provide the court with the statement of means,
you may be ordered o pay a ine which is more than youcan affrct

Attending court o pleat! ity Iets you el the court things, in your own words, which might
e diffcul o explin in wriing. For example, if the offence was commited in very unusual
Gireumstances o i yaur ncome and expenses ere complceted.

Section 3 - Pleadi

g not guiky

1 you do not admit the offences listed in the charge and you want to plsad not guity tick
those offences in Column 3 on the plea form, signthe form an send it 1o the court

ou shauld not attend caurt an the date shawn In the notice. The court wil tel you in
‘writing of a fesh date for a ¥ial hearing when you must attend with you winesses and any
documents you wish the court to see. You should bring the originel documents, nat
phatocapies.

1 yourtia is expectect{o occupy soms time or involve a ot of winesses, the court may ask
you to atend a pre-tial hearing 1o review your case so that the trial can be plamned and
artangemerts macie fo the winesses 5o that they do not have o wat o court longer than
nesessary.

Your witnesses.

Itis imprtart that yautellthe court the number and the names of the winesses youwart to
give evidence for you and when you or any of your witnesses cannat attend in the next 3
marths. Fil n the extra part of he plea form to give the court this informatian. The court
willtry anl use twhen fixing the date for your ial hearing

The Prosecurtor's witnesses

At the trial hearing, the prosecutor may rea the wilness statements sert to you wilh this
Gharge uriess you tel the prosecutor that you wart the witesses to come {o cout 1o aive
evidence. It you want any of these winesses 1o give oral evidence, you shauld te the
Drosectkor, whase name and address is on the nafice accampanying the stalemerts, as
S0an as possible. I you do not oo this witin seven days of receiving this notice, you wil
lose your right fo prevert the statemerts being tenered in svidence and you wil orly be
bl ta resuire the aftendance of the witnesses wih the couts permissian.

ECIN| Pagesor 13




image21.png
<Datendant copy>
‘What will happen if you do notreply to this charge

1 you do ot reply 1o this nofice, the court may deal withthe case n your absence on the
date shawn in the charge. The prosecutar wil read the stetements sent wih this charge to
the court or give a summary of them. Having heard what s It the winess statemerts the
ourt il find you sther guiy or ot ity of each of the offences n the charge. If you are
found ity of any offence, the court may serfence you in your absence.

Claims by the prosecutor for money

1t you plsact guity or are found iy, the prosecttor wil normally ask the court to orcer you
to'paythe prosesutor's casts for bringing the case.

[The prosecutor may also ask the court to order you to pay a penally equal 1o the
autstanding duty.  The amount thet the prosecutor clins s printed an a notice with this
charge]

1 you dispute the prosecutor's clain for costs, ive your reasons on the plea form.

{1 you admit the clam for outstanding dty sign Box A on the plea form.

1 you sendin a plea of guity by post but dispute the claim for outstanding duty sign Box B
on the plea form. *You wil then have to come to court (wih any winesses or evidence or
both) on the cate shown In this charge to support your aroument that you should ot be
ordered to pay. If you do ot say whether or not the clsim Is sppropriate, the court wil
proceed as if you had adited the claim |

[Motoring Cases:
1f you plead guity by post the court wil normally convit and serfence you on the date
Shown s charge. Bt i the court is considering  crving disguslfication, i wil ot finish
the case on that date. The court willsend you  nofice giving you a lser date when you
mustaitenl. At that hesring, you oan give reasons why you should not b cisguslified. The
magistrates wil consider what you say before making theircecision. I you do ot aten the
earing about discalfication, the court may FSSue a warrart for your arrest or seftence you
(andl cisualfy yau from criving) n your absence.]

[ Fage st 13




image22.png
=3

<Detendant copy>

Discount for early plea of guiky

The cout, when passing sertence on you, wil consider giving you a lower penaty if you
enter an early gty plea

The amaurt of any discaunt wil depend an how eerl you indicate your plea, as wel s the
Gircumstances that made you pleat guty.

If you wish, you can write 1o the froseculor and the court as soon as you have besn
charged and are sure that you want to plead guity. If you irtenc 1o see a soictor you
should speak o your solictor irst.

You can tel the court how you will be pleading at any hearing of your case, even f your
ase may have to be hear at the Crown Court

Hothing stated here is intended to persuade you to plead guity.

[ED e 7r1s
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>Page breaks
[Please read this notice carefully now.

You have been charged wilh using a veficle it the necessary documerts (2
criving lcence, a test certfcate of insurance). The charge may also say you it
ot prociuce the same documerts to a poice constable (o take ther to a poiice
staton for inspectian) a5 recuired by aw following  request by the police.

The court would ot expect you o plesd gty for example, to both the offences.
of sing & vehicle wihaut insurance and faling fo produce insurance.

1f you have any documents that wauld cover your use of the veticle ot the fime
youwere askectto praduce them, you must praduce them as saon as passible ot
the polce station you originally Selected when the poice officer asked you to
chaose ane. The police wil then be able to check your dacuments and note the
factthat you have produced them. Arangements wil then be mads for the court
o be told shout his. You should note however, thet the production to the polce.
of these documerts naw wil not be a defence ta any prosecution for faling o
procuce the documents witin seven days of the date of the originalreguest.

R may not he possile o check your driving documerts at court

1 may then be passile for your case o be dealt with i your sbsence, but nly f
you return the completed pisa form and any oiher required documerts (such as.
your driving lience and courterpart)to the Court in time. 1 he court tinks that
you shouid be discualiied from chiving, # wil let you know when you shouid
attend court

If you stend court without hiaving chiving documents checked at a polce staion,
the case may be put off o that you can take the documents to the poitce station
you selected and have them checked there. f ime permits, you may be abl to
return to Court ater on the same day for you case to be completed. Otherwise,
the court woud have to he put your case of o another day for youto retun.

If you do not praduce your documerts at the palce stafian, f could resut in

acitionsl loss and inconverience {0 you, as well as lea 10'an applcatio for
eckltional prosseution casts for the exba werk invalvedt]

Pagesor1s
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Pleaform
From: <Defendant Fulltlame>

<Defendart Addess L
<Defendant Address Li

Case number. <Case
Number=

Born: <Date of bith=
Gender: <Gender=

<Post Code>

Pleass complete the hoxes below if your detals are iferert om thoss shown above

My name is: Dete of it

My acress is:

Postoore:

Tel. rumber: Gender:

Important

Read everything sert with this notce before you il inthis plea form. Make sure you sign
the box at the end. Use your usual signature.

