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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 (4™ 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.

Sectionl 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.

This manual is not intended to replace other existing guidance (for example the Director’s
Guidance on Charging — 4™ 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.

This document has been bookmarked to enable users to quickly
access the relevant sections. To use this facility click on Navigation
Panels in the toolbar and then select Bookmarks. This will open a
panel on the left hand side of the screen listing the main sections of
the manual. By clicking on the required bookmark, the user will be
taken directly to that section of the manual.
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SECTION 1
A GUIDE TO CASE FILE BUILDING

INTRODUCTION

111

1.1.2

1.13

1.14

1.15

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.

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 gquilty 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.

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.

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.

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.
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13

THE GOVERNMENT PROTECTED MARKING SCHEME

121

1.2.2

1.2.3

124

125

1.2.6

1.2.7

The national forms used to prepare a case file are humbered 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.

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

‘Confidential’, ‘Secret’ and ‘Top Secret'.
MG forms carry the protective headings ‘Restricted’ and/or ‘Confidential’.

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.

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’.

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.

The chequered banding on the forms identifies material which, when complete,

is not disclosable.

UNIQUE REFERENCE NUMBER (*URN")

13.1

1.3.2

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.

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
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1.3.3

134

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

continuity.

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

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.

ARREST / SUMMONS NUMBER (ASN)

14.1

14.2

1.4.3

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.

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.

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.
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GUIDELINES FOR FILE BUILDING

INTRODUCTION

151

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

15.2

153

154

155

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, 4™ Edition —

WWW.CpS.gov.uk

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.

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.

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
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1.5.7

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.

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.

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

158

159

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

() Having sent through the MG3 and case material in advance (usually

electronically), officers ring a dedicated telephone number and speak to a
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Crown Prosecutor who reviews the evidence, discusses the case, and
provides the charging decision on an MG3, which will usually also be sent

electronically.

(i) 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:

o afatality

e rape/ serious sexual assault;

e child abuse;

e large scale or long term fraud;

e substantial or complex video or audio key evidence;

e evidence of such complexity that it would be likely to take longer than
90 minutes to provide charging advice;

e any other cases deemed suitable for referral by the police gatekeeper

and agreed by the local CPS level D manager.

DOCUMENTATION FOR A CHARGING DECISION

CPS CHARGE CASES

16.1

1.6.2

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.

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

1.6.4

1.6.5

1.6.6

1.6.7

1.6.8

1.6.9

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 withesses' 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.

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.

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.

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.

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.

A PNC print of suspect(s) previous convictions / cautions / reprimands / final

warnings is also required

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.
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16.11

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.

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

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.

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:

e release without charge on bail for the Duty Prosecutor to make a charging

decision; or

e release without charge on bail (but not for the purpose of a charging

decision, e.g. to consider a restorative justice disposal); or
e release without charge (e.g. where there are mental capacity issues); or
e charge and bail; or

e 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:

e Failing to surrender — previous conviction for absconding, defendant has

no fixed abode or has indicated he/she will not appear;

e 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;

e 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

e 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;

e 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 MGA4A 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
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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 balil 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.

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:
e Victim/main witness
e Non-police withess
o Expert witness
e Other police officer(s) in the order they witnessed events
e 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

191

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

1.10.2

1.10.3

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

A brief outline of the disclosure requirements that will apply when completing

such files is shown at section 1.14.
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1.12

TYPING OF CASE FILES.

1.111

1.11.2

1.113

1114

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.

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.

Committal papers prepared for, and statements used in, the Crown Court must

be typed.

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.

REMAND IN CUSTODY AND MG7

1121

1.12.2

1.12.3

1124

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.

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.

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.

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
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1.12.6

1.12.7

1.12.8

1.12.9

should also be included of any conditions that would be appropriate for

conditional bail if the court does not remand the defendant in custody.

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.

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.

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.

CTLs apply as follows:

o From 1° 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)

o From 1* 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 (I0) offences sent to the Crown
Court under sections 51 and 52 Crime and Disorder Act 1998, (including
any either way offence sent with the 10 offence) from 1% appearance in
magistrates’ court to the start of the Crown Court trial: 182 days (6

months & 2 weeks)

If a remand to secure local authority accommodation for a child or young

person under 17 years is sought, see 1.12.19 below.
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1.12.11

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.

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:

o Fail to surrender — previous conviction for absconding, defendant has no

fixed abode, the defendant has indicated he/she will not appear; and/or

o 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,

o 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;

o 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,

o 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 withesses 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 balil

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



1.12.17

1.12.18

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.

The right of appeal may only be exercised if the prosecutor has made

representations that bail should not be granted.

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:

e 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

e 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:
e To protect the public from serious harm from the offender, or
e 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 withesses who have provided key witness statements in a case



1.13

1.12.21

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.

If an audio or visually recorded interview has been conducted, an SDN should

be prepared principally for the MG5.

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

1.13.2

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:

e MGS5 (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

e MG11 (Witness statement) — where a police officer has written a key

witness statement; or

e 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.
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:

e 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;

e The defendant’s version of events where this is disputed, specific denials

and any explanation for committing the offence(s);
e Any mitigating circumstances given, including any expressions of remorse;

e 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

1.134

1.13.5

1.13.6

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.

A ROTI/ROVI is a more comprehensive record of the questions and answers

given in an interview.
Where a ROTI or ROVI is required:
e It must be written on form MG15

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

e 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
e If handwritten, must be legible.
In all cases the record must include:
() the admin section at the top of the form fully completed,;

(i) the fact that the caution was given (this need not be written out in full as

the wording is prescribed);

(i) that the suspect was reminded of their entittement 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;



1.13.7

(v) use of any special warnings and responses given;
(vi) details of any offences to be taken into consideration (TIC)
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

e 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

e responses regarding aggravating factors and/or mitigating circumstances

(can be summarised in the third person).

1.14 THE DISCLOSURE PROCESS

1.14.1

1.14.2

‘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.

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:

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



1.14.4

1.14.5

e 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.

The duty of disclosure continues as long as proceedings remain, whether at

first instance or on appeal.

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:

()  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.

(i)  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
(i)  The Disclosure Officer — the person responsible for:
. Examining the material retained during the investigation; and,

. Revealing material to the prosecutor on MG6C, MG6D & MGG6E
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)

(ii)

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.

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.



(i) MGB6D — 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 MGG6E.

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:

e Material which contains a first description of an offender (Para 7.3
CPIA Code of Practice); or

o Material which might undermine the prosecution case or assist the

defence.
The disclosure officer must record on the form the following:

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

e The original item number from the MG6C or D

o 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

1.14.10

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.

For a more comprehensive CPS/Police guide to the disclosure of unused

material see the Disclosure Manual at www.cps.gov.uk



ANNEX A

PRE CHARGE REFERRAL PROCESS TO CPS

/w

Police investigator consults supervisor
for AUTHORISATION TO REFER

r\

Supervisor decides

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

\ 4

Supervisor decides case

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

Supervisor decides
REFERRAL NOT YET READY

Suspect either remains in
detention (PACE clock
permitting) for further
investigation or is released on
bail

A 4

FACE-TO-FACE
CONSULTATION

Serious / complex cases

A 4

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

POLICE CHARGE
DECISION TELEPHONE REFERRAL
Straightforward Volume crime cases
cases
y v v
Suspect Suspect on Suspect
charged pre- charge bail 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
MGA4A/BIC
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
MGA4A/BIC
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
MGA4A/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 1*
court hearing).

E. Arrest for breach of court
bail conditions (after 1% 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.)




ANNEX C

CONTENTS OF NATIONAL FILE STANDARD (NFS) MAY 2015

PRE-CHARGE REPORT FOR CPS
CHARGING DECISION

FOR 15t MAGISTRATES COURT HEARING

POST 18t MAGISTRATES
COURT HEARING

1. To Police Supervisor, CPSD or 2. ANTICIPATED GUILTY PLEA (GAP) 3. ANTICIPATED NOT GUILTY PLEA (TSJ NGAP) CASES & - Magistrates 5. Crown
CPS Area Based Prosecutor CASES - TSJ CROWN COURT CASES (Irrespective of Plea) Court Court
Cases Cases
MUST INCLUDE: MUST INCLUDE: MUST INCLUDE: NO FURTHER MUST
FILE BUILD INCLUDE:
MG3/MG3A ** - Report/further report | MG4/ 4A Charge Sheet and MG3 /3A*- Report/further report to Crown Prosecutor AND
to Crown Prosecutor (include any bail/variation or MG4D/DPG/E — SUBMISSION o
DV checklists, hate crime incident postal/written charge (where Digital MG4/ 4A Charge Sheet and bail/variation or MG4D/DPG/E — REQUIRED All initial
reports) Case File (DCF) not in use) postal/written charge (where DCF not in use) NgAP/Crown
) . . ourt case
Previous Convictions of suspect MG5 (DCF_ wher_e in use) Case MG5 (DCF where in uge) Case Summary including material
and key prosecution witnesses Summary including Common Law Common Law Certification on Disclosure
. Certification on Disclosure MG6** - Case File Evidence and Information Except any
MG11(s) — Key witness statement(s) o . . further plus
or ROVI MG6** - Case File Evidence and MG9** - List of Witnesses material
Information
. . . it
Any material that undermines the Previous Convictions - print of defendant MG10™ - Witness non-availability identified, pri Full MG6
prosecution case or assists the MG11(s) - All key witness statement(s) or ROV identified, prior disclosure
defence case. Disclosure _ i N to or at the series
schedules are NOT required at Streamlined Disclosure Certificate (NGAP only) Case
this stage Previous Convictions- print of defendant and key prosecution manggement MG11 - All
Where applicable also include: Where applicable also Where applicable also beeiigng’ as cs)ttgteerments
MG6** -.Case File Evidence and include: MG2** - Special Measures include: MG2** - Special Measures Assessment necessary for (including
Information . Assessment MG3 /3A** Both to MG4A/B/C - Bail Conditional/Vary/Security/Surety trial (e.g. corroborative,
MG7** - Reman include any DV . , : updated continuity etc.)
Application(where DCF not in use) i o MG6B** - Police officer/staff misconduct record (NGAP medical report, and material
checklists and hate crime incident reports . .
MG11 — VPS (or ISB, CIS) ) i only) MG6D** - Schedule of relevant sensitive material or MG15 identified on an
' MG4A/B/C- Bail Conditional/ . . interview .
MGDD Drink/Drive forms Vary/Security/Surety (NGAP only) MGDD - Drink/Drive forms MG3/3A action
o . o record). plan and not yet
Indication of: Special MG7** - Remand Application (where MG7** - Remand Application(where DCF not in use) or provided.
Measures, Hearsay, Bad DCF not in use) * ; it i
Character. Video-Link evidence MG8* - Breach of bail MG8** - Breach of bail conditions (where DCF'not in that may MGL5 -
to be applied for conditions(where DCF not in use) use) MGL1 = VPS (or ISB, CIS where appropriate) ggﬂ::imto Interview Record
Other key evidence: CCTV* (where MG11 - VPS (or ISB, CIS MG12 —Exhibits list i
. . . : ' possession unless
the CCTV is of evidential value and where appropriate) o ——===
to be relied upon at any trial. If not . . MG16** - Bad Character/Dangerous Offender post 1 specifically
MG11 - key witness statement /evidence hearing. advised

available, summarise content & ID
offender and/or offence), medical or
forensic reports, photographs,
documentary exhibits, 999 tapes
etc. If not available indicate on the
MG6 the date requested and
timescales for results to be
returned/available.

e.g. CCTV*, only if necessary to
explain or supplement the case
summary or where

viewing may have an impact on sentence
MG18 - Offences TIC
MG19** or Compensation documentation

e.g. estimates or invoices. Only use
MG19 if cannot be incorporated on

MG18 - Offences TIC
MG19** - Compensation form and details
[MG] SFR - Forensic Submissions/results series of forms

Other key evidence: CCTV* (where the CCTV is of evidential
value and to be relied upon at any trial and/or sentence), medical or
forensic reports, photographs, documentary exhibits, 999 tapes etc.
If any of the above are not available must indicate on the MG6 the
date requested and timescales for results to be returned/available

*CCTV and any other
visual/multimedia not listed
**Not Discloseable to all parties

*CCTV and any other visual/multimedia not
listed
**Not Discloseable to all parties

*CCTV and any other visual/multimedia not listed
**Not Discloseable to all parties

that any less

material is
required for

early guilty plea
or following

initial case
management




ANNEX C

THE NATIONAL FILE STANDARD (NFS) MAY 2015

The NFS involves the preparation of the prosecution case by;
e The production of an accurate, fair and balanced outline of the offence(s) /case.

e 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).
e The taking of the essential (key/eye) witness statements only and,
o The removal of any avoidable bureaucracy in the preparation of the (digital) case file.

SIMPLE, STRAIGHTFORWARD ANTICIPATED GUILTY PLEA CASES
e Insimple, 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.

e 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,
e 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;

e Civilian Witnesses in the course of the investigation unless they have no bearing on the
case.

e Police Officers who have withessed 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
e 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:

e 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)

e Streamlined Forensic Reports

e Other documents or forms, e.g. drink drive forms (MGDD).

e 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 | thought he was going to hit me” or “I did walk
out of the shop without paying but | just forgot. | 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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2.1

INTRODUCTION

211

2.1.2

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.

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

2.13

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
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2.2
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2.1.5

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.

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.

Supervisors must check that the file complies with the National File

Standard content as per the Director's Guidance.

SUPERVISORY ENDORSEMENT OF FORMS

MG3 — Report to Crown Prosecutor for Charging Decision

221
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2.2.3

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;

(i) It is necessary in the public interest for the offender to be

prosecuted;

(i) 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.
(v) Referral to the CPS is authorised.

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

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.
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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

2.2.6

2.2.7

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.

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.

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

investigator.

MGS5 - 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.
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MG6 — Disclosure series

2.2.9

2.2.10

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:

() 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;

(i)  The form MG6E contains adequate information;

(i) Any item that requires further examination by the prosecutor is

sufficiently identified.

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
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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:

()  Previous convictions of the victim, or any material that might assist

an application for bail;

(i)  Anything that may assist the defence to argue that there should be

no committal at all, or committal on a lesser charge;
(i) 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
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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

231

2.3.2

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.

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
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2.4

2.3.3

234

2.3.5

seeking an adjournment.
The MG forms must be placed in numerical order on the file.

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.

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.

CASE FILES INVOLVING MULTIPLE OFFENCES AND/OR OFFENDERS

241

24.2

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
General Principles

Charges for any offences may be included in the same file with the same
Unique Reference Number (URN) if those charges:

() are founded on the same facts, or

(i)  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
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2.4.3
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with a different URN.
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.
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
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2.4.6

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).
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 Balil, 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.
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.
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24.7

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
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specific incidents, should be submitted, each with a different URN.
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:
() afile that deals with the linked offence

(i) 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.
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.
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25 CPS REVIEW OF THE CASE FILE

251

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

2.6.2

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.
The Joint Performance Standards:

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

e Standard 2 — Police will obtain ‘key evidence’ before referral to a

prosecutor for a charging decision

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

e Standard 4 — CPS will provide an immediately accessible service

for the telephone referral of cases

e Standard 5 — CPS will ensure early face-to-face consultations are

provided for serious, sensitive and complex cases

e 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.
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2.7

2.8

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.

AT COURT

2.8.1

2.8.2

2.8.3

284

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.

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.

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.

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 withesses to only those that are
required, which avoids unnecessary anxiety to victims and witnesses and

wasted time and delay at court.
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2.9

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.