1fyou ntenet 0 pleact gty and ask the court o desl wit the case in your shsence, ot &
ok () n column 1.

1f you intenct o pleact gty and come ta court an the date shown inthe nofce, put atick ( *)
in column 2.

I you nten 0 pleaci not guilty, the court will ot hear the case on the date shown inthe
Patice an wil wrte o youwih & fresh date for the trel hearing. You must atend the fral
hearing with your winesses an your Soltor (1 you are o be representect ot that hearing)
Inthis case put atick ( *) n column 3

Frem— ol | Calgn G

Sty by [y e | e
post® | court | uity

{<Offerce suffx= <Offerce THie=}

n form and

1t you are pleacing guity by post you must also il inthe statement of mea
mitigating ci cumstances section.

# f you are going o pleac ity at court you must lso fl i the Statement of means form.

| Page 9of 13
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[Company warning

<Datendant copy>

1 you are filing inthis form on behalf of a company you can s only if you are a drector the

company secretary o the company's soltor. If his applies o you,

State your postionwih the company here

My pleas tothe offences charged are s shown above.

Sign here.

[Sign in Box A if you admit the claimfor
Sutstanding duty’

1 acimitthe claim for outstancing cty

[Sign in Box B f you dispute the claim
I dispute the clim for outstancing cy

1wl ttend court on the date shawn inthe notice
with winesses or evidence (or both) o support
what I say.

Wil you have a solicitor to represent you
(K (/) nthe relevant box)

If you have answered Ves?, please give the name,
ackress and telephone number of your solictor in
the space beiow.

BoxA

Yes

Page 100113
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1ryou have filled in Column 3 to plead ot gu
part.

v, fillinthis.

My winesses are:

<Detendant copy>

Please avaid the dates below when arranging my tria hearing:

[Driving licence

Yes
Have you enclosed your photosard cence an the paper
Counterpart with tis form?

ek () in the relevant box)

Wite your driver number in ful here:

1f you have nct enclosed your icence, say why n the space below:

Page 110113
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Mitigating c¥cumstances.
Please use the space below 10 write what youwart about the offence(s) and yoursel. Migating

Gircumstances are focts about the offence o yourself which tend to make the offence less
Serious. The court clerkwill ead out what you writs inthe space below 1o the court

ECIN| Page 120113
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[Certiicate of Service ~Postal
Magistrates’ Courts (Wiscallansous amendmens) Rules 1952)

I, [namel] of [name of prosecuting organisation] hereby certiy that | served [name of
defendiant with the Requistion / statemert of facts / notices /Doctor's certficate / certfcate
of analysis f evidences as prescribed by the Magistrtes’ Courts Act 1980, Secton 1 (1) ant
3and 3 1 Criminal dustics Act 1967, Section & / Raad Traffic Offenders Act 168, Section 13
or 18(6)" of which tis s a tru copy /these are true copies* by sending them by 17 class
post o him / her or by past in a pre-paid recorded delivery service leter, posted by me ot
[name of post office] ot howrs on ....._day the of

and ackiressedtto aciess of defendant being his fher last (or usual) place of ahocie
Detedthe of

Signedt Renk  Postian: 1
(Cdelte whare sppioabi)

[Certiicate of Service —Personal
Magistrates’ Courts (Wiscallansous amendimens) Rules 1552)

I, [name] of [name of prosecuting organisation] hereby certiy that | served [name of
defendiant with the Requistion / statemert of facts /notices /Doctor's certficate / certficate
of analysis fsvidences as prescribed by the Magistrtes' Courts Act 1980, Secton 1 (1) ant
3and 3 Criminal Justics Act 1967, Section & / Raad Traffic Offenders Act 1268, Section 13
or 18(6)" of which this is a trus copy / these are trus copies® by deivering the sid
Rectistion / stetement of facts / nofices / Dactor's certficate { certficate of analysis /
evidence? ta him  her persanally at

(place)

or
By leavingthe saic Requistion / statement o facts /notices / Doctor's certficate / certfcate
of analysis J evidence for im her” with (persoryat

(place), being the said
[name of defenciant ast known (cr usua) place of abadk,

Dtedthe. of
Signedt Renk  Postian: 1

Cdelte whare appioabi)

ETm| Fag 130112
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NOTIFICATION OF NO FURTHER ACTION

Dear
1 referto the offences for which you were recertly amested on (10, the details of which
Ofterce 1 Date
Ofterse 2 Date
Ofterce 3 Date
Paice Staton Custody Record No:

1t has been decided thet no further action wil be taken at this time In respect of the
offence(s) detallet above, for the follwing reason(s)

O There s insufficiert evidenice to provide a reslisic prospect of corwiction

O Afhough there is suffcent evidence to provide a realtic prospect of a convicton, a
prosecufion i nct inthe public inferest. You should nate that the police may contact
You further 1o inform you thet your name wil be retained on their records as being
fespansibi for commiting the offencers).

The case wil be kept under review. If further evidence becomes avalieble i the future, you
may b re-arrested and & decision o charge may be made.

The decision no to cherge may be re-considered f a review Indicates that # was clearly
wrong and should not be alowedi 1o stan.

This notice orly applies o the offence(s) specied above. If you are curently on bl to
returmtathe palice staian in respect of these offence(s) f will at now be neceseary fo you
to retum. R is important to note that any bail condtions imposed in reftion to any cther
offences wil <t aply.

The factthat no futher acton s being taken at ths time doss notprevent an aggrieved party
pursuing erininal proseedings or cvi remedy.

Yours fathfully

[Signed Custody Oftcer]

co Perent {Guardian (i applicable)
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[ RESTRICTED (once complete)
POLICE REPORT
URN
Defendant 1 Anticipated plea: Fselsst
Defendant 2. Anticipated plea: FSelests

1. s
ha datendant committad e offncs wih the necaseary saminlinten.