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

Contents

MG2: Special needs assessment

MG4: Charge record

MG4A: Bail grant/variation

MG4B: Request to vary conditional bail

MGA4C: Surety/security

MGA4D: Postal requisition — info to youth/ parent or guardian
MGA4E: Postal requisition — adult defendant

MGA4F: NFA letter

MG5: Police report

MG6: Case file evidence/information

MGG6A: Pre interview briefing record

MG6B: Police officer/staff misconduct record

MGG6C: Disclosure schedule — non sensitive unused material
MGG6D: Disclosure schedule — sensitive unused material
MGGE: Disclosure officer’s report

MG7: Remand in custody application

MG8: Breach of balil

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)
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MG19: Compensation
MG20: Additional information/evidence covering report
MG21: Submission of forensic exhibits report

MG21A: Additional submission of forensic exhibits report.
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MG2 - WITNESS ASSSESSMENT FOR SPECIAL MEASURES

The purpose of this form is:

o To advise the CPS of the potential need for special measures for a witness likely to be called to
give evidence in a case

e 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.

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.

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

EEEEERERN
I EEENN
EEEENENEN

N NN NN N N W W S mm

RESTHIETED {wllen complete]

Not Disclosable

== 0 H NN

NN
NN N N

WITNESS ASSESSMENT FOR SPECIAL MEASURES
Information required for an application to the court by the CPS
[Articipated not guilty plea only]

Mame of withess:

Age: Date of Birth:

URN |

1. Identification of Witness fome fBm per witvess)
Tick whichever boxes) below apphy to the witness

o [automafcalbeligibtel— |

di Wiitness with physical disability dizarder

ulnarabla It rnidated

a1 routh under 15 * (m] &) Witness in feardistress about giving evidence O

by witness with a mental disorder O f) Complainant in sexual case * O

&) Wit esz with learning disabiliies O | g)Weapons offence ]
m|

2. Bigibility for 'Specisl Messures'

Explain briefly the nature of the witness walnerability and show how Special Measures are likely to improve
the quality of their evidenca. Fadors to consider: droumstances of the offence, age of the witness, their
social and cultural badigrounddethnic oigins, their domestic and employment circumstances, any religious
beliefz ar poliical opinions, any behaviour towards the witness by the accused, his £ her associates, famiby.

Evidence of dizorderfimpairment or witness feandistress:

The effect on the evidencs (seek expert advice if neceassany):

—

Show here the
type of witness
requiring Special
Measures

3. Special Measures

aboutintimidation and recimination.

Explain to the witness what is meant by 'Special Measures', the measures that may be swailable
and what this would ireolve for them. Tide belowthe measureis) which would be likely to maxmise, so
far as practicable, the quality of their evidence.

Consider: the neads of the witness, age, development or disability, communization difficulies, the state of
mind (distress, shodd; the type and sewerity andfor the dreumstances of the offence (offender known to
the witnes); the pupose and likelywalue of 3 wisually recorded interview on this occasion, perceived fears

Special Messures

Screening witness from defendant

“Wisually recorded inte e as

evidence-in-chief D

Evidence by live link

Intemediany

|

Evidence in private

Aids to communication

|

Remowal of wigs & gowvns

|
O
|
O

4. Witness views

+ histher eligibiliby?

# the measure(s) proposed?

Wh at views has the witnessfperson ading on his'her behalf expressed about:

# whether Spedal Measures would be likely to improve the quality of histher eviden ™

= HE NN
wont | W E
LB BB

NN NN NN W WS W mm mm mm

RESTRICTED {when complete)

I N EENER

IEEEEIE
i EEENEER

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
3.1and 3.2.
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B u N H_H :::: | o N
HEE R | | RESTRICTED {when complete) | | BB .m
EEEEENEN ] EEN

Mot Disclosable

8. views of any other interested pattiesiagencies imvolved &.g. Parentquardian, Doctor, Sodal
Senicas, schools, ete. fndude contact details and address(es).

Iz there any othersupporing material atached?Fesfla. If ves pleaze list:

E. Special Measures Meeting

Iz a Special Measures Meeting required® Fresfie

Aszessing Officer:

This is the officer V| Mame: Fank / job title & Mo Date:
1

completing the Tel: Maob.: E-mail:

MG2.

NN m [ ]| | |
-zow.'n .I RESTRICTED {when complete .I:lllll -5
HI | B B | [ piete) | | EEERER
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1.

MG2 — INITIAL WITNESS ASSESSMENT
GUIDANCE NOTES

Witness Availability

11

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

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

(i)  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.

(i)  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.

Initial Witness Assessment — MG2

2.1

2.2

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

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.

Completing form MG2

3.1

3.2

3.3

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:

o Social and cultural background and ethnic origin of witness
o Domestic and employment circumstances of the witness
o Any religious beliefs or political opinions of the witness

o 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.

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.

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).
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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.

RESTRICTED {when complete)

» CHARGE(S)

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.

—
=
o
&

L

| understand that! am granted bail and must surrenderte the custody of i, Magistrates' # “outh Court
AL PINPEIEREY. . oo o osne aatiss the a5t 00 2 w2 e w50 B st it a2 55 BT S it g it it e it | T —

| hawe been informed thatif | fail to do s0 | may commit an offence and be fined, imprsoned orboth.

Sigmed FEErEOMDEMEI - o v s s e e R R R T Signed @opromie S . e
Officer granting: Surname: ... Rank: ........... Mo Timei......... D ate:in i

File copy

I:I Court copy
l 010011 |

RESTRICTED {when complete) |

S A A R TR T TR Custody Ko | | |

[ o T ) e e e S e First arrest date: ... URMH | | | | |

Ao e B e s s e S S e rrod vo OO AJS No. | |
....................................................................... M rFd Date of birth | | | | |nC|Ude dialeCt
----------------------------------------------------------------------- Ethnicity Code: PNC 16-point self-determined system where appropnate

Pl . T
Pt e E e e e e S e Intepretar: languageddialect.......oo... T tO ald pFOVISIOn Of
_ interpreter at court.

Contacttelephone MUMbBEr ..o Name of interpreter | | p

“ou are charged with the offencels) shown below. You do not have to say amything. But it may harm your defence if

ywiou do not mention nows, omething vhich you later rely onin court. Amthing wou do zay may e given in evidence,

\\Q Chaige &) COTIS Ot Ne Codde

o Continuation chames: ez O No [

| Aeply grany Record any reply
............................... aﬂer Charge

Signed (person charged):.. Signed Eoromiae sann: ... ] Contem OraneOUSl
Officer charging Surname: Mgl p y
Officerin caze  Surname.. Ranki/Job tithe: ... Moo

Charge acepted Surmame......coeeniiienns Rankidob file: ...... [ [ P
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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

RESTRICTED {when complete) MG48

should also be
completed.

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.

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.

> BAIL - GRANT / VARIATION Wariation Mo......
PRE-CHARGE UNCONDITIONAL [IPRE-cHarGE conomaonar [0 PosT.cHarse conoimana O N
Custody No.| | | |
bew| [ | [ |

Variation

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

Grounds for i mposing conditions

The abowe named person has been granted bail subject tothe following conditions (number each separatel).

These conditions are mposed because they appear neceszany to prewent tha person from:

Failing to sumenderto custody |:| Commiting an offence whilst on bail |:|
Interfering with witnesses or atherise obstructing the course of justice |:| Fortha person's own protedion D

For tha person’s awn welfare or own interests (0f child oryoung person) I:l

Ho. Condition  vard ation Feason(z)why conditions appear necessany

-V

Continued on separate MGAA ez [T] No ]
GONE B Notpartor e cus oy econd, a nok of the a0 NG musthe made o the GOty recorl.

(&1}

understand that | am granted b ail with conditions ¢ withsut conditions and must surrender to the couNy police
station specified. | have been informed that if | fail to surrender to custody | may commit an offence and beNj
imprizoned, or both; that it | fail to comply with any of the condibegs set out abowe, | may be arrested; and tha
uish to wary any of the condiions | may apphy to either the palice sta ar court specfied, stating my reazons. | have
been given a copy of this form.

Details of courtfpolice station (Grant of bail only)
....................................................................................................... M agistrate®\/ outh Courts Police Station

K hal iz oreordifors or vaded e 2l pre wow s comdition s cameaied | reledsed o ameomdif ora Sailt
¥ sty or ssowmty iz chamyed ener wehsisscudty champed " and complede WG 4C.

File copy I:I Court copy I:I Custody record I:I Ferson bailed I:I
RESTRICTED {when complete)

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

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




Manual of Guidance 2011 - Section 3

MG4B REQUEST TO VARY CONDITIONAL BAIL

The purpose of this form is:

e 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.

RESTRICTED (when complete) [ moss |

REQUEST TO VARY CONDITIONAL BAIL  RequestHo.[ 4

Is this a first or
a subsequent

request to vary
the conditions?

FRE-CHARGE CONDITIONAL BAIL [ FOST-CHARGE CONDITIONAL BAlL [
Station: Custody Mo, | | |
Sumame and init als: URN | | | | | Describe here
what reasons
Current no. | YWariation requested Reasons given for request the defendant
Describe here what ;
variation has been S || hasgvenfor
I seeking the
requested by the L
variation.
defendant.
| request that the conditions of my bail be varied as abowve for the reasons stated abowve.
| hawe not had an application to change my currert bail conditions heard by a court.
Signed (perzon bailed)..... Signed (approprate adulty: ...
T s oedvge s s iy Drater oo v ivvsin e s it s it
Enguiries made to werify reasons given for request.
Shomhere recorded if not on custody recond arstate 'not appropriate’: ...
DECISION [complete section A or B
[A]  Application refused
P q q
The conditions of bail setout onform MGEEA remain unchanged - ThlS SeCtlon
will be
Signed:: i i in i inah il ah Al aidn i i SUMMAME e, Rank & Moo,
completed by
| have been informed that my bail has not been changed. | have been given a copy of this form. lunderstand the CUStOdy
that this does not prewent me from making further applications to either the police station or court specified, i
far the conditions to be wared. Offlcer,
Signed: frorsmhaied]: S55 2200 S0 R0 BEIET Senal ioal e Signed @apromizeaddd
Timess e SunaBuE L S Daate: o ngnsnias ngasnn
[B] Application granted
Condition=s nfﬂl}evms:a:iﬂed onform MGEEA L {eomplete b Ga)
If application
granted L— File copy [ Court copy [ Custody recard ] Ferson bailed [
complete an
MG4A

o | RESTRICTED (when complete)
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MG4C SURETY / SECURITY

The purpose of this form is:

o 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 RESTRICTELD {when complete) | | mosc 4 This form maY
security is to be only be gsed in
taken. rule conjunction
F SURETY / SECURITY - (for police conditional bail only) with MG4A
rough the
; Grant or
section that does G Custody No. ‘ | ‘ | s/ iation of
not apply. arla'u')n 0
Conditional
Personto be bailed HRN ‘ ‘ | ‘ | bail).
Surname: Forenamels: |
In order to withdraw Surety
Surety or Security_ | have been informed thatthe above namedmill be bailed on my surety and must surrender to the custody
1.
See notes 2.5 and s Inform the
2.6. & ot N 2 surety of any
I adknovuledge moy liability to pay £ to the court if the abowe named person fails to surrender to Varlatlon tO
custady as shown above. po|ice bail
y | have alzo been told that: conditions.
{iv  Ifllater decide thatthe abowe named person iz unlikely to surrender to custody and for this reason i
wizh to be relieved of my obligations as a surety, | need to nolify 3 police officerinwriting. A/ Fallure tO dO SO
(i | will be informed if the abowe named person requests the police to vary any of the bail conditions. may aﬂeCt the
If the Surety or SO [WEBE . o oo crervns drvrea atve e s e TR ot i o it e i e i S Bate:. . coovosnom o COUrt,S deC|S|0n
Security is the result SUTIAITIE . oo sre st o wiins s o oot aiions Shp a5t oo i e FOPERAMIBIEY .. coo oo ot nse o a5 st it tioas e 430 oy nins S8 20t nii ol e
of a variation in AGAIESS! ..o e

conditional bail, then
enter the number of
the variation in this

box as shown in the

Recognisancetaken by
The abowe recognizance was taken by me and | gawe the surety a copy of this racord.

accompan in Officer: Signature: ... TR i+ eed s duvding 2 g 2 v S Brates cov e vine
p y g SR AT T S S L A L L S Ranics s nimsn Snsainsa s Moz~ s siasnn
MG4A' Addiional surety on separate MG4C ves O Mo O

Security

Beacause it appears thatthe above named person iz unlikely to surrender to custody, s&curity of
as bean accepted from:

s F (=)
If there are reasons ’ prenamet
to believe that the e
SUSpeCt will commit for the surrender oTthe person bailed to the custody of magistrate's court
further offences or on at (e} mépm
interfere with — =
Witnesses then a tGAA W anation number i apmicae)
Surety or SeCurity File me Court copy D Custody record D Surety'Securty prm-iderlj

should not be used.

| RESTRICTED {when complete)
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MGA4C — SURETY AND SECURITY
GUIDANCE NOTES

1. SURETY

11

12

1.3

14

15

1.6

1.7

1.8

1.9

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.

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.

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

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.

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.

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.

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.

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.

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

2.2

2.3

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:

e The proposed surety’s financial resources

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

e Their character and any previous convictions
e Their relationship to the accused.

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.

Generally it is good practice to ensure that a surety:

e Is over 18 years of age
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2.4

2.5

2.6

2.7

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

e Has a permanent address
e Islikely to be able to secure the attendance of the accused.

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

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.

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.

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

3.2

3.3

34
3.5
3.6

3.7

3.8

3.9

3.10

3.11

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.

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.

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.

A security should not normally be taken from youths, but see paragraph 4 below.
The security may be lodged by the detainee or another person acting on their behalf.

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.

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.

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.

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.

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.

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

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

4.1

4.2

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.

Section 3(7) of the Bail Act 1976 provides that, where the accused is a youth and
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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.
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MG4D POSTAL REQUISITION - PARENT/GUARDIAN

The purpose of this form is:

o 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.

MG40 Parant Guardlan g

Written Charge(s)
Parent Guardian

MName and Address of
[Name and address of Defendarnt

parentouardan]

Date of birth | | |

URM
(IF applizable)

Custody Mumber
{IF aeplicabie)

Arrest summaons Number

POSTAL
REQUISITION

{Hame of Defemlant} is charged with the offence(s) below
On joate] at Ritma}

They must appear at the courthouse at [#ame and 3ddress of magistratesYouth Court ]
to anzwer the charge(s). When they appear #& (Name and Address of Wag s™outh Conrt
you are required to attend with them to act as their Parent Guardian.

I THEY do not attend, the court may hear the case in their absence and may
issue a warmrant for their arrest. if a warrant is issued for their arrest, they may
be held in custody until they are brought before the court.

Police Bail
If they are on police bail for the offence(z) they do not have to return to the police station
and their police bail has been cancelled.

Advice aml help

If you need advice about what to do you should get help from a =solicitor or advice agency at
once. |f (Mame of Defendant) cannot afford a solictor they may be able to get free advice
ahout their plea, or how to apply to the court for a representation order 2o that they can have
a solicitor at the hearing. Do not weait until they first come to court. If you need any general
aclvice about the court, contact the court office at [2daress of the conrt office]

| Mo | Page 1 of2
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[ mesniParntGuardian) |

=Page break=

CHARGE(S)

=PMLD charges=

[Thiz offence carries penalty points.]

Charge Authorized hy:
Prosecution contact details:

Date:

Driving licence

[&t least one offence caries penalty points. If they are convicted, it will be recorded on the
paper part of their driving licence (the counterpart). They may also be disqualified from
driving.

Because of this they must bring their photocard driving licence and the counterpart to the
hearing or send them to the court before the hearing date. If they do not do this, they will
commit an offence and their licence will he suspended until the court has received . They
sdll mot ke allowwed to drive while their licence is suspended.]

Statement of means

Please ensure they fillin and bring the enclosed gatement of income and expenditure to cout.
If thiz information iz not provided, they may be ordered to pay a fine which is more than they
can afford,

| e [N | Fage 2 of2
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Discount for early plea of guiky

The court, when passing sertence on them, will consider giving them a lower penaftty if they
enter an early guity ples.