# Setoutthe facks in chronslogical rdar, eling he sory and coveing the ponts o prove
& The summary mustbe balanced and i

& Record address and contact datai of cviian winesses on MO (and a datesto 3w on MG 0),
Key evidence:

Key witness(es) and their rle (e.q. aye wines. person providing derty).

State value of property stolen or damaged (or recovered). See Sec 8 for recarding
compensation details)

2. Defendant Interview

# Setoutihe explanston ghen by defendant a5 to howdvhy offencs happerad: indude any
tigationramorce putfomard.

# Note any Special Warnings given
4+ Stateifno comment made,

& Attach copy of COTVIfshown i the nterie o file).

Defendant

Date of interview:

Interviewing officer(s)

Other person(s) present:

‘Surmrmary of defendant explanation

Defendant's responssireaction to CCTV (f key evidence' and shown n 1)
Relevant admissions and their starbfinish counter reference times:

3. Non Key Eviderice — st nimesses present butnot key. Stste uhat svidence hey contibute o9
3ddifonaleye wiiess, aesling offesr, chargg offcer, offcer seizng CCTV. Reoord cortact detss
ofcvian wiinssce= on MG and dates to avad on MO0,

Name of non-key witness(es) and their role:

4. Visually Recorded EVIdence — CCTV, photos, mobie phone(d). Attach a opy (drty
plyhaoh fomaty. Custody Sute CCTV should ba indudad 3 unuced matanal unlse ey avidence

Is thers VRE? FS8IEcts  If"Ves', doss it provide 'key evidence? ESelectd

ED (once complete)

mary of the Key EVidenice - ey evidence’ establishes every dlament ofthe ofience and hat
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I RESTRICTED (once compite) B

Give detalls ofwhat Tt Shows (whether 'Key of oD and INGIUGe Tape counter Teference
times for relevant key sections (ie. dsfencisnt punchirg victimyiisiing wincow)

5. INJUTies — s medical tatementis NOT required uness nesdad t interpret xrays or desoibejufes
ot isible tothe naked e Vidimsyeye winassipolce oficer should Gesoribe any visble njurias,
Photosshould be ken and atisched (fnottaken attached, ate hy).

Description of injuries:

6. Forensic Evidence —fingerpints, drugs svdence (weight, number ofwiaps.ete) Include detsls
S 52 et valus and puty ¢ e i s5centilfor sanfanaing informaton: Stet f g fald e

nd by whom State fmesoates for 3l forensic tatement (1 requirec).

7.DIP testing - attach DT2 for prosecubr
Dot 1 Tested? [ Trggeroft:[1  Result (osineq)iselests  Drug:Eseleet
Dot 2 Tested? [ Trggeroft:[  Result (osineq)fSalest?  Drug:£eleet

8. Application for Order(s) on CONVICIION - cansidar spalying or an arderan comichon, 8.3
Gampensaton, foteibre/dectucton (es arar D,

Defendant
Order(s) applied for: ESelect?

9. Application for COMPeNSation —stts if an estmte. Atssh quotesheosipts f avalable. An
3ddressfor compensation must be provided on MGS. (Ve than one ot tiendart, st e ater
the tter and gue deiaiin e descdpbon o).

Defendant. victim,
Description of injuryloss and o damage
Amount of cormpensation applied for: Has an MG19 been sentto victim?:
10.0ther: MG18(TICs)? O Pre-consicautions attached ? [ MG6? O

1. OFfiCeI"s COrtification: | ariy that o he bestof my knowtedge and befe, | have not ithheld
anymatrial that migh reasonably e expected  undarmine he prosecuton of might ra3sonably
323t the defanos n €3ty preparaon of hait o, nduding he making of 2 bl applcation. | furher
cartiy hat relevard matea has bean fecordad and refined n acoordance wih he CPIA 1536, Code
of Pracios, a2 amended

Narme & rankjob title:
Date

12. Supervisor’s certification: The infomaton n pars 19 an accurate summaty ofthe
available svidancs and compis uith the DFF's guidance or 3 Stiaamined Prosess. The i has been
Buit the required Sandard

Narme & rankjob tite:

Signature: Date

\ oo | [ RESTRICTED (once complete)
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YOUMUST ALWAYS COMPLETE CONDITIONAL CAUTIONING SECTION
BELOW.

Defendant: @ more than ane defendant, uos siaonstpage)

Not suitable for conditional caution because [ZS@lget=

oR

Suitable for conditional caution because custody officer is satisfie

 There s suffdent evidence b harge the ffence and defendant has not denied the ofence oraised 3
dsfnca, and

 Conditons are capabl of rehabitatng the ofendar ot formaking reparatons for the offence, and

 Boththe dreumstances of he ofance and the ffendar make it appropiat 1 ofer 3 condional cauton,
and

& The cffenca is one fowhich 2 oondifonal sauion san be ofered (es Annex A, DPP’ Guidance)

Proposed conditions.

Condition Complianserequirements inoluding Supporting svidence
complationfprogress chesk dates

[ ] | RESTRICTED (snce comiete
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CASE FILE EVIDENCE and INFORMATION
ot Disclosable

Ry RN

This dopument i= 3 communication betvien the palios snd CPS only.

1. Medioa Evicnce: oy oxpcrasc e comeree vz

¥madica evidnce i raquied i his o3, what i the arge dtefoabtaining 17

2. Feransio eicance: (e opy o MG21 /MG214)
forensi vidence hasbeen submited fr examination, ht s the arget i forthe resuts?