The amount of any dizcount will depend on how early they indicate their plea, as well as the
circumstances that made them plead guilty.

If they wish, they can write to the prozecutor and the court as soon as they have been
charged and are sure that they want to plead guilty. If they intend to see a salicitar they
should speak to their solicitor first,

They can tell the court howe they will be pleading at any hearing of their case, even it their
caze may have to be heard at the Crowen Court.

Hothing stated here is ntended to persuade them to plead guilty.

Fage 3 of3
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MG4D POSTAL REQUISITION

The purpose of this form is:

o Toinform a youth of the offences with which they are being charged (by post) and the time,
date and location of the first court appearance.

Written Charge(s)
Attendance Required

Narme & gddress of parentignardian] URM | ‘ ‘ ‘ |

(0F applicabie)

Custady Mumber
(0 appiic abfe)

Date of hirth

Arrest summons Mumber

POSTAL
REQUISITION

You are charged with the offence(s) below:
On fdzte] at Rime]

you must appeat gt the courthouse at [name and address of magistrates’Youth Comt]
to anzvwer the chargers).

If you do not attend, the court may hear the case in vour absence and may
issue a warrant for vour arrest. If a warrant is issued for your arrest, you may
be held in custody until you are brought before the court.

Police Bail
If wou are on police bail for the offence(s) vou do not bave to return to the police station and
your police bail has been cancelled.

Advice amd help

If wou need advice about what to do yvou should get help from a solictor or advice agency at
once. |f you cannot afford a solicitor you may be able to get free advice about your ples, or
hawey 10 apply to the court for a representation order sa that you can have a solicitor at the
hearing. Do not wait until yow first come to court. [If you need any general advice about the
court, contact the court office ot [address of the court office]

oo Fage 10f3
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| Moo |

=Page break=

CHARGE(S)

=PMLD charge=

[Thiz offence carries penalty poirts ]

Charge Authorized by:
Prozecution contact details:

Drate:

[Driving licence
At least one offence carries penalty points. If you are convicted, it will be recorded on the

paper part of your driving licence (the counterpart). You may also he disqualified from
driving.

Becausze of thiz wou must bring yvour photocard driving licence and the counterpart to the
hearing or send them to the court before the hearing date.  If you do not da this, you wil
commit an offence and your licence will be suspended until the court has received i, You
wdll not be allowwed to drive while your licence is suspended ]

Statement of means

If you are found guilty, you may be fined for this offence. The couwt will expect you to pay on the
day. Pleasze fillin and bring the enclosed statement of means swhen you come to court. If you
do nat provide this information, you may be ordered to pay a fine which is mare than you can
afford.

A Fage 2 of3
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| meao |
Discount for early plea of guily

The court, when pazsing sentence an you, will consider giving you a lower penatty it you
enter an early quity plea.

The amourt of any discount will depend on how early you indicate yvour plea, aswell as the
circumstances that made you plead guilty.

If you wizh, you can write to the prosecutor and the court as soon s= you have been
charged and are zure that you want to plead guity.  If you intend to see a solicitor you
should speak to your salicitor first.

Youw can tell the court how you will be pleading at any hearing of your case, even if your
caze may have to be heard at the Crown Court.

Hothing stated here is mtended to persuade you to plead guilty.

i Fage 3 of 3
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MG4E POSTAL REQUISITION

The purpose of this form is:

o Toinform 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.

| MG IE |

<Defendant copy >

Wiritten Chargels)
59 statements endosed F MCA statement of facts only

IName & address of dofondant] HEN | ‘ ‘ |

(0F appndicabie)

Custody number
i apphizable)

Dste of kirth ‘ ‘ | ‘

ArrestiSUmmons | |
Mumber

POSTAL
REQUISITION

You are charged with the offence(s) below.
On Jdate] at Rima]

Irame and sddress of Magistrates’ Court Jwill hear the case.

General notes
Pleasze read all of this notice and everything sent with this charge carefully before you fill in
any of the forms.

The charge lists the offences which the prozecutor says you have committed. The evidence
for thiz iz in the enclosed witness ststements.  Thiz notice tells you shouwt the court
procedure and the choices open to you. |t also tells you how to fill in the plea form enclozed
with this charge.

‘Warning
If you do not reply to the charge, or attend court, the court may find you guilty in your
ahsence.

Police Bail
If wou are on police bail for the offencelz) you do not have to return to the police station and
wour police bail has been cancelled.

Advice am help

If wou need advice about what to do you should get help from a solicitar or advice agency at
once. If you cannot afford a salicitor you may be able to get free advice about your plea, ar
howy to apply to the court for a representstion order (legal aid) so that you can have =
zolicitor at the hearing. Do not wait until you first come to court. If you need any general
advice about the court, contact the court office at [address of the court office]

| o | Page 1 of 13
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! MGLE !

< Deferndant copy
=Page hreak=

CHARGE(S}

=PHLD charge=

[This offence carries penaty paints.]

[Statement of facts]

A brief statement of the casze iz set out belowe. This statement may be used as a summary
of the prosecution case i you plead guily.

{=Statement of facts=}

[=Prosecutor default costs statement=]

Charge Autharised by

Prozecution contact details:

Date:

i DGRl | Page 2 of 13
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| meiE |
<Defendant copy
=Page break=

Your choices

After reading all the papers, you must decide which course of action to take. “ou can do
one of the following:

1. You may plead guilty by post — Seetion 1 explains what to do; or
2. You may attend court and plead guilty — Section 2 explains what to do; or
3. You may plead not guilty — Section 3 explains what to do.

Decide howe yaou want to plead to each offence listed inthe charge. If you need help with
thiz, see a solictor or advice agency at once. I iz unlikely that the court would make an
order for you to be represented by a solicitor for these offences.

If you need any general help about thiz charge contact the court office. The address is at
the top of thiz natice.

Section 1 — Plealing guilty by post

If wou admit the offences listed in the charge, vou may plead guity in weriting without
attending court. If thiz is your decizion, tick those offences in Columin 1 on the plea fom,
sign the form and return it to the coudt. You need not attend court on the date shown on this
notice.

Fill in the enclozed statement of means form and send it to the court with youwr plea form.
Giving these details helps the court decide the right amount of any fine. If you do not give
these detailz you may be ordered to pay a fine which iz more than you can afford. You
should alza tell the court anything about the offences or yourself that you feel the court
should know when deciding what sentence to give you. To do thiz fill in the mitigating
circumstances section of the plea form. Send the completed plea form to the court with
your statement of means.

["ou must send your photocard driving licence amd the paper counterpart to the court
hefore the hearing date. If you do not do this, you will commit an offence and your licence
will e suspended until the court has received it You will not be allowwed to drive while your
licence iz suspended ]

At the hearing the court will hear only
* [the statement of facts;]
+  thewitness statements with these papers, of a summary of themn;
= any other matters included with this charge (such as aclaim for costs),
+ detailz of your driving record, and

= anything you write on the plea and statement of means forms.

i oo ._| Page 3 of 13
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<Defendant copy >

If wou weant to plead guilty in writing you must act quickly. Fill in the plea form and the
statemert of means farm and send them to the court =0 that they get there at least three
days before the hearing date showen in this charge.

If you plead guitty by post, vou will normally be convicted by the court on the date shown in
the charge. The court may put the case back for up to four weeks without having to tell you.
The court weill werite to you soon sfter the hearing to tell you what sentence the magistrates
have given you.

If the court decides not to accept vour guitty ples, 1t will tell you why inwriting and give you a
fresh hearing date.

Changing your plea

If wou have zent the plea form to the court saving that you weant to plead guity, vou can
change your mind at any time before the heating. If vou do change your mind you must tell
the court inwriting s =0on a5 possible that you want to plead not guity.

Section 2 —Pleading guilty at court

If you admit the offences listed in the charge and want to plead guilty, you can do this in
person st court. If this is your decision tick those offences in Cohmmn 2 on the plea form,
sign the form and =send it to the court. %ou must sttend court on the date and &t the time
shoven in the charge.

[%ou must bring your photocard driving licence and the paper counterpart to the hearing
or zend it to the court before the hearing date. If you do not do this, you will commit an
offence and your licence will be suspended until the court has received . %ou will not be
alloweed to drive wehile your licence is suspended ]

Complete the statement of means form and send it to the court sothat it reaches the court
at least three days before the hearing or bring it with wou to court zo that it can be handed to
the magistrates at the hearing.

At the court hearing, you will be asked if youwant to plead guilty. The court will then hear
*  [the statement of facts;]
+ thewitness statements with these papers, or a summary of them;
+ any other matters includ ed with this charge fsuch az a claim for costs);
+ detailz of your driving record; and

* anything you say about the offences and your income and expenses.

| Page 4 of 13
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<Defendant copy >
The court will then decide what zentence to give you. If you are fined for this offence the court

wdll exped you ta pay on the day. If you do not provide the court with the statement of means,
wou may be ordered to pay a fine which iz more than you can afford.

Attending court to plead guitty lets you tell the court things, in your ovenwaords which might
be difficut to explain in writing. For example, if the offence was committed in very unusual
circumstances or if your income and expenses are complicated.

Section 3 - Pleading not guilky

If you do not admit the offences listed in the charge and you want to plead not guilty tick
those offences in Column 3 on the plea form, sign the form and send it to the court.

o should not attend court on the date shown in the notice.  The court will tell you in
writing of & fresh date for = trial hearing when you must sttend with your witnesses and any
documents you wizh the cout to zee. “You should bring the original documents, not
photocopies.

If wour trial iz expected to occupy zome time of involve a lot of witnesses, the court may ask
you to sttend & pre-trial hearing 1o reviews your cage so that the trial can be planned and
arrangements made for the witnesses so that they do not have to weait at court longer than
MNECESSary.

Your witnesses

It iz impoartant that vou tellthe court the number and the names of the witnes=es you want to
give evidence for you and when you or any of your witneszes cannot attend in the next 3
months. Fill in the extra part of the plea form to give the court this information. The court
wdll try and use it when fixing the date for your trial hearing.

The Prosecutor’s wiknesses

At the trial hearing, the prosecutor may read the witness statements sent to you with this
charge unless you tell the prosecutor that you wart the witnesses to come to court to give
evidence. If you want any of these witneszes to give oral evidence, you should tell the
prosecutor whose name and address iz on the notice accompanying the statements, az
=s00n az possible. If you do not do this within zeven days of receiving thiz notice, you will
lose wour right to prevert the statements being tendered in evidence and you will only be
ahle to require the attendance of the witneszes with the court's permizsion.

[ aman '_i Page § of 13
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<Defendant copy
What will happen if you do not reply to this charge

If wou do not reply to thiz notice, the court may deal with the case in vour absence on the
date shoven in the charge. The prosecutor will read the statements sent with this charge to
the court or give a summary of them. Having heard what iz in the witness statements the
court will find you either guitty or not guity of each of the offences in the charge. If you are
found guity of any offence, the court may sentence you in your abzence.

Claims by the prosecutor for money

If you plead guilty or are found guilty, the prosecutor will normally ask the court to order you
to pay the prosecutor's costs for bringing the casze.

[The prozecutor may alzo ask the court to order you to pay a penaty equal to the
outstanding duty. The amount that the prosecutor claims is printed on a notice with this
charge ]

If wou dispute the prosecutor's claim for costs, give your reasons on the plea form.

[If you admik the claim for outstanding duty sign Box A on the plea form.

If you send in a plea of guitty by post but dispute the claim for outstanding duty =ign Box B
on the plea fam. “ou will then have to come to court fwith any witnesszes or evidence or
hoth) on the date shown in this charge to suppott your argument that you should not be
ordered to pay. If you do not say whether or not the claim iz appropriste, the court wvill
proceed as if you had admitted the claim ]

[Matoring Cases

If you plead guilty by post the court will normally convict and sentence you on the date
showen in this charge. But if the court is considering a driving dizgualification, it wil not finish
the case on that date. The court will =end you & notice giving you a later date when you
must attend. At that hearing, you can give reasons why you should not be disqualified. The
magistrates will consider what you say before making their decision. If you do not attend the
hearing about disqualification, the court may izsue a warrant for your arrest or sentence you
[and disgualify yau from driving) in your absence.]

i 001 | Page & of 13
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Discount for early plea of guiky

The court, when pazsing sentence on you, will consider giving you a lowveer penalty if you
enter an early guilty plea.

The amount of any discount will depend on howe early vou indicate vour plea, as well as the
circumstances that made you plead guilty .

If wou wizh, you can write to the prozecutor and the court as =oon a2 you have been
charged and are sure that you want to plead guity. If you intend to see a solictor you
should =pesk to your solicitar first.

You can tell the court howe you will be plesding st any hearing of your case, even if your
caze may have to be heard at the Crown Court.

Hothing stated here is ntended to persuade you to plead guilty.

i";o]am_i Page 7 of 13
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=Page breaks=
[Please read this notice carefully now
1. You have been charged with using a wehicle without the necessary documents (a

driving licence, a test certificate or inswance). The charge may alzo say you did
niot produce the same documents to & police constable (or take them to a police
station for inspection) as required by law following a request by the police.

2. The court would not expect you to plead guitty, for example, to both the offerces
of using a vehicle without insurance and failing to produce inzurance.

3. If wou have any documents that would cover your use of the vehicle st the time
youwwere asked to produce them, you must produce them az s0on a3 possible at
the police station you originally selected when the police officer asked you to
choose one. The palice will then be able to check your documents and note the
fact that yvou have produced them. Arangements will then be made for the court
to be told about thiz. “ou should note however, that the production to the police
of these documents nowe will not he & defence to any prosecution for failing to
produce the documents within zeven days of the date of the original request.

4. It may not be possible to check your driving documents at court.

5. It may then be possible for your caze to be dealt with in your absence, but only if
you return the completed plea form and any other required documents (zuch as
your driving licence and counterpart) to the court in time.  If the court thinks that
you should be disgualified from driving, it will let you know when you should
attend court.

B. If wou attend court without heving driving documents checked st a police station,
the case may be put off sothat you can take the documents to the police station
you selected and have thetn checked there. If time permits, vou may be shie to
return to court later on the same day for your case to bhe completed. Ctherwise
the court would have to be put your case off to another day for you to return.

7. If you do not produce your documents at the police station, € could result in
additionsl loss and inconvenience to you, a3 wel a5 lead to an spplication for
additional prosecution costs for the exdra work involved ]

| :mu.-l,_i Page  of 13
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Plea form
From: <Defendart Full Hame>

<Defendart Address Line 1> Cage number: =Case
<Defendarnt Address Line 2> Mumber=
<Defendart Address Line 3> Born: =Date of birthe
<Defendart Address Line 4> Gendet: =Gender:=
<Defendart Address Line 5>
<Post Code>

Please complete the boxes below if waour details are differert from those shown above

My name is: Date of hirth:

Iy address is:

Postoode:

Tel. numbet: Gendet:

Impoertant

Read everything sent with this notice before you fill in this plea form.  Make sure you sign
the box at the end. Use your ususl signature.

If you intend to plead guitty and ask the court to deal with the case in your shsence, put 2
tick { *Jin eolumn 1.

If you intend to plead guity and come to court on the date shown in the notice, put atick [ ¥
in column 2.

It you intend to plead not guilty, the court will not hear the caze on the date shoven in the
notice and will vwrite to you with & fresh date for the trial hearing. You must attend the trial
hearing with your witnesses and your solicitor (if you are to be represented at that hearing).
In thiz case put 2 tick { #1in column 3.

Offencefs) charged COl:ITII'I Col;nm Col;nm

Guitty by | Guilty at ot
postt court** Lty

{=0fferce auffice =0ffence Title:=}

*If you are pleading guity by post you must alzo fill inthe statement of means form and
mitigating crcumstances section.