3. Visualy reccrdad avidence (CCTV Photographs etc.)

2. Hos all visualy recoded matral sumetly nplce possesion been viewed 3nd sopied? [, 10,
i atarget daefor when i il be sl

. ithers i addiona visusl mtaril o b obtsined,tae what < and give targe it o obtaning

4. Disslasurs:

3. ethers any relevant materaht may undermin the prosecuion oase or st th dafence ase?
s, provid daals:

. e thers any relevantthird pary materal (5] e, gve e detas ofuhat it & nd wha ha

5. Victim(s) Winess(es)

3. e there any oustanding winass Satemens tobe obtained? [, K s, giv 3target dte for
completion

. Wihis i n aripated ntquity les cae, 3 thers ar vneraleimidated vinesses7[ 0 Yes
complete. form M2 Winas Astesemar or Spaoal Eacures

. Wil Spesial Mssurs masting” be et [——

. any winesses v rfuced o give:s ttement, v thele name and address and e thai
e At

6. Other affanders:

In el tothe fcidet leaingto1his casefle, give th name, addess andofence daalsof sy othrs:
Vatto ba amsted and e

Vatta be charge

Desttuth using anether ot ofcoun isos3l (9. catoneprimandial vaming/PND):

b
4 charges

7. Laca 1Pubio nterest

S thee smy mates ofocalpublctarest i i o352 (sonsdercemmunityssuesfimpact stemants /
proies ste? |1 Y, gve dtals:
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estgatn s, fmccal o savmicsin 7 eiats e

1y, provide deta and imatalefo submision o nsceseary nformition o CFS.
Contactrumber fer Fnanc! nvestigation Uit cesling:

[ —
¥ihare i any cther rlevant formation i tis case, v datis

Dste MGS compltac

RATIONALE FOR POLICE CHARGING DECISION

Euidentiltest spplied:  FuloodeTest [ Thveshold Test [
Chargets)
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Public et

Unased matris T —

WSS U0 55065 et okmenimelc i s e s

Charging Dasision mker s ot ot
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IF SEEKING A REMAND Ili CUSTODY, THIS PAGE SHOULD BE HANDED TO COURT
STAFF AND ACCOMPANY THE DETAINEE T0 PRISONL.

Detendant full rame: RN

Detendant dteof i

T fllowing section MUST be oompteted bypelios in ALL cazes whire 3 remandin custodyis 2 be
Sppliecfor a scurt AND there = 1o ofirtsion o 1 wekme() r oy winsetes) oy e
fenant

e infomation s ended fo s by prison a0 praventunuanted cortact ith 3vidim o uiness.

i prisonar MUST be prveted fm contacing, b alphane, ettar and Vst th follwing itinss)or
iness(e£) because thar 53 sk f eimidaton, O NOT dciose the cortac detas shoun below 1 the
Prisonr 8 rfvant PS1on Tacking Winee? Hidaion by Remand Prsanées o Fiher Gaganoe.

Name(s) and contact detis ofitim(s) andio winess(es) (e 15 oars o, showage)
1
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2
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POLICE OFFICER / POLICE STAFF MISCONDUCT RECORD

R

Name Ranka No. Jab Tt

station:
This form should ba used by paice offces (induding spedal constable) and palice <taf membes:
(indluding plice sommnitySupportoffcar) whn subifing any winess Satementin comneclion ity
3y iminal proceedings hera any ofthe olbwing apply:

4. U have scriminl convictioniaution ses nate 2). 01

| have been ctarged with s rminal ffncs indiated balow butthe case has not yet been concluded.
(emie O

3. 1 have a relvant misconduct autoams reoordsd against mé (see notes Jan 4) 01
4.1 have baen given weiten ntics t atend a missondust mestinghesring (e nokes & and §) [
5. 1 have an scverse judical finding sgainst me see note 7,01

e vhare | Vs of vl ence ormizsondus S snough | Comial Panehart Wzt
anyofihe | datsltoalon CPSto deoideelevamets cumnt Gutcome.

Grumstinces | proseedngs

TSy

This information st to he best of my knowledge and befet and | am aware hatl have 3 contiuing
obligation o provide updated inormation should ciroumstances change.

Signature: Date:

- ]

snmEn . T T EEEEN
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EXPLANATORY NOTES

The guidance in the Presecuion Disclosure Manusl ar the farcs Professionsl Stancards Departmant
Should be consutad il 3 pelice officer or mamber of polica Staff 5 n any doukbt 3bout how to
Completa hs form

1. Please print detals and gve enough detal to alow CPS to make an informed decision about
ieosre.

2. Police offers / police saff making a witness statement, whather the statemert foms par of he
prosacution case or nt, should infom the prosecubt of e sistancs of any oiminal camictons of
Caubons using this form. & capy ofthe Polce Naional Camputar (PNC) rintout forthat palis offcar /
polia Staff member must be aached if he offence reveslad & 3 recordable offance. Thi i for all
offences recordad on the PNC whether Spant or othemwiss, s wall 35 comchons and oautons in
Scotiand and othr fordan oourties. Bindovers should be recorded a5 cautions. Whre 3 palice offcer
7 polce saff membr has ben tharged or summans (nclding postal requiitonad) or 3 crminl
offence butihe proceedings have not been completad, e prosecutor should be infomed using this
form,

5. A misconduct cuteame i the outoome impesed fllaing misconduct procesdings (such a3 witien
warning o fnal witln waring) and whidh i recorded on 3 police offcerss polce aff members
pesonal fle. f 3 polce afcan pohoa Saft mambar i in any douth 35 1o Whelher a migonduct
utoame i il v e he or2ha shovd consultha orce Profssianal Standards Deparment (PSD)
iR Daparmert r e prosecutor

4 Atthe condusion of misconduct prossedings against them, offcars il be advised by PSDs on whather
they must n flure proceedings whera hey make Satament revedl o CPS by way of i form MGSB
carain infomaton relating o those misonduct proceedings (.. ha the outcome s elevant). PSDs
il o 3iSe aficas on the wording o he MOE and may sl ABSE on o reevancs of 1 fnding
o cerin ypes offutine procesdings.

5. It misoonduct procesdings have commenced (namely that the matier has been referiad b 3
misconduct meafnghearing), the fact should be repored on hisform.
6. Infomation about ofiers suspanded, butwho have not been charged wth @ ciminal ofience of had he

matter raferid fo misconduct procaedings, should be revedlad to the prsecutor by the Haad of
Piofessional Standards Depatmart. This aples to both crminal and misconduc mattrs.

Where an ofioa has besn nobfiad of allsgatins mads against himher but not suspendad from dukes,
el i not required f reveal b the LS e detalc of he allsgations. However, the Haad of e
Professional Standards Deparment should consider, In liaison wih the CPS unit head whether he
nteress of justica. requre, Be rvalgion of hat ifomatan and provide e prosscutor wih e
informatn i requires.

7. An adverse judcal fnding s 3 finding by 3 caut that 3 police winess, whether on oth or lhemise,
s knomingly misled tha cour, Thi may be Stated xpresely by 3 sgu, r may bs ifened from s
parioular droumsances of 3 court prosaedings. Thi wil inluds chl 35 well 33 rminal heaings. It
the polceoffcer pol saffmamber s subjct b an advere juddal indng, he elevant Pofessional
Standards Daparment (FED) hould be santscted n arder that it can provide gudanca on e
completon of this fom.

The prosesutor must be noffed immediately of any change n cicumstances.

The dutiesto reveal and islose mustbe abserved sorpulously. Fallre o o 5o may resultinwiongful
comicion, undsserved aoqutal or misconduct proceedings 3gainst he piosecutor of polic oficas.
Plics offoaripolica staff membeis must beooms famiarwith and fllo the guidanc in shapter 15 of
the Disclosure Manual, pariaulaty paagiaphs 52 b 5. The ulimate duty and responsivilty for
avesling ofminal comions, cauBens and rlevant miscanduct findings rests ith the indiidusl ffcar
o1 el af membar.

ETI RESTRICTED (when complete)
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POLICE SCHEDULE OF RELEVANT NON-SENSITIVE UNUSED MATERIAL

The Discleure Ofer belleve the folouing RELEVANT MATERIAL ubich dos nt frm pat of he proseution s  NOT

SENSITIVE Forfuther dasiied quidss efertohe Dilosure borua and Atomey Ganerals Gudeine

URN

FoRES
“Ener

E———

e el v deancs my nzpct

e et o)
ocmantiewed and it soocale

tem i o o LocaTion 2

. by s o ey e ne REASON FOR DECISION
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Sanaure Hame e e orar

uae De

o RESTRICTED (when compleie)




image40.jpeg
[~ RESTRICTED (when complete) - Not Disclosable

POLICE SCHEDULE OF RELEVANT SENSITIVE MATERIAL

Ry RN

The Disclosure Offcer belleves that he flloning RELEVANT MATERIAL is SENSITIVE and f it were dsclosed ftwould give rise t 3 real sk of
serous prejudiceto 3n important publc terest

UL oI o K0 et S & obBied b 0 cone o3 o ST AY e R B ety 10
i o iy o e Y e e e of
2 0y o . 00 o acAn L ERCO ek VL Mt e RO ¢ SRR G 3¢ Lk 19l DESE FIPTIN 3¢ KBt D11
PRI e 3 Bk ok o AISRE1 1 RSOV S M

FOR cPs UsE
ay| The revant matil i Reason forsenstviy: " |t | mvner | crsacen
o
o
o
o
o
o
o
o
ki Date: Revieuing lauyer signature:
Printname:
Signature Date

[ -
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DISCLOSURE OFFICER’S REPORT

Ry RN

The ollowingitems are ited on he schadul() fo this case and relate t:

« Material which mighteasonably be considered capable of undamining the case for he prosacuton against
the aooused, orof asising he case for the acaused

+ Material requied o be supplied under paragraph 7.3 of e Code (see overlean)

o ==
a
a
o
||
o
@
=)
=]
o
o
a
a
||
o

Certfiostion inl cases:
To e best of my knowledga and balie, il matial hat iz or may be relevant has bean wetainad and
made aualable © me. It has baen ispected, viewsd or Istaned o and revesled f fhe prosecutor in
3cordance uih he Cininal Procadure and Invesiatons Act 1935 35 amended, Code of Pracice and
the Attamey Generals Guidelnes.

Signature ofDisclosure Offcer Name: Date:

Fhave evisned o of e risiart wateris, OR fhave consdered e defenos stekment an fuder
vianed 2l the el vant matena (4ta 22 a0ekcal) hathas been reaned and mads valsla 1 ma
ndthere s notfing f the best of myknawladge and baefthat mightreasonably be consdarad ozpable
of indarmining e prosaculon case aganstthe accusad or asisting e sase for he accusad

Signature ofDisclosure Offcer Name: Date:

o {  RESTRICTED (when complete) - lot Disclosable |
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CRIMINAL PROCEDURE AND INVESTIGATIONS ACT 1996
(5.23(1)) CODE OF PRACTICE

Revelation of materialto the prosecutor
Sec73stetes:

‘4 the same time as complying with the dutes in paragraphs 7.1 and
72, the disclosure offier must give the prosecutor a copy of any
maferial which falls nto the folowing categories (uniess such materisl
s already been given to the prosecutor as part of the s containing
the material for the prosecuton case)

- information provided by an accused person
‘which indcates an explanation for the offence
with which he has been charged,

- any materil casting doust on the relabilty of
& confession;

- any materia casting doust on the relabilty of
a prosecution winess;

- any cther meterisl which the nvestigator
beleves may fall witin the test for
prosecution disclosure inthe Act”
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REMAND IN CUSTODY APPLICATION - Adult /Youth

RN
Defendant Name Agemate ofbitt
Is defendant PPO?
Risk of inimidaton to any vlnarabledntmidated vichm o witnese? [ Ifes record contact detai on
ey
Timatdate o aratfo bresch ofbal ¢rapiane
Recommendstion for 3 remsnd inustody (oheck one bax anlyk
InowtodyT  Polos oustody [ Local Auorty Accommodstion'Sscurs Accommodation Tl
Reason(s)for opposing bl (shesk one or more boxes
PI T — O [ & For e dstandants own waltae owrco | O
2 Commitofences on bai O | . Charged with or canvictd of s violent exual
offence squivaent 14 pis years o

mprisanment n he cass of an (e )

3 fraata i wthessas o1 7.The onlyway to potactthe puslc from serous

othemwize obstruct e cource of | O a4 o
i haim (e o)

. For e defandants oun, O | 6.7 prevent e commission of mprizanabls -
protectn offences (e o)

Givefull datais to substrtiate £30h oround forapposing bl and sesking 3 remand n custody:

Estimated datehen an upgraded fle coud be completed

Ithe applcaton for a remand in oustody is ot granted, what il conditions are considered approprate
with easons gnclue arebes):

ive dtals ofco-dafendarfs) - name(s), cout(s) and heaiing date) - n s ofctheroutstanding oases.