** |f you are going to plead guitty at court you must alzo fill inthe statement of means form.

| oo i Page 9 of 13




Manual of Guidance 2011 - Section 3

| meie |
<Defendarnt copy »

=Page hreak=
[Company warning

It you are filling in thiz form on behalf of a company you can =ign it only if you are a director, the
company secretary or the company's salicitor. If this applies ta you,
state your position with the company here

Wy pleas to the offences charged are as shown above.

Sign here

[Sign in Box A if you admit the claanfor Box A
outstandding duty

ladmit the claim for outstanding duty 1

[Sign in Box B if you dispute the claim
| dizpute the claim for outstanding cuty .

Iwyill attend court on the date shown in the notice Box B
with witneszes or evidence (or both) to suppart
whiat | say. 1

Will you have a solicitor to represent you?

{tick T+ in the relevant box) Tes No

If you have answered “Wes’ please give the name,
godress and telephone numkber of your solicitar in
the space below.

T Page 10 of 13
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If yvou hawe filled in Column 3 to plead not guilty, fill inthis
part.
Iy witnesses are:
Please avoid the dates below when arranging my trial hearing:
[Driving licence
Yes Ho

Hawe you enclosed your photocard licence and the paper
courterpart with thiz form?

(tick (+7 in the relevant box)

Write your driver number in full here:

If you have not enclosed your licence, say why in the space below:

Page 11 of 13
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Mitigating crcumstances
Please uze the space below to write what youwant about the offence(s) and yourself. Mitigating

circumstances are factz about the offence o yourself which tend to make the offence less
serious. The court clerk will read out what you write inthe space belove to the court.

[(ztanr | Page 12 of 13
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<Defendant copy >
[Certificate of Service — Postal

Magistrates Courfs (Miscellaneous anmendnmenfs) Rules {292)

|, [Pare] of [Rame of prosecoting organization] hereby cerify that | served [pame of
detendani] with the Requisition f statement of facts f notices f Doctor's cerificate § certificate
of analysis [ evidence* az prescribed by the Magistrates' Courds Act 1980, Section 1 (1) and
Jand 3 Criminal Justice Act 1967, Section 9 f Road Traffic Offenders Act 1958, Section 13
or 16(E)* of which thiz is a true copy / these are true copies® by sending them by 17 class
post to him £ her or by post in & pre-paid recorded delivery service letter, posted by me at

[rame of post office] at hourson ... daythe ... O s ovavss v s avvadias s

and addressed to [address of defendant being his J her last (or usual) place of abode.
Datedthe ... T s

SIORSek s i AR S A B Rank f Postion: ..., 1

Fdelete whene applicabla)

[Certificate of Service — Personal
Magistrafes Couds [Miscelareous anrendnmenis | Rules 1932)

|, [Pame] of [Rame of prosecuting organisation] hereby cerdity that | served [pame of
defendand with the Reguisition ! statemert of facts [ notices § Doctor's cerificate § cerificate
of analysis [ evidence* as prescribed by the Magistrates' Courts Act 1980, Section 1 (1) and
3and 3 Criminal Justice Act 1967, Section 9 f Road Traffic Offenders Act 1988, Section 13
or 16(6)* of which thiz iz a true copy [ these are true copies* by delivering the =said
Requisition ! statement of facts [ notices ! Doctor's cedificate ! cedificate of analysis !

evidence* to him Fher persorally &t

By leaving the ssid Reguisition / statement of facts [ notices § Doctor's cedificate f cerificate
of analysis [ evidence® far him sher® with [person) st
(place), being the said

CIOIMEC o e 2 S B B R B Rankr Bostion: s 2 fes srs e 1

Fdelete whene applicabla)

;;:”Tl“ . Page 13 of 13
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MG4F NOTIFICATION OF NFA

The purpose of this form is:

e Toinform a suspect that no further action is to be taken in respect of a matter for which that
person was arrested.

| MGAF |

NOTIFICATION OF NO FURTHER ACTION

Drear
| refer to the offences for which you were recently arrested on , the detailz of which
are:

Offerce 1: Date:

Offerce 2 Date:

Offerce 3 Date:

Police Station: Custody Record Mo:

It hazs heen decided that no further action will be taken st this time in respect of the
offencels) detailed shove, for the following resson(s):

] There iz insufficient evidence to provide a realistic prospect of conviction.

=l Alhough there is sufficient evidence to provide a realistic prospect of & conviction, a
prozecution iz nat in the public interest. You should note that the police may contact
you further to inform you that your mame will be retained on their records as being
responsible for committing the offenceis).

The caze will be kept under reviese. If further evidence becomes available in the future, you
may be re-arrested and & decision to charge may be made.

The decision not to charge may be re-conzidered i a review indicates that it was clearly
wrong and should not be allovwed to stand.

Thiz notice only applies to the offence(s) specified above, If you are currently on bail to
return to the police station in respect of these offencels) twil not now be necessary for you
to return. f iz impottant to note thet any bail conditions imposed in relstion to any other
offences will still apply.

The fact that no further action is being taken at this time does not prevent an aggrieved party
purEuing crimingl proceedings or civil remedy.

Yours fathfully

ISighed Crstody Officer]

co Parert [ Guardian (5 apelicatbie)

[ o |
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MGS5 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.

Mizs
RESTRICTED (once complete) | [ ]

POLICE REPORT

URH[E W
Defendant 1: Anticipated plea: - select-
Defendant 2: Anticipated plea: - select -

1. Summary of the Key Evitdence - 'Key evidence' astablizhes every element of the offence and that

the defendant committed the offence with the neceszany criminal intert.

# Setoutthe facts in chronological order, telling the story and coverng the 'points to prove’

% The summary must be balanced and fair

# Record address and contact details of cilian witnesses on MGO (and a4 dabes bo 2ucid on G 00
Key evidence;

Key witness(es) and their role (e.q. eye witness, person providing identity)..

State value of property stolen or damaged (or recovered). See Sec 9 for recording
compensation details):

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.

2. Defendant Interview

# Setoutthe explanation given by defendant as to howAnhy offence happered: indude any
ritigation/remaorse putfonuard.

# Hote any Spedial Warnings given. <€
* State ifno comment made.

# Attach copy of CCTW if shown in the intenview [to file].

Cefendant:

Ciate of interview:

Interviewing officer(s):

Cther personis) present:

Sumrmary of defendant explanation:

Defendant's responseireaction to CCTV (if 'key evidence' and showen in [0
Relevant admissions and their startifinish counter refarence times:

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

3. Non Key Evidence — list witnesses present but not 'key'. State what evidence they contibute e.g.
additional eye wilness, arresting officer, charging officer; officer seiging CCTY. Record contact details
of dvilian witnesses on MEA and dates to avoid an MG 10

Mame of non-key withessies) and their role:

4. Visually Recorded Evidence — cCTV, photos, mobile phone(s). Attach a copy femtify
ol2yhzck fomead). Custody suite CCTW shaould be induded as unused material unless "key evidence'.

|sthere WYRE? - select-  IT'Yes', does it pravide 'key evidence? - select

W10 | RESTRICTED {once complete)
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See Note 2.2 re
types of orders on
conviction.

Section 9 of the
MGS5 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 MGS.

v

RESTRICTED {once complete) |

Give details of what it shows fwhether "key' or not) and include tape counter reference
times for relevant key sections (i.e. defendant punching wictiryidicking winoow)

5. Injuries — a medical statement iz NOT required unless needed to interpret »erays or describe injures
not visible to the naked eve. Widim(sVeye withnessfpolice officer should describe any wisible injuries,
photos should be faken and attached (f nottaken.attached, state why).

Description of injuries:

6. Forensic Evidence - fingerpints, drugs evidence (ueight, number of wraps, ete.). Indude details
such as street walue and purity as this is essential for sentencing irformation. State if drugs field tested

and by whom, State imescales for a full forensic statement (if required).

7. DIP testing — attach DTZ for prosecutor.
Def 1: Tested? O Trigger offt.: O
Def. 2: Tested? O Trigger off.: O

Result: (posineq)- selact- Crug:k zelect -

Result: (posfneg): selact- Drug:k select -

8. Application for Order{s) on Conviction — consider applying foran orderan coniction, &.g
compensation, farfeituresdestruction (zee aderlist).

Defendant:
Qrder(s) applied for: - select-

9, Application for Compensation — state if an estimate. Attach quotesfreceipts if available, An
address for compensation must be provided on MG, (F more thar ome Wobmdekrdant, Vst ore 3fier
the obher Fnd of we deizils iv e desedofior hox ).

Defendant: Yictim:
Description of injurglass and or damage:

Amount of cormpensation applied for Has an MG19 heen sent to victim?:

10. Other: MG18(TICs)? O Pre-consicautions attached ? [0 MG67 [

11. Officer’s certification: | certify that to the best of my knomledge and belief, | have not withheld
ary material that might reazonably be expected to undermine the prosecution or might reasonably
assist the defence in early preparation of their case, induding the making of a bail application. | further
certify that relevant material has been recorded and retained in accordance with the CPLA 1236, Code
of Practice, as amendad.

Mame & rankijob title:
Diate:

12, Supervisor’s certification: The infornation in parts 1 =8 is an accurate summary of the
available evidence and complies with the DPFP's guidancs for 8 Streamlined Process. The file has been
built to the required standard.

MNarme & rankijoh title:

SNAt U e Date:

G | | RESTRICTED (once complete)




Manual of Guidance 2011 - Section 3

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.

i RESTRICTED {once complete) |

YOUMUST ALWAYS COMPLETE CONDITIONAL CAUTIONING SECTION
BELOW.

v

Defendant: 7 more Hhan ome deferdant, vse additora page)

Hot suitable for conditional caution because - select -
OR
Suitable for conditional caution because custody officer is satisfied:

# There iz suffiient evidence to charge the offence and defendart has notdenied the offence or raised a
defence, and

+

Conditions are capable of rehabilitating the offender or for making reparations for the offence, and

+

Both the dreumstances of the offence and the offendermake it appropriate to offer 3 conditional caution,
and

# The offence is one forwhich a condional caution can be offered (see Annex A, DFP's Guidance)

Proposed conditions

Conditian Compliance requirements including Supporting evidence
completionfprogress check dates

1.

2.

3.

4.

RESTRICTED (once completa)
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MGS5 — CASE SUMMARY
GUIDANCE NOTES

1. NO COMMENT INTERVIEWS AND SPECIAL WARNINGS

11

1.2

1.3

14

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.

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/

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
qguestions that were asked following the warning. The exact words used should be
recorded rather than paraphrasing.

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

2.2

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.

Such orders include:

e Exclusion order — such as from licensed premises or sporting grounds.
e Anti-Social Behaviour Order.

e Protection from Harassment Act restraining order.

e 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.

e 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.

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

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

EEEEEE RESTRICTED {when complete) iﬁ HEEHE N w=
FEENEENEER HEEEN

CASE FILE EVIDENCE and INFORMATION

Hot Disclosable

By ven [ 0 [ 0 [ o]

Thi= document is 2 communication between the police and GRS only.

Target date for
medical statements is
important as it enables

1. Medical Evidence: @rrscal or popoitaticiniures of defmncert / Wokim winess <

I medical ewidence is required in this case, what isthetanget date for obtaining it

2. Forensic eviderce: (attach copy of MG21 ¢ MG214): a Charging decision to
If forensic evidence has been submitted for examination, what isthe target dae forthe resufts? be made See Note 5
2. Wisually recorded evidence [CCTV Y Photographs ete.) : re relevant prOtOCOI'

3. Haz all visually recorded material cumenthy in police possession been wiswed and copied? . K Mo,

give atarget date for when this will be completad:
b. K there is additional visual maenal to be obtained, state what it is and give atanget date for obtaining it:

v

4. Disclosure:

3. |sthenz amy relevant matenal that may undemmine the prosecution case or assist the defence caze®
If ‘Yes, provide details:

b. Izthere ary relewvant thind party material *™ If Yes, give brief details of what it i and who has it:

['Thind parly makdal 13 balwhich belorgs o people of oganizalons ober ban (ke Froseculon Team, « 9. Soclal Sepdoes, Local
AP Iy, cwre rr oTCCTV maknal, frenslc sxperts, pollce sugeons, GP, hesplial dochons ek

A, wictim(g] S Withess(es]:

3. #rethere amy outstanding witness statements to be obtained? . l'fes, give atarget date for
completion:

b. K this iz an anticipated not-guitty plea case, are there are vulnerablefintimidated witnesses? . K es
complete form MG Mitness Assessment for Special Measures,

o, Wil @ Special Measures mesting™ e required’? B Ceansulls 1 P2 ITuniure]

d. i any witnesses have refused to gve 8 fatement, gve their name and addres= and state their
rolefinuohiement:

E. Other offenders:
relation tothe incident leading to this case file, give the name, address and offence datails of any others:

=

. Yetto be amested and intenviewed:

. Yetto be changed:

. Dealt with using another out of court dispozal (e.g9. cautionreprimandinal waming/PHOY:
. Charged:

oo oo

T. Local # Publicinterest:

Fre there any matters of localipublic interest inthis case (zonsider community issuesimpact staements
priamties et )? .l Wes=, give details:

Fage 1 oT3

ﬁugﬁEWl HEEEEERR
oo W H R RESTRICTED (when complete) HEEENE®R
BB BB E e oo ot EEEENER
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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.

:llllﬂﬂl

N NN N NN NN NN NN W

RESTRICTED {when comgplete)
THEN I I I I O W

&, |5 consideration being givento any POCH or other asset recovery outcome inthis case? &g,
applications for corfseation or esmint omlers, compensation, depivation or foredue efera! b Arancial
e stigation Uni, tiveseake for sebaission of dedals eho. )

A

<

I ye=, prowvide detailz and timetable for submission of neceszany information to CPE

Cortact number for Anandal Investigation Unit dealing:

9. ddditional information:
If thiere i= amy other relewant information in this case, give details:

v

Date MGE completed:

RATIOHALE FOR POLICE CHARGING DECISIOH

naccordance wih ke DFF Guidance on © haglng (vé he pollce mus Irecond de lalls ofbow Be:

= Full Code Tes | deddenlal ared publlc Inkres b s mel for a pollce chage anlcipakd nol gully plea summary only o R nos
where (e purpec b pulnwan 3 spechic dekrce o derled T omerce (FaRgraeh &

» Threshold Tesl equirement: ard public Inkresl ksl ae mel o0 a polce chage anlclpakd rol gully plea Impr conable
summary anly o nes (F A raph 18

Evidentizl test applied: Full eode Test [ Threshald Test [

Charge(=]:

Evidential criteria commenionedenlal @ ki oTang winess L2, By or rol; IRk ife wer cond uckd s wie e gulliy 7rel guly
plea anicipakds

Public Interest:

Unuzed materid commenion e documenialon Balsioud be reldred and Inchsed on e AGE 1chedules; specily any
Iz alon which shoudd be dirclored oarsisl B dence In e eany preparalon of Pelr care

witmeszVictim iszues (dclm perrond slakmenimade 7; 5 lak whe e a wiiess summons should be soughl 17wl e 55 re lrack
FRkmenlon 173 2 eclal Measures appllcalon |5 requiredi;

Chargng Decision maker mame ks Hosoh e Oate:

Page 2o73

A HEEE RESTRICTED {when complete) E BN EEEE
HEEEN iR EENENER

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

A

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.
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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.

e e e

RESTRICTED (when complete)

IF SEEKING A REMAHND IN CUSTODY, THIS PAGE SHOULD BE HANDED TO COURT
STAFF AHD ACCOMPANY THE DETAIHEE TO PRISOH.

Defendant full name: ‘ URH | | | |

Defendant date of birth:

The fallowing section MUST be completed by police in ALL cases where 3 remand in custodyis to be
appliedfor at court AND therei= a sk of intimidation of the Wetims(s) or any witness(es ] by the
defendart.

The infarmation iz intended for uze by prizon saff to prevent unwanted contact with awicim or witness,

This prisoner MUST be prevented from contacting, by telephone, letter and wisits, the following wictims(s)or
witnes=les) because there is 3 sk of intimidation. 00 MOT disclose the contact details shown below to the
prizoner. See relevant PSlon "Tackling Witness Intmidation by Remand Prizsoners” for futher guidanee.

Mame(=z) and contact details of victimi(z) andfor witnessies (F wnder 18 years old, showage)
1.

T

3.

#Add further victimsfwitnesses below as necessany:

Date:

Fage 3073

EEHEHE RESTRICTED {when complete) EEENENENERE
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10.

MG6 — CASE FILE INFORMATION
GUIDANCE NOTES

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

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.

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.

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.

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.

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.

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.

Victims/Witnesses

Where “vulnerable/intimidated” witnesses are referred to in section 5b. and c. of the MG86, it
should be noted that child witnesses/victims automatically qualify for special measures. See
MG2 for more details.

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 withesses may hold and whether it may be prejudicial to
the prosecution case/support the defence case.

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,
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11.

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.

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 withesses.

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):

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

Sexual offences;
Blackmail;

False imprisonment and kidnapping;

O O O o

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

Offences involving explosives;

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.
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12.

13.

14.

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).

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.

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:

e the evidence which supports the charge;

e thejustification for treating the case as an anticipated guilty plea suitable for sentence
in a magistrate’s court (where that is a requirement);

e 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.
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MG6A RECORD OF PRE-INTERVIEW BRIEFING

The purpose of this form is:

o To enable officers to document any pre-interview briefing given to a suspect’s solicitor or
legal representative.

RESTRICTED {when complete) | Mo

RECORD OF PRE-INTERVIEW ERIEFING

LILIL] [ ]

Suspects) Sumame: Forename(st

Solicitor # Legal Representative: Firm's name:

Li=st of information provided to suspect or defence salicitor Flegal representative

Deszcription of information £ material

Mime arid:date:) Fersondbrisfed Gl bow giverr: verall / wiiten  audio ¢ visual

AR RETEATY INMWER SNGTV S lega lepyeseiRTe D NON e Ot AR maTon

Officer completing: Fank & Mo/ Job title:

Station: Date:

Officerin case (famyenmon abovs:

Page 1ot

|m RESTRICTED {when complete)
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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.

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.

BBEIBEEI“-“-"-"‘“"”-'"'-“*‘"-‘ﬂsﬂﬁ'm
HEE N ENEEN] RESTRICTELD (when complete) B EE BN E ne
e o o O B 0 e e . = |

Mot Disclosable

POLICE OFFICER / POLICE STAFF MISCONDUCT RECORD

uR [ ] LY

Name: Rank & No. ! Job Title:

Station:
This form should be used by police officers (induding spedal constables) and police staff members
{induding police community support officers) when submitting any witness statement in connedion with

any ciminal proceedings where any ofthe following applhy

(Please check hoK 25 apureriae)

1. | hawe acriminal conviction/cadtion fmee role 2). O
2. | have been charged with a criminal offence indicated below butthe case has not wet been concluded.
(see mote 2 O

% | hawe arelevant misconduct outcome recorded against me (see moles Zamd ) O
4. | have been given written notice to attend a misconduct mestingihiearing Eee rotes 5 a0d 6 O

5. | have anadverse judicial finding against me (= mote 7). O

Date(s)where | MNature of criminal offence ormissanduct . Ghee enough Criminal Punishmert fhisconduct

any of the detail to allow CPSto decide relewance to cument Ot orme
circumstances | proceedings
11to §apphy

This information is true to the best of my knowledge and belief and | am aware that | hawe a confinuing
obligation to provide updated inform ation should creumstances change.

woen | W H W RESTRICTED {when complete) HEEEEEREN
EEBEBE Bl wwaweeerwrww—el 80T EEBEE

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.
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RESTRICTED {when complete)

Not Disclosable

EXPLANATORY NOTES

The guidance inthe Prosecution Disclosure Manual or the force Professiona Standsrds Departrent
should be consulted if 3 police officer or member of police staff is in any doubt about hows to
complete this form.

1. Please print details and give enough detail to allww CPS to make an informed decision about
disslosure.
2. FPolice officers / police staff making a witness statement, whether the statement forms part of the

prosecution case or not, should inform the prosecutor of the exdstence of any criminal wnvicions ar
cautions using this form. & copy of the Police Mational Computer (FMC) printout for that police officer /
police staff member must be atached if the offence rewealed is a recordable offenca. This is for all
offences recorded on the PNC whether spent or othenvize, as well as convictions and cautions in
Scotiand and other foreign countries. Bindowers should be recorded as cautions. Where a police officer
4 police staff member has been charged or summons (inclding postal requisitioned) for a criminal
offence butthe proceedings have not been completed, the prosecutor should be informed using this
form.

3. A mizconduct outcome is the outcome imposed following misconduct proceedings (such as a written
warning ar final written warning) and which is recorded on a police officers’ paolice staff members
personal file. If a police officer police staff member iz in any doubt as to whether 3 mizconduct
outcome is still ‘live' then he or she should consultthe force Professional Standards Deparment (PS5O0,
HR Department ar the prosecutar.

4. Atthe condusion of misconduct proceedings against them, officers will be advised by PSDs on whether
they must in future proceedings where they make statements reweal to CPS by way of thiz form MGGHE
certain information relating to those misconduct proceedings (i.e. that the outcome is "relevant?. PSDs
will alzo adwize officers on the wording of the MGESE and may also advize on the relevance of the finding
to certain types of future proceedings.

4. If misconduct proceedings have commenced (namely that the matter has been referred fo a
misconduct meetngMhearing), the fact should be reported on this form.

G, Inform ation about officers suspended, but who hawve not been charged with 3 ciminal offence or had the
matter referred to miscondudt proceedings, should be revealed to the pmsecuter by the Head of
Frofessional Standards Department. This applies to both criminal and misconduct matters.

Where an officer has been notified of allegations made against himMer butis not suspended from duties,
hefshe is not required to reveal fo the CPS the details of the allegations. However, the Head of the
FProfessional Standards Deparment should consider, in ligison with the CPS unit head whether the
interests of justice require the rewelation of that infommation and prowide the prosecutar with the
information if required.

A An adwverse judicial finding is a finding by a court that a police witness, whether on aath or athenise,
has knowingly misled the court. This may be stated expresshy by a court, or may be inferred from the
particular circumstances of a8 court's proceedings. This will include civil aswell as criminal heaings. I
the police officer/ police staff member is subject to an adwerse judicial finding, the relevant Professional
Standards Department (PS0) should be contacted in order that it can provide guidance on the
completion of this form.

2. The prosecutor must be notified immediately of any change in droumstances.

9. The duties to rewveal and disclose must be obsenved scrupuloushy. Failure to do so may result inwrongful
convicion, undesenred acquittal or misconduct proceedings against the prosecutor or police officers.
Folice officersfpolice staff members must become familiarwith and follow the guidance in chapter 15 of
the Disclosure Manual, partticulady paragraphs 52 fo G5 The ulimate duty and responsibility for
revealing ciminal convictions, cautions and relewant misconduct findings rests with the individual officer
ar police staff member.

RESTRICTED (when complete)
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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

o Inform the prosecutor of the location of the material for inspection
o Allow the prosecutor to record whether the material is disclosable, clearly not disclosable, or to

allow inspection.

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.

I~

Each completed form should be
individually signed and dated.

RESTRICTED {when complete)

MiEEC

Page Mo, of
POLICE SCHEDULE OF RELEVANT NON-SENSITIVE UNUSED MATERIAL

If the item is difficult to
copy, the prosecutor

FLALRN]

RESTRICTED {when complete)

[umn | e | | [ ] :
iy should consider
FOR CPS USE: allowing inspection by
The Disclosure Officer befieves the following RELEVANT MATER AL which does not farm part of the prosssution case i NOT Eter [ s Dicloodtodefese o v / the defonce where
SEMSITIE. Forfutther datailed guidance referto the Disclosure hianual and Atomey General's Guidelines. Z ; a2y SpE
CHD = Clearty not diszlosable by descripti . . g
MO = Document viewed and not di le dISC|OSUI'e IS I'equn‘ed
Recaribe oW MATERLAL of avy kil Gl WRrmatoh and olfect, whkh B oitale d e cotre ofa
It criminal s daton and wWhichmay L= @levantto e hvestgation, awl RELEVANCE E thatithas some LOCATION
ST | Barid oF 3y oM ice NaCET [Nuestano b of avy persoh B2 I (Ve tae d or on e sarmoi kg :
Mo, CICAEE GRS othe cage , 1AKSS I B IIGapaIJbBTIaUIIg Anympacton Wecare, Donotepeculats ITIE1y | S8R FRCKeK WieR e z RE FOR DECIZION
T~ not consldersd relevant do notrecord ILon e seheduls, GIE 33 WMCE My detlkd DESCRIPTIDN ot | TEMEAN 2 Dhdkatd
[~ _tie relevant material or the pros ecitor o make adeck bn on whetker or 1ot tts honkd be e xam e d. ye
WAt matenal s,
The relevart matenalis? .
—— Detail whether the
TiE relevart matenal 15 : :
item is attached on the
ThE TElEvart matenal 1. f||e or Stored
The el aE matanal e =7 elsewhere. State
T e aTE Tt alTe: precisely where the
ThE TElEvart matenal 1. |tem can be
The relevart matenalis: found/located
The Televart matenal iz,
ThE TElEVart matenal 1.
>
Signature: Mame: Feviewing [auner signature: For a more
E : Print Mame: F
Gaie: e comprehensive

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

Description of the

‘relevant material’ should
be sufficient to enable
identification of the item
without disclosing the

source or nature of
sensitivity.

.l.l.1 RESTRICTED (when complete) - Mot Disclosable P.l.l:
| | Ll |
POLICE SCHEDULE OF RELEVANT SENSITIVE MATERIAL
R uen [ [ |
The Dizclozure Officer believes that the following RELEWAHT MATERIAL is SENSITIVE and if it wer disclosed it would give rize to a real risk of n 0 (R .
serious prejudice to an important public interast. |f NO s I|a|Se Wlth
Fecor b ow MATERISL of avy Kivd, lcindleg Wfomation asd ofect, which & ob@iied b te conmse of 3 crmlial uestgaton 2 which may be e kuartto e uestgaton and DISClOSUre Offlcer
RELEVANGE k Gt It k3 some bearlg on any off ice 1ader westiation or any person belg lvestigated of on the saronncing clicans@aces of the care, V1kss [tk hcapabk of
baulhg 3 by I pacton the case. Do kot spectiak It E dotcons Klered releuant b vot econd fob the sohednk . GIve 2 Wik vitycdetallo DESC RIPTION of the 12k uan tm ate ral i the /
Progect o to make a decliio o) whetieror WtRshonkl B2 exami e
\ "Check boxiTe pied i CPS FOR CFS USE
\ :ir_n The relevant matefal is: Feason for sensitivity: : 59':?:;? cllscmms CPSdeck by
= o The sensitivity
o should be recorded
o without disclosing
< o the nature of the
o source of sensitivity.
D
I > m]
m|
m|
Hame: FOI’ a more
Date: Reviewing lawyer signature: .., Compl'ehenSIve
Frint name: . .
Signature: Date: CPS/Police gUld.e
to unused material
search the
. u m Disclosure Manual
:l:l.l! RESTRICTED {when complete} — Not Disclosable F.l:l:”‘"Ela ter! sclosure Manua

at www.cps.gov.uk
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MG6E DISCLOSURE OFFICER’S REPORT

The purpose of this form is:
o 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
e To provide the CPS with the disclosure officer’s certification
e To give details of material likely to be covered by paragraph 7.3 on rear of the form.
e S e |
DISCLOSURE OFFICER'S REPORT
Provide CPS with copy R v [0 [0 ] [ ]
Of any Item “Sted \\ The following items are listed on the sehedule(z) for this caze and relate to
# Material which might reasonably be considened capable of undemining the case for the prosecution against
the accused, or of assisting the case for the accuzed
# Miaterial requiredto be supplied under paragraph 7.3 of the Code (zee owerle af)
“EnErCorD Dok aot sehednk MGEC orsDand ener Em yo. mom schedik
covae | REASON st An explanation of the
O reasons that an item
Either schedule MG6C = may “”‘1?”“'”6 the
or MG6D. — = progecu lon case or
< assist the defence
O must be entered here.
mi This will include a
Corresponding item O police response to the
number as shown on RS O defence case where
MG6C or MG6D O supplied.
schedule. =
a
a
a
a
a
Certification inall cases: For pre_committa|
To the best of my knowledge and belief, all matedal that is or may be relevant has been retained and
made awailable to me. It haz been inspected, wviewed or listened to and revealed to the prosecutorin COmmOn LaW
acocordance with the Criminal Procedure and Investigations Act 1956 as amended, Code of Pradice and o o
the Attorney General's Guidelines. dlSClOSUre 0Ut3|de Of
Where more than one _ _ . . . CPIA obligations see
. . . Signature of Dizclosure Officer Name: D ate:
DISC|OSUI’6 Ofﬂcer IS Ih i o # of the elewrt metedal, OR 1R foered dre dek stz b amd fuidh R y DPP ex parte
inVOlVed, eaCh Sh0u|d re;;ﬁeﬁ:}?t“hz .';-)e'.?a\'rt ;ate;;‘glh'ejr:te :s éuﬂ‘caﬂ:ﬁ?:?;js b:en r:tainedn:lfd n:adg:f;ai‘laableio meer LEE (GUIdance nOtes
submit a separate e e e el b e e 12 and 13 on MGE).
MG6E (unless they \A
merely Corroborate Signature of Dizclosure Officer Mame: Date:

one another).

HEn . EEEREER
N RESTRICTED {when complete) - Hot Disclosable |l B W W W N
EENE EEEENER
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CRIMINAL PROCEDURE AND INVESTIGATIONS ACT 1996

{S.23(1}) CODE OF PRACTICE

Revelation of material to the prosecutor

Sec.7 .3 states:

‘At the same time as complying with the duties in paragraphs 7.1 and
7.2, the disclosure officer must give the prosecutor a copy of any
material which fallz into the fallowing categories (unless such material
has already been given to the prosecutor as part of the file containing
the material for the prosecution case);

information provided by an accused person
which indicates an explanstion for the offence
with which he has been charged;

any material casting doukt on the relishilty of
& confession;

any material casting doukt on the reliskilty of
a progecution witness;

any other material which the investigstor
believes  may  fal  within the test for
prosecution disclosure in the Act.
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MG7 REMAND IN CUSTODY APPLICATION

The purpose of this form is:

o 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.

B N E

RESTRICTED {when complete} HEENEENR

Mot Disclosable

REMAND IN CUSTODY APPLICATION — Adult Youth

e [ [ | =]

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:

o Nature/seriousness of
offence

o Defendant’s antecedents
or previous convictions

o Defendant's lack of
associations/community
ties

o Defendant’s previous bail
record

e |s defendant currently on
bail for other offences?

e Strength of evidence
against defendant.