Offoarin caze: Ranka No. Jab it Date:

Supenisors name: Rank&No. Job e Date:

a0t

RESTRICTED (when complete)
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BREACH OF BAIL CONDITIONS

(The defendart MUST appear in courtuitin 24 houts of arrest)

POLICE POST.CHARGE conpmonal sai [ courT conpimonat sai
RN

Defendant sumame: Forename(sy

Dateof e rrod ol

Address (1 ot shown dsahere)

CoutrPalos Staton: Date of Appearance:

Tima and dat o arest fo breach o bl

Origial URN 1 diferentfrom above)

Balad from: on =
To sppear at Courton; (sate)

Sie e doals of the original charge(@Yoffence(s) and the citumstanoss of he offencas) thatled
Condlonal Bailor here avaiable nclude copies of ME4, MGS and MG Tihe ogna le e 7o recs 1

List oaniions i full - or where vl able inchude copy of MGAA.he arginal s s vamcose) [

e detal of he allged breach(es)

Offoarin caze Date:

Resultof braach heaing

Signature ofprosecutor Date:

EI) [ ResTRICTED (when comptete)
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WITNESS LIST
Ry RN
Date of completon:
* Tickif statemert atached
¢ Previous convictons? Enter Y or N
Iz Erig
e Witness Details S -
i | Name 1
Address
Post Code:
Ocoupation Date of Bit:
o
Telephane No. (Home) Wworky:
Mobik: E—mail address:
Name L
Address Post Code: o
Ocoupation Date of Bt o
Telephane No. (Home) worky: o
Mobik: E—mail address:
Name L
Address Post Code: o
Ocoupation Date of Bit: o
Telephane No. (Home) Wworky: o
Mobik: E—mail address:
Name: o
Address Post Code: -]
Ocoupation Date of Bit: o
Telephane No. (Home) worky: =]
Mobil: E—mail address:
page ot

AT ResTRICTED (ehen compiete) nae e
o ! YR EEEEE
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WITNESS NON-AVAILABILITY

URN

Trown Cout .

Ry
Wines (ames” (1) m

Insetho. [ m

[ [

Ve Gt e ol ey i ae V0T avaiabl. G o s ror-aaiabily

=ty Gourse 9= tghtaty S = Sikness O = Cther

0,0 an 'S aodes  gve ol deils:
Nam of person submiting fom: Date:

£ RESTRICTED (when complete)
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WITNESS STATEMENT

Chminal Prooechrs Rules,r 27.2; Criminal Jusios et 1967, 2. Nagistrates” Curts 4t 1980, 258

RN
Sttemant o

Sge funder 16 P Occupaton:

s satement (consisting of 1 page(s)each signed by me)is e 10 th best of my knouldge and

Baker 3 | ke & knowing tat, & 51andared ncuidance, | vl s I3l 1 prosecutlon  1ave wifdy
Sated i 3myibing hich w0 ba ke, o do ot balie o be e

Signaure: iness) e

Sgnaure: Sgnature unessed by

RESTRICTED (when complete)
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itness contact detiz

Home adaess Posteade:
Home telephons fo ok eephone o
Wi Emal e

Prtamed means o ontat e cnara
Best time o contac s s

Gender: Date 3nd place o bt
Former name: Bty Code (16 + 1
DATE S OF WITHESS NONAVAILABILITY

itness care
2 Ithe uiness uilng o 3tend cour> NG, inlud reason(s) on forn NG,
5 What oan be done o ensure aendance?

) Doss th uitness reqie 3 Speoil Measures Assessment a 3 wihersleornmidated iness?>
s e compitrarei 2 s arercacase) || i Yes' submit MG2 with flein aniopated notguiy,
contectd o bl ony saces

) Doss the winass have any parula nseds? [ Ve uhatar they? @iy, rarnea, i,
T S, 413208 CRCSTES 5oy e 2T FONY O e RO 7

itness Consend fe witnsss corplsion

2 The Vitim Personal Statamert schems (ctn: ) s been explainedtome. Yoz O Mo O
5 1 have been v the Vet Personal Statement eas Y@ to O
) 1 have been v theeflet "Ging 3 vitness Satementtoth plce Y@ to O
& T congentto plce havingsccess tomy madielrsoad(=)n refation

5 e btained i sceargance Wi ocal practec) Y@ Nm AW
& T consantto my medcal ecord in rfstion tothi matarbeing disclozed

15 detenee - -
)1 consenttothe statement being dislosed frthe puposes of il o sther

proceadngs fspicabie. 3. chid eae procesdings, LIA Y@ Nem NAD
Sgnare o uiness: PRINT NAE:
Signatre o parntiguanianisppoprise adl PRINT NAE:

Addess and eephons number (ofparet .}  diferent rom above:

Sttement tan by staion

Time and plsce ststement taken:

B RESTRICTED (when complete)
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EXHIBIT LIST

Ry
RN
* Check boxi st stached
Poios B dasriphon oftem Extibit | Person produdng and curtentlocatin of | *
gty indieate f sopy) reernce it
Person producng:
Curentlosstin:
Person produing: o
Curentlosatin:
Person produing: o
Curentlosatin:
Person produing: [F]
Cuentlosstin:
Person produing: [F]
Cuentlosstin:
Person produing: o
Curentlosation:
Person produing: o
Curentlosation:
Person produing: o
Cuentlosation:
Person produing: o
Cuentlosation:
Person produing: o
Curentlosation:
Person produing: o
Curentlosatin:
Date of completon:
rageron1
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CONDITIONAL CAUTION
Offendar sumame: 5 e
Foraname(ey RN
Do Gender Etidy Cods: PNCT (154 1)
Address: Posteode:
Te:(rome) ot

Detalls of the offensels) ik ocs 2 rehaed e rerce ares)

Sequartia TS5 Oifarem
ho e Coe

1 adnitts e offencas)set out above. | understand [ have i fightto legal adioe.