’Give full details to substantiate each ground foropposing bail and seeking aremand in custody:

| A

Defendant Hame : AgeiDate of birh :

Iz defendanta PPOY

Rish of inimidation to any wulnerablefntimidated vicim or witness? Ifes record conta =T
MGE

Timeldate of arrest for breach of bail ¢rapeane:

Recommendstion for 2 remand in custody fofeck ome boxomly |

In custadyd Falice custody O Local Authonity Accommaod ation'Secure Accommaodation 0

Rezzon(s])for opposing bal fekeck ome or from boxes )

1. Fail to surrenderto custody O 5. For the defendant's awn welfare froum o) O
. Commit offenczs on bail O 6. Charged with or convicted of a violents sexual
offence equivalent to 14 plus years ]
imprizonment inthe case of an adult(vous o))

3’nterfere withiiniinezes /ot F.The anhiway to protectthe public from serious

othenvize obstruct the course of O harm (reuct o) L
justice T

4. Farthe defendants awn (m| 2.To prevent the commizsion of imprizonable O
protection offences (roudt o))

Estimated date when an upgraded file could be completed:

It the application for a remand in custody is not granted, what bal conditions are considered appropriate

Where the case
involves a breach of
bail conditions, enter
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.

with reasons frclude srefes): o

Give details of co-defendant('s) - namegE), courtis) and hearing date(s) - in thiz or otheroutstanding cazes.

\

Oificarin case: Rank & Mo, /Job title: [ ata: —
Sypenisors name: Rank & Mo. fdob title: [ ate:
Page 1ot
EEEEpP— === === = = = = == IEEEEEENR
|u.'||F HEHEN RESTRICTED {when complete} EEEEEEN
T = EFEENEEER

Child Abuse cases
(See note 2)

o Enter reasons for adding conditions to any grant of bail and state what the conditions should be.

o 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.

o Adding a “doorstep” bail condition will allow police to insist that an offender presents themselves in
person during curfew.

Complete this section
to enable jointly
charged defendants to
be dealt with at the
same court
appearance.
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MG7 — REMAND APPLICATION
GUIDANCE NOTES

1. Reasons to justify opposition to bail:
1.1 Fail to Surrender:
e Conviction for absconding.
e Defendant has no fixed abode, community ties, or is a foreign visitor to the UK.
e Likely sentence may be an incentive to abscond.
e Defendant has expressed an intention not to attend court etc.
1.2 Commit Offences on Bail:

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

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

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

e Offender has said that he/she will continue to offend.
e ‘Lifestyle’, e.g. commission of further offences may be likely to support drug habit.
e Current offence involved substantial planning by defendant.

1.3 Interfere with Witnesses/Obstruct the Course of Justice:

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

e 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:

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

e 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.
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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.

=

RESTRICTED (when complete)

BEREACH OF BAIL CONDITIONS
P (The defendart WAUST appearin courtwithin 24 hours of arrest)

FOLICE FOST-CHARGE CONDITIONAL BAIL O COURT CONDITIONAL Ball [

Defendants surname: Forenamerds):

rrod wo O

[rate of Birth:

Itis 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.

Address (if not shovn elsewhere):

CourtiPolice Station: Cate of Appearance:

Time and date of arrest for breach of bail:

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
A/ 9
Original URN (if ditferent fram abovej| | | | | or new URN as
Bailed from: on: (date) appl’oprlate
To appear at Courtan: (date) See NOte 1
ive the details of the wriginal chargersyoffencels) and the dreumstances of the offencels) that led o
Conditional Bail or where available include copies of MGEd, MES and MGEThe oiginal file check ramemea O
Lizt conditions {in full — arwhere available) indude copy of MG4A fthe orginal file joheck Femmched) O
Give detailz of the alleged breachies): At the end Of the
hearing the Crown
o Prosecutor must
Officer in case: Crate: ensure that these
papers are attached to
the original file. Direct
Result of breach heaiing: < Contact mUSt be made

immediately with the
officer in the case if
bail is granted in
cases involving
vulnerable or
intimidated witnesses.

01011

RESTRICTED (when complete)




Manual of Guidance 2011 - Section 3

MG8 — BREACH OF BAIL CONDITIONS
GUIDANCE NOTES

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

0] 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.

(i) 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).
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MG9 WITNESS LIST

The purpose of this form is:
o To provide the prosecutor and Witness Service with witness information and contact details

¢ Toindicate 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.

e TRkl NN R L LR The form should be
n shoula be Not Disclosable AT
| t d f " t The wwhole coluran marked & most be 2xpunged before passing to = third party dated to Indlcate
compieted for all post - when PNC checks
harge files WITNESS LIST
charg . Ry wen [0 ] (=] were conducted on
Date of completion: <4— Wltnesses
* Tick if staterment atached
o Previous convicions? Enter ™ or N
“Nllh' iitriess Details E:a‘l’nlme it % -
i i1 the "8I He. column enter " 1T the witnes s 1s a vietm , "Wu’ It vulnerable or Intimldated ) s
1 Hame: L ]
Address: Witnesses should be
Post Code: listed as follows:
Oceupation: [rate of Birth: L] V|Ct|m/ma|n W|tneSS
; Telephone No. (Home): [k le ° Non_pollce Wltness(es)
e et of 3 oo - Give pols offon
witness, a revised MG9 rane i © ler ellEs GiifEETs
should be submitted At PostCode I (in order they
headed “ReVIsed ' Oocupation: Crate of Birth: ] WltneSSGd eVentS)
I iet” Telephane Ho. (Home): Qark: ° Offlcel' |n case (OIC)
Witness List". The o ,
revised list and any M obile: E — mail addness: Witness MG11S ShOU|d
accompanying MG11s - appear on the file in the
should be sent with a o Same sequence.
. Address: Fost Code: m]
covering note on form
MG20 h|ghl|ght|ng the Ceeupation: D ate of Birth: O
new W’ItneSS and/OI' Telephone Ho. (Home): Qark: O
MG11S. habile: E —mail address:
Hame: & Before the MGg |S
fddress: Past Code: passed to the Witness
Oceupation: [rate of Birth: m} Sel‘VICG the pl’eVIOUS
Telephone Mo, (Home): ok O COI‘IVICtIOﬂS CO|Umn
T o V\ should be edited out.

]
.I. iR .ll!.! RESTRICTED {wil lete) Il’.‘.!...!.!
5 | when complete
) : EEEEEERN

Witness details will only be passed to the Where more than one MG11
Witness Service once the relevant Witness Care has been taken from a

Unit has obtained consent from that witness to witness, the number of

do so. MG11s should be indicated

here.
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MG10 WITNESS NON-AVAILABILITY

The purpose of this form is

o to provide a prosecutor with a composite picture of the non-availability of all prosecution
witnesses

¢ toinform the prosecutor of reasons for non-availability.

_ RESfRICTED{when con-lplete}- The Crown Court
An MG10 should be Not Disclosable reference box is for
completed for all post - WITHESS NONAVAILBBILITY the indictment number
charge files. [URN (W[N] [ | where known.
| Crown Court Mo, | |‘/
Ry The witnesses’ names
Mitness(names) ™ [§ B id B \ ShOU|d be |ndexed by
Insert Ho. = (ED T T entering consecutive
numbers within the
(SR 4 B
Mart dabe s when police and ather witnerses are MOT available. Codes for poloe non-availabilfy: I braCketS (as per MGg)
R=Festday L= leave = fhorse A= Mghtduly § = Siodmess 0 = Cbher As each witness’s non-
D Maonth ] Morth [i] Morth [} Motk [} Mot [} Mot avallablllty lS entered
2 2 2 2 2 2 into one of the monthly
e "M ess No. [ "W ess No. [ TWMeess No 1] T e Mo, 13 “Wess No. e TWMess Mo, COlUmnS, the WitneSS
0 : 1 1 ] ] 1 number should appear
5 5 5 E g 5 at the head of that
. [ [} + [} [ [
Problems may arise : 5 5 5 5 5 column.
when a police officer has - = : - : .
a changeover from nights £ = : 2 g =
to late shift. Recording L o E o C C The prosecutor
an “O” on the MG10 on H B iz [H iz H should not dIS.C|OSG
the day of the late shift 2 B £ = E 2 reasons for witness
indicates unavailability . = = e 5 s non-availability. See
for attendance at court at T T ; T T " Note 6.
10am having finished " 5 H E B 0
. xa 20 20 0 il il
duty a few hours earlier. E] E] B ] i T
5 i 5 W W =
= = = = = 5 When an MG10 is
= = = = = = submitted, it must
2 2 = = 2 = accurately reflect all
E] El El El ] ] witnesses’ dates to avoid.
O, "G #nd 'S codes - give full details: < It must also be updated
Name of person submitting fom: / [rate: expedltlously |n Ordel' tO
Bl m 1 T g s wm mm L BN NN W N BN NN W - . ’ .
1 2010011 F_gﬂLﬁ em RESTRICTED {when complete) prevent officers from being
| s o B | ST = . .
FEmEE T T T called on an inconvenient
date. See Notes 5 and 7.

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.
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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:

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

e 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.

e 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 withesses 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.
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MG11 WITNESS STATEMENT

The purpose of this form is:
e To provide the written evidence of a witness;
e 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.

RESTRICTED (when complete) Hem |

WITNESS STATEMENT
Criminal Procedure Rules, r 27.2; Criminal Justice At 1967, =, 9; Magistrates' Courts Dot 1920, = 5B

urN | | | [ |
Include full name to W:
enable a PNC check ——— & if under 18: §fover 4 Inzat e r A Oecupation:
to be completed
This statement (zonsisting of pagels) each signed by melis true to the best of my knowledge and

belief and | make it knowing that, i it istendered in evidence, | shall be liable to prosecution i | hawve wilfulky
stated in t anything which | know to be fake, ordo not believe to be true.

{witness) DOate:

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

e RESTRICTED (when complete)
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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

t—

The VPS gives
victims of crime
an opportunity to
record the effect
a crime has had
upon them.

See Notes 7 -
12.

Witmess contact details
Home addrezs:

Home telephone Mo:
hbabile:

RESTRICTED {when complete)

Hot Disclosable

Postcode:
Work telephone Na:
E-mail addre=s:

Prefemad means of contact spec astalis:

Blest time to contact specsy detans

Gender:

Former name:

Date and place of birth:
Ethnicity Code (16 + 17

CATES OF WITHESS NON-SCAIL ABILITY:

Witness care

a) Isthe witness willing to attend court?

by Wihat can be done to ensure attendance?

|| A0 N RN
e
| e B R R

It "M, include reason(=) on form MGE.

c1 Does the witness require @ Special Measures Assessment a5 @ valnerable or intimidatad witness? ook

wnder g S50

15 e com

7 e ofencecasa)

contested or indictable anly cazes.

d) Does the witness have amy particular needs"
Fanaport dsabily, language dfcales, Waa

men & dsorder, leaming or physical d bWy orwd Riass In ar of Qg evidence orwiness
If "Ves' submit MG2 with file in anticipated not quilty,

If ez what ane they 7 Dy, ealicae, cilidoae,

palred, resiicEd molily or ofter con

Witness Consert [for witmess cormpletion )

) The ‘dctim Personal Statement scheme (dcim: only) has been explained to me

b | hawe been ghven the Wotim Personal Statement leafls

o) | have been ghven the leaflst "Giving a witness statement to the police. "

d | conzent to police having access to my medical recordi=)in relation
to this matter jobdaimed i accomamze wih local pracihoe)

&) | conzent to my medical record in relation to this matter being disclozed

to the defence

11 | conzent tothe statement being dizsclosed forthe purposes of civil, or ather
proceedings if applicable, e.9. child care proceedings, CICA

Signature of parentfguardiansappropriate adult: ...

.......................................... PRINT NAWE: ..........

Pddress and telephone number (of parent ae.), if different from abowe:

Yez O Mo O
Yes O Mo O
Yez O Mo O
Yes O Mo O HAL
Yes O Mo @O MNADO
ez @D MoO NADO

Statement takien by:

Station:

Time and place statement taken:

RESTRICTED {when complete)

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.

AN

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

See Note 5.
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10.

11.

MG11 - WITNESS STATEMENT
GUIDANCE NOTES

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.

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.

The dates to avoid for the withess 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).

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.

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:

e In cases where withesses 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.

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

e 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.

e 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.

Officers will need to understand the relevant provisions of Part Il of the Youth Justice and
Criminal Evidence Act 1999, and the importance of identifying withesses 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).

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.

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.

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.

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.

The caption should read as follows (but duly amended according to whether it is a first stage or
second stage VPS):
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12.

13.

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

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.

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 withess

Whether compensation might be sought, and

Whether the victim might wish to participate in a restorative justice outcome where
appropriate.
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MG12 EXHIBIT LIST

The purpose of this form is:
e Toinform the prosecutor of the exhibits that are to be produced in evidence in the case
¢ Toindicate the location of the exhibits if a copy is not contained within the case papers.

RESTRICTED (when complete) | [ mer
List items in the
order that they - EXHIBIT LIST Tick if the original
appear in the e | ‘ | | exhibit is
statements. submitted with
* Chedk box if exhibit attachad the flle PO“Ce
Folice Brief description ofitem E:chibit Ferson producing and current location of i Shou|d retain
properhy (indicate if copy) reference exhibit O .. .
reference ne. originals until
Insert the number [ Persen producing: o requested by the
. : P
Used tO |dent|fy the Current location: CPS
property in the Ferson producing: m}
p0|lce property Current location:
store/system.
Person producing: O ACCUI'ate
Current location: information on the
B — current location of
erson producing: E_—/_/ . . X
_ ] an item is vital to
/ Current location: q
ensure that it can
Consider / Person producing: O be located by
phOtOCOpylng non- // Current loeation: persons other than
documentary |temS Persan praducing: O OffICGI‘S |nV0|Ved |n
such as knives etc. Curment leation: the case.
Person producing: O
Current location:
Person producing: O
Current location: EaCh |tem must
Ferson producing: O be giVen an
s exhibit refergnce
Date the form to TS 70 = number that is
aSSiSt CPS and Current location: made from the
police supervisors : initials of the '
to determine the | Peren producing: a person producing
chronological Curmentiagation: it with a
order of form R _ sequential
SmeiSSionS, P Date of completion: \r;\lljl_\rﬂ]bevr;/eRg
such as when , etc.
additional items RESTRICTED (when complete} | ot ™~ Iftwo people
are exhibited after have the same
the initial initials, then use
submission. the second letter
B . of the family
Any additional exhibits should be name, e.g. Walter
recorded on the MG12 as they Roberts - WRo1,
become known, marked William Richards
ADDITIONAL’ and forwarded to —WRitetc.
the CPS under cover of MG20
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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.
RESTRICTED (when complete) | e
CONDITIONAL CAUTION
Offender surname: ASS Moo |
Forename(s): URMN | | | | |
[.0.8: Gender: Ethnicity Code: PHNC: A (16 + 10
Address: Fosteode:
Teal: (home) hd obile:

Detsils of the offence(s] fowoe sos zs robamed o By o efence / ames)

Sequernti= Offence CJS55 Offence
Mo Code

| admit to the offenceis) set out abowe. lunderstand | hawe the rightto legal adwice.

Signature of person cadtioned: (EF | (R g g iy

Conditions

| agree to comphy with the following condiions of the caotion:

Condition(=] Compliznce requirements, including Ewvidenoe required
completion § progress check dates

1.

2.

i

4.

Contad details for reporing compliance with the conditions:

Pagge 1 ot

E”L'l RESTRICTED {when complete)
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RESTRICTED {when complete) | [ msis |

Offender Declaration - | understand the foll cvving:

11 That if | fail within the agreed time to comply with, or to complete, any of the conditions
gttached to this caution, | will be liable for prosecution far the offencelz) outlined above and
this signed form may be presented a3 part of the case against me ina court of lawy;

2

e}

| wyill inform the contact shown ahove without delay if: | am unable to camply with any of these
conditions and explain why ar | change my normal place of residence, as recorded overleaf,

3
4

i)

A record of thiz conditional caution will be kegt;

s

That the conditional caution may be disclosed, when appropriate, to certain potential
employers, ar in connection with any future criminal proceedings,;

21 Where one or more of the shove offence(s) is listed in Schedule 3 of the Sexual Offences Act
2003 and the relevant age and disposal thresholds are met that | will become subject to the
notification requiremerts of Part 2 of that Act (commonly knowwn as the Sex Offenders
Register?;

g

Pty

Information on my compliance may be provided to the co-ordinators by the service providers,
DIP et al,

v

-

| understand that a victim may still take out & private prosecution or civil action against me.
The Police may disclose my details to s victim for this purpose.

Signature of person CaUtIONE . e eean

Signature of appropriate adult (whers gpoilcablel e

Caution administared By .. Rank & Mo FJobtitle:
SEAHORGT ¢ cvovesas mvvvass srvessas sivvnsss wovess vt SO EITE sy c s svavsss s s v 30 et 4 50w 43 Y08 SV dha s BB VY4 B0
Tel Noi. s nanpnausnmmnansamg DEte: annnanmaans s nmnsnansnanaaanEan s A s

For completion by the Officer in the Case [ authorised person on the review date

| hereby certify that the conditions shown ahove have ! have not been completed satisfactorily
(attach any relevant evidence I sypport of this).

Mame of officer [ authorised perzon finalising the caution: ................... Rank & Mo, fJaobtitle: ...
Statione s seiss 2o s 2 SNSRI O e 2 A B R R IR B R R s
Tk M s s nam gy Date: s nasnsmniasusing

| 20111 | Page 2 ot 2

kel 1 RESTRICTED {when complete) |
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MG15 RECORD OF INTERVIEW

The purpose of this form is:

o 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.

—

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.

| | » [

RESTRICTED {when complete) |

RECORD OF INTERVIEW

MiE13

URM |

Perzon inte rvisued:
Place of intendev:
Drate of inte nd e

Time commencad:

Intendemers):

Otherpersons present:

Audio tape reference nos.:

Time conduded:

Folice Exhibit Mo:

-

Ty watre of Ite ke wer precinclig @ kb

Duration of inte rview:

Wizualimage reference nos.:

Tape Person
courntar speaking
times

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

=

Wit |

TS R - it e o a0 0 S5 s o o 5 B e o5 2B 85 e 6 ol o e s B w5

RESTRICTED {when complete)

Payge 1 or2

The body of text
should include:

o Admissions

e Main salient
points

o Aggravating
factors

o Mitigating
circumstances

o Significant
silence etc

e Summary

e Special
Warning

o Offences TIC
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MG16 EVIDENCE OF BAD CHARACTER AND/OR DANGEROUS OFFENDER INFORMATION

The purpose of this form is:
e To provide information to the prosecutor regarding the defendant's bad character that may be adduced at trial

e Toindicate 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

RESTRICTED {when complete) MG 16

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: URH I:I:I:I:I

TiNs evidence Sinformaton wal be revealed o I Uy Prosecy o v Form MG 3 o rechavge acvice/Charging dedision o, viere 2 rofriade, postciharge.
This evidence £ In 20n vl be et o e Dy A i FormdG 3 Tor re-chavge advicehanging declsl here 3oz, postchang) ASS Ho.

Evidence of Bad Charscter [BC)[Evidence for trid )

List below relevant evidence of, or a disposition towards misconduct or other reprehensible behaviour relating to:
+ Commission of offences of the kind charged, including previous conmdctions for offencels) of same or similar description (same charge findictment) or categony;
# The commission of any other related twpe of offences (even where not of similar description orinsame categond;
# The defendant's urtruthfulness, e.g. convictions for parjury offences, deception.

Dangerous ffender [00]infor mation (Irfor mation for sertencing — specified offences of sexfviolenoe)
# List belowinformation for the sentencing court when assessing whether the defend ant poses = significant risk to the public of sericus harm.

Brief details of chargeiz) or " = Relevart Evidence ! information
proposed changels) BC | OO = Previous comvictions: include more detailed information than cortained on PNC printout, ie. MO, plea entered, concument changes,
other disposals (TICs, cadtions, reprimands and final wamings, PHOE), previous defences uzed (f known).
= Evidence orinformation fotherthan comwictions s includes outstanding imv estigations, acquittals, discorti , previous
allegations made agairst the defendant, incident reports including domestic viclenc eiracial ete.
oo
A fch releant ieido n)
oo
(A fRch relel@aT GDCHmen o)
o|o
[AtEch relevant chcymeniEIon)
oo
(A TRCh FRiEVR AT GRCUmen B0
Officer completing fom (rank, number or job tile) Dty Prosecutor ! Reviewing lawner
Name: [rate: Name: Date:

"Mz yize 300l eal e o SOTH Bad Charz cowr and Danqerou s O wider Dro Wsi0ns (off ack Dow/as) 25 200 oprare)

e RESTRICTED {when complete) - e
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MG18 OFFENCES TAKEN INTO CONSIDERATION (TIC)

The purpose of this form is:

o 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 RESTRICTED {when complete) M
to Crown Court.

Otherwise TICs must
be Iegible if hand OFFENCES TAKEN INTO CONSIDERATION

written.

Crefendant (full name): URHM ‘ ‘ |

Plem=sa note the fallowing:

ShOW here the Charged ! Indicted offencelz):

tota| number of Far hearing £ tial at: an:

TICS IlSted in the 1. The attached scheduls gives parliculars?? offences, which ywou hawe admitted committing but hawve
SChedUle part Of not been charged with.

the MG18 2. Ifyou plead guilty or are found guilty of any offence(s) with which you have been charged you can, before

any sentence is passed, admit all ar any of the offence(s) in the atached schedule, and ask the court to
take them into consideration.

3. If you withdraw your admissions to these additional offences that you wish the court to take into
conzideration, those offencel(s) may result in further prosecutionz).

4. If wou wigh to volunteer any further information concerming any of these other offences you may do =0 in
wiriting, effrer at the bottom of this form orin a separate letter. Ifyou prefer, wou may ask a police officer to
take any statement you may mish to give.

5. Please sign all the sheets in the schedule containing the offences to be taken into consideration and
immediately belo the last offence recorded. Then sign the receipt below, and keep forvour information
the copy of this document.

Receipt to be signed by the accused

Record here any
COMMENISHNATEEE = | | s mones ey oo iivssiss ey ss i3 Soveyis v s Sevi o eviias vy o8 s o evit s i s s s vy

accused makes i
when signing the
receipt.
Drate: BNt B e
Insthe prese e ea i oo e s i s s gpndnd (2 St S s et 1 s 8 SR R g 2 S e s e s e

. RESTRICTED {when complete)
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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.

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.

RESTRICTED {when complete)

SCHEDULE OF OFFENCE(S) TAKEN INTO CONSIDERATION

MG 158 |

Doefendant (full name): URN | | |
ALS Mo |
Huo. Crime Raf. Flace [ ate of Details of offencalz) Mame of | Propery COURT USE
No. committed | offence | For EACH offence: wictim (a) Walue OMLY
* recard PHNLD offence code; (b) Recovered Accepted at
—t | « relevant factors —voluntary admission, valnerable victim, ete. (c) Damaged court?
 E— X z = : v "y
P+ it compensation iz required attach G139, " ar'N

A

Signatume of defendant ...

Rule off any mwdining Fpace akerihe

EIIN

RESTRICTED (when complete)

ast TG has beenentered, amd iwite the defermlant to sign deneath the fimal endy (epeat process wherm there & oo Hhar ome shead)

Where offences to be
TIC carry driving
licence endorsement
and a disqualification
they may only be TIC
where one or more of
the offences for which
the defendant is
convicted is also
endorsable or may
lead to disqualification.
See Note 2.

Offences

order.

listed in chronological

should be
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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:

e The defendant admits them and consents to them being TIC

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

e 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. ltis 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.
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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.

i RESTRICTED (when complete) new

APPLICATION FOR COMPENSATION

For Police Use

i L [m [m [ [ |

Offence: Date of offence:

Compensation form — notes for guidance

For gqueries regarding completion of this form, contact the Witness Care Unit (WWCUY:

The affence for which proceedings have been instituted may give rize to the question of

compenszation.

COMPLETE THE SECTIONS WHICH APPLY TO YOU IN BLOCK CAPITALS, then sign and

date page 3.

It iz wery impottant that this form iz completed a5 soon a8 possible. If sent to vou by post i must be

returned within 14 days to the WCU in the freepost envelope provided. Failure to return this form on

time may lead to the case proceeding without an application for compensation being made on your

behalt, If you do find that vou require extra time, please contact the WCU to see if an extension is

possible.

PLEASE HOTE: the court will decide whether of notto order compensation. The Police have
no authorty over this decision.

Personal injury claims can also be pursued via the Criminal Injuries Compensation Authority.

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.

A. Property stolen (and not recovered) or damaged

Thiz section covers property stolen or damaged that has not been recovered by police. |t includes
damage caused in a road traffic collizion.

It iz important that vou provide documentary evidence to support vour claim. This means that
copies of receipts, estimates of bhills shoukl be provided wherever possible. Froperty
recovered by police but not vet returned to wou (due to i being used in evidence) should not be
claimed for, az thiz will be restored upon completion of the court case. If your case involves a road
collizion, it iz important that you provide us with details of your insurance company so we can lisise
with them during the prosecution.

Mame and address of your inzurance compary:

Policy Ma.

Description of itemis) stolenidamaged®: Costs of replacement or

repair (ncluding VAT,

Total:

01011 | [ RESTRICTED {when complete)

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.
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Original documents
RESTRICTED {when complete) i il_'s_| :)Ooﬁserectg;;ds ?é/
CPS should be
edited so as to not
disclose the victim’s

B. Other expenses mcurred as aresult of the offence
Thiz relates to any loss of earnings (ff you had to take unpaid time off work due to injuries | +—

sustained), taxi fares or hospital expenses incurred a3 & result of your injuries. address.
It is impartant that you provide documentary evidence to support your claim. This means copies of See Note 9.
receipts, estimates or bills should be provided wherever possible.
Details of loss/fexpense® Amount:
Total:

C. Personal injury (include an injury sustained as & result of a road traffic collision)

This relates to any injury sustained as the result of an assault or traffic collision. In serious injury
cases, where you may suffer long-term effects, please keep the WCL informed of your condition
as the caze progresses.

The police can only okbtain medical evidence on your behalf | you have signed & medical consent
form which authorizes us to do 0. We can then contact the hospital, wour GP or dentist and ask
themn to provide a statement detailing vour injuries and treatmert. The police officer in charge may
have already asked you to complete a form. If not, please cortact the WCU as soon as possible.

Deszcribe your injuries®

Details of medical reatment received®:

Datels) of hospital sttendance:

Mame of consultant idoctor:

[FPlease cortinue on a separate page ifthe space provided is not sufficient]

RESTRICTED {when complete)
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RESTRICTED (when complete)

D. Insurance details

It iz important that vou tell us of any claims you have already made or intend to make via your car J
home Fmedical insurance. Please ensure that & copy of ywour claim form and J or the company's
reply iz attached to this form.

Mame of insurance company:

Address of inswance company:

Policy number:

Losz of 'no claims bonus's? Yes O Mo [0  I1f'ves', please give amount;

Excess on policy T ves O Mo O I "es', please give amount:

Confirmatory [etter from insurance company attached? ves [ Mo O

Details of claimant

Mame:

Acldress:

Home telephone: Mobile:

E-mail address:

Victim Personal Statement (WPS)

You have the right to make a Y¥PS. This is & record of the impact that the crime has had on you
and your family. & gives you a chance to explain, in your own woeds, how the crime has affected
you, whether phrysically, emotionally, financially or in any ather way. If you have not already made
a YPS and vouwish to do so, contact the WCU on page 1.

RESTRICTED (when complete) |




Manual of Guidance 2011 - Section 3

10.

11.

MG19 — COMPENSATION CLAIM
GUIDANCE NOTES

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).

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.

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

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.

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.

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

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).

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

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.

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.

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

i RESTRICTED (when complete) |

FURTHER EVIDENCE / INFORMATION REPORT

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

To: Crown Prosecution Service URHN | | | | |
Office:
R
Mext court date: at:
Offencels):

P Submitted as indicated
Bad Character / Dangerous Offender [ME16] O Cutstanding case f revocation order d

details (ztate below)

Case file evidence & information [(MGE) O Proceedings /investigations outstanding [
CCTY —tapes [ discs O Proceeds of Crime Act (POCA) (MG17)
Compenaation — receipts f estimates [(MG13) O Prisoner production copy arder ]
Conviction memorandum (certified copy) O Recordis) of interview (MG 15) ]
Custody record (copy) or updsted copy O Recorded interviesws (video /tape s DVD) O
DL printaut O Specisl Measures Assessment (MG2) O
Defendant previous convictions § cautions etc. O TIC zchedulels) (MG12) O
Dizclosure [MEEE / MGED / MGEED ¢ MGEE) O witness avaiability list updated (MG10) O
Crink drive forms roadside f hospital | station 0O Witness list updated [ME3) (]
procedure
Exhibiit (copy documents) O witness previous convictions [ cautions |
Exhibait list (MG12) O witness statement (copy) (MG11) O
Forensic Evidence [including ME21 f ME214) O witness statement (original) (MG11) O
Medical report [ Surgeon's statement (oopy) O Other - specify (]

\AFur‘ther infor mation [ remarks (continued on separate sheets if necessary)

Officer in case: Rank & Ma. 7 Job title: Date submitted:

| 2010011 RESTRICTED (when complete)

Complete URN to
ensure that the
information on
this form is
correctly linked to
the original file.
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MG21 SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION

The purpose of this form is:
e To accompany samples submitted for forensic examination
e To provide an audit trail
o To request provision of details on specific points to prove the case

o To provide the scientist with target dates for case management together with a list of exhibits
submitted for examination.

RESTRICTED {when complete) MG
SUBMISSION OF WORK FOR SCIENTIFIC EXAMINATION
Unique Reference | |~ ————m| | | | |
Number (URN) - —
0 1. Palice Crime Reference Mumber: 3. F5P Reference Momber:
required on each
(T | | s R R
2. Soientific Support Reference Murmber
.......................................................................... [F5P Lise Onhy)
4. Cortact Detals
Submitting Fome: . ... DOfficerinthe case:
This contact may
Specify an approprize akemative poirt of contact e, Scientific Support f Crime Scene hanager, ONA Liakson Officer be the case flle
Insert details of Certtact other tharthe OI0: MaMe:................oevseomseeesssessosssoesssoenssenes e Rianle 4 Job THIE:.........oooooooersc e, bU”.de.r Or person
N assisting the
reviewing oIC
lawyer where
known.
Fam s s o e s e S A R L R O L A S Emnail o s imnn i i Lt n Suna B s i
5. Supervizory wathonty for submission: MUSt aCCOI'd Wlth
MEMIE ey s potons i st Jvnt s oo g s st s s Rank A Bb e oo e i v e i s Force prOtOCOl
SIgnature: o
E. Budgetary authorityfor submission:
| d t h Pspects of subrission required URGENTLY
NOICACINETIC| | locioiemmenmen e e e s e i o D P s
whether any aspect _
.. At RiorE e b el e el e B R R
of the submission
is required Rank £ Job TRIZ ..o e e e Early notification
Urgently. O=te ¢ Authorisation Stamp Of Changed
Kifor any maron the cinumstances it case clange orthe case is discontinued amd Hhe forensi evidence is m domger CirCUmStanCGS or
required Henthe F5P showh be inmediabely infomed by fcsinie or e-mad. < discontinuance
will save time and
HeabReLET e comlcte) resources for all

agencies.
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RESTRICTED {when complete) Wz

v || ] |

Include between times
and/or dates where
applicable.

7. Circurnstances of ncidert(=]

[] suspect ts)idenitied (] Mo suspect ) idertified

3) Give details of surrounding circumstances and MO of offence, indude address, location, or wehide reg.
wuhere appropriate:

Include further details of:

o Whether a scientist has
attended scene and result
of his/her examination.

o |s the case linked to
previous submissions ?

e Does it form part of a
serious investigation ?

o What are the major lines
of enquiry?

o The result of pre-charge
CPS advice.

o The points you want the
FPS to prove.

o The crime scene
assessment.

o Result of the Forensic
Strategy Group meeting in
a major enquiry.