Signature ofpeson sautoned: Date:

Conditions
1 agreeto complywith he llowing candions of the cautin;

Conditian(z) Complianoerequiramarts, irsluding | Evidence required
ompletion /progress check dstes

Contact dtals fo reporing complance withthe sondios:

AL RESTRICTED (when complete) | tataz
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Offender Declaration - | understand the following:

1) That it | fail within the agreed time to comply wil, or to complete, any of the concitions
attached 1o tis caution, | il be liable for prosecufion for the offence(s) oulined above and
this signed form may be preserted as part of the case against me i court of v,

2) 1wl nform the contact shown above wihou delay i | am unable to comply with any of thess.
conciions and explain why or | change my normal place of residence, as recorded overleat,

3) A record of ths concitional caution wil be kept;

4) Thet the conditinal caufion may be disclosed, when appropriste, to certain potential
employers, o n connection with any future crimnal procescings;

5) Where one or more of the above offence(s) s sted in Schedule 3 of the Sexual Offences Act
2003 and the relevant age and disposal thresholds are met that | wil become subject to the
nofification requiremerts of Part 2 of that Act (commonly known as the Sex Offenders
Register),

6) Informetion on my compliance may be provide to the ca-ordinators by the service providers,
DIP et el

7) 1 uncerstan that a victim may stil take out a private prosecution or civi sction against me.
The Police may cisciose my detalls o a victim fo tis purpose.

Signature of person cattioned

Signature of approprste acuk (where applicable)

Coution acmiistered by Rank & No./ Job ttle:
Statior: Signature:

Tel. No: Date:

For comwletion bythe the Case /authorised person on the review date

I hereby certfy that the concltions shawn above have fhave nct been completed seistactorly
(atiach any relevant evidence in support of tis).

Naime of fficer f authorised person finaising the cation: Renk & No. / Job ttle:
Statior: Signature:
Tel. No: Date:

RESTRICTED (when complete) | e
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RECORD OF INTERVIEW

RN

[mmp——
Plaoe ofntenia:

Date afintendsn:

Tima commenced:

Audo tape reerence nos.
[ —

Otharpesans prasent

Paios Extibitho:

e o W et e 1B

Tima eondludecs Duraton o ntervisw:

Visual image refrence nos

Tape [ Feron
couter | spesking

Tt

Sianatursy

RESTRICTED (when complete) |
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EVIDENCE OF DEFENDANT’S BAD CHARACTER AND / OR DANGEROUS OFFENDER INFORMATION
Information required for an application to the court by the CPS

Defendants full name: RN

Prosac B D IS o e 4o A s o e 3IIOPIER, PSTCIGE s

Evidarce of Bad Crarsster (B5) (Evidance for 1)

Listbelow reevant avidence of ot a disposison towards misconduct or ohe repreharsible behaviour elatngto
‘+ Commizsion of affances ofthe kind charged,inoluding previous conichans for affeces) of ame orsimilar descipion (same charge indickmen) ot category;
» The commission of any ofher related type of cffences (even where not ofsimilr descipton orinsame catagon):
 The defendant’s untruihfulness, &.9. comictons fo paruy ofences, decepon.

Dangerous Ofander (00 cformation (informafion for sartending —=peciied afences of sex ialend=]
o List belowinformation for e senfencing courtwhen assessing uhether e defendant poses 3 ignifcant isk o the public of erious harm.

Briet dtals of charge@yor | * | © Relovart Euicance Ficrmation
Broposad chamecs |BS |0 |+ Previousconvtion:inchu mars datsed oot Soeaned on PAC pitou, e MO, les etare,conpuret chargs,
thr sl (ICe caions,eprmands v sl waringe, PHDE,previon defences sced (noun.
+ Euider ornfomtin (harihan condEions noludes ouetindingivestiations, - qutl, dconinuances, preios
legations mad 3gaHt 1 Getenr. ncdat epors g domests lenearaol e
o|o
o|o
o|o
o|o
Offcercampletig fom (ark,rumberr obte) Duty Prossctor Reiewing lvyer
Name Date: Name: Dt

|

rageon1
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OFFENCES TAKEN INTO CONSIDERATION

Page N of
Defendant (ul name): RN

Please note the foloving:

Charged fInicted ffencecs:

For hearing/tialat: (110 on:

1. The stached sshedul gives parkoular of (777 offencss, which you have admitad commiting buthave

ot been charged with

2. 1fyou plead qulty or are found quityof any offenca()uith which you have been sharged you can, before
anysantence is pasad, admit 3ll o ary of e ofencets) in e stached schedule, and ask the cout b
Lok them o canciderstin,

3.1t you withdraw your admisions o these addtional offences that you wish the st 1 take inky
considaration, those offence(s) may resut furer posecutonts.

4 1t you wizh to voluntser any futhar information concarring any of these ofher offencss you may do <o in
witng, her at h botom of tis fom ot n 3 separatelter. I1you prefar, you may ask 3 poic offcer
ke 2y statement you may wish o gve.

5. Plaase sign sl the sheas in the schedule contaning the offences 1o be taken Info consideraton and
immadiatily belw e s ofence recorded. Than sian i receipt below, and keap for your informaton
the copy o s documert

Receipt o be sianed by the accused

1 have recaived 3 copy ofis document.  Signature

Date: I he presenoe o

‘Statement the accused may wish to volunteer

Date: Signature

I he presenoe o

[ ]

RESTRICTED (when complete) |
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SCHEDULE OF OFFENCE(S) TAKEN INTO CONSIDERATION

Defendant (l name): RN
s

Wo. | Crime Rat. | Place | Dateot Detals of offencets) Name of | Propery couRTsE

Wo. | commited | offense | For EACH ofience: viekm | (3) Valve oLy

« ecard PALD ofence oo () Recoverad Accepted at

« relavant factors — vluntary admisson, vlnerable ik, oo (© Damaged court>
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APPLICATION FOR COMPENSATION

For Police Use

Ry URN

Offerce: Dete of fferce:

‘Compensation form - notes for quidance
For queries regarcing completion of this form, cortact the Winess Care Ut (A/CL)

The offence for which proceedings hve been nstuted may give rise tothe guestion of
compensation

COMPLETE THE SECTIONS WHICH APPLY TO YOU Ill BLOCK CAPITALS, then sign and
date page 3.

tis very important that tis form is completed as soon as passible. If sent to you by post & must he
retumec wilin 14 days to the WCU i the frespost envelope provided. Faire 10 return this form on
time may lead o the Case proceeding without an spplication for compensation being made on your
behalt_ If you do find that you recuire exira ime, pisase cotact the WCU to see if an extension s
possible

PLEASE HOTS

he court will decide Whether of notto order compensation. The Police have
o authorky oves this decision.