In particular:

e Has a crime been
committed ? (e.g. is the
powder a restricted drug
or does the hard disk
contain unlawful images?)

o When did the crime take
place?

o Can a suspect be
identified for this crime?
(e.g. DNA or other means
of contact such as fibres).

o Can the identified suspect
be linked to the victim?
(e.g. DNA or other means
of contact such as fibres).

by urhat account Gf any) has been given by the suspect =), [spedfy who] indude admissions, denials,
defences eto

. Cortiree onFepaslke steet Frecesrany

o) Add any other relevant information eg an aceount provided by the subject (=) [spedfy whao], other
aggravating factors orwhether there is there a child vicim, winerable fintimiated witness inwolve d7:

e e D o Feparahe sheed i nece SFaY

&. What are the points to prove?

What arethe reasonable lines of enguiry and # or the evidential poirts to prove (e.g. whether ornot sexual intercourse
occumed batween the suspect and complainant, whether or notthe suspect is the person who broke the window). These
issues should reflect the advice, the case straequ and the decisions that have been agreed between the imestigatar,
prosecutorand, where appropriate, the forensic sciertist. Specifuthe aspedts of the examination necessanto support 8
charging decision.

... Continue of sepaae sheet i necessan

Yo any meason the cimunstances it this case change orthe case is discontinued and the frenst evidence i5 m0 bager
equied Hrenife FEP shoul be insediately informed by facsinie or e-mail.

RESTRICTED {when complete)

Further points to
consider for
inclusion:

o Can the identified
suspect be linked to
the crime scene?
(e.g. DNA or other
means of contact
such as fibres).

o Are there any links
between this crime
and other crimes?

o Are there any links
between the
suspect and other
suspects or crimes?

o |s there evidence to
corroborate or refute
the suspect’s
allegation (e.g. tears
to clothing tending
to show use of
force?).

o Are there any other
specific questions to
be addressed?
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National Firearms
Forensic Intelligence
Database (NFFID). Must
be included for all firearm
related offences.

\ 3. idditional Imformation sttached to this form

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:

o Assault (non sexual)
involving blood and
fibres.

o Auto crime and
burglary involving
fibres

o Offences involving
broken glass

o Offences involving

footwear impressions.

RESTRICTED (when complete)

||| |

indicae what this & by ethertidking the relevant box (es) below or by describing the nature and relevance of the

material

Sexual Dffences Soene Examiner's Repot D

MFFID Form Photographs J sual records D/
Firearms Safay Fomm D Plans D

Towicology Farm D itness ¢ Wetim's Staemerts D

DMALEeh Report l:‘ Critical Success Factor Forms l:‘

Cther (pleaze specify):

10. Contact with FSP

It i advizable to contact the F£P before submission where there is MO SUSPECT and / or where there is an URGENT
aspect to the work:

Fre aspects of the submission required urgenthy? ¥ 4 N
I ' ES to whom does the urgert aspect relae?

Deceased ! Wetim §itress number I:I:I:I:I (Referto section 113
(1, Z and for 3 ete, if applicable)

Suspect number (1, 2 andéor 3 ac, if applicable) I:I:I:I:I (Referto sedtion 120

Has the work been discussed with amy representative of the FSP? Y /N

I Y ES - Providethetime, dae and name of the F 5P nepresentative: | |

Specify amy related Police or FSP reference numbers: | |

Prowide F5P reference numbers of amy previous subrnissions (e.g. related ONAcrime stain submiszions):

B T 7 L L L S U e (21 g o o e P P S e D D P MSF
0.0 B Deceased MdActim S Wiikness ¢ Subject for Bimingtion {Welkete a5 appioabk)

Occupation: .. FBthniciy code: PHC Uaming Sigrs ...l

ZBUMBMED . s FarenamelsT........oooos L o
D. 0 B Deceased /dctim J Witness ¢ Subject for Bimindion (dekte a5 apploable)

Bthnicky code: . PHC UWaming Sigrs.........oooeeeeeens

...... ForenamersT... I F
Deceased Mdctim / Witness ¢ Subject for Bimindion fuekte a5 apploable)

CloCupation: ... FBhnicky code: PHC Uifaming Sigrs ..o

“16 Poirt + 1

RESTRICTED {when complete)

—

CCTV, crime
scene video
etc.
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LT URN | | | | |

12.  SUSPECT KEY DATES - complete OME persuspect I ::gfg:]dai‘laell

Suspect Number of SUMEMET. .. Forenameis)...................... /

Dt o Bin e i e e PN i i gns e e e e S e e e

Dooupatiom: s S5 S S S s Bthnicity code (16 + 10............

Date of Amest:. ... Tirme of Amest: A5 number. e ﬁ;ﬁztéfl:nnagons

OM& PACE sample bareode reference theginning 96 ar higher) | | | | | | | | | relate to this

rro[ ] va[] vo [ particular

D HHOwN SUSPECT —MOT YET ARRESTED SUSpeCt'
Date agreed for despach of work after discussion with the FSP | |

I:l FRE-CHARGE — ARRESTED [cumerd win palice custody] v\
Date agreed for despatch of wark after discussion with the F &P | | \ Al el target

|:| PRE-CHARGE SMO OM POLICE BAILEDTO RETURN dates must
Retum:Bal date | | correspond with
lterms for examination to be received athe F5P Laboraony by | | those recorded
Date agreed with the FEP by which the necessary resultsto assist | | on MGB
the charging decision wll be despatched

l:‘ CHARGED 8MD ERILED TO COURT

Date Charged | |

Date fived for senice of the prosecution case (7 known) | |

Mext kay court date (2.9, Tral Date) | |

I:l CHARGED AMDO REMAMOED IN CUSTODY

Date charged | |

Date of net remand hearing | |

Pgreed action date for full code test (f applicable) | |

Date fived for senice of the prosecution case (Jf known) | |

fterms for examinaion to be recehed & the F5P Laboratany by | |

Date agreed with the FEF by which the necessary reaults will be | |
despatched

I:l POST PLER REQUIREMENT

Date agreed between the Prosecutor andthe FSF by which any
additiond examinztions and for evaluative repots will be despatehed

Fiorany maron the cimumstances iv this came ehange orthe care i diszontinee o' amd the forensic evidente i m omger
requied drendhe FXP should b8 inmeoiabely infomeed’ Oy facsinle o e-mail.

RESTRICTED (when complete)
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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.

RESTRICTED {when complete)

ITEMS FOR SCIENTIFIC EXAMINATION (Complete in duplicate)

Al Berns miest be preped p paokaged’ and labeled to presende the integrity of the evidence
(The exhibit number and description given balow must comespond with the exhibi label. Inelude bamode reference numberof al PACE and Wolunteer samples)

EEP. Referemee NI, <o e o oo covosins s s e s et S v Sttt e e S URM | | | |
Serial Mo. Exhikit or | Exhibit Bag Description of tem(s] Thi= itern relates to: Date and firme Narme of person
Barcode Seal Mo, [Subject orlocaion rescwerad from) found ftaken seizingitem
[DMA) Ref.
<

Must correspond with exhibit
label.

Full but concise
description. No
abbreviations.

v

Highlight any such risks in
column for description of
items.

Bry known health and s=fetyrizsks e g. Mds, Hepatitis, Scabies ete must be stated —the notification shou d be provided as SECTION of the description of the itern to which it
applies, fuler details being supplied on 3 separate sheet if appropriste. NE Sharp fhazardous items must be sppropristely packaged and 1abdled. For advice on these rmatters
cortact amy rmerrber of Scientific Support.

Methad of delivery: By Hand ["] Couriers [ Registered / Recorded Post[] (FSP use anly)
Ferson receiving =t FSP

FZP Date Stamp

Indicate here if the 510 fExhibits Officer needs to be contacted prior to the return of any exhibits to the force D

0 dny B AT He CRTALRRIEA0ES T HECaTe CARAQE OF 1 0ame & OrEDONIeD & e POV REE 2 WORR0e /T 0 VD MRAED e e - H S0 LA D8 ansredva ey aormed’ O facsne o E-vad.

Fage.......ofo....l

RESTRICTED {when complete)




Manual of Guidance 2011 - Section 3

RESTRICTED (when complete) nG2

ITEMS FOR SCIENTIFIC EXAMINATION {Complete in duplicate)

AN tems nwst be propeny packzged avd (abeded fo presenve the integrity of the evidence
(The exhibit number and descrption given below must comespond with the exhibk label Include bamode reference numberof al PACE and “Wlunteer samples)

v || |

FEP Refarance MUMBEr:. .
SerialMo. Exhibit or Exhibit Bag Description of tem(s) This itern reates o Diate and firme Marme of
Barcode Seal Mo, (Subject or location recovered from) found ftaken person

[DMA] Ref. seizing item

tdethod of dalivery: By Hand [ ] Couriers [ Registered/Recordad Fost [ (FSF use only)

Person receiving at FSP

FSP Date Stamp

ndlzats here If e $100 Ehiblts Offlcer nesd & 1o be contactsd prior to the retum ot any & shiblts to the foree D
WECase Change of Mecase s daon Mued and e Mwenslc evidence I no longer requive d hen B FEP Awidbe Immeda®ly

RESTRICTED {when complete)

FERd by TacH e or S maill.

TR @Ry e e dium

Fage.......of.........
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RESTRICTED {when complete) MGl

ITEMS FOR SCIENTIFIC EXAMINATION {Complete in duplicate)

Al iters awst be preped y paokaged avd fabeled to presence the integrity of the evidence
(The exhibit number and description given below must comespond with the exhibi label. Include bamode reference number of al PACE and ‘Wlunteer samples)

v || |

FSP Reference Mamber:.
SarizlMa. Exhibit ar Exhibit Bag Dezcription of ferml=) Thiz itern rdates to Dizte and tirme Harne of
Barcode Seal Mo, (5ubject or location recovered from’) found /taken PErson

[OHAY Ref. seizing itemn

tethiod of delivery: By Hand [ Couriers (] RegistersdReconded Past [] (FSP use anly)

Person recziving st FSP

FSP Date Stamp

ndlcats ers 1T 418 $10 1 Eshibits Officer need s o be contactad prior to the returm ofany e shibits o fhe force [
'scasechange o hecasms s dscon fiwed and ihe Avensic evderce ls 0 lon

RESTRICTED {when complete)

edaily o med by facimle or S-mal.

uliredihen he F5P showldbe

R anyreason e ity msRnces i

Fage.......of. ...
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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.

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.
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MG21A SUBMISSION OF ADDITIONAL WORK FOR SCIENTIFIC EXAMINATION

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

RESTRICTED {when complete)

SUBMISSION OF ADDITIONAL WORK FOR SCIENTIFIC EXAMINATION

oy N

SECTION A — Pdice and F3F reference numbers
Police Crme Referance HUMbBER......co
F:5 P ReferdnerNambien: i S sl s e e e e e e
Officerinthe:Case:; ioh o an dnah dn b dn sn b b dnaidn sl dnahdnai i an i dn b anandasha
B8 P o o o S S T N L S L L S L L N L L L N S L A A L N A
SECTION B —Additional [aboratory exarination £ work required as a result of:

|:| Additional exhibiz (e item s for examination page) |:| Further information inthe case Epecifyin Section E)

|:| Additional deceased £ victim fwitness D Additional suspeat(s)(Ses Key Dates pages(s))

(=pecify in section 0

Other reason (spechy precksedy v B T BE .. ... e oo e

[Confaue on se e B sheellf necessry)

SECTION C = Pricrity and aothorn sation

Mo Suspect | Known Suspect — | Prechame Pre-chame and | Chaged and Charged and Poszt plea
ot yet Frestad amested in police | police bailto bailedta court remanded requirmet
Superd=sory stharity for submizson:
i Aspects of submls slon required URGENTLY
Mame & Rark £ Job T ..., 0 cantact SPpriort supmis Hons

Date / athorisaion &amp

Subjet NUMBEM .o e [ponFecutive muwledng o6 pe wous sulmissios)

Sumame:...
0.0.B.:..

Forenameis),
Deceased Sdctim fiikness ¢ Subject for Bimiantion

Y15 Palit+1

SECTIOM E - Mewinforamtion relzting 1o the droomstances of the case and additionzl points to prove
Details:...
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RESTRICTED (when complete)

v [ [ [ ]

SUSPECT KEY DATE — complae OME per suspect

Suspect Number af BUMEMIE o ForenameiEl. .o

Dlater of BMEST: oo v s ssesins i Time of Amesti . AL NUMDEE o o ssnsing s sy i

OMA PACE sample barcode reference (beginning 96 o higher) | | | | | | | | |

FPO |:| o l:‘ F‘(DD

l:‘ EHOWH SUSFECT — MOT YET ARRESTED

Oate agreed for despatch of work after discussion with the FSP | |

D BEFORE CHARGE - ARRESTED [current!yin police custodyy]

Date agreed for despatch of work after diszussion withthe FSP | |

l:‘ EEFORE CHARGE AMD ON POLICE BAIL TO RETURN

Return Bail date | |

teme for examinaionto e received 2 the FSP Laboratony by | |

Date agreed with the FEF by which the necessary results to assist
the charging decision will be despatched | |

l:‘ CHARGED AMD BAILED TO COURT

Date Charged | |

Date fixed for sandce of the prosecution case (ifknown] | |

Mext ke court date (2.9, Trial Date) | |

l:‘ CHARGED aMO REMAMOED IM CUSTODY

Date charged | |

Date of nest remand hearing | |

Agread action date for full code test (if applicable) | |

Date fiwed for service of the prosecition case (f known) | |

lteme for examingion to e received 2 the F3P Laboraony by | |

Date agreed with the FSP by which the necessary reaults will be | |
despatched

l:‘ POST PLES REQUIREMENT

Date agreed between the Prosecitor andthe FEP by which any
aditional exarinations and Jor evaduative repots wil be despatched

¥ifor any reason the cimumstances in this case change orthe case is discontinued amd the forensi eviderme &5 6o Joager
requied demthe F5P should be inrmediabely infomed by fazsinie or e-wad.

RESTRICTED {when complete)
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RESTRICTED {when complete)

ITEMS FOR SCIENTIFIC EXAMINATION {Complete in duplicate)

Al Raris mstbe propedp packaged ad labeled to presence the integrity of the eviderncs
(The exhibit number and description ghven belom must comespond with the exhibi label. Include bamode reference number of al PACE and Wolunteer samples)

FEP Reference Mumber ... HEH | | | | |
Serial Mo, Exhibit or Exhibit Bag Description of fem(s) This ftern rdates to: Date ard ime MHame of
Barcode Seal Ma. (Subject orlocaion recowered from) found ftaken persan

[OIMA] Ref. seizing item

By knovwn health and safetyrisks e g. fids, Hepatiti=, Scabies ete must be stated —the notification shoud be prowided as SECTION of the descriplion of the iter to which it

applies, fuller details being supplied on a separate sheet if appropriate. ME Sharp fhazardous itemns must be appropriaely packaged and labdled. For adwee onthese matters
contact any rerber of Scientific Support.

Method of delivery: ByHand [T]Couriers [[] Registered/Recorded Post [7] (FSP use anly)

Person receiving =t FEP
Seal UMM et L L B L A

................................................................................................................. Print DI resres s n s socces o s o s
Mame of person delivenng (blod lettersl ..o ST 1 R el e - e
Rank fJob Title:................ SIERAIUIET e Date: FSP Date Stamp

Indicate hereif the SI10 f Exhibits Officer needs to be contacted priorto the return of any exhibits to the force I:‘
Wiforamy maror He civamsances s case cfange orife care & diszonthoed amd e fe sl ewdenze 5 m ongerequiredties fe FEPshould be inmeoialely ifommed Oy facsivile ore-wad.

Page Ho.......... of i
20060711 RESTRICTED {(when complete)
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