Persanal njury clens can afza be pursued via the Criminal Injries Compensation Authorty.

Property stolen (and not recovered) or damaged

This section covers property stolen or damaged that has not been recovered by police. f includes
damage caused n a oad raffc colision

 is important that you provide documertary evidence to support your claim. This means that
copies of receipts, estimates of bills shoukl be provided wherever possble. Property
recovered by polce but nct yet returned to you (due to it being used in evidence) shouid not be
claimes for, as this wi be restored upon compleion of the court case. f your case Ivolves aroad
calisian, 1 impartant that you provide us with detals of your insurance company so we can laise
with them during the prosecuion.

Name and adless of your nsurarce company:

Polcy No

Descrition o tem(s) stolenidamage* Costs of replacement or
repair (nclucing VAT).

Total

[worr ] ~ RESTRICTED (when complete) |
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B. Other expenses icurred as aresult of the offence

This reltes to any Ioss of earings (f you had 1o take unpaid fime off work dus 1o injuries
sustained), taxifares or haspital expenses ncurred as a resul of your njries.

is importart that you provide documentary evidence to support your clam. This means copies of
receipts, estimates or blls should be provided whersver possibl.

Detit of assfexpense® Amou

Totat:

. Personal iniury (nclude an inury sustaine as & resul of @ road trafc colisiar)

This reftes to any iy Sustained as the resut f an assaut ar taffs collsion. In serious inury
cases, where you may sufer long-term effects, please keep the WCL informed of your concltion
asthe case progresses.

The police can only obtain medical svidence on your behalf f you have signed a mecical consert
form which autharises us fo do s0. We can then contact the hosptl, your GP or dentist and ask
the 1o provide a statement detaiing your njries andtrestment. The poice officer in charge may
have lresdy asked you to complets a form. If not, please cortact the WCU as 5001 as possible.

Describe your inres*

Deik of medical restment received

Date(s) of hospitl tendance:

Name of consutentidacter:

PPlease cortnue o3 sepaatepage it space providedis ot sufsin]
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nsurance detaile

It is importart that youtellus of any clims you have aready mads of ntend to make via your car |
home 1 medical insurance. Please ensure that a copy of your claim form and / or the company's
reply s attachedito this form

Name of nsurance company:

‘Addvess of nsuance company:

Polcy number

Lossof nockimsborus?  Yes [ Mo []  H'Yes! please give amount;

Excess on poicy? Yes T No [ I'Ves, please give amount:

Contirmatory lttr from nsurance company atached?  ves [ N O

Name:

Address:

Home telephore: Mobe:

E-mal alress:

Vietim Personl Statement (VPS)
ou have the right to make a VPS. This is a record of the impact thet the crime has had on you
and you faily. t oves you a chance to explan, in your ownwords, how the crime has affected
you, whether physically, emotionaly, financially o in any ofher way. i you have not already made
VFS and youwishio co 50, contact the WCL on page 1

[ RESTRICTED (when complete)
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FURTHER EVIDENCE

To: Crown Prosecution Service
office:

Ry

Next court date: ot

Offencefs).

‘Submited as indicated

Bad Chiaracter / Dangerous Offender (M516)
Case fle evidence & information (M)
CCTV —tapes sdisos

Compensation —receipts / estimates (M515)
Conviction mermorancum (certifed copy)
Custocly record (copy) or updted copy
DVLA printout

Defendant previous convictons /cauions etc.
Disclostr (MGSB / MGBC /MGBD /MGSE)

Drink criv forms roadside f hospital  stafion
procedure

Exhibit (copy documerts)
Exhibt it (M512)
Forensic Evidence (ncluding MG21 /MB214)

Mecical report/ Surgeon's statement (copy)

INFORMATION REPORT

[ = = = O = = = = O = = =

RESTRICTED (when complete) | [men]

RN

Outstanding oase frevocation order
detalls state below)

Proceedings finvestigations outstanding
Proceeds of Crime Act (POCA) (MG17)
Prisoner production copy order
Record(s) o nterview (MG15)

Recorded interviews (video /tape  DVD)
Specia Measures Assessment (MG2)
TIC schece(s) (M13)

Witness avaisbilty st updater (M310)

Witness list upcitect (MG3)

Witness previous convictions / cautions.
Witness statemert (copy) (MG11)
Witness statemet (orginal) (MG11)

Gter - specity

Further information /remarks (cortinued on separate shests it necessary)

Officer in case: Renk & No. / Job e

Dete submitect
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SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION

uR
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2. Seitifc Support Referance Norrber

E T —p—

(FsP e 0wy

& Cortact Detalz
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Polce Staon (el Postcade.

Foree  tation Code:

Offcerinthe case

o

e

Favsim:

Emai

Spestyan aproprid akematve it ofcontet e g, Sletfo Support  Crme Soen Menager, ONA Lisson Offer

Cantaccther hranthe OIC: Mame:
T

Fax:

€PS Prosecur Contactcatals: Name:
o

Fax:

Rk ob T
Wi

Enai

Offce e
Wi

i

5. Spanisery adhorty for submission

Name:

Sgnaure:

Rk ob T

. Bucgetary ity fo ubizsian

Sathorized by

Rk ob T

Hpacts of subrission refred URGENTLY
Refer o sechion 10

Dt 1 Autharisstion Stamp

o ary eason e ciunstances it cas change orthe case s dimortiued At frensh evterce o orger.
equied thene FSP shoukd e innedltely o b s or ol
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uRn:

7. Groumatances o heidert(z]

Dt Time:
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2 Giv dotals ofsurounding situmstances and MO of ffenc, indude address, looaton, of wehide feg
where spproprate:
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dencas et

Contius onseparssstect Fresssary
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uRn:

T —
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PP Rt R
2. SUSPECT KEY DATES — sompiets ONE parsuspet
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Date of et Time o At 45 umber.
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ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)
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SUBMISSION OF ADDITIONAL WORK FOR SCIENTIFIC EXAMINATION
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ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)
